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37 a. Have vou ever been formaily charged?

decree, ardinance orregulation by anycourtortribunai?

o gy mE . = Dves P
b. Have you ever been guilty of any administrative aoffgnse’ LvEs B
LT YES, give details
38 Have you everbesn convicted of anycerime orviclation of anvlaw, {Dves pNO

If YES, give details

3%9. Have vou ever been separated from the service in any followlng maodes:
resignaticon, retirement, drogped from the rotls, dismissal, termirnation, end of
term, finlshed contract, AWOL or phased out, in the public or private sector?

Dvyes ‘PBro
If YES, give detalls

40, Have yvou everbeen a candidate in a national orlocal election
(except Barangavelaction)?

Dvzs ‘Pro
If YES, give detalis

471 P ursuantto: (@) NdgsnoUse FEOPIES ACL (A Ba7 1, (5) W 20ra Gara for isabea
Fersome (RA 7277} and Sole Parents VWelfars Act 2000 {(RA 8872), please answer the
followarg items:

a. &re you 8 memberofanyindigenous group? DivEs
If YES, g
b, Are differentlyvabled? Drves

- Arg you a soio parent?

Dves

If YES, give pnlease specify:

o
ive please specify:__

“BNo
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If YES, give please spacify:
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4d.ideclare under cath thatthis Personal Daia Sheest has bhean sccormplished by me, andis a
true, correct and compiste statement pursuant to the provislons of pertinent laws, rulas end
regulations ofthe Republic ofthe Philippines. 1D pioturs taken within the las:
Smonths 28 em. X 45am
) . (passpont size)
talsozvthorize the agency head/ authorized representative to verify/ validate

the contents stated herein. ftrust that this information shall remein confidential.

! COMBMUNITY TAM CERTIFICATE NO.
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_i copy of picture is not
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1IN CASE OF EMERGENCY:

Please Contact: _ DRYAN \'Iﬂ‘y_ _Infip AN PR | Y 2
GCO[I\JLO\L "..\_‘\D?) l_;('{ TUR igninthne box) ]
BroTHg. DATE ACCONMPLISHED

Contect Number:

Relztian:
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

L RAZ7A WAE O wMBuAN hereby authorize Iploy Inc. and/or it's representatives tc
mzke investigation of my nackground, references, character, past empioyment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by noth pubiic and private organizations, and all punfic records, for the
purpose of confirming the information contained on my application and/ar obtairing other
information which may be material to my gualifications for employment. A tetephone facsimile
(“ax}, scanned copy or xeragraphic capy of this consent shall ne corsidered as vatd as the ariginal
consent.

| hereby consent to the Company's verifying all the information | have prowided on my applicaticn
form. . also agree to execute as a concition of employment or a condition of conttinuec
employment 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 disc osures, |
nereby agree to release any person, company, or other entity from any and all causes of action
that otherwise mignt arise from supplying the Comaany with information it may request pursuznt
to this release. | understand that any false answers or statemrents, or misrepresertations by
omission made by me on this application or any refated docurrent, will be sufficient far rejection
of my application or of my immediate discharge should such falsifications of misrepresentations
be discovered after | am employed.

| release iploy Ine., its employees, desigrated representatives, agents, officers and trustees from

any and all claims of liahility or damage due to either the procurement ar the trige and accurate
disclcsure of such recards or information.

Applicant Name: RI2ZZA MAE S mABUAN

Present Address: __0Awis , TRMMDE (TRVIRY  CITy | CBAU
social Security Number: Ol 40%9942 35 Date of Birth: ID}&ghano

Signaiure: C;a!f*“ )

&)
Dzte: %!1@ !13 R
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SIGN-ON BONUS POLICY

Policy:

The purpose of the sign-on bonus policy is to outling 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.

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

e Aregular employee

e No resignation submitted before the releasing date of the sign-on bonus

e Must not be on any form of fioating status

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

s 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 withaut
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.

QIZZAMA W B AN

Signature Over Printed Name/Date
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UNDERTAKING

Ll
L

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

by
Policy Title : Dress Code Policy -
Revision No 101 ;
Effective Date Slune 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. :
K.

__ - UAN . g JE(JEJ—
Employee Name and Signature Date

MNoted:

JADE 11y, MATH ?!23 l’)*s

Onboarding Speciapist Name and Signature bate

*

&%:‘




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. Emptoyees 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 egual or greater value is not exchanged. Payments for travel, entertainment and
food are also considered as gifts.

Employees are required NOT to sclicit or accept for personal berefit cirectly 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 vzlue of more than Php200 should be returned to the
giver.

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

a. 1% Instance — Written Warning
b. 27 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 foregoing policies, rules and conditions governing
the iPloy Gift Policy.

Name: K2z mMpe  wapuan

Signature: Q’ﬁh}m - Date: 8!-181:‘?)

O




iPloy Social Media Policy

iPloy recognizes that empioyees 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 calleagues.

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 sociat media sites for emplayee 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 maonitoring, or is brought te the organization’s attention by
employees, customers, members of the public, etc.

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

* Publishing material that is defamatory, abusive or offensive in relation to any employee, manager,
office holder, shareholder, customer or client of the company;

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

» 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.

s Be aware of your association with the company when using online social networks. You must
always identify yourself and your role if yau 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 thase 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.

s 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 bringing the
company inte disrepute, you may face disciplinary action up to and including dismissal.




e« 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 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 releasec the infarmation into the public domain. Any
departure from this policy requires the prior written authorization of the management.

s Be respectful always, in both the content and zone of what you say. Show respect to your
audience, your colleagues and customers and suppliers. Do not post or publish any comments or
content refating 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 relzting o professional attributes, are not permitted
to be made about employees, former employees, customers ar 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
far 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.

s 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 someaone 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.

s If you make & mistake, be the first to point it out and correct it guickly. You may factualty point
out misrepresentations, but do not create an argument.

s This policy extends to future developments in internet capability 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:

s 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;

s 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 infarmation. You
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities

By their pasition, 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 palicies, 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 poiicies may lead to disciplinary action, up to and including dismissal.
This poticy is not exhaustive. In situations that are not expressiy governed by this policy, you must ensure
that your use of social media and the internet is always apprepriate and consistent with your
responsibilities 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% Instance — Written Warning
h. 2" Instance- Final Written Warning
c. 3 Instance- 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 onmy
persanal time and when my affiliation with iPloy regarding those sites is known, identified, expected or
presumed.

Name: Rizzg st mbeini

Signature: g"“)’\“" Date: Q/!)_g {J”)

|
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Date . February 22, 2018

To s ALL FMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

QBT T

1ot conform ty weth Republic Act No 8504 otherwise known as the PHappine
ALDS Provention and Control Act of 1998 which recogmize . workpiace based
proEras . 2 notert tool in addressing HIVAIDS as an internationdl
pardenuc problem, this company pelicy is hereby issued for the rfo mation
a0 gudar. 2 of the employzes in the diagnosts, treatmier: and préeyentor o
HIV/AIDS 1in the workplace.

y 15 also aimed at addressing the stigma attached to Hiv/AILS and

1.2. This palic
trigt the workers” ight agamst discrmiraticr and corhidentan o

LY
ersLres Theg
maintained

COVERAGE

21 This Program shall apply to all empioyees regardlens of their emnoymert

stATus,
APLEVENTING STRUCTUR:E

31 Ipoy ne. PW/AIDS Brogram shall pe managea by 15 nealth anc safery
cominettee consists of representatives frome the dfterert divs o ane
gepartment -,

POLCY STATEMENT
41 BASIC INFORMATION ON HIV/AIDS
G110 What s HWV/AIDS?
R I It 15 a diseise caused by a wius called Hv o {duage
i munodefic ency Virush This virus sowdy wedken, g persen
ability to fisht c¢ff other diseases by attachirg itserf 1o ano

cestroving smportant cells that control and support tFe fumas
irmune Systern.

I

J 12 Hew BIV/AIDS s rraremitted?

<201 Unprotected sex with an IV infected person;
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32 From an nfected mother to her child {durning pregrancy, at
bi-tn through breast feeding;;

4003 intravenous drug use with contaminated need.es;

J.2.24 Transfusion with infected blood and blood prodacts, ang

Y Unsate, unprotected contact with infected ivond and blevding

wonds of aninfected person.

o thete g cure?

T3l Nc. However, there are antiretroviral drug oo bimat o gt

are available when properly used, result :in prolonged survwval of
peonle with HiV. Holistic care of geaple bwving werk HIV-AIDS arg
comprehensive  treatment  of  opportumistic nfections aiso
cramatically improve quatity of ife.

. T
3. Su OF MNES

31 freventve Strategies

5.

5
512

51

Cond.ot of HIV-AIDS Education.

i1l Who will conduct ?

“re Medical Clinic of Iploy Inc._ir coordinaticr antr tne Reaits ard
Safery Committes shall conduct HIV-AIDS equcatian o all ermpinvess
‘or free This shall alse form part of the crientation of newsy ores
empioyees. The :tandardized information pacxage doevelopsd by the
Jepartment of Labor and Empioyment 1DCLE: may be Lsen for the
puUraeLe,

i How will it be conductec?

The RIV-AIDS education will be conducteg through diatnbanon and
pasticy of IEC maternals, lectures, counseing and franng and
rfgrration on adherernce to standard or universai grecadticns i the
Workpace

screering, [hagnosis, Treatment and Referrai to Health Care Servicss
21 Screering for AV as a prerequisite te empicyment 15 not

mandatory.
P2 The tompary shall encourage positive heglth sepkose cetiyy o°

through Voluntary Counseling ard Testing.
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5.1.2.3. The company shall establisk 3 refer-al system and oprovide
access to diagnostic and treatment services tar its workers. Referral
te Social Hygiene Chinics of LGU for HIV screening shall be facilitated
oy the company’s medical clinic staff.

