
giPIw
EI\IIPLOYEE PER,SONAI- DATA SHEET

Print legibly- Mark appropriate boxes D with "/' and use separate sheet if necessery.

2. SURNAME .,A.-,,M.rP-UoS,. rr rr 'r rr rr.'r n n n n n n rr n ,- n

FIRST NAME tJtK,-I-E.,L., 11 rr rr n n n.rr n.n ry n n n rr r- rl

MIDDLE NAME 3. NAME EXTENSION (e.9. Jr., Sr.)MTANO

4. DATE OF BIRTH (mm/d 3.7,. RESI DENTIAL ADDRESS
!

MT. vtrhJ, KA Lq,t ff,+N,

lkLlrtqbkN , oEtut cttl5, PLACE OF BIRTH CoRDoro4, LEbtl
D Male JFemale

7. CIVIL STATUS Single Dwidowed

DMarried DSeparated

DAnnulled Dothers, specifir/. 19. PERMANENTADDRESS

zr'P coDE

2O..TELEPHONE NO,

r. vlEW, klrubttt&N,

TALAM'AN , CEnu c,rt
8, CITIZENSHIP FILIPINO
9. HEIGHT(m)

1o. wEIGHT(ks)

11. BLOODTYPE

L2. GS|S tD NO.

13. PAG-IBIG ID NO. t'Ltb21Gl 51tl al.. E-MAIL ADDRESS (if anyl

22..CELLPHONE,rlO. (if a ny)

23. EMPLOYEE I.D NO.

oiriel*erngrs2 @g*^i\' c "
14. PHILHEALTH NO. tLo_, 30 2717 1,r
15. SSS NO. 0o ,lClyrrzg G

24. SPOUSE'S SURNAME

FIRST NAME

MIDDLE NAME

DATE OF BIRTH
(mm,zdd,/yyyy)

EMPLOYER/BUS. NAME

BUSINESS ADDRESS

(Continue on. rate s heet if necessi

26. FATHER'S SURNAME

FIRST NAME

MIDDLE NAME

KENrfbo{
l'/io NlwgE

27. MOTHERIS MAIDEN NAME

SURNAME

FIRST NAME

MIDDLE NAME

TA\'A? UJ o 2 / 2y ./ lcbt"

i4 r,+xl o
25. NAME OF CHILD

(Write full name and list all)

I. PERS()NAL IN F()RMATION

Schedule:

TemLead:

. ..ZIP CODE

TELEP H ON E,NO.



37 a. Have you ever been formattEfrarged?

b. Have you ever been guilty of any administrative offense?'

DvEI dr.ro
lfYES, give details

DvEs ' rJr.ro

lfYES, give details

38, Have you everbeen convi cted of anycri me orvi olati on of anyla,w,,
decree, ordina nce or regulation by a ny court or tri buna I ?

t

Dvrs , Jr.ro
lfYES, give details

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

Dves Jr.ro
lf YES, giye details

40. Have you ever
(except Barangay

been a candidate
election)?

tn a nati onal or Iocal electi,on' Dves , Jruo.i
lf YES, gi ve deta i ls

41. P ursuant to: (a) lndlgeno use Peo ple's Act (RA a37€; (b) M agna Carta fo r Disabled
Persons (RA7277)t and Solo Parents \NelfareAct 2OOO (RA 8972), please answerthe!
following items:

a. Are you a member of any indigenous group?

a

b. Are diffe rently a bl ed?

c. Are you a solo parent?

Dyrs Jrvo
lf YES, give please specify:_
Pves lr.ro
1f YES, give please specify:-
Dyes lr.ro
lf.YES, give please specify:

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

NAME ADD.R,ESS TEL NO.

Prince q Charl,l a Canlaqo esU.r Cl\q 09^ c 5414aO1
6i &V Ma'iq, Villonuen ot tlppsr flwihai Katunaran . ftbq ' Ci{-;, oqtb 2sg (tL7
-TaurtrYr Dao Jfa'rts J{.. ganilmil. (,.oh Cihn 0qs 531 27oc{,

43. EMPLOYMENT RECORD (Iatest
COMPANY NAME POSITION FRqM TO

\ I
l\l 't'

44. ldeclare underoaththatthis PersonalData Sheethas been.accomplished byme,and is a
true, correct and complete statement pursuant to the provisions of pertinent laws, rules and

regulations of the Republic ofthe Philippines.

lalsoauthorizetheagencyhead/authorizedrepresentativetoverify/vaiidate t

the contents stated herein. I trust that this informaticin shall remain confidqn'tial.

lD picture taken wlthin the last
6 mo nths 3.5 cm. X 4.5 cm

(passpo rt slze)

Co m puter generated o r xero x
copyof picture is not

acceptable

COMMUNIry TAX CERTI FICATE NO.

ISSUED AT

ISSUED oN (mmlddlyyyy)

N CASE OF EMERGENCY:

JU5rtN A TAILPUJPlease Contact:
Contact Number:
Re lation:

(:1tl Q1z t tl.oz

lnoTWf

ld.
O[a'fu"

SIGNATURF (sigr i," the box)

DATE ACCOMPLISHED

t

ri



iPloy Incorporated
11th Floor MSY Tower
Pescadores Road Cebu Business Park,
Cebu City 6000 WiPJpv

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

l, Alg-tEL l'A fn MPhS 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 foregoing disclosures, I

hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. I understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after I am employed.

I release lploy lnc., its employees, designated representatives, agents, officers and trustees from
any and all claims of Iiability or damage due to either the procurement or the true and accurate
disclosure of such records or information.

