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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

, Kéntr Tude M Carteciume hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer repaorts,
education, and criminal history record information which may be In any state or local files,
including those maintained by both public and private organizations, and all public records, forthe
purpese of confirming the information contained on my application andfor obtaining other
information which may be materlal to my qualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the ariginal
consent.

I hereby consent to the Company's verifying all the information | haye provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and coples of records pertaining to this Information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application ar of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed,

| release Iplay Inc., its employees, designated representatives, agents, officers and trustees fram

any and all claims of liahllity or damage due to either the procurement or the true and accurate
disclosure of such records or infarmation.

Applicant Name: freyrs Tl'.-id! M- Gan‘-cm‘am
Present Address: _1Me~N €y alss Gfﬁ'q;umd - Wﬂlmﬁ eL -

Social Security Number: ?!CM. 1h"iﬂ?$ Date of Birth; VA [ 4

Signature! %(

pate: 0¥ [1g ) 1




iPloy Incorporated
9™ floor, Ayala Center Cebu Tower
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SIGN-ON BONUS POLICY
Policy:

The purpose of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus. The sign-on bonus Is a non-
recurring and non-accumulating sum of money that is paid to an employee as gratitude for
Joining the Company. The sign-on banus Is subject to taxes.

Eligibility for Sign-On Bonus:
To be eligible for a sign-on bonus the employee must meet the following criteria:

e Aregular employee

e Noresignation submitted before the releasing date of the sign-on bonus

e NMust not be on any form of floating status

e Must not be on Floating, AWOL, Terminated and EOC status or other forms of
separation

* Must be an active employee on the release date of the sign-on bonus.

Releasing of Sign-On Bonus:

e The release of the sign-on bonus will be on the 15™ day of succeeding month of the
anniversary date of the employee.

The company reserves the right to change these terms and conditions at any time without
prior notice. If any changes are made, you will be notified immediately.

Acknowledgment

| hereby acknowledge that | have read, understand, and agree to the terms and conditions

of the [25K] sign-on bonus policy.

Reny JUPE M- CARTEUAND
Signature Over Printed Name/Date
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UNDERTAKING

This document verifies that | have read the policy listed below and hte discussed any
questions with the Onboarding Specialist / Supervisor/Manager. | have been informed
that my Supervisor/Manager has a copy of this policy and it is also available on the
HRWeb | can refer to it any time:

Paolicy Title : Dress Code Policy
Revision No M
Effective Date DJune 13, 2022

| acknowledge that signing this document is a confirmation that | understand and agree
with what is expected of me as iPloy employee with respect to the Dress Code Policy
and | will abide by the provisions (including changes and additions which are deemed
incorporated herein) of this policy.

RENT TUPe WA. CARTECAND ot |1el 1o
Employee Name and Signature i Date
'-
Noted: .
TATETE. MATA ‘ ot lodw
Onboarding Sﬂdclallst MName and Signature g ' Date
=



iPloy Gift Policy

The aim of this palicy Is to establish a uniformity relating to the acceptance of gifts, including gratuities
and rewards, This policy applies to employees of the company. Employees include all permanent, part-
time, temporary and probationary status.

"Gift" means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is not exchanged. Payments for travel, entertainment and
food are also considered as gifts.

Employees are required NOT to solicit or accept for personal benefit directly or indirectly any gift from
any employee/s or company that is seeking to conduct or is currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200 should be returned to the
giver,

Any violations will be subject to the iPloy Code of Conduct and Discipline. Infractions for this policy is
tagged under Level 2 offense and follow these progression:

a. 1% Instance —Written Warning
b. 2™ Instance- Final Written Warning
c. 3™ Instance- Dismissal

If in doubt, employees should with management on the appropriateness of any gift exchange.

Employee Acknowledgement

| have read, understand and agree to comply with the faregoing policies, rules and conditions governing
the iPloy Gift Policy.

Name: _ReN3  Tude M- Cak‘km‘ﬂm'
Eignature:é@A Date: HXI’LE/ 1019




iPloy Social Media Policy

iPloy recognizes that employees use social media tools as part of thelr daily lives. Employees should always
be mindful of what they are posting, who can see it, and how it can be linked back to the organization and
work colleagues.

All employees should be aware that iPloy regularly monitors the internet and social media about its waork
and to keep abreast of general Internet commentary, brand presence and industry/customer perceptions.
IPloy does not specifically monitor social media sites for employee cantent on an ongoing basis, however
employees should not expect privacy in this regard. |Ploy reserves the right to utilize for disciplinary
purposes any Information that could have a negative effect on the company or Its employees, which
management comes across in regular internet monitoring, or is brought to the organization’s attention by
employees, customers, members of the public, etc.

All employees are prohibited from using or publishing Information on any social media sites, where such
use has the potential to negatively affect iPloy or its staff. Examples of such behavior include, but are not
limited to:

s Publishing material that is defamataory, abusive or offensive In relation to any employee, manager,
office holder, shareholder, customer or client of the company,;

» Publishing any confidential or business-sensitive information about iPloy;

* Publishing material that might reasonably be expected to have the effect of damaging the
reputation er professional standing of the company.

Procedure:
All employees must adhere to the following when engaging in social media,

» Be aware of your association with the company when using online social networks. You must
always identify yourself and your role if you mention or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. You must write in the first person and
state clearly that the views expressed are your own and not those of iPlay. Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
yaur opinion, and not necessarlly the opinians of the company.

* You are personally responsible for what you post ar publish on social media sites. Where it [s
found that any infarmation breaches any policy, such as breaching confidentiality or bringing the
company into disrepute, you may face disciplinary action up to and Including dismissal.



» Beaware of data protection rules — you must not post colleagues’ details or pictures without their
individual permission. Employees must not provide or use their company password (n response
to any internet request for a password.

e Material in which the company has a proprietary interest — such as software, products,
documentation or other Internal information — must not be fransmitted, sold or otherwise
divulged, unless the company has already released the information into the public domain. Any
departure from this policy requires the prior written authorization of the management.

e Be respectful always, in both the content and tone of what you say, Show respect to your
audience, your colleagues and customers and suppliers. Do not post or publish any comments or
content relating to the company or its employees, which would be unacceptable in the workplace
or in conflict with the company’s website, Make sure the views and opinlons you express are your
own,

e Recommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
networking sites. Such recommendations can give the impression that the recommendation Is a
reference on behalf of the IPloy, even when a disclaimer is placed on such a comment. Any request
for such a recommendation should be dealt with by stating that this is not permitted in line with
company policy and that a formal reference can be sought through HR, in line with the normal
reference pollcy.

+ (Once in the public domain, content cannot be retracted. Therefore, always take time to review
your content in an objective manner before uploading. If in doubt, ask someone to review it for
you, Think through the consequences of what you say and what could happen If one of your
colleagues had to defend your comments to a customer.

= |f you make a mistake, be the first to paoint it out and correct it quickly. You may factually point
out misrepresentations, but do not create an argument,

e This policy extends to future developments in internet capabllity and social media usage.

In addition to the above rules, there are many key guiding principles that employees should note when
using social media tools:

* Always remember on-line content is never completely private;

= Regularly review your privacy settings on social media platfarms to ensure they provide you with
sufficient personal protection and limit access by others;

¢« Consider all online information with caution as there is no quality control process on the internet
and a considerable amount of information may be Inaccurate or misleading; and




s At all times respect copyright and intellectual property rights of information you encounter on
the internet. This may require obtaining appropriate permission to make use of information. You
must always give proper credit to the source of the Information used.

Specific Managerial Responsibilities

By their position, Managers have obligations with respect to general content posted on social media.
Managers should consider whether personal thoughts they publish may be misunderstood as expressing
the company's opinions or positions even where disclaimers are used. Managers should err on the side of
caution and should assume that their teams will read what is written. A public enline forum is not the
place to communicate company policies, strategies or opinions to employees.