5.1.24.  The company shall iikewise faciitate access to hveiihood
assistance for the affected employee anc his/her families, being
offered by other government agencies.

6 SOCIAL POLICY
£.1. Noa-discriminatory Policy and Practices
£.1.1. Discrimination i any form from  pre-employment o post
employment, including hiring, promotion or ass:gnment, termimnation of
employment based on the actual, perceived cr suspected HIV status of

an individual is prohibited.

£.1.2. Waorkplace management of sick employees shall not ¢.ffer from that of
any other illness.

3. Discriminatory act done by an off:cer or an employee agains: ther
co-officer or co-employee shall likewtse be penalized

ay
A

6.2. Confidentiality/Non-D sclosure Policy

5.2.1 Access to personal data relating to a worker's HIV status shall ke
bound by the ruies of confidentiality consistent with provisians of RA,
8504 and the ILO Code of Practice.

"o

2. lob applicants and workers shail not be compe‘led to disciose their
HIV/AIDS status and other related medical information.

fag]

£.2.3. Co-employees shall not be cbliged to reveal any percenat :nfo-mat:on
relating to the HIV/AIDS status of fellow waorkers.

5.3 Work-Accommodation and Arrangement

©£.3.1. The company shall take measures to reasonabiy accommocate
employees with AIDS related ilinesses.

£ 3.2, Agreements made between the company and employee's
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. ROLLS AND RES2ONSIBILITIES OF EMPLOYERS AND EMPLOYEES

7.1 Empioyer’s Responsibilities

7110 The Company, together with employees/ labor organizations, compary
‘ocal personnel far human resources, safety and heaith personrel shall
deveinp, implement, monitor and evaluate the workplace pobcy and
program on HIV/AIDS.

712, Prowide information, education and trainag or HIV/AIDS fo- ts
workforce.

213, Ensure non-discriminatory practices in the workplace and that the
palicy and program adreres to existing legislations and guidelines,

7.2.4. Ensure confidentiality of the health status of .ts employess and the
access to medical records is limited to authorized personnel

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

e

a

5. The Health anc Safety Committee, together with employees/ {anor
arganizations shall jointly review the policy anc program anc continus to
improve these by networking with government and organizations
promoting HIV prevention,

/.2 Employees” Respons:bilities

7.2.1. The employvee's organization shall undertake zr active role n
educat:ng and traiming their members on HV preventior and control,
Promote and practice a healthy lifestyle with ermmphasis ¢n avoiding high
risk behavior and other risk factors that expose workers “o increased risk
of HIV infection.

i.2.2. Employees shall practice non-discriminatory acts againat co-empioyees.

7.2.3. Employees and their arganization shall not have access ta personnet
data relating to a worker’s Hiv status.

L. Empioyees shall comply with universal precaution and prevertive
medsures.

N}
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8  IMPLEMENTATION AND MONITORING

8.1, The Safety and Health Committee or its counterparl shall periodicaliy moniter
and evaluate the implementation of this Policy and Program.

9. EFFECTIVEY

91 Thss Policy shall take place effective immediately and shall be made known 0
every employee

k'! ﬁfl\‘t[‘u ) |
Prepared by: fo Ha’r’fn”a: R. Mglecio RiZ2 TYRAPA LN
Human Resources
0€ 12K 29

Reviewed by: A!'fredo P\k‘manlloh.

T

Director of Dparations

Approved by: Yisroel Y. Gissinger
CEOQ
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Date : fanvary 1, 2018

To s ALL EMPLOYEES CONCERNED

From : Human Resaurces

Thru : Operations Manager

Subject . WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB}) PREVENTION
AND CONTROL

OBJECTIVE

1.1.Tc assist the government 'n 1ts campaign against Tubercdiosis {TB) in ccmpliance
with the Department of Labo- and Empioyment’s Departmen: Order No 73-05,
series of 2005 — Guidelines for the Implementaticn of Policy and Program oo
Tugerculosis {TB) Prevention and Cont-2' in the Workoare.

1.2 Tc orovide imitiatives to prevent the outbreak and spread of tuberculosis in “he
workpiace, and to treat, care, and support employees wno became affacted with
tuberculosis

COVERAGE

2.1 T#us Program shall apply to all enployees regard-ess of their emoloyment status,

POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuterculosis, as well as the
ireaiment, rehabiditation, and restoration to work of employees wne contract

tnis disease. To achieve this goal, all employees are strictly mandated to undergo
an annual physical examination with the requisite chest x-ray.

3.2.Also, in ine with this, a3 TB awareness program shall be undertaken through
irfarmatior dissemination, which shal include ts nature, frequency {occurrence
i a selecied population) and transmission, treatment with Directiy Observed
Treatment Short Course (DOTS), ard contrgl and managema~t of TR in the
warkplace. This shail be hand-ed by the Office of Hezalth Secvices [Infirmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager ard off ce of Human Resourge through tnhe company's accredited
nealth provider,

3.3.Tne DOTS is a comprehensive strategy to controi TR, and 15 composed of five
comaanents, which are:

331 Politcal wil or commitment 0 endurng sustained and qualty TB
treatment and controf activities;

332 Case detection by sputum-smear microscopy among symptamatic
pai ents.
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3.2.3  Stardsrd short-course chematherapy using regimens of 6 10 8 monr:hs for
al co’ rmed active TB cases (i.e., smear positive or those val.dated oy the
TE Cignosuc Committee). Complete drug :axing through direct
obsevat on by a designated treatment partner, durrg the whoie course of
e treatment regimen;

334 Avreguar, umnterrupted supoly of all anti-tuberculos.s drugs anc ot=er
materials,

335  Astandard recording and reporting system tha: al'ows assessment of case
firdirg and treatment outcomes for each patient and of tubherculoss contro!
program’s performance overall

3.4 Employees must be given proper information on ways of streng hening ther
mmune responses agawnst T8 infection, ie., infermation on good autrntion,
adequate resi, avoidance of tobacco and alcohol, and good personal hygiene
practices. However, it should be underscored that :ntersive efforts = tne
prever:on of the spread of the disease must be geared towards accurate
infermat.on ar its etiology and complete performance overall.

3.5 Imoroving workplace conditions:

251 To ensure that contaminatior from TB airborne particles is cuntruiled,
workpiaces must provide adequate and appropriate vertiation (DOLE-
Occdpatianal Safety and Health Standards, GSHS, Rule 1076.01) and there
snall be adequate samitary facilives for workers.

352, Tre numper of employees in a work area shal not exceed the required
number for a specified area ard shall observe the stancard for space
requerement. {OSHS Rule 1062)

3.6.Canehility burding on TB awareness raising and training o~ T8 case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
e given to {ompany health personnel or the occupat:onai safety and health
Committeg.

3.7.Social Poigies:

371 Non-discrimination. Employees who rave or had TE shall ot be
discriminated against. Instead, they shall be supported wih adeguate
diagnos:s and {reatment, and shall be entitled to work for as long as they are
cersified by the Company's accredited health provider as medically fit and
shall be restored 1o work as soon as their iliness is controlied.

3.7.2. Work Accommodatior: Through agreements made between the
maragement and the employess, work accommodatlicn measures o
support employees  with TB s encoJraged through fexibie lcave
arrangements, rescheduling of working times, and arrangements for rezurn
10 work.
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373 Resto-atior to Work: The empioyee may be al owed 1o return to work
witn reasonable working arrangements as determined oy the Company's
Healn Care Provider and/or the DOTS provider.

3 8 Fmp oyee Responsinility.

3181, FEmpioyees who have symptoms of T8 shall immediately seek ass:stance
from the Company’s Health Services Provider.

3811 An employee who has the symptoms of T8 i1s required ta nitially
wear a face mask [especially while inside the office} and observe gocd
hygiene practices, at least unnl declared by a competent medical
practitioner to se safe from transmissian.

3812 Similarly, for those at risk, +.e., those with family rembers with T8
or those exposed to a co-employee with TB, it would be prudert o
observe the same good hygwene practices until deciared free from the
disease and safe from transmission.

387 Once diagnosed to be with TB, employees shall mmedately see«
treatment either through the Department of Health's DOTS or a private
physician of the employee’s cho:ce. However, it 1s imperative that tne gre
strict y adheres 1o the course of treatment. Failing to dut:fuily observe the
treatment course may give rise to complications, such as res:sstance gr even
the faiiure of treatment, which may make it harder <o treat 171e nfection and
resiit i a lorger absence.

3821 An absence from work due to medicai reasons of over six [b]
months may result in the termination of ore’s empwoyment as
pravided for by the Labor Code of the Phibppines under Art. 284 -
Disease as Ground for Termination.

3283 CEmpioyees are required to undergo an annual compulsory chest X-ray
througn the Annual Physical Examinatior. If for any reasan an empicyvee
fails 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 his/her respective Infirmary/Health
Services.

3.9 1he Compary shall ensure that any TB occurrernce in the workplace 1s traced and
rhat all contacts are chimcally assessed, as much as feasible.

310 An emplayee afflicted with TB, who nas voluntarly undergcne the
treatment and rehabilitation program {DOTS) prescrined, and who is finally
deciared to be in a non-communicable stage, may be allowed back to work
subiect to being given a medical clearance by a Company designated ohysician

311 Employees (those afflicted with the disease or those identited under
contact traceng) who refuse to cooperate and duatifully observe ilawful
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“3rructons tundergo @ med.cal chedx-up andyor treatrens;. Tay ne Sabect 10
d se sheary action proceedirgs for irsubordination it~e perate of wack may
“dTgS LT 1o e termination of one’s empoyment;.