Applicant Name:

Present Address:

A tRtaL M. Tbr,lpu\

Mr.t/trN, kALLtb(HkN Tkt*tvt E* t t crbu cffY lrooo

Social Security Number: 0o(lr 91blq1a Date of Birth:
I

. d-'dr*t^n$,Srgnature: I U-"-_.1_
tlDate: 08 l29 123

C



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

Cebu City 6000
WrPlsv

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 bonuswill 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.

ARIN-

a

a

o

a

rl:0.M 'TAM?uJ f ox- tt-21
Signatu re Printed Name/Date



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

Policy Title
Revision No
Effective Date

: Dress Code Policy
:01
: June !3.2022

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

{r

Ata.t rL TAMPUJ o9-2Y-L3
Employee and Signature Date

orltsla
Date

ry[P.I_oy

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 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'io 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, loa n, thing or promise, discount or rebate

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

food are also considered as gifts.

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

any employee/s or company that is seeking to conduct or is currently conducting business with the

Company. Any gift with a substantial monetary value of more than Php200 should be returned to the

giver.

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

tagged under Level 2 offense and follow these progression:

a. 1't lnstance - Written Warning

b. 2nd lnstance- Final Written Warning

c. 3'd lnstance- Dismissal

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

Employee Acknowledgement

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

the iPloy Gift Policy.

Name: AlRttL M, TAw!?us

Signature: 4o'"'^'l'-'a'' oate:
l'

07 - 2s - 23



iPloy Social Media Policy

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

be mindful of whattheyare posting, who can see it, and how it can be linked backto the organization and

work colleagues.

All employees should be aware that iPloy regularly monitors the internet and social media about its work

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

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

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

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

employees, customers, members of the public, etc.

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

use has the potentialto negatively affect iPloy or its staff. Examples of such behavior include, but are not

limited to:

o Publishing material that 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 professional standing 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.

r 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 dismissal.



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 thatthe 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 uploadlng. 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.

ln 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;

Regularly review your privacy settings on social media platforms to ensure they provide you with

sufficient personal protection and limit access by others;

Consider all online information with caution as there is no quality control process on the internet

and a considerable amount of information may be inaccurate or misleading; and



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

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

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

Specific Managerial Responsibilities

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

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

the company's opinions or positions even where disclaimers are used. Managers should err on the side of
caution and should assume that thelr 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:

1't lnstance - Written Warning

2nd lnstance- Final Written Warning

3'd I nstance- 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: A IR IEL M. T*MP U S

signature: d'o'^* "' 
-Date:

08 - 
'-g 

- 23

d.

b.

c.



rPloy ln(orporated
I lth tloor MSY lbwt
pe5cddores Road Cebu Susrncss park,

Cebu City 6000

Date

To

From

Thru
Subject

February 22,ZOL9
ALL EMPLOYEES CONCIRNED

Human Resources

OBerations Manager
WORKPLACT. POTICY AND PROGRAM ON FIIV/AIDS

1. OBJECTIVE

1.1. ln conformity witlr Republic /rc.t No. 8504 otherwise known as titc, Philippirre

AiDS Prevention and Controi Act of 1998 which recognizes workplace-t:astld
programs as a potent tool in addressing HIV/AtDS as an international
pandernic problenr, this company policy is hereby is:;ued fr:r tire inforntation
and guidance of the employees rn tlre diagnosis, treatmertl and prevention of

HIVIAIDS in the workplace.

1.2. l'his policy is also aimed at addressirrg the stigrxa attached to FlIV/AIDS arld

ensures that the workers' rig,ht agarnst drscrimination and confidenlrality rs

maintained.

2, COVERAGE

2.1.'Ihis Program shall apply to all ernployees regardless of their ernployment
status.

3. IMPLTMENTINGSTRUCTURE

3.1. lploy lnc. HIV/AIDS Program shall be nranaged by its health ancl safety

committee consists of representatives frorn the different divisions and

departments.

4. POLICY STATEMENI

4.1. BASIC TNFORMATION ON HIV/AIDS

4.1,.1.. What is HIV/A|DS?

4.1,.1.1,. lt is a disease caused by a vrrus called HIV (Human

lnrmunodeficiency Virus). This virus sk:wly we.:kens a persor)'il

ability to fight off other diseases by attaching itself to and

destroying important cells thal control and support the hunran

inrrnune system.

4.1,.2. How HlV,rAlD5 is transnrittetj i

4.1.2.1. Unprotected sex with an HIV inferctecl person;

ryi;Ptov



iPloy lncorpolatL'd

llth lloor MsY Iowet
Pesado,e5 Road Ccbu Business Park.

Cebu Crty 6000

5. GUIDELINES

5. L. Preventive Strategies

e'iPtov
1,.2.2. From an infected mother to her child (during pregnancy, at

birth through breast feedingi;

4.1.2.3. lntravenous drug use with contarrttnated needles;

4.7.2.4. Transfusiort with infected blood and blocd products; and

4.1.2.5. Unsafe, unprotected contact with infected blood and bleeding

wounds of an infected person.

4.1.3. ls there a cure?

4.1.3.1. No, However, there are antiretrcviral <1rug conrbinations lhal
are available when properly used, result in prolonged :;urvival ot
people with HlV. Holistic care of people Iivrrrg with HIV-AIDS and

' comprehensive treatment of opportunistic infections also

dramatically irnprove qualrty of life.

