
ao
l*, tF, ,,!

E}PLOYEE PEFTSO\AI- DATA SI.m,ET

2. SURNAME iM=A-b-U-A-1l- : f, - ir ,- - - ir , :r - rr rr - r'i t.i i

FIRST NAME R=T-,7-,2=,A-, -M=A-E- n r:r - - - r-1 r-r rr n rr rr r-j r

MI DDLE NAME .5 A MPAqA 3. NAME EXTENSI.ON (e.9. J r., Sr.)

4. DArE oF BIR-FH (mm/dd/vyvil i lO / )q / JO\D
i

].7. RESI DENT,AL ADDRESS Dr,ilu , 1[b.]n Dk- ,

ictl,6,'r,' trtr,l , t'"pq-)tt
5, PLACE OF BIRTH Lthrr Cilu

ZIP CADE

].A. TELEPHONE NO.

v
D Male dFernale

7, CIVIL STATUS .Ei,Single DWidowed

DMarried Dsepaiated
DAnnulled DOthers, specifir'

Gcq r-

19. PERMANENTADDRESS

ZIP CODE

2O. TELEPHONE NO.

DAwlsr lFouttotr,
T+LtSflv L.LTy r LYOU

A. CITIZENSHIP FIL\Pl NO
9. HEIGHT (m) 1,b+
Lo. WEIGHT (ks) t+g

11. BLOOD TYPE T'IPY D Goq(
3-2, GSIS ID NO. _M
13. PAG-I BIG ID NO. llll\Celnlsbbt! 21. E-MAIL ADDRESS (ifany

22. CELLPHONE NO. (if a ny)

23. EMPLOYEE ID NO.

ri z z amat rn abuor\ ggfirr, I14. PHILHEALTH NO. 1225h2,5Gz,bu+
15. SSS NO, b0 qoq 1q8h5 (Al4qu)31h
1A TIN ,)tu04q02oqooo

24. SPOUSEIS SURNAME

FIRST NAME

MIDDLE NAME

N/A DATE OF 3iRTr-i
(mm /dd/'1',,yy';N/A

N/n
OCCUPATION !14

eMpuoveR,zeus. NAME N/A
BUSINESS ADDRESS N/#

TELEPHONE NO. NIA
(Cgntinue on separate sheet ifnecessary)

26. FATHER S SURNAME

FIRST NAME

MIDDLE NAME

M AEU AI.I l)-/ll{lqt,+
Norl

CTOIAJ
27. MOTHER'S MAIDEN NAME

SURNAME

FIRST NAME

MIDDLE NAME

(Aur?hGft 0q /Dl /Pbq
AIOA

Dr vrrr
25. ]N,AME OF CH It-D

.(\,/rite full name and list all)

ALlA

,.1

:ssa:y. EEEIEE
t. INFORIVIATDN TeamLead:

II. FAIVIILY BACKGROUIV D

: , -. -a.:.

.n



DvEs F*o
lf YES, give detai ls

38, Have you everbeen convi cted of anycri me orvi oiati on of anylaw,
decree, o rd i na nce or regul ation by a ny cou rt or tri buna I ?

39, Have you ever been separated from the service in anyfollowingmodes:
resignation,.retirement, dropped from the rolls, dismissal, termination, end of
term, finished contract, AWOL or phased out, in the public or private sector?

DyEs 'F*o
lf YES, give details

40, Have you ever been a candidate in a nati onal or Iocal electi on
(exce pt Ba ra ngay e I e cti on )?

DvEs 'F*o
lf YES, give details

41. P urs uant to : (a) lndloenb
Persons (RA7277)i andSolo Parents\n/etfareAct2OOO(RA A97Z),plea.e answerthe
following items:

a.Are you a memberof anyindigenous group?

b. Are differentl y abled?

c. Are you a solo parent?

:

DvEs , Flro
lf YES, give please specify:-_-
DyEs Pro
lf YES, give please specify:_
Dves ;/r.ro
lf YES, give piease specify:

42. REFERENCES (PeEon not related byconsanguinityoraffinityto appticant/appointee)

JrsgA (rvrit>
ADDRESS fel NrA

Oc/q$ 7L7 taa

EMPLOYMENT RECORD (l atest
COMPANY NAME POSITlON

44. ldeclare underoath thatthis PersonalData Sheet has been accomplished byrne, a.,Jls.
true, eorrect anci complete statement pursuant to the provisions of pertinent laws, rules and

regulations of the Republic of the philippines.

lalso authorize the agency head/authorized representative toverify/validate
the conte nts stated here in. I trust !h?t this information s ha Il re ma in confi de ntia I-

lD picture taken wiihin the laSt
6 mo nths 3.5 cm. X 4.5 cm

(pas s po I.( s ize)

Co mputer geneTated o r xero x
co py of picture is not

acc6ptable

COMMU NIry TAX CERTI FI CATE NO.

ISSUED AT
///t

lSSU ED Oru (mm,za A/vvvvl RIGHTTHUMBMARK

vlhrlrlr_'
SIGNATURFGign in the box)

ACCOMPLISHED

b. Have you ever been guilty of any administrati ve offerse?

IN CASE OF EMERGENCY:

Please Contact:

D.=s D;rc
lf YES, give cletails

Conta ct Number
Reration: lSBlft}VE



iP oy ncorporated
1lth F oor MSY Tower
Pescadores Road Cebu Business Park,

Cec u City 6000 WiPioy

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

t, (tZ7[ UAf .S. frnnOU*N hereby authorize lploy lnc. andlor it's representatives to
make investigation of my background, references, character, past employment, consumer reports,

education, and criminal history record information which may be in any state or local files,

incLudingthose maintained by both publlc and private organizations, and all public records, forthe
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original

co nse nt.

I hereby consent to the Company's verifying all the information I have provided on my application

form. lalso agree to execute as a condition of employment or a condition of continued
empioyment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, I

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. I 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 or of my immediate discharge should such falsifications or misrepresentations
be discovered after I am employed.

I reiease lploy lnc., its employees, designated representatives, agents, officers and trustees from
any and all claims of liability or damage due to either the procurement or the true and accurate

disclosure of such records or information.

Applrcant Name: R\zzR MAE s. mAarAN

Present Address: OAttl[.c r TBfiUt\r0L f f-llLttAY CTTV r CUh '

Social Security Number Date of Birth:

Srg^ature: Grb-

Dare: g l.ts ly 
o

n
\-/o



iPloy lncorporated
9rH floor, Ayala Center Cebu Tower

Bohol Avenue, Cebu Business Park

Cebu City 6000

iPfcy

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 bonus is subject to taxes.

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

o A regular employee
o No resignation submitted before the releasing date of the sign-on bonus

o Must not be on any form of floating status
o Must not be on Floating, AWOL, Terminated and EOC status or otherforms of

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

Releasing of Sign-On Bonus:

o The release of the sign-on bonus will be on the 1-5th 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. lf any changes are made, you will be notified immediately.

Acknowledgment

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

of the (25K) sign-on bonus PolicY.

Signature OvE? Printed Name/Date



Ploy lncorporated
9tn Ayala Center Cebu Tower

Ceb! B!siness Park, Cebu City 6000

Policy Title
Revision No

Effective Date

Noted:

: Dress Code Policy

:01
: June 13.2022

I acknowledge that signing this document is a confirmation that I understand and agree

with what is expected of me as iPloy employee with respect to the Dress Code Policy

and lwill abide bythe provisions (includingchanges and additionswhic! are deemed

incorporated herein) of this policy.
p

F

'/-4*,

!

,*

a

o
I

I

CjiP,foy

UNDERTAKING

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

\\L{,r\ lv{Ip& {' lv!r,lrLIfllv
Employee Name and Signature

st Name and Signature

n
t _,1

s



iPloy Gift Policy

The aim of this policy 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. lnfractions for this policy is

tagged under Level 2 offense and follow these progression:

a. 1't lnstance - Written Warning

b. 2nd lnstance- Final Written Warning

c. 3'd lnstance- Dismissal

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

Employee Acknowledgement

I have read, understand and agree to comply with the foregoing policies, rules and conditions governing

the iPloy Gift Policy.

Name: K\AA frn[f mqbUSN

signature: S, o.t"' sl.li 
l>n

r-\t_/



iPIoy Social Media Policy

iPloy recognizes that employees use social media tools as part of their 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 iPIoy regularly monitors the internet and social media about its work

and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.

iPloy does not specifically monitor social media sites for employee content on an ongoing basis, however

employees should not expect privacy in this regard. iPloy 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.

Allemployees 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:

. Publishing materialthat is defamatory, abusive or offensive in relation to any employee, manager,

office holder, shareholder, customer or client of the company;

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

r Publishing material that might reasonably be expected to have the effect of damaging the

reputation or professional standing of the company.

Procedure:

All employees must adhere to the following when engaging in social media.

r 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 iPloy. Wherever practical,

you must use a disclaimer saying that while you work for the company, anything you publish is

your opinion, and not necessarily the opinions of the company.

o You are personally responsible for what you post or publish on social media sites. Where it is

found that any information breaches any policy, such as breaching confidentiality or bringingthe

company into disrepute, you may face disciplinary action up to and including dismissal.

o



Be aware 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 in response

to any internet request for a password.

Material in which the company has a proprietary interest - such as software, products,

documentation or other internal information - must not be transmitted, 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.

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 opinions you express are your

own.

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 policy.

Once in the public domain, content cannot be retracted. Therefore, always take time to review

your content in an objective manner before uploading. lf 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.

lf you make a mistake, be the first to point it out and correct it quickly. You may factually point

out misrepresentations, but do not create an argument.

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

ln addition to the above rules, there are many key guiding principles that employees should note when

using social media tools:

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

Regularly review your privacy settings on social media platforms 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



. 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 online 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. ln situations that are not expressly governed by this policy, you must ensure

that your use of social media and the internet is always appropriate and consistent with your

responsibilities towards the company. ln case of any doubt, you should consult with your manager.

lnfractions for this policy is tagged under Level 2 offense and follow these progression:

a. 1't lnstance - Written Warning

b. 2nd lnstance- FinalWritten Warning

c. 3'd lnstance- Dismissal

Employee Acknowledgement

I 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, I agree to abide by the Social Media Best Practices when using social media sites on my

personal time and when my affiliation with iPloy regarding those sites is known, identified, expected or

presumed.

