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Printlegibly. Markappropriateboxes Dwith'/'anduseseparatesheetif necess

EIVIPLOf'EE PER.SONAL IDATA SIIEET

n LnL'n(--V r,D .,(?., n rr - 'rr n n' ',n n I rr n 'r rr tr lr rl

FIRST NAME L -Lr r-f - '.S.F -F .,'!'\ .,!\-E.r{., 't n n ., n r-r 'r rr r-r !r rl

MIDDLE NAME 3. NAME Exrer.rsrblt (e.s. Jr., Sr.

4. DATE OF BIRTH (mm,/, 17. RESi DENTIAL ADDRESS

ztP coDE-

8. TELEPHONE NO.

hcusE- * drR&rv\\!l
l*arrrr"f"'.+ ef+l'41\5

eJ -\l
5. PLACE OF BIRTH \? e4f1 ,\,^lS- &-C'

7. CIVIL STATUS

DMarried DSeparated
'.J ffi*l-fi19.,PERMANENT ADDRESS

'I

ZIP CODE

2O. TELEPHONE NO.

A. CITIZENSHIP t ru.tfrrvo
9. HEIGHT(m)

10, WEIGHT(ks)

12. GS|S lD NO.

13. PAG-IBIG ID NO. o4tn 9S 2-->-> 21. E-MAIL ADDRESS (if any)

22. cELLPHoNe ruo. (if a ny)

23. EMPLOYEE ID NO.

14. PHILHEALTH NO. zOz- rTbTqV
orls-tfC" 1"?l e

24. SPOUSE'SSURNAME

FIRST NAME

MIDDLE NAME

DATE OF BI RTH
(mm/dd/vvyy)

BUSINESS ADDRESS

TELEPHONE NO.

tinue on separate s heet if necessa

26. FATHER.S SURNAME

FIRST NAME

MIDDLE NAME

27. MOTHER'S MAIDEN NAME

SURNAME

FIRST NAME

MIDDLE NAME

25. NAME OF CHILD

(Write fLrll name and list all)



37 a. Have you ever been formally charged?

t:
I

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

38. Have you everbeen convicted of anycri me orvi olation
decree, ordinance or regulation byanycourt ortribunal?

Dves adNo
lf YES, give details

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

D,ves .Dwo
lf YES, give details

40. Have you ever been a candidate in
(except Ba ra ngay e I ection)?

DYes F*o
lf YES, give details

41. P ursuant to: (a) Indigeno use Peo ple's Act (RA 43710; (b) M agna Carta fo r Disablec
Persons (RA7277); and Solo Parents \n/elfareAct 2OOO (RA 8972), please answerthe
following items:

a. Are you a memberof anyindigenous group?

b. Are diffe re ntly a bled?

c. Are you a solo parent?

:

Dyes .9ruo
lf,YES, give please specify:_
DYes '6No
lf YES, give please specify:
DvEs r.EJfro

lfYES, give please s
42. REFERENCES (Person not related byconsanguinityoraffinityto applicant/appointee;

ADDRESS' :,, TEL NO.

43. EMPLOYMENT RECORD (latest
COMPANY NAME

44, ldeclare underoaththatthis PersonalData Sheet has been accoirrplishea fyme, and is a
true, correct and complete statement pursuant to the provisions of pertinent laws,'rules and

regulations of the Republic of the Philippines.. . .. ' i.
ir, .. :' ," l

lalsoauthorizetheagencyhead/authorizedrepresentativetoverify/:,valid,ate

the contents stated herein. I trust that this informaticin shall rermain confidentlall

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

(passpo rt size)

Co mputer generated o r xerox
copyof picture is not

acceptable

COMMUNIry TAX CERTI FICATE NO.