PROCEDURE

4.1 The recnect vee Health Services of 1re Tarpary landion ke oor
Seryoes Prowder) shall coosdinate wiin the Ocgupatioral 5

whi shail provide  dreventwve  and technaial aeuita

Toenerial or of e Workoiace TE Zotrol and Macagemes s Progoan

~ he

4.7 Ar errpiayee who undergoes tre An~ual Prysica Dxams natign w th e regunsite
rest x-ray wi have his/ner rredica. record forwarded 1o company Lo /HED.
Erpiovees who fail to urdergo the regaste anraal ches x-ray snall e d racted
10 3ecure one at an accredited conw 07 oy hes/her preferrea Infirmaryibea th
SEMVICEes

4 21 Those with medical firdings s~al oe required to urdergo further madal
sheck-ur Al redica recosds iv corection with 1 second, Frrtrer check.
up shall he submitted to company chnic/HRD and he/her respective
infirmary ‘Hea'tr Servces.

4.0 2. The errnployee snali than coora nate with corzary clire JHRD gnd = oofrer
rospect v Infrmary/Heaith Servces for the next steps

3.3 A eroayee whois suspectes 1o be o cted wih TB, whether g g T e TRULpRLT
1t by comtact  tracing. shall cooperate  tul'y  with hedrer seapective
'r¥rerary/Heath Services {angsor the contracted Hestr Servies nrow e IF
the o employec tests positive for TR the employes shalt urdergo ne D01S
ciagiar 1oty complet.on

4.4 1" the emp'oyoe needs to undergo a ieave of absence to recuperate Medsce aell
o6 zipwed o use the appreprate eave be'ore rnefsne may CEquUeLt 1o he
permitied 1o 20 on a Leave of Absence without Pay {LOA)

491, Ine empioyee shall opserve tre requitite procedure o applyng ‘o 4
AV

4457 Trhe s corcerred srall ensure that the reguisite pracedures dare
coververd by the empioyee and that the company 2hmig s duiy rfommed

4.5 A~ employee may be allowed 12 go on 3 medical feave of absen e [wit o payl
‘o3 mavem g period of sx B marics The concerned emoayee sha Laum
ar. appicatar for 3 leave of abserce before gommg an leave.  Sad eave
Apoacat.en <al e subject 1o appreva at the soie discretion of e Joroar

“Maragement

451 Tresame procedures boder 4 2 110 4.2.2 shalt oe phserved,
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JE Afar reatmert, wih a maximom per ¢o of six |5 Mortts o eave (without pay),
a empioyes ‘ourd to be cured or oa non-commmat cabse Ltage of T8 may be
a cwed back to work, provided tha: “he employee’s =eath s»ail cort rue t0 he
rortored duaring 1he arnual physica exam:nation wiih the requisite chest xray
- mray e geemed recessary Dy tne Lt Heaith Services (intirrmary) o0

st avted Maalts Services provider

4.7 e empaoyer returring to waork shalt oe required by the Managemant (o wecute
redi al ciedns fram a Tedicd doctor chosen by tme Corruany SotCri ner g
allowed 1o returr To were

4 5. Tne HRU wili o tiate Discip inary procesd:ngs agaimst any f‘mp:oyee fourd o nave
dizgenyaged reatrent in defance o rmedical advice, of w0 tetuses o urdergo
the fult treat=—er course prescribed  Likewise, employees who are ordersg o
dndergo a creck up due to contact racing but refuse to do soowi! alse face
dinnplirary aotr proceedings. Im bein cases, the maximum ssnchior appaiatie
for msupotd ~alaor will be the sermunat o of cre's e ployrent, i1 Jeemad

war-anted
S, IMPLEMENTATION AND MONITORING

5 1 The Safety and Health Commitlee or 11s counterpart shall per:od cal'y monitgr and
eva uate the mp erventat.on of this Pelicy and Program

6. EFFECTIITY

6.1.7~ 5 koacy shas taxe piace e‘fective .mmadiateiy and shali pe made snown o
eVery ETIPIOYEe

e
L _.)J 3
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Huma: Serources RiZ24 AR AN
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Date : February 22, 2018
To s ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

.1dplay Inc. s commtted to canform to the establshea standards assurarcs of
customer satisfaction, orotection of our environmer:t and heaith ard safety in
the workoaiares,

12.The company oremotes and ensures a healthy envirorment through ity various
~eath pregrams o safeguard its ampioyees. And a: pa~t of the company’s
comraliance 1o DOLE Department Agvisory No. 05, Series of 2010 (Gu delines tor
ke Impiementation of a Workplace Policy and Program on Hepatitis B). thes
Program nhas besen developed. This srogram is aimed to address the stama
attached to henatitis B and to ensure that the employess’ rghi against
discriminat on and con’idertiality is mairtained.

1.3.Tg guidel re is ‘ormrulated for everybody's informaticr and reference ‘o7 the
diagrosis, treatment, and prevention of Hepatiue 8 This wii inform tns
empioyees af their role as well as tre company In dealing win Henat:tis 8. A
healtny environment encompasses a good working relationshio and great 2utput
for contiruous 2usiness grawth,
2. COVERAGE
2.1. T~ Progran: shai appiy to ab emp:oyees regardiess of their emp oyment ctatus.
3. POLICY STATEMENT
3. 1.!mpiementing Structure
311 Iploy ing. Hepatitis B workpiace policy and programr stal ke maraged by
its heaith and safety commiriee. Each division or deparimert of the

Company shall be duly represerted.

2. Guide ines

Lad

1o Edusation

il
Pt

3211 Henatitis B shall be conducted through distribut:on andg posung of
IFC materials and ccunselling and/ or lectures, and
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322 Heparns B educatior 573’ be spearheaded by 1oloy Ino MNed Cai
C =0 e oolase coordimation witr tme nealth and safery, commitlea

Tl
L]

;2. Preveriwe St-ateg es

3221 Al emplovees as2 ercuuraged to be immunized ggaine Henat:he
Fater securing Clearance 2 their paysic an

3222 Workolace san:tation and proper waste managgemen: ard d.spos
sha e vortored oy the meath ard safely comries ar 5 segaiae
35 s

ERRAER Lees iy protecive esn oment shall be vade gus anie a0 s 0 mee

for a0 cnepoyees, a3

3254 Envyees will ne gves Taeing ard inforaticr o acherene o
standard . or univerial precaut onLn the wor<oiace.

4. SQCIAL POLICY
4111 Non dsenirrinatory Po oy and Prachices

111l There shall be no discrimimation of ooy form against
e ooyes; on e bas o of ther Hepat s Boiat s rorsser t otk
tre o aterrat:onal gresTRens CF Nobk tiscter tat 0 at el by
the Philppanes (1LO (111 Emp oyees shali not o0 ciscr m m3ted
apa nst, fromr ore 1 post emrpioymert o

Gty moinp
proTonres, or assigneert because of the v ~ezat 1 s B s
0100 Waorkplace maragemenrt of siok e oyess 5y 0 aT e

foamy toat of gny otner pess. Persoes with Beoatt s oo alen

dlmesses may work for as long as they are med.caly 1 o wore
4210 Contgentidginy

41121 Job appicants and empioyees shal ~o0 be coroe ed o
di-cose creir Hepat: s B status ard other e aed rvedia
nfcrmation, Co-employees sha'l not e oblped (o reveal any
cerona cdarmatior daboul the fe ow epayeess Aioen o
seronas data reatirg o employee’s Hapatre, Boslatar o
Baurd by the ru‘es on confidentabty and snal b st-ory b
v edica osersonnet or Cegally reguired.

41113 Wi Accemmadation and Arrargement

4.3 1.5 1 The compary snall take measures 1o reasoraby
arcummadate erplovees who are Mepanhts B positye o7 w0
Hezautis B -re ated - inenes.
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4.1.1.3.7. Thraugh ag-eemerts made between maragement and
employees’ represer-tative, measdres 10 sUPEArt emp:oyees witn
Hepatit:s B are ercouraged to work through flex pie ‘eave
arrangements, rescneduling of working time and arrangement for
returr to work,

4.11.4. Screenming, Dlagnosis, Treaiment ard Referral to Meaith Care
Services
41147 The company shall eslablish a referral system and prowvide

access (9 diggnostic and treatment services for s emrplovees for
approgriate medica evaluation/ menitaring ard management

41142 Adnerence to ke guidelines far healthcdre poov gers on
the evaluation 0° Hepatitis B postive emprayees 15 mgh'y
encouraged.

411453 Screering for Hepatitis B as a prerequisiie Lo emp.oyment
shal not be mrandatorny.

4.1.1.5. Compensation

41151 Tre compary shal provide access o Soclai Secority
Svsiem and Employees Compensatior benefiie under PD 626 o
zn arrployee contracted with Hepauts B infertion .n rthe
oerfarmance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
Ri11 Erp.oyer’s Responsitilities

51111 Management, together witr empicyees’ organizat ¢ne,
cempany foczl personnel for humar resources, and «afety and
nealth person-el shall develop, iImplement, montor and evaluate
t~¢ worxplace oolicy and program or Hepatit:s B.

51112 The Health and Safety Commitiee shai ersure that thei
~ompany policy and program is adequately funded and made
<1own to all employees.

LN

113 The Human Resources Department sha: easyre that their
polhey and program adnere to existing legislatiors and guidelires,
nciuding provesions o0 leaves, benefits and irsurarce.

=3

5.11.14. Managemeni shall provide information, education and
trairng on  Hepat tis B for its workfarce consisten: with the
stardardized basic information package developed oy he
Hepatitis B TWG; if rot availabie within the estabi shrment, ther
provide access to information,
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1.1
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1.1

511.2.
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1.1
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1.5 The company :7a: ensure non-discr natery practices
the wor<place.

