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A. CITIZENSHIP

9. HEIGHT (m)

1o. WEIcHT(kg)

12. GSIS ID NO.

13. PAG-IBIG ID NO. iLtLLt, llb ?1, E-MAIL ADDRESS (if any)

22. CELLPHONE No. (if any)

23. EMPLOYEE ID.NO,
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38. Have you everbeen convisted of anycri me orvi olati on of anylaw,
decree, ordinance or regulati on byanycourt ortri bunal?

D"F 6*o
lf YES, give details

39. Have you ever been separated from the service in anyfollowing modei:
resiBnation,.retirement, dropped from the rolls, dismissal, terminatipn, end of
term, finished contract, AWOL or phased out, in the public or private Sector?

Frr? Druo
.lf YES., give details

40. Have you ever been a candidate in a nati onal or Iocal electi on.
(exce pt Ba ra nga y e le cti o n )?

DYes t.dNo

lfYES, give details

41. P ursuant to: (a) lndigeno us6 P eople's Act (RA a37rc; (b) M agna Carta fo r Disabled
Persons (R47277)i and Solo Parents \A/elfareAct 2OOO (RA 8972), please answerthe
following items:

a. Are you a memberof any indigenous group?

b. Are differentl y abled?

c. Are you a solo parent?

Dyes .€llo
lf YES, give please specify:_
PvEs 'prrro
If ,YES, give please specify:_
DyFS PNo
lf Y'ES, sive please specifv:
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44. ldeclare underoath thatthis PersonalData Sheet has been acc,ompl.ib[ed byme,]iand is a
true, correct and complete statement pursuant to the provisions of per'iihent [aws, rules and

regulations of the Republic of the Philippinei.
i'

I also authorize the agency head,/authorized representative toverify/valldate ' 
:

the contents stated herein, ltrustthatthis informaticin shallremain confidential.. .

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

(passport size)
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co py of picture is not
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

l, SA{KY(E I^AKIEL v. DtA,\tco hereby authorize lploy lnc. andlor it's representatives to
make investigation of my background, references, chara'cter, 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. I also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessaiy for the company to obtain access to
and copies of records pertaining to this information.. With regard tp 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 sufficientfor 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 liability or damage due to eitherthe procurement or the true and accurate
disclosure of such records or information.

Applicant Name:

Present Address:

.r4^lBv(( t^Al4tEL {. wvAN'(A

Social Security Nu 6i1.4t289Lq- q
Date of Birth: o,lu ltntt

Signatu re:

Date:
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SlGN.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:

o

a

a

a

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

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 15tl 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'

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

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

rt. &tztYlco
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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 pdlicy a'nd it is also available on the
HRWeb I can refer to it any time:

Policy Title
Revision No

Effective 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

s|m lno't"

Date

Noted:

-EEEE--."---- UtProf

: Dress Code Policy

:01
: June 13. 2022.

c\?ol?'a
Date

incorporated herein) of

1'



iPloy Gift Policy

The aim of this policy is to establish a uniformlty relating to the acceptance of gifts, including gratuities
and rewards. This policyappliesto 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

HI:[itil:H[T,];[;H.greater 
value is not excha.nged. Pavments. ror travel, entertainment and

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 riroie than Php200 should be returned to the
giver.

Any violations will be subject to the iPloy Code of Conduct and Discipline. tnfractions 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 appropriatehess of any gift exchange.
.'

Employee Acknowtedgement :

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

sAdlev9l tEL V. @V*NA

Signatu re: ol,mla*

l

Name:
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iPloy Social Media Poliry

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

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

work colleagues.

All employees should be aware ti.t ipf oV regularly monitors ttre 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 contertt on an ongoing basis, however

employees should not expect privacy in this regard. iPloy reserves the ri'lht 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 a,ny social media sites, where such

use has the potential to negatively affect iPloy or its staff. Examplgs 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 inforr'4ation aboutliploy;
':

o Publishing material that might reasonably be expeited 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 iontent 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 thos'e of iPloy. Wherever practical,

you must use a disclaimer saying that while you work foi 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 pulilish. 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'actiqn up to and'including dismissal.
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Be aware or data pf,otectton rules - you must not post cdleagu€s' 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 tfinsmitted, 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 auJhorization 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, customeri or sr;ppliers on social media and
networking sites. Such recommendations can give the impressionthat the recommendation is a

reference on behalf of the iPloy, even when a disclaimbr'is placed'on such a comment. Any request
for such a recommendation should be dealt with $r stating that this is not permitted in line with
company policy and that a formal reference can be soughtthrough HR, in line with the normal

reference policy.

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

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 ca'pability 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;

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



Specific Managerial Responsibilities f
.t

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

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

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

Enforcement / Progression
.

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead to discipliriary action, up to and including dismissal,

This policy is not exhaustive. ln situations that are not expressly governed [y 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 an'd 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:

elnolto

o

Signature:
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: Human Resources

: Operations Manager

: WORKPLACE POIICY AND PROGRAM ON lllV/AiDS

Date
To

From

Thru

Subject

1. OBJECTIVE .
:

1.1. ln conformity with Republic Act No. 8504 otherwisd knpwn as the Phihppine

AIDS Prevention and Control Act of 1998 whrch recognizes workplace-based

programs as a potent tool in addressing HIV/AIDS' as an international
pandemic problem, this company policy is hereby issued for the information
and guidance of the employees in thr: diagnosis, treatnrertt and ;.:revention of

HIV/AIDS in the workplace.

1.2.'lhis policy is also ainred at addressing the stigrlra attacheci to Fl|V/AIDS and

ensures that the workers' right agains.t rjis,*rirrrirratiorr and confidentiality is

2, COVERAGE

2.1. l'his Program strall apply to all enrployees regardfess of their enrployment

status.

3.1". lploy lnc. HIV/AIDS

committee consists

departments.

4, POLICY STATEMENT

Program shall L:e

of representativex;

managed Py'its health and safety

from the different divisions and

4.1. BASIC INFORMATION ON HIV/AIDS

4.1.1". What is HIV/AIDS?

4.L,1".1,. lt is a disea:;e r:ausuil by a vrrr.r:i l allt:rJ HIV (Human

lntnrunocieficiency Virus). This viru:i slowly.weakens a person's

ability to fight off other diseases by attaching itself to and

dr.rstroying int;lortar:t cell:; that. cctntrol and support lhe hurnan

irnmune systern.

..

4.1,2, How HIV/Alt)S is transrnitted ?

4.1.2.1. Unprotected sex with arr HIV infet.ted person;



o-.v iPloy

brrth ihrough breast feecireg;;

4.L.2.3. lntravenous drug use with contanrinated needles;
.

4.1.2.4. - Transfusion with infected blood and blood products; and

4.1".2.5. Unsafe, unprotected contact with infected blood and bleeding
wounds of an infected person.

,'
4.1.3. ls there a cure? ,. .

4.1.3.1. No. However, there sre antiretroviral drug ccrrnbinations that
are available when properly usbd, result in prolonged survival of
people with HlV. Holistic care .of people living wrth HIV-AIDS and
comprehensive treatment of opportunistic infections also
dramatically irnprove qualrty of life,'

5, GUTDELTNES :. .

5.1. Preventive Strategies

5.1.1. Conduct of HIV-AIDS Education. :

5.1.1.1. Who will conduct?
. l. 

::

The Medical Clinic of lploy lnc...in cooidrnation with the Health and
Safety Committee shall conduc;t HIV-AIDS education to all ernployees
for free. This shall also forrn parl of the orienjation o{ nt'wly hirecl

ernployees. The standardized infornratibn packaple dcveloped by the
Departmc,nt of t.abor and Ernployrnent (DOLE) nray be usecJ for this
purpose.

5.1.1.2. How willit be conducted?' 
I

ihe HIV-AIDS education will be concfucted tlrrough cJistribution and
posting of IEC materrals, lectures, e ouns.ellln! ancJ training and
information on adherence to standald or univers"ll precautions in the
workplace

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

5.1.2.1. Screening lor HIV as a prerequi:;ite toJernployment is not
manrlatory.

5.L,2.2. Tlre conrparry shall encouiage positive health :,eeking behavior
through Voluntary Counselrng and i.esturg.

I



6, SOCIAL POLICY

6.1. Non-discriminatory Policy and Practices

o
bsiPtoy

.:.-;
bv Ii-,6' aO,r.p,li t )'ll(aiJli.l .' '',j .'.,-'

5.7.2.4. I'he company shall likb"vrse facriitate access to iivelihood

assistance for the af{ected employee and ilisiher farnilies, being

offered by other gou*rurr*ni a.c,l€rncie s.

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.L.2. Workplace managernent of sick einployees shall'nbt differ from that of

6.1.3. Discriminatory act done by an ofiicer or rn 
"*ptuyee 

against their
co-officer or co-employee shall likewise be penalized.

6.2. Confidentiality/Non-Disclosure Policy

6.2,L. Access to personal data relating to a workei's HIV status shall be

bound by the rules of confidentiqliiy 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 oUfig;O'to r.eueat 
"nU 

O"rronrl information
relating to the HIV/AIDS status cif fel]ow work€rs...

6.3. Work-Accommodation and Arrangement

6.3.1. The company shall take meas.ures to ieasbnably accommodate

employees with AIDS related illne.sses.