5. i.1. Conduct of HIV-AIDS Education

5.1.1.1. Who wiil conduct?

l'he Medical Clinic of lploy lnc._in coordination with the Health and

Safety Committee shall conduct HIV-AIDS education to all employees

.for free. This shall also form part of the orientation of newly hired

employees. The standardized information package developed by the
Department of Labor and Enrployment (DOLE) rnay be used for this
purpose.

5.1,.1.2. How will it be conductecl?

The HIV-AIDS education will be conducted through distribution and

posting of IEC materials, lectures, counselling and training and

information on adherence to standard or universal precautlons in the
workplace

5.1.2. Screening, Diagnosis, Treatment and Referralto Heallh Care Services

5.1..2.L. Screening for HIV as a prerequisite to employment is not
mandatory.

5.1.2.2. The company shall encourage positive health seeking behavror

through Voluntary Counseling and Testing.



iPloy lnaorporated

1lth Floor MSY Tower
Pescadors Road ccbu Business Park,

cebu City 6000

WiP"loy

5.7.2.3. The company shall establish a referral system and provide

access to diagnostic and treatment services for its workers. Referral

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

by the company's medical clinic staff.
q

5.7.2.4. The company shall Iikewise facilitate access to livelihood

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

offered by other government agencies.

6. SOCIAL POLICY

6.1. Non-discriminatory Policy and Practices

6.1.1. Discrimination in any form from pre-employment to post-

employment, including hiring, promotion or asslgnment, 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. Confidentia lity/Non-Disclosure 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 ILO Code of Practice.

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

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

time and arrangement for return to work.



,Ploy In€orpordted
I lth Floor MSY Tolvet
Pc5cadores Road Cebu Busrness Park.

Cebu City 6000

7, ROLES AND RESPONSIBILITIES OF EMPLOYIRS AND EMPLOYEES

7 1. Employer's Responsibilities

7.1.L. 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 polrcy arrd
program on HIV/AIDS

7.L.2. Provide information, education and training on HIV/AIDS for its

workforce.

7.7.3. 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 allemployees.

7.L.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

7.2.3.. 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.

ffiPw



iPloy lncorporated
1lth Floor MSY Tower
PescadoE: noad Cebu Business Park,

Cebu City 6000

8. IMPLEMENTATION AND MONITORING

giPlpv

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

q

9- EFFECTIVITY

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

Reviewed by:

Approved by: YisroelY. G.issineer

CEO

H uman'Resources

D\ectorpf



itloy lncorporatsd
11th Floor MSY Tower
Pescadores Road Cebu Business Park.

Cebu City 6000

Date : January 7,201,8

TO :ALL EMPLOYEES CONCERNED

From : Human Resources

Thru lgperations Manager
Subject : WORKPLACE POLICY AND PROGRAM ON

AND CONTROL

ryiPl,pv

I'UBERCULOSIS (TB) PREVENTION

1. OBJECTIVE

1.1.To assist the government in its campaign against Tuberculosis (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
workpiace, 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 the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration to work of employees who contract
this disease. To achieve this goal, all emplovees_afg JEEUy-rnel](aled to undergo
gn annual phvsical examination with the reouisite chest x-rav.

3.2.Also, in line with thrs, 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 (DOfS), and control and management of TB in the
workplace. This sl'rall be handled by the Oflice of Health Services (lnfirmary) or
the partner health provider of IPLOY lNC. in conjunction 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 composed of five

components, which are:

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

treatment and control activities;

3.2. Case detection by sputum-smear microscopy among symptomatic
patients;



iPlov lncorpo.ated
l lth Floor MSY Iowe.
Pescadores Road Cebu Bu5;n$J Prrt
Ceb! City 6000
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3.4

3.5

3.3. Standard short-course chemotherapy using regimens of 6 to 8 months for.

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

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

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

Employees must be given proper information on ways of strengthening their
immune responses against TB infection, i.e., information on good nutrition,
adequate 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.

lmproving workplace conditions:

3.5.1. To ensure that contamination fronr 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 personnel or the occupational safety and health
committee.

3.T.SocialPolicies:

3.1.1,. 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 agreernents 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 l.o work

with reasonable working arrangements as determrned by the Company's

Health Care Provider and/or the DOTS provider.

3.8, Employee Responsibility:

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

from the Cornpany's Health 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.L.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, enrpioyees shall immediately seek

treatment either through the Department of Health's D0-l-S 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.

3.8,2.1. An absence from work due to medical reasons of over six [6J

. 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 TB 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, may be allowed back to work

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

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

contact tracing) who refuse to cooperate and dutifully observe lawful

e'iPlov
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instructions (undergo a medtcal check-up arrdT'or treatmeni), may be sub;ect to
discipiinary action proceedings fclr insu[:rlrdinatiorr {tne penaltV of which may
range rrp to the termination of one's enrploynrent).

4. PROCEDURE

4.1.The respective Flealtir Servrces of lhe Cornl:any (and/or the contracted Heallh
Services Provider) shall coordinate with the OccLrpational Sa{ety and Healtl-r

Center who shall provrde preventive and technrr-al , .lssistan( e in the
impiementation of tlre Workplace TB Control arrd Managcment Progranr.

4.2.4n employee who unclergoes the Annual Physical [xanrination wlth the requisite
chest x-ray will have his/her medical record forwarded to company clinic/HRD.
Employees who fail to undergo the requisite annual chest x-ray:;hall be directed
to secure one at an accredited clinic or by his/her preferred lnfirmary/Health
Services.