Name: BZA rvrPE fnqerlnrt

siqnature: R*" D "r", rlrsl,r,
vl'

nL/



i.ir,t rp...r'r,i
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P,iPoy

Date

To

From

Thru

Sublect

February 22,2078
ALL EMPLOYEES CONCERNED

Human Resources

Operations Manager
WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

i 1 tr'' ccrrforrlty wrth Rep,ublic Act No 8504 otherwise knowrt as thr-'Pl irppitttt'

,\lLrS Prevenlron and Corrtrol Act of 1998 whrr-h rp(-oBnut'r r,vorkltlac,'lra:,cr1

;)'oqrdin: .i, a potert tortl in addressrng Hltlililt)5 ari an urierf r,rtic)r).rl

pandernrc;rroblenr, Lhis r"onrpany pclrcy is herebl, issued fu'tl-re rnfo'rralr,ltr
,r'rc grrdaf .e of tire erlployees rn the dragn(lsts, l'eatn-ref l ,irrd Dril /e'r1'cI r)'
HlVlAlt)S rn the workplace.

12. Ihrs policy,s also armerd at addressrng the strBma atlacher.J to HiV/AiDS,3r)(1

ens!ire! t.al the ,,vcrkerrs' rrqht against drscrrmiral:rcn arr,) ;oritier'r.t iIr r',

rnarntaineC

2 COVt I]AGi

2l il.is l)r-rgranr shall apply tcr all enrprioyes5 r6,gardie',s of thetr ernJ ovment

si,1ius.

3 i..,1PLi IITI.]TINC STRUCTURi

31 lproy tnc rlV/Alt)S Prograrr shall be maraged b'/, rts freaitir itni: ,alel',
i L)r'rntrttee i-onsrst5 of rep,reSentatives frorr, tlre d fferent lJtr,, srort. ,;trt:

rir,partrlent,.

4 POLiCY STATFIVIINT

4 1 tiASrC TNFORMAITON Ohr glv/AIDS

,1 I i Wh;it rs HIV/AIDS?

4 i 11 lt rs a dise:se cau:;ed bv a 'riru:; calle'd Hl\i (Hun-,ar'

ln:rluncdef ic ency Virus) This r.,iru.; Sio',tiy wf,.lken . (, ! r-'Si'r"

abrlrty to fight cff other dtseases by attach,rs ttsc'rf lo;ln(1
cestroving rntport:nt cells that control art{J tuSlporl t;s l'urr'.i-

in,rnune systt,rn

.1 1 2 Ho'w HIV/AtDS i:, transrnitted?

r. I 2 1 Unprotected se'x luth an H!V infer-teci persott

rtt _.1

I ll3;i lrrti I



'-:,. , J,'r u!! r. \r{r.
pr,., rdoro. ll(,ii, i.abr. {1..f8!. i,lrr
:..,:. L l,^{,!

)

WiPtoy
4: ) 2 From an 'nfecled motl',er to her chilc (Currnq pregn3n(v, ,ll

br:11) through breasl feedingt;

lntravenous drug use wrth contamrnated needies;

Transfusron wrth rnfected blood and blooC product:;, and

,1^- ) 5 Unsate, unprotected co'ttact r,vith infe,:tr:c bir-rod antl bit'r'rjrnp.

!virr;nds of an rnfected persor

tht,rt- a crtre?

I NO HOw(,rer, tlrere ar€ antrretrovrr,lr iJ 't.g 'r !,r'rri.)' , ::r.Ji

arr. available when properly used, result rn prolonged r,urv,val oi
peuole lvrth HIV Holrstic care of ceople lrvrng r,i rii' r'il'-irlD! arc
ccnrprehensive treatment of opportunrstic rnfectrorrs also

crarnatrcally rrnprove quairty of lrfe.

il3

;) 4

i. l J i5

1'f

rl tlF l\ F\

3 - :)r:venlrve Stiategres

fl
)L

- aond.,i,t of ilV-AIDS Iclucatron

5i1L Whowill conduct?

lne f',ledrcal Clinrc of lploy lnc,_in coordrnatrar ;i,tl', the ii(:alif: ar.o

Safety Comnrittee shall conduct HIV AIDS eouc,itrcrr :(l all r,rnpi(:)'ve?;

for frce Thrs shall also form part of the crrenialror', lf n€,,.^.'l!' rec

emplovees. Ihe s,tand,lrdrzed informalion pac(,lge Jt:r,elopi,J b', tl^e

r-)erpartment of Labor:nd Imployment (DCLEI rna\'i.e L)e(] iirr '.i-i,-

p il rco,r, e.

5 1 i 2 How wili it be conductec?

rf:e r-tlV-AIDS edrrcation will be conducteC titr'..-luglr ilrstrrt;rt'!r,r a'ril
postrng of IEC materrals, lectures, counsellrng arrrj trarfrinq ar)c

nfolr,rtion on adherence to standard or unrversal prt,cautr,:'r-i r lne
worKpialce

I Screenrrtg,Dragnosrs,

5 1 2 1. Screenrng for
nra'rdatory.

: l.l i The cornpany
through Voluntary

Treatment and Referrai to Healti, Care 5ervices

rilV as a prerequisrle t() pmp,1 yrppnt rs nfi

shall encourage posrtive ht,altl :,ire<rfrt; lic'r rv '-r.
Counseling and Testrng.

o



rPloy lncorpcrated
11th tioor \1SY Towet
pe.aeoo.es lr rd ( r,b- Bugrr^. . r a,k
Cebu arly 5C0C

5.i.2 3. The company shall establish a refer:al systern and oro'lde
access to diagnostic and treatment services for rts workers. Referral

tc Social Hygiene Clinics of LGU for HIV screening shall be facrlitated

0l,the company's medrcal clinrc staff

5.1.2 4 The company shall likewise facil;tate access to lrveiihood

assistance for the affected employee and hrs/her fanrrlies, br'ing

of fered by other government agencies.

6 SOCIAL POTICY

6.1 \orr-discriminatory Poiicy and Practrces

6.i.1. Discrimination tn any form from pre-ernpioyment tc,post
employment, including hiring, promotion or assrgnment, termrnation cf
employment based on the actual, perceived or s.rspected HIV status of
an inCivrdual rs prohibrted

6.i.) yysrkplace management of srck employees snall not cirffer fror.n that of
any other illness

6 1.3. Discriminatory act done by an officer or an ernployee againsl their
co.offrcer or co-employee shall likewise be penalrzr:d

6 2 Confidentralrty/Non-Drsclosure Policy

6 2l Access to personal data relating to a worker's HIV status shall be

bound by the rules of confidentiality consistent wrtn provisrons of R A.

8504 and the ILO Code of Practice.

6 2.2 lob applicants and workers shall not be compelleo to dtsclose their
HIV/AIDS status and other related medical information

b 2 3. Co-employees shall not be obliged to reveal any perscrnal rnfo.nration
relating to the HIV/AIDS status of fellow workers

6 3 Work-Accommodation and Arrangement

6 3 - The company shall take rleasures to reasonabiy acccmmocate
employees wrth AIDS related illnesses.

6 3.2. Agreements made between the company and employee's
representatives shall reflect measures that will support workers with
HIViA DS through flexible leave arrangements, reschecluling of worlltng
time arrd arrangenrent f or return to work.

r''!\-/



,Ploy,..orpJritrd
11lh tloor Ms1 lower
Pelcadores qord C.t)L Busrner! Prrk.

cebu c,ry 60c,0

ROL:S AND RESPONSIBILII iES OF EMPLOYERS AND EMPLOYEES

/ 1 Empioyer's Responsibilities

7 I i. The Company, together with e,mployees/ labor organrzatrons, cornilany
focal personnel for human resources, safety and health personnel shall
deveiop, implement, monitor and evaluate the workplace polrcy anrJ

program on HIV/AIDS.

1.7.2. Provide informatron, education and trainrrg on HIV'iAlDS

workforce.

/.1.3. Ensure non-discriminatory practices in the workplace and that the
polrcy and prograrr) adheres to existing legislaticns and gurdelrnes.

7.1.4. Insure confidentralrty of the nealth status oi rts employees and the
access to medical records rs limrted to authorized personrel.

7.1.5 The Company, through its Human Resources Department, shaii see io
rt that their company pr:licy and program is adequately funcled arrd made
known to all employees.

I .i 6 The Health anC Safety Committee, together wrth ernplcyee')/ laDor

orBanrzations shall lointly review,the polrcy anc program ano continue to
improve these by networking with government and organrzations
promoting HIV prevention.

7.2 Lmployees' Responsrbilities

I 2.1. The employee's organization shall undertake ar active role irr

educatrng and training their members on HI\t preventron and control.
Promote and practice a healthy lifestyle with en,phasrs on avoiding hrgh

rrsk behavior and other risk factors that expose workers ic increased risk

of HIV infection.

t- 2.2. Employees shall practice non-discriminatory acts againsi co'empiclyeer,

7 2.3. Employees and therr organization shall not have access to personnel

data relating to a worker's HIV status.

1 2,1 Empioyees shall corrply wrth universal precautron and preveniive
measu re5.

rts
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B IMPLEMENTATION AND MONITCRING

8.1. The Safety and Health Committee or its counterpart shall perrodically monitor
and evaluate the implementation of thrs Policy and Program

9. EFFECTIVITY

91 Thrs Policy shall take place effective rmmediately and shall be made known to
every employee

,r\irl k
Prepared by: io Hair*d ii hlltecio

HrrrnE*

Reviewed by: eN-rdl-q 1l..

pQrations

Approved by: Yisroei Y.lGissinger

P'lPtoy

G
Frzz*Q5rw*o;trt

orl\tt
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Win,lqv

Date

To

From

Thru

Subject

: January 1,2078
: ALL EMPLOYEES CONCERNED

: Human Resources

: Operations Manager
: WORKPLACE POLICY AND PROGRAM ON

AND CONTROL

TUBERCULOSIS (TB) PREVENTION

]- OB]ECTIVE

l-.L.To assist the government in rt5 carnpargn agarnst Tubercrlosis (lB) in compliance
with the Department of Labo' and Employment's Depa'tment Order No 73 05,

series of 2005 - Guidelines for the lrnplementation of Poiicy and P.ogram on

Tuoerculosis (TB) Prevention and Control in the Workp'ace.