Enforcement [ Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy is not exhaustive. Insituations that are not expressly governed by this policy, you must ensure
that your use of soclal media and the internet is always appropriate and consistent with your
responsibllities towards the company. In case of any doubt, you should consult with your manager.

Infractions for this policy Is tagged under Level 2 offense and follow these progression:

a. 1% |nstance—Written Warning
b. 2" |nstance- Final Written Warning
c. 3" |nstance- Dismissal

Employee Acknowledgement

| have read, understand and agree to comply with the foregoing policies, rules and conditions governing
the use of all property of IPloy and all work and conduct completed on or with the assistance of IPloy
property, Further, | agree to abide by the Social Media Best Practices when using social media sites on my
personal time and when my affillation with iPloy regarding those sites is known, identified, expected or
presumed,

Name: \for‘n"’? Juole - Cav Hola

Signature; '@ﬁ Date: 0!/1.’/%?/‘?

— el
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Date : February 22, 2018
To s ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

i

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

OBJECTIVE

1.1, In conformity with Republic Act No. B504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIV/AIDS as an international
pandemic problem, this company policy is hereby Issued for the information
and guidance of the employees in the diagnosis, treatment and prevention ot
HIV/AIDS {n the workplace,

1.2. This palicy is also almed at addressing the stigma attached to HIV/AIDS and
ensures that the workers' right against discrimination and confidentiality is
maintained

COVERAGE

2.1 This Program shall apply to all employees regardless of their employment
status

IMPLEMENTING STRUCTURE

3.1 Iploy Inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departmeants.

POLICY STATEMENT
4.1. BASIC INFORMATION ON HIV/AIDS
4.1.1, What is HIV/AIDS?

4.1.1,] It i5 a disease caused by a virus called HIV (Human
Immunodeficiency Virus). This virus slowly weakens a person's
ability to fight off other diseases by attaching itself to and
destroying important cells that control and support the human
immune system

412 How HIV/AIDS Is transmitted?

4.1.21 Unpratected sex with an HIV infected person;
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4.1.2.2. From an infected mother to her child (during pregnancy, at
birth through breast feeding);

4.1.2.3  Intravenous drug use with contaminated needles;
4124, Transfusion with infected blood and blood products; and

4.1.2.5, Unsafe, unprotected contact with infected blood and bleeding
wounds of an infected person. |

4.1.3, Isthere acure?

4.1.31 No. Howewver, there are antiretroviral drug combinations that
are avallable when properly used, result in prolonged survival of
people with HIV. Halistic care of people living with HIV-AIDS and
comprehensive treatment of oepportunistic  infections  also
dramatically improve quality of life.

5. GUIDELINES
5.1 Preventive Strategies
5.1.1. Conduct of HIV-AIDS Education

5.1.1.1 Who will conduct?

The Medical Clinic of Iploy Inc._in coordinatipn with the Health and
Safety Committee shall conduct HIV-AIDS edication to all employees
far free. This shall also farm part of the orlentation of newly hired
employees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used for this
PUFpOSE

5112  How will it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures, counselling and training and

information on adherence to standard or universal precautions in the
workplace

5.1.2. Screening, Diagnosis, Treatment and Referral to Health Care Services

5.1.2.1 screening for HIV as a prerequisite to employment Is not
mandatory

5.1.2.2 The company shall encourage positive health seeking behavior
through Valuntary Counseling and Testing.
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51.2.3. The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers. Referral
to Social Hyglene Clinics of LGU for HIV screening shall be facilitated
by the company’'s medical clinic staff

5.1.2.4, The company shall likewise facilitate access to livelihood
assistance for the affected employee and his/her families, being
offered by other government agencies.

6. SOCIAL POLICY
6.1, Non-discriminatory Policy and Practices

6.1.1. Discrimination in any form from pre-employment 1o post
employment, Including hiring, promotion or assignment, termination of
employment based on the actual, percelved or suspected HIV status of
an Individual is prohibited

6.1.2. Workplace management of sick employees shall not differ from that of
any other lliness.

6.1.3. Discriminatory act done by an officer or an employee against their
co-officer or co-employee shall likewise be penalized.

6.2, Confidentiality/Non-Disclosure Policy

6.2.1. Access ta personal data relating to a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of R.A,
B504 and the ILO Code of Practice,

6.2.2. lob applicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical information.

6.2.3, Co-employees shall not be obliged to reveal any personal information
relating to the HIV/AIDS status of fellow warkers,

6.3, Work-Accommodation and Arrangement

631 The company shall take measures to reasonably accommodate
employeas with AIDS related llinesses.

6.3.2. Agreements made between the company and employees
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for return to work.
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer's Responsibllities

7.1.1. The Company, together with employees/ labor organizations, company
focal personnel for human resources, safety and health personnel shall
develop, implement, monitor and evaluate the workplace policy and
program on HIV/AIDS. :

7.1.2. Provide information, education and training on HIV/AIDS for its
workforce.

7.1.3. Ensure non-discriminatory practices in the workplace and that the
policy and program adheres to existing legislations and guldelines

7.1.4. Ensure confidentiality of the health status of [ts employees and the
access to medical records is limited to authorized personnel.

7.1.5. The Company, through its Human Resources Department, shall see to
it that their company policy and program is adequately funded and made
known to all employees

7.1.6. The Health and Safety Committee, together with employees/ labor
organizations shall jointly review the policy and program and continue to
improve these by networking with government and organizations
promoting HIV prevention.

7.2. Employees’ Responsibilities

7.2.1. The employee's organization shall undertake an active role in
educating and training their members on HIV prevention and control,
Promote and practice a healthy lifestyle with emphasis on avolding high
risk behavior and other risk factors that expose workers to increased risk
of HIV infection.

7.2.2. Employees shall practice non-discriminatory acts against co-employaes

7.2.3. Employees and their organization shall not have access to personnel
data relating to a warker's HIV status.

7.2.4. Employees shall comply with universal precaution and preventive
measures



L]
1 Ld
Moy Inconparaied : '
LAth Flgor MSY Toreer
3 WEiai Bibinein

Pevcadores Rpsd Ciabed Buslneys Park
Cebu Giby 6000

B, IMPLEMENTATION AND MONITORING

8.1, The Safety and Health Committee or its counterpart shall periadically monitor
and evaluate the implementation of this Policy and Program

EFFECTIVITY

W

9.1. This Policy shall take place effective immediately and shall be made known to
every employee. '

l | 5

14 1.[-&
Prepared by: Jo Hanna R. Malecio
Human Resources

Reviewed by: Alfredo P, damarillo Jr,
Director pf p‘ératmns

Approved by: Yisroel ¥, Gissinger
CEC
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Date sJanuary 1, 2018
To tALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Subject : WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB) PREVENTION

AND CONTROL

OBJECTIVE

1.1.To assist the government In its campaign against Tuberculesis (TB) in compliance
with the Department of Labor and Employment's Department Order No. 73-05,
series of 2005 - Guidelines for the Implementation of Policy and Program on
Tuberculosis [TB) Prevention and Control in the Workplace.

1.2.To provide initiatives to prevent the outbreak and spread of tuberculosis in the
warkplace, and to treat, care, and support employees who become afflicted with
tuberculosis

COVERAGE

2.1.This Program shall apply to all employees regardless of their employment status

POLICY STATEMENT

3.1, The company seaks the prevention of the spread of tuberculosis, as well as the
treatment, rehabllitation, and restoration to work of employees who contract
this disease. To achieve this goal, all employees are strictly mandated to undergo
an annual physical examination with the reguisite chest x-ray.