6.3.2. Agreements made between ; the company and employee's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexlble leave arra'ngements, rescheduling of working
time and arrangement for return tb.work:
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7 1 Employer's Responsibilitres

L|.1,. The Cornpany, together l,vith emplbyeesi'laLror organizations, company
focal personnel for humarr resoiJrces, safety and health personnel shall
develop, implement, monitor and evaluate trhe workplace policy ancl
program on HIV/AIDS . :,

1.1.2. Provide information, education 'and trairring, on t-llV/AtDS for its
workforce.

7.1-.3. Ensure non-discriminatory practices in the workplace and that the
policy and program adheres to existing iegisiations,pnd guidelines.

L.4. Ensure confidentiality of the health status of.its employees and the
access to medical records is limited to authbrized personnel.

7.1.5. The Company, through its Human Resources Department, shall see to
it that their company policy and piog'ram 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 i,,uith 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 exposri workers to increased risk
of HIV infection.

7.2.2. Employees shall practice non-discriminatory acis. against co-employees.
,.".'

7.2.3. Employees and their organizatioh shail not hive access to personnel
data relating to a worker's HIV status. . :

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



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

9. EFFECTIVITY ,

9.1-. This Policy shall take place effective immediately and shall be macJe known to
every employee.

Prepared by:

Approved by: Yisroel J,..lQjEglrrgg1
CEO

glPtoy

Reviewed by: arillo Jr.

p\rations
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Date

To

From

Thru

Subject

January 1, 2018
ALL EMPLOYEES CONCERNED

Human Resources

Operations Manager
WORKPLACE POLICY AND PROGRAM

SIP-J.ov

oli. rueEncurosrs (TB) PREVENTToN

AND CONTROL

1,.1.To assist the government in its campaign,dgainst Tuberculosis (fB) in compliance
with the Department of Labor and Emplbyment's Department Order No. 73-05,

series of 2005 - Guidelines for the lmplementatiorr rif Policy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace.

1.2.To provide initiatives to
workplace, and to treat.
tuberculosis

2. COVERAGE

2.1,.This Program shall apply,

3. POLICY STATEMENT

prevent the outbreak and spread of tuberculosis in the
care, and suppoit ernployees who become afflicted with

to all enrployees regardiess of their employment status.

3.1.The company seeks the prevention of the'spread of tuberculosis, as well as the
treatment, rehabilitation, and restoratiorr to.work oi employees who contract
this disease. To achieve this goal, all emoloveds ejie sttictly_nrandallg-d-.1lo undereo
an annual phvsiq?l exanr!-nation with the re.quisite chest x-lav.

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

in a selected population) and transrnissicJn, treatment wlth Directly Observed
Treatment Short Course (DOTS), and contri:l and management of TB in the
workplace. This shall be handled by the Ofl'ice of t'ir:altli'Services (lnfirnrary) or
the partner health provider of IPLOY lNC. in con.iunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider.

strategy to control TB, and is composed of five

3.3.1. Political will or commitment to en(uring sustained and quality TB

treatment and control activities;

3.3.2. Case detection by sputum-smeir rnicroscopy among symptonratic
patients;

3.3.The DOTS is a comprehensive
components, which are:
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3.3.3. Standard short-course chemotherapy using iegimens of 6 to 8 months for

all confirmed active TB cases (i.e., smear positive or those validated by the
fB Diagnostic Committee). Corerplete drug taking through direct
observation by a designated treatment partner, durifig the whole course of
the treatment 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 arid of tuberculosis control
program's performance overall

3.4.Employees must be given proper information ofi;wils 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 gearbd towards accurate
information on its etiology and complete performanbe overqll.

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,.Ru.le 1076.01) and there
shall be adequate sanitary facilities for workers.

3.5.2. The number r:f employees in a wor:k area s.hall noi 
"*.eed 

the required
number for a specified area and shall observe the standard for space
requirement. (OSHS Rule 1062)

3.S.Capability building on TB awareness raising and training on TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational safety and health
committee.

3.T.SocialPolicies:

3.7.L. 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 controiled.

3.7.2. Work Accommodation: Through agreements made between the
management and the employees, work accommpdation measures to
support employees with TB is encouraged through flexible leave
arrangements, rescheduling of working times, and arrangements for return
to work.
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3.7.3. Restoration to Work: The employee.ntay be allowed to return to work
with reasonable working arrangements as determined by the Company's

Health Care Provider and/or the DOTS provider.

3.8. Employee Responsibility:

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

from the Company's Health Services Provider.

3.8.1.1". An employee who has the pymptoms 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., tf,ore 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 sh'all immediately seek

treatment either through the Department of Heal!h'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. fiqiling 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 iqasons of over six [6]
months may result in the terminbtion of one's employment as

provided for by the l-abor Code of the irnllippines 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 foi any reason an employee
fails to secure a chest x-ray at that tir-ne, he/she'shall be directed to secure a

chest x-ray at an accredited clinic by hislher respective lnfirmary/Health
Services.

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

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

3.10. An employee afflicted wrth TB, who has voluntarily undergone the
treatment and rehabilitation progranr (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 Cornpany designated physician.

3.11. Employees (those afflicted with the di5ease or.those identified under
contact tracing) who refuse to cooperate and ' dutil'ully observe lawful



instructions (undergo a medical check-up'andlrsr treatrr:reni), may be subject to
disciplinary action oroceedings for insrrbordinatron (tnr penaity of which may
range Llp to the termirtatiori of one':; ernpk:ymt'nt)

PROCEDURE 
,, 

,.

4.1.The resp*tive Health Services o{ the Company {and/or the contracted Health
Service.s Provider) shall coordinate with the Occupational Safety and Health
Center who shall provide preventive. and technrca.l assistance in the
implenrentation of the Workplace TB Contrtrl and Management Program.

4.2.4n employee who undergoes the Annual Physical Examinati0n with the requisite
chest x-ray will have his/her medical record forwarded io company clinic/HRD.
Employees who fail to undergo the requisite annual chesi x-ray shall 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 bS ,equired to uhdergo further medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted to company. clinic/HRD and his/her respective

4.2.2. The employee shall then coordinate with company ttinic/HRD and his/her
respective lnfirmary/Health Services for the next steps..'

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

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

4.4.1. fhe employee shall observe the i'eqursite procedure in applying for a

leave.

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

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

4.5.1". The same procedures under 4.2.1 t$ 4.2. 2 shali be observed

o
$'il



4.6.After treatment, with a maximum period of six i6) months on ieave (without pay),

an employee found to be cured or in b non-communica.ble stage of TB may be

allowed back to work, provided that the .empioyee's health shall continue to be

monitored during the annual physical examination with the requisite chest x-ray

. or as may be deemed necessary by the .tJnit Health Services (lnfirmary) or

contracted Health Services provider. . 
i.

4.7.The employee returning to work shall be reqrrrred by the Mrnag*tttent to sectlre

a medical clearance from a medical doctor chosen by the (onrpany before being

allowed to return to work.

4.8.The HRD will initiate disciplinary proceedings against any employee found to have

discontinued treatment in defiance of medical advice, or who refuses to undergo

the full treatmer'lt course prescribed. Likewise, eniploye'es who are ordered to

undergo a check-up due to contact tracing but refuse to do so will also face

disciplinary action proceedings. ln both cises. the maximum sanction applicable

for insubordination will be the termination of one's empl.dyment, if it is deemed

warranted.

5. IMPLEMENTATION AND MONITORING

5.1.The Safety and Health Committee or its counierpart shall periodically monitor and

evaluate the implementation of thrs Policyind Frogranr. .'

6. EFFECTIVITY

6.l..This Policy shall take

every employee.

Reviewed by:

Approved by: Yisroel_Y. Gissinser
CEO

o_.
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Prepared or,,, rik#il*h,-.,"
r-trfir7 nurources
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February 22,2018
ALL EM PLOYEES CONCERN ED

Human Resources

Operations Manager 
:

WORKPLACE POLICY AND PROGRAM ON HTPATITIS B

iPloy Incorporated
11th Floor MSY Tower
Pescadores Road Cetru gusiness Perk,

Cebu Clty 5000

Date

To

From
Thru

Subject
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1. 0BJECTTVE i 
"

1.L.lploy lnc. is committed to conform tojthe established standarrJs 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 emplor;ees. And as part of the company's
compliance to DOLE Department Advisory ruo..OS, Series of 2010 (Guidelines for
the lmplementation of a Workplace Policy and..Program .on Hepatitis B), this
Program has been developed. This pr.ogram is aimed.to. address the stigma

attached to hepatitis B and to ensure that the emp.loyees' 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 i of Hepatitrs g. Tfris will inform the
employees of their role as well as the company in dealing with Hepatitis B. A
healthy environment encompasses a gobd working relationship and great output
for continuous business growth. .

2. COVERAGE

2.1.This Program shall apply to all employe^es regarclless of their employment status.

3. POLICY STATEMENT

3. 1. lmplementing Structure

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

its health and safety cornnrittee. Each division r:r deparlment of the
Company shall be duly represenl.ed.

3.2. Guidelines

3.2.1,. Education

3.2.7.1. Hepatitis B shall be conrJuctecl rhrough drsirrbutlon and posting of
IEC materials and counselling and/ or lectures; and
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4.1 1.1.1.

3.2.1,.2. Hepatitis B educa'rion shail i:e, spearheaded by lploy lnc. Medicai
Clinic in close coordinatron wiih tne health and safety committee.