1.6 The management fogether with :he company focal

narsonnel far humar cesources and safety and neaitt okal
pravide aprp-oprate cersonal grotectwe equipment o nrevent
Hepatitis B exposu-e, especially for empioyees exposed to
potentially corzam rated Hiood or bedy fluic.

1.7, The Health ard Safety Comm-tee, together with tre
emoloyees’ argamzatiors shall ioirtly review the zoscy and
program for effectveness ard continug to Torove these by
networking with govermment ard organizations promoteg
Hepatitis B prevention.

1.8. Tre company s—al ensure confgentaity of Tme Reantn
status o its emploveers. nciuding thase with Hepatitis 8.

1.9 The human resodrees shal ersure Thnal access 2 mea cal
recorgs s bmited to authorzec npersonnet

Ermployees Responsibilities

2.1 Tne emoloyees’ orgarization s reguired 10 undertake a-
3 prevenuon and control. The IEC program muJst aso yim a
orameting ano practicng a healthy Ifestyle with emrshaus o
avouding  Pigh nisk sehavior and  other ik factors that

exposd empoyees 10 increased rnisk of Hepat:ts B
fection, corsistent with the standardized nasic :rformatior
oackage developed by the Hepatitis B TWaG.

51127 Emp.oyees shall practice non-ciscrimnatary acis agams:

L

1.1

to-employees on the ground of Hepat.f.s B status.

2.3 Empioyees ard their organizat:ars snail rot have acess oo
parsonnel cata relating 1o an employee’s Hepatitis B sta7us The
rules of confidentiality sha'® apply ir zarrying out amic~ and
organizatiar functiors.

2.4 Employees shall comply with the universa: presautior and

the arevertive measdres.

5 Empioyees with Hepatitis B may inform the heshir care

pravider 9- tne company physician an therr Heoatitis B status
thatis, if thei- work activities may increase the -isk of Fepatits B
riection and transmission or put the Hepai:is B positive at risk
‘or aggraval-cr.
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6. IMPLEMENTATION AND MONITORING

6.1 W tnin the estaslshmen:, the impiementation of the policy ang prograrm sha’ be
monitored and evafuated periodicaily. Tnhe safety and heaitt commiiter o 1y
counterpart sha!: be tasked for this purpose.

7. EFFECTIVITY

7.1.This Palicy snal ake piace effective immediately and shall be made <rown o
pvery empioyee.

o .
Prepared by: Ja Harfra B, Merec o

Human Resources A _

T01MmA pinmUAN

08.3»5/1?9

Reviewed oy. Alfredo P. CarLariflo N
Darect’qr of Op*er‘atior‘-s

Aporoved by: Yisroel ¥, Gisgnger
CEO
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Date “January 1, 2018

To CALL EMPLOYEES CONCERNED
From - Human Resources

Thru - Qperations Manager

Subject : DRUG-FREE WORKPLACE POLICY ANC PROGRAM

1. OBJECTIVE

1.1, complance witn Artice V of Republic Act No. 9165, otherwne kncwn as
the (omprenen-ive Dangercus Druens act of 2002, and ts Impiemerming Rules
and Regulatians and DOLL Department Order No 53-03, series of 2003
iCuidehres for the Implementation of a Drug-Fres Workpiace Po ces and
Programs fur the Private Sector], pioy Inc hereby adopts e Snfowrg
polcies and programs tc acbreve a crug-free workplace;

1.2. Company policy 15 to maintain a workplace free of ‘hegal drugs. To ersure
that rhe objectives of the ormpary - corporate poiicy are mnies the  ormpany
is mplementing this drug ree program. The program will ave the *folicwing
olements:

2. COVERAGE

2.1, This Program «hall apply to all employees regardless of their empioyment

slatns,
3. POLICY STATEMENT

3.1 The use, passesuon, solicitatan for, or sale of dangerous draugs an company
pravises or while performing an asagnment.

1.7 Being impaired or under 1= influence of dangerous drugs cway ‘rar the
company, If such impairmert or influence adversely affects the empioves™
work performance, the satery of the employee or of others, or put. a1 -isk
tee company - reputation.

3.3 Possession, Jwe, so'icitation far, or sa‘e of dangerous drugs away ‘rom the
campany premises, ff such activity or involvement adversely affects the
emp ovee’s wors performance, the safety of the employee cr of athers o
puts at risk the company's reputation,

3.4 The presence of any detectable amount of dangerous drugs v the
emplaovee’s systerm while at work, while on the premises of the comnary o-
while on company business. "Dangerous Drugs” include those Lsted v the
Schedules annexed to Lhe 1361 Single Convention on Narcotic Drugs. as
amendad by the 1672 Protecol, and 1 the Schedules annexed to the 1671
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Single Convention on Psychotropic Substances as enumerated i the
attached annex of R.A. 9165.

4. MANDATORY DRUG TEST

4.1 To ensure that only those gualified shall be screened and recruited 1o prevent
the detrimental effects {e.g. lower productivity: poor decision making:
ncreased cocidents; more compensation cloims; and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-empioyment.

b
]

iploy Inc. designates company accredited or affiliated center. 3 duiy
accreditec drug testing center by the Department of Health (DOH), as its
authorized drug testing laboratory

4.3 The Company may also conduct drug testing under any cf the following
circumstances.

431 RANDOM TESTING: Oficer/employees may be selected at rancom for
drug testing at any interval determined by the Company.

437 FOR-CAUSE TESTING. The company may ask an officer/employee to
submit to a drug test at any time 1t feels that the employee may be urder
the influence of drugs, including, but nat imited to, the foliowing
circumstances: evidence of drugs on or about the employee's person or
in the employee's vicinity, unusual conduct on the empioyee s part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteeism ar tardiness.

4.3.3. POST-ACCIDENT TESTING: Any officer/employee mnvoived in & "Near-
Miss” inodent or "Work 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 of the
workers and/or considerable damage to the employer had it not been
curtailed. “Work Accident” refers to unplanned or unexpected
accurrence that may or may not result in personal mjury, property
damage, work stoppage or interference or any combinat:on 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 fype
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 Team shail evaluate the results and determine
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the leve! of care and administrative interventiors that can be extended
to the concerned emplovee.

43.5. Iploy Inc. shalt inform the officer/femployee who was subjected t0 @
drug test of the test-results whether positive ar negative.

4.3.6. All costs of drug testing shail be borne by Iploy inc.

5. TREATMENT, REHABILITATION, AND REFERRAL

51.

(]
ra

53

54

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

_Following rehabilitation, the company’s Assessment Team, i consultation

with the head of the rehahilitation center, shail evaluate the status of the
drug dependent employee and recammend to the employer the resumption
of the employee’s job if he/she poses no senious danger to histher co-
employees and/or the workplace

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 cor rehabilitation shall be considered as
authorized leaves.

Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under R.A 8165
and is a grouand for dismissal.

6. ADVOCACY, EDUCATION AND TRAINING

o1

6.2

Ip:oy Inc. undertakes to increase the awareness and education of 11s officers
ard emplovees on the adverse effects of dangerous drugs tarough
continuous advocacy, education and training programs/activities to all its
officers and employees.

All officers and employees are required to undergo an orientation/education
program tefore assumption of their respective duties. The program shail
include the foliowing topics:

6.2.1. Salient features of RA 9165,

6 2.2  Adverse effects of abuse and/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 1o take when intervention is needed, a» well as available services
for treatment ard rehabilitation.

6.3 Ta encourage all officers and empioyees to lead a healthy lifestyle while at
work and at home, Iploy inc undertakes to conduct the following activities as
often as possible:

63.1. Lifestyle assessment programs on  health  nutrition, weight
management, stress management, alcohol abuse, smoking cessat:on, and
other indicators of nsk diseases;

€32 Health wellness screenings (e.g. blood pressure and heart rate,
cholesterol test, blaod glucose, etc.;

€.3.3. Sports, recreational and fun-game activities; and

6 3.4. Other activities promating health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

71 Iploy Inc. shall ensure that the workplace policies and programs on the
prevention and control af dangerous drugs, inciuding drug testing, shal' be
disseminated to all officers and employees. The employer shali cbta a
written acknowledgement from the employees that the pelicy has been read
and understood by them.

7.2 Iploy 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 heatth and
safety concerns; or where such exceptions have been authorized in writing by
the person concerned.

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

8. CONSEQUENCES OF POLICY VIOLATIONS

8 1 Any office- or employee who uses, possesses, distributes, sefis or attempts to
sell tolerates, or transfers dangerous drugs or otherwise commits other
anlawful acts as defined under Article 11 of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
Act.

82 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
Book VI of the Labor Code and under RA9165.
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9. IMPLEMENTATION AND MONITORING
9.1.1. The implementation of these pdlicies and programs shall be momtored
and evaluated periodically by management to ensure 3 drug-free
workpiace. For this purpose, an Assessment Team shall be constituted in

accordance with DO 52-03.

10. EFFECTIVITY

101, This Policy shall take place effective immediately and shail be made
known to every employee.

11. ATTACHEMENT

11.1 Drug-Free Workplace Policy and Program Acknowledgement

. 1[r aRe
PR AR
Prepared by: Jo Har{Wfa B Melecio
Human Resources

Q2 6Dy rhonf N
0gpt]2v

. 1
Reviewed by: Alfrddo P. ci%anl_to i
Director of Ober‘qtions

Approved by: Yisroel ¥, Gissinger
CEC
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Brag-Free Waorkpiace Program Acknowledgement

P mereby acknowledge that | have rece.ved and read Iploy inc. Dirug-Free Workptace Policy
and Program, a summary of the drugs which may alter or affect a drug tes: and a iist of
cca’ Employee Assstance Program providers ar local drug and aicohoi treatrneont
programs | have had an aopportunity to have all aspects of this material fully explained. |
aivo urdersiand that | must abide zy the Program as a conditror of nitial and/or
continued employment, and any v.olabion may result in disciplinary action up o and
includirg termination.

| a:s0 urderstand that dunng my emp.oyment | may be requirec to submit to testing ‘o-
the presence of drugs or aicohol :n my body. | understand that submissian to such testing
15 a condition of employmenrt with [Campany], and disciplinary action up to ard inciuding
termenation may resJit if:

1j trefuse to consent to testing.

