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Figure 3. BITS Parts I & II Data Entry Screen Format 
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 PART I:  General Information 
 

ITEM OF INQUIRY GUIDELINES 

2.  Ownership • Type “1” if WHOLLY FILIPINO or “2” if 
WITH FOREIGN EQUITY or “3” if 
WHOLLY FOREIGN.  

3.  With union  • Type “1” if YES or “2” if NO. 
• If the answer is NO, there should be no 

entries in item 3.1 and items 4 to 7.  
Proceed to item 8 for manufacturing 
establishments or item 9 for BPO. 
Otherwise, go to Part II.   

• However, if the answer is NO but there 
are entries for items 4 to 7, verify this 
with Senior LEO/reviewer. 

3.1 If yes, please 
specify scope of 
bargaining unit 

• Type “1” if SUPERVISORS ONLY or “2” 
if RANK AND FILE ONLY or “3” if RANK 
AND FILE INCLUDING SUPERVISORS. 

• Entry is acceptable if there are checks 
for both SUPERVISORS ONLY and 
RANK AND FILE ONLY. This may reflect 
that there are separate unions for both 
groups. However, if there is check for 
the RANK AND FILE INCLUDING 
SUPERVISORS, there must be no other 
checks for the other choices.  

4.  Number of unions • Type the numeric entry reflected in the 
questionnaire.  

5.  Union membership • Type the numeric entry reflected in the 
questionnaire.  

• Entry here should be greater than “0” 
if there is entry in item 4. 

• Entry here should not exceed or be 
equal to the entry in total employment 
(item 1) in Part II. 

5.1.  Female members • Type the numeric entry reflected in the 
questionnaire.  

• Entry here should not exceed entry in 
item 5. 

• Entry here may be equal to or less 
than entry in item 2.2 in Part II. 

5.2.  Union officers • Type the numeric entry reflected in the 
questionnaire.  

• There should be entry here if there is 
entry in item 5. 

• Entry here should not exceed entry in 
item 5. 

5.2.1  Female officers • Type the numeric entry reflected in the 
questionnaire. 

• Entry here should not exceed entry in 
item 5.1 

5.2.1.1  Female 
presidents 

• Type the numeric entry reflected in the 
questionnaire. 

• Entry here should not exceed entry in 
item 5.2.1. 
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PART I:  General Information (cont’d) 
 
6.  With collective bargaining  
agreements 

• Type “1” if YES or “2” if NO. 
• There can be entry here if there is 

entry in item 4. 
• If the answer is YES, item 7 must have 

an entry.  
• If the answer is NO proceed to item 8 

for manufacturing establishments or 
item 9 for BPO. Otherwise, go to Part 
II.   

7. Workers covered by CBAs • Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be other than “0” if 
answer in item 6 is YES.  

• Entry here can exceed entry in item 5 
if there are workers covered by CBAs 
but are not union members  

7.1 Female workers covered  • Type the numeric entry reflected in the 
questionnaire. 

• Entry here should not exceed entry in 
item 7. 

• Entry here can exceed entry in item 
5.1 if there are female workers 
covered by CBAs but are not union 
members. 

• Entry here should not exceed entry in 
item 2.2 in Part II. 

8. Is your establishment part 
of a global production 
network (GPN) 

• If there is entry here, verify if PSIC is 
for manufacturing (DXXXXX). 

• Type “1” if YES or “2” if NO. 
• If answer is YES, parent country/ies 

should be indicated  
• If answer is NO go to Part II.   

9. Please indicate your 
market 

• If there is entry here, verify if PSIC is 
for BPO (K721, K7221, K7229, K723, 
K724, K729, K74996, K74997 and 
O92112). 

• Type “1” if LOCAL or “2” if 
INTERNATIONAL or “3” if BOTH. 
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PART II:  Employment 

 
ITEM OF INQUIRY GUIDELINES 

1. Total Employment • Type the numeric entry reflected in the 
questionnaire.  

• Entry here should be the sum of entries in 
items 1.1, 1.2 and 1.3 

1.1 Working owners 
 

• Type the numeric entry reflected in the 
questionnaire.  