1.2.To provide rn tiatives to prevent the outbreak and spread of tuberculosrs rn :he
workplace, and to treat, care, and support employees wro become afflicted with
tu berculosis

2. COVERAGE

2.1. Thrs Program shall apply to all e.nployees regardless of lheir ernployment statu:,

3. POLICY STATEMENT

3.1 The company seeks the prevention of the spread of tuberculosrs, as r,vell as the
i'ea',me1t, rehabrlitation, and restoration to work of employces wfro contraci.
tris drsease To achreve this goal, all_e_nplqyegs__arc:Ullt_ly_Eendated to uodereo

On annual phvsica

3.2.Also, in iine with thrs, a TB awareness program shall be undertaken through
rnfo'mation dissernination, which shal include its nature, frequency (occurrence

rn a selected population) ancJ transmission, treatmerrt wrth Dire6lry Observed
ireatment Short Course (DOTS), and controi and nranagerner''t of TB rn tfre
wor(olace This shatl be handled by the Office of Health Servrces (lrfrrma'y) or
the partner health provider of IPLOY INC in conjunction wrth the Operations
\4anager and off ce of Human Resource through t.e compa"ry s acc'edrted
real:h orovrder.

3.3.The DOTS is a comprehensrve strategy to control TB, and rs composed oi'five
cornoonents. whrch are:

3 3.1 Politrcal wrll or commitment to enduring sustained and qual ty TB

treatment and control activities;

3 3 2 Case detection by sputum-smear microscopy amo'rg symptomatrc
cat ents.
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3.4

3 J 3 Stanci.:rd short-course chemotherapy using regimens of 6 to 8 monihs'or
al cont "'ned actrve TB cases (1.e., smear positive or those val dated oy the
Its Dragrostrc Committee). Complete drug tar<ing through direct
cbse',,,a: on bv a designated treatment partner, dur ng the vrhole course of
lfra :'i,l"Y'e1: ieg rnen;

3 -3 4 A reguiar, untnterrupted supply of all anti-tuberculosrs drugs and ot",er
materiars;

3 3 5 A standard r"ecording and reporting system that al ows assessrrent of case
f nding and treatment outcomes for each patient and of tuberculosis cont.ol
orograrn's performance overall

Ernployees must be given proper information on ways of strengthenrng therr
immune responses agarnst TB rnfection, i.e., informatron on good nutr,tion,
adequate resi, avoidance of tobacco and alcohol, and good personal hygiere
pracirces. However, rt should be underscored that rntensive efforts ir tre
preventron of the spread of the drsease must be geared towards accurate
rrf sp661,o" orr its etiology and comolete performance overall.

lmprovrng workplace condittons:

3 51. To ensure that contamination from TB airborne particles is controlled,
workplaces r-nust provide adequate and appropriaie ventrlatioa (DOLt

Occupatronal Safety and Healtn Standards, OSHS, Rrtie 10/6 01) and tnere
srall be adequate sanrtary facilitres for workers.

3.5 2. The number of employees in a work area shall nol exceed the requrred

number for a specif ied area and shall observe the standar d lor space
requrrement. (OSHS Rule 1062)

3 6 Cacabilrty burldrng on TB awareness raising and trarning or TB case Find,ng, Case

Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational safety and health
com m ittee

3 T.Social Po,icies:

3 7 l. Non-discrimrnation: Employees who have or had TU shalt .roi be

discriminated against. lnstead, they shali be supported wrth adequate
diagnosrs and treatment, and shall be entitled to work for as long as they a'e
cerirrred by the CompanV's accredited health Frovider as medically frt and

shall be restored to work as soon as therr illness is controlied.
3.7 2. Work Accommodation: Through agreements made between the

rnanagernent and the employees, work accommodation measures lo
sJpport employees with TB rs encouraged through f lexibie leave

arrangernents, reschedulrng of working times, and arrangements for return
to wor(.

)(
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3 7 3. Resttr'atror^ io Work: l-he employee may be al owed to return to work
\! t1 !'easonable working arrangements as deterrrrned by the Company's

Fiealth Care Provider andlor the DOTS provider

3 8 Emp oyee Responsroility

3 8 i. Empioyees who have symptoms of TB shall rmmediately seek ass'stance

frorn the Company's Health Servrces Provider

3.8.1.1. An employee who has the symptoms of TB rs required to nrtially

wear a face mask (especially whrle rnside the offrce) and observe good

hygiene practices, at least until declared by a competent medicai
practitioner to be safe from transmission.

3.8.1.2 Similarly, for those at risk, ie, those wrth famrly n"embers r,vrti TB

or those exposed to a co-employee with TB, it would be prudent io
observe the same good hygrene practices untrl deciared free frorn the

disease and safe from transmission.

:l 8 2 Once dragnosed to be with TB, employees shall rmmediateiv see<

treatment either througn the Department of Health's DOIS or a p'ivate
physician of the ernployee's choice. However, it rs imperative that tne one

sirict ! adheres to the course of treatment. Farling to dut,fuilv observe the

treatment course may give rise to complications, such as resrstance or even

the failure of treatment, which may make it harder io ireat the rnfectron and

result in a longer absence..

3.8.2.1. An absence from work due to medical reasons of over srx l5l
months may result in the terminatton of cne's cmproylppnl .t
p.ovided for by the Labor (-ode of the Philrppines under Art 28'1 *
Disease as Ground for Termrnation.

3 8 3 Employees are required to undergo an annual compulsory chest X-ray

througn the Annual Physical Examination. lf for any reaion an empio,/ee

fails to secure a chest x-ray at that time, he/she shall be dr.ected to secure a

cnest x-ray at an accredited clinic by hrs/her respective lnfirmary/Health

Se rvices.

3.9.The Company shall ensure that any TB occurrence in tlre workplace rs trar-ed and

that all contacts are clrnically assessed, as much as feasible.

3 10. An employee afflicted wrth TB, who nas voiuntarrl! undergone the

treatment arrd rehabilitation program (DOTS) prescrioed, and who is finally

decrared to be in a non-communicable stage, may be allowed back to work
subject to being grven a medical clearance by a Company desrgnaled pnYsicran

3.11 [nrployees (those aff l,cted with the d'sease or those identif red under

contact tracrng) who refuse to cooperate and dutifuliy observe iawful

n
\./
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-s::lal'ons tundergo a rnedrcal chei<-.,p and/rrr i!'ea1.i'e.:j.'ray oe:,Jb,F,cl Io
ri .6 3ri'r41'y .lCtrOn prOCeedingS fOr rrstbO.diratron it^itr Oer-lJ l,v Of whrCi rr,ay
',i-ga, .ii to :',e termination of one's €.ro;o,/-ment).

PROCEDURE

4 l T.e 'F,!r)ect vri lleallh Serv ce:, of ti-e {:on pary land/or :i-e
1,'V (e,':, Prov der) shali coo'drnaie w lh :he Occupatronal
(.,r''trr' wht-. shalr prc'v de f,re\/e.t ve and :echrrrr el
:r'0,,'r',l..r'a'.r)n of i:]e Wo.<:'ltce TB l:':i.iti a'rd lla-aitt,nre.

{..

J]

,\. pn.i'r]1;ys6, who u.rCiergoes t-e An-'l;t PhySrCal LxarT n.:trorl vi ti ta(, tCQ.,rr,tP

(i esi x ray wrll have hrs/ner rnedica record forwardeC to con'pany cirnrci UFID

['np cvees who fari to urdergo tne r€qJ s:te arnlal chesi 1-r;y ,131i :r,,, C recled
lo secrrre one at an accredll€,d clrnrc r:' by h s/her preferreci lnfrrrnaryi Hea th
5e rvrle:,

4 ).1 Ihose wrth medical f irdrngs srall ce requrred tc, urdersr.r furtl'rer n erj'r,al

chec<-ul Ail r^edrca' r'er-o'ds in to":reclior wrth'.^rs seCondr ryr1x6:z C're(.(-
rrp shall be subm,t.ted to company clrnrc/HRD and ht',/her rcsD('(:lrve
ln{r. ra'--'Hea ln 5er'/,Ce:

t ) ) lne €1'ploy'ee saalr '.he'r coo.d nJie wrtn LorrSarry clr" r,'l-lRD ,trd r. :,i"e'
rrt',pCCi v,. lnfr"nary/llea ti-r Serv ce: frtr the !'iext:,iefis

A" etl o'yee r,.,'hc rs suspectec :o be.r;'rc:t,d w:h T8, ivlt,lhe' .t .r c i.,' : ).1 ,i)i:,(:
{lr bv conl.)ct tracrng. shall cooperate fuliy wrlh hr,,,/irer rpsoertrye
nt rn ary'/Hea'th Servrces \andior tl-e corlracted Hea.t: Se.v, r:-, I'r:..,de') l'
lirp ,'r'rplgye{, tests positrve for TU, the emoloyee str,ll urrciergo i.'e i)Ol5
Lri Jgi di'f' tO ir COmljlet,On

lf the e,nr:loyct. needs to undergo a ieave of atrserrce to recuperate. he,is-e w,ll
be a iov,,eri io use the apprcprrate eave bejore .e,/s,re m.l\, 'eqLre:: tc ile
pern'rtled to go on a Lea're of Absence wrthout Pay (LOA)

4,1 1 ltre enrployee shail ooserv€, tne requr!,rte procedure rr applyng 1o' a

' r'.1 !'r.l

4 4 ) Tte r,rrt concerr^ed 5r6ll grrsrrre iha', the requtstto procedu:es ,ue
ollserverj irv the employee and tt'at lhe cor'"rpany:i,nrc s dir y i{orrT,eC

Ar e"npl6yge rxay be aliowed',,1 go on a medical leave of abse'r,,e (,.vlt ',rtLt'. D,tv)

'i)' J rr.1' rn t,-r F-rer-iod of :,,x (f:) monlhs The rcrrr-e'rred €,rlo oype !ir,J, s.';ilrn:
an appircatrorr for a leave,:f ablence before gorn51 on le,ave. Sard'ea're
ap--c iral cn si,,.rll be sub;eci to approva at ihe sr:le dircrelior'r r-ri 'r1- Cor;13,'y
|.v'lanagcment

44

.1 5

4 5 1 Tire sa,rre procedures ur'der 4 ,l I to 4.2.2 shall ce observecl

t



r,,.\ ^.. vis, r'r r
1 '- r r-^r rrti,r ' 1s. .