2i I refuse to execute all forms of consert and release of irabilty that ace usual y and
reasonadly associated with suc™ examirations,

34 | refuse to authorize release of the test results to the comaany.

4j The tests establish 3 wiolation of [Company]’s Drug-Free Workplace Policy.

5; | otherwise violate the policy.

taiso recognize that the Drug-Free Workplace Policy and relazed documents are not
ntended 1o constitute a contract between Iploy Inc. and me,

The undersigned further states that hefshe has read and understands the above
ackrowledgement and signs below ot Fis/her own free will,

S ot s |2

SIGNATURE " phre

WITNESS DATF
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Date :January 1, 2018

To S ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM QN ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1 The followming policies and procedure are hereby issued by Iploy Inc. tc
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 ta all empioyees regardless of therr employrnent
status

3. POLICY STATEMENT

3.1. Ipfoy Inc. believes that employees should be afforded the opportunity to work
m an environment free of sexual harassment. Sexual harassment 1s 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 sexua: overtures or conduct.

3.2 Sexual barassment refers to behavior that is not weicome, that :s personaily
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 sexuaily
oriented conduct which 15 offensive or objectionable to the recipient
including, but not lim:ted to: epithets, derogatory or suggestive comments,
sfurs or gestures and offensive posters, cartoons, pictures. or drawings.

3.3 Iploy inc. will not tolerate any behavior that amounts to sexual harassmenrt
and any officer or employee found to have commetted sexual harassment
shall be subjected to disciplinary action, up te and including dismissal,

3.4 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 prowdes that sexual
harassment in workplace is committed by an employer, emp:oyee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work environment, dermands,
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requires or ntherwise reqguires any sexual favor from the other. regardiess of
whether t~¢ demand. reguests or requirement for submrission s accepted by
the object of said Act.

In a work-reiated or employment environment, sexual harassment i
committed when:

3.4.1. The sexual favor 15 made as a condition in the hinng or in the
empioyment, re employment, or continued employment of said
individual. or in granting sa:d individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
favor results in hmitng, segregating or classifying the employee which in
any way would discriminate, deprive or diminish  employment
opportunities or otherwise adversely affect said employee;

3.4.2. the sbove acts woud impair the employees' rights or privileges under
existing labor laws; or

3.4.3. the above acts would result in an intimidating, hostile, or offens.ve
environment for the employee.

3.5  WHERE SEXUAL HARASSMENT 1S COMMITED

Sexual harassment may be committed in any work or training envirorment, it
may include, but are not limited to the following:

351 in or outside the affice building or training site;

352 atoffice ortraining-related social functions;

353, inthe course of work assignments outside the office,

3.5.4. atwork-related conferences, studies or training sessions; or
3.5.5. during work reiated travel.

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

3.6.1. Overt sexual advances;

3162 Unwelcome or improper gestures of affection;

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

364, Any other act or conduct of a sexual nature or for purposes of sexual
gratitication which s generally annoying, disgusting or offensive to the
victim,
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3.7

38

. WHAT IS NOT SEXUAL HARASSMENT

Sexyal harassmert does not refer to occasional compliments of a socially
acceptable nature. 1t refers to behavior that is not welcome, that s
personally offensive, that debilitates morale, and that, therefore, interferes
with work effectiveness,

EMPLOYER'S RESPONSIBILITY

iploy Inc. undertakes to provide its officers and employees 5 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 tptoy inc. Sexual harassment is specifically
prahibited as unlawful and as a violation of company policy. The company is
responsible for preventing sexual harassment in the workplace, for taking
:mmediate corrective action to stop sexual harassment in the workpiace and
for promptly investigating any allegation of work-related sexual harassment,

4. PROCEDURE

4.1

4.2

. 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 immediatety
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 wit be
quickly investigated. To the extent possibie, 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 15 completed, all parties wil be informed of the
outcome of the investigation.

412 A Committee on Decorum and Investigaticr: shall be constituted and
shall be composed of the management and the employees’
representative to receive complaints, investigate and hear sexual
harassment cases. The Cornmittee shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Committee
shall alse develop ard implement programs to increase understanding
and awareness about sexual harassment.

RETALIATION
4.2.1. Iploy Inc. will permit no employment-based retahation against anyane

who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment.
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requires or ntherwise requires any sexual favor from the cther regardless of
whether tne demand, requests or requirement for subrrsson s accepted by
the object of said Act.

in a wark-related or employment environment, sexua: harassment s
committed when:

341, The sexuat favor i made as a condition in the hiring or in the
employment, re-employment, or continued employment of said
individual, orin grarting sa:d :ndividual faverable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexuai
favor results in bmiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish  employment
opportunities or otherwise adversely affect said employes;

34.2 the above acts wousd impair the employees' rights or orivileges under
existing lakior laws; ar

343 the above acts would result in an intimidating, hostile, or offensive
environment for the employee.

3.5 WHERE SEXUAL HARASSMENT 15 COMMITED

Sexual harassment may be commutted in any work or training envircnment. {t
may include, but are not limited to the following:

351 Inoroutside the office building or training s te;

352 atoffice or training-related social functions,

353 nrthecourse of wark assignments outside the office;

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

o

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;

364, Any otner act or conduct of a sexual nature or for purposes of sexuat
gratificatron which s generally annoying, disgusting or offensive to the
victim,
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4.3, WRITTEN POLICY

431 Al officers and employees of Iploy inc. shall receve 3 copy of the
compary's sexual harassment policy upon assumption of their respective
offices. If at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum. f
Ipioy Inc. should amend or modify its sexual harassment policy. ail
officers and employees will receive an individual zopy of the amended or
medified policy.

5. CONFDENTIALITY

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

6. EFFECTIVITY

6.1. This Policy shali take place effective immedistely and shall be made xrown to
every employes.

Ao
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Prepared by: Jg HaJnrma R. Melecio Pj 1 AU
Human Resources 68\3&‘#&

S
Reviewed by: ﬂﬂfredo_L Camariflo Jr.
Oikgctor of Operations

Aporoved by: Yisroel ¥, Giss-nger
CEC
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Ipioy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

Name Position in Establishment
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Biesila Vestil CSR - Phone
Junamel Brigoli CSR - Phone

Submitted by: RUZAMKE mopu AN

0¢ [pe b3

Yisroel Y. Gissinger
CEO
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Iploy Inc.,

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
ame Position in Establishment
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: ROZAMKE mapuan

ot o3 pa

Yisroel Y. Gissinger
CEO
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February 27, 2018

To ALL EMPLOYLES

FROM : HUMAN RLSOURCES DEPARTMENT
THRU OPCRATIONS MANAGER

SUBIECT

- OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tollowing (s issued to cnsure the effe

ctive enforcement and strict observance of all

employees on office attendance and punctuality

To ensure cffective

implementation and manitoring 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, Employces arc allowed 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 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% hreak

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

6. Pantry, recreation room and locker should be closed at all times, employees must use
their RF ID to access these rooms

7. No tailgating

8. Employee ID and RF 1D 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 ternporary 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 cperation area and recreation room

For guidance and strict compliance.

.
!
1t
i

AN

Jo Hanna Malecio

Hurn‘anf Resgurces

Nated

RIZZA MAE  mapuan

b

p— |
Alfr'edoak\ariito It

Dir@’r of\Oberations
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DATE : November 17, 2021
TO : ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT : LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

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

s NOQ storing of perishable foods/leftovers inside the locker.

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

» NO transferring of lockers. Transferring of lockers is subjec: to approval.

s Checking/audit will be dane 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 graffitifvandalism, posting of stickers, damage to facility property such as the forced
opening of lackers without the management/HRs" knowledge or consent, etc,

s The campany will not be liable for the loss or damage ta 2ny personal belongings teft unattended
and that includes, sharing of lockers, iockers without padlocks, placed on top of the lockers, etc.

s« The company is not responsible for loss or missing items due to the owner’s negligence,

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

s Authorization to Forced QOpen a Locker, the request must he submitted via email 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,

Fatlure to comply will be dealt accordingly.

Prepared by: Noted ’
‘j 5 s :J

P ;
Arcilla Carlos Gotiong Alfreg

I have read, understood, and agreed to comply with the foregoing policies, rules and conditions
governing the iPloy Locker Policy.

\ '™ g}lg IZ‘*}

Employee Signature Over F:ri‘nted Name}'Date
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February 18, 2G20

To : AlLL EMPLOYEES
FROM : OPERATIONS MANAGEMENMT
SUBJECT : ATTENDANCE BONUS 2020

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

PAYROLL

1. lmmaculate Attendance Bonus is far emplayees 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 Halfj will
NQ lenger be eligible to receive it

4, Employees gualified far the Sign On Boous (First Half or Second Haif) will receive it on the 30™ of the succeeding
month fram eligibility.

5. Eligibitity for the arnual merit increase is based on overall performance and management discretion. Pay cut s
at management’s discretion.

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

. 1 day absence — the medical certificate must be dated an the day of 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 ininal day of absence or the next day. If the
absence falls on 2 Thursday, the medical certificate rmust be dated either that Thussday or the next day — at the
jatest. It cannot be dated on the Saturday that immediately foliows or that Monday that the agent is ta report back
te work.