• Entry here should not exceed entry in 1.3  

 1.2 Unpaid workers • Type the numeric entry reflected in the 
questionnaire. 

• Entry should not exceed entry in 1.3 

• If there is no entry here, type “0” (zero).  

1.3 Employees • Type the numeric entry reflected in the 
questionnaire. 

• Entry should be the sum of entries in items 
1.3.1, 1.3.2 and 1.3.3. 

1.3.1 Managers/    

         Executives 

• Type the numeric entry reflected in the 
questionnaire. 

• The proportion of this group should not be 
more than 40 percent of total employment.  
If entry is not within the range, verify with 
Senior LEO/reviewer. 

1.3.2 Supervisors/  

         Foremen 

• Type the numeric entry reflected in the 
questionnaire. 

• The proportion of this group should not be 
more than 30 percent of total employment.  
If entry is not within the range, verify with 
Senior LEO/reviewer. 

1.3.3 Rank and File  • Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be the sum of entries in 
items 1.3.3.1 and 1.3.3.2. 

1.3.3.1 Regular 
workers 

• Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be less than entry in item 
1.3.3. 

1.3.3.2 Non-regular  

             workers 

• Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be less than entry in item 
1.3.3. 

2. Employment of Specific Group of Workers 

 2.1 Young workers 

 2.2 Female workers  

 2.3 Workers paid the  

       minimum wage 

 2.4 Persons with 
disabilities   

• For each item, type the corresponding 
numeric entry as reflected in the 
questionnaire.  However, if there is no entry 
reflected on each item of inquiry, type “0” 
(zero).  

2.5 Time-rate workers  • Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be the sum of entries in 
items 2.5.1 and 2.5.2. 

   2.5.1 Full-time workers • Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be less than entry in item 
2.5. 
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PART II:  Employment (cont’d) 
 

2.5.1.1. Hourly 

  

• Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be less than entry in item 
2.5.1.  

• Entry here should be equal to entry in item 
2.5.1 if there are no daily or monthly 
workers.   

• If there is no entry reflected in the 
corresponding item of inquiry, type “0” 
(zero). 

        2.5.1.2  Daily  

         

• Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be less than entry in item 
2.5.1.  

• Entry here should be equal to entry in item 
2.5.1 if there are no hourly or monthly 
workers.  

•  If there is no entry reflected in the 
corresponding item of inquiry, type “0” 
(zero). 

2.5.1.3 Monthly • Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be less than entry in item 
2.5.1.  

• Entry here should be equal to entry in item 
2.5.1 if there are no daily or hourly workers.  

• If there is no entry reflected in the 
corresponding item of inquiry, type “0” 
(zero). 

    2.5.2 Part-time 
workers  

• Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be less than entry in item 
2.5. 

• If there is no entry reflected in the 
corresponding item of inquiry, type “0” 
(zero). 

2.6. Commission workers 

2.7. Expatriate workers 

• Type the numeric entry in the corresponding 
item reflected in the questionnaire. 

• If there is no entry reflected in the 
corresponding item of inquiry, type “0” 
(zero). 

2.8. Non-regular workers  • Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be the sum of entries in 
items 2.8.1 – 2.8.5 

• Entry here should be similar to entry in item 
1.3.3.2. However, if entry is different from 
that in item 1.3.3.2, sum of details should 
prevail.  

• Adjust accordingly affected entries, e.g.  
items 1.3.3.2, 1.3.3 and item 1  
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PART II:  Employment (cont’d) 
 

2.8.1. Probationary 
workers 

2.8.2 Casual workers 

2.8.3 Contractual/ 
project-based 
workers 

2.8.4 Seasonal 
workers 

2.8.5 
Apprentices/l
earners 

 

• Type the numeric entry reflected in the 
questionnaire for each of the corresponding 
items.  

• If there is no entry reflected in the 
corresponding item of inquiry, type “0” 
(zero). 

2.9 Agency-hired workers  • Type the numeric entry reflected in the 
questionnaire  

• Entry here should be the sum of entries in 
items 2.9.1 – 2.9.10 

• If there is no entry reflected on the 
corresponding item of inquiry, type “0” 
(zero). 