ISSUED ON

n in the box)
Ptease sonr""r;WQ 4YNE
Contact *r-O"r i'

Re la tion:

Dves -DNo
lfYES, give details

Dyes FNo
1f.YES, give details
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

l,w'D SWA^;ry.vt V- 9F*-dzs hereby authorize lploy lnc. ,ni/or. it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may.be in any state or local files,

including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application andlor obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
co n se 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 necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, I

hereby agree to release any person, company, or other entity from'any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant

to this release. I understand that any false answers or statemepts, 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 falsificatibns or misrepresentations
be discovered after I am employed.

lrelease lploy lnc., its employees, designated representatives, agents, officers and trusteesfrom
any and all claims of liability or damage due to either the procurement or the true and accurate
disclosure of such records or information. , :

Applicant Name: ueq qf?t-tN q'\- T? - gL^-<Er7\)

present Address: 
(lnrVquur 9oW\v\L<l'"a-. Y 'e*t>/*\rc z-Wo o\Y

I

Social Security Number:
z-

Date of Birlh:u /

Q--4- /--,

- zo->7
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Eligibility for Sign-On Bonus:

Releasing of Sign-On Bonus:

L*7
Signature te

ffiiPJ.eu
... :

SIGN.ON BONUS POLICY

.

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

To be eligible for a sign-on bonus the employee must meet the followihg criteria:

o A regular employee :

o No resignation submitted before the releasirlg date of the sign-on bonus
o Must not be on any form of floating status :

o Must not be on Floating, AWOL, Terminated dnd EOC status or other forms of
separation

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

.,;

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

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

Acknowledgment

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

93o-
{i

7 6>*)

of the..j25Klsign-on bonus policy.

9'ryv*-
Printed Name/
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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/Ma'nafer., I have been informed
that my Supervisor/Manager has a copy of this policy and it is also available on the
HRWeb I can refer to it any time:

: Dress Code Policy

:0L
: June 13.2022

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

Policy Title
Revision No

Effective Date

WiP,J,py

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

Date

Date



iPIoy Gift Policy

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

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

time, temporary and probationary status. ,,' . '

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

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

food are also considered as gifts.

Employees are required NOT to solicit or accept for personal benefit direc.tly or indirectly any gift from
any'employee/s or company that is seeking to conduct .or is currently cbnducting business with the
Company. Any gift with a substantial monetary value of more than .Php200 should be returned to the
giver.

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

tagged under Level 2 offense and follow these progression:

a. 1't lnstance - Written Warning

c. 3'd lnstance- Dismissal 
t

' ',

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

't
Employee Acknowledgement

I have read, understand and agree to comply with the forggoing policies, rul.es and conditions governing
', . t, qQthe iPloy Gift Policy. 

r,.
.Name: L-vr7 

=*AlJNBl 
P" >A,eEkz-\-) :,, ,; '

Signature: DB- go-z-7

.o.l
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iPloy Social Media Policy

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

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

work colleagues. 
.

All employees should be aware that iPloy regularly monitors the internet anA sociat media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions,

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

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

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

employees, customers, members of the public, etc.

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

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

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

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

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

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

!

Procedure:

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

o Be aware of your association with the company when using online social networks. You must
always identify yourself and your role if you mention or comment on the company. Where you

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

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

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

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

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

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

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



o
a

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

to any internet request for a password.

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

documentation or other internal information - must not be transmitted, sold or otherwise
divulged, unless the company has already released the information into the public domain. Any

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

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

audience, your colleagues and customers and suppliers, Do not post or publish any comments or
content relating to the company or its employees, which would be unacceptable in the workplace

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

own.

Recommendations, references or comments relating to professionalattributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and

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

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

for such a recommendation should be dealt with by stating that this is not permitted in line with
company policy and that a formal reference can be sough!through HR, in line with the normal

reference policy.

Once in the public domain, content cannot be retrac[ed. 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 qpickly. You may factually point

out misrepresentations, but do not create an argument.

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

In addition to the above rules, there are many key guiding principles that employees should note when
using social media tools:

. 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 oihers; .

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 ihaccurate or misleading; and



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

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

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

Specific Managerial Responsibilities

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

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

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

Enforcement / Progression

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

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

This policy is not exhaustive. ln situationsthat are not expresslygoverned bythis policy, you must ensure

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

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

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

a. 1't lnstance - Written Warning
b. 2nd lnstance- FinalWritten Warning

c. 3'd lnstance- Dismissal

Employee Acknowledgement

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

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

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

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

Name: \9(2 sry;.tJft4 9' sftuzd,ac

Signatu re: Og -bo -2'>
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Date
To

From

Thru

Subject

.'