4.2.1". Those with medical findings shall be required to undergo firrther merJical

check-up. All medical records in conner:tion with this secorrd/ further check-
up shall be submitted to cornpany clinic/l-1RD and his/her respective
ln l'irmary/Hea lth Services.

4.2.2. The employee shall then coordinate with (.omparry clinic/HRD and iris/trer'

respective lnfirmary/Health Servic.es for the next steps.

4.3.An employee who is suspected to be afilicted r,vith lB. whether as a direct suspe(:t
or by contact traong, shall cooperate f ully with hislher respective
lnfirmary/Health Services (and/or the contracted Health Servrces provrder). lf
the employee tests positive for 1'8, the employee shall undergo the DOIS
program to its completion.

4.4.|f the employee needs to undergo a leave of abserrce to recuperate, he/she wrll
be allowed to use the appropr"iate leave before he/she may request to be
permitted to go on a l-eave oi Absence urithout Pay (t-OA)

4.4.1. The employee shall observe the requisite procedure rn 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.

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

for a maximunr period of six (6) months. The concerned employee shall submit
an application for a leave of absence before gorng on leave. Said leave

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

4.5.1. The same proceclures under 4.2.L lo 4.2.2 shall be observed,



4.6.After treatment, wrth a nraximum period of six (6) rrcx,lthS on ieave (without pay),

an ernployee found to be cured or irr ir non"corlmi-inicable stage ol IB rnay be

allowed back to work, provided that the employee's heaiih shall contrnlre to be

rnonitored during the annual physical examination with lhe requisrte chest x-ray

or as may be-_deemed necessary by the [Jnrt He.rllh Servrces (lnfirrnary) i:r
contractecl Healt h Services provider.

4.7.The employee returnrng to work shall be required by the Management to r;ecure

a medical ciearance {rom a rnedical doctor choser) by the,Conrpany be{ore being
allowed to return to work.

4.8.The HRD will initiate disciplinary proceedrnSls against any ernployee found to have

discontinuecJ treatment in defiarrce of rnedical advice, or wl.\o refr:ses to underEio

the full treatment course prescribed. Likewise, employees who are ordered io
undergo a check-up due to corltact tracing but refuse to do so will also face

discrplirtary actiorr prr:ceedings. ln bolh t:ases, tlre marinrurn sanction applicable
for insirbordination wii! be the terrnrnatron ol one's employment, rf it rs deemed
warranted.

5. IMPLEMENTATION AND MONITORING

5.1 The Safety and Health Committee or rts counterpart shall periodically monitor and
evaiuate the implementation of thls Policy and Prograrn.

6. EFFECIIVITY

6.1.This Policy strall take place effectrve irnnrediately and shall be made known to
every employee.

') rr
Prepared or ," rji##tnh,-.,,

E, iPw

Hurhan Resources

Reviewed by: Alfr{edo P. dl

Direb(rr o,t

Approved by: YisroelY. Gissinger
CEO

rarillo Jr

-
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Date

To

From

Thru
Subject

: February 22,201.8
: ALL EMPLOYEES CONCERNED

: Human Resources

: Operations Manager
: WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBJECNVE

L,1.lploy lnc. is committed to conform to the established standards assurance of
customer satisfaction, protection of our environment and health and safety in

the workplaces,

1.2.The company promotes and ensures a healthy environment through its various

health programs to safeguard its employees. And as part of the company's

compliance to DOLE Department Advisory No. 05, Series of 2010 (Guidelines for
the lmplementation of a Workplace Policy and Program on Hepatitis B), this
Program has been developed. This 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 will inform the

employees of their role as well as the company in dealing with Hepatitis B. A

healthy environment encompasses a good working relationship and great output
for continuous business growth.

2. COVERAGE

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

3. POLICY STATEMENT

3.1. lmplementing Structure

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

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

3.2. Guidelines

3.2.1,. Education

3.2.1",1.. Hepatitis B shall be conducted through distribution and posting of
IEC materials and counselling and/ or lectures; and

ffiPloy
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3.2.1.2. Hepatitis B education shall be spearheaded by lploy lnc. Medical

Clinic in close coordination r,vith the health and safety comrr'liLtee.

3.2.2. Preventive Strategies

3.2.2.1. All employees are encouraged to be irnrnunizetJ againsl l-lepatit.i:;

B after ser:uring clearance from iherr physicrarl.

3.2.2.2. Workplace sanitation and prr:per \,vaste ma,nap,ement and dispos;rl

shali be monitored by the health and safety comrlittee on d regiriar

basis.

3.2.2.3. Personal protective equipnreni shall be made availabie al all tinrtl:'
for all employees; and

3.2.2.4. Imployees will be given irair]irrg and information on adherence lo
standards or universal precautions in the workplace.

4. SOCIAL POLICY

4.1.1.1. Non-discriminatoryPoiicyand Practrces

4.1".1,1.1. There shall be no discrimrnation o{' any form againsl

employees on the basis of their Hepalitis B status consistent wilh
the internationai agreemerrts orr rion-discrrnrination ratifred hV

the Philippines (lLO C111). Imployees shall not be discrrminated
against, from pre to post employment, including hiring,
promotion, or assrgnment because of their hepatitis B statrJS.

4.1.1.1.2. Workplace management of sick enrployees shall not differ"

from that cif any other iliress. Persons rvrth Flepatitis B relatecJ

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

4.L.1..2. Confidentiality

4.1".1,.2.1,. Job applicants and errrcloyees shall nr:t be compelled to
disclose their Hepatitis B status and other related rnedical

information. Co-employees shall not tre obliged to reveal any
personal information about lheir {ellr:w employees. Access to
personal data relating to enrployee'l llepatitis B status :,liall br:

bound by the rules on confidentrality and shall be'strictly limited
to medical personnel or" if legally required.