2.9.1 Security services 

2.9.2 Janitorial 

2.9.3 General  

          administrative 

2.9.4 Marketing/sales 

2.9.5 Packaging 

2.9.6 Transport 
services 

2.9.7 Production/ 
assembly 

2.9.8  Research and 
development  

2.9.9 IT services  

2.9.10 Others   

• Type the numeric entry reflected for 
applicable items in the questionnaire. 

 

3. Engaged in outsourcing 
or  

    sub-contracting?  

• Type “1” if YES or “2” if NO. 
• If answer is YES, supply a check mark for 

applicable items. Otherwise, go to Part III.   

3.1 Is your subcontractor 
a BPO provider? 

• Type “1” if YES, “2” if NO or “3” if DON’T 
KNOW to applicable items. 
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Figure 4. BITS Part III Data Entry Screen Format 
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PART III: OCCUPATIONAL SHORTAGES AND SURPLUSES 
 

Item of Inquiry Acceptable Entry 
1. Were there job 

vacancies (vacant 
positions) in your 
establishment from 
January 2007 to June 
2008?  

• Type “1” if YES or “2” if NO.  
• If answer is “YES”, the number of vacant 

positions must be indicated. Otherwise, go 
to item 2.    

• For the total number of vacant positions, 
entry here must be the total of entries in the 
“No of Vacancies” column of items 1.1. and 
1.3.    

1.1 Of the total number 
of vacant positions, how 
many were hard-to-fill?  
 

• Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be less than entry in item 
1.  

• However, if there is no entry in item 1.3, 
entry here should be the same with that in 
item 1.                                 

Col. 1 - PSOC Code • Type the PSOC code indicated for each of the 
corresponding job/occupation title.  

Col. 2 - Title of Job/  
             Occupation 

• Type the complete job/ occupation title of 
the vacant position reflected in the 
questionnaire.   

Col. 3 - No. of 
Vacancies  

• Type the numeric entry reflected in the 
corresponding row of job/occupation title.  

• The total number of job vacancies for all 
job/occupation title should be the same with 
entry in item 1.1. 

• The total number of job vacancies for all 
job/occupation titles should be less than or 
equal to entry in item 1. 

Col. 4 - No. of  
            Applicants  

• Type the numeric entry reflected in the 
corresponding row of job/occupation title.  

Col. 5 - Month/Year   
            vacancy was  
            opened 

• Type the numeric entry (mm/yy) reflected in 
the corresponding row of job/occupation 
title. 

Col. 6 - Month/Year  
            vacancy was  
            filled-up 

• Type the numeric entry (mm/yy) reflected in 
the corresponding row of job/occupation 
title. 

Col. 7 - Reason why  
            hard to fill  

• Type the numeric code entry reflected in the 
questionnaire.  

• If entry has more than one numeric code, 
consider the first only.  

Col. 8 - Starting 
Salary  
             Rate 

• Type the numeric entry indicated for the 
corresponding row of job/occupation title. 

• If there is no entry here, type “0” (zero).  
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PART III: OCCUPATIONAL SHORTAGES AND SURPLUSES 
(cont’d) 

 
1.2 For each of job/  
      occupation title listed  
      above, please specify 
the  
      following 
requirements 

 

Col. 1 - PSOC Code • Entry here should be the same with the 
entry in the corresponding row in PSOC Code 
column in item 1.1.  

Col. 2 – Title of Job/  
             Occupation 

• Entry here should be the same with the 
entry in the corresponding row in the Vacant 
Positions column in item 1.1. 

Col. 3 -  Minimum  
             Education 
Level 

• Type the minimum education level indicated 
for each of the corresponding row of 
job/occupation title.  

Col. 4 - Code •  
Col. 5 - Main Skill/ 
Area  
           of 
Specialization 

• Type the main skill/area of specialization 
indicated for each of the corresponding row 
of job/occupation title.   

Col.  6 - Code •  
Col. 7 – Yrs. of  
           Experience 

• Type the numeric entry for each of the 
corresponding row of job/occupation title.   