February 22,2A18
ALL EMPLOYEES CONCERNED

Human Resources

Operations Manager 
.

WoRKPLACE POLTCY AND PROGRAM ON HrV/ArpS

1. OBJECTIVE

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

AIDS Prevention and Control Act of 1998 whrch recr:gnizes workplace-based
prograrns as a potent tool in acr'dressing HIV/AIDS as an international
pandemic problern, this company policy i:; hereby issued for the inforrnation
and guidance of the emplr:yets in the dia6;nosr:;, treiltrtrrent arrd preventir:n of
HIV/AIDS in the workplace.

i.2. This policy is also aimecl .it arjdres:;irrg tlre stigrna.rttacherj to l-l|V/AIDS and

ensures that the workerrs' right againlt ijiscrirnination arrcJ confidentiality is

maintainecj.

2. COVERAGE ,

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

3. IMPLEMENTING STRUClURE

3.1. lploy lnc. HIV/AIDS Program shall b'e

r:ommittee consists o{ reprersentativr.}5

departments.

4, POLICY STA EMINI

managed by its health and safety
from the 'different divisions and

4.1. BAS|C TNFORMATTON ON HtV/ArDS

4,1.L. What is HIV/AIDS?

4.1.1.1,. lt is a disease r:auserJ by a virur,. t.alled HIV (Hurnan

lmnrunodeficierrcy Virus). This virus slowly we.rkens a person'5

ability to fight ol'f other drseas,bs by attaching itself to and

derstroyirrg inrplortant r:ell:, that control and. support the hurnan

imrnune system.

4.1-2. How l-lIV/AIDS is transmittecl?

Unprotected sex with an'HlV infected perqon;
:'

',
i

t-

4.1.2.1"
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5. GUIDILINES

.5. 1. Preventive Strategies

5.1..1. Conduct of HIV-AIDS Education.

4.1..2.2. From an infected mother
birth through breast feedinB);

Io her child (d.uring pregnancy. at

4.1.2.3. lntravenous drug use with i:ontaminated r,ieedles;

4.1.,2.4. Transfusion with infected blood and blood.products; and

4.1,.2.5. Unsafe, unprotectbd contact with
wounds of an infected person. '

4.1.3. ls there a cure?

infer-tr:d blood and bleerJing

4.1..3.7. No. However, there are antiretroviral drug combinations that
are available when properly used, result ln prolonged survival of
people with HlV. Holistic care of people living with HIV-AIDS and

comprehensive treatment of opportuniitic infections also

dramatically improve quality of life.

5.1.1.1., Whowillconduct?

The Medical Clinic of lploy lnc.-in coo'rdination .with the Health and

Safety Committee shall conduct HIV-AIDS education to all ernployees
for free. This shall also forrn part of the orientation of newly hired
employees. The standardizecJ information packige developed by the
Department of Labor and Employmeni IOOLf ) may be used for this
purpose.

5.1.1".2. How willit be c0nducted?

-l-he 
HIV-AIDS education will be corrducted through cJistribution and

posting of IEC materials, lectuies, counse[ling and training and

rnformation on adherence to standard or univef5al precautions irt the

5.1,2. Screening, Diagnosis, Treatment and Refeirai to Health Care Services

5.1.2.1. Screening lor HIV as a prerequisite to emplclyment is not
mandatory.

5.1".2.2. The company shall encourage positive health seeking behavior
through Voluntary Counseling and'lesting.

I
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5.1.2.3. The company shall establish a referral'system and provide

access to diagnostic and treatment services fbr its workers. Referral

to Social Hygiene Clinics of LGU'for HIV scree.ning shall be facilitated
by the company's medical clinicstaff. ,-

5.1".2.4. The company shall likewise facilitatd' ac.urs to livelihood

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

offered by other government agenciei. .:,

6. SOCIAL POLICY , .i

6.]..Non-discriminatoryPolicyandPractices

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

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

6.1.2. Workplace management of sick employees shalinot differ from that of
any other illness,

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

6.2. Confidentiality/Non-Disclosure Policy i

6.2.1". Access to personal data relating .to a worker's HIV status shall be

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

8504 and the ILO Code of Practice.