4.1,.L.3. Work-Accornrnodatron and Arrangement

4.1.1,3.1. The company shall take measLlres to reasonabiy

accommodate employees who are Hepatitis B positive or with
Hepatitis B - related rllnesses.
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4.1.7.3.2. 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

4.L.1.4.1.. The company shall establish a referral system and provide
access to diagnostic and treatment services for its employees for
appropriate medical evaluation/ monitoring and management.

4.1.1-.4.2. Adherence to the guidelines for healthcare providers on
the evaluation of Hepatitis B positive employees is highly
encouraged.

4,1.L.4.3. Screening for Hepatitis B as a prerequisite to employment
shall not be mandatory.

4.1.1.5. Compensation

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

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

5.1.1.1. Employer's Responsibilities

5-1.1.1.1. Management, together with employees' organizations,
company focal personnel for hunran resources, and safety and
health personnel shall develop, implement, rnonitor and evaluate
the workplace policy and program on Hepatitis B.

5.1,.1,.1..2. The Health and Safety Committee shall ensure that their
company policy and program is adequately funded and made
known to all employees.

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

5.1,.1..1.4. Management shall provide informatron, education and
training on Hepatitis B for its workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; if not availabie within the establishment, then
provide access to information.
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5.1.1.1.5. The company shall ensure non-discriminatory practices in
the workplace.

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

5.L.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 organizatrons promoting
Hepatitis B prevention.

5.L.1.1.8. The company sirall 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.L.7.2.t. 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 Hepatrtis B

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

5.7.1.2.2. Employees slrall practice non-discriminatory acts against
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 and
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 Hepatitis B positive at risk
for aggravation.
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6, IMPLEMENTATION AND MONITORING

triPw

7.1.This Policy shall take place effectrve immediately and shall be made knowrr to
every employee.

", : t lril,lrilF
Pre parecj bv: .lo H a##a'itl'til"t 
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6.1-.Within the establishment, the implementation of the policy and program shall be

monitored aqd evaluated periodically. The safety and health committee or its
counterpart shall be tasked for this purpose.

7, EFFECTIVITY

Reviewed by:

Approved by: Yisroel Y, Gissinger
CEO

AlfreHo P. CaJ

Directlr of flt'
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Date

To

From

Thru

Subject

: January 7,2OtB
: ALL EMPLOYEES CONCERNED

: Human Resources

: Operations Manager
: DRUG-FREE WORKPTACE POLICY AND PROGRAM

1. OBJECTIVE

1.1. ln compliance with Article V of Republic Act No.9165, otherwise known as

the Comprehensive Dangerous Drugs, Act of 2002, and rts lmplcrttenting Rtrles

and Regulations and DOl.t Dr:partment Ordtlr No. 53 {13, series of 2003

(Guidelines for the lnrplementation of a Drug,-[:ree Workplace Policies and

Programs for the Private Sector), lpioy lnc freretry ;l(jopts the foliowrng
policies and progranrs to ilchieve a drug-flee workplar.e;

1.2. Cornpany policy is to maintain a workpl;rr.e free- of rllegal drugs.'lo ensure

that the objectives of the company's corporato 9olic1' 31r' nret. the (ompilny

is implementing this drug-free prograrn. -ftre prograrn will havc the followrrrg

elements:

2. COVERAGE

2.1. This Program shall apply to all enrployees reg;:rtlless of their employment
StAt U S,

3. POLICY STATEMENT

3.1. The use, possession, solicitation for, or sale of tiangerous drugs on cornpany
premises or while performing art assignmerttt.

3.2. Being impaired or under the influence of d.lrtgt:r'r)u:; drtrgs away frt:nr the

company, if such impairrnent or influt:nrc i:clversely affects tlte ernployec's

work perforntance, the sa{ety of tlrr.. etrrlrlorTee or of otlters, or pulti at ri.,k
the com;;,rrry's reprrtation.

3.3. Possession, use, solicitation for, or sale of dangerous drugs away fronr the
company premises, if such activity or involvernent adversely affects the

enrployee's work perfornrdnce, the safety of tlre erlplt:yc:t or of otl-re15, or

puts at risk the company's reputation.

3.4. The presence of any detectable amount of dattgeroLrs drugs in the

employee's system while at work, while on the premises of the company, or

while on company business. "Dangerous Drugs" inc-lude those listtd rn the
Schedules annexed to the 1961. Single C-onverrtion on Narcotic Drugs, as

arnended by the 1972 Protocol, and rn thr, Scltedules annexed to the 1971
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Single Convention on Psychotropic

attached annex of R.A. 9165.

4. MANDATORY DRUGTEST

glPJpv

Substarrces as enunterated in the

4.1-. To ensurethat onlythose qualified shall be screened and recruited to prevent

the detrimental effects (e.9. lower prctductivity; poor decision moking;

increosed occidents; more compensation claims; ond feduced teom eJfort\

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

mandatory drug test shall be required for pre-enrployment'

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 by the Company'

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

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

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

circumstances: evidence of drugs on or about the employee's person or

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

suggests impairment or influence of drugs, negative performance

patterns, or excessive and unexplained absenteeism Or tardiness.

4.3.3. POST-ACCIDENT TESI|NG: 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 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

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. Alldrug 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 wiil confirm a positive

screening test. Where the confirmatory test turns positive, the

company's Assessment Team shall evaluate the results and determine
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rehabilitation of the drug dependent
account, The period during which the

rehabilitation shall be considered as

the level of care and administrative interventions that can be extended

to the concerned employee.