. 2 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 from the
initial date of absence. Also, the advice to rest is inclusive of rest days.

o Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent taok to rest plus Saturday and Sunday — the agent must pe back
to work on Monday.
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0 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.

[e] The only exception to the Medical Certificate date guidelines 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 Vi date will be given priority in the approvai of
leaves. This is a way of rewarding emplovees 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 an the prior month and on the current month of the reguested
time off including poor attendance records, behavioral and productivity issues.

Rizz PR AN
Appraved By: 8\3& l)’b

TAY GISSINGER
Chief Executive Officer

ALFREDO CAMARILLO JR.
Director of Operations
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Date : November 17, 2021
TO : 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 (foliowing call-in procedure) and/or
within 24 hours from the first day of absence.

2. Employee may use sick leave for abserce due to the following reason:
s  Employee’s illness or injury.
¢ Bereavement leave/s
e Emergency leave/s
s Power Outage/Internet Outage {far 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;
* Employee’s illness or injury

# At the 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 ar her duties. (Medical Certificate with Fit to
Work)

# Blacklisted Doctors and clinics” will not be honored. (Please refer to the
Blacklisted Clinic/Physician Memao)

* Bereavement leave 'Zicase refer 1o tie Bereavement Loive By

¢ 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., VECO, CEBECO,
MECO)

¢ Internet Outage
# Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/teico provider
# Picture of the modem (showing red, no fight in “internet”}

5. Any unautharized sick leave will subject the employee to disciplinary action. SLis unauthorized
under the following circumstances:
¢ The employee failed to inform the immediate superior or HRD about his/her absence due to
illness unless fully justified.
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e If sickness claimed is fictitious or non-exisient.

6. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of SL will be needed to recover from 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 Memarandum shall take effect on November 22, 2021.
Please be guided accordingly.

Created by:

/
MARISH IS ARCILLA

HR)@anaé-e;)

Noted by:

- var
¥ Angelo Manal
Operations Manager

Diredtor, Operatipns

Ca[los"fia?oﬁg
“General Manager

o
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Date

To
FROM
THRU
SUBJECT

November 12, 2019

ALLEMPLOYEES

HUMAN RESOURCES DEPARTMENT
OPERATIONS MANAGER

555 SICKNESS CLAIMS — 5 CALENDAR DAYS

For those employees’ who wants to file for sickness claims must submit the duly accomplished $55
notification form attached with original and complete medical documents, it should be submitted within
& 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. He is 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 jeast three (3) months of contributions within the 12-month period immediately
before the semester of sickness or injurny;

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

4. KHe has notified the employer or the S85, if unemployed, voluntary or seif-employed member
regarding his sickness or injury.

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

claims.

For your guidance.

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

Sincerely,

Marishka |5
Human Rek

Noted by;

Alfra\%parilio Jr.
Diréqgf, perations

-

Ri122A WhE mApual

¥ fwlm



Lo
. v
& iPl
St Ayala Centar Zebu Tower 4 Oy

Cebu Business #ark, Cebu City 5330

DATE February 20, 2023

TO : ALL EMPLOYEES

FROM : HUMAN RESQURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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 medicat certificate/dacuments issued by them will not be accepted. In the
avent 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 MNOT ACCEPTABLE and are considered part of the BLACKLSTED
CLENICS/PHYSICIANS:

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clini¢

Health Doc Diagnostics

Gaudioso Montecillo Jr., MD

Now Serving

Dr. Guian Darnell Sumalinog

10. 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
11.4  Date of Actual visit

11.5 Diagnosis

11.6  Recommendation

11.7  Fitto work date

DO NP LR WN e

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

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-Waork Certificate will be denied entry inside the production floor.

4. No erasures on the document. In case there are corrections, it has to be counter-signed by
the attending Physician.

5. Thesoftcopy {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:




- +
ey -
Syt 6./ iPlo
Zth &yala Centar Cebu Tower g

Zebu Businass Park, Cebu City 6200
1. Phone numbers shown in the medical certificate are incorrect and can’t be validated/contacted.
Questionable medical certificates due to some inconsistencies/discrepancies as validated by

HR/Company Nurse/Company Doctor.
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 guestions or clarification regarding this, please do not hesitate to send us an email

ater@iploy com.

For strict compliance.

Prepared by:

gEmployee Relations Supervisor

Noted by:
- ¢ .. - .
IO fott— ) i,
Castafiares Marishika | Nifib Angelo Manal Alfraé) Cau&ar‘iilo Jr.

isMrciila
HR Manager Hﬁ Marigger Operations Manager Direc{Qr ofépera})ions

Sy
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Date : November 30, 2022

To : ALL Employees

FROM : Human Resources Department

SUBJECT : 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 Vi 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 reminders below in reference to filing of VL

= No retraction of approved Vis. !f the employee reports for worlk on the actual VL date, the VL
will not be reimbursed and will be vaided.

s No rescheduling of Vi once approved.

+ VL date should not fail on a local holiday otherwise forfeited.

MNate: Approval of V0L requests will be on or before December 14, 2022,

Furthermore, if the employee resigns or gets separated from the campany either voluntagy or involuntary,
all available Vi credits will be forfeited and will not be part of their last pay if:

»  Empioyee filed an immediate resignation and/or failed to provide a 30-day notice.

= Employee went on Absant Without Official 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, aceldents, or contagious diseases,

* Employee incurrad more than four {4) hours of accumulated and/or tatal late/undertime 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.

» Incurred any behavioral infraction such as but not limited to Sleeping, Browsing Unretated
Websites and ete,

Furthermore, 5L and VL conversion mayke subject to tax. Should you have questions pertaining to this
memo, feel frae to reach out to aur Accounting persannal at Accounting@!ploy.com.

Signed:

i &l ¥
“éé“” B tn. {
Ra h Castafiares art fz Arcilla Ginal cantara
HR Manager HR Managkr™ Accounting Manaper
Noted by:
Aﬁef Wiliag vianal Affrello Carnariio Jr.
Operations Manager Direcror of Cperations s -
v ) .
Approved by: R\z A' u

Bl 0% [x@, /ra

CEO
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- : ALL EMPLOYEES

- : HUMAN RESCURCES DEPARTMENT

- ; SPERATIONS MAMNAGEMENT

oozl : Maxicare GLidelines after Separation from the Company

SIelzoos ISR THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

7220220 10 o0 oyeescan still avail their Maxicarg insurance provided they are with'n the

Theusec Tz " -. :" s o 22 shouldered by the separated employee and deducted from their last pay
nikeamogntztFon 140D Tt g Lces the Php 76C.33 tor mecical services and Php 101.00 for dental
services “heems .22 . oL szotreremaining amount of the quarter.

The guariessarsas o 2.

n

*Quarter — December, Januzm, 21 taoo Lz
2”d Quarter —Ma-ck, apnlarc W s

3" Quarter —june, July cnd LELsT
4 Quarter - Segtermncer, COcicber 2=z 2. =~ =" =~z s0on and so forth.
If therg gre any questons o ¢ anifizaTors, 0 23:2 "2= ©z2e te zs the Human Resources Department.
Mote: Kinaly ‘ndicate your gomrslete name are s 272172 - . oL ~ave received, read and understoon
tie meme.

D# | NAME “iooEap | SIGNATURE

yi2g | Mabuan . Kuza Moe ‘ g«l«fk

Regards, Noted By:

- /l
MM@ fris Arcilla Alfred@r[’narl loir. A5e|ardo Qé‘galea
Humdn Resou-ce Directar of Cperations Operatrms Manager

c{ ébtjo -

Zaehearal Manager

RIZZA MEEmpRYSH
4 Jz/.z'b
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CODE OF CONDUCT AND DISCIPLINE {Table of Infractions)

a

o .

k. STATEMENT OF PGLICY

The Code of Conduect and Uiscipling is designed to ensure healthy and positive worsing
snviranmient, and hopes te maintain and uphald professivnalist among iPlay ine. emplayess.
The estabhishad norms herein set forth are geared towards the attainment of the Company’s
Goals and ohjectives. It & worthy to emphasize that the Code is not meant to be appressive nor
it & intended to threaten and intirmidats employees. Indeed, it serves as the guiding princples
on what is expocted of its' employess 1o conduct during the ontire employment hera in iBloy,
Inc.

Il. DOCTRINES TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

1. The right ta discipline and discharge employees for just and proper causes is management's
preropative enshrined fmm the 1087 2hilppine Conslilution.

2 Lanrress andd justice shall always goverothe snposition of discipbnary acticons. Existing Laoor
|aws, Implermenting Rules anmd Jurisprodence will always be Shserved.

L the Full and strict maintenanee of GisCiplion is the managerent’s iesponaiility. Thus, it shall be
the: prirnary ranceroof irmmediate superiors and depaniment heads terinitighe any disciplinary
achinns against their subordinates wheoewe g vickation of the sale 15 commitied.

=

Administritive irvestigations and other proveedings thall be conducted expeditiously.

. lmposition of peridties when warranted, shall not be careelled, nor delayed for any reason.
6. The rights of the respondent as pravided tor by 1aw shalk be guaranteed,

7

[

The management may mitigate the penalty ta be irnpased, subject hongever Lo management’s
approval and upon compliance to the conditions set foarth by the lalter.
8. Incases of multiple violations af this Code, the Tullowing rale shall apply as 1o the penalty ta be
Wnposed:

-&LE

Minor oHense +Senous offanse = The higher penatty shali be wpoted, -
yrder the same calegory ~ _lvm_,:.:« for the naat s hadule of oFfense shall be imposad

2 qr more

1. PROCEDURE

lrsy Inrer proeot e .

ne :cc,h_.... _:;s_.., P.HVW aﬁm

I*asepeleaims Aoad Calig Business Park, kL m °<

2ol Ciiy 6000

‘. coo i . . .