3.2 Alsg, in line with this, a TB awareness program shall be undertaken through
information disseminatian, which shall include Its nature, frequency (occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TR in the
workplace. This shall be handled by the Office of Health Services {Infirmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and offlce of Human Resource through the company's accredited
health provider,

3.3.The DOTS is a comprehensive strategy to control TB, and is composed of five
compeonents, which are:

3.3.1. Political will or commitment to enduring sustained and quality TH
treatment and control activities;

332 (Case detection by sputum-smear microscopy among symptomatic
patients;
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3.3.3. Standard short-course chemotherapy using regimens of & to 8 months for
all confirmed active TB cases (i.e., smear positive or those validated by the
FB Diagnostic Committee) Complete drug taking through direct
observation by a designated treatment partner, during the whole course of
the treatment regimen;

3.3.4. A regular, uninterrupted supply of all anti-tuberculosis drugs and other
materias,;

3.3.5. Astandard recording and reporting system that allows assessment of case
finding and treatment oulcomes for each patient and of tuberculosis control
program’s performance overall

3.4 Employees must be given proper information on ways of strengthening their
immune responses against TB infection, l.e., infarmation on good nutrition,
adeguate rest, avoidance of tobacco and alcohol, and good personal hygiene
practices. However, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information on its eticlogy and complete performance overall

3.5.Improving workplace conditions:

351, To ensure that contamination from TB airborne particles is controlled,
workplaces must provide adequate and appropriate ventilation (DOLE
Occupational Safety and Health Standards, OSHS5, Rule 1076.01) and there
shall be adequate sanitary facilities for workers.

31.5.2. The number of employees In a work area shall not exceed the required
number for a specified area and shall observe the standard for space
requirement. (O5HS Rule 1062)

3.6.Capability building on TB awareness raising and tralning on TH case Finding, Case
Holding, Reporting and Recording of cases and the implementation af DOTS shall
be given to Company health personnel er the occcupational safety and health
committee.

3.7.5aclal Policies:

3.7.1. Non-discrimination: Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored to work as soon as their iliness is controlled.

3.7.2. Work Accommodation: Through agreements made between the
management and the employees, work accommodation measures (o
support employees with TB s encouraged through flexible |eave
arrangements, rescheduling of working times, and arrangements for return
to work.
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3.7.3. Restoration to Work: The employee may be allowed to return to work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider,

3.8.Employee Responsibility

381 Employess who have symptoms of TB shall immediately seek assistance
from the Company's Health Services Provider

3.8.1.1. An employee who has the symptoms of TB is required Lo initially
wear a face mask {especially while inside the office) and observe good
hygiene practices, at least untll declared by a competent medical
practitioner to be safe fram transmission,

3.8.1.2.  Similarly, for thosa at risk, |.e., those with family members with TB
or those exposed to a co-employee with TB, it would be prudent to
observe the same good hygiene practices until declared free from the
disease and safe from transmission.

382, Once diagnosed to be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee’s cholce. However, it is Imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make It harder to treat the Infection and
result in a longer absence.

3.8:2.1 An absence fram work due to medical reasons of over six [6]
months may result in the terminatlon of one's employment as
provided for by the Labor Code of the Philippines under Art. 284 -
Disease as Ground for Termination,

383 Employees are required to undergo an annual compulsory chest X-ray
through the Annual Physical Examination. If for any reason an employee
falls to secure a chest x-ray at that time, he/she shall be directed to secure a
chest x-ray at an accredited clinic by hisfher respective Infirmary/Health
Services,

3.9.The Company shall ensure that any TB occurrence in the workplace is traced and
that all contacts are clinlcally assessed, as much as feasible.

3.10. An employee afflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and whao is finally
declared to be in a non-communicable stage, may be allowed back to work
subject to being given a medical cléarance by a Company designated physician

3.11. Employees (those afflicted with the disease or those identified under

contact tracing) who refuse to cooperate and dutifully observe lawful
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instructions (undergo a medical check-up and/or treatment), may be subject to
disciplinary action proceedings for Insubordination (the penalty of which may
range up to the termination of one’s employmeant).

4, PROCEDURE

4.1 The respective Health Services of the Company (andfor the contracted Health
Services Provider) shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and technigal assistance in the
implementation of the Warkplace TB Contral and Management Pragram

4.2.An employee who undergoes the Annual Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded 1o company clinic/HRD
Employees who fall to undergo the requisite annual chest x-ray shall be directed
to seture one at an accredited clinic or by his/her preferred Infirmary/Heaith
Services,

4.2.1. Those with medical findings shall be required te undergo further medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted to company clinic/HRD and his/her respective
Infirmary/Health Services

422, Theemployee shall then coordinate with company clinic/HRD and hisfher
respective Infirmary/Health Services for the next steps.

4.3 An employee who is suspected to be afflicted with TR, whether as a direct suspect
or by contact tracing, shall cooperate fully with his/her respective
Infirmary/Health Services (and/or the contracted Health Services provider), I
the employee tests positive for TB, the employee shall undergo the DOTS
program to its completion

4.4.IF the employee needs to undergo a leave of absence (o recuperate, he/she will
be allowed to use the appropriate leave before he/she may request to be
permitted to go on a Leave of Absence without Pay (LOA).

44.1. The employee shall observe the requisite procedure in applying for a
leave

4.4.2. The Unit concerned shall ensure that the requisite procedures are
observed by the employee and that the company clinic is duly informed

4.5 An employee may be allowed to go on a medical leave of absence (without pay)
for a maximum period of six (6) months. The concerned employee shall submit
an application for a leave of absence before going on leave. Said leave
application shall be subject to approval at the sole discretion of the Company
Management.

45.1. Thesame procedures under 4.2.1 to 4.2.2 shall be ohserved.
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4 6 After treatment, with a maximum pernod of six (6) months on [eave (without pay),
an employee found to be cured or in a non-communicable stage of TB may be
allowed back to work, provided that the employee’s health shall continue to be
monitored during the annual physical examination with the requisite chest x-ray
or as may be deemed necessary by the Unit Health Services (Infirmary) or
contracted Health Services provider

4.7.The employee returning to work shall be required by the Management to secure
a medical clearance from a medical doctor chasen by the Company before being
allowed ta return to work

4.8 . The HRD will initiate disciplinary proceedings against any employee found to have
discontinued treatment in defiance of medical advice, or who refuses to undergo
the full treatment course prescribed. Likewlse, employees who are ordered to
undergo a check-up due to contact tracing but refuse to do so will also face
disciplinary action proceedings. In both cases, the maximum sanction applicable
for insubardination will be the termination of one's employment, if it s deemed
warranted.

5. IMPLEMENTATION AND MONITORING

5.1.The Safety and Health Committee or its counterpart shall periodically monitor and
evaluate the implementation of this Policy and Program

6. EFFECTIVITY

B.1.This Policy shall take place effective immediately and shall be made known ta
every employee

1ul
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Date : February 22, 2018

To : ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

1.1.Iploy Inc. s committed to conform to the established standards assurance of
customer satisfaction, protection of our environment and health and safety In
the workplaces.

1.2, The company promotes and ensures a healthy environment through its various
health programs to safeguard Its employees. And as part of the company’s
compliance to DOLE Department Advisary No, 05, Series of 2010 (Guidelines for
the Implementation of & Workplace Policy and Program an Hepatitis B), this
Program has been developed. This program is almed to address the stigma
attached to hepatitis B and to ensure that the employees’ right against
discrimination and confidentiality |s maintained

1.3.This guideline is formulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B, This will inform the
employees of their role as well as the company in dealing with Hepatitis B. A
healthy environment encompasses a good working relationship and great output
far continuous business growth.
2. COVERAGE
2.1.This Pragram shall apply to all employees regardless of their employment status.
3. POLICY STATEMENT
3.1.Implementing Structure
3.1.1. Iploy Inc. Hepatitis B workplace policy and program shall be managed by
its health and safety committee. Each division or department of the
Company shall be duly represanted.
3.2.Guidelines

3.2.1. Education

3.21.1 Hepatitis B shall be conducted through distribution and posting of
IEC materials and counselling and/ or lectures; and
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3.21.2. Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close coordination with the health and safety commitiee

3.2.2. Preventive Strategies

3.2.2.1 All employees are encouraged 1o be immunized against Hepatitis
B after securing clearance from their physician

Biddd Workplace sanitation and proper waste management and disposal
shall be monitored by the health and safety committee on a regular
basis.