4.3.5. lploy lnc. shall inform the officer/entpioyee 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

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 pror,,ide a list of at least three (3)

accredited facilities which an employee who was tested positive for drr"rgs

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

ernployee shall be charged to his

employee is under treatment or
authorized leaves.

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

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

and is a ground for dismissal.

6. ADVOCACY, EDUCATION AND TRAINING

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

and employees on the adverse effects of dangerous drugs through

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

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

include the following topics:

6.2.1. Salient features of R.A, 9165;

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

6.1.

6.2
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6.2.3. Preventive measures against drug abuse; and

6.2.4. Steps to take when intervention is needeci, 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 prograrxs 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,l;

6.3.3. Sports, recreational and fun-game activities; 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 pcllicy has been read

and understood by them.

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

tests or to the 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 the 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 9165 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 be

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

Book Vl of the Labor Code and under RA 9155.
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9. IMPLEMENTATION AND MONITORING

WiP,ev

9.1.1. The implementation of these policies and programs shall be monitored

and evaluated periodically by management to ensure a drug-free

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

accordance with D.O. 53-03.

10. EFFECTIVITY

10.1. This Policy shall take place effective immediately and shall be made

known to every employee.

11. ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

Prepared by:Jo H:
Hu Resou rces

Reviewed by:

Approved by:Yisroel Y. Gis.Siqgel

CEO
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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 and/or
continued employment, and any violation nray 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 conditlon of employment with [Company], and disciplinary action up to and including
termination may result if:

1) I refuse to consent to testing.
2) 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 [Company]'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 Inc. and me.

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

SIGNATURE DATE

WITNESS DATT
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Thru
Subject

January 7,2078
ALL EMPLOYEES CONCERNED

Human Resources

Operations Manager
WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBJECTIVE

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

2. COVERAGE

2.1. This Program shall apply to all employees regardless of their employrnent
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 relationship. 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 comrnents,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

3.3. lploy lnc. 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 Section 3 of R.A. 7877. lt provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work environment, demands,

triP-,,gy
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Winlev
requires or otherwise requires any sexual favor fronr 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 continubd employment of said

individual, or in grantirrg 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 socialfunctions;
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 like for the sarne purpose;

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

gratification nrhich is generally annoying, disgusting or offensive to the
victim.

t
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3.7. WHAT IS NOT SEXUAL HARASSMENT

4,2. RETALIATION

4.2.1,. lploy lnc. will permit

who brings a complaint
in the investigation of a

b?iPlpv

no employment-based retaliation against anyone

of sexual ltarassment or who speaks as a witness

complaint of sexual harassment.

Sexual harassment does not refer to occasional cotnpliments 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 tts offrcers and employees a work

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

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

the course of their employment in 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.L.1". Any officer or employee, who experiences or witnesses any act of

sexual harassment in the workplace, shall report the same immediately

to the Committee on Decorum and 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 informed of the

outcome of the investigation.

4.L.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. The Committee shall develop its own rules in the

settlement and disposition of sexual harassment cases. The Committee

shall also develop and implement programs to increase understanding

and awareness about sexual harassment.
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4.3. WRITTEN POLICY

WiPtoJ

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

offices.-tf 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. CONFIDENTIALITY

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

starting from the filing of a written conrplaint, 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. EFFECTIVITY

6.1. This Policyshalltake place effective immediately and shall be made known to
every employee.

Prepared by

Reviewed by:

Approved by:Yisroel Y. Gissinger
CEO

fredo marillo Jr.

-t f O'perations



aPloy lncorporated
llth Floor MSY Tower
pes(adores Road Cebu Eusiness park.

Cebu City 60@

wiP^lpy

Iploy 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. 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 RESOURCES DI PARTM FNIT

OPERATIONS MANAGEMENl
MEMO: RESTRO0M GUID[LINES

e"iPtoy

Iploy lnc. provides unisex restrooms availahrle so that ernployees can,use thenr 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 unconrfortable, has issue with the unisex restroom,
we have a separate single, private restroom avarlable 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 enrployees shoulcj comply and observe the restroorn
etiquette:

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 off 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 and the flu

Please use water and paper towels conservatively

For your information and guidance

Noted by

[*^*^n

A rRrft ll, h oMP us
I

Alfredo fuarillo Jr.

a

a

a

a

a

a

a

SOUTCCS

Jo Ha ecro

Dirbct Dplrations
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ALL EMPLOYT[S

}IUMAN RTSOURCIS DIPARTMENT

OPERATIONS MANAGIR

OTFICI SECURITY, LOG IN AND LOG OUT PROCEDURE

lhc lollowins li
::,lll.ly:t.:, 

orr office nttcndance and punctuatity
To crrsuro effcctive imprcmcntation and monitoring of office security

1' Enrployccs are required to log in and log out using the biometric and the RF lD, evenif tho door is open
2' [rnployees 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 production area
4' once an employec logged in and inside the production area, they can no longer go

outside until their L't break
5' Enrployees are only allowed to stay in the office for thirty (30) minutes after their shift,

unless authorizcd or has approval to extend their time6' Pantry, recreation room and locker should be closed at all times, employees must use
their RF lD to acccss 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 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 personner
12' only water in a clear container is allowed in the operation area and recreation room

For guidance and strict compliance.

the locker before longing in/going inside

," -dl{i[,J5*.,o
H*E"G*r**

Noted by:
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November L7,202L
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 lockers, 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 orforgotten password/code should be submitted a

day prior and will be subject to availability of the bolt cutter.

r 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 22,2021.