6.2.2. Job applicants and workers shali not be compeiled to clisclose their
HIV/AIDS status and other related medical inforination.

6.2.3. Co-employees shall not be obliged to reveal iny personal information
relating to the HIV/AIDS status of fellow workers..

6.3. Work-Accommodation and Arrangement

6.3.1. The company shall take measures to reasonably accommodate

employees with AIDS related illnesses.

6.3.2. Agreements made between,, the company and employee's
representatives shall reflect measures that will iupport workers with
HIV/AIDS through flexible leave arrangements, rgscheduling of working
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7. ROLES AND RESPONSIBILII IES OF EMPLOYERS AND EMPLOYEES

trinw

7.1. Employer's Responsibilities

7.1..1-, The Company, together with employees/ labor organizations, company
focafpersonnel for human resources, safety and health personnel shall

develop, implement, monitor and evaluate the workplace policy and
program on HIV/AIDS.

7.1,.2. Provide information,
workforce.

education and trarrring.'on H|V/AIDS for its

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

7.1".4. Ensure confidentiality of the health status,of its employees and the
access to medical records is limited to authorized personnel.

7.1.5. The Company, through its Human Resources Department, shall see tct

it that their company policy and program is adequately funded and made
known to all employees.

7.1,.6. The Health and Safety Committee, togetiier with employees/ labor
organizations shall jointly review the policy and program and continue to
improve these by networking with goverrrment and organizations
promoting HIV prevention.

7 .2. Employees' Responsibilities

7.2.1,. The employee's organization ifratl undertakl an active role in
educating and training their members on HIV prevention and control.
Promote and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose workers to increased risk
of HIV infection. 

: .

7,2.2. Employees shall practice non-discriminatory acts against co-employees.

7.2.3. Employees and their organization shall not have access to personnel
data relating to a worker's HIV status.

7.2.4. Employees shall comply with universal precpution and preventive
meaSures.
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8. IMPLEMENTATION AND MONITORING 
'

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.L. This Policy shall take place effective immediately and d]h'all be made known to
every employee.

o
s'iPloy

ii0t\rLit
by: Jo Hah-n"d R. lr4ClecioPrepared

Human'Resources

Reviewed by:

Approved by: Yisrogl Y. Gissinger
CEO

Rifredo P.id)rcrarillo lr.
,\.lytPR\rations
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Date

To

From

Thru

Subject

January 1,201,8

ALL EMPLOYEES CONCERN ED

Human Resources

Operations Manager
WoRKPLACE POLTCY AND PROGRAM ON TUBERCULOSTS (TB) PREVENTION

AND CONTROL

1.. OBJECTIVE

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

series of 2005 - Guidelines for the lmplementation of policy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace..

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

2. COVERAGE

2.1.This Program shail apply to all employees regardlbss of their employment status.

3. POLICY STATEMFNT

3.L.The company seeks the prevention of the spread of tuberbulosis, as well as the
treatment, rehabilitation, and restoration to work of ernployees who contract
this disease. To achieve this goal, all emplovees are stricUy.mandated tq yndergo
an annual phvsical examination with the reqgfgle rhe5l_x'1qy

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

in a selected population) and transmission, treatment'wlth Directly Observed
Treatment Short Course (DOIS), and control and management of TB in the
workplace. This shall be handled by the Ofl'ice of l-lealth Services (lnfirmary) or
the partner health provider of IPLOY lNC. in conj.unction with the Operations
Manager and office of Human Resource through thb company's accredited
health provider.