Pr',:ail(r'r., R(,Jd . r !L 8u\ r)e5\ ['.rrl

'ir'l'
li -') i

i-'epared ny o U!lI! R Me_ec.o
Hi-tn:a. Re:ct.trces

I
,t '1,

Rev ewed cr,': A f'edc P Cl'rma'illo,r
-T-D rcGto' of QDeratrorrs

v\11,4 $9Ud

9$iPtoy

rrsl>\l;

J t.A':e' :reatmpf t, w,il-r a maxrmur-o pcr oo of srx (5) .no.t': (.)n ,eav€' (wrtiroul p3t1,

a'e'l'Dtoyee'ound to be cu.eC or a non-corrrn-j'caDie:,iage or TB rr:ay oe

aror,r,,ed back to work, c,'ovided that lhe e.rrployee's'rearlh snair cont.ue to lle
rr-9n 1616i d.trinq the annual physic.r examrnation wili,the req;rsrte chest x r,ly

--' .l- 'r'a!' r,e cler-'rned nece:,sary it'i lne Un,1 11ga th Se""rces (lnlrri'rrary) or
( a ' i'ar 1ed l-reall" it,rvice,s provider

.1 l lre ei'ni)lovei. returr.rng tO work Shat cr: reqr.]rred by the Man,tgernent io !,ecil'e
r red,cal c cJ';r-:e lron'a medrcat durclo'chosen by..re Con:9::ty ct-icr'€'I)e rrg

al olr,ed lo rt,lJ'n tLr wcrk.

.1 S lne HRL) u,/, i .'.i.r:e drscrp rnary proceeo:ngs a8arnSt.lnV €rmp oyee tou.d:o nJVe

C,sic:r'l rrruer] l'e.t:.rrenl rrt deir ance C' .r,ed cal advrCe, f,r'#1'1O re;rrSes l(i Ur'(1e'ilo

'.ne f rll trealTerr: coursi,prescribed L kewrse, employc,es rpho .ti'e ,:-de'r"C :o

undergo a (necK up due to contact tracrng but refuse to dc s,:-) w,i alsc far e

rjrir r;ttirrary ,:t( ir()r' ;)r"oceed,ngs. ln bo: ir case5, :he mdxinrum s.rn(.tion (rpF-,1i(-aI)re

{c' 's.rbo:d ''at,L',r' wrl be the:ermr:rst on ot c,ne's €rrpi6ynsn1. rl ri.,:, deenred
warr,rnled

IMPLEMENTATION AND MONI TORING

li 1 The Safelv and Health Commtttr:e or ris counterpa:'t shall penod,calry monrto'a'd
eva ,.jate the rnpre.rentai.,on of thrs Polrcy and Progranr

EFFECTIVITY

6.1.Tr s ;'o,cy srJ. '.aKe place e{fectrve ,:nmedraieiy and sl'aii De rnade riiovr,'n

eVe.i e.rplOyt:e

Ao3.ovecl ci' Y_.1!!4 'l .Gr,,: nge'
CFO

n
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rPlcy ln.orporat(.d
11rn Flc.r MSv Tower

Pe5aadc.es R()ad Crbu gusrnes. Pd! k

Cebu Criy 60C0

Date

To
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Subject
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February 22,20L8
ALL EM PLOYEES CONCERN ED

Human Resources

Operations Manager
WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBJECTIVE

l l lploy lnc. :s conrmltted to c,lnform io the establrsheo standards assurance o{

customer:,atisfar:tion, crotection of our environmerrl and health and safety ir
ihe wo.kc aces.

t he company promotes and ensures a healthy envtrorment ihrough tt various
.ea'th programs lo safeguard its empioyees. And as par'i of the corrpa.rr7 s

compliance lo DOLE Department Advrsory No.05, Serres of 2010 (Gu delrnes for
:he lmoiernenlation of a lVorkpl36s P6ri5y and Prograrr on Hepalitrs B), lh,s
Program has been developed. Thrs crogram rs arrred to address:he strgrna

attached to hecatrtis B arrd to ensure that the employees'rrght agarnst

discrrminatron and confidentrality is .naintained.

Ttrrs g;rdel re is'ormulated fcr everybody's irformation and referenie 'o' :hi
diagnosrs, treatrnent, and prevention of Hepatitrs B. This wri infcr"n',re
employees of therr role as',veil as the company rn deairng !/rtl HeDat:trs 3. A
healthy envlronment encompasses a good working relatronshrp and grs3' ou:put
for continuous blrsiness growlh.

2, COVERAGE

2 1.Tnrs Progranr shal apply to ai ernp,oyees regardless of therr emplcynre.t:iati,rs

3. POLICY STATEMENT

3 1. lmplementiirg Structure

J 1.1. lploy lnc. Hepatitis B workp,ace pollcy and program shalr b,e n'anaged b,1

its hea th and safety commrttee. Each divrsion or depar:rrent ,tf the

Company shall be duly represented

3 2 Guide ines

3 21. Eduialron

3.2 1.1 Hepatitis B shall be conducted through drstribu'.,cn ard postrng of
l!C maleria{s and counselling and/ or lectures, and

1..2

13
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3..i I 2. ilr.1r,r:,tis E educatror sra I oe spearheaded b'r ls oy ln1 \f t:d r.a

C ': c :'il,JSe coo.dirratron,,v t^ tre heaith and safetv io:rnr lipe

-? -' .' D'ei'e-: \r,!i'ateg es

3 2 ) l. Ai e,lrployees a'e en(.Lruraged to be imrr.unrzerl again:,1 l"1eir.rt.lr,.

B,i'.e- (,{,( urrnp clea'itlce'l '.t.r ,.herr t)lysrc,li-

3 2 ) ) Wur<clace sanrtation and croper wasto rnanag(rrrent.rnd d soo,,,r:

sha !rt"ron,!o'ed oy the',€ailh ard saft:ty corrr',:lee,)i 1 'rqrrl,t'
A -. -l/Ji ).

-i l.t .l pt,:,;.a; pr,l:eclrve eq.,;Te.rl 5n3lt be nrade,ivJ ..lb t:,i: ,r

for.-r lcrr i-,oyees, anJ

3.2.:4 l1'1, 1,yees wril rre 8rv€- ::arlrng ard rnfc!"r"atrcrr'

s'.arclard, cr Jniverjar praCj.t on5 In Ihe wor(ciaCe.

SOCIAL POLICY

.1.I I : \1,,i d scr rrrnal()ry Po i-y and Practrce:,

,1 11i 1 There ;ltall be rro drscrtrrrnatro^ o:

e Tr:r QfQg<; On tae baS:, Of therr -lepa'-,'.r;8 5t;ll:r
t,, t: lternal.ro-ai agrep'rer'',S Cn norr ti,sL.,'n
ti'(, PhrlipF)rnes (lLO Cl11) [mproyees sn;ll rrol

,]i,,r "\t, t,r).r C.p I lOSl empt()Vrl?.:
p'{)1'Ot,0., Jr aSsrgnme': because Of lh':';'t:,i:

I I : Wor',rpla,:e m,l"agenren'. cf srct en J c,,pts') ,r'r t. ,: ''-"
':.)"1 l^al ,r' arrv Otrre. r,eSS. )e.SO,.S \rlta 11[:J]i I 1., t "i: ait,i
iilr(,sses mav w()rk for as long as they arrl medic.rily trt tri',vcr,"l.

.1 - i.: Cr: '' derirair:y

zi 1 1 2 1 lob appi cant', ;nJ enrpioyees slra l ^o: :r€ cu.r';rer ed ',.;

clr',( ose :nerr Hepat I s B status arrd cthr,' 'e a:eri " tr'1t ,)l

rnft;rrnatrorr. Cc,-em[lloyee: sha]l not be obiillerl lo rr:'re,rl a,ry

I-.r,r',,onai rrrforrr,ttror: dbout'.hetr fe ow el.rl oyee', i(:e:..':,r
Lr(,f 'ona! daia 'eiatrrrg icr employee's llepati:r', E ,iaf .,: rf' j I :)i,
botlrd by the ru'es on confrdent alrty and s^al be st"rcl'; lrrr.e,C

tl,.r f,drCa 3sr59rnel c. ',egaliy r.equir,lI

4 1 I 3 Worr Accornmorjation 3nJ Arr.lnggme,rt

4 1 I J.i Tne cornpany snali taKe lneasurel, tf r€',lsrrr'at) \'

acct'r.rmodate e'nployees wfto are Hep.d:1lr! iJ ;rosr: vr) i)' ,^,/ l''
Hr:-.a:itis B re a:ed ii.esses

tl r- .l
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4.L.1 3.2 Through ag'ee'nents made betvreen rnanagement and

e.nployees' represe.tatlve, measures to support empioyees w tr
Hepatitrs B are encouraged to work through flex bte ,eave

a:rangements, reschedulrng of working t ime and arranger''nent for
reiurn to work.