3.2.2. Preventive Strategies

3.2.2.1,. All employees are encouragecJ to be'irnmunized against Hepatitis
B after-securing clearance fron'r their oiiysician. '

3.2.2.2. Workplace sanitatron and piroper waste rnanagernent anri disposal
shall be monitored by the frealih ancl safety cdmrnittee on a regular
basis.

3.2.2.3. Personai protective equipm.ent si-ratt Lre mad.e available at all times
for all employees; and :.

3.2.2.4. Enrployees will be given Lra,:rrng and information on adherence to
standards or universat precaulions irr the workplace.

4. SOCIAL POLICY

4.L.1.,1,. Non-discriminatoly Policy anc{ Practice: ' .

There shall be no cliscriminationi pf any form against

employees on the basis of their Hepatitis B.status consistent with
the international agreements o11 non:didcrimination ratifled by
the Philippines (lL0 C111). Inrployees slrall rrot be discriminated
against, from pre to post employment, including hiring,
promotion, or assignment because of their'hepatitis I status.

4.1..7.1..2.

fronr that of any other illness. Persons with tlepatitis B relatecJ

. illnesses may work ft:r as iong as they are rnbdically fit to work.

4.1,.1..2. Confidentiality

4.1.1.2.1. Job applicants and employees shall not be compelled to
disclose their Hepatitis B :status and other related medical
information. Co-employees shall not be obtiged to reveal any
personal information about"their fellow employees. Access to
personal data relating to employee's Hepatitis B status shall be
bound by the rules on conlidentiality and shilt Ue strictly limited
to medical personnel or if legally required...'

4.1.1..3. Work-Accommodation and Arangemont , ,

4.1.1,3.1. The company shall' ,take rfieasures to reasonably
accommodate employees who are Hepatitis B positive or with
Hepatitis B - related illnesses.
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5.1.1.1.2.

WiPw
4.1,.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,.T,4. Screening, Diagnosis, Treatment and R'eferral to Health Care
Services

,

4.1,.1.4.1. The company shall estabirsh a i'eferral system and provide
access to diagnostic and treatment'services for its employees for
a ppropriate medica I eva I uation'/ mon itoiing a nd management.

4.1.L.4.2. Adherence to the guidelines for healthcare providers on
Hepatitis B positive employees is highlythe evaluation of

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 acce-ss to Social Security
System and Ernployees Compensation benefits under PD 626 lo
an employee contracieU witfr Fiepatitis B infection in the
performance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

5.1.1.1. Ernployer'sResponsibilities

5.1.1.1.1. Management, together with em$loyees' organizations,
company focal personnel for.human'resources, and safety and
health personnel shall develop, implement, monitor and evaluate
the workplace policy and program oq F.{epatitis B.

The Health and Safety Comm.ittee shall ensure that their
is adequately funded and madecompany policy and prograrn

known to all employees.

5.1.L.1.3. i'he Human Resou.rr:es Department shall ensure that their
policy and program adhere to exjsting legislations and guidelines,
including provisions on' leaves, .b€nefits and. insurance.

5.1.1.1.4. Management shall' provrde: information, education and
training on Hepatitis Ei for its workforce consistent with the
standardized basic information i:ackage developed by the
Hepatitis B TWG; if not availabls within'the establishment, then
provide access to infonxation.
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5.1.1.1.5. The company shali ensure non-discriminatory practices in
the workplace.

5.1.1.1.6. The managenrent together' with the company focal
personnel for human resources and.safety and health shallt provide appropriate personal prptective equipment to prevent
Hepatitis B exposure, especially for employees exposed to
potentially contaminated.blood or body fluid.

5.1,.1.7.7. The Health and Safety Comrriiitee, together with the
employees' organizations shall jointly review the policy and
program for effectiveness, and continue to improve these by
networking with government and or:ganizations promoting
Hepatitis B prevention

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

5.1.L,1.9. The human resources shall ensure that access to medical
records is limited to authorized personnel.

51.1,.2. Employees Responsibilities '

5.1.1..2.1, 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 TWG..

5.1.1.2.2. Employeesshall practice non-discriminatoryactsagainst
co-employees on the ground'of Hepatitis B status.

5.1.1.2.3. Enrployees and their organizations.shall not have access to
personnel data relating to an employee's lilepatitis B status. The
rules of confidentiality shall apply in carrying out union and
organization functions.

5.L.t.2.4. Employees shall conrply with the universal precaution and
the preventivemeasures

5.1.1,2.5. Employees with Hepatitis B may inform the health care
provider or the company irhysician .on their Hepatitis B status,
that is, if their work activities may increase the risk of Hepatitis B

infection and transmission or put ilre Hepdtitis B positive at risk
for aggravation.
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6, IMPLEMENTATION AND MONITORING

7. EFFE TIVIT

7.1.This Policy shall take
every employee.

place effective immediately and sllall be made known to

triP-fev

6.1.Within the establishment, the implementation of the poiicy anrJ program shall be
monitored and evaluated periodically. The safety and health committee or its
counterpart shall be tasked for this pLlrpose. :. .

Prepared 0r,," *aJ#,[k!llh,".,oilil;R-'"*;

Reviewed by rrillo Jr.

igt ion s

l

Approved by; Yrs;roelY. Gissinger

CEO

Direc
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1. OBJECTIVE . '

1.1. ln compliance with Article V of Republic Rcf i{o.9165; otherwise known as

the Comprehensive Dangerous Drugs Act of 2002, and its.lmplementing Rules

and Regulations and DOLE Department Order No, 53'03, series of 2003
(Guidelines for the lmplementatiorr of a Drug-Free Workplace Policies and

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

1.2. Company policy is to maintain a work$lace free of illegal drugs. To ensure
that the objectives of the cornpdny's corporate policy are nret, the company
is implementing this drug-free program. 'T'he progratn'will have the following
elements:

2. COVERAGE

2.1. I his Program

status.

shall apply to all employ'ebs regaiclless of their employnrent

3. POLICY STATEMENT

3.1. The usei possession, solicitation for, or s.rle of riangerous clrugs on compdny
premises or whiir,: pcrforrning att assrqrrrt)tnt.

3.2 Beirrg impaired or under tlre influerice i;f ilarrgerorr:) drr)gs aw;.ty frorn the
company, if such irnpairnrent r.rr infliren.cii acivcr:.cly affects the enrployee's
work performance, tlre safety of the err;iloyee or of ethi:rs, or'[.)uts at risk

3.3. Possession, use, solicitation for. or sale,il dangerr.lus cirugs avr;ty frorn the
company premises, if sur:h ilr.t.ivity or involvt:rtrenL adversely affects the
employee's work perforrlrance, lhe lafely of the. eirrployce or of r:thers, or
puts at risk the contpany'5 reputertion.

3.4. The presence of any detectable amourlt irf dangerous drugs in the
employee's system while at work, while on the premises of the company, or
while on company business. "Dangerous Drugs" include those listed in the
Schedules annexed to the 1961 Single Convbntion on Narcotic Drugs, as

amended by the 1972 Protocol, and in ttle Schedules annexed to the L971

!b'iP.oy

: January 1, 2018
: ALL EMPLOYEES CONCERNED

: Human Resources

: Operations Manager
: ONUC-TNTT WONTPIqCT POLICY AND PROGRAM
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Single Convention on Psychotropic

attached annex of R.A. 9165.

4. MANDATORYDRUGTEST 
.

4.1-. To ensure ihat only those qualified shall'he scrqeneC and recruited to prevent

the detrimental effects (e.g. lower productivity; paor decision making;

increosetl accidents; more compensation cloims; ond. reduced teom effort)

which drug use and abuse may caui6 ln the. wor,kplace, the conduct of

mandatory drug test shall be required for pre-elnploymeht.

4.2.lploy tnc. designates company accreilited or affiliated center, a duly

accredited drug testing center by the Departm€nt 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/enrployees may be selected at random for

drug testing at any interval determined by the Conipany.

4.3.2. FOR-CAUSE TESTING: The companV 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, inclurJing, but' rtot limited to, the following

circumstances: evidence of drtig:; on or ahrout the employee's person or

in the employee's vicinity, unusUal conduct on thp employee's part that

suggests impairment or influence of drugs, hegative performance

patterns, or excessive and unexplained absenteeisffi or tardiness'

4.3,3. poST-ACCtDENT TESTING: Any officer/employde involved in a "Near-

Miss" incident or "Work Accident" unrJer ciicumstances that suggest

possible use or influence of drugs pray be asked to submit to a drug test.

As defined herein, "Near-Miss" meais 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 enrployer had it not been

curtailed. "Work Accident" refers to unplanhed or unexpected

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

damage, work stoppage or interference or any cornbination tlrereof of

which arises out of and in the coursq of employment.

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

screenlng 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 determine

,o-SiPtoy
.,

Srll"lstatii:e- a!. enunlerated in the
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rehabilitation of the drug dependent

account. The period during which the
rehabilitation qhall be cottsidered as

the level of care and administratiye interventions that can be extended

to the concerned employee.

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

drug test of the test-results whet'her positive or negative,

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

5. TREATMENT, REHABILITATION, AND REFERRAL

5.L. 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 
-[eam, in consultation

with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recornmend to the employer the resumption

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

employees andlor the workplace.

5.3. All costs for the treatment and

employee shall be charged to his

employee is under treatment or

authorized leaves.

