


































 

 

ANNEX A 

 

CONTRACT BETWEEN THE PRODUCER AND THE WORKER/TALENT 

 

Company: Date: 

Date of Employment: Worker/Talent’s Name: 

Production Title: Address: 

Production Number: Telephone Number: 

Role: SSS Number: 

Daily Rate: TIN: 

Weekly Rate (If Applicable): Wardrobe supplied by worker/talent   Yes         No 

If so, number of outfits _______ 

Monetary Value ________ 

Monthly Rate (If Applicable): Date of Worker/Talent’s Next Engagement: 

 

THIS CONTRACT, made this __ day of ________, 20__, between ____________________, hereinafter called 

“____________”, and _____________________________, hereinafter called “Audio-Visual Worker/Talent”.  

 

WITNESSETH: 

 

1. PROJECT, ROLE, SALARY AND GUARANTEE:  Producer hereby engages Worker/Talent to render 

services as such in the role of _____________________, in project, the working title of which is now 

_______________________________, at the salary of ____________________ per “day / week / 

month”. Worker/Talent accepts such engagement upon the terms specified in the JMC.  

 

2. TERM: The term of employment shall begin on __________________ and shall continue thereafter until 

the completion of their engagement. 

 

3. WORKER/TALENT’S ADDRESS/EMAIL: All notices should be sent in the address or electronic mail of 

the worker/talent duly acknowledged. 

 

4. WORKER/TALENT’S TELEPHONE: The Worker/Talent must keep the Producer’s casting office or the 

assistant director of said project advised as to where the Worker/Talent may be reached by telephone 

without unreasonable delay. The current telephone number of the worker/talent is 

_____________________________. 

 

5. Any stipulation in this contract may not be waived without the WORKER/TALENT and PRODUCER’s 

written consent. 

 

IN WITNESS WHEREOF, the parties have executed this contract on the day and year first above written. 

 

WORKER/TALENT: 

 

____________________ 

(Name) 

PRODUCER: 

 

_______________________ 

(Name) 

 

  

Production time reports/Call sheets are available on the set at the end of each day. Such reports shall be signed 

or initialed by the worker/talent.  



 

 

 

 
ANNEX B 

CALL SHEET 
 

Producer: 
 
Director: 
 

Film Title: 
 

Date: 

Weather:  CALL TIME: 
 

(Note: Check the grid for individual 
call times) 

LUNCH: 
 

 

Production Office Address Nearest Hospital to Set 

  

LOCATIONS 

No. Location Address Parking Contact 

1     

2     

Scene and Description Cast Pages Lot 

    

    

  Total 
Pages: 

 

 

No. Cast Role 
Call 
Time 

Pick-up 
Time 

MU/WD 
Set 
Call 

1       

2       

3       

4       

5       

6       

7       

8       

9       

10       

Extras/Background: 

 

SET REQUIREMENTS 

Props: 

Wardrobe: 

Make-up: 

Set Dressing: 

 

Name of Producer: Production Manager: Production Coordinator: 1st Assistant 
Director: 

 



 

 

 
 
ANNEX C 

 

GUIDELINES ON FOOD CATERING AND HANDLING  

FOR AUDIOVISUAL PRODUCTION 

 

 The following shall serve as the guidelines for food catering and handling during audio-visual production 

as provided for under the Joint Memorandum Circular No. 01 s. 2020 on Guidelines Governing the Working 

Conditions and Occupational Safety and Health of Workers in the Audio-Visual Production: 

 

1. Meals shall be served for every six (6) – hour period. A craft service table shall likewise be prepared and 

available in-between meal periods.  

2. Persons who are ill with contagious or infectious diseases shall not prepare or serve food, so as to prevent 

the spread of infection. 

3. The food handler shall not have hand/skin lesions, and/or must wear clean latex or rubber gloves. 

4. Hands shall be washed thoroughly and/or gloves changed before, after and between: 

a. each food preparation; 

b. handling raw and cooked foods; 

c. taking out the garbage; 

d. cleaning; 

e. using the washroom; 

f. sneezing, coughing, etc.; 

g. smoking; and 

h. before and after breaks 

5. Clean clothes shall be worn. Personal hygiene and cleanliness can reduce the potential spread of 

disease/ illness. Clothing should not be used to wipe or dry hands, food or utensils. 

6. Hair must be tied back, and/or in a hat, cap or net. Facial hair should be trimmed and clean. 

7. Enclosed, non-slip rubber soled footwear should be worn at all times. 

 

Equipment/Work Area 

1. All sinks should be equipped with hot and cold running water under pressure and should be kept clean. 

The hand washing sinks and equipment/dish washing sinks must be separated. The hand washing sinks 

must be properly supplied with soap in a dispenser and single service paper towels. The 2 or 3 

compartment sinks for equipment and utensil washing must not be used for hand washing. The sinks 

must be properly supplied with detergent and a sanitizing agent to sanitize the equipment and utensils in 

the last sink 

2. Hand, dish soap and cleaning products must also be provided, labeled, and stored in a separate area 

from food 

3. The food facility should be inspected, maintained clean and free of grease accumulation, dirt, debris, 

rodent/insect infestation and spillage. 

4. Multi–use plates and utensils shall be washed with hot water and soap and sanitized with an appropriate 

sanitizer. Pets shall not be allowed on or near any food service area. 

5. Single service utensils shall not be re-used. 

 

Food Handling 

1. Food that is held at improper temperatures becomes a breeding ground for a multitude of illness causing 

bacteria. These foods should be discarded after the first serving, and should never be re-served. 

2. Food can quickly become contaminated if it is not kept at proper temperatures. 



 

 

3. Food must be cooked to the minimum cooking temperatures. Hot food must be served and stored at 60°C 

(140°F) or higher at all times. Refrigeration and cold food must be maintained at 4°C (41°F) or lower at 

all times. The freezer shall be kept at −18°C (0°F). 

4. When handling food, consider the following: 

a. All refrigerators should be equipped with thermometers and should be checked regularly to 

assure proper temperatures; 

b. Metal probe food thermometers should be available for checking food temperatures; 

c. Hot food such as stews, soups and meat pies that are cooked in bulk containers should be 

transferred to shallow containers (max.4" deep) for storage and stirred during cooling to assure 

proper cooling throughout; 

d. Foods should be covered at all times in storage, to prevent cross contamination; 

e. Frozen foods should be defrosted in a refrigerator, under running water, or in a microwave; and 

f. Foods such as pork, fish and poultry must be cooked thoroughly to prevent any contamination 

(i.e. salmonella). 

5. Any problems or concerns regarding safe food handling and enforcement thereof should be directed to 

the local Public Health Department. 

 