Failure to comply will be dealt accordingly.

I have read, understood, and agreed to comply wlth the foregoing policies, rules and conditions
governing the iPloy Locker Policy. _ L M.

?uS ot -2k -23

Prepared by:

'e Relations Specia list

Over Pri Name/Date

z-b-
crdo#oJ.ne Ar*6"qi[rNe

General Manager Oir..tor n,

tR ta
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DATE

To

I.ROM

THRU

SUBJECT

April 3, 2018
ALL EMPLOYEES

HUMAN RESOIJRCES DEPARTN4EI(I-

O}EnnIIorvs MANAGER

MEMO: CAI-L lN FOR OUT Of: OFFICI

ln order to properly monitor out of ofl'ice employees, a ne\ry prc)cess to call rlr/report absence will
be irnplemented effective Monday, April 9, 2018.

Gurdelines:

1. ln cases of late and/or absences, employee should repcrt to Human Resources through
SMS or Callvia HR hotline: 091.7-709-7074

2. Notification should contain the foliowing information:
a. Complete (real) Narne

b. Department
c. 'Ieam t-eader

d. Call in for: (Whole iiay Absent, Half-clay Absent. Late)

e. Reason

3. HR will tle the one to send notification to Operations Mlanageme'nt

4. No call in should be communicated through learn leads or any other enrployee. lt:;lrr:uld
be done by the employee, or his/her relatives

5. Notification should he at least two (2) [rours hefore tlre ernployee's shift
6. lf an employee is advised to rest/confined in the hospital, num[:er of resl days as advised

bythe physician should be indicated. Otherwise, ernployee must send nolrficatiorr daily
7. Failure to notify will be tagged as No Call, No Shor,v and/ar unscheduled absence and will

be dealt with according to our Code of Conduct and Discipline.

For your guidance and strict compliance.

ro H##J'ffir".io
"L^r--

/rRrr-L f nl rnxnouJ

0Y'2k- LoL3

Hum:in Resources

Noted by:

e'iP,pJ
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February 18, 2020

TO : ALL EMPLOYEES

FROM : OPERATIONS MANAGEMENT

SUBJECT : ATTENDANCE BONUS 2020

As we encl the year 2019, iPloy would like to set clear key procedures and policies. This metnr:randul'n serves as

reminder to be followed:

PAYROLL

L. lmmaculate Attendance Bonus is for employees vrith perfect attendance. Employee should NOT conrmit 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 tenclered their resignation before the release of the Sign On Bonr.ts (First Half r.rr Second Half) will

NO longer be eligible to receive it,

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

rnonth fronr eligibility.

5. Eligibility for the annual merit increase is based on overall performance and managerTtt:nt discretion. Pay out is

at management's discretion.

MEDICAL CERTIFICATE

1. When must the medical certificate be rJated?

o ! day absence - the rnedical ceftificate mLrst be dated on the day of absence or tlre next day. lf the absence

falls on a Friday, the medical certificate nrust be dated the Saturday tha't imnrediately follows * at the latest. lt
cannot be dated on the day that the agent is to report back to work.

e / days absence - the medical certificate m(ist he dated on the initial day of absence or the next day. lf the

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

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

to work.

o I days of absence or longer - the medical certificate must be dated on the initial day of absence or the next
day. lt cannot be dated on the day that the agent reports back to work witlr the advice to rest antedated from the
initial date of absence. Also, the advice to rest is inclusive of rest days.

o Ex: lf the agent is absent on a Friday arrd the rnedical certificate states advised to rest fclr 3 days,

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

to work on Monday.
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There must be a fit to work date.
The only exception to the Medical Certificate date guidelines is if the enrployee has been

!4,

AtztzL TPrtv PUS

08-)r-23
Approved By:

rAY GlEq!-UqE8
Chief Executive Officer

ALFREDO CAMARITLO JR.

Director of Operations

.,1'
I ill

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

o
o

hospitalized.

VACATION I.IAVES

1. The company reseryes the right to approve and disapprove all vacation leavd (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 attendatrce 60 days from the requested VL date will be given priority in the approval of
leaves. This is a way of rewardirrg ernployees with perfect attendance.

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

o

Noted By:

MARISH

HR Sr.rperv
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Date
TO
From
Subject

November t7,2OZl
ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT
RE: SICK LEAVE POIICY

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 |O}LT-7O9-7O74) and/or send an emailto
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 thatthe employee is again

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

Blacklisted Clinic/Physician Memo)

o Bereavement leave (Please refer to the Bereavement Leave Policy)

Emergency leave

having emergency leave on the said date.

Power Outage

MECO)

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.

a&
ErPtoy

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 Memorandum shall take effect on November 22,2021.

Please be guided accordingly.

Noted by:

ln*w
Angelo Manal

Operations Manager

firztrt

carloJdotlone
'General Manager

0b'28 - 2 oL)

Created by:

atfredo ca ai{lpr
Dire{tor, O eratibns
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Date

To

FROM

THRU

SU BJECT

WiPloy
November 12,20!9
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 SSS

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

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

their form in Accouniing 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 (a) days;

Z. He has paid at least three (3) months of contributions within the 12-month period irnmediately

before the semester of sickness or injunr;

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

4. He has notified the employer or the SSS, if unemployed, voluntary or self-employed member

regarding his sickness or injury.

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

claims.

For your guidance.

lf there are any questions or clarifications, please feel free to approach the Human Resou rce Depaftment.