4.1 1.4. Screenrng, Diagnosrs, Treatment and Referral to Health Care

Se rvi ces

4 L.l 4 ! The ccmpany shall establish a referra sysiem and provide

acc.ess tc diagnostrc and treatment servtces 'or Is errplovee:, for
appropriate nredica evaluation/ monitorrng and rnanagerrent

4.I.1 4 2. Adhe.ence to :he guidelines for healthcare p:ov derr, on

the evaluatror of Hepatrtrs B pos,tive ernployees is .r gt,,/
e:rcouraged.

4.1.1.4.3 Screenrrg fo. Hepatitis B as a prereqursrte to enrpioynrent
shall not be mandatory

4.1.1.5. Co'npensation

4 1l \ \ The cttmpany sharl provide access to Soci,ti Security
Syslem and Employees Compensation benerrls .tnder PD 626 to
an employee contr-acted witn Hepatltts B nfect,or;fl tht-.

oerformance of his duty

ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

5.1.1 1 [mployer's Responsrbilil res

5.1.i 1.1 Management, together witn enrcloyees' organl:dt or)s.

conrpany focal personnel for huma" resource5, and :aie:y,ancl
health person^el shali develop, rmplenrert, nronrio,and evaluate
t-e wor(place colicy and program on Hepatrt s B

5.1 I i.2 The Health and Safety Commrttee shaii ensure tndt ti.ei.
;cmpany policy and program is adequately flrded anct rrade
<nown to all e.nployees.

5.1.1 1.3. The Human Resources Departrneri sha, ensu.e thai thei.
colicy and program adhere to exrsttng legrslations and gurilelirres,
rncluding prov,sions on leaves, cenefits arrd insur;nce.

5.1.1 1.4 Management shall provrde inforriation, education and
lraining on Hepat tis B for its workforce consistent w lt lhe
standardrzed basic information package developed oy :he
Hepatitis B TWG; if not available withrn the esiacl shrnent, tlren
p.ovide access to information.

n
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5.7.I.1.i The Health and Safery
e.nployees' organrzairons shall
prograrr for effect Veness and
networking,,r,ith government
Hepatitrs B prevention.
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Comrnr:tee, together with tl"e

lorntly'evrew the por,cy and

conttnue to rn^prove t:ese bV

anC O.gan Za: O'tS tr(,rlot rg

5.1 1 1.5 The compary s.i I ensure non-drscrrm n;tory practtc€)s r.
t i'e wor<place

5.1.1 1.6. The r!'tanagernent together w th '.he contFlany focai
oersonnel 'or hu'nan.esources and safety and heatil shaii
prOvide aOpr,Jpnate personai protectrve equlp.nent lo 3revent
Hepatitl; B expos;.e, espec ally for employees exposed trt
ootentially ccntam .ated brood or bcdy flurC

5.1.1.1.8. T.e cc,mpaly s.al ensure cor, Ceni,a rty of :re healtn
slat us o{ rts ernplovees rncluding those witn l-iepatitis B

5.1.1 1.9 The human resources shatl ensure r.hat access itr t.ed crJ
records rs lrmi;gi to auihorrzeo cersonnei

5 1 I 2 Errployees Responsrb ities

5 f .i.2.I The emoloyees' organlzatron is reqlrrerj to unde':,:ke a-
ac:ive role r" educatrng and training tieir mertoers on !ie3a::,:.
3 preventron and control. The IEC prograrn rJSt a so ;rrn a:
oro.ncting ara pracircing a healthy l;fg51t1a wr:h en-pharrs, o^
avo,ding rrgl'r lsk Dehavror and cther . sk facir-lri tha:

expose emcloyees to rncreased risk of Hepat trs B

,nfectron, consistent with the standarCrzeC aasrc rnforiratrcr
oackage Ceveloped by :he Hepatrtrs B IWG

511 .).? Empioyees shall practice non.clscrrm nato:\i ar:s against
co-employees on the ground of Hepatrtrs B st.rius

5.1.1.2.3. E.npr6ypss and therr organrzations slail not have acces:, tr:_r

personnel data relatrng to an employee's Heoa:rtis B stalus l-he
,'ules of coniiCential ty shall apply rr :arryr,rB rru[ .,nrc1 and
organization functions.

5.1, 12.4. Employees shall comply with the unrversat precautron and
tre 0reventrvemeasures.

511.2 5 Empioyees with Hepatitrs B may inforrr the heali. care

6rrovrder or the company physicran on therr Heoatrt s B slatus
that is, if thei. work activities may increase the r-rsk cf Hepatrtrs B

nfer:tion and.lransmrsston or put the Hepatltis B positrve (rt:rsl
fcr aggravatrcr.

rt
i- _/
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6. IMPLEMENTATION AND MONITORING

i lt^
Prepared by: lo Had1qh. tvLtecio

Human Reso,lrces

6 1 W thin the estacl,shme.l, the impiementation of the 0olrcy and prograrr-, snari be
'rorrtored and evaluated periodicaily. The safety and health comrnrtte€ or ts
counterpart shall be tasked for this purpose.

7. EFFECTIVITY

7.1.Tnis Policy snal :ake place effectrve rmmediately and shall be made K.o'^/r-r lo
everY empioyee

WiPlov
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ApDroved by: Yisroel Y. Gisg,ngst
CEO
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Date
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From

Thru

Subject

: January 1, 2018

: ALL EMPLOYEES CONCERNED

: Human Resources

: Operations Manager
: DRUG'FREE WORKPLACE POLICY AND PROGRAM

OBJECTIVE

11 ln co,'nplrance wrth Artrcle V of Republic Act No.9165, otherwr5e krlcwn ds

lhe ( ontpreirer..rve Dangt"ct,:, Drug,:; ,\ct ol 2002, and ts lnrplemertrrrg Rules

and Regulatron', and DOIL t)epartment Or,ler No ll3 03, serres of ,.'0(J3

iCurtielrner; for the, lmplrrryreltation of a Drug-Free 'y'/clrkpiat e Do cres atrd

Prog'arns fr,. .ire Privatr, Se,:tor), pioy lnc hereh,y adC'niS lirp ir.rl 5'ryrrrq

poircrei and prograrns tc a( hieve a drug-free lvorkplaie,

1.2 Cor.npany polrcy is to marntarn a workplace free of rllegal crirgs Ii) cn:;Lrre

thal lhe ob;ectrves of the : c)rrrpany 1, ,lcrporate polrcl' are t,p' the Jt-il)<ilry

is mplementing ihis drug tree program The prograrr',rvrll havt: the'lollcwrrrg

e le rrrents

2. COVERAGE

21 Thr:, Prograrn slrall apply to all enrployees regardless of fherr empioynretrt
staltrs

POI.ICY STATEMENT

3 1 The use, posse:,:,ron, soliritaticn for, or sale of dangerour d.tlgi on cornp,.ln\'

prernlses cr rvhrle perforrnrng an a5j gnm€nt.

3 2 Being rmparre(j or i.lnder the rnfluence of dangerot:'; drug;;6,',3v lr1rrr- tirt:

coml)an!', rf :uclr rmpairnrt'rt or influence adverselv afferct, trt: enltrlovt'e";
i,^rork perfori-Trjrrte, the;aletv of the employee or oi others. or pLrt', al 'l!k
the c orlpanv'., reputatron.

Pcssessrorr, lse, soircitattort flr, or sale of dangerous drugs 3v"3y'r-,-rn thC

companV prernrses. rf strch ;ctrvity 6r tnvolvement adversely affeiis Ihtr

enrp JV€.e ; ,r,L)r'!: pt:rforrrranie', the',afety of the enrplcyet'cr nf oilrer'. (r:

put; Jt risk tht: i ompany': rccutatlorl

The presence of any dete:table amount of dattgerous tlrv95 rQ tht:

employee s st,stenr while at work, while on the prenlrses of the conrQ,lpy.cr'

',r,,hrle on Coir-;c3n'i'business "Dangerous Drugs" incllde those lrsteC rn tht:

Schedules anrrexed to tlre 1961 Srrtgle Convention on Nariotic [)ttrgs a:;

arrt:rrde(l l;1'rilt' i9/2 Prcttacol, and rn the Schedule:. anner,ed to tht: i(l7l

33
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Srngle Convention on Psychotropic Substances as enurnerated rn the

attached annex of R.A. 9165.

4. MANDATORY DRUG TEST

4 1 To ensure that only those qLralified shall be screened and recruited to prevent

the detrimentai effects i,e g. lower productivity: poor decision mofun11;

increosed occtdents; more compensotton cloims; ond reduced teom efJortl

which drug use and abuse may cause ,n the workplace, the conduct of

mandatory drug test snall be required for pre-employment.

.1.2 iploy lnc. desrgnates company accredited or affilrated center, a duiy

accredited drug testing center by the Department of Health (DOH), as its

:uthorized drug testing laboratory

4 3. The Company may also conduct drug testrng under any cf the follovrtng

c ircu msta nces:

4 3 1. RANDON1 TESTING Officer/employees may be selected at ranoom for

drug testrng at any interval determined by the Company

4.3.2 FOR,CAUSE TESTING The company may ask an offrcer/employee to

submrt to a drug test at any time rt feels that the employee may be under

the influence of drugs, including, but not limrted to, the follourrng

clrcumstances: evrdence of drugs on Or abgut the employee's person or

in the employee's vicinity, unusual conduct on tne employee's part that

suggests impairment or influence of drugs, negative performance

patterns, or excessive and unexplained absenteersm or tardiness.

4 3 3. POST-ACCIDENT TESTING: Any officer/employee invoived rn a "Near-

Miss" inodent or "Wcrrk Accident" under circumstances that !uggest

possible use or influence of drugs may be asked to submrt to a drug test.

As defrned herein, "Near-Mrss" means an incrdent artsrng from or in the

course of work whrch could have led to inluries or fatalities of the

workers andlor considerable damage to the employer had it not been

curtailed. ''Work Accident'' refers to unplanned or unexpected

occurrence that rnay or may not result in personal InJurY, property

damage, work stoppage Or interference Or any Combinatron thereof of

which arises out of and in the course of employment.

4.3.4. All drug tests shall employ, among others, two (2)testrng rnethods, 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 posrtive

screening test. where the confirmatory test turns posrtive, the

company's Assessment Team shall evaluate the results and deterntrne
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the level of care and administrative interventions that can be extended

to the concerned employee.