3.2.23 Personal protective equipment shall be made available at all times
for all employees, and

3.2.2.4 Employees will be given training and information on adherence to
standards or universal precautions in the workplace,

4. SOCIAL POLICY
4111 Maon-discriminatory Palicy and Practices

4.1.2:14 There shall be no discrimination of any form against
employees on the basis of their Hepatitis B status consistent with
the international agreements on non-discrimination ratified by
the Philippines (ILO C111). Employees shall not be discriminated
against, from pre to post employment, including hiring,
promotion, ar assignment because of thair hepatitis B status

411132 Waorkplace management of sick employees shall not differ
from that of any other lliness. Persans with Hepatitis B related
ilinesses may work for as long as they are medically fit to work

4.1.1.2. Confidentiality

4.1.1.2.1 Job applicants and employees shall not be compelied to
disclose their Hepatitis B status and other related medical
infarmation. Co-employees shall not be obliged to reveal any
personal information aboul their fellow employees. Access (o
personal data relating to employee’s Hepatitis B status shall be
bound by the rules on confidentiality and shall be strictly limited
to medical personnel ar if legally required.

4113  Work-Accommaodation and Arrangement
4.1.13.1 The company shall take measures to reasonably

accommodate employees who are Hepatitis B positive or with
Hepatitis B - related ilinesses
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4.1.1.3.2 Through agreements made between management and
employees’ representative, measures Lo support employees with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
return to work.

4,114 Screening, Diagnosls, Treatment and Referral to Health Care
services
41,141 The company shall establish a referral system and provide

atcess 1o diagnostic and treatment services for its employees for
appropriate medical evaluation/ menitering and management

41142 Adherence to the guidelines for healthcare providers on
the evaluation of Hepatitis B positive employees [s highly
encouraged,

4.1.1.4.3 Screening for Hepatitis B as a prerequisite to employment
shall not be mandatory.

4.1.1.5. Compensation

1.1.51 The company shall provide access to Social Sscurity
System and Employees Compensation benefits under PD 626 to
an employee contracted with Hepatitis B infection in the
performance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
i 30 [ Employer's Responsibilities

L ll 5 B Management, together with employees' organizations,
company focal personnel for human resources, and safety and
health parsonnel shall develop, implemeant, monitor and evaluate
the workplace policy and program on Hepatitis B,

511132 The Health and Safety Committee shall ensure that their
company policy and program s adequately funded and made
known to all employees.

< e The Human Resources Department shall ensure that their
policy and program adhere to existing legislations and guidelines,
including provisions on leaves, benefits and insurarice

5.1.1.1.4, Management shall provide information, education and
trainingon  Hepatitis B for its workfarce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; if not avallable within the establishment, then
provide access to infarmation
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0 i b LR The company shall ensure non-discriminatory practices in
the workplace.

51.1.1.6 The management together with the company focal
personnel for human resources and safety and health shall
provide appropriate personal protective equipment to prevent
Hepatitis B exposure, especially for employees exposed to
potentially contaminated blood or bady fluid.

5.1:1.1.7. The Health and Safety Committee, together with the
employees’ organizations shall jointly review the policy and
program for effectiveness and continue to improve these by
networking with government and organizations promoting
Hepatitis B prevention,

51.1.1.8 The company shall ensure confidentiality of the health
status of its employees, including those with Hepatitis B.

51.1.1.9 The human resources shall ensure that access to medical
records is limited to authorized personnéal

5.1.3:2: Employees Responsibilities

51.1.2.1 The employees’ arganization is required to undertake an

active role In educating and training their members on Hepatitis

B prevention and cantrol. The IEC program must also alm at

promaoting and practicing a healthy lifestyle with emphasis on

avolding high risk behavior and other risk factors that

expose employees to increased risk of Hepatitis B

infection, consistent with the standardized basic information
package developed by the Hepatitis B TWG.

21122 Employees shall practice non-discriminatory acts against
co-employees an the ground of Hepatitls B status.

5:3.1.2.3. Employees and thelr organizations shall not have access to
personnel data relating to an employee’s Hepatitis B status. The
rules of confidentiality shall apply in carrying out union and
organization functions.

513124 Employees shall comply with the universal precaution and
the preventive measures.

51125 Employees with Hepatitis B may inform the health care
pravider or the company physician on their Hepatitis B status,
that is, if their work activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive at risk
for aggravation.
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6. IMPLEMENTATION AND MONITORING

6.1. Within the establishment, the implementation of the policy and program shall be
monitored and evaluated periodically. The safety and health committes or its
counterpart shall be tasked for this purpose

7. EFFECTIVITY

7.1.This Policy shall take place effective immediately and shall be made known to
BVEry empiayee.

O (]
MLt
Prepared by: Jo Harng R, Melecio
Human Resources

i
i 1
Reviewed by: Alfrefio P. E.‘i;L»ariHo Jr.

D:rec{'\,;ur of Cin\erat:cms

Approved by: Yisroel Y. Gissinger

CED
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Date :January 1, 2018
To L ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

1.1. In comphiance with Article V of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order No. 53-03, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc. hereby adopts the following
policies and programs to achieve a drug-free workplace;

1.2. Company policy is to maintain a workplace free of lllegal drugs. To ensure
that the objectives of the company’s corparate policy are met, the company
is implementing this drug-free program. The program will have the following
elements

2. COVERAGE

2.1. This Program shall apply to all employees regardless of their employment
status.

3. POLICY STATEMENT

3.1. The use, possession, solicitation for, or sale of dangerous drugs on company
premises or while performing an assignment.

3.2. Being impaired or under the influence of dangerous drugs away from the
cormpany, if such impalrment or influence adversely affects the employee's
work performance, the safety of the employee or of others, or puts at nsk
the company's reputation.

3.3. Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such activity or involvement adversely affects the
employee's work performance, the safety of the employee ar of others, or
puts at risk the company's reputation

3.4. The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while on the premises of the company, or
while on company business, "Dangerous Drugs” include those listed in the
Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of R.A. 9165

4. MANDATORY DRUG TEST

4.1

4.3

To ensure that only those qualified shall be screened and recruited to prevent
the detrimental effects (e.g. lower productivity; poor decision making,
increased occidents, more cumpﬁnsaraun claims; and reduced team effart)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required far pre-employment.

Iploy Inc. designates company accredited or affiliated center, a duly
accredited drug testing center by the Department of Health (DOH), as its
authorized drug testing laboratory

The Company may also conduct drug testing under any of the following
CIrcumsiances:

4.3.1. RANDOM TESTING: Officer/employees may be selected at random for
drug testing at any interval determined by the Company

432 FOR-CAUSE TESTING: The company may ask an officer/employee to
submit to a drug test at any time it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
circumstances: evidence of drugs an or about the employee's person or
in the employee's vicinity, unusual conduct on the employee's part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteeism or tardiness.

4.3.3, POST-ACCIDENT TESTING: Any officer/employee involved in a “Mear-
Miss” incident or “Waork Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test
As defined herein, "Near-Miss” means an incident arising from or in the
course of work which could have led to injuries or fatalities ot the
warkers and/or considerable damage to the employer had it not been
curtailed. “Work Accident” refers to unplanned or unexpected
occurrence that may or may not result in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment.