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

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

and is a ground for dismissal. '

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

and employees on the adverse effect-s 'of dangerous drugs through

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

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

include the following topics:

6.2.7. Salient features of R.A, 9165;

6.2.2. Adverse effects of abuse and/or misuse of ;tlangerous drugs on the
person, workplace, family and the conimunity;
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6.2,3. Preventive measures against drug abuie; and

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

for treatmettt and rehabilitation.

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

work and at home, lploy lnc. undertakes io 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.El. blood pressure ond heart rote,

cholesterol test, blood glucose, etc.l;.

6.3.3. Sports, recreational and fun-gamq'activities; and

6.3,4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

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

prevention and control of dangerous d,rugs, 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. lploy lnc. shall maintain the confidentiality of all inforniation relating to drug

tests or to the identification of drug users in the worki:lace; exceptions may

be macle only where required by law, in cas.e of overriding public health and

safety concerns; or where such exceptions have been iuthorieed 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, poss€lsses, distribut'es, 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 accoqdance with the provisions of Article 282 of

Book Vl of the Labor Code and under RA 9165'
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9. IMPLEMENTATION AND MONITORING

9.1.L. The implementation of these poliiies and programs shall be monitored

and evaluated periodically by managem.ent' to' ensure a drug free

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

accordaqce with D.O. 53-03.

10. EFFECTIVITY

10.1. This Policy shall take Place
known to every employee.

11. ATTACHEMENT 
! .

L1-.1-. Drug-Free Workplace Policy and Prograin Acknowledgement

Prepared by: Jo H

Reviewed by:

Approved by: Yisroel Y. Gissiriger

CEO

giiPw

immediately.and shall be made

.'[t\elecio
an Resources
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Drug-Free Workplace Program Acknowledgement

I hereby acknowledge iiat t have received and read lploy lnc, nrug-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 iocai drug and alcohol treatment
programs. I have had an opportunity to have all aspects of thii; mqterial fully explained. I

also understand that I must abide by the Program as a condition of initial and/or
continued employment, and any vioiation mdy result in disciplinary action up to and
including terminatiorr,

I also understand that during my employment I mav be required to subrrit to testing for
the presence of drugs or alcohol in my body. I understand that sub'mission to such testing
is a condition of employment with [Companyj, and disciplinary action up to and including
termlnation may result if;

1)

2)

3)
4)

s)

I refuse to consent to testing.
I refuse to execute all forms of consent and releise of liability that are usually and
reasonably associated with such examinations
I refuse to authorize release ol'the test results to the company,
The tests establish a violation of [Company]'s Drug-Free WqrJ<place Policy.
I otherwise violate the policy,

I also recognize that the Drug-Free Workplace Policy
intended to constitute a contract between lploy lnL. and

The undersigned further states that he/she l'r4s read and understands the above
acknowledgement and signs below of his/her own [ree will. '

SIGNATURE DATE

WITNESS DAl'E

and

me.

related documents are not,:
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1.

2.

OBJECTIVE

,

1.1. The following policies and procedure are hereby issuecl by rploy tnc. to
prevent sexual harassntent in its wdrkplace and to'provide the procedure for
the resolution, settlement and/or rlisposition of sexLral.harassment cases.

COVERAGE

2.1. This Program shall apply to all enrployees regardless of their enrployment
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 fornr of
misconduct that undermines the employrlent relationship. No employee,
either male or fernale, shoulcl kie. subjected velbally or physically to
unsolicited and unwelcome sexual overtures.or conduct.

3.2. Sexual harassrrent refers to behaviorthat is not welcome, that is personally
offensive, debilitates morale and, . therefore, .interferes with work
effectiveness. Such behavior may be in th'e form of unwanted physical, verbal
or visual sexual advances, requests for iexual favois, and other sexually
oriented conduct which is offensive or objectign'able to the recipient,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters; cartoon.s,.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.

lploy lnc. has adopted, and its policy is hased on, the definition of sexual
harassment set forth in section 3 of R.A 7877. lt provides that sexual
harassrnent in workplace is committed by an ernployer, employee, manager,
supervisor, agent of the employer, or ariy other person who, having authority,
influence or moral ascendancy over another,in a work qnvironment, demands,

Wyw
: January 1,2018
ALL EMPLOYEES CONCERN ED

Human Resources

Operations Manager
WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT



lPloy ,ncorporated
11th floor MSY Tower
Pescadorcs Road Cebr, 8usire95 ?nri,
Cet u City 6000

WiP*lev

requires or otherwise requires any sexual favor fro.m the other, regardless of
whether the demand, requests or requirement for submission is accepted by

the object of said Act.

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

committed when;

3.4.1. The sexual favor is made.as a conditiort in the hiring or in the
employment, re-employment. gf contirrued.. employment of said

individual, or in granting said individual favorable f,ompensation, terms of
conditions, promotions, or privilbges; 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 adver'sely affect said qmployee;

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.

r

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,trahing site;.
3.5.2. at office or training-related socidl functions;
3.5.3. in the course of work assignrnents 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 iollowing forms:

.

3.6.1. Overt sexual advances; . 
:

3.6.2. Unwelcome or improper gesturbs bf affection;
3.6.3. Request or demand for sexual favors includi'ng,but not limited to going

out on dates, outings, clr the like fr:r the sanie purpo.se,

3.6.4. Any other act or conduct of a,sexuaLnature or for purposes of sexual
gratification which is generally aqnoying, di.sgr.rsting or offensive to the
victim.

I
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3.7. WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional

acceptable nature. lt refers to behavior that
personallv offensive, that debilitates morale, and

with work effectiveness.

3.8, EMPLOYER'S RESPONSIBILITY

o
9$iPtoy

c'ompliments of a socially

is not welcome, that is

that, therefore, interferes

lploy lnc. undertakes to provide its officers anb. employees a work

environment free of sexual harassmertt by nranagement personnel, by co-

workers and by others with whom officers and employees nrust interact in
the course of their employment in lploy lrrc. 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.L. Any officer or employee, who'rexPeriences 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 Iploy lnc.

management or ownership. All allegations of sexual harassment will be

quickly investigated. To the extent possible, th.e id.entity 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 irrformed of the

outcome of the investigation.

4.1,.2. A Committee on Decorurn anij lnvestigatio.n shall be constituted and

shall be composed of the ' management 'and the employees'

representative to receive compla,ints, investigate and hear sexual

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

settlement and disposition of sexual h'arassment c,ases. The Committee

shall also develop and irnplement programs to increa-';e understanding

and awareness about sexual harassrhent.

:

4.2. RETALIATION . .

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

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

in the investigation of a complaint of sexual harassment.



4.3.L, All officers and employees of lploy lnc. shall'receive a copy of the
company's sexual harassment policy upo.n assurnptiqn of their respective

offices. lf at any time an officer of employee would like another copy of
the p-olicy, please contact the Office of the Committee on Decorum. lf
lploy lnc. should amend or rnodify its sexual harassment policy, all

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

5. CONFIDENTIALITY
I

5.1. At the commencement of the investigation pro.udur" 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, teslimonies heard, will be kept under
the strictest confidence. lt is the intention of lploy lric. 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 gathereci through the investigation process

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

6. EFFECTIVITY

6.1. i'his Policyshalltake place effective immediately and shall be made known to
every employee.

iPloy lncorpo.ated
1 1th floo, MSY Tower
Pescado.es Road Cebu Br,5i6e55 lirk,
Cebu City 6000

4.3. WRITTEN POLICY

Reviewed by:

Approved by: Yisroel Y. 9issinger
CEO

PlP"lpy

Prepared or,," rfulH/,f, ,".,"
t-til*-rt n"rources

fredo l . Eamarillo lr.
f Oberations
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DATE :

To:

THRU :

SUBJECT :

April 3, 2018

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT '

OPERATIONS MANAGEMENT

MEMO: RESTROOM GUIDELINES

lploy lnc. provides unisex restrooms available so that ernployees can rrse thenr when they need

to do so. One is located irrsicje the operation floor and second is;.in tlre hallway outside the
operation floor. However, thr:se who are uncom{ertablc', iras rssLrb with tlre unisex restroorn,

we have a separate single, grrivat.e rerstroont available for ttse,

Moreover, any employee with concern./issue in .u:;ing ther unisex rurrroo*, please visit Human

Resources office to get door access pass. Office security, Log in and Log out procedure shall

aPPlY.

Furthermore, it is essential that all ernployees shouicj cornply a.nd olrserve the restroom

etiquette;

r Knock if the cubicle appears to be occupied. Don't peek under the doors.
r Lock the cubicle door when you enter.
r Stand close enough to the pan or urinal so'you cion't Wet the seat, walls or

floor

r Flush the toilet after use and wipe off the toilet seat for the next user

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

o Wash your hands to prevent the spread of colcis ancl the flu

r Please use water and paper towels conservatively

For your information and guidance

Noted by:

almlrs

V. lbtAhco

Jo

Hu

Hal

rma

\S4rtK,q(
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Sfiev

: ALL EMPLOYTES

: IIUMAN RtSoURCtS DIPARTMINT

: OPIRAT|ONS MANAGIR

I oFHCE SECUR|TY, LoG lN O*O ,OU OUr pROCiOUnE

Thc lollowinC lt l
cllrllloyq.r.5 orr oflicc attcndnncc and punctuality ..