4 3..; lploy Inc shall inform the offrcer/employee who was subjected to a

drug test of the test-results whether positive or negatrve.

4.3.6. All costs of drug testrng shall be borne by lploy tn6

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1. An officer/employee who, for the first trme, is found positive of drug use,

shall be referred for treatment and/or rehabilitation in a DOH accredited

center. For this purpose, lploy lnc. shall provide a lrst of at least three (3)

acc,"edited facilrties whrch an employee who was tested positive for drug:;

may choose front.

5.2 Following rehabrlitatron, the company's Assessment Team, in consultatiort
r,vrth the head of the rehabilitation center, shall evaluate the status of the

drug dependent employee and recommend to the employer the resumptiorr

of the employee's 1ob rf he/she poses no serrous danger to hrs/her co-

employees and/'or the workplace

5.3. All costs for the treatment and

employee shall be chargec to hrs

employee is under treatment or

3u1\grized leaves.

rehabilrtation of the drug dependent
account. The perrod during whrch the
rehabilitatron shall be considered as

5.4. Repeated drug use even after ample opportunrty Ior treatment and

rehabilitation shall be dealt with the corresponding penalties under R.A 9165

and is a ground for dismrssal.

6. ADVOCACY, EDUCATION AND TRAINING

lploy lnc. undertakes to increase the awareness and educatton of rts officers

and employees on the adverse effects of dangerous drugs thror-rgl-r

continuous advocacy, education and training programs/activities to all its
officers and employees.

All offiCers and employees are required to undergo an orrentatronl'education
proqram before assunlption of therr respective duties. The prograrn shall

rnclude the f ollorvrng topics:

5.2.1. Salient features of R.A 9165;

62.2. Adverse effects of abuse andlor misuse of dangerous drugs on the
person, workplace, famrly and the community;

61

62
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6 2.3. Preventive measures against drug abuse; and

6.2.4. Steps to take when rntervention rs needed, a:; well as available services

for treatment and rehabrlitation.

6.3. To encourage all officers and employees to lead a healthy lrfestyle r,vhile at

rvork and at home, lploy lnc undertakes to conduct the following activrties as

often as possible.

6.3.1. Lifestyle assessment programs on health nutrition, weight

management, stress management, alcohol abuse, smokrng cessation, and

other indicators of risk diseases;

6 -1.2. Health wellness screenings (e.9. blood pressure ond heart rote,

cholesterol test, blood glucose, etc.\;

6 3.3. Sports, recreational and fun-8ame activlties; and

6 3.4. Other actrvities promoting health and wellness'

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

71 lploy lnc. shall ensure that the workplace policies and programs on the

prevention and control of dangerous drugs, tncludrng drug testing, shalr be

disseminated to all officers and ernployees. The employer shall obtain a

written acknowledgement f''om the employees that the polrcy has been read

and understood bY them

7 2 lploy lnc. shall maintain the confidentiality of all information relating to drug

tests or to the identiftcatrorr of drug users in the workplace, exceptrons may

be made only where requrred by law, in case of overridrng publrc health and

safety concernsj or where such exceptions have been authorrzed in writing by

the person concerned.

7.3 All officers and employees shall en,loy the rrght to due process, absence of

whrch will render the referral procedure ineffective

8. CONSEQUENCES OF POLICY VIOLATIONS

Any offrcer or employere who uses, possesses, distributes, sells or attempts to

sell, tolerates, or transfer:, dangerous drugs or otherwise comrnits other

unlawful acts as defined under Artrcle ll of RA 9165 and its lmplementing

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 administratlvely in accordance with the provisions of Article 282 of

Book Vl of the t abor Code and under RA 9165.

WiPtoy
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9. IMPLEMENTATION AND MONITORING

9iPlov

G*.
Qw*G*aaro.l

oulxl',

9 1.1 The implementation of these policies and programs shall be monitored

and evaluated periodrcally by management to ensure a drug-free

workplace. For this purpose, an Assessment Tean shall be constituted rr

accordance wrth D O 53-03.

10. EFFECTIVITY

10.i. Thrs Polrcy shall take place effectrve immediately and shall be made

knowri to ever!' employee.

11. ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

Revrewed by nlfrdlo P. cjharillo lr
Director of Oper\tions

Approved by : YisroelY: _G_.1!singer

CEO

rt
Li

{,r:(\'
{i'JJ \

Prepared by: lo Hadn? R. lUelecio
Human Resources
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D..r g-Free Workpiace Prcgram Acknowledgen'lent

i hereby ac(nowledge tnat lhave recerved and r-ead lploy lnc. Drug-Free Wcrkplace Policy

and Program, a sun mary of the drugs which may alter or affect a drug ies'! and a list of
ocal Er'nployee Assrstance Progra.n providers or local drug and alccho treatment
programs. I have had an opportunity to have all aspects of thrs material fully explained. I

aiso understand that Irnust abide oy the Program as a conditron of rnitjal andlor
continued employment, and any vroiatron may result in disciplinary action up to and
rnclud ng termrnatiorr.

I a so understand that dur,ng my empioyment I may be required to submit to iesting for
the presence of drugs or alcohol rn my body. I understand that submrssron to such testtng
rs a condition of employment with ICo.npany], and disciplinary action uo to and inciuding
termrnation may result tf :

1)

2)

3)

41

s)

I refuse to consent to tesiing
I re{use to execute all fornrs of consent and release of liabrl,ty that are ustral y and
reasonably assoc ated with suc" examinations.
I refuse to authonze release of the test results to the co.nf,any
The tests establisn a violation c,f [Company]'s Drug-Free Worrplace Poircy.

I otherwrse vrolate the policy.

laiso recognize that the Drug-Free \Vorkplace Policy and relaied documents are not
rntended to constitute a contract between lploy lnc. and me.

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

[,0
;lTE

WITNESS DATE

-L,.)

b8 llr
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Date

To

From

Thru

Subyect

January 1,2018
ALL EMPLOYEES CONCERNED

Human Resources

Operations Manager
WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBJECIIVE

1.1. The followrng policies and procedure are hereby issued by lploy tnc. to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexuai harassment cases.

2. COVERAGE

21. Thrs Program shall apply to all employees regardless of therr enrployrnent
StatU S

3. POLICY STATEMENT

lplcy lnc. believes that employees should be afforded the opportunrty to work
in an envrronment free of sexual harassment. Sexual harassment rs a form of
misconduct that undermrnes the employment relationship. No employee,
either male or female, ;hould be sublected verbally or physically to
unsolicited and unwelcome sexual overtures or conduct.

Sexual harassment refers to behavior that is not weicome, that rs personally
offensive, debilitates morale and, therefore, interferes with work
effectiveness. Such behavror may be in the form of unwanted physical. verbal
or vrsual sexual advances, requests for sexual favors, and other sexually
oriented conduct whrch rs offensrve or objectronable to the recipient,
includrng, but not limrted to: epithets, derogatory or suggestrve comments,
slurs or gestures and offensive posters, cartoons, pictures, or drarving.

lploy lnc will not tolerate any behavior that amorJnts to sexual harassment
and any officer or employee found to have commrtted sexr,ral harassment
shall be sublected to disciplrnary action, up to and includrng drsmrssal.

DEFINITION OF SEXUAL HARASSMENT

lploy lnc has adopted, and its policy is based on, the definition of sexual
harassment set forth rn Section 3 of R.A. 7871. ll provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, havrng authority,
influence or moral ascendancy over another in a work envtronment, demands,

3.1

32

3.3

34
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requrres or otherwrse requires any sexual favor fronr the cther', regardless of

whether tre demand, requests or requirement for subrr,rsiron is accepterd by

the object of said Act.

ln a wor( related or erlployment environment, sexual harassmel.lt is

romnritteo when.

3 4.t. The sexual favor is made as a conditron in the hiring or in the
employment, re-ernployment, or continued employment of said

indivrdual, or in grantrng sard rndivrdual favorable compensation, terms of

conditions, promotions, or privileges; or the refusal to grant the sexual

favor results in lrmitrng, segregating or classifying the employee which in

any way would discriminate, deprive or drnrinrsh employtnent
opportunities or otherwise adversely affect said employee,

34.2. the above acts wou,d impair the employees'rights or privrleges under

existing labor laws; cr

3 4.3. the above acts would result in an intimidatrng, hostrle, or offens've
environment for the employee.

3.5 WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be commrtted in any work or trainrng envrronment. lt
may rnclude, but are not lrmited to the following:

3 5.1. In or outsrde the office burldrng or training srte;

3 5.2. at office or training-related social functions,
3 5 3. rn the course of worx assrgnments outside the office;

3.5.4. at work-related conferences, studies or trarning sessrons; or
3.5.5. durrng work related travel.

3.6 FORMS OF SEXUAL HARASSMENT

Sexual harassrnent may be commrtted 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 sexualfavors includrng but not limited to going

out on dates, outings, or the like for the same purpose;

36.4. Any other act or corrduct of a sexual nature or for purposes of sexual

gratificatron rvhich rs generally annoying, drsgustrng or offensive to the
victim.
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3 7. WHAT IS NOT SEXUAL HARASSMENT

Sexual harass,rnent does not refer to occasional compliments of a socially

acceptable nature. lt refers to behavior that rs not welcome, that ls

personally offensive, that debilitates morale, and that, therefore, interferes

wrth work effectiveness.

3.8. EMPLOYER'S RESPONSIBILITY

rploy lnc. underrtakes to provide tts officers and employees a w'ork

environment free of sexual harassment by management personnel, by co-

workers and by others with whom officers and employees must interact in

the course o{ therremployment rn lploy lnc. Sexual harassment rs specrfically
prohrbrted as unlawful and as a violation of compatry policy. The company is

responsible for preventing sexual harassment in the workplace, for taking

rmmediate corrective actron to stop sexual harassment in the workplace and

for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

4 1 COMPLAINT PROCEDURE

41.1. Any officer or employee, who experiences or wrtnesses any' act of

sexual harassment tn the workplace, shall reporl the same immediately

to the Committee on Decorum and lnvestigatron. They may also report

acts of sexual harassment to any other member of lploy Inc

management or ownership. All allegations of sexual harassment wrl be

quickly investigated To the extent possible, the identrty of the officer or'

employee shall remarn confidential and that cl any witr-resses and the

alleged harasser will be protected against unnecessary drsclosure When

the investigation is completed, all partles 'ru,ll be informed of the

outcome of the investigation.

