
B,
Print legibly.

iPw
EIVIPLOYEE P EIISONAI- IDATA SIIEET

2. SURNAME C-A -N -tP.',Ar',N.',O., - rr ri' ' rr ir rr r-r rr n n -
.,[-,N.,-.rO.*r',E,'L'. n .,' -i 'r, ri rf Tr rr n n n n n n

MIDDLE NAME 3. NAME EXTENSION

4. DATE OF BIRTH ,i. 7. R'ESI DENT}AL AD DRESS

!r , 
I

ZIB CODE

:tA..TELEPHONE N

rg\o Uavl4o
Oaa@t']?Sa
(ht di,Ctb'

5. PLACE OF BIRTH

D Male ) Female

7. CIVIL STATUS D Single Dwidowed

DMarried Dseparated

DAnnulled Dothers, spec 19. PERMANENTADDRESS

,{,
zrp cood

TS,, Cesat

CfuT

Brflifidi'A. CITIZENSHIP

9. HEIGHT (m)

1O. wEIGH-r(kA)

11. BLOODTYPE

12, GSIS ID NO. @,@.WLlUrLX
13. PAG-IBIG ID NO. '21. E-MAIL ADDRES.S (if a ny)

'22. ceL'upHbrye ryo. (if a ny)

23. EMPLOYEE rD NO.

14. PHILHEALTH NO.

@tgQ W1-rLbL

24. SPOUSE'SSURNAME

FIRST NAME

MIDDLE NAME

DATE OF BIRTH
(mrn/dd/vvvv)

EMPLOYER/BUS. NAME

ntinue on separate sheet ifnecessa

25. FATHER'S SURNAME

FIRST NAME

MIDDLE NAME

04 t get P71

GENOO\ q GON

27. MOTHER'S MAIDEN NAME

SURNAME

FIRST NAME

MIDDLE NAME

o?rtC;lp.x4

25. NAME OF CHILD

(Write full name and list all)

II. FAIVTILY BACKGROUN D

sheetif nec.es."o,.'. "' GD with'/' and use



37 a. Have you ever been formally charged?

b. Have you ever been guilty of any administrative offens.e?,

lf.YES, give details

lvfs Druo
f YES, gi ve deta i I s

38. Have you everbeen convi cted of anycri me orvi olation of any
decree, ordinance or regulati on byanycourt ortri bunal?

law, DYEs Dlro
tf'YES, give details

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

Dies Druo
lf YES, give details

40. Have you ever been a candidate in a nati onal or lo.cal electi on
(exce pt Ba ra ngay election)?

Dvep ,Drvo
lf YES, give details

Persons (RA7277)', and Solo Parents \n,/elfareAct 2OOO (RA 8972), please ans\ ierthe
following items:

a.Are you a memberof anyindigenous group?

b. Are differently a bl ed?

c, Are you a solo parent?

Dves . Dwo
lf YES, give please specify:_
Dves 'DNo
lf YES, give olease specify:_
Dves :llro
lf YES, give please specif'

42. REFERENCES (Person not related byconsanguinityoraffinityto applicant/appoint'ee)

ADDRESS

43. EMPL()YMENT RECORD (latest
COMPANY NAME POSITION

44. ldeclare underoaththatthis PersonalData Sheet has been accomplished.bymb, and is a
true, correct and complete statement pursuanttothe provisions of pertinent laws, rules and

regulations of the Republic of the Philippines..
.:.;."

I also a uthorize the agency head/ authorized representative to verifi7/validate
thecontentsstatedherein. ltrustthatthisinformaticinshallremainconfidential. .'.

lD plcture taken within the last
6 mo nths 3.5 cm. X 4.5 cm

(passpo rt slze)

Co mputer generated o r xerox
co py of picture is not

acceptable

COMMU N ITY TAX CERTI FI CATE NO.

ISSUED AT

ISSUED ON (mm/ddlvvvv)

gn in the box)

IN CASEOF EMERGENCY:

Please Contact:
Contact Number:
Re ration: lrto{hef DATE ACCOMPLISHED



iPloy lncorporated
11th Floor MSY Tower

Pescadores Road cebu Business Park,

Cebu City 5000 Winw

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

1,.JiN-GIEL c. ceNpevo hereby authorize lploy lnc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,

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

including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other

information which may be material to my qualifications for employment. A telephone facsimile

(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original

conse nt.

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

form. lalso agree to execute as a condition of employment or a condition of continued
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 foregoirlg disclosures, I

hereby agree to release any person, company, or other entity from any and all causes of action

that otherwise might arise from supplying the Company with information it may request pursuant

to this release. I understand that any false answers or statements, or misrepresentations by

omission made by me on this application or any related document, will be sufficient for rejection

of my application or of my immediate discharge should such falsifications or misrepresentations

be discovered after I am employed.

I release lploy lnc., itsemployees, designated representatives, agents, officers and trustees from

any and all claims of liability or damage due to either the procurement or the true and accurate

disclosure of such records or information.

Applicant Name: { rN-cu€! c. cftNDsNb

presentAddress: eitio Uo,,opa brqr,|.TiSa, Glau at$ ,Cclau UoDo

Social Security Number: m?nDqlx9 Date of errth, oql uthroo

Signatu re:

Date: gl't,p lal



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

Cebu City 5000
WiPJ.elr

SIGN.ON BONUS POLICY

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

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

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

Must not be on any form of floating status

Must not be on Floating, AWOL, Terminated and EOC status or other forms of
separation
Must be an active employee on the release date of the sign-on bonus.

Releasing of Sign-On Bonus:

o The release of the sign-on bonus will be on the 15th day of succeeding month of the
anniversary date of the employee,

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

Acknowledgment

I hereby acknowledge that I have read, understand, and agree to the terms and conditions
of the (25K)sign-on bonus policy.

a

a

o

a

s lzplzo



UNDERTAKING

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

iPloy lncorporated
gth Ayala Center Cebu Tower
Cebu Business Park, Cebu City 6000

Policy Title
Revision No

Effective Date

: Dress Code Policy
:01
: )une 13.2022

ryiPlov

Date

mlwla
Date

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

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

and I will abide by the provisions (including changes and additions which are deemed
incorporated herein) of this policy.

t\zrlzs

Specialist Name and Signature

and Signature



iPloy Gift Policy

The aim of this policy is to establish a uniformity relating to the acceptance of gifts, including gratuities

and rewards. This policy applies to employees of the company. Employees include all permanent, part-

time, temporary and probationary status.

"Gift" means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate

for which something of equal or greater value is not exchanged, Payments for travel, entertainment and

food are also considered as gifts.

Employees are required NOT to solicit or accept for personal benefit directly or indirectly any gift from

any employee/s or company that is seeking to conduct or ls currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200 should be returned to the
giver.

Any violations will be subject to the iPloy Code of Conduct and Discipline. lnfractions for this policy is

tagged under Level 2 offense and follow these progression:

a. 1st lnstance - Written Warning

b. 2nd lnstance- Final Written Warning

c. 3'd lnstance- Dismissal

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

Employee Acknowledgement

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

the iPloy Glft Policy.

Ce\lPA\lo

Signatu re:

-IIN - CTIEL



iPloy Social Media Policy

iPloy recognizes that employees use social media tools as part of their daily lives. Employees should always

be mindful of what they are posting, who can see it, and how it can be linked back to the organization and

work colleagues.

Allemployees should be aware that iPloy regularly monitors the internet and social media about its work
and to keep abreast ofgeneral internet commentary, brand presence and industry/customer perceptions,

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

employees should not expect privacy in this regard. iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which

management comes across in regular internet monitoring, or is brought to the organization's attention by

employees, customers, members of the public, etc.

All employees are prohibited from using or publishing information on any social media sites, where such

use has the potential to negatively affect iPloy or its staff. Examples of such behavior include, but are not
limited to:

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

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

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

o Publishing material that might reasonably be expected to have the effect of damaging the
reputation or professionalstanding of the company.