Sincerely,

I

ArK-t TTUP wJ

ttr'- zt - 2oa)

,r",.,.h,/mrp,,,,
Human Re[gftes

Noted by:
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DATE :

TO:
FROM :

SUBJECT:

February 20,2023
AtL EMPTOYEES

HUMAN RESOURCES

UPDATED BLACKTISTED 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 bythem willnot 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 BTACKLISTED

cuNrcs/PHYSTcTANS:

1. 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

l. Gaudioso Montecillo Jr., MD

8. Now Serving

9. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

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

11.7 Docto/s name

7!.2 Doctor's license number

11.3 Clinic/Doctor Phone number
77.4 Date of Actual visit

11.5 Diagnosis

1,1,.6 Recommendation

71.7 Fit to work date

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

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

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

results, and the like.

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

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

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

the attending Physician.

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

Kindly take note that if the clinic/Physician has any of the following concerns below will not be

accepted as valid medical certificate:



t
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/Com pa ny N urse/Company Doctor.

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

4. Caters primarily on cosmetic procedures and consultations.

Lastly, since hospitals and clinics are 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 7,2023.
Should you have questions or clarification regarding this, please do not hesitate to send us an email

at er@iploV.com.

For strict compliance.

Prepared by:

*-ffi*^
rm)/oyee Rel atio ns Su pe rvisor

jtrful-+-
Niff6 Angelo Manal

Operations Manager

{.
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t;J' iPIoyiPloy OPC
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Noted by:

HR Manager
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Date

To
FROM

SUBJECT

November 30,2022
ALL Employees

Human Resources Department
VACATION AND SICI( LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2O22

payout. ln this connection, all remaining 5L credits are to be converted thus, SL application is no longer

allowed until the end of the year.

As for the Vacation Leave (VL) conversion, all unusecl VL credits will be released on the 30th ol December
2022. All employees can plot a VL request until December 8,2O22 ONLY. The actual VL dates will cover

only until April 30, 2023. l(indly take note of the reminders below in reference to filing of VL:

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

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

Note: Approval of VL requests will be on or before December L4,2022.

Furthermore, if the employee resigns or gets separatod frortr the conrpany either voluntary or involuntary,

all available VL credits will be forfeited and will not be part of their last pay if:

o Employee filed an immediate resignation and,/or failed to provide a 30-day notice.
6 Employee went on Absent Without Official Leave (AWOL)

o Employee incur any leave, absences, andf or any forrn of terminal leave within the 30-day notice
period with the exception that the employee provided a valid documentation such as but not
limited to hospitalization due to sickness, accidents, or contagious diseases.

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

e Employee will have issues with performance including but not limited to quality, productivity, &
client escalation within the duratlon of the 30-day notice.

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

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

['j",:i'l:l:,*ffi"i:IO
Cebu City 6000

Signed:

*u{&6{o",",
HR Manager

ain4tM;*^ru
Accounting Manager

::

Alfrefio Calhariito ir.
ffiE;mp"',ti;'

A tr/ lr-L ThM pu!

Noted by:

Aa4eId'iit'ifid iManat

Approued by:

' 2oz3



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

Cebu City 6000

DATE

To

FROM

THRU

SUBJECT

April26,2018
ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT

OPERATIONS MANAGEMENT
Maxicare Guidelines after Separation from the Company

Wi:PW

- r -r: r: \FORMED THATTHIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

!=:.-.-:--:-:-,'errployeescanstill avail theirMaxicareinsuranceprovidedtheyarewithinthe
pa J:-:-:.

Theusec':-= - ,-.--=,','iil ceshoulderedbytheseparatedemployeeanddeductedfromtheirlastpay
inthearno-^-:':'::a-:3:l'isincludesthePhpT60.33formedicalservicesandPhpl0l.00fordental
services. The e-: -.:: . .-:-lderthe remainingamountofthe quarter.

The quarters are as ;c : .'..

1st Quarter - December, )a: -z- , '= - '. - =:' -.'y
2nd Quarter - March, April ano i,': ,

3rd Quarter - lune, July and Aug.rs:

4th Quarter - September, October ar'.c',: . :'-. :- = 
- j so on and so forth.

lf there are any questions or clarifications, . ::!='== '':::: as the Human Resources Department.

Note: KlndlV indicate vour complete name and s,:-.:--= ' ,: - -:,.e .eceived, read and understood
the memo.

Rega rds, Noted By:

z- 'rr
Alfred{c1hai}llo tr.

Director oT Operations

,./
Abelarcc Disalea
n^^/--lfi,Er-.-:.::=:

tD# NAME -_ 
! , : . 1 SIGNATURE

1t5l TAMpuS, A\L\EL M.
lv.
?*-T

rl

Manager

fi rzt

0g - 2Y -'to't Z



)

To

FROM

SUBJECI

INFRACTION
PEFIOD (Months)

At!en!a1ce
Pro-ductivity

Behavioral

61
bl
1,2 I

t '1,(rrQau
A8S[6p6
at{4t.t, , ",1

L
AB DQFf,6ATEA

,.r! 1 .l r,L[z.',], i-r ir.'i ^,.,(,roil^*i;i';l;l0,,.\,,rilr it),"r a1.,,,,,,

Al)prr)ved lJy:

JAY GI55'NGER

)-^,rr..-"'
Affztn fm/ ln-ry pN

I
ob-27 -2o>j

I

ALL EMPLOYETs

OPERAT{ONS MANAGEMENl

CLEANSING PERIOD
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