THE
Embassy of the Republic of the Philippines 0:"""::**
Philippine Overseas Labor Office (POLO) { el 1%
£ State of Kuwait &
ot g wie o of vost®
VACATIONING WORKERS
BALIK MANGGAGAGAWA
CONTRACT VERIFICATION REQUIREMENTS
MGA KAILANGAN PARA SA PAGVERIPEKA NG KONTRATA
VISA 18 / SKILLED WORKERS VISA 20 / DOMESTIC WORKERS
1. ORIGINAL STANDARD EMPLOYMENT CONTRACT from PUB- || 1. ORIGINAL STANDARD TWO PARTY EMPLOYMENT
LIC AUTHORITY FOR MANPOWER (PAM} or COMPANY CONTRACT (With signature of Employer & Worker)
CONTRACT
2. ORIGINAL VALID PASSPORT - 1 Photo Copy 2. ORGINAL VNID PACRORT ., LPhoto Capy
3. ORIGINAL VALID CIVILID - 1Photo Copy 3. ORIGINAL VALID CIVILID - 1 Photo Copy
e B R O - dPhettony 4. VAUD CIVILID OF EMPLOYER - 2 Photo Copy
authorisadong pumipirma para sa kompanya/establisyemento
5. VALID EDEN AMAL - 1Photo Copy

REMINDER : Numbers 3, 4, and 5 with English Translation

STEPS FOR CONTRACT VERIFICATION OF BALIK MANGGAGAWA WORKERS

Step1. DOWNLOAD
Access ihg QFFICIAL POLO KUWAIT FB Page and download the STANDARD TWO PARTY RECRUITMENT / EMPLOYMENT CONTRACT
For VISA 4
For VISA 18: Bring the Standard Employment Contract (Public Authority for Manpower (PAM) format or Company Contract
Step2. VERIFICATION
Proceed to POLO with the filled-up Standard Employment Contract and bring the COMPLETE REQUIREMENTS
Get a number from the guard at the entrance and queue for CONTRACT VERIFICATION
Step3. PAYMENT OF FEES
Contract Verification - KD3.250 Pag-lbig - KD 20.000 / 2yrs
OWWA Membership - KD 8.000/ 2yrs SSS Contributions - KD 8.000/ month
Step4. ENCODING and RELEASE

OVERSEAS EMPLOYMENT CERTIFICATE (OEC) :

An Overseas Employment Certificate {OEC) must be secured by vacationing workers before they can come back to Kuwait. A Balik Manggagawa
{BM) worker must present a valid contract VERIFIED by the Philippine Overseas Labor Office (POLO) in Kuwait and other proof of employment to
get an OEC. All BM worker must register thru the bmonline.ph and set an online appointment at any preferred POEA office to get an OEC. A BM
worker who has previous registration and was once issued OEC online must log-in to their BM Online accounts to secure their OEC Exemption.
The OEC or OEC Exemption must be secured within 60 days from their flight back to Kuwait.

How to use the online system:
1. For NEW USERS, register in the system using your personal email account and click the Sign Me Up button. Open your email account and
click the confirmation link.

Log-in as Already Registered user. Enter your fast issued OEC number. If no record is found, set an online appointment.
If record is found, update your Personal Data, Contract Particulars and Beneficiaries as needed.

v W

Click Acquire OEC or Exemption for online assessment. Enter flight date and confirm if returning to the same employer and jobsite.

if returning to the same employer and jobsite, the system will display a confirmation message indicating that you are exempted from
securing the OEC and payment of processing fee.

If not, you will be redirected to the Appointment Page. Select your preferred Philippine Overseas Employment Administration (POEA)
office and schedule for processing of OEC and payment.
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Standard Two-Party Recruitment/Employment Contract {Male/Female Domestic Worker)

As of the following mentioned day the parties agreed on the following:
1-  Mr/Ms./Mrs Nationatity . Civil ID Number
Number of family members Residence Type Job Title Home Address
Phone number (First Party/Employer}
2- Mr./MsMrs Nationality Gender Date of Birth
Job Title Holder of passport mumber (Second Party/Domestic Worker})
Preamble

Since the firsi party (Emplover) wishes to recruil a domestic worker o work at
his/her household, and the second party (Domestic Worker) wishes to work for

3- Salary must be paid at the end of each Gregorian month stariing from the
first day of work and it should not be less than the designated amount
initially signed by the second party (Domestic worker) on the contract, and
the money transfer receipt is constdered proof of receiving the salary.

4- Compensating the second party (Domestic Worker) int case of injury during

Fifth: General Provisions:
1- The second party (Domestic Worker) works for the first party (Emplover)

the first party. it is agreed on the following: under the job title of With a monthly salary of
KD
First: The preamble is an integral part of this contract provisions and is bound | 2- The contract is cffective from the first day of commencing work at the
o it first party’s houschold and is valid for years as of the
Second: The first party acknowledge that he/she have read the Amiri decree date and is rcnewable for longer periods
Number 17 of the year 1959 conceming foreigner’s residency and the decrees unless one of the parties expresses the desire not to renew at leasl two
coniplied with it and decree Number 68 of the year 2015 concerning domestic months before the expiry of the contract.
workers and the decrees comphied with it, and the commitment to all of the | 3-  Second party (Domestic Worker) working hours must not cxceed a total
terms and items stated within of 12 hours daily, whereas contimous working hours must not exceed 5
Third: The first party (Employer) must commntit fo the following: hours, followed by at least 1 hour resting time which is not included in
1. Providing an appropriate housing for the second party (Domesiic Worker) the overall working hours. The second party also has the tight 1o sleep for
equipped with all necessities and decent means of living. & continnous 8 hours minimum at night.
2- Providing suitable food and clothes fiw the second party (Domestic | 4 Not depriving the second party (Domestic Worker) from the right of
Worker) in a way that ensures himvher adequate life, and is obligated 1o having a fully paid weekly rest.
provide him/her with medical treatment and aursing by registening him/her | 5-  Not depriving the sccond party (Domestic Worker) from the right of
in the health system applicable in the State of Knwait purszant to Law No. having a fully paid annual leave.
(1) of the year 1999, 6~ An end-of-service bonus payment equivalent to one-month salary for