4.1.2. A Committee on Decorum and lnvestigaticn shall be constituted and

shall be composed of the managemeni and the employees'

reDresentative to receive complaints, inve:;tigate and hear sexual

harassment cases. The Committee shall develop its own rules rn the

settlement and disposition of sexual harassment cases. The Committee

shall also develop and implement programs to increase understanrling

and awareness about sexual harassment.

4 2 RETALIATION

4 21,. lploy lnc. will permrt no employment-based retaliatron agarnst anyone

who brings a complaint of sexual harassment or who speaks as a witness

in the investigation of a complaint of sexual harassment

o
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requrres or otherwise requires any sexual favor frortt the cther. regardless of

whether tne demand, requests or requirernent for subrr,rs5ron is accepterd by

the object of said Act.

ln a wor<-reiated or employment environment, sexual harassmelrt is

committed when.

3 4.1. The sexual favor is made as a conditron in the hiring or in the
employment, re-employment, or continued employrnent of said

indivrdual, or in grantrrrg sard rndivrdual favorable compensation, terrns of

conditions, promotrons, or privileges; or the refusal to grant the sexual

favor results in lrmrting, segregating or classifving the employee which in

any way would discriminate, deprive or dimrnrsh ernployment
opportunrties or otherwise adversely affect sa,d employee;

34.2 the above acts wou'd impair the enrployees'rights or privrleges under

existing labor laws, or

3 4.3. the above acts would result in an intimidatrng, hostrle, o' offens,ve
environment for the employee

3.5 WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be commrtted in any work or trarnrng envrronment. lt
may include, but are not lrrnited to the following:

3 5 1 ln or outside the offrce burldrng or training s te;
3 5 2. at office or training-related social functions;
3 5.3. rn the course of worr assrgnments outside the office;
3 5.4. at work-related conf erences, studies or training sessrons; or
3 5.5. durrng work related travel.

3.6. FORMS OF SEXUAL HARASSMENT

Sexual harassment may be commrtted in any of the following forms:

3.6 1. Overt sexual advances;

3.6.2. Unwelcome or rmproper gestures of affection;
3 6.3. Request or demand for sexualfavors includrng but not limited to going

out on dates, outings or the lrke for the same purpose,

36.4. Any other act or corrduct of a sexual nature or for purposes of sexual
gratification which rs generally annoying, drsgustrng or offensrve to the
victrm.

w PIgJ'i



43.1. All officers and emp oyees of lploy lnc. shall receive a copy of the
company's sexual lrarassment policy upon assumptron of therr respective

offrces lf at any time an officer of employee would like another copy of
the polrcy. please contact the Office of the Committee on Decorum ,f

lploy Inc. should amend or modify its sexual harassment policy, all

officers and employees will receive an individual copy of the amended or

modrfred policy.

5. CONFIDENTIALITY

51 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 confrdence lt is the intention of lploy lnc that rights of the
parties. especially the innocent ones, are protected At the same ttme,

however, drgnity and honor shall be preserved for ail the parties concerned

by keeprng all informatictrr gathered through the rnvestigation 0rocess

confidential at all times, even after the conclusion of the investigatron proper

6. EFFECTIVITY

61. This Policy shall take place effectrve rmmediately and shall be made <nown to
every employee
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4 3 WRITTEN POLICY

Approved bv: Y,sroe Y, Grssinger
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Iploy Inc.

COMPOSITION OF COMMTTTEE ON DECORUM AND INVESNGATION ON SEXUAL
HARRASMENT POLICY

Chairman:

Secretary:

Members:

Submitted by:

Yisroel Y. Gissinoer
cEo

IIame

Alfred Camarillo

Abelardo Dagalea

lo Hanna Melecio
Ma. Blesila Vestil
Junamel Brigoli

Position in Establishment

Director of Operations

Operations Manager

HR Staff
CSR - Phone
CSR - Phone
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rPlJy la.orp€rated
llrh Fioor MSY Tnrver

Pe\.adores Road C.,bu 8Lsr.,5! Parl
Cebu Crtv oOO0

Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

Name

Chairman: Alfred Camarillo

Secretary: Abelardo Dagalea

Members: Jo Hanna Melecio
Ma. Blesila Vestil
Junamel Brigoli

Submitted by:

Yisroel Y. Gissinger
CEO

Position in Establishment

Director of Operations

Operations Manager

HR Staff
CSR - Phone
CSR - Phone

R
B\)zp[rr] yn+DuBN)
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lrcr(rdirlr Ro.tll (!bu ltutlnttr prrl.

Crhu (ltY S{10

Ft'bru,lry 27, 2018

To:
TROM :

TT.IRLI :

SUIUI.CT :

9gtev

ALL EMPTOYTES

}IUMAN RESOURCES DEPARTMTNT

OPTNATIONS MANAGER

, OTTICT SECURITY, LOG IN AND LOG OUT PROCEDURE

The lollowins ls lssu
cnrploycc.s on olfica attcndance and punctuality
To ensure effcctrve rmpremcntation and monitoring of office security

1' Enrployces are required to log in and log out using the biometric and the RF tD, evenif the door is open
2' tmployees arc allowad to be inside the 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 inlgoing inside

the production area
4' once an employec logged in and inside the production area, they can no longer go

outside untiltheir 1st break
5' Entployees are only allowed to stay in the office for thirty (30) minutes after their shift,

unless authorizcd or has approval to extend their time6' Pantry, recreation room and locker should be closed at alltimes, employees must use
their RF lD to access these rooms

7. No tailgating
8' Employee lD and RF lD should be worn at all times, lost RF lDs will be charge to the

employee
9' No employees are ailowed to stay in the waiting area for appricant.
10' Employees who left/lost their lDs willget temporary tD 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.

(-

bh"
RDZfi MAV Innbu{0rr)

Noted by:

rillo Jr.

j:

""d*lL.'J5".,"Hunlsri Resources

, ---l
Alfr6do ea
oir$ror\o erations

t l*'1,,
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iPloy lncorporated
9Tts floor, Ayala Center Cebu Tower
Bohol Avenue, Cebu Business Park

Cebu City 6000

DATE

TO

FROM

S U B.JECT

iPtay
November t7,2021.

ALL EMPLOYEES

HUMAN RESOURCES

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

. ONE LOCKER ONLY per employee. NO sharing of lockers.

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

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

. Any sort 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.

o 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 padlocks, placed on top of the lockers, etc.

r The company is not responsible for loss or missing items due to the owner's negligence.

o Forced Open Request due to lost padlock key orforgotten password/code should be submitted a

day prior and will be subject to availability of the bolt cutter.
o Authorization to Forced Open a Locker, the request must be submitted via emailto hr@iploy.com

and must wait for the approval.
o NO LOITERING inside the locker room
r Unassigned Lockers with cable ties should not be opened.
o Things inside unassigned lockers will be subject to disposal of the management

This Memorandum shall take effect on November 22,2027.

Failure to comply will be dealt accordingly.

//')
9arloi Gotione

General Manager

I have read, understood, and agreed to comply with the foregoing policies, rules and conditions

Prepared by:

'e Relations Specialist

glttln
Employee Signature Over Printed Name/Date

governing the iPloy Locker Policy.

t)

arr,."(o-#)uro
o*--Vdp"rril.n,
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iPloy lncorporated

11th Floor MSY Tower

Pescadges Road Cebu Eustness Park,

Cpbu City ti()O

I'Jri, 
$r1:;

February 18, 2020

To:
FROM :

SUB.IECT :

ALL EMPLOYEES

OPERATiONS MANAGE ME T{T

ATTENDANCE BONUS 2O2O

As we end the year 2019, iPloy would like to set clear key procedures ancj polrcies. This memorandum serves as

reminder to be followed:

PAYROLL

L. lmmaculate 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 receive it.

4. Employees qualified for the Sign On Bonus (First Half or Second Half ) will receive it on the 30"' of the succeeding

rnonth fronr eligibility.

5. Eligibility for the annual merit increare is baseC on overall performance and management discretion. Pay otrt is

at management's discretinn.

MEDICAT CERTIFICATE

1. When must the medical certificate be dated?

o ldayabsence-themedicalcertificatemustbedatedonthedayofabsenceorthenextday. lftheabsence
falls on a Friday, the medical certificate must be dated the Saturday that rmmediately follows - at the latest. lt
cannot be dated on the day that the agent is to report back to work.

o ) days absence - the medical certifkate mrrst tre datecl on the initial oay of absence or the next day. lf the

absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the

latest. lt cannot be dated on the Saturday that imrnediately follows or that Monday that tlre agent is to report back

to work,

o I, 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 witlr the advice to rest antedated from the
initial date of absence. Also, the advice to rest is inclusive of rest days.

o Ex: lf the agent is absent on a Frid.'ry and the medical certificate states advised to rest for 3 days,

that is inclusive of the day of absence that the agent tookto rest plus Saturday and Sunday - the agent must be back

to work on Monday.

o



rPloy lncorporated

ilth Floor MSY -l'ower

Pescadores Road Cebu Eusiness Park,

Ccbl, Crty 6Ot)

lloted By:

ALFREDO CAMARITLO JR.

Director of Operations

Approveci By:

JAY GISSINGER

Chief Executive Officer

i{or-l 
$.$[

lf the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannot be antedated.

o
o

hospitalized.

There must be a fit to work date.
The only exception to the Medical Certificate date guidelines is if the employee has beep

VACATION TEAVES

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

2. Employee must exactlv 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 a way of rewarding employees with perfect aftendance.