4,3.4. All drug tests shall employ, among others, two (2) testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening test. Where the confirmatory test turns positive, the
company's Assessment Tearn shall evaluate the results and determine
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the level of care and administrative interventions that can be extended
to the concerned employee

4.35. Iploy Inc. shall inform the officer/employee who was subjected to a
drug test of the test-results whether positive or negative

4.3.6. All costs of drug testing shall be borne by Iploy Inc
5. TREATMENT, REHABILITATION, AND REFERRAL

5.1. An officer/employee who, for the first time, is found positive of drug use,
shall be referred for treatment and/or rehabilitation in @ DOH accredited
center. For this purpose; Iplay Inc. shall provide a list of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may choose from

5.2. Following rehabilitation, the company’s Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee's job If he/she poses no serious danger to his/her co-
employvees and/or the workplace,

5.3. All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account, The period during which the
employee is under treatment or rehabilitation shall be considered as
authorized leaves.

5.4, Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under R.A, 9165
and i1s a ground for dismissal

6. ADVOCACY, EDUCATION AND TRAINING

6.1 Iploy Inc. undertakes to increase the awareness and education of its officers
and employees on the adverse effects of dangerous drugs through
continuous advocacy, education and training programs/activities to all its
officers and employees

6.2. All officers and employees are required to undergo an orientation/education
program before assumption of their respective duties. The program shall
include the following topics:

6.2.1. Salient features of R.A, 9165;

6.2.2. Adverse effects of abuse andf/or misuse of dangerous drugs on the
person, workplace, family and the community;
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6.2.3. Preventive measures against drug abuse; and

6.2.4. Steps to take when intervention is needed, as well as available services
for treatment and rehabilitation.

6.3. To encourage all officers and employees to lead a healthy lifestyle while at

work and at home, Iploy Inc. undertakes to conduct the following activities as
often as possible;

6.3.1. Lifestyle assessment programs on health nutrition, weight
management, stress management, alcohol abuse, srmoking cessation, and
other indicators of risk diseases;

§3.2. Health wellness screenings (e.qg. blood pressure and heart rate,
cholesterol test. blood glucose, etc.);

6.3.3. Sports, recreational and fun-game activities; and

6.3.4. Other activities promoting health and weliness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

8

7.1 Iploy Inc. shall ensure that the workplace policies and programs on the

1.2

7.3

prevention and control of dangerous drugs, Including drug testing, shall be
disseminated to all officers and employees. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them

Iplay Inc. shall maintain the confidentiality of all information relating to drug
tests or to the identification of drug users In the workplace; exceptions may
be made only where required by law, in case of overriding public health and
safety concerns; or where such exceptions have been authorized in writing by
the persan concerned,

All officers and employees shall enjoy the right to due process, absence of
which will render the referral procedure ineffective.

CONSEQUENCES OF POLICY VIOLATIONS

2.1

8.2

Any officer or employee who uses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article || of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
Act.

Any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Baok VI of the Labor Code and under RA 9165,
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g, |IMPLEMENTATION AND MONITORING

9.1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with D.O, 53-03

10. EFFECTIVITY

10.1 This Policy shall take place effective immediately and shall be made
known to every employee.

11. ATTACHEMENT

11.1 Drug-Free Workplace Policy and Program Acknowledgement

-II i.lri-l\\.

Prepared by: lo +-|ar'1'r'1a'ﬂ ‘Melecio

Hurman Resources

Director of Operytions

Approved by: Yisroel Y. Gissinger
CED
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Drug-Free Workplace Program Acknowledgement

| hereby acknowledge that | have received and read Iploy Inc, Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or Iotal drug and alcohol treatment
programs. | have had an opportunity to have all aspects of this material fully explained. |
also understand that | must abide by the Program as a condition of initial and/or
continued employment, and any violation may result in disciplinary action up to and
including termination

| also understand that during my employment | may be required to submit to testing for
the presence of drugs or alcohal in my body. | understand that submission to such testing
is @ condition of employment with [Company], and disciplinary action up to and including
termination may result if

1) | refuse to consent to testing

2) | refuse to execute all forms of consent and release of liability that are usually and
reasonably assoclated with such examinations

i) | refuse to authorize release of the test results to the company.

4) The tests establish a violation of [Company]'s Drug-Free Workplace Policy.

5) | otherwise violate the policy

| also recognize that the Drug-Free Workplace Policy and related documents are not
intended to constitute a cantract between Iploy Inc. and me

The undersigned further states that he/she has read and understands the above
acknowledgement and signs below of his/her own free will.

SIGNATURE DATE

WITNESS DATE
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Date January 1, 2018
To ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1

The following policies and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases

2. COVERAGE

2.1

This Program shall apply to all employees regardless of their employment

status

3. POLICY STATEMENT

g1

3.3

Iploy Inc. believes that employees should be afforded the opportunity to wark
in an environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines the employment relationship. No employee,
either male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual overtures or conduct.

2. Sexual harassment refers to behavior that is not welcome, that is personally

offensive, debilitates morale and, therefore, interferes with work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
oriented conduct which is offensive or objectionable to the reciplent
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings

Iploy Inc. will not tolerate any behavior that amounts to sexual harassment
and any officer or employee found to have committed sexual harassment
shall be subjected to disciplinary action, up to and including dismissal

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of R.A. 7877. It provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work environment, demands,
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requires or otherwise requires any sexual faver from the other, regardless of
whether the demand, requests or requirement for submission is accepted by

the object of said Act

In a work-related or employment environment, sexual harassment is

committed when

34.1. The sexual favor is made as a condition In the hiring or in the
employment, re-employment, or continued employment of said
individual, or In granting said individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish employment
opportunities ar otherwise adversely affect sald employee;

3.4.2. the above acts would impair the employees’ rights or privileges under
existing labor laws; or

34.3. the above acts would result in an Intimidating, hostile, or offensive
environment for the employee,

3.5,  WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be committed in any work ar training environment, It
may include, but are not limited to the following

3.5.1. Inoroutside the office building or training site;

3.5.2. at office or training-related social functions;

35.3. inthe course of work assignments outside the office;

3.5.4. at work-related conferences, studies or training sessions; or
3.55. during work related travel,

3.6. FORMS OF SEXUAL HARASSMENT
sexual harassment may be committed in any of the following forms:

3.6.1. Overt sexual advances;

3.6.2. Unwelcome or improper gestures of affection;

3.6.3. Request or demand for sexual favors including but not limited to going
out on dates, outings, or the like for the same purpose;

264, Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
victim
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3.7. WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature. It refers to behavior that is not welcome, that is
personally offensive, that debilitates morale, and that, therefore, interferes
with work effectivenass

3.8, EMPLOYER'S RESPONSIBILITY

Iploy Inc, undertakes to provide its officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of company policy. The company is
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE
4.1. COMPLAINT PROCEDURE

4.1.1. Any officer or employee, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iploy Inc
management or ownership. All allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
outcome of the Investigation,

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
representative to receive complaints, investigate and hear sexual
harassment cases. The Committee shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment,

4.2. RETALIATION
4.2.1. Iploy Inc. will permit no employment-based retaliation against anyone

who brings a corplaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment.
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4.3, WRITTEN POLICY

431 All officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy upen assumption of their respective
affices. #f at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum. If
iploy Inc. should amend or modify its sexual harassment policy, all
officers and emplayees will receive an individual copy of the amended or
madified policy. .