3.3.The DOTS is a comprehensive strategy to control TB, and is composed of five
components, which are:

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

treatment and control activities;

3.3.2. Case detection by sputum-smear microscopy Emong symptomatic
patients;



iPlov Incorporated
11th Floor MSY Tower

Pscadores Road Cebu Busr,ares Palt
Cebu City 6000

o
e'iPlw

supply of all anti-tuberculosis drugs and other

3.3.3. Standard short-course chemotherapy using regimens of 6 to 8 months for
all confirmed active TB cases (i.e., smear positive or those validated by the
fB Diagnostic Committee). Complete drug taking through direct
observation by a designated treatment partner. during the whole course of
the treatment regimen;

3.3.4, A reguTbr, uninterrupted
materials;

3.3.5. A standard recording and reporting syitem that alloirus assessment of case

finding and treatment outcomes I'or each patient and'Of tuberculosis control
program's performance overall

3.4.Employees rnust be given proper information on ways gf strengthening their
immune responses against TB infection, i.e., informatidn on good nutrition,
adequate rest, avoidarrce of tobacco and aicohol, and good personal hygiene
practices. However, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information on its etiology and complete performance ove/all.

3.5. lmproving workplace conditions:

3.5.1. To ensure that contamination from TB airborne particles is controlled,
workplaces must provide adequate and appr6priate ventilation (DOLE-

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

,

3.5.2. The number of employees in a work area shall not.bxceeO the required
number for a specified area and shall observe the standard for space
requirement. (0SHS Rule 1062)

' j,

3.6.Capability building on TB awareness raising and training or1 TB case Finding, Case
Holding, Reporting and Recordirrg of cases and the implemi:ntation of DOTS shall
be given to Company health personnel or th€ occupation'al safety and health
committee. .'

3.7.Social Policies:

3.7.1,. Non-discrimination: Employees who have or nia TB shall not be
discriminated against. lnstead, they 'shall be supported with adequate
diagnosis ancJ 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 conffolled.

3.7.2. Work Accommodation: Through agreernents ' ,mbde between the
management and the employees, rarork accornfnodation measures to
support employees wlth TB is encouraged tHibugh 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.may be alloryved 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:

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

from the Company's Health Services Provider.

3.8.1,1. An employee who has the symptomS of TB is required to initially
wear a face mask (especially uihile inside the qffjce) and observe good

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

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

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

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

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

strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise to corhplications, sich 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 r."rron, of over slx [6]
months may result in the termination of ohe's employment as

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

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

through the Annual Physical Examinatton. lf for any reason an employee

fails to secure a chest x-ray at that firie, he/she slrall be directed to secure a

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

3.9.The Company shall ensure that any lB occurrence in the workplace is traced and

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

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

treatment and rehabilitation program (DOTS) prescribed, and who is finally
declared to be in a non-communicable stage, may be allowed back to work
subject to being given a medical cleararrce by a Company designated physician.

3.11. Employees (those afflicted with the Alsease or. those identifiecl under

contact tracing) who refuse to cooperate arrd du.tifully observe lawful



o_.g iP!oy

instructions iundergo a medical check-up andlor treatmqntl, may be subject to
disciplinary action proceedings for insubordination (tne penaity of which may
range up to the termination of one's em6lloyment).

4. PROCEDURE

4.1.The respectiveHealth Services of the Company (and/,:r.tfre contracted Health
Services Provider) shall coordinate with the Occupational Safety and l-lealth
Center who shall provide preventive and technrca-l assistance in the
implenrentation of the Workplace'lB Control and Management Progranr.

4.2.An employee who urdergoes the Annual Physical Exarnination with the requisite
chest x-ray will have his/her medical record forward.ed lci.company ctinic/HRD.
Employees who fail to undergo the requisite anhual chest x-ray shall be directed
to secure one at an accredited clinic or by his/her prefe.rred lnfirmarylHealth
Services.

4.2.L. Those with medical findrngs shall be required to.undergo further medical
check-up. All medical records irr connection with thrs'Second/ further check-
up shall be submittecl to conrpany clinic/HRn ahO hislher respective
lnfirmarylHealth Services

4.2.2. The employee shall then coordinate with company qlinic/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 ft)lly with his/her respective
lnfirmary/Health Services (and/or the contracted lleplth'services provider). lf
the employee tests positive for TB, the employee shall undergo the DOTS

program to its completion.