Col. 8 - TESDA Skills  
            Certification       
            Title 

• Type the TESDA Skills Certification Title 
indicated for each of the corresponding row 
of job/occupation title. 

1.3 Of the total number of  
      vacant positions 
reported  
      in Item 1, how many 
were  
      easy to fill? 

• Type the numeric entry reflected in the 
questionnaire. 

• Entry here should be less than entry in item 
1.  

• However, if there is no entry in item 1.1, 
entry here should be the same with that in 
item 1.                                                          

Col. 1 - PSOC Code • Type the PSOC code indicated for each of the 
corresponding job/occupation title. 

Col. 2 - Title of Job/  
             Occupation 

• Type the complete job/ occupation title of 
the vacant position reflected in the 
questionnaire.   

Col. 3 - No. of 
Vacancies  

• Type the numeric entry reflected in the 
corresponding row of job/occupation title.  

• The total number of job vacancies for all 
job/occupation title should be the same with 
entry in item 1.3. 

• The total number of job vacancies for all 
job/occupation titles should be less than or 
equal to entry in item 1. 

Col. 4 - No. of  
            Applicants  

• Type the numeric entry reflected in the 
corresponding row of job/occupation title. 

Col. 5 - Starting 
Salary Rate  

• Type the numeric entry indicated for the 
corresponding row of job/occupation title. 

• If there is no entry here, type “0” (zero). 
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PART III: OCCUPATIONAL SHORTAGES AND SURPLUSES 
(cont’d) 

 
2. When was the last time 

you had vacancy? 
• Type the date reflected in the questionnaire.  

3. How do you normally fill-
up your job vacancies?  

• Supply a check mark for entries that are 
applicable.  

4. Does you company have 
a particular school 
preference in recruiting 
new staff?  

• Type “1” if YES or “0” if NO.  
• If answer is “YES”, type the name of schools 

indicated in the provided rows.    

5. How much is your 
estimated recruitment 
cost  per job?  

• Supply a check mark for entries that are 
applicable. 

6. In general, how do you 
rate the job applicants 
in terms of the following 
traits?  

• Type “1” if POOR, “2” if GOOD or “3” if VERY 
GOOD to applicable items.  

7. How do you rate the 
quality of job applicants 
compared with the 
previous years?  

• Type “1” if HAVE IMPROVED, “2” if HAVE 
REMAINED THE SAME or “3” if HAVE 
DETEREMINED. 
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Figure 5. BITS Part III Data Entry Screen Format 

 
PART IV: SAFETY AND HEALTH PRACTICES 

 
Item of Inquiry Acceptable Entry 

1 Which of the following facilities are 
available or provided in your 
establishment? 

 
 
 

For item nos. 1-26, to each 
facilities,  type 
• 1 = for every checked item in 

the YES column; 
• 2 = for every checked item in 

the NO column  
• If Others is chosen, type the 

corresponding details as 
specified. 

1.1 What are the reasons for the non-
provision of some of the facilities 
mentioned above? 

 
Multiple entries are acceptable, 
type 
• 1 = for every checked item; 

Otherwise, leave it blank 
• For Others, enter as specified. 
 

2 Below are the different 
occupational health 
programs/services relative to the 
maintenance of safety and health 
conditions at the workplace.  Which 
programs/services are 
implemented in your 
establishment? 
 

For item nos. 1-17, to each 
occupational health programs,  
type, 
• 1 = for every checked item in 

the YES column; 
• 2 = for every checked item in 

the NO column  
• If Others is chosen, type the 

corresponding details as 
specified. 

3 What preventive and control 
measures on safety and health are 
implemented in your 
establishment?  
 

For item nos. 1-23, to each 
preventive and control 
measures,  type 

• 1 = for every checked item in 
the YES column; 

• 2 = for every checked item in 
the NO column  

• If Others is chosen, type the 
corresponding details as 
specified. 
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Figure 6. BITS Part IV Data Entry Screen Format 

 
PART IV: SAFETY AND HEALTH PRACTICES  (cont’d) 

Item of Inquiry Acceptable Entry 
4 Which of the following OSH 

trainings/seminars on safety and 
health were provided to your 
employees for the last two (2) years?   