To *rsurc crfcctive impremcntation and monitoring of office security

1' E-m.ployccs are required to log in and log out using the biometric and the RF tD, evenif the door is open
Employces arc allowed to be inside the office and.to Log in thirty (30) minutes beforetlrcir scheduled time
BaBs and/or pcrsonal items should be left in the locker before longing inlgoing insidethe production area , 

.

once an employee logged in and inside the production area, they can no ronger go

Entployees are only allowed to stay in the office for thirty (30) minutes after their shift,
unless authorizcd or has approval to extend their time
Pantry, recreation room and rocker should be crosed at ail timbs, emproyees must usethoir RF lD to access these rooms
No tailgating
Employee lD and RF lD should be worn at alltimes, lost.RF lDs will be charge to thc

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 Hh 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.

,",d*i[rJ5"."
H;SfResorrrces

Noted by:

- --(
Alfrddo CaHarillo Jr.

@.ro{tii5.*,io^'
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4.

5.

6.

7.

8.
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DATE

TO

FROM

SU BJ ECT

a.* {4

WrPloy
November t7,2O2l
ALL EMPLOYEES

HUMAN RESOURCES

LOCKER POLICY

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

the locker room.

Please see list of rules provided below for your reference.

RULES 

oNE LocKER oNLy oer emolovee. No sharins of tockers. 

-'

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 pi'ohibited, 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 or forgotten password/code should be submitted a

day prior and will be subject to availability of the bolt tutter.
o Authorization to Forced Open a Locker, the request must be submitted via email to 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 22,2027.

Failure to comply will be dealt accordingly.

,1 .l
1-/

garlos GotionF

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

and conditions

zloolza
(a.ANcD

Prepared by:

/e Relations Specialist

'94uP-{6C
Over Printed Name/Date

General Manager
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DATE

To
FROM

THRU

SUBJECT

Winlov

April 3, 2018

ALL EMPLOYEES

HUMAN RESOURCES DEPARTIV1ENI'

OPERATIONS MANAGER

MEMO:CALL lN FOR OUT OF OFFICE

ln order to properly monitor out of office employees, a new process. to call inlreport absence will
be implemented effective Monday, April 9, 2018.

Guidelines:

1,. ln cases of late andf or abserrces, errrployce :hould report
SMS or Calivia HR lrotline: 0917-109-l1-i4

2. Notificatiorr should contain the foiiowing infornration:

Hurnan Resources thrr:ugh

a. Complete (real) Name

b. Department
c. Tearn Leader
d. Call in for: (Whole d;ry At:sent, Half.clay Absent.. Larer)

e. Reason

3. HR will be the one to send notif ication to C)perations Mar.tagemeni
4. No call in should be communicater.l t,hrough iearn leacls or arry other employee. lt slrould

be done by the employee or his/her relativcs
5. Notification should be at least two (2) ht-.ur: hetorc the employee's shift
6. lf an employee rs advised to rest/confincd in the iro:,pital. nuinber trf rest days as advised

by the physician should be indicated. Otherwi-se, employce nitlst se.nri notificaticrn cJaily

7. Failure to notify will be tagged as No Call, flo Shr:iry andf r:r urrscheduled absence and will
be dealt with according to our Code of Conduct anrJ Discrplirre.

For your guidanr-e and strict compliance.

to

Noted by: g*Nr..ltl

flvrlus

v. .@AAlc.(,

'.

io Hd'nn
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February 18, 2020

To : ALL EMPLOYEES

FROM : OPERATIONS MANAGEMENT

SUBJECT : ATTENUANCE BONUS 2020

As we end the year 2019, iPloy would like to set clear key procedilres and policies. ThiE meniotandum serves as

:reminder to be followed

PAYROLL

L. lmmaculate Attendance Bonus is for employees vviih perte.ct attendortce. Employee shoulcl I'ICJT commit any

schedule deviations like tardiness, unscheduled absences, unclertime and overbreak. Failure to purrch in - out for

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

2. Tardiness, Undertime and Over hreaks will be cJeclucted fr'orn the 
"rnployu"', 

pry. .

'
3. Employees who tenclered their resignation before the release of thtl Sign Ori Bonus (First Half or Second Half) will
NO longer he eligible to receive it,

4. Employees qualified for the Sign On Bonus (First l{alf or SeconrJ Haff} rarill recei\reit on tlte 30Ir' of the succeedirrg

month frorn eligibility.

5. Eligibility for the annual merit lncrease is based on overall perforrnance ancl rnanigenrr:nt discretion, PaV out ls
at management's rJiscretion

MEDICAL CERTIFICATE

1, When rnust the medical certificate be dated?
.

e I day absence - the medical certificate must be clatecl on the day of absence or the next day. lf the absence

falls on a Friday, the medical certificate must be dated the Saturday that immediately follows - at the latest. lt
cannot be dated on the day that the agent is to report back tr> work.

t ldays absence - the meclical certificate r,nust he clatecl on thi initial clay of 6bsence or the next day. lf the
absence falls on a Thursday, the medical certificate must b€ dated eiiher that Thursday or the next day * at the
latest. lt cannot be dated on the Saturday that imrnediately follows or that Monday that the agent is to report back

to work.

o I days of absence or longer - the medical certificate rnr.rst be datec! on the i4itial day of absence or the next
day. lt cannot be dated on the day that the agent reports back to work witli the ddvice to rest antedated from the
initial date of absence. Also, the advice to rest is inclr"rsive of rest days.

o Ex: lf the agent is absent on a Friday and the rriedical certifitate states aclvised to rest for 3 clays,

that is inclusive of the day of absence that the agent took t') rest plus Satr"rrday and Sunday - the agent must be back

to work on Monday. , '



o

lf the doctor prescribes rest, the medical certificatb must include the number of days of rest. The

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

VACATION TEAVES :

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

2. Enrployee must exacttv have the corresponding credits for the request to b'e approved.

3. Employee with perfect attendance 60 days fronr the recluestecl VL date will be given priority in the approval of
leaves. This is a way of rewarding enrployees with perfect attencJan(e.

4. The conrpany and client have the right to disapprove lear,,e recluests ancl cancc.l approvecl leaves for those
employees who comnritted unschedulecl absences on the priol month al'rcl on the clrrient month of the requested
tirne off including poor attendance records, behavioral and proclLrctivity issues.

iPloy lncorporated

1lth Floor MSY Tower

Pescadores Road Cebu Business Park,

Cebu City 600

advice to rest cannot be antedated.

o

hospitalieed.

1 credit = One Day

.5 credit = Half Day

gAr{lzYr(

Approved By:

JAY GrS$NGER

Chief Executivt Offir:er -

slmlu

'OLfiNc,oSinceT€y ygurs, /

MkK,%,o
o@;ffi,*8"'

ALFREDO CAMARILLO JR.

Director of Operations

MARISH

HR Superv

Noted By:
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November !7,2021
ALL EMPTOYEES

HUMAN RESOURCES DEPARTMENT .

RE: SICK LEAVE POLICY

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

Cebu City 6000

Date
TO
From
Subject

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

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

2. Employee may use sick leave for absence due to the following reason:
r Employee's illness or injury.
r Bereavement leave/s
e Emergency leave/s
r Power Outage/lnternet Outage (for temporary Work frgm 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 andlor
quarantine due to COVID-19.

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

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)

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

. Emergency leave

having emergency leave on the said date,

o Power oJt'Elrtiri..tion 
from their etectric/power suppty prorio., (e.g., VECo, cEBEco,

MECO) : , 
:

. lnternet Outage . 
.

officia I outage a nnou ncement f rom the i nternqt/tel co. provid er

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.

-kl*' i]w
6. The employee or his/her representative must inform his/her immediate superior or HR if an

extension of SLwill be needed to recoverfrom the sickness. A medical certificate must be submitted
before the expiration of the SL. Absence of notice and certification will be considered unauthorlzed
unless the company physician, after due examination of the employee, certifies that extenslon of
leave is warranted.

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

Please be guided accordingly.

Created by: qlmlo9

\/, hu*uc,oSfivPVt(

Noted by:

ln++
Angelo Manal

Operations Manager
CarlodGotlone

'General Manager
aiillo Jr.

erati!ns
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Date
To

FROM

THRU

SU B]ECT

*'tPtoy
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 subm'it the duly accomplished SSS

notification form attachecl with originaland complete ntedicalclocuments. lt should be submitted within

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

their form in Accounting office.

A member is qualified to avail of this benefit if:

t:

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

least four (a) days;
He has paid at least three (3) months of contributions within the L2-montlr period irnmediately
before the semester of sickness or injury;
He has used up all current company sick leave with pay; and

He has notified the employer or the SSS, if unemployed, voJuntary or self-ernployed member
regarding his sickness or injury.

'.,
Failure to submit the documents within the prescribecl period will free iPloy.from any liability of their

claims,

For your guidance.

lf there are anyquestions or clarifications, please feel free to'approa.ch the Hu'man Resource Department.

Sincerely,

slat lza

Mar!s.[ka I 6itilAV( irtUc-o
Human Re

L.

2.

3.

4.

Noted by:
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DATE : February20,2023
TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CTINICS AND/OR PHYSICIANS.