cvery year served by the sccond party (Domestic Worker) at the end of
his/her contract.

7- The first party {Emplover) is not allowed to keep in histher possession
any of the sccond pary’s (Domestic Worker) personal identity
documents such as passport.

wark or becanse of it according to the provisions of Kuwait Civil Law. 8 Transferring the residency of the second parnty (Domestic Worker) is

5- Issuing a valid residency for the second party {Domestic Worker) for the prohibited during the first 6 memths from the day of entry to the country,
duration of the contract in accordance with Amiri decree Number 17 of the | 9-  The first party (Employer) shall bear the cost of economy class ticket for
year 1959 concerning foreigners’ residency and the decrees complied with the second party (Domestic Worker) return back (o his/her country at the
it. end of the contract or any other renewed periods.

6- Handling all expenses to bring the second party (Domestic Worker) and | 10- In casc conflict about any of this contract articles, the case will be
should not 1ay any of these expenses on the second party. referred 1o the Public Authority of Manpower for the setilemsent of the

7- Paying the expenses of transferring the sccond party (Domestic Worker) conflict. Failed settlements will be referred to the designated court.
deceased body to hisfher country as well as sending the salary of the last {| 11- Anything vnstated in this comiract must be referred to the articies under
meonth to the sccond party’s beneficiaries. Law No. 68 of the year 2015 in respect to domestic workers rules, and in

8- Tt is nol permissible for the first party (Employer) to assign the second case of fack of law acts that address it, the Kowaiti laws are applicable.
party (Domestic Worker) to work ousside the State of Kuwait. If this occurs { 12- This contract has been made in both Arabic and English languages and
without the agreement of the domestic worker, the domestic wosker will be both partics should bave full knowledge of the contents of this contract,
returmned to his/her country at the expense of the first party (Employer). the Arabic text shall prevail and be referred 1o when necessary,

9- The second party (Domestic Worker) is entitled to own & phone and use it | 13- This contract is drawn in original and three copies. The original shati be
outside the working hours, provided that hefshe keeps the scorels and sent to the Pubhic Authonity of Manpower, after the armival of the second
privacy of the houschold, and nse such phone in a manner consistent with party (Domestic Worker) and 1o the country and signing on the contract,
public morals. The first and second copies are for the first party (Employer), whereas the

Fourth: The second party (Domestic Worker) is obligated to the following: third copy shall be given to the sccond party (Domestic Worker).

1- Do the work hefshe is supposed to do by following and complying to all
instructions of the first party (Employer) and his/her family members under | First Party
the condition that these instructions do not threaten the second party’s | (Employer)

(Domestic Worker) life or offend histher dignity, as well as respect the
customs and traditions of the Statc of Kuwait. Name:

2- Preserving the secrets, privacy, belongings and moncy of the first party 1.D No.:
{Employer) and his/her family members, ) "

3- Refusal to work for others whether with or without commission, Signaturc:

Second Party:
{Domestic Worker)
Name:
Passport No.:
Signature:

This Form is NOT FOR SALE
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THIS FORM IS NOT FOR SALE FM-MPC-0I15-D01

REPUBLIC OF THE PHILIPPINES
DEPARTMENT OF LABOR AND EMPLOYMENT
l OVERSEAS WORKERS WELFARE ADMINISTRATION

Please fill-out this form legibly. FOR OWWA USE ONLY:

LAST PAYMENT OF OWWA CONTRIBUTION

OFW INFORMATION SHEET

OR Date:
Validity:
Date: v Verified by:
PERSONAL DATA
Last Name First Name Name Ext. {e.g. Ir., lll) Middle Name
Philippine Address: . l/
House No. Lot No. Biock No. Phase No. Street Subdivision
Barangay Municipality/City Province Zipcode
Contact No.: i~ E-mail Address: v’ Passport No.: b*
Birthdate:v/ / / sex: v/ Religion: v Civil Status: ¥~
Highest Educational Attainment: |/ Course: v
CONTRACT PARTICULARS
Name of Company/Employer: /
Address: V*
Tel No.: v lobsite/Country: t/
Pasition: Manthly Salary/Currency: v Contract Duration: v
Name of Agency (if applicable): v’
LEGAL BENEFICIARIES/QUALIFIED DEPENDENTS
Name Relationship Date of Birth Address Contact No./E-mail Address

v

I hereby certify that the above information is true and correct.

v

Signature of Worker

OWWA Center, 7th St. cor. F.B. Harrison, Pasay City 1300, Philippines . Tel No. 891-7601 to 24 Fax: 804-0638
24/7 Operation Center - Hotlines: 551-6641; 551-1560 . Website: www.owwa.gov.ph

REV: 01