4.1 Have you availed of the 
services/assistance of the following 
agencies in the conduct of any of the 
above trainings/seminars? 

For item nos. 1-23, to each OSH 
trainings/seminars,  type 
• 1 = for every checked item in the 

YES column; 
• 2 = for every checked item in the 

NO column  
• If Others is chosen, type the 

corresponding details as specified. 
5 Who are responsible in the overall 

implementation/monitoring of safety 
and health practices in your 
establishment?   

6 Who are the health personnel in your 
establishment?   

Multiple entries per column are 
acceptable, type 
• 1 = for every checked item; 

Otherwise, leave it blank. 
• For others, enter as specified. 
 

7 Do you keep OSH records (work-
related injuries, illnesses, health 
diseases and incidence) of your 
employees?   

Accept only one entry, type 
• 1 = for YES; 
• 2 = for NO  
If YES, type 1 for every checked 
item(s). Multiple entries are 
acceptable.  

8 How do you communicate to 
employees safety and health practices 
in your establishment?   

Multiple entries are acceptable, type 
• 1 = for every checked item; 

Otherwise, leave it blank. 
• For others, enter as specified. 
 

9 Does management consult with 
employee representatives or union 
officers on matters concerning 
occupational health and safety?  

10 Is your establishment ISO 
(International Organization for 
Standardization) Certified?  

Accept only one entry, type 
• 1 = for YES; 
• 2 = for NO  
 

10.1 If YES, please check the appropriate 
box/es on type of ISO certification/s. 

If YES, type 
• 1 = for every checked item on 

type of ISO certifications; 
Otherwise, leave it blank. 

• For others, enter as specified. 
• Multiple entries per column are 

acceptable. 
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Figure 7. BITS Part V Data Entry Screen Format 

 
PART V: OCCUPATIONAL INJURIES AND DISEASES 

 

For Items 1 and 8. Select from the list 
 

For Items 2-7 and 8.1 – 9. Type the corresponding entry as reflected in the 
questionnaire. 
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Figure 8. BITS Part VI Data Entry Screen Format 

 
 

PART VI: LABOR COST 
 

For items 1 to 3. Type the corresponding entry for each item as reflected in the 
questionnaire. 
 
For item 4, enter 1 if with checkmark and 0, if without check mark, if 30% or more 
is checked, type the corresponding entry as reflected in the questionnaire.
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B. OCCUPATIONAL WAGES SURVEY  

 
Figure 3. PART B - Screen Layout (Basic Pay) 
 
PART B: EMPLOYMENT AND WAGE 

RATES OF TIME RATE WORKERS 
ON FULL TIME BASIS (Basic Pay) 

Type the corresponding entry for each item 
as reflected in the questionnaire 

 
 

Open Figure 4. Part B – Screen Layout (Allowances) 
 

 
Open Figure 5. Part C – Screen Layout 
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Figure 4. PART B - Screen Layout (Allowances) 
 
PART B: EMPLOYMENT AND WAGE 

RATES OF TIME RATE WORKERS 
ON FULL TIME BASIS 
(Allowances) 

Type the corresponding entry for each item 
as reflected in the questionnaire 

 

 
Open Figure 3. PART B – Screen Layout (Basic Pay) 
 

 
 
Open Figure 5. Part C – Screen Layout 
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Figure 5. Part C – Screen Layout 
 
PART C: EMPLOYMENT AND WAGE 

RATES OF TIME-RATE WORKERS 
ON FULL-TIME BASIS IN 
SELECTED OCCUPATIONS 

Type the corresponding entry for each item 
as reflected in the questionnaire 

 

 
Open Figure 2. Status Monitoring Screen Layout. 
 
 

 
NOTE: ANY INCONSISTENCIES THAT MAY ARISE DURING THE ENCODING 

PROCESS, PLEASE CONSULT YOUR Senior LEOs. DO NOT TRY TO 
CORRECT THE PROBLEM BY YOURSELF,  ERRORS FOUND SHOULD BE 
RECORDED IN THE FM-BLES 04-4.8 MONITORING OF ACCURACY IN 
DATA PROCESSING. 

 