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

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

considered blacklisted and medical certificate/documents issued bythem will not be accepted. ln the

event that the employee submits any of the med certs under-t'hese 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 ACCEPTABTE and are considered part of the BLACKTISTED

cLrNrcs/PHYStctANS:

t, Rajah Tupas Medical Services

2. Bimbo H. Tequlllo MD Clinic

3. Lolita E. Abella-Libres, DMD

4. Dr. Omar Arceo, MD i

5. Sia Clinic I

6. Health Doc Diagnostics

7. Gaudioso Montecillo Jr., MD

8. Now Serving

9. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

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

17.2 Doctor's license number
11.3 Clinic/Doctor Phone number

tt.4 Date of Actual visit
tt.5 Diagnosis

t7.6 Recommendation

17,7 Fit to work date

For medical certificates, the following must be taken inlo account;

7. Must be issued on the day of the absence or the day after.
2. All instructions in the recommendation must be strictlyfollowed. 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:

hi iPtoy
o
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This updated memorandum shall take effect on Morch 7,2023.
Should you have questions or clarification regarding this, please do not

at er@iplov.com.

For strict compliance.

Lji'iP
=f

loy
7. Phone numbers shown in the medical certificate are incorrect and can't be validated/contacted.

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

HR/Compa ny Nurse/Company Doctor.

3. The Clinic/Physician does not entertain phone vaildations 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 nd lonqer accept consultation done

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

GA^I8v3(

hesitate to send us an email

tlnolto

\1. hL^ilcoPrepared by:

*ffiw"
E mi1-oyee Relations Su perviso r

Noted by:

ffir{,k
HR Manager

I

lNh6--+-
Nifr6'Aneelo Manal

Operations Manager.

Arredtcail;iilo rr.
,*.@{-o*T-,*
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Cebu City 6000
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Date
To

FROM

SUBJECT

November 30, 2022

ALL Employees

Human Resources Department
VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released, on December L5, ZO22
payout. lnthisconnection,all remainingSLcreditsaretobe.convertedthus,SLapplicationisnolonger
allowed until the end of the year. 

:

As for the Vacation Leave (VL) conversion, all unused VL credits will be released on the 30'r'of December
2022. All employees can plot a VL request until December 8, 2022 ONLY. The actual VL dates will cover
only until April 3O 2023. l(indly take note of the reminders below in reference tofiling of VL:

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

will not be relmbursed and will be voided.
r No rescheduling of VL once approved. :

s VL date should not fall on a local holiday otherwise forfeited.

Note: Approval of VL reguests will be on or before December 1,4,2022.

Furthermore, ifthe employee reslgns or gets separated from the company either voluntary or involuntary,
all available VL credits will be forfeited and will not be part of their last pay if:

r Employee filed an imm€diate resignation and/or faited to provide a 30-day notice.
o Employee went on Absent Without Official Leave (AWOI)
c Employee incur any leave, absences, and/or any form ofterminal leave wlthin the 30-day notice

period with the exception that the employee provided a valid documeintation such as but not
llmited to hospitalization due to sickness, accidents, or contagious diseases.

o Employee lncurred more than four (4) hours of accumulated and/or total late/undertlme within
the 3O-day notice.

e Employee will have issues with performance including but not'limited td quality, productivity, &
client escalation within the duration 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.iom.

Slgned:

^^R(&a"r"HR ManaEer

:

r;nqffi*^,u
Accounting Manager

!r

Alfrefio Carharlilo ir.
Dr'";F"Jm;ri,r;'

Approued by:

,W
cEo

'9fu\tfl\r$(

alanltt
.l . YDWUc.o

Nored by:



iPloV lncorporated
9rB floor, Ayala Center Cebu Tower
Bohol Avenue, Cebu Business Park
Cebu City 6000

DATE

To

FROM

THRU

SUBJECT

WfP_l,gy

April 26, 201-8

ALL EMPLOYEES

H UMAN RESOU RCES DEPARTM ENT

OPERATIONS MANAGEMENT

Maxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THATTHIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular employees can still avail their Maxicare insurance provided they are within the
paid quarter

The use of the insurance will be shouldered bythe separated employee and deducted from their last pay
in the amount of Php 861.33, this includes the Php 760.33 for medical services and Php 101.00 for dental
services. The employee will shoulder the remaining amount of the quarter.

The quarters are as follows

1st Quarter - December, January and February

2nd Quarter - March, April and May

4th Quarter - September, October and November and so on and so forth.

lf there are any questions or clarifications, please feel free to as the Human Resources Department.

Note: Kindlv indicate Vour complete name and signature if Vou have rece,ived. read and understood
the inemo.

Regards,

6iNB{.\l o4AKtEu rt ' hurr.tg,y

Ar*d(ih,r;r,.
Director oT Operations

/.,
.li

.i .r. _.{'Jt,,.i* f;/J
Apelardo Diigalea
Operations Manager

o



o
iPloy hcorporated
1lth Floo. MSY Tower

Pes{adores Road Cebu Business Park,

cebu citY 50o

December 17,2Ol9

To

FROM

SUBJECT

ALL EMPLOYEE5

OPIRATIONS MANAGEMINT

CLEANSING PERIOD

iPloy Staffing Solutions believes in giving employees enough room for ,*ororu.n"n, to straighten out
employment in regards to compliance to our cornpany's Code of Conduct. The aim of this approach is to help
motivate employees rectiry passed offenses and start anew.

Cleansing Period pertains to the time when an employee who h.ri been subjected to a Disciplinary Action (DA)
is epected to improve performance. Ample time is given to correct irnflroper behavior and refrain from
committing any other infractions.

lf an employee does not commit the same infraction for the specified cleansing period, the progression of the
disciplinary action will slide back to a level depending on its type. Please refer to table below:

The counting of the Cleansing Period will statt based on the date wlien DA was decided upon. Alldocumentations
for infractions will still be kept in the Employee's 201 File regardless what pe.ribd of progression.

The Cleansing Period is effective January 1, 2020 covering DAs 6 months and older.

,l,y/rr
Alrproved By:

laY Gls.!rN6ER
Chief Executive Officer

plteln

4^l*
Pt.*ltc,o

ARILLO JR.

5incerely yours,

ALF

\ctNr# MA&['



o
&R'ri!$ri:a:l
saqi
:gesi
q

t
F

F 19! | I r! i. 
= 

-

EI+EEE*;ei;ilgB, H 
'r*g$i, 

E

Ei i rE i'+i ?3F ig E E 3E5i I E

Irarfr+iff$.$r f; .$iiiir 
i

l^+!qaflE9.q,ltR 8 91.<*A-a

FgEr$siiqEiEg i rraiig
sH*i*[ii*i;a{ E [glrE*
atairEiEf$iiE E'a;iIa*
Ig's{ tffii $:"e:' 5 !;lge*E
;[]HrBrr;ai E g Ifi;ieI3EBEE$qlE*t, * * o=i,,ee,€[ 3 }E*FE I 3 E t{si€3
s i sf i; ? E : rigil*
1 t ai E.-: h i =.='a;6-rliEs Egq* gfl5*i*

=B

!E
()
ocun

oo
6
oa
6ozg
Cn
D2o
0
o
!

z
E{
Eg
o
o

5
o

o,

E.
rB

..E:

Q

S fi 
=e=sBi:

8pi5
:dIg;

t
I

5

!
o

iiii iil 

FB 

Eiii iisil i s ll iillii l llt

aiig 
gai g 

aiit 
gilgg g 

[[ [l-i*i g g 
i

iai ai i glii ggal 
r 

i ffii i i 
g 

g

I



q* ,9
itsffi
EaiT

:EAgi
E
5

*

r&
..-aI

E
'6"

9A t9
s&F;:d rs
EaiSf,da

E

P6- 35- 35a ;6. = 1 r
H- 2r b'

E$ ;i t a tEH si s ; +d'a B9 s E i
-s 3J

t+ 3H ,!
+H E.i 3+s Hl. ;
3d s3 3

F== d; ;5 3s ts.9. s.: ai fri I99q
.I-o J 6

'f tu o
d<.;<d;'3 fi ei;E'?:i|
3&9:aJ
l'i!-Y-e+o53s&s:cg

.. : ;
.o=,)i6

*996
DftO<
{- o I. 5P I o
^ i6 |

:=o i,< f ar s; E

cSae9);8;
dI.)<nE;i'Ooo

<ct6;_
-nai
Eo d
6 ai':f3
6 -<dv-
-t{o
n i.q
^Xl6o-d
f d,

693
il o6ari.
io6

-a-G- aE
auc
Fe.q.
6ff
ui6;

', f il' a:{s
.- Jh5o'6ou6
ooo'tl6
ooolrf
do a
-:1 0
oh-o

.u'

4ouo.
o
a
t

o

v
6-
o
a
?
o!o
o
o
a

o
o
o
C
o

3

iln'\Nr^

3i
o

IigBii

eg a

s83
qQ ii
o 6!
t3csri

d;
5.Sa3
g€
F-t

6'

saF
=6 

C.

g ?;E
ao-f
oo<6P3a3
:83

5
q q

6
q

_8E<i
1dx
5 qf
@6

,'s E
?_5;aYa66

,rE
3Bd66

o

=.8
o6

d

FT;i ft
#r

ta
f,;

6*a=

f4o
+d,-

5i=:;,
=.d!rl;l

f5+
=.4c-

34 "!i o-

u€
oQ
2dr6i

,g
OQ
ed.,

,e
u.ii,

Eg
urs
og
<9

s
3

9r

0 la
6'
3
a'
!a

I
?.

3;
6oc

TEB
; tage5'
F g3

E1

-EiEE$ig
9+3.,6ces'
oE ;5.