) - o . N L d & T .

1. incldert Beport will be submifted 16 Human Resourced {HR) within 2 working days from
the date of the rcident

2. Human Regsousces wail igsue 3 Neatice toe .nxn__n_‘_-.“ 147E} ta the employee within 3 working
days.

4. Dirgct Supenor shoukd coach the ermployes withn § workieg days fram the issuance of
the NTE.

A, Craching Form and Written Explaration of
weorking days froos the ssuance of the KTE

e umgioyee should be submitied withind

5. MR will insue Motice of Necision with o withoo! sancbons witrin 5 days fom tre receipt
al the Coacning Forrms and Written £xplana
a Falure toprovide Written fxplanason «rali constituie a waiver of the employse’s
reht bo be neard and canfirms tnat atl e detals i the lezigan: Jepocy are true ang
witholt any bases.
b, Lapaes inshe timelire will resurt o 3 sanctdon - Neglect of DLty f insubordinatian
. Lapses in the timeline will not yoid tha saeciien.

1V, GEMERAL BEHAVIORAL STANDARDS
As a0 iPloy employee we expect that you will meet the folloneing pehavicral standards:

3, Proper Conduct ard Decorum is expected from you within the office and cuts:de wher
representing the Company. This includss appropriate dress, attending the office reaoy to wark, use af
proper and decent language, observance of proper office and wark decorum, maintaining proper
re.atiorships with your colieagues, custemers and other individuals not in the emplay of the comparry,
oheervarce ab and complante with existing lzws of the Philippines.

3. Enhanwing Compary Procuckivity the Comparny expects the Proper care and utilization of
Capital availabie to the Cornpany; turring up for work ready to work an time all the time, foliowing the
appropriate break and linish limes, gesting on with the job and performing the job to the best of your
ability, positive attitude and dedication to one's work assignments, SUpREArtng supervisions and those in
management.

¢. Following rules ancustamer and hient relations and always rmaintainiog a professional belpful
attitude with custorners,

& Maintenance of health and safety of the office and people around you, A proper attitude
owards cleanliness znd proper housekeeping in the oftice, poad health of yourself and others around
yei, assist in the security of the office, following basic safety procedures.

a. Proper use of Company Property, lacilities and securily o pratect company and ermployee
assets. Secure handling and maintenance of Company records, keep confidential and protect the
intearity of all Campany operating data and information, appropriate use if all Company equipment tor
wark elated purposes, properly account for all Company funds received.
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This Code shall apply to ail iFlay employees, regardlass of status or postion held.
{ M . ’ .

1. Types of Offenses

Level 1 = Infractions which are minos in natare bt which may become habitual ard disrantive § not
corrested. it has no detrimental impact of the Dusieess,

Leyet 7 = Serious offense which causes delay inuperations, may pose threat, care, or ganger 1o
Cornpany property and/or (ves of irdivicuats

Lever 3 — Infracong wrich wili destroy the curmpany’s irmage and reputat or it Cluses
tne coumpay and can Tesult ta critical ceerational disraption & totical affense that bas canproaseed
ke security of the employees, the irtegrity of Chent, Lhe safetéy of customer’s informat nogne tre
statulisy of the business.

l2ctantt

33 L
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2. Publishing materiai that -

i
}
I
i
|
:

Fingl

wWritten

26 b. Publisning any
canfigenta’ of business-
sensitive rformatior
About oy,

igve'l Warnin Writlen
i Warning

¢. Publishing matena’ tat
rignt reasonably be
expacien (o have the
effec1 0f camaging the

reputation or wrofessicnai

standing of the comipany.

BUs e neie
r- 5 Cays

Blamissal

Sleeping or the ;oo duting
WOTKING NCUrs,

27

SUspensian -

|
Level 3
| Leve 5 Ciays

Encouraging, FnGuring,
Instigating or e eataning
other empioyees o
periorm Bn act
consttuting a violatian of
this Code gnother
company policles, rules
and regulations.

Slspendlon -

5 Cays Dismissal

wevel 3

Borrowingflending of
money/ LOAN sharking
Imside the company
premises.

: i

. Suspension -
WD

< Dave Dismnigsak
¥i

soliciration or collecing
contflouton fram
EmMploy&es and suppiler;
30 for any purpose with
whalsoever unless
chann#lad and autharizad
by senior mana; 1

Suspension -

Level 2
5 Days

Diurmilssal

tHlory Ineor par ated
117 Flony té%t Topear

Pouradcras Aoad Ceuy Busiress Park,
Caby Ty B0

creating nirigues that wi.
cause damage b the

3 rapLtatior of e

BmaTyee; 2 the

LOM@Any aca #hoe,

Submissins of false or
fraudulent rrcngy T2t
“ medizai cortifoates, atman s . B
N ACTLUMEL fER Eapifg T . 3

%]

[EaR 5

Ve =

; Bogus ranszilions we i .
the inters s gain ’ :
e e

Condurting oreset o

grassly :ndecent o-
snrai ratere o
’ A3 . ) Lave S
. CO™DANY PrE™ 325, A6 &

L S L

on oay of dome b ey H

far tne Jamneny

. + m—

Commissicn of & o ima o
viglation =y e : !
eenglayees against tha ¢ Gusaarsot -
LOMpany O igy’ rgmgers,
L2atamess gng

m

1
v
L
&
I
¥

3T Akd

frgagirg n vinienoe
whathar shyscaior
erous verba thraats - Suspers oo - -

2R R Sa eV 1}

35 i .
5 Zays

wirthir compary oremises
cr duming 0fcia. campamy
activibies.

i T
Susierian -

beverages while on duty
OF TERITTInE fud duhy wih'e
oy vated

30 N T ssa
vy




Wy Ipcorporated

11" Floar M5Y Tower

Pestadares foad CaDu Business Park,
Cabu City BORQ

4

-

. - .

Compliance o
Performanrce
“meroveent Flan
Sl

Rules gn Produictivity

Writien
MWarrirg

{rismssal

1

Al grave acts of
dishanesty wh'th cayse
o teno 10 Cause
preudize to The
Company tuch asbul
REt fiMmiten o he
follpwin,

A, KnOwnghy g g

fatse - ~nieaa v
infgrrmation = aualit

fr a comoany benghs
promohior. saen,
increase. thatster, 2mo
job asyigarrer

Leve' 3

153807

L Dawv:

[

Any gt of naratsment
izluding het net
imites 10 58x.8
ErAsSMIen T

Eye o

GUAIATRIT
5 Gays

Ciarisng

Oithes simias o0
analggues offenses 1o
the *‘cragol g, 1

Suspensar -
L DAy

Tramiaga

WIRE breach Ty a7
erployse ¢! the Luit
reposed in nimfners ty
the company suth as
bt notlimited to ne
follewing:
a. Abuse of posftcn d
with the company 1C i
gain profit or advantage |
from employees. :
p. ibsing tre Campany’s
name in private
ransaclfons or LusiNess
far persanal profit.
¢. Dellberataly
removing. conceallng,
or destraying in whole
or In part any Company
documents without
autharity or with

mallclows Intenk

LEvel 2

D hubpensisn -

S Days

LHsrnineai

e Bomel £k Bunina

tabn b FAMGOD

Wliig Irsc em pegi i)

Llesir BAY frowne

Pare,

My farag v

Sonr

g oraet i e

D lrgafuennT 307 2gart

carfide-ta

Dansneany 12 e

fargeng.

Stealirg orafiephrg

tosteal ot
Comspany oritorma s

cusbamery, oy from

[

e O TR

a. sobbary, thett,
, niferage o T ateme

I any T, manner o7
shape from bre
company, easr
rmeinbers 0 CsTom

b Concealng 2ore
work wrich gire Ty
sy by o preiude B

matic e gnd with
tenran o ke

sl EurAnCics .
d. W titud ana deioesate
i desructian ab Lonaany

SOy, abotdee 8

AdpRrapr at ot
Carmgaany s

R
PN Cp s e .
- ) f 1 ,
\ .
-
._ .. |
i
: L]
TLACETINT ol
P T e
L
' i
i
i
]
i
|
1
T
i
. |
|
!
T
Seaymenn a2 N :
] PRI
N Dy
. !
1
’ i
i P — |r R S —
i ;
. I+ |
| |
i I
"




WPlay intorporated

11" Floor MSY Towar

Festedores Road Cebu Business Pack,
Crbu Clry 5AG0

® : -

] 3
. o,
ncm»a_dmlu:aimiu:o:m

WiHu! and premeditated
farm of fraud or decelt Suspenslon Lo
1 committad sgeinst the Level 3 5 Days Dismisgsal
tustomer and clients, o -
Engaglng in business that N
competes with the . Suspenslen L
2 Company, of working with Levei3 -5 Days Bismissal
& competitor
Threateming to Indlict narm
3 on the _m_m..uo_... property cr - Level 3 Suspensian Dlarmissat
reputabion of customer ar | - 5 Days
¢llent and third party,
Extortion or bribecy .
4 agalnst a custamer ar third i1evel 3 wcn_.“_mum_oa Wsrrdssal
party. - & Days
Engaging in Indecent or
5 offensive behavior Love 3 SuspEnsion Dlsmissal
towards custome:rs of -5 Days
cllents, N 5 . e
Deliberately misnandling a - ) o
R Suspersion L
[ CUsIOMEr T ansaction, Lewet 3 -5 Days Dismiysa:
service or need,
De Nﬂwﬂﬂ_{ w..c___..m mmnmﬂ. T
Inaccurate or misleading
7 Informatisn o the Leval1 Buspanian Dlsmissat
customer ar loss of - 5 Days
revenue or additfonal cost i
ta the Campany. .
Substirtng Company -
praducts, materlss or .
Guspensiph .
& equipment with any other imyel 3 SDays | Dlsmissal
proguct with the intent 1o i
defraud.

iPloy tneorprrated

137 Floor M3Y Tower

Pescadored Road Cebiu Busness Fad,
Cedzy Dity 000

, Documented WERat .
. Mon-obsesvance of praper \ Winkhen . Slspension :
M Rowsekeepirg, Leyer 1 Varba! warring | Written -3 Days Clsmissal
Warnlng ¢ Warning
. o L Dogumeantad . Fral N
z {Bax_:mm_ﬂ“mn“.%a_au Love' 1 verbal wﬂh_ﬂ._ﬁ_ﬂw Written mﬁwmﬂwa Bismissal
WWarring ‘Narning
Creatin sanitary 3 Final SuSpense
2 noa.a_.n_.%:m insite the wevell written Wwrilken o:n. 3 Dismisaal
Lotrpany premizes s\___hu..ﬂ.:%_umi! l\én:.___.._m Days
“ailure to undergo araual . .
. . K . Fimna! Luioensk
a shyslial examinations as waver 2 Written Written an -3 ermissal
requ'red by the Company e Warning ) N
) . Warnrg Dy
and thegovernment 1 | 7T 7F . S
Vipiaticg safety rules, _ R
regulatiors, or procedures !
5 of the Corrpany causing Leve: 4 Tesmissal
accident or aarmage to
- .. merscnor gproperty
Nen-tihsclosune af I
6 noaqu:.w.: dispase .,.x_.;_...... Lever 4 Cismissal
may endange: Lhe Byos or
P health of atkar empicyess, !
i ’ sing, possessing,
; manufactaring,
distribueting, selling illaga:
driggs and drug
7 paraphernafia whlle aa feval 4 Msmlssai
duty orin the company
premilses, Conwicilon of &
crime ‘nvolving illegal
drups.
Reporting for work while
) uncer the infience of Level 4 Dsrrissal
Wegal drups
I dnautharized carrying and
¢ f1a55e55100 2* demily
weapons and explosives
9 Insicde the Cormpany Lewel 4 Dilsrnlssal

Prenses, whilt: on duty or
gcing business for the

Company




Wiy e g ratesd
11" Floor M5Y Tower
Poacedares Acad Ceby Buniress Pare

Floag lniterjzaated
110 Fleaar BAGY Fropens

Fuarnelprms Hened £ ag B sorers Sarr
Coly o6 %G1t
Cobu Ciky 6000 LI Y1
N . “ { v . A g & T F
" .. o . . - i k. mnnmo_u sq_ﬁﬂm_._&
N L lasrg el
e r . .
! vl L AR
. ngy pripad
U _ Instants e
= S - " _ Yoy,
Wishandlng of comoany : ! : &
[ e rgTRacian - : i b + il
_ __ pProDetTy 48 ST aainelen | Mg meetes ! z nal Linautngried Le ot I
' ranster of furmute 2N . Guspensinn . . . i
! H _ . R : Levd L werha: . Written ._.u Disrmbasal sgompgtern b etnreaT e i
. ®QyipMEn: w RoLt prooe” . . i s -3 (s . |
i v Wwarerg _ Warnirg j TEEnAD SOy TESTLITEL NS . Pl Ry _
| autheritation o ) I _ o R ENTA ' T.— e
: : ! £y 7 e nad Tl
1 _ AnAge e T - H y *
; T ; - A : h T R s
: Udeeaticmies ineta fahon of H ! 78 e
ol st
. - walipaoes. Re=es 273 TN : N _ ) elEtes
: | douTmantes Fira: .
_ tke iniT uimpLETI R . A L W Den . Susoension L - T e e - mmme—— .-
| i H . evell Verhz . . | wwrittan . Disrmisszl SArnT ATar e
I | &ccourtenot s hetiog e e Watnirg | e -3 0ays
H . . arar- . 8N 13 i riima misaze e me o : -
| prescrimed coeupgty el ! & i Warming TR L PRTAURS BaIRLIL. T 2 - t T =Tt
SIgnas. e ; irmforegr e T
| | mpraoer ot Somelt L . R ! . - . - .
- . .. W Ter Saspen )
| s , &' lemagny o s eve L I ‘:u M..... SN Bismissat
. N HE F- Sl . - k) AT
' BQ.IE e i . ..m ,..(_.u_._.__:m ¥ . LR
) Traliie to oy - P N ., . . i . h S ar g gormo et o of e
[ - o LA ina- . P
a ERECgy Lonaervenon Sonny eve - erra: Writsan Luspensicn — : S oWerg.
DAVRY Computer Jgets b T , e 3 Tays fsmlssal i
._ A rcon ett ' Warming Warning \ w Dweperate a torar e ot
I FECRIAINTE WEIS I8 37 . , . LR NCLEng ROt et
W . FHl g Y iTUERd L2 THe pasz rg o
|5 BAREICR B OVOTET vi O - oueve 2 Goarn iontar LLmMW w0 Lsemissml TR L ihe pa 8s
. . =aln A =3
| | PaTnogrzane maien s B weneg v
._ | REUES tE nunm e gy : i
| | nspectos wrr e Tomzar, - . | fine . |
: nuer - iohusper .
| € | premuses By danceaen _eve I 5.6 mir Wrlten :.vn:w_cw i Disrrissa _
\ dally} -
_ ﬂ SELLATy PR O e Of . 1 E Waning 3 Days _ |
. 1 . i
| Cormpany repraseriitve | i : ;
4 1 T " + s
Iai = : ENE ST P
LRAuThars mal H e rep, a ) . | ! - .- et v e . v 2 T bTEM R .
F] | eg ems ) o3 | W rer intge Luspenslan —— SITIARE PrechE a T va . 2 aan
DrOSTLELT CT AP NINE Warfing N - Gays | S . T4ty otner cutar e L3 .
1 o - Warming . ! * H
4 + - . —_— - . r LT ; . '
7 EATEFINE Testrictes dréas © i ) T Rinat . § PETRTEN IR ey,
5 the Campary withou: Caeve s L ETTEY L en | TUSPRISIT [osrmilos g i | WGTERLERLION S 2 4y
. P T ™ N N ! . v P - . .
__ prepe: authc-izenon. i : WwWarring wesning -5 Gaysy i Aetworh sdgient o ahvg
_ + i B it i R whebmen terrale 20 o wte
" Exploting Company . Lo Wntmen - Suspersion | o RS .
resourLes to persane galn. | oS+ _ i wnten T el . :
gar. warnirg ! Glay [ AAL MY L TR RIS R TV |
) . ! DT grolmer i _
ORMEgIng or destroying any | ) " sl |w| T I T e gt aaer !
10 Company property througr Level 2 | .<.z_:nr worten S SDETIIGT B en . ey, anl _ .
negligerce. Warmhy % Days J PSS WA 1 s e | . n
.IKV!- I ~ Dleytery 00 ey i
| T Yo nainyg .
_ EIAMOYee b g Do 1
- — dutluriey i ' i !
L - —_— e . —_




tloy Incorporated

11" Floar B1SY Tawer

Pescadonet Aoad Cabu Business Park,
Cebu City 6000

14

g ,.m, z-n_mmﬂzm.oﬂ. . = ’ i s . I
carelesstiass of the
employee by leaving the

| computer unattended and |
risking the metwark {oa
possible security violation.
g Tampering of comparny .
serverfnetwork
confipuration.

|edel 3 Suspension -

fsmissal
5 Days Cisrmiss

15

Purposely sharing
c:q_,nmnn.u and no:ram_._.:m_ Suspension o
information to anyonhe iy Level 3 S Days Disrmissal
the compatiy or extarnal

parties.

18

Unzutharized possession of

bringi v Suspensicn - .
ringing cut of .noB_um ¥ Level 3 t, T

property, sepplias or 5 Days

equipment.

1}

18

_jintelectual property rights.

Linauthgrized copying of
licensed saftware

applicatian packages and aif tevel 3
acts thart violates

SUSRENSION - .
RS Mismissal
5 Uays

Deliberate locking-oul ur
hacking of ancther a uspension -

f . Levei 3 i
employee’s user name in 5 Days

ary servor,

CHsmissal

19

Placement of computer
wirus, trofan horse, and \
N . Suspension - o,
ather damaging electronic Leve| 2 5D Qisroissal
. . L
files or physical accessories ¥
ar servers or workstations.

V1. Saving Clause

1
2

Termination of an employee shall automatically bar hirfher rom re-employment.

The penalty of dismissal shal! not prejudice the right of the company to initiate court action
against the erring employee,

This Code shall supersede all other existing policies, rules, memos, and the like, and all policies
o be impiemented, if the same is found to se inconsistent with the Code of Conduct.

wil. Approval

Jay Gissinger
Owner and Chief Executive Officer
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RECEIPT OF THE COIDE OF CONDUCT AND DISCIPLINE POLICY

This ' 10 acknowledge that 1 have read the Company's Code of Conduct and Disciptine and understa
that it sets forth the terms and canditions of my employrment as well 24 the duties and responsibilit]

and obligations of emplogyment with the Company,

| 2ls0 acknowleage that the Cumparny rescrves the right to revise, delete, and addg Lo the provisions

this Code of Canduct and Discigline., or condition of employment can be established by any other

skatemsent, conduct, policy, or pra

NAME F/MN? WAt S Z/?.GCv?a
DATE N

AND HAVE READ ANU UNDERSTAND (S mzqﬁﬂmﬁszqmzﬂm.
EMIPLOVEL SIGNATURE ~