4.4.1f the employee needs to undergo a leave of.absence to recuperate, he/she will
be allowed to use the appropriate leave before.heTshe may request to be
permitted to go on a Leave of Absence witheut Pay (LOA), ",

4.4.L. The employee shall observe the requisite proceflUre 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 medical leave'of ?bsence (without pay)

for a maximum period of six (6) ntonths. The conr:erned'bmployee shall submit
an application for a leave of absence. befote going on leave. Said leave
application shall be subject to approval 6t the sole discretion of the Company
Management.

4.5.1,. The same procedures urnder 4.2.1. to 4.2)- shall be observed.
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4.6.,After treatment, with a maximum period of six (6) months o.n ieave (withor.rt pay),

an employee found to be cured or in a non-corrrnLlnicabfe stage of IB may be

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

monitored during the annual physical examinatiorr with the requisite chest x-ray
or as may be deemed necessary by lhe Unit Health Services (lnfirmary) or
contracted Health Services provider.

q

4.7.The employee returning to work shall be required by the Management to secure

a medical clearance fronr a medical doctor chosen by the Conrpany before being
allowed to return to work

.

4.8.The HRD will initiate disciplinary proceedings agairlst any ernployee found to have
discontinued treatment in defrance of medical advice, or wfro refuses to undergo
the full treatment course prescribed. LikeWise, employee.s who are ordered to
undergo a check-up due to contact tracing tiut refuse to do so will also face

disciplinary action proceedings. ln both cases, the inaxjmum sanction applicable
for insubordination will be the ternrination'of cjne's ernplqyment, if it is cteemecl

warranted.

5. IMPLEMINTATION AND MONII'ORING

5.1.The Safety and l-lealth Cornmitlee or rts counterparL shall periocjically monitor ancJ

evaluate the implementaticrn of this Policy ancl Program. ' .'
tt

6. EFFECTIVITY

6.1.This Policy shall take place effective rmnredrately and sh;:li be made known to
every employee. : .

Prepared or'," *ifu{q/,,h,".,"
Hrt-r'hurources

Reviewed by: Alf4gdo P.

Direhtor o

Approved by; Yisroel Y, G_iSsinser

cto

arrllo ir.
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: February 22,2478
: ALL EMPLOYEES CONCERNED

: Human Resources

; Operations Manager
: WORKPIACE POLICY AND PROGRAM ON HEPATiTIS B

1. OSJECI-IVE

1-.L.lploy lnc. is committed
customer satisfaction,
the workplaces.

to conform to the established .standards assuratrce of
protection of our environment an.d health and safety in

L.2.The company promotes and ensures a healthy environment ihrough its various
health programs to safeguard its employees. And as part of the cornpany's
compliance to DOLE Department Advisory No. 05, Series of 2010 (Guidelines for
the lmplementation of a Workplace Policy and'Progia.m on Hepatitis B), this
Program has been developed. This piogram is aimecl to address the sttgma

attached to hepatitis B and to ensure that the employees' right against
discrinrination and confiderrtiality is main [airrr:d.

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

2. COVERAGE

2,1.This Program shall apply to all employees regardless of their employment status.

3. POLICY STATEMENT

3.L. lmplementing Structure

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

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

.

3.2. Guideline, 
''

3.2.1. Education

3.2.1.1.. Hepatitis B shall be conducted through dist'ribution and posting of
IEC materials and counselling and/.or lectures; and
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3.2.L.2. Hepatitis B education shall be spearheadeci by lploy lnc. Medical
Clinic in close coordination with the health and safety committee.

3.2.2. Preventive Strategies .

3.2.2.L. All employees are encouragecl to be irnmuqized against Hepatitis
€ after securing clearance from their physician. i

3.2.2.2. Workplace sanitation and proper waste rnarlagernent and disposal

shall be monitored by the health and safety comnrittee on a regular
basis. , !

3.2.2.3. Personal protective equipment shall be.rnade available at all times
for all employees; and

3.2.2.4. Employees will be given training and inforination on adherence to
standards or universal precautions in the workplace .

4, SOCIAL POLICY

4.3..7.1 Non-discriminato!'y Policy and Practices

4.1,1.1.1. There shall be no discrimination 'of any form against
employees on the basis of their Hepatitis B.itatus consistent with
the international agreements on'1"66'-di56;imination ratified by
the Philippines (lLO Cl11). Employe,es shall.not be discriminated
against, from pre to post employme4t, including hiring,
promotion, or assignmenl because of theirhepatitis B status.

4.1.1,.1,.2. . Workplace management of sick employees shall not differ
from thai of any other illness. Persons.with Hepatitis B related
illnesses may work for as lon$,as they are medically fit to work.

4.7.1.2. Confidentiality : "

4.L.1,2.1. Job applicants and enrployees shali not be compelled to
disclose their Hepatitis B status and other related medical
information. Co-employees shall not be obliged to reveal any
personal information about. their'fellow employees. Access to
personal data relating to emploiTbe's Hepatitis B status shall be
bound by the rules on confidentiality anO s.fiatt be strictly limited
to medical personnel or if legallyiequired. 

. 
'

4.I.L.3. Work-AccommodationandArrangemeni I

4.1.1.3.1. The company shall take meisures to reasonably
accommodate employees Who are Hepdtitis B positive or witlr
Hepatitis B - related illnesses.
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4.1..7.3.2.

4,1,.1.4.1,.

i

Through agreerents made betwben management and
employees' representative, measures to support employees with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of working tirire and arrangement for
return to work.

4.1.ln. Screening, Diagnosis, freatment and Referral to Health Care

Services

The company shall establish a referral system and provide
access to diagnostic and treatnrent s'erviies for its employees for
appropriate medical evaluation/ mohitor'ing and management.

4.].L.4.2. Adherence to
the evaluation of
encouraged.

4.'i.1.4.i Screening for Hepatitis

the guidelines for healthcare providers on
Hepatitis B positive . bmployees is highly

shall not be mandatory.

4.1.L.5. Compensation

B as a prer'equisite to employment

4.1".1.5.1. The company shail providq access to Social Security

5.

System and Employees Compensation beAefits under pD G26 to
an employee contracted with Hepatitis B infection in the
performance r:f his duty.

ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPTOYEES.

5.1".1.1. Employer'sResponsibilities

Management, together with employees' organizations,
company focai personnel for human resources, and safety and
health personnel shall develpp, implemen.tn,monitor and evaluate
the workplace policy and program on.Hepetitis B.

1.1.2. The Health and Sa.fety'gomnrltted,.shall ensure that their
company policy and program is adequately funded and made
known to all employees.

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

5.1.1-.1.4. Management shall provide. infprrnation, education and
training on Hepatitis B for its workfoice consistent with the
standardized basic information .package developed by the
Hepatitis B TWG; if not availa-ble within the establishment, then
provide access to information.

5. L.1,1.1.

5.1
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Committee, together with the
jointly review the policy and
continue to improve these by
and organizations promoting

5.1.1.1.5. The company sh;ill ensure non-diicriminatory practices in
the workplace.

5.1,1.1,6. The managenrent together with the company focal
personnel for human resources and ,safety and health shall
provide appropriate personal protective equipment to prevent
Hepatitis B exposure, especially for employees exposed to
potentially contaminated blood or body fluid.

5.1.1.1.8 The company shal[.ensr]re cr:nfidentiality of the health
status of its employees, including those with Hepatitis B.

5.1.1.1.9. The human resources sfratt ensuie'ihrt ,.."r. to medical
records is limited to authorized personnel. .

5.1,.1,.2. Employees Responsibilities

5.1.L.L.7. The Health and Safety.
employees' organizatioris shall
program for effectiveness and
networking with government
Hepatitis B prevention.,

5.1,.1.2.1.

active role in educating and training their,members on Hepatitis
B prevention and control. The IEC progiam must also aim at
promoting and practicing a healthy.lifestyle with emphasis on
avoiding high risk behavior. ' and ' o.ther risk factors that

expose ernployees to increased . risk of Hepatitis B

infection, consistent wtth the standardized basic information
package developed by the Hep.rtitis'B TWG.

5.1".1.2.2. Employees shall practice rrcrn-discriminatory acts against
co-employees on the grolnd of Hepatitis B.status.

5.1.1.2,3. Enrployees and tireir organizations shall not have access to
personnel data relating to ah eniployee's Hepatitis B status. The
rules of confidentiality shall apply in carrying out unlon and

The employees' organization is reQuired to undertake an

Employees shall conrply with the universal precaution and
preventive measures.

5.1.1.2.4,

the

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

infection and transmission or put the Hepatitis B positive at risk
for aggravation. : .,
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6, IMPLEMENTATION AND MONITORING

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

7. EFFECTIVIry
.

7.L.This Policy shall take place effective immediately and
every employee.

Prepared by: Jo H

Reviewed by:

Ap proved by: YUfqCl_Y.__El$Uge-l
CEO

shall be made known to

o
$,-iPtoy

Hunlarl Resources
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7, OBJECNVE

1.1.. ln compliance with Article V of Republic Act No,91"65,'otherwise known as

the Conrprehensive Dangerous Drugs Act of 2002, and its lmplementing Rules

and Regulations and DOLE Department Order No.53.03, series of 2003
(Guidelines for the lmplementation of a Drug-Free Workplace Policies and

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

..

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

that the objectives of the company's corporate policy are met, the company
is implementing this drug-free program. The piogra.m.will have the following
elements:

2. COVERAGE ,

2.1. 'l'his Program

status.
shall apply to all employees 'regarclless.of their employment

3. POLICY STATEMENT

3.L. The use, posse$sion, solir:itation
premises or while performing art

for, or sale of darrgerous drugs on company
assignment.

3.2. Being impaired or under the influence of dangerous drugs away from the

company, if such impairment or influence aclversely affects the employee's

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

the company's reputation, 
.:.;

3.3. Possession, use, solicitation for, or sale of dangerou! drugs away from the
company premises, if such activity or involvement adversely affects the
employee's work perforrrance, the safety of the ernployee or of others, or

3.4. The presence of any detectable amount of dangeious drugs in the
employee's system while at work, while on the prelniseq of the c;ompany, or
while on company business. "Dangerous Drugs" inilude those listed in tlre
Schedules annexed to the 1961 Single Convention on. Narcotic Drugs, as

amended by the 19'72 Protocol, arrd in tlre Schedules ahnexed to the 1"971

tE,'iPtoy

January 1, 2018

ALL EMPLOYEES CONCTRNED

Human Resources

Operations Manager : r

DRUG-FREE WORKPLACE POLICY AND PROGRAM .
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attached annex of R,A. 9165.
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Substances as enr.tnterated in the

,;.

ri .

4.1". To ensureihat only those qualified shall be screetreC ari.d recruited to prevent

the detrimental effects (e.g. lower productivity; p,oor decision making;

increased occidents; more compensotion claims; and reduced team effortl
which drug use and abuse may cause in the wgrkplace, the conduct of

mandatory drug test shall be required for prerbmployment.

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

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

authorized drug testing laboratory. 
:.

4.3. The Company may also conduct drug testing undeq'any of the following

circumstances: 
.,,

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

drug testing at any interval determined by the Company.

4.3.2. FOR-CAUSE TESl'lNG: The company may ask an officer/employee to

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

the influence of drugs, including, but. not ljmited to, the following

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

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

suggests impairment clr influence of drugs, negative performance

patterns, or excessive and unexplained absenteeism or tardiness.

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

Miss" inciclent or "Work Accident" under circumstances that suggest

possible use or influence of drug$may b6: asked to.submit to a drug test.

As defined herein, "Near-Miss" means an incident arising from or in the

course of work which could have led to injuries or fatalities of the

workers andlor considerable damage to the enrployer had it not been

curtailed. "Work Accident" refers to unplanned or unexpected

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

damage, work stoppage or interference or any combination thereof of

which arises out of and in the course.of employrnent.

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

screening test which will determine the 6iositive 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 tesults and determine
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rehabilitdtion of the drug dependent

atcount. The 'peiiod during which the

ri:habilitation