E€oo

osorq3r.r

EeE.s
+eitB:tor-it5

sIrrAi'€3sq9
9E t " E6-e; .*

ix;raEgisBEgaa
tr;a8a3iEil**=!.

; 3ii aEE aE : iE; 3

q
935',dr;o o=
s 28
Ele
:st*ge-
?r

5
g q.

€.8
rail
5qf6F

o

0
e.B
+Ed6r

o

0
E.8
+BE66

9'
€.8
3Ed'

. q,

0
e -E
! q;
@6

o

1.t E5
6,

,5 F*
I ;.
,t

f*3irq

5*"::'5
i.60-

F5=
:;t+d0-
dif

F*=:;, f{='
=;'5it -

F*=t;,

o€
ei. oE

<3 :

,c
q€
oQ
e6.

,c
o{

* B.

oS
oQ
'38

5

I
3 3

I

,
h

9.,t4
6 :..
e

q

3
a'

I
gt
a
?

r,

!

o,
o!a
*-
o5

o{

6S,

o

,
o

53r
o

*D

o

3e
d

6

6'

o.

!

o
6
i

+.'
o
.5.

X{

i
6'a

5
! ''i

o

J

s+
I

.3
[,r5',8



g9lii

*8ga
ed;;sgflqi

:98eic

!.

,}

iF'-e
iiJ;
SrlI

9i
a

g

&
Et

E
d

&
al! [

E
6\<

b { N

3g
I

<aiB
'o

lc
!

igiE,
ooo5<
193F6

!*ltsE
!. ?l r
9iil:e
H=9:

oc_

c€ $ssni3is.5 q

+=if;E
oQ
e

x
$E;
f x8

Eii
8qE

o

9
2o

7

3e.il
zAfi
5frc9
a6.J*
gi;gi,

3?fi

AE

si:!
r-Hc
fi E:**
E!IF
eF:8

qt
(, :-i

q5
o:

ao a
q5
'i3 r
Fsd

o.

.a { x

r"Hda;
ati;,

-I
3d:l
s*=l .
d Y dl q
r ii ol 4

aial $

3; fil" il_
6',

;
5-
q

6
q

6'
e.

6
q

h

;
6'
9_

ti
,4,

6

;.:

s;:= 5s
dd,

et trii ,s:;
5q

o
t.fi
3 Bd66

o

srE
;Ed'E

".7,i,E d*fl,
-8lau
j&;
@,.d,

E5+i.6c
5f=: t:+6!.

Ff,olila $t.,
+ds;'

F5.,: =5i.8s
s{
iH
"i' 

E

fFia
d5

€t
iA

.i,
. d6f

)q

.9E.GO
Y3
GO

:!4

o!
s5

ot
3e

oQ
f:i

F5=.
:;3+6 er

5*=
f 

=,+6er.
F4".:;i,
+.8 0-

.t1=
iaa

I
1
g

o
3.

I
3

gr

q
1
g

L
3;
9L

Pq.:zs

,c
o{
oc
en.

otoe
Qd,

3

sr

a I
3
6'
!r

o
L
sr

R

* tlx ;': s

9:Fi:ar
i tEZe,EH
Z+;zie^",!,iede_;;

) o:--

rPP
'*e*8fr,9
5 its iE I'
E X =6 t 6

1c I 9B bqqdd_6d:
4.3. r.h a ?.Iar.3sT

)a

ii
?_1

li

z
)q
6u

e lo
iq;

v' 6', i'
ol?d

-;.rris
"ii #1,_a"
t,jgi:I9
n ?,i;,. i i'i' ii 1r r'3d,;

-.; 51) 6

:*[gq:iooA:60Y
IG:o6,:1itl a &'1 -.<.,

;tii;i*.
'1,q6'iir'j

J-. d
-ootu.--d.l:forrJ;?o
F:! q@ 6 Yo

,!t$aiDqooi
,lqjidlBol;I:lt:.,[ili
P-;*(iYioartE'*;it;d

ll. r r 1i '.,r1 Jn'G

I 9b

]..3 e ,

ssaS
3'A;3
e;ii.:l
12 B o<
^_-i 

r e
d ,L!

g.

li,
lq

a2
3e {-,

r i-l

4.2
,i ,i
d'

2:;
I ri

iri ;

6i,

t*'
:i ii

di!

i:$ r"
:, il

*r
'i :l

dl

{Ei!
3.4

fi,'
1*,j
dir

2i
, :l ,i

!:.
;iI;

'Yt

L'l
Jit

$*,,jii'
j, 

$'
U$
f6

!-.

i:;,i;'

)y\

oQea
vra
oQ
$6

": 
Y,

trQc;
f6'

rr'
tr$
f6

I
3 3

6

gl

5
s
ea

s.t

3
6

IJ'

I;' 3,
ll

I
3
.;
$

*i!e
I,*a)

a

a'
ii!
4

a
31to

a,-

,
3 '.t

I
d5

Di
:rE
6.5
o
E
Bs
o:

*f8g

5
Itta

It
u

!t
rto

$.
I
Er*
5



92.9
eEfi<:i0

Eg:i
6;ogi
aI

*

c*:q

6 g 
':SpiEo; *.s

ofd
n: aei
!.

&
-ittl
d

&
tso
E
h
ok

o u ts E(

c? -g I

iirigEg
B E 5 E E +s
i5r$Psa18 a 6

" FE $

eig€r3;s
E i;

^ 
b ih

rE *B* 3EE;r85'3a;*g E AF : J O 
=

r;BiitgF

g
o

ti66;e
dE
qg
|,o

aa

!{so,!1d81ld's;8.3514
ii3g8*

ig*s;g
$erEFlIalig

o

I
E

e
o

d4
da
3a
9.t
6P

6-

;
6-

s
5'
e.

F

;
6-

I
E',

;
I

u$

<g

Bu$
ga.

g
u$
EA

?

Iu$
eQed

rf;a
;3

a5q ,-.it

I
1
!a

3
I
3.

o-

p.

1.

9

f 4'=,
: f,f

dir

31"
laa;,

oQqd
66'

ag

oQ
4B

3

9-

o
3
F
2_

too

2d 2eirdlo
'e59

i,t

q6.
PgEaE

".i; B SE

tgE Ii,"gEfqa
*i60dqra'''

9. b'llr13 3gEgs.3qi€9$'
E{sAHe'
r: :'t; *

g.,i iHl.dqH 
:!

fo
o.3 *.^ E

€giHq
o{d4h
oYa=a
9- !! r d.6

c.E h li H
Eg.5q:
$ i!'

.€FBisos5O:ltqdit'X';o5o*g
1]-dl:r9

8 $$si t
'i,i*.yi.

Hee fi$a

ri$Et*
5]Xsi3'
&3nr[E

t;
/! 9.

0

;,

6'

;
l;
9_

I
q

,e

d:,

v
u' .S

gE
,

t
u'S
UQ

,

p
ui$
C'Qe!i

IuS
Pg

l

,'B
vg

'l

!?
g

E.

l!.

3
g_

!l
:.1

.t,
I
q.

LI

t.
.9_

!L
:r

g.

I
.1

a
1a

, t.'
irt

:ap
'. 

._i.

a
*-q
6._:

rq

:lI

9

to
&

.dl
.: '9

5
it
Lot

$rt1

?s
3
G

5It
$

B*
!



8819
e6Fe

Elii
ida
?e

I
*

,
E
o

o

!
oE
c

&
E
o

rc r;

: ri

j

&
ts
o-

,J

iPEscEi
Fgii:gg
i33i?eE

:6I;o 96
-6-

lrg
eBas6*r idi
i'e s
;?o
stsE,
rJEDgo
E<.u6

a<P
=Eb; tca3B
:oo
o::
:d6
3i F
So
B

igEgE
F5 i i IiHixg
;"ge

eai;rdei?n
50 66X''oo,{

SiiB
B B iElaf-siYtg

c9$
f
:
ItliiHEF$t[l?t'ilXex;1 "?. 

E

--] ,."'- .- *l ---- ' * 
-

!=r38
PE Ag-
4is'
-D
a,

F
g

F

;;

t;

;
6

;. G

cu$
ga.
6O

?

u$
oOgd.

3

c
uS
g;.

i

'g
oB
P9
n3.

7rgf,:
5A

I
I;'

9l

l.
9-

.!2

3.

_o_

-o.

3.

ql

11"
):;2i' 

"t 
s.

d;a

o9
d6'

9.

1.

9l

oo
18.

oo.;*o=:8EA

o!

?.

g

3P
f'€oe
!,

c.6
Qo
o

5',3na6-o,A'a

1:a
*4L

35
L}
Z*
a;.
s*
O J?:

cHla ol

:lol

o'll

;'6 r tsgq:
9 rr 9 o
o:l_'{o',i :a o

3
P

5'B P
g 03
i oQ

g[3
rif
oa

tE i;.9

')\e;

Rl.d

isi
iiGsi'+ri.:-
o'il

5'

o

9.!E6

9Jx '.
$H

lD

!r

o

o-]E
€s'
oo

5e
d

o
'f

I

nEsB=l:rrl
:,€+r'=l:f,il

:: d'tu qlq.: U.lo aq'[Sl< r{ qld iil ,fi'rl
al,il-'l_'l 

I

6

;

da

li'

i

(,
n
-1.
v;I

l

&a
itb.:

-:-
!,

..t';'
L

lt
li

.a 1..