5. CONFIDENTIALITY

5.1 At the commencement of the investigation procedure at the Committee
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence. it is the intention of Iploy Inc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper

6. EFFECTIVITY

6.1 This Policy shall take place effective immediately and shall be made known to
every employee

:.-"'_.u”'}e
Prepared by: Jo I-Ilarm R lecio
Huﬁnan Resources

o

ol
Reviewed by, %_g_q_q ! . Gamarillo Jr.
Dikgctar f Df:eratmns

Approved by; Yisroel Y. Gissinger
CEQ
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

Name ition in E lishmen
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoli CSR - Phone

Submitted by:

Yisroel Y. Gissinger
CEO
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DATE

To
FROM
THRL
SUBJECT

April 3, 2018

ALL EMPLOYEES

HUMAN RESOURCES DEFARTMENT
OPERATIONS MANAGEMENT
MEMO: RESTROOM GUIDELINES

Iploy Inc. provides unisex restraomes available so that emplayees Gan use them when they need

to do so. One is located inside the operation floor and secand is in the hallway outside the
operation floor. However, those who are uncomfortable, has (ssue with the unisex restroom

we have a separate single, private restroom available for use,

Maoreover, any employee with concern/issue in using the unisex restroam, please visit Human
Resources office to get door access pass. Office security, Log In and Log out procedure shall

apply

Furthermore,

eliguetle

It is essential that all employees should comply and observe the restroom

Knock if the cubicle appears to be occupied. Don't peek under the doors
Lock the cubicle doar when yvou enter

Stand close enough to the pan ar urinal 50 you don't wet the seat, walls or
Hoor

Flush the toilet after use and wipe off the toilet seat for the next user
Paper towels go in the trash can, not on the floor or in the tollet bow!
Wash your hands to prevent the spread of colds and the flu

Please use water and paper towels caonsarvatively

For your information and guidance

RENT 7upt M. CARTE CIMND

of [ 1£ [1007
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February 27, 2018

To : ALL EMPLOYLES

FROM - HUMAN RCSOURCES DEPARTMENT
THRU ] OPERATIONS MANAGER

SURIECT

OFFICE SECURITY, LOG IN AND LOG QUT PROCEDURE

The following Is Issued to ensure the effective enforcement and strict observance of all
employees on office attendance and punctuality

To ensure effective implementation and monitoring of office security

1. Employees are required to log in and log out using the biometric and the RF ID, even
if the door is open
2. Employees are allowed to be inside t

he office and to Log in thirty (30) minutes before
their scheduled time

3. Bags and/or personal items should be left in the locker before longing in/going inside
the production area

4. Once an employee logged in and inside the production area, they can no longer go
outside until their 1# break

5. Employees are only allowed to stay in the office for thirty (30) minutes after their shift,
unless authorized or has approval to extend their time

6. Pantry,

recreation room and locker should be closed at all times, employees must use
their RF 1D to access these rooms

7. Notailgating

Employee ID and RF ID should be worn at all times, lost RF IDs will be charge to the
employee

9. No employees are allowed to stay in the waiting area for applicant.

10. Employees who left/lost their IDs will get temporary ID from HR and will be dealt with
according to our code of conduct and discipline.

11. Submit self to magnetic wand scanning with the security personnel
12. Only water in a clear container is allowed in the operation area and recreation room

For guidance and strict compliance,

T
Jo Hanna Malecio R‘ﬂﬂ- ZW0e IA- ObEt WM
Human Resources

p& s howy
Noted by:

Dir@rn Operations



iPloy Incorporated

- '
9™ floor, Ayala Center Cebu Tower ‘3'} 'Ploy

Bohol Avenue, Cebu Business Park
Cebu City 6000

DATE - MNavember 17, 2021
TO : ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBIECT : LOCKER POLICY

The aim of this policy is to guide our employees and establish a well-kept and orderly environment in
the locker room.

Please see list of rules provided below for your reference.

RULES

o OMNE LOCKER ONLY per employee, NO sharing of lockers.

« NO storing of perishable foods/leftovers inside the locker.

e Proper sanitation is strictly observed (E.G. No storing of unwashed containers/mugs/utensils, etc.)

» NO transferring of lockers. Transferring of lockers Is subject to approval,

o Checking/audit will be done from time to time and once unassigned lockers are being used, they
will be forced open, and the company will not be liable for padlock replacement nor
reimbursement.

= Anysort of action that may result in damage to property is strictly prohibited. This includes but is
not limited to graffiti/vandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs' knowledge or consent, etc.

# The company will not be liable for the loss or damage to any personal belongings left unattended
and that includes, sharing of lockers, lockers without padiocks, placed on top of the lockers, etc.

* The company Is not responsible for loss or missing items due to the owner’s negligence.

* Forced Open Request due to lost padlock key or forgotten password/code should be submitted a
day prior and will be subject to availability of the bolt cutter.

* Authorization to Forced Open a Locker, the request must be submitted via emall to hr@iploy.com
and must wait for the approval.

= NOLOITERING inside the locker room

* Unassigned Lockers with cable ties should not be opened.

® Things inside unassigned lockers will be subject to disposal of the management

This Memorandum shall take effect on November 22, 2021.

Failure to comply will be dealt accordingly.

Prepared by:

e
Carlos Gotlong Alfreto

General Manager Directo

| have read, understood, and agreed to comply with the foregoing policies, rules and conditions
governing the iPloy Locker Policy. %
RENY JUPE M. OARTECIND

Employee Signature Over Printed Name/Date
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February 18, 2020

Ta - ALL EMPLOYEES
FROM 1 OPERATIONS MANAGEMENT
SUBIECT 1 ATTENDANCE BONUS 2020

As we end the year 2019, iPloy would like to set clear key procedures and policies. This memorandum serves as
reminder to be followed:

PAYROLL

1, Immaculate Attendance Bonus is for employees with perfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = out for
breaks will also disqualify the employee. No waivers will be given.

2. Tardiness, Undertime and Over breaks will be deducted from the employee’s pay,

3, Employees who tendered their resignation before the release of the Sign On Bonus (First Half or Second Half} will
NO longer be eligible to recalve it

4. Employees qualified for the Sign On Bonus (First Half or Second Half) will recelve it on the 30" of the succeeding
manth from eligibility.

5. Eligibility for the annual merit increase Is based on overall performance and management discretion. Pay out s
at management's discretion.

MEDICAL CERTIFICATE

1. When must the medical certilicate be dated?

. 1 day absence - the medical certificate must be dated on the day af absence or the next day. If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows - at the latest. It
cannot be dated on the day that the agent is to report back to work.

. 2 days absence - the medical certificate must be dated on the initial day of absence or the next day, If the
ahsence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the
latest. It cannot be dated on the Saturday that immediately follows ar that Monday that the agent is to report back
to work.

- 3 days of absence or longer - the medical certificate must be dated on the initial day of absence or the next
day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated fram the
initial date of absence. Also, the advice to rest is Inclusive of rest days.

a Ex: If the agent is absent an a Friday and the medical certificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must be back
to wiork on Monday.
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o If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice 1o rest cannot be antedated

o There must be a fit to work date.

(] The only exception to the Medical Certificate date guldelines is if the employee has been
hospitalized.

VACATION LEAVES
1. The company reserves the right to approve and disapprove all vacation leave (VL) requests,

2. Employee must exactly have the corresponding credits for the request to be approved,
1 credit = One Day
5 credit = Half Day

3. Employee with perfect attendance 60 days from the requested VL date will be given priority in the approval of
leaves. This is 2 way of rewarding employees with perfect attendance,

4. The company and client have the right to disapprove leave requests and cancel approved leaves for those
employees who committed unscheduled absences on the prior month and on the current month of the reguested
time off including poor attendance records, behavioral and productivity issues,

RENE TWPE M- OHZTECIRD
by (15T 07

Approved By:

JAY GISSINGER
Chief Executive Officer

ALFREDD CAMARILLOD JR,
Director of Operations
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Date : November 17, 2021

TO s ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY
Sick Leave is to be used by employees who are ill, or any other form of absences supported
by a valid document.

1. Employees are required to notify the HR hotline number (0917-709-7074) and/or send an email to
hr@iploy.com at least two (2} hours before the employee’s shift (following call-in procedure) and/or
within 24 hours from the first day of absence,

2. Employee may use sick leave for absence due to the following reason:
* Employee’s iliness or injury.
* Bereavement leave/s
= Emergency leave/s
* Power Outage/Internet Outage (for temporary Work from Home set-up)

3. Employee must file the incurred sick leave in HRweb within 48 hours. Fallure to file the sick leave
on the given hours will be forfeited.

Note: No more Manual filing of Sick Leave except If the employee was hospitalized and/or
guarantine due to COVID-19.