Procedure:

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

o Be aware of your association with the company when using online social networks. You must

always identify yourself and your role if you mention or comment on the company. Where you

identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. You must write in the first person and

state clearly that the views expressed are your own and not those of iPloy. Wherever practical,

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

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

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

found that any information breaches any policy, such as breaching confidentiality or bringing the
company into disrepute, you may face disciplinary action up to and including dismlssal.



Be aware of data protection rules - you must not post colleagues' details or pictures without their
individual permission. Employees must not provide or use their company password in response

to any internet request for a password.

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

documentation or other internal information - must not be transmitted, sold or otherwise

divulged, unless the company has already released the information into the public domain. Any

departure from this policy requires the prior written authorization of the management.

Be respectful always, in both the content and tone of what you say. Show respect to your

audience, your colleagues and customers and suppliers. Do not post or publish any comments or

content relating to the company or its employees, which would be unacceptable in the workplace

or in conflict with the company's website. Make sure the views and opinions you express are your

own.

Recommendations, references or comments relating to professional attributes, are not permitted

to be made about employees, former employees, customers or suppliers on social media and

networking sites. Such recommendations can give the impression that the recommendation is a

reference on behalf of the iPloy, even when a disclaimer is placed on such a comment. Any request

for such a recommendation should be dealt with by stating that this is not permitted in line with

company policy and that a formal reference can be sought through HR, in line with the normal

reference policy.

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

your content in an objective manner before uploading. lf in doubt, ask someone to review it for
you. Think through the consequences of what you say and what could happen if one of your

colleagues had to defend your comments to a customer.

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

out misrepresentations, but do not create an argument.

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

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

using social media tools:

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

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

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



. At all times respect copyright and intellectual property rights of information you encounter on

the internet. This may require obtaining appropriate permission to make use of information. You

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

Specific Managerial Responsibilities

By their position, Managers have obligations with respect to general qontent posted on social media.

Managers should consider whether personal thoughts they publish may be misunderstood as expressing

the company's opinions or positions even where disclaimers are used. Managers should err on the side of
caution and should assume that their teams will read what is written. A public online forum is not the
place to communicate company policies, strategies or opinions to employees.

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related

internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.

This policy is not exhaustive. ln situations that are not expressly governed by this policy, you must ensure

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

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

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

a. 1't lnstance - Written Warning

b. 2nd lnstance- Final Written Warning

c. 3'd lnstance- Dismissal

Employee Acknowledgement

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

the use of all property of iPloy and all work and conduct completed on or with the assistance of iPloy

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

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

presumed.

Name:

Signature: sl zsb e



Date

To

From

Thru
Subject

ryiPtoy

: February 22,2018
: ALL [MPLOYEES CONCERNED

: Human Resources

:Operations Manager
: WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBJECTIVE

1.1. ln conformity with Republic Act No. 8504 otherwise known as the Philippirre

AIDS Prevention and Control Act of 1998 which recognizes workplace-baserl
programs as a poterrt tool in addressing HIV/AIDS as an interrrational
pandernic problern, this comparry policy is hereby issued for the infornratron
and guidance of tlre employees in tlre diagnosis, treatment and prevention of
HIV/AIDS in the workplace.

1.2. Ihis policy is also aimed at addressing the stigma atlachcd to HiV/Al{)S arrd

ensures that the workers' right against discrimrnation ancj confideniialit'y i:
rnaintained.

2, COVIRAGE

2.1. This Prograrn shall apply to all ernployees regardless of their ernployment
status.

3. IMPI.TMENTING STRUCI'URE

3.1. lploy lnc. HIV/AIDS Program shall be nranaged by its liealth anti safety

corxmiltee consisls o{ representatives frorr the cjifferent cJivisiorts arrrj

departments.

4. POLICY STATEMINT

4.1. BAS|C tNTORMATTON ON HtV/ArDS

4.1.1. Whar rs HIV/AlDS7

4.1.1.7. lt rs a disease causeci by a virus r.irlled l-1lV (Hurnarr

lnrmunodeficietrcy Virus). Thrs viru:, slowly we.lken', i [.ii:'ISOr)'rr

ability to f ight off other drseases by attaching ltself to and

destroying imporiant cells th;it controi artrl support the hun.rar,

irnrnune systern.

4.1.2. How HIV/AIU5 is transrnitted?

4.1".2.1. Unprotected sex with an HIV infected person;



5, GUIDELINES

5. L. Preventive Strategies

e'iPtoy
4.1 .2.2. Frorn an infected molhL,r tr: l'ier. r"hild (dLr;'inB preg,nancy, at

birth through trreast feedrng);

4.1.2.3, lntravenous drug, use with contanrinatecj needles;

4.1".2.4. Transfusion with infected blood and bloocl products; and

4.1.2.5. Unsale, unprotected contact wlth infectecl blood and bicedingl

wounds of an infected persort

1 .3. ls there a c ure ?

4.1..1.1. No. However, there are intirctroviral rJrug cor:rbiri.rtjols ihai

are available when properly used, rr:sult in prolonged srlrvrval of

people with FllV. Hr:lrstic care of people Iivrng with rllV"AlDS arrd

cor-nprelrensive treatment of opportunistic infer-tions alsr-,

dramatically irnprove qualrty of lrfe.

5 I .1. Conduct oi irlV-AiDS Educatiorr

5.1.1.1. V/ho will conduct?

Ihe Meciical Clinrc of tploy lnc. in coordiriatiolr lvrth the l'lealth anci

Safety Comnrittee slrall conduct HIV.AIDS educatiorr to all errrployees

for free, This shall also form part of the orientation of newiy hrreci

employees. 
-|he 

standardized rnformation package tieveloped by the
Departrnent of Labor arid Errrployrnc,nt (DOLH) nray [:e used for thi:
purpose.

5.1.1.2. How will it be conducted?

l'he HIV AIDS edui'ation will r:e corr<Jr:clt'rJ througlt rJistributir:rr and

posting of ltC materials, lectures, counseliing and training and

irrformation orr adlrerence to stand;rrrJ or universal precautions irr the
workplace

I.?.. Screerring, Diagnosis, Treatnrent and Referral to Heaitl'i Care Services

5.i.;2.1. Screenirrg for HIV as a prerequisrte t< employment is not
mandatOry.

5.1,.2.2. 1'he c.or-npany shall erlcoLrragr positi';e hralth :;eekirtq behavior
through Voluntary Counselin6l and Teslirrg.



rPloy lncorporated
llth tloo, MSY Tower
Percadores Road Cebu gusiness Park,

cebu Clty 6000
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5.1-.2.3. The company shall establish a referral system and provide

access to diagnostic and treatntent services for its workers. Referral

to Social Hygiene Clinics of LGU for HIV screening shall be facilitated

by the company's medical clinic staff.

5.1.2.4. The company shall likewise facilitate access to livelihood

assistance for the affected emplovee and his/her families, being

offered by other government agencies.

6. SOCIAL POLICY

6.1. Non-discriminatory Policy and Practices

6.1.L. Discrimination in any form from pre-employment to post-

employment, including hiring, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited.

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

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

6. 2. Confidentiality/Non-Disclosu re Policy

6,2.1". Access to personal data relating to a worker's HIV status shall be

bound by the rules of confidentiality consistent with provisions of R.A.

8504 and the lLO Code of Practice.

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

6.2.3. Co-employees shall not be obliged to reveal any personal information

relating to the HIV/AIDS status of fellow workers.

6.3. Work-Accommodation and Arrangement

6.3.1. The company shall take measures to reasonably accommodate

employees with AIDS related illnesses.

6.3.2. 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.



rPIoV lncorpDrated 
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I 1th floor MSY TolvPr

Pescadores Road Cebu Busine55 Park,
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7. ROLES AND RISPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

7. 1. Employer's Responsibilities

triPloy

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

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

workforce.