Z 1'

I,*a
z6

tt.
E,ta
zo

i
!c
c

t
iil
n"

;
i'1
o



qt t9
elfi; d i!
EA?E

a=d

gE"

;,

3
F

.cH;€
Qqdt

gi<i
3f,',sHi^{6

g

@
*o

Et)o
-

o
3
o
o
o

a
o
o
o

dq)'\s"
,ffi
,ltsI
rO

G

D
6€

{

8!"888
i'E5EEi?q.18
saa:
CEirioq; ig
E: t$;9
6q

iEBTIF
3iag.EEliqcS€
igaiiE

I g o o-@
d "*dg Fs

q5d,
8'.3 rsqi
d e<

rO

as$fl
F A E.B

9F6

etF
33qsa

Btq
a3q

;g'
Qo
9r;
6a

, i.
o

iag+
afdP
s t?.9:;8e
lSEts9;=
r,qaf

:6'6Eiiif*

iEBH
t; i 5

lrzq 455" E

*s

I I a€tsti=
q*;3
udqo

t!. a'E

'sgF'o

6
c-

@

E

U

6
s L g

6

;

ot
x,
<9,

.coS
oQ

u{
,c
uS
l:s

u€
oQ

I;g
s3

l^
u$
ga

.co$oq

o
3

er

o
1
!L

3

er

g

3

sl

g

3
G
9r

s
3

el

a
.3..

9r

I
3

!r

!

8AE ilSB 5
gEF$gIi

n lqaaH
3 l3;eq6: s 6

<g
o!ia

; o6d60
o-=-

Y'ro
SE
5*
s3

f

o Q ! do o a ! -Ei4E$"HSg560i-^bu=cG

3 r ] g 3 E Et
;-g5ggcFq
fr?ii € F

- q€ 5 a'oo

EE 9 g

=o! 
o

iqC'e

3o8-
aFl
fres

B H gA <
qFESE
q:99s!
q^x3.;E
o-cooB5:t€
?# E E B

o ='o'6S

$acslt; E
gtga
x:{5
ia=.8
ft9o'Bi3

R8 A

i+g
f, o6
o1.5
dasJ -:rig

o5
er. t.
d>

.9
d
6
d

vz

es
E,?

o
E
ato

5'

;
5"
q.

r
; ;

6

; ;
6-
q

o
3a
o-

q

3

o*

o
:I

!r

o
3.

gr

o
l.
9r

'E€ F<t=5q
E.gg6 <

::s 4 gEB

't5-
=.d 

9.6.

Sr-
+6 91;:

f5
l.e
aE)

Fs
ie

.V
o9 h

9.

o9 5

L lf a
Fs-
+as

o
3

g

I
3
s'!r

o$
8E<E.

,c

d5

o
a
:.

o
3
a'

o

*.t
t'.8g.a

I

o

I

,N

q..

a-
fi..,!
!,i'

1
3.!
ti
i

o: ,

i:?

:o
8'

'E

',.
d:

ts

a.-'

t=
i.':q

'.-i

o

I
!.N

!

a

l'r '
-4. Ii' -rs

i

.'
l'tI.:
6',



A!e*
E *, r9

!qra
siag

*E'aei
e

sB
i+

o-9
-6

,t

5

o

it!

;,,

d g'B'.E
;io9oi
!.;R.+
,iltofa'' ii.a i

t$. I
j ir.I
.g ., ri
o t[i

={PJ 6-

IAQ;ed_da f
EgE
i5dt;;^?q;;

a'
c

F'

,fiq2

3

:l

o
(:

o
n'

+qi;
ro q

q *e
r: Y'o

q6
.9

t

e
a

d

6
o

i.z
q;

oq
rg
9.o

o+4ct5doocie,ocli -

3g=E5{19iEq;;1*T;:ifi;e9\a
2162.$i9a
ieiiiid*to -4"- i5 aq - r o

q;

t:,, ii()Q

\)
il.

g

&
kn

IE
'6

a
E
f,
o

0
3
!
)
!
o
E
a

o
4.
a,

aq

q:t:Q

tu rigdrS
.!i

i
r

o

r 6E
qr3
FE3
ri,i
fis
;.P
Ee

AF89s9.e.
68
E;
o-

!a
I

EsS.;36
o< t
d 3F
99r

gc

ni
RA
fls9r
+o

3e

erE*.$Eiii{
iou96
sa;.],9s.'a*rqD6,;::
IeFri:; "t'ij_,--

i;

E5F
iEg
N.;pr-
affr
ETEI65@-o _

vqA
8[]s
P[3
{i E:.
06 '-(i
a q;

,;

E.e"t
6Qrl
TJ}B
'i!a

,r. . tj
.o;

I

r E E f."E A

s tE IE i
0eJi+3Jqa.oi'

HHSdii
ieilA_,o ; {1.

lIi';iri>1.3;i*3
!Ji'r,a
Jo=o

lcqiaT
iiI:,'i:ii[f(lir
ti:.jg2dt,

:---'-

i--
6
9

6-

I
6-

-fi
6'
c

6

;
a

;

;(,.t
6ii

Ff;i
{f
a:

tt
3C

ts
ii;3

{€
dil

,8t<il

; si@6

U

3rE
iddD iilo.

', . 
'u-,

@d

* 
^.?::gd^fr

Ft":;.
:q-

F5=
*do-
d55

S*"
i.se

fq"
:fl4
;J

f,*=
:;f,+60-

d;f

F{"'I 
=,i. d 91.

iir

f.* (t 
=.AA;q

,1 5,

ii
i13i
-iE

I
c€ u$

Bg
o$
93.

,"s
OQ
<=

OQ
u$
s9

3f"
iFa

fBr
f;, 65r

i.do-
f*,,
iea

o
3
6

0
3

e
3

ea

I
3.

9a

o
3.

o-

o
3

pS
9Q
<g

i

1r€
.0 Q

q
o$
oq
<. 2.

o€
sq
2n.

q
6

'IO.d
.1.

!r

o
3

s
3
6
9r

E
o

g
,r

era
o

z
7
AI

l{
t

h.
a
Za

ite
; 'i
D

i!u
I

tIt

1q

D.

t.*.
ot

rFfrg3F.Ktoo(qi r9..ihi6
+EE; Iq !t 4.o.3

!iHitdn::ltil{6ii

'P

6i or
9-4 i X

ErI,,i
::<:O: J;xs

-:;Q
6:.

o
c
E
65
g
5
;r
A
6'I

{; 9:
srls

,}

{x
)iljD

r::r

t

Ta5I

r :t ..1

etrtI
;
!qIo

p

3.
$

[.
E'

$,
!



b !

v

IgEE il

i;aqa( b-e q IiHoS3
+$3aq'
Fn6'

o o 50floo; i. E:3
6050

AEqH
c5a

a Et

=9

3'Pg 
=Eg.rE9E

Ers-Hi
d-!.gui.
e Bt ?e
tmfr*g€.fli'
@f,o
[io'=

8: g5
cg t 6g{g.E
d €c 5
?'q 3 i''E s9

c-'g HoJrt
d4,o

s

8 F 18. P
a x q s.i
*E 

+Eg
* e.a a

ts * id'oioj69
il- 3' a.i

aEt
*E r
gB;'+g

o
3
!
a

AFE g flE
6,d;6@nil,*iiB4E:E9sB

SigF*-E O Od
3'" e il)6-

6'
g

6
o;

6-
g

6

i
6
a

c
u$
oQ
<9.

u{
OQgd

c.
u{'
SE<9,

l

e
u€

f

u -$..
oQ
<2,

J

u.$
OQ
<9.eo

I
3

g

I
3

!r

3

9l

s
3.

er

a
';"3

o
1.
o_

98 -ea

#gi8pDI
XE'Iq.i

5',

F

&
, tFo

IE
:E
:Qq

g * ig
!E*:
SpBE

x {a
n:o9i
@

g

,1.
i r Ni Igs-

E $ilsd5 B
; HiAB E

9+B3eds=cq.
.a$E 1i
=BAHEf oo -6
fi &E t'fi
I a a*
gi EHar IH
4 5' 6'6o@ fr t
B-E 3 8_

d.fi Bi
g9 :d5'
O n +<ii fi {
f f 5 d

3:-8 E l9s Edb'a aefr ri
;= 9:
dJD 0:
l-.63og o a
c J^ c i'
oE4s;ts
fie

ob
{<
esl
c3.a*
,
6'
m
o
c

o
o
6'o

u -{ n)aJ m,q u_ G o
'9 11 E'ot=86 :ouoL_o

5is i
ile3_ g
i rts H
^-ituya) n;ii B
a<5Asot =r86 E,;'= - .),o(i 4

de: z
od f v
6n'" O

; i0 B3=€ P,* 5 3 2
O'< mga I
ats Edo

' <o
d"a
-coa
ao
oa' .3s

' 6'!.oogi'
d6
6a

,6L E-o!
frorq
as
$a

L g;.*
< o^or 3b'oo ooro-(f\ en !t' B;ib 500F o.J a.c c oeo c, oG-d-

xod,
9ldE s3fE eFo

tr'i otY
- N ]D

--i_ a

t ;$s 9q'c *il
(\ 166. 9" :.om

3fE^FO*;aa
06'
*JD
!*'+s-

'MJD' Ee
00
9o;'o'' ,o' O*, eo

. 04
' <d

9o
;0
ooaf

zo-
vm
o

o
Cz0
m,
I

2

E

fr

z
+
C,

t,]*
o

a