4, Below are the documents needed to provide to use the paid sick leave;
* Employee’s iliness or injury

7 Atthe discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the employee is again
physically able to perform his or her duties. (Medical Certificate with Fit to
Wark)

* Blacklisted Doctors and clinics’ will not be honored, (Please refer to the
Blacklisted Clinic/Physician Memo)

¢ Bereavement leave [Please refer to the Bereavemeant Leave Policy)

¢ Emergency leave
# Validate his/her absence through supporting documents as to why she/he was

having emergency leave on the said date.

¢ Power Outage
# Certification from their electric/power supply provider (e.g., VECD, CEBECD,

MECO)

¢ [nternet Outage
# Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
# Picture of the modem (showing red, no light in “internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action. 5L is unauthorized
under the following circumstances:
» The employee failed to inform the immediate superior or HRD about his/her absence due to
iliness unless fully justified.
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# |f sickness claimed is fictitious or non-existent.

6. The employee or his/her representative must inform his/her Immediate superior or HR if an
extension of 5L will be needed to recover from the sickness. A medical certificate must be submitted
befaore the expiration of the SL. Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted.

This Memorandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by: e ad

M IS ARCILLA PENY TUPE M- CARTECIAND
HR Manaker’ f:?f// Erff 160%

Noted by:

Alfreflo CaEw;rﬂlo Ir. Angelo Manal carlogGotlong

Diretj.q\ur, [#] Erat?pns Operations Manager “General Manager
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Date - November 12, 2019

To : ALL EMPLOYEES

FROM - HUMAN RESOURCES DEPARTMENT

THRU - OPERATIONS MANAGER

SUBRIECT - 555 SICKNESS CLAIMS — 5 CALENDAR DAYS

For those employees’ who wants to file for sickness claims must submit the duly accomplished 555
notification form attached with original and complete medical documents. It should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit
their form In Accounting office.

A member is qualified to avail of this benefit if:

1. Heis unable to work due to sickness or injury and confined either In a hospital or at home for at
least four (4) days;

2. He has paid at least three (3) months of contributions within the 12-month period immediately
befare the semester of sickness or injury;

3, He hasused up all current company sick leave with pay; and

4. He has notified the employer or the 555, if unemployed, voluntary or self-employed member
regarding his sickness or injury.

Failure to submit the documents within the prescribed period will free IPlay from any liability of their
claims,

For your guidance.

If there are any questions or clarifications, please feel free to approach the Human Resource Department

Sincerely,

CENY vt M ORILT SO
65| 18 [0y

do Chinarillo Jr.,
Operations
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DATE : February 20, 2023

TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This Is in reference to the previous memo sent out last December 8, 2022 regarding the above-
mentioned subject. We are updating this memo adding more clinics and/or physicians that are
considered blacklisted and medical certificate/documents issued by them will not be accepted. In the
event that the employee submits any of the med certs under these clinics/Physicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline

The following are NOT ACCEPTABLE and are considered part of the BLACKLISTED
CLINICS/PHYSICIANS:

Rajah Tupas Medical Services

Bimbo H. Tequillo ME Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecillo Ir., MD

Now Serving

Dr, Guian Darnell Sumalinog

lD Tambut Medical Clinic

11. Clinics/Physicians without complete contact details such as but not limited to the following:
11.1 Doctor's name

11.2 Doctor's license number
11.3  Clinic/Doctor Phone number
114  Date of Actual visit

11.5 Diagnosis

11.6 Recommendation

11.7  Fitto work date

1 Tt R R S

For medical certificates, the following must be taken into account:

1, Must be Issued on the day of the absence or the day after.
All Instructions in the recommendation must be strictly followed. Proof will be required such
as but not limited to proof of purchase for medicines prescribed by the Physician, laboratory
results, and the like.

3. Note that all medical certificates including fit to work will be validated by HR/Clinic. NO Fit-
to-Work Certificate will be denied entry inside the production floor.

4. Mo erasures on the document. |n case there are corrections, it has to be counter-signed by
the attending Physician.

5, Thesoft copy (sent out through email) must coincide with the original copy (submitted to HR).

Kindly take note that if the clinic/Physician has any of the following concerns below will not be
accepted as valid medical certificate;
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Phone numbers shown in the medical certificate are incorrect and can’t be validated/contacted.

2. Questionable medical certificates due to some inconsistencies/discrepancies as validated by

HR/Company Nurse/Company Doctaor,
3. The Clinic/Physician does not entertain phone validations for the medical certificate issued.
Caters primarily on cosmetic procedures and consultations.

Lastly, since hospitals and clinics are now having less restrictions for consultations and our situations
are constantly Improving since the pandemic hit, we will no longer accept consultation done
online/via phone calls. Consultation must be done face-to-face.

This updated memorandum shall take effect on March 1, 2023,
Should you have questions or clarification regarding this, please do not hesltate to send us an email

at er@iploy.com.
For strict compliance. %\
F'ra-pare by: RENT TUPE |4 - CABTECAND

v 8 [0,

Emp ovee Relations Supervisor

Noted by

'."""
Y it
astafiares Mar Nifb Angelo Manal

HR Manager i Ma Er Operations Manager Direc rnf perafions
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Date : MNovember 30, 2022

To . ALL Employees

FROM i Human Resources Department

SUBJECT i VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remaining SL credits are to be converted thus, SL application Is no longer
allowed until the end of the year.

As for the Vacation Leave (VL) conversion, all unused VL credits will be released on the 30" of December
2022, All employees can plot a VL request until December 8, 2022 ONLY. The actual VL dates will cover
only until April 30, 2023. Kindly take note of the remindears below in ruﬂrm!nm to filing of VL:

= No retraction of approved Vis. If the employee reports for worl on the actual VL date, the VL
wlll not be reimbursed and will be voided.

= Norescheduling of VL once approved.

e VL date should not fall on a local holiday otherwvise forfeited,

Note: Approval of VL requests will be an or before December 14, 2022,

Furthermore, If the employee rasigns or gets separatad from the company either valuntary or Inveluntary,
all available VL credits will be forfelted and will not be part of their last pay if:

& Employee filed an immadiats resignation and/or falled to provide a 30-day notice.
Employee went on Absent Without Officlal Leave (AWOL)
Employee Incur any leave, absences, and/or any form of terminal leave within'the 30-day notice
period with the exception that the employee provided a valid documentation such as but not
limited to hospitalization due to sickness, accidents, or contagious diseases,

e Employee Incurred more than four (4) hours of accumulated and/or total latafundertime within
the 30-day notice.

» Employee will have Issues with performance Including but not limited to quality, productivity, &
client escalation within the duration of the 30-day notice.

e Incurred any behavioral infraction such as but not limited to Sleeping, Browsing Unrelated
Websites and ete.

Furthermore, 5L and VL conversion maybe subject to tax. Should you have questions pertaining to this
memop, feel free to reach out to our Accounting personnel st Accounting@iploy.com.

Signed;

sai ﬁl&
HR Manager Accounting Managar
Moted by:
Mm o
Operations Manager i af athons

Approved by: %

I RENT SUVE (1 CAR TR

= Of/mr/mm
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DATE ; April 26, 2018

To : ALLEMPLOYEES

FROM 3 HuUMAN RESOLRCES DEPARTMENT
THREU ! OPERATIONS MANAGEMENT

SUBJECT : Maxicare Guidelines after Separation from the Company
PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separzied regular employees can still avall their Maxicare insurance provided they are within the
paid quarter

The use of the insurance will be shouldered by the separated employee and deducted from their |ast pay
in the amount of Php 8681 .33, this includes the Php 760,323 for medical services and Php 101.00 for dental
services, The employes will shoulder the remaining amount of the quarter,

The guarters are as follows

1 Quarter — December, January and February

2" Quarter — March, April and May

3" Quarter - June, July and August

4" Quarter - September, Dctober and November and so on and sa forth,

If there are any questions or clarifications, please feel free to as the Human Resources Depanment,

MNote: Kindly indicate vour complete name and signature if vou have received, read and understood
the mema.

! 1D # MAME TEAM LEAD SIGNATURE I
Regards, Noted By:

. / -/
Marisi¥ka Iris Arcilla Alfred L}lin Jr. L‘&i rdggfga é:
Humdﬂ source Director of Operations Operations Manager

o

iﬁr ;E;!;?r’—
neral Manager
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December 17, 2019

Ta ALL EMPLOYEES

FROM OPERATIONS MANAGEMENT
SUBJECT CLEANSING PERIOD

iPloy Staffing Solutions believes In glving employees enough room for Improvement to strafghten out
employment In regards to compliance to our company's Code of Conduct. The alm of this approach ls to help
mativate employess rectify passed offenses and start anew.

Cleansing Period pertams to the time when an employee who has been subjected to a Disciplinary Action (DA
s expected to improve performance. Ample time is given to correct improper Behavior and refraln from
committing any other infractions

[t an employee doas not commit the same Infraction for the specified cleansing period, the pregression of the
disciplinary action will slide back to a evel depending on its type. Please refer to table below:

Attendance B
Productivity 6 |
Behavioral 12

The caunting of the Cleansing Period will start based on the date when DA was de<ided upon, All documientations
for infractions will still be keépt in the Employee’s 201 File regardiess what period of progression,

The Cleansing Period is effective fanuary 1, 2020 covering DAs 6 manths and clder

Noted By: Approved By:

1AY GISSINGER

Chief Executive Officer

RENY TUTE M- opre TN
0t |28 fwry
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CODE OF CONDUCT AND DISCIPLUNE [Table of Infractions)

L. STATEMENT OF POLICY

The Code of Conduct and Disdpline is designed to ensure healthy and positive working
ermvdronment, and hopes to maintain and uphold professionalism among iPloy Inc, employees.
The estabished norms hersin set forth are geared towards the attainment of the Company's
Goals and ohisctives, it & worthy to emphasize that the Code is not meant to be apprassive nar
It is intended to threaten and intimidate employees. indeed, it serves ag the guiding principles
on what is expected of i smployess to conduct during the entire employment here in iPloy,
Ine.

IL. DOCTRINES TO GOVERM THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

1. The right to discipline and discharpe employess for just and proper chuges is management's
presogative enshrined from the 1987 Philippene Constitution.

2 Fafrness and justice shall always gowern the impesition of disciplinary actions. Existing Labar
Laws, Implementing Rules and Jurisprudence will abways be chearved.

3. The full and strict maint=runce of discipline is the maragement's responsibility. Thuws, it shall be
the primary concern of immediate superices and departiment heads toinitiate any disciplinary
actions against their subordinates whensver & violation of the rule is committed.

4.  Administrative investigations and other procesdings shall be conducted expeditiously,

5. Imposition of peralties whan warranted, shall not be cancelled, nor delayed for any reason

6. The rights of the respondent as provided for by Law shall be guarenteed,

7. The management may mitigate the penalty to be imposed, subject however to management’s
approval and upon compliance to the conditions set forth by the lakter.

B. Inicases of muitiple viclations of this Cods, the following rule shall apply as to the penaity to be

impoaed:

The higher penalty shall be impeied,
I ar mare offanses urder the same calegary = | Pemainy for the nest seredule ol ediense shall be imposed |

.‘i;.
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-
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Incidant Report will be submitted 10 Human Resources [HR) withén 2 working days from
the date of the incident
Human Resources will Msues & Motics 1o Explain [NTE} to the employer within 3 working
days.
Direct Superior should coach the smployes within 5 working days from the Msuance of
the NTE
Coaching Form and Written Explanaticn of the employee should be submitted within 5
working days from the issuance of the NTE
5. - HR will issue Notice of Decision with or without sanctions within 5 days from the receipt
af the Coaching Form and Written Explanation
a. Faibure 1o provide Written Explanation srail constitute & waiver of the employee’s
right to be heard and confirms that all the details in the Incgen) Report are true and
without 3ny bixses.

F9 [T [ =

b, Lapses in the timeline will resul? to 3 sancticn — Negiest of Buty [ insubordination
c Lapses in the timeEne will not voad the sanction

V. GENERAL BEHAVIORAL STANDARDS
As an iPloy employee we sxpect that you will meet the following behavioral siandards:

2. Proper Conduct and Decorum B expected from you within the office and cutsides when
ragresenting the Compsny. This includes appropriste dress, attending the office ready to work, use of
proper and decent language, ctaervance of proper office 3nd work decorum, maintaining proper
relationships with your colleagues, custamers and other individuals not in the employ of the compary,
abmervance of and compliance with existing laws of the Philppines.

b. Enhancing Company Productivity the Company expects the Proper care and utilization of
Capital available to the Company; turming up for work seady to work on time all the time, Ioilowing the
appropriate break and findsh times, getting on with the job and perfiorming the job tothe best of your
ahility, positive attitiude and dedication to one's work assignments, supporting supervisions and those in
management

. Following rules on custesmes and client relations and always maintaining & professional helphul
attivede with customers,

d. Maintenance of health and safety of the office and people around you. A proper attitude
towards cleanliness and proper housekesping in the office, pood health of yoursedf and others around
wal, assiat in lhe security of the office, following basic safety procedures.

& Praper use of Comparny Property, facilities and security to protect company and employes
assets, Secure handling and maintenance of Company records, keep confidential and protect the
{ntegrity of all Corpany operating data and information, approprizte use if 3l Company equipment for
work refated purposes, propery account for all Comparny funds roceived.
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L. Applicabliity
This Code shall apply to all iPloy employees, regardiess of status or position Reld. .
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] L Lewal 1 Veroal Wrimen Disrmisaz
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within the Compamy Waetin Warning Warning =3 Bays | .
P - Premises & Fallure tn kog-infout in
Blormetrics and othir
requlied anendance
Faflure to comply - Bloy el DR..___.._-_.H.;EE Writhen _._._h_ﬂn-m_: Sspensaon Diseriasar manitoring toal Fallure to
& Dress Code Pallcy. e waraing warning -3 Dy plarch Infout for treaks
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1. Magligrnoe of
caralessnass of the
emplayes by laaving the
cormgruter unattended and
risking the nebwork tora
possible security viokation.

E. Tampering of company
Ve e twork
configumtion.

Lewel 3

SUSpEnSion -

5 Days
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°
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Purposety sharing
priviteged and confdential
information 1o anyonz in
e COMPanY of extarnal
partes.

Leyel

SULPETAET -
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Dismizal
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Unauthorized possession oF
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property, suppiiss of
equigment.

Lewel 3
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other damaging elctronic
Bes or physical aocessories
or Sefeers of worksitions.
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Termination of an employes shall sutomatically bar him/her from re-employment.
The penalty of dismissal shall not prejudice the right of the company to initiate court action

against the emring empbloyes,

This Code shall supersede ail ather exssting policies, rules, memos, and the like, and all polides
to be implemented, il the same i+ found to be inconsistent with the Code of Conduct.

Vil Approval

Jay Gissinger

Owmer and Chiel Executive Officer

Floy Incorporated
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RECEIPT OF THE CODE OF CONDUCT AND DISCIPLINE POLICY

Thiis is to acknaowledge that | have read the Company’s Code of Conduct and Dissipline and understa
that it sets forth the terms and conditions of my employment as well as the duties and responsibilit
and obligations of employment with the Company.

| alsa acknowledge that the Company reserves the right 1o revise, delete, anc add to the provisions.
this Code of Conduct and Distipline., or condition of employment can be established by any other
staterneant, conduct, palicy, or practice.

NAME Rom _.._._.__.mh M- %ﬂgan b
CATE of h.ﬁ#w‘_ga..w

AND HAVE READ AND UNDERSTAN CONTENTS
EMPLOYEE SEGNATLIRE

et