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 requested
tame off including poor attendance records, behavioral and productivity issues.

Qr,,
R\z7a xt6Drneaur^l

a\"u[,

Y y9urs,

BDO,ACALEA

i



iPloy lncorporated

iPlo11
9:N floor, Ayala Center Cebu Tower
Bohol Avenue, Cebu Business Park

Cebu City 6000

Date
TO

From
Su bj ect

November t7,2O2L
ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT
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 (O9L7-7O9-7074) 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:
o Employee's illness or injury.
o Bereavement leave/s
. Emergency leave/s
o Power Outage/lnternet Outage (for temporary Work from Home set-up)

3. Employee must file the incurred sick leave in HRweb within 48 hours. Failure 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
quarantine due to COVID-19.

4. Below are the documents needed to provide to use the paid sick leave;
r Employee's illness or injury

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 Fltto
Work)

Blacklisted Clinic/Physician Memo)

o Bereavement leave ri:r!c,t;[) ref er i,) t te B€,rea'rement . *a]y!: pc i( r/i

o Emergency leave

having emergency leave on the said date.

o Power Outage

MECO)

. lnternet Outage

official outage announcement from the internet/telco provider
'. Picture of the modem (showing red, no llght in "internet")

5. Any unauthorized sick leave will subjectthe employee to disciplinary action. SL is unauthorized
under the following circumstances:

o The employee failed to inform the immediate superior or HRD about his/her absence due to
illness unless fully justlfied.



iPloy lncorporated
9ri floor, Ayala Center Cebu Tower
Bohol Avenue, Cebu Business Park

Cebu City 6000

o lf sickness claimed is fictitious or non-existent

fr*ar
Angelo Manal

Operations Manager

iP.W

carlo#ilone'
'GEneral Manager

6. The employee or his/her representative must inform his/her immediate superior or HR if an

extension of SLwill be needed to recoverfrom the sickness. A medical certificate must be submitted
before 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 22,2027.

Please be guided accordingly.

Created by:

Noted by:

ft,,.
A>-t nwrrYrnmurrp

rlr:f,'r

Alfre0o Ca raii[o Jr.

Dired[or, O

C



Eo/ ln@.porated
9a floor, Ayala Cents Cebu Tfrtr
Cebu 8u5rre5! Park. gohol5t.

C€tu Crw 6000

Date

To

FROM

THRU

SU B]ECT

$* rP$uy

November !2,2079
ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT

OPERATIONS MANAGER

SS5 SICKNESS CIAIMS - 5 CALENDAR DAYS

For those employees'who wants to file for sickness claims must submit the duly accomplished SSS

notification form attached with originaland complete medical documents, lt 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 Accoi.inting office.

A member is qualified to avail of this benefit if :

1. He is unable to work due to sickness or injury and confined either
least four (4) days;

2. He has paid at least three (3) months of contributions within the
before the sernester of sickness 9p ipjl;nr;

3. He has used up all current company sick leave with pay; and
4. He has notified the employer or the SSS, if unemployed, voluntary or self-employed member

regarding his sickness or injury.

Failure to submit the documents within the prescribed period will free iPloy from any liability of their

claims.

For your guidance.

lf there areanyquestions orclarifications, please feel free to approach the Human Resource Department.

Sincerely,

Marishka I

in a hospital or at home for at

12-month period immediately

Human Re
r-,
b4

[tzzn t,n[E m{'\phnxr

Noted by: ,l*1.

o



iP oy OPC

9tr Ayala Center Cebu Tower
Cebu Bus ness Park, Cebu City 6000

DATE :

TO:
FROM :

SUBJECT:

WiPloy
February 20,2023
ALL EMPLOYEES

HUMAN RESOURCES

UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

1

This is in reference to the previous memo sent out last December 9,2022 regarding the above-

mentioned subject. We are updating this memo adding more clinics and/or physicians that are

considered blacklisted and medicalcertificate/documents issued by them will not be accepted. ln the
event that the employee submits any of the med certs under these clinics/Physicians will be tagged

as culpable for lnsubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

The following are NOT ACCEPTABLE and are considered part of the BLACKLISTED

CLIN ICS/PHYSICIANS:

1. Rajah Tupas MedicalServices
2. Bimbo H. Tequillo MD Clinic

3. Lolita E. Abella-Libres, DMD

4. Dr. OmarArceo, MD

5. Sia Clinic

6. Health Doc Diagnostics

7. Gaudioso Montecillo Jr., MD

8. Now Serving

9. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

11. Clinics/Physicians without complete contact details such as but not limited to the following:
1-7.! Doctor's name

17.2 Doctor's license number
11.3 Clinic/Doctor Phone number
77.4 Date of Actual visit
11.5 Diagnosis

77.6 Recommendation

77.7 Fit to work date

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

7. Must be issued on the day of the absence or the day after.
2. 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. No erasures on the document. ln case there are corrections, it has to be counter-signed by

the attending Physician.

5. The soft 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:

o rrLr



iP ov OPC

91h Ayala Center Cebu Tower
Cebu Bus ness Park, Cebu City 5000

1. Phone numbers shown in the medical

2. Questionable medical certificates due

H R/Company Nurse/Company Doctor.

3. The Clinic/Physician does not entertain phone validations for the medical certificate issued.

4. Caters primarily on cosmetic procedures and consultations.

Lastly, since hospitals and clinics are

are constantly improving since the

*diPdoY
certificate are incorrect and can't be validated/contacted

to some inconsistencies/discrepancies as validated by

now having less restrictions for consultations and our situations
pandemic hit, we will no longer accept consultation done

must be done face-to-face.online/via phone calls. Consultation

This updated memorandum shalltake effect on Morch 7,2023.
Should you have questions or clarification regarding this, please do not hesitate to send us an email

at er@iploV.com.

For strict compliance.

Prepared by:
>-eb

NdsGfr6,.
e m)16yee Relations Supervisor

Az2+ l/Ylh0uh't)
$,u
lYwr

R[r*1"

lo-tU++-
Nifi6 Anselo Manal

Operations Manager

Noted by:

HR Manager

Alfr oCa ailllo Jr.

rof p. rr\io n,



,Pl.)\ LIP(
q' floor. Avrld (rntPr ! rb,, -
( r,brr Busrnr;r F.ir k u(,hirl \l
Cebu r rry 600()

Date
To

FROM

SUBJECT

November 30,ZO22
ALL Ernployees
Human Resources Department
VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2O22
payout. ln this connection, all remaining 5L credits are to be converted thus, SL application ls 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 306 of December
2022. All employees can plot a VL request until December 8,2O22 ONLY. The actual VL dates wlll cover
only until April 30, 2023. Kindly tal(e note of the reminders below in reference to filing of VL:

. No retraction of approved VLs. lf the employee reports for work on the actual VL date, the VL

will not be relmbursed and will be voided.
o No rescheduling of VL once approved.
r VL date should not fall on a local holiday otherwise forfeited.

Note: Approval ofVLrequests will be on or before December t4,2022, ,
Furthermore, if the employee resigns or gets separated from the company either voluntaj.y or lnvoluntary,
all available VL credits will be forfeited and wlll not be part of their last pay if:

r Employee filed an immediate resignation and/or failed to provide a 30-day notice.
r Employee went on Absent Without Official Leave (AWOL)
r Emplovee incur any leave, absence s, and/or any form of terminal leave within the 3oday 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.

o Employee incurred more than f our (4) hours of accumulated and/or total late/undertime within
the 3O-day notice.

Employee will have issues wlth performance including but not llmited to quality, productivity, &
client escalation within the duration of the 30-dav notice.
lncurred any behavioral infraction such as but not limited to Sleeping, Browsing Unrelated
Websites and etc.

Furthermore, SL and VL conversion maybe subject to tax. Should you have questions pertaining to this
memo, feel free to reach out to our Accounting personnel at Accounting@iploy.com.

Si6ned:

*"61a(uki,.,.,
HR Manager

*.n6"[r&",,,.
HRM;.;;F-

cin*ffifn,...
Accounting Manager

Ji

Alfreeo ca,harli!o Jr.
Di.r-T;f'ff;t,*' G

?\zza{ilr*BgUoN

Noted by:

An(i-ki-tifff,ti Maoat

Approved by

o,/bblL,,

O \st'iF'l:'rY



iP oy ncorporated

9rB fioor, Ayala Center Cebu Tower
Boho Avenue, Cebu Business Park

Ce.u City 6000 wiP,

April26,2O18
ALL EMPLOYEES

HU MAN RESOURCES DEPARTM ENT

OPERATIONS MANAGEMENT
Maxicare Guidelines after Separation from the Company

Se:a'.:=: -=. .
pa 0 C-3-.=-

:D THATTHIS WILL BE IMPTEMENTED EFFECTIVE ]MMEDIATELY

'-. li,'ees can still availtheir Maxicare insurance provided they are within the

The use oi:-: - : --. . .. :: shouldered by the separated employee and deducted from their last pay

inthean'our^i3':-:::-:: .-s ^cudesthePhpl6A33formedicalservicesandPhpl0l.00fordental
services. The er3 :.=: .. . :='the remaining amount of the quarter.

The ouarters are as fo

- ct -l'' Quarte'- Decembe', )z' -=' . ,- :

2nd Quarter - March, Aprrl anc ).'='.

3 d Q;arter-June .uty aro A-S-,:
4th Quarter - September, Octobe' .- r '.: .: --::' :-. so on and so forth.

lf there are any questrons or c arif ca:ro.s a :a!a'=- ''ae to as the Human Resources Department.

Note: Kindlvindicatevourcomc ete name anc s:-=.- - - . -- -ave received, read and understood
the memo.

Rega rds, Noted By:

-rrXfu rrisArcira
Human Rbsource

art,."a(ce[]ro r,.
D i recto r o=/ o pe ra tr o n s ^$,"\^ili{e{t{"Operat ons Manager

,[d^r
AtZZArVt\n'rrr,+aqm)

ulxl,t

SIGNATURE

lvtabqOn , (,tza lv\oL

,tio
Manager

o i. _i

NAME -::'.'-EAD
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