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

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

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

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

7.2. Employees' Responsibilities

7.2.1,. The employee's organization shall undertake an active role in

educating and training their members on HIV prevention and control.
Promote and practice a healthy lifestyle with emphasis on avoiding high

risk behavior and other risk factors that expose workers to increased risk

of HIV infection.

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

7.2.3. Employees and their organization shall not have access to personnel

data relating to a worker's HIV status.

7.2.4. Employees shall comply with universal precaution and preventive
measures.



iPloy lnsorporated
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Cebu Clty 6000

8. IMPLEMENTATION AND MONITORING

p' iP^fey

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

9. EFI- ECTIVITY

9.1. This Policyshall take place effective immediately and shall be made known to
every ernployee.

Reviewed by:

Approved by: Yisrogl Y. Giss11gg1

CEO

elzsl

Rifredo P.

rations

Human'Resources

D'lrector of
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Date : January 1,,2018
TO : ALL EMPLOYEES CONCERNED

From : Human Resources

Thru : Opgrations Manager
SUbJCct : WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB} PREVENTION

AND CONTROL

1. OBJECIIVE

1.1.To assist the governrnent in its campaign against Tuberculosls (TB) in compliance
with the Department of Labor and Employment's Department Order No. 73-05,

series of 2005 - Guidelines for the lmplementation of Policy and Program on

Tuberculosis (TB) Prevention and Control in the Workplace.

1-.2.To provide initiatives to prevent the outbreak and spread of tuberculosis in the
workplace, and to treat, care, and support employees who become afflicted with
tuberculosis

2. COVERAGE

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

3. POLICY STATEMENT

3.1.The company seeks the prevention of lhe spread of tuberculosis, as well as tne
treatment, rehabilitation, and restoration to work of employees who contract
this disease. To achieve this goal, -alSrr1plpygg_!_a|g strictlv mandated to underso

an annual phvsical examination with the requisite chest x-rav.

3.2.Also, in line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency (occurrence

in a selected population) and transmission, treatment with Directly Observed

Treatment Short Course (DOTS), and control and management of TB in the

workplace. This shall be handled by the Office of Health Services (lnfirrnary) or
the partner health provider of IPLOY lNC. rn conlunction with the Operations

Manager and office of Human Resource through the company's accredited

health provider.

3.3.The DOTS is a comprehensive strategy to control TB, and is cornposed of five

components, which are:

3.3.1. Political will or commitment to enduring sustained and quality TB

treatment and control activities;

3.3.2. Case detection by sputum-smear microscopy among symptomatic
patients;
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3.3.3. Standard short-course chemotherapy using regimens of 6 to 8 months for

all confirmed active TB cases (i.e., smear positive or those validated by the
TB Diagnostic Committee). Complete drug takirrg through direct
observation by a designated treatment partner, during the whole course of
the treatrnpni. regimen;

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

3.3.5. A standard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculosis control
program's performance overall

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

3.5. lmproving workplace conditions:

3.5.1. To ensure that contamination from TB airborne particles is controlled,
workplaces must provide adequate and appropriate ventilation (DOLE-

Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers.

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

3.6.Capability building on TB awareness raising and training on TB case Finding, Case

Holding, Reporting and Recording of cases and the inrplementation of DOTS shall
be given to Company health personrrel or the occupationai safety and health
committee.

3.T.SocialPolicies:

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

3.7.2. Work Accommodation: Through agreements made between the
management and the employees, work accommodation measures to
support employees with TB is encouraged through f lexible leave

arrangements, rescheduling of working times, and arrangements for return
to work.
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3.7.3. Restoration to Work: The employee may be aliowed to return to work

wilh reasonable working arrangements as determined by the Company's

Health Care Provider andf or the DOTS provider.

3.8. Employee Responsibility:

3.8.1. Employees who have symptoms of TB shall immediately seek assistance

frorn the Company's Healtlr Services Provider.

3.8.1.1. An employee who has the symptoms of TB is required to initially

wear a face mask (especially while inside the office) and observe good

hygiene practices, at least until declared by a competent medical

practitioner to be safe from transmission.

3.8.1.2. Similarly, for those at risk, i.e., those with family members with TB

or those exposed to a co-employee with TB, it would be prudent to
observe the same good hygiene practices until declared free from the

disease and safe from transmission.

3.8.2. Once diagnosed to be with TB, employees shall immediately seek

treatment either through the Department of Health's DOTS or a private
physician of the employee's choice. However, it is imperative that the one

strictly adheres to the course of treatment. Failing to dutifully observe the

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

the failure of treatment, which may make it harder to treat the infection and

result in a longer absence.

3.8.2.L. An absence from work due to medical reasons of over six [6]

months may result in the termination of one's employment as

provided for by the Labor Code of the Philippines under Art. 284 -
Disease as Ground for Termination.

3.8.3. Employees are required to undergo an annual compulsory chest X-ray

through the Annual Physical Examination. lf for any reason an employee
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 lnfirmary/Health
Services.

3.9.The Company shall ensure that any l'B occurrence in the workplace is traced and

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

3.10. An employee afflicted with TB, who has voluntarily undergone the

treatment and rehabilitation program (DOTS) prescribed, and who is finally

declared to be in a non-communicable stage, rnay be allowed back to work

subject to being given a medical clearance by a Company desrgnated physician.

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

contact tracing) who ref use to cooperate and dutifully observe lawful



instructions (undergo a nredical check-up and/or rrealrneri.l. niay De subject to
disciplinary action proceedings for insulrordiration {tn* i:e,raiiy of which nray

range trp to the ternrination of one':) empioyrnent).

4. PROCEDURE

4.1.The respective l-lealth Services oi tn. Company (ancl/or the contracted Healrh
Services Provider) shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and technrcql assistance in the
rmplementation of the Workplace TB Control and Managenrent Program.

4.2.4n employee who undergoes the Annual Physicai [xamrnation with the requisite
chest x-ray will have his/her medical record forwarded to company clinic/HRD.
Employees who fail to undergo the requisrte annual chest x-ray shall be directed
lo secure one at an accrediled clinic or by his/her preierred lnfirnrary/Health
Services.

4.2.1. Those with medical findings shall be required to undergo further nreclical

check-up. All medical records in connection with this second/ further check-
up shall be submitted to r:ornpany clinic/llRD and hrs/her respecl.ive

ln firmary/Health Services.

4.2.2. The employee shall then coordinaie with company clinrc/HRD and his/her
respective lnfirmary/l-leaith Services fr:r lhe f rext steps.

4.3.An employee who is suspected to be afflicied with TB. whether as a direct suspect
or by contact tracing, shail cooperate fully with his/her respective
lnfirmary/Health Services (andlor the contracted Health Services provrder). lf
the employee tests pr:sitive for IB, the enrployee shall undergo the DOTS
program to its complet ion.

4.4.1f the employee needs to undergo a leave of absence to recuperate, he/she will
be allowed to use the appropriate leave before he/she may reguest to be
permitted to go on a Leave of Absence without Pay (LOA).

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

leave.

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

An employee may be allowed to go on a medical leave of abserrce (without pay)

for a maximunr period of six (6) nronths. Ihe corrcerrred enrployee shall subrnit
an application for a leave of absence liefore going on leave. Said leave

application shall be subject to approval at rhe sole discretion of the Company
Management.

iPta*2

4.5

4.5.1. The same procedures Lrnder 4.2.1 lo 4.2.2 shall oe observed.



,1.6 t\fier treatment, wrih a nraxintum penod o{ srx (6) ino:-r!hs on ieave (without pay),

an employee found to be cured or ir'r a non-cornrlilrrrjc;i.rle stage o{ TB nray be

ailowed back tr: work, provided that the employi:e's near'rh shall contrnrre to be

rnonitored during the annual physical exar"nin:rtiorr with tlre requisite chc':;t x'rily
or as may.be deemed o€c€ssc1r! by the tinit Heilltn Services (lniirmary) or
contracted Health Srrrvrces provider.

4.7.Tne employee returning to work shall be reqr-rrred by lhe Managernent to secure
a medical ciearance lrorri a medicai doctor chr:seri by ihe Cornoany before treing

allor,ved to return to work.

,X.8 The FIRD wrlt inrtiate cliscipirnary proceerdrngs agairrst arry empioyee forrnd to have

discontrnued trealryrfint rn defrance ol rnedical advice, or rrrho refuses 1o undergo
the full trealment courso prescribed. Likewr:;e, employees who are orderred to
undergo a check-up due tr: contact tracing trul refuse to do sr: will also fat.e

disoplinary actiorr proceedings. ln both r:ases, the nr.rxirnurr sanction applicabie
for insubordination wrli be the terrniriation of one,'s employnrent, if it rs deemnd
warranted.

5. IMPLEMENTATION AND MONITORING

5.1 The Safety and Health Corrrmittee or rts counterparl. shall periodically monitr:r ancl

evaluate the implementation of thrs Policy and Progranr.

6. EFFECTIVITY

6.1. Ihis Policy shall l.ake place effective rnrnreciiately and shali be made knr::wn to
every employee.

,..'].:
11 -.,: .', a,.,, i rrl

, (, !.u.i t
Prepareci uy: to He*r\p'H-irrii!rec;o

S'iP,loy

elu\'''

Revrewed by:

Approved by: Yisroel Y. Gissinper
CEO

Alfriedo P irnarillo lr.
Direhtor of\,' pqratiorrs
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1. OBJECTIVE

1.1.lploy lnc. is committed to conform to the established standards assurance of
customer satisfaction, protection of our envirorrment and health and safety in
the workplaces.

L.2.The company promotes and ensures a healthy environment through its various
health programs to safeguard its employees. And as part of the company's
compliance to DOLE Department Advisory No. 05, Serles of 20L0 (Guidelines for
the lmplementation of a Workplace Policy and Program on Hepatitis B), this
Program has been developed. I'his program is aimed to address the stigma
attached to hepatitis B and to ensure that the employees' right against
discrimination and confidentiality is maintained.

1".3.This guideline is formulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B. This wlll inform the
employees of their role as well as the company in dealing with Hepatrtis B. A
healthy environment encompasses a good working relationship and great output
for continuous business growth.

2. COVERAGE

2.1.This Program shall apply to ali emplovees regardless of their employment status.

3. POLICY STATEMENT

3. 1. lmplementing Structure

3.1.1. lploy lnc. Hepatitis B workplace policy and program shall be rnanaged by

its health and safety committee. Each divisir:n or department of the
Company shall be duly represented.

3.2. Guidelines

3.2.1. Education

3.2.1.1. Hepatitis B shall be conducted through distrrbution and postrng of
IEC materials and counselling and/ or lectures; and

tr,Plpv

February 22,2078
ALL EMPLOYEES CONCERN ED

Human Resources

Operations Manager
WORKPLACE POLICY AND PROGRAM ON HEPATITIS B
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BiPtoy
3.2.1..2. Hepatitis B education shall be spearheaded by lploy lnc. Medrcai

Clinic in close coordination with the health and safety commrttee.

3 ?-.). Preventive Sirategres

3,2.2.1. AII L.n'rployees are errcouragerl to be irrrntrrrized again:,1 llepatitrr,
B after set;uring (-learance from tireir p)hy',,r'',tn

3.2.2.2. Workplace sanitation and proper waste management and disposal

shall be monitored by the heaith and salety committee on a regular'

basis.

3.2.2.3. Personal protective equipnrent shall be made avaiiable at all timtrs
for ail employees; and

2,2.4. Employees wiil be given trainirrg and information on adherence to
standards or universal precautions in the workplace.

4, SOCIAL POLICY

4.1.1.1. Non-discriminatoryPolicyand Practir:es

4,1.1.1.1. There shall be no discrimination of any forrn agairr:;l

enrployees on the basrs of their Hepatitis B status consistent vrith
the international agreernents on norr-discrirrrination raiif,scl by

lhe Philippines (lLO Cl11). Inrployees shall rrot be di:;r.riminatetl
against, f rorn pre to post enrployment, inclrrdrnB hirin51,

promotion, or assrgnn'rent because oi their hepalitis B status.

4.1.L.L2. Workplace rn.lragement of sick er:rpli,-ryees shall rroi dif1er.

from that ol any ol.her illness. Persons ruith t'iepatitis [J relaieLJ

rllnesses may work for as long as they are medically fit to work.

4.1,.1,.2. Confidentiality

4.I.1.2.1,. Job applicants and enrployees shall not i:e conipeiled ri;
disciose their Hepatrtis B st0tus and other relaled rrredir al

information. Co-ernployees sirall not be obliged to reveal any
personal information about their fellow enrplclyees. Ac.ces: to
personal data relatrng to enrployee's liepatitis B statL:s shall b{?

bourrd by the rules on confrdentjality;lnd shall Lre strictiy lirniterJ

to medicai personnel or if legaliy r-equired.

4.1.1.3. Work-Acconrnrodation andAr"rangernent

4.1.1.3.1. The company snal, taKe nreasures to reasonabiy

accommodate emplr:yees who are Hepatitis B posilrve or wili:
Hefr.ltitis B - reiated illnesses.
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4.1.L.4.1,

4.L.1,.3.2. Through agreements made between management and
employees' representative, measures to support employees with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for

- return to work,

4.1.1,.4. Screening, Diagnosis, Treatment and Referral to Health Care
Services

triPw

t

The company shall establish a referral system and provide
access to diagnostic and treatment services for its employees for
appropriate medical evalr:ation/ monitoring and management.

4.1..r.4.2. Adherence to the guideiines 1'or healtlrcare provrders orl
Hepatitis B positive employees is highlythe evaluation o[

encouraged.

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

4.1.1.5. Compensation

4,1.1.5.7. The company shali provide access to Social Ser:urity
System and Employees Compensation benefiis under PD 62rr to
an employee contrar-ted witir llepatitis B infection in the
perfr:rmance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

5.1.1.1. Employer'sResporrsibilities

5.1.1.1.1. Management, together with employees' organizations,
company focal personnel for hunran resource:;, and safety and
health personnel shall develop, implement, rnonitor and evaluate
the workplace policy and program on Hepatitrs B.

5.1.1.1.2. The Health and Safety Commrttee shall ensure that their
is adequately funded and madecompany policy and program

known to all employees.

51.1.1.3. The Human Resources Department shall ensure that their'
pollcy and program adhere to existing legislations and guidelines,
including provisions on leaves, benefits and insurance.

5.7.1,.1.4. Management shall provide information, education and
training on Hepatitis B for its workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; if not available within the establishment, then
provide access to information.
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5,1.L.1.5. The company shall ensure non-discriminatory practices in
the workplace.

5.1.1J.6. The management together with tlre conrpany focal
personnel for human resources and safety and health shall
provide appropriate personal protective equipment to orevent
Hepatitis B exposure, especially for employees exposed to
potentially contaminated blood or body fluid.

5.1.1,.L.7. The Health and Safety Committee, together with the
employees' organizations shall jointly review the policy and
program for effectiveness and continue to improve these by
networking with government and organizations prornoting
Hepatitis B prevention.

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

5.1..1.1.9. The human resources shall ensure that access to medical
records is limited to authorized personnel.

5.1.1.2. EmployeesResponsibilities

5.1,7.2.L- The employees' organization is required to undertake an
active role in educating and training their members on Hepatitis
B prevention and control. The IEC program must also aim at
promoting and practicing a healthy lifestyle with emphasis on
avoiding high risk behavior and other risk factors that

expose employees to increased risk of Hepatitis B

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

5.7.1,.2.2. Ernployeesshall practicenon-discriminatoryactsagainst
co-employees on the ground of Hepatitis B status.

5.1,.1,.2.3. Employees and their organizations shall not have access to
personnel data relating to an employee's Hepatitis B status. The
rules of confidentiality shall apply in carrying out union and
organization functions.

5.1.1.2.4. Employees shall comply with the universal precaution anri
the preventive measures.

5.1-.1.2.5. Employees with Hepatitis B may inform the health care
provider or the company physician on their l-lepatitis B status,
that is, if their work activities may increase the risk of Hepatitis B

infection and transmission or put the Hepatrtis B positive at risk
for aggravation.



iPloy lncorporated
llth Floor MSY Tower
Pescadores Road Cebu Eusiness Park,

Cebu City 6000

6. IMPLEMENTATION AND MONITORING

k?inw

L c-r

be

its
6.1.Within the establishment, the implementation of the policy and program shall

monitored and evaluated periodically. The safety and health committee or

counterpart shall be tasked for this purpose.

7, EFFECTIVITY

7.1.This Policy shall take place effective immediately and shali be rnacle known

every employee.

Pre pa recJ or', o r,ri!,!ik\rh", u.,o
Hunian Resources

Reviewed by:

Approved by: Yisroel Y. Gissingeg

CEO

Direc

\
o P. Ca,ihorillo lr'.

llloof 
tl''""
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: January 1,201,8

: ALL EMPLOYEES CONCERNED

: Human Resources

: Operations Manager
: DRUG.FREE WORKPLACE POLICY AND PROGRAM

1. OBJECTIVT:

1.2.

1.1 ln complrance with Article'V of Republic Act No. 9.165, otherwise known as

the Comprehensive Dangerous Drugs Act of 2.002, and its lrnplementing Rules

and Regulations and DOLI Departnrent Order No. 53-03, series of 2003
(Guidelines for the lntpiernentation of a Drug,-Free Workplace Policies and

Programs for the Private Sector), lploy lnc. hereby adopts tlre following
policies and programs to achieve a drug-free workplace;

Company policy is to maintain a workplace free of illegal drugs. To ensure

that the objectives of the company's corporate polir-y are rnet, the company

is implementing this drug free program. The progranr will have the followitrg
elements:

2. COVERAGE

2.1. lhis Prograrl shall apply to all ernployc:t:, regardiess o{ their entployment
stat u s.

3. POLICY STATEMENT

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

3.2. Being impaired or under the influence of dangerous drugs away from the
company. if such impairment or influence adversely affects the employee's

work performance, the safety of the employee or of others, or puts at risk

the company's reputation.

Possession, use, solicitation fr:r, or sale of darrgerous drugs away from the
company premises, if such actrvity or involvement adversely affects the:

employee's work performance, the safety of the ernployee or of others, or
puts at risk the company's reputation.

1-he presence of any detectable arrror:nt of dangerous drugs in tlre
employee's system while at work, while on the premises of the company. or

while on company business. "Dangerous Drugs" include those listed rn the
Schedules annexed to the 1961" Single Convention on Narcotic Drugs, as

amended by the 1972 Protocol, and in the Schedules annexed to the 1971

3.3

3.4
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Single Convention on Psychotropic.

attached annex of R.A. 9165.

4. MANDATORY DRUG TEST

gfPJ,pv

substances as enunterated in the

4.1. To ensure that only those qualified shall be screened attd recruited to prevent

the detrimental effects (e.g. lower productivity; poor decision moking;

increased accidents; more compensotion cloims; dnd reduced teom effort)

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

mandatory drug test shall be required for pre-entployment.

4.2. lploy lnc. designates company accredited or affiliated center, a duly

accredited 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 of the following

circumstances:

4.3.1. RANDOM TESTING: Officer/employees may be selected at random for

drug testing at any interval determined Lry the Company.

4.3.2. FOR-CAUSE TESTING: The company may ask an officer/ernployee to

submit to a drug test at any time it feels that the employee may be under

the influence of drugs, including, but not limited to, the following

cirCumstances: evidence of drugs on or about the ernployee's person or

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

suggests impairment or influence of drugs, negative performance

patterns, or excessive and unexplained absenteeism or tardiness.

4.3.3. POST-ACCIDEN"I- TESTING: Any officer/employee involved in a "Near-

Miss" incident 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 inctdent 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

occurrence that may or may not result in personal injury, property

damage, work stoppage or interference or any combination thereof of

which arises out of and in the course of employment.

4.3.4. All drug tests shall employ, among others, two (2)testing methods, the

screening test which will determine the positive result as well as the type

of the drug used and the confirmatory test which will confirm a positive

screening test. where the confirmatory test turns positive, the

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

to the concerned employee.

4.3.5. lploy lnc. shall inform the officer/employee who was subjected to a

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

4.3.6. All costs of drug testing shall be borne by lploy lnc.

5. TREATMENT, REHABILITATION, AND REFERRAL I

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

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

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

accredited facilities which an employee who was tested positive for drugs

may choose from.

5.2. Following rehabilitation, the company's Assessment Team, in consultation

with the head of the rehabilitation center, shall evaluate the status of the

drug dependent employee and recommend to the employer the resumption

of the employee's job if he/she poses no serious danger to his/her co-

employees and/or the workplace.

5.3. All costs for the treatment and rehabilitation of the drug dependent

employee shall be charged to his account. The period during which the

employee is under treatment or rehabilitation shall be considered as

authorized leaves.

5.4. Repeated drug use even after ample opportunity for treatment and

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

and is a ground for dismissal.

6. ADVOCACY, EDUCATION AND TRAINING

6.1. lploy lnc. undertakes to increase the awareness and education of its officers

and employees on the adverse effects of cJangerous drugs through

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

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

include the following topics:

6.2.1, Salient features of R.A. 9L65;

6.2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community;

o



iPIov lncorpor.ted
l lth ljloor MsY Tower
pescad()res Road Cebu Bt,sincas Patk,

Ceb! City 6000

6.2.3. Preventive rneasures against drug ahuse; and

ryinlpv

6.2.4. Steps to take when intervention is needed, as well as available services

for treatment and rehabilitation.

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

work and at home, lploy lnc. undertakes to conduct the following activities as

often as possible:

6.3.1. Lifestyle assessment programs on health nutrition, weight

management, stress management, alcohol abuse, smoking cessation, and

other indicators of risk diseases;

6.3.2. Health wellness screenings (e.g. blood pressure and heart rote,

cholesterol test, blood glucose, etc.);

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

6.3.4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

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

prevention and control of dangerous drugs., including drug testing, shall be

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

written acknowledgement from the employees that the policy has been read

and understood by them.

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

tests or to the identification of drug users in the workplace; exceptions may

be made only where required by law, in case of overriding public health and

safety concerns; or where such exceptions have been authorized in writing by

the person concerned.

7.3. All officers and employees shall enjoy the right to due process, absence of

which will render thb referral procedure ineffective.

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1.. Any officer or employee who uses, possesses, distributes, sells or attempts to

sell, tolerates, or transfers dangerous drugs or otherwise commits other

unlawful acts as defined under Article ll of RA 9L65 and its lmplementing

Rules and Regulations shall be subject to the pertinent provisions of the said

Act.

8.2. Any officer or employee found positive for use of dangerous drugs shall h:e

dealt with administratively in accordance with the provisions of Article 282 of

Book Vl of the Labor Code and under RA 9'165.
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g.1.1". The implementation of these policies and progranrs shall be monitored

and evaluated periodically by managemerrt to erlsure a drug-free

workplace. For this purpose, an Assessnrent Team shall be constituted in

accordance wrth D.O. -53-03,

10. EFFECTIVITY

10.i. This Policy shall take place effective irnmediately and shall be made

known to every employee.

11. ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

rPloy,ncorporated

l.1th Floor MSY Tower

Pescadore5 Road Cebu Business Park,

Cebu city 6000

9. IMPLEMENTATION AND MONITORING

Reviewed by:

Approved by: Yisroel Y. G isgl1gg_t

CEO

WiP-tpv

C-andafto gl&l.tb

arillo Jr.

Preparedo, uuq&Mh*"
Hr"ffi Resources

Alfrddo P. C

Direc\or of 0 erbtions
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Drug-Free Workplace Program Acknowledgement

I hereby acknowledge that I have received and read lploy lnc. Drug-Free Workplace Policy

and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or local drug 'and alcohol treatment
programs. I have had an opportunity to have all aspects of this material fully explained. I

also understand that I must abide by the Program as a condition of initial arrd/or
continued employment, and any violation may result in disciplinary action up to and
including termination.

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

1) I refuse to consent to testing.
2l I refuse to execute all forms of consent and release of liability that are usually and

reasonably associated with such examinations.
3) I refuse to authorize release of the test results to the company.
4) The tests establish a violation of [CompanyJ's Drug-Free Workplace Policy.

5) I otherwise violate the policy.

I also recognize that the Drug-Free Workplace Policy and related documents are not
intended to constitute a contract between lploy lnc. and me.

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

DAIE

WITNESS DATE
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January 1,2078
ALL EMPLOYEES CONCERNED

Human Resources

Operations Manager
WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

T. OBJECTIVE

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

2, COVERAGE

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

3. POLICY STATEMENT

3.1". lploy lnc. believes that employees should be afforded the opportunity to work
in an environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines the employment relationslrip. No employee,
either male or female, slrould be subjected verbally or physically to
unsolicited and unwelcome sexual overtures or conduct.

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

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

3.4. DEFINITION OF SEXUAL HARASSMENT

lploy lnc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Sectiorr 3 of R.A. 7877. tt. provides that sexual
harassment in workplace is committed by an employer, errrployee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work environment, demands,

wiP.w
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wiP,w
requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement for subrnission is accepted by

the object of said Act.

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

committed when:

3.4.1.. The sexual favor is made as a condition in the hiring or in the
employment, re-employment, or continued 'employment of said

individual, or in granting said individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual

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

any way would discriminate, deprive or diminish employment
opportunities or otherwise adversely affect said employee;

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

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

3.5. WHERE SEXUAL HARASSMENT IS COMMITED

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

3.5.1, ln or outside the office building or training site;
3.5.2. at office or training-related social functions;
3.5.3. in the course of work assignments outside the office;
3.5.4. at work-related conferences, studies or training sessions; or
3.5.5. during work related travel,

3.6. FORMS OF SEXUAL HARASSMENT

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

3.6.1. Overt sexual advances;

3.6.2. Unwelcome or improper gestures of affection;
3.6.3. Request or demand for sexual favors including but not limited to going

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

3.6.4. Any other act or conduct of a sexual nature or for purposes of sexual

gratification which is generally annoying, disgusting or offensive to the
victim.
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3.7. WHAT IS NOT SEXUAL HARASSMENT

k?ifitev

Sexual harassnrent does not refer to occasional compliments of a socially

acceptable nature. lt refers to behavior that is not welcome, that is

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

with work effectiveness.

3.8, EMPLOYER'S RESPONSIBILITY

lploy lnc. undertakes to provide its officers and entployees a work

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

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

the course of their employment in lploy lnc. Sexual harassment is specifically

prohibited as unlawful and as a violation of company policy. The company is

responsible for preventing sexual harassment in the workplace, for taking

immediate corrective action to stop sexual harassment in the workplace and

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

4. PROCEDURE

4.1. COMPLAINT PROCEDURE

4.1.1.. Any officer or employee, who experiences or witnesses any act of

sexual harassment in the workplace, shall repclrt the same immediately

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

acts of sexual harassment to any other member of lploy lnc.

management or ownership. All allegations of sexual harassment will be

quickly investigated. To the extent possible, the identity of the officer or

employee shall remain confidential and that of any witnesses and the

alleged harasser will be protected against unnecessary disclosure. When

the investigation is completed, all parties will be inforrned of the

outcome of the investigation.

4.1,.2. A Committee on Decorum and lnvestigation shall be constituted and

shall be composed of the management and the employees'

representative to receive complaints, investigate and hear sexual

harassment cases. 
-fhe Committee shall develop its own rules in the

settlement and disposition of sexual harassment cases. The Committee

shall also develop and implement programs to increase understanding

and awareness about sexual harassment.

4,2. RETALIATION

4.2.1. lploy lnc. will permit no employment-based retaliation against anyorle

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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4.3. WRTTEN POLICY

giPJ-pv

4.3.1,. All officers and employees of lploy lnc. shall receive a copy of the
company's sexual harassment policy upon assumption of their respective

of{ices. lf at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum. lf
lploy lnc. should amend or modify its sexual harassment policy, all

officers and employees will receive an individual copy of the amended or
modified policy. '

5. CONFIDENTIALIry

5.1. At the commencement of the investigation procedure at the Committee,

starting from the filing of a written complaint, or the manifestation of an

objection to an act or behavior, all matters discussed, documents reviewed,

letters and correspondences read, and, testimonies heard, will be kept under

the strictest confidence. lt is the intention of lploy lnc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved for all the parties concerned

by keeping all information gathered through the investigation process

confidential at all times, even after the conclusion of the investigation proper.

6. EFFECI-IVIW

6.1. This Policy shalltake place effective inrmediately and shall be made known to
every employee.

\;,, Cqtd c,ra

Reviewed by: 4fredojh. G.amaritlo lr.

:j."/ bt Operations

Approved by:Yisroel Y. Gissinger
CEO

olul".Hurhari Resources
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Iploy Inc.

COMPOSITION OF COMMTTTEE 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. Blesila Vestil CSR - Phone
Junamel Brigoli CSR - Phone

Submitted by:

Yisroel Y. Gissinger
CEO
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DATE

To

FROM

THRU

SUBJECT

April 3, 2018
ALL EMPLOYEES

HUMAN RESO(JRCES DEPARIM FI!T

OPERAI'IONS MANAGE M ENl

MEMO: RESTROOM GUIDELINES

Pfeiys'it

lploy lnc. provides unisex restrooms available so that employees can use them when they need
to do so. One is located irrside the operation floor and second is in the hallway outside the
operation floor. However, those who are uncomfortable, has issue with the unisex restroom,
we have a separate single, private restroom available for use.

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

Furthermore, it is essential that all employees should comply and observe the restroorn
etiquette:

a

a

a

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

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

floor

Flush the toilet after use and wipe of{ the toilet seat for the next user

Paper towels go in the trash can. not on the floor or in the toilet bowl

Wash your hands to prevent the spread of colds arrd the flu

Please use water and paper towels conservatively

For your irrformation and guidance.

a

a

a

a

slee /"r
Noteci by:

har:llp-J-r,

lo Ha

pf rations

{f,tu.in
Humah Resources
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Fcbruary 27, ?0lfl

To

rROM

THnl..l

SIINJI:CT

9flev

I ALL IMPLOYIIS

: HUMAN RrsoURCtS DIPARTMENT

: OPIRATIONS MANAGER

: OFFICI SECURITY, LoG IN AND LoG oUT PRoCEDURE

Ihe lollowins ls t;iua.

::.t11!y::, ::, 
.llri.: atrcndancc and punctuatiry

To cnsure ef fcctivo impremcntation and monitoring of office security

1' [nrployecs are requircd to log in and log out using the biometric and the RF lD, evenif the door is open
2' [rnployeas are allowed to be inside the office and to Log in thirty (30) minutes beforetheir scheduled time
3' BaBs and/or personal items should be left in the locker before longing in/going insidethe production area
4. Once an employee logged in and inside

outside untiltheir 1't break
5' En'rployees are only allowed to stay in the office for thirty (30) minutes after their shift,

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

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

employee
9. No employees are ailowed to stay in the waiting area for appricant.
10' Employees who left/lost their lDs will get temporary tD from HR and will be dealt with

according to our code of conduct and discipline.
11. submit self to magnetic wand scanning with the security personner
12' only water in a clear container is allowed in the operation area and recreation room

For guidance and strict compliance.

the production area, they can no longer go

," -drtJ,J}".,"
H;WR.r*,**

Noted by:

rillo Jr.

erations
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DATE :

TO:
FROM :

SUBJECT :

November 17,202t
ALL EMPLOYEES

HUMAN RESOURCES

LOCKER POLICY

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

the locker room.

Please see list of rules provided below for your reference.

RULES

. ONE LOCKER ONLY per employee. NO sharing of lockers.
o NO storing of perishable foods/leftovers inside the locker.

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

o NO transferring of lockers. Transferring of lockers is subject to approval.
o Checking/audit will be done from time to time and once unassigned lockers are being used, they

will be forced open, and the company will not be liable for padlock replacement nor

reimbursement.
. Any sort of action that may result in damage to property is strictly prohibited. This includes but is

not limited to graffiti/vandalism, posting of stickers, damage to facility property such as the forced

opening of lockers without the management/HRs' knowledge or consent, etc,

o The company will not be liable for the loss or damage to any personal belongings left unattended

and that includes, sharing of lockers, lockers without padlocks, placed on top of the Iockers, etc.

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

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

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

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

This Memorandum shall take effect on November 22,202!.

Failure to comply will be dealt accordingly.

t.r -)
9arlod Gotione

General Manager

illo
perations

I have read, understood, and agreed to comply with the
governing the

rules and conditions

eavb ev,r el+e fut

Prepared by:

'e Relations Special ist

Alf rel

Director'

Ytt Employee Over Printed Name/Date
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DATE

To

FROM

THRU

SUBJECT

April 3, 2018
ALL EMPLOYEES

H UMAN RESOURCES DIPARTMENI"

bprnRr rorrrs MANAGER

MEMO: CAI-L lN FOR OUT OF OFFICE

ln order to properly monitor out of office employees, a new pro6ess to call rn/reprort absence wiil
be implemented effective Monday, April 9, 2018.

Guidelines:

1. ln cases of late and/or absences, employee s;hould report to Hurnan Resoi.rrces thrcrugir
SMS or Callvia HR hotline: 091./-7Og-7014

2-. Notification should contain the following inforrration:
a. Complete (real) Narne

b. Department
c. Team L.eader

d. Call in fcr: (Whole day Absent, Half-day Absent, Late)
e. Reasorr

3. HR will be the one to send notification to Operatiorrs i'rlarragernent
4. No call in should be communicated through Team leads or any otlrer enrployee. lt sirould

be done by the employee or his/her relatives
5. Notificatiori should be at Ieast two (2) hours before tlre ernployee's strift
6. lf an emplcryee is advised to rest/confined in the liospital, nurnber of resl. days as advrseci

by the physicran should be indicated. Otherwise. ernployee mrrst send notrfication d;:ily
7. Failure to notify will be tagged as No Call, No Show and/or unscheduled absen,.e and r,,yill

be dealt with according to our Cocie of Conduct and Discrpline.

For your guidance and strict compliance.

\flt,-

Noted by:

olzgh,e
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February 18, 2020

TO : ALL EMPLOYEES

FROM : OPERATIONS MANAGEMENT

SUBJECT : ATTENDANCE BONUS 2020

As r.ve encl the year 2019, iPloV ru<luld like to set clear key procecl-il'es ancl policies. This rtre'tr-torallcltllll serves as

reminder to be follotrred:

PAYROLL

L. lmmaculate Attendance Bonus is for employees vrith perfect attendonce. Employee shoulci I'JOT conlmit any

schedule deviations like tardiness, unscheduled absences, unclertinre and overbreak. Failure to punclr in - ourt for

breaks will also disqualify the employee. No v,raivers will be given.

2. Tardiness, Undertime and Over breaks will be deducted frorn the employee's pay.

3. Employees who tenclered their resign,rtion hefore the release of the Sign On Bonus (First Half or Secotrd Half) will

NO longer be eligible to receive it,

4. Employees qualified for the Sign On Bonus (First Half or Second H;:lf) will receirre it on the 30"'of the sr-lcceeding

month front eligibility.

5. Eligibility for the annual merit increase is based on overall perforrnance and managetnent discrtltion. Pay out is

at management's discretion,

MEDICAT CERTIFICATE

1. When rnust the medical certificate be rjatccl?

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

o I clays absence - the medical certificate mrlst be dated on tlre initial day of absence or the next day. lf the

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

latest. lt cannot be dated on the Saturday ttrat immediately follows or that Monday that the agent is to report bacl<

to work.

o f, days of absence or longer - the medical ceriificate nrust be ciated on the initial day of absence or tlre next
day. lt cannot be dated on the dav that the agent reports back to work with the advice to rest ilntedatecl frorn the

initial date of absence. ,Also, the advice to rest is inclusive of rest clays.

o Ex: lf the agent is absent on a Friday arrd the rrredical certificote states advised to rest for 3 days,

that is inclusive of the day of absence that the agent took to rest plus Saturclay and Sunday - the agent must be back

to work on Monday.
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o

o

hospitalized.

ALFREDO CAMARILLO JR.

Director of Operations

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

Approved By:

rAY slssugQ$
Chief Executive Officer

tir

lf thedoctorprescribesrest,themedical certificatemustincludetlrenumberof clavsof rr'st. llte
advice to rest cannot be antedated.

VACATION LEAVES

1. The company reserves the right to approve and disapprove all vacatirrn 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 50 days from the requestecl VL date will be given prioriiy in the approval of
leaves. This is a way of rewarding ernployees with perfect attendance.

4. The company and client have the right to disapprove leave requests and cancel approvecl leaves for those
employees who committed r.rnscheduled abserrces on the prior month and on the current nronth of the recluested
time off including poor attendance records, behavioral and productivity issues.

Noted By:

SinceSdy y, ur5,

ABflARDO, DAEATEA
06dratio

MARISH

HR Sr,rpent
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Date
TO
From
Subject

November L7,2OZl
ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT
RE: SICK LEAVE POLICY

t
w iPw

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 (0977-709-7074) andlor send an email to
hr@iploy.com at least two (2) hours before the employee's shift (following call-in procedure) and/or
within 24 hours from the first day of absence.

2. Employee may use sick leave for absence due to the following reason:
o Employee's illness or injury.
o Bereavement leave/s
. Emergency leave/s
o Power Outage/lnternet Outage (for temporary Work from Home set-up)

3. Employee must file the incurred sick leave in HRweb within 48 hours. Failure to file the sick leave

on the given hours will be forfeited.
Note: No more Manual filing of Sick Leave except if the employee was hospitalized and/or
quarantine due to COVID-19,

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

a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the employee is again

physically able to perform his or her duties. (Medical Certificate with Fit to
Work)

Blacklisted Clinic/Physician Memo)

Bereavement leave (Please refer to the Bereavement Leave Policy)

Emergency leave

having emergency leave on the said date.

Power Outage

MECO)

o lnternet Outage

official outage announcement from the internet/telco provider

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

o The employee failed to inform the immediate superior or HRD about his/her absence due to
illness unless fully justified.
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o lf sickness claimed is fictitious or non-existent.

5. 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 Memorandum shall take effect on November 22,2027.

Please be guided accordingly.

Created

Noted by:

t_i
WrPtoy

o

lt ++
Angelo Manal

Operations Manager
carlos''dot/rone

'General Manager

-I[N-

Atfredo Ca

Diredtor, O
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Date

To

FROM

THRU

5U B.JECT

o

November 12,2019
ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT

OPERATIONS MANAGER

SSS SICKNESS CLAIMS - 5 CALENDAR DAYS

For those employees'who wants to file for sickness claims must submit the duly accomplished 5SS

notification form attached with originaland complete medicaldocuments. lt should be submified within

5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit

tl-reir form in AccountinE office,

A member is qualified to avail of this benefit if :

He is unable to work due to sickness or injury and confined either in a hospital or at home for at

least four (a) days;
He has paid at least three (3) months of contributions withitt the 12-month period irnntediately

before the semester c'f sickness or injunr;

He has used up all current company sick leave with pay; and

He has notified the employer or the SSS, if unemployed, voluntary or self-employed mernber

regarding his sickness or injury.

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

claims.

For your guidance.

lf there are anVquestions or clarifications, please feel free to approach the Human Resource Department.

Sincerely,

Marishka I

Human Re

1.

2.

3.

4.

sl'Lslzv

tl
,i'i

Noted by:
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DATE :

TO:
FROM :

SUBJECT:

tliPloy
February 20,2023
ALL EMPLOYEES

HUMAN RESOURCES

UPDATED BTACKLISTED 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 medicalcertificate/documents issued by them will not be accepted. ln the

event that the employee submits any of the med certs under these clinics/Physicians will be tagged

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

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

cLrN rcs/PHYSTcTANS:

t. Rajah Tupas Medical Services

2. Bimbo H. Tequillo MD Clinic

3, Lolita E, Abella-Libres, DMD

4. Dr. Omar Arceo, MD

5, Sia Clinic

6. Health Doc Diagnostics

7. Gaudioso Montecillo Jr., MD

8. Now Serving

9. Dr. Guian DarnellSumalinog

10. Tambut Medical Clinic

11. Clinics/Physicians without complete contact details such as but not limited to the following:

!1.7 Docto/s name

71.2 Doctor/s license number

11.3 Clinic/Doctor Phone number
!1.4 Date of Actual visit

11,5 Diagnosis

tL.6 Recommendation

11.7 Fit to work date

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

1. Must be issued on the day of the absence or the day after.
2. All instructions in the recommendation must be strictly followed. Proof will be required such

as but not limited to proof of purchase for medicines prescribed by the Physician, laboratory

results, and the like.

3. Note that all medical certificates including fit to work will be validated by HR/Clinic. NO Fit-

to-Work Certificate will be denied entry inside the production floor.

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

the attending Physician.

5. The soft copy (sent outthrough 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 wlll not be

accepted as valid medical certificate:
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t. Phone numbers shown in the medical certificate are incorrect and can't be validated/contacted.

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

H R/Company N urse/Compa ny Doctor.

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

4. Caters primarily on cosmetic procedures and consultations.

Lastly, since hospitals and clinics are 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 7, 202g.

Should you have questions or clarification regarding this, please do not hesitate to send us an email

at er@iplov.com.

For strict compliance.

ffiavD e lesl?,o
Prepared by:

*,ffi;,
Em)%yee Relations Supervisor

l,t-tl"l-+-
Nifi6 Angelo Manal

Operations Manager

Noted by:

HR Manager

Alfr raiillo Jr.

perafions
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Date

To

FROM

SUBJECT

November 30,?.022
ALL Employees

Human Resources Department
VACATION AND SICK LEAVE CONVERSION

a ,,iji,, '),i

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2OZ2

payout. ln this connection, all remaining 5L credits are to be converted thus, SL application is no longer
allowed until the end of the year.

As for the Vacation Leave (VL) conversion, all unused VL credits will be released on the 30th of December
ZO?2. All employees can plot a VL request until December 8,2O22 ONLY. The actual VL dates will cover
:nly until April 3O 2023. l(indly take note of the reminders below in reference to filing of VL:

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

rrriil not be reimbursed and wlll be voided.
r Hc :.esdreduling of VL once approved.
. W 6ate snould not fall on a local holiday otherwise forfeited.

Note: Approral o? vl- requests will be on or before December 14,2A22.

Furthermore, if dre en-.p,o,,- resigns or gets separated froffi the company either voluntary or involuntary,
all available VL credits wiij ce :o+eited and will not be part of their last pay lf:

o Employee filed an irnn'redi3te resignation and,/or failed to provide a 30-day notice.
o Employee went on Abserfi Mthout Official Leave (AWOL)
o Employee incur any leave, absences, and/or any forrn of terminal leave wlthin the 30-day notice

period with the exception tiat the ernployee provided a valid documentation such as but not
limlted to hospitalization due to sickness, accidenG, or contagious diseases.

c Employee incurred more than four (41 hours of accumulated and/or total late/undertime within
the 30-day notice.

c Employee will have issues with performance induding but not limited to qualitv, productivity, &
client escalation within the duration of the 3Gday notice.

o lncurred any behavioral inftaction such as but not lirnited to Sleeping, Browsing Unrelated
Websites and etc.

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

5igned:

*ud#n4Aiifru,",
HR Manager

Noted by:

ArkfnfrfManar
Operations Manager

Approued by:

,w@
cEo

urnat##"n*
Accounting Manager

::
Aftefio CarharilloJr.
ffif[flpu,Jon'

qlwl?A

-l
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Bohol Avenue, Cebu Business Park

Cebu City 6000

DATE

To

FROM

TH RU

SU BJ ECT

Wirw
April 26, 2018
ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT

OPERATIONS MANAGEMENT

Maxicare Guidelines after Separation from the Company

:-::SE BE INFORMEDTHATTHIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

:=:.'.-.=:'egular employees can still avail their Maxicare insurance provided they are within the
:= - - -.-.a'.

Tl^: -.: -- -- = -:-'3rce will be shouldered bythe separated employee and deducted from their last pay

in ihe a- : -'- -' r-: 861.33, this includes the Php 760.33 for medical services and Php 101.00 for dental
services --: :-: , , =: ,',' l shoulder the remaining amount of the quarter.

The quarters ar= is': : .,

1st Quarter-Decemoe- ..' -.'. =-: :=cruary

2nd Quarter-March, Api' a-: '.'=

3rd Quarter -June, July and A-g-s:
4th Quarter-September, Octobe: 3-:'. : .:--.:' and so on and so forth.

lf there are any questions or clarificatio:s . =::=':: "3e to as the Human Resources Department.

Note: Kindlvindicatevourcomplete name ar:c s:-..--= ',:,'rave received, read and understood
the memo.

Rega rds, Noted By:

flr
nfred{clrlnarJtlo Jr.

Director dT Operations

j' .:

ao"r.# odjrd
Operatrc:s \,1anager

tD# NAME :- -:{! SIG-]\ATURE

4tbo 1in 
-d,+ C,c-q',,dqrw AT

hn da,,t



iPloy lncorporat€d

llth Floor MsY ToY,/er

Pescadores Road Cebu Business Park,

Cebu City 600

December L7,z0tg

To

FROM

SUBJECT

ALL EMPLOYETs

OPERATIONS MANAGEMENT

CLEANSING PERIOO

iPloy Staffing Solutions believes in giving ernployeel enough room for irnprovement to straighten out
employment in regards to compliance to our compdrry's Code of Conduct. The aim of this approach is to help
motivate employees rectify passed offenses and start anew.

Cleansing Period pertains to the time when an employee who has been subjected to a Disciplinary Action {DA)
is expected to improve performance. Ample time is given to correct inrproper behavior and refrain fronr
cornmitting any other inf ractions.

The counting of the Cleansing Period will start based on the date when DA rvas decided upon. All documentations
for infractions will still be kept in the Employee's 201 f ile regardless what period of progression.

The Cleansing Period is effective January 1, 2020 covering DAs ti months and older.

UYlr
li 

1.r 1r r r.r',, r.'ii Lr..y :

JAY GISSINGER
(.li;6'i L lrrai riiivr, (.ri l!(.r-,r

ALF

!:1

rB.)J

pliE

I r,, .'

o

CLEANSING

PEBIOD {Months}
INFRACTION

qn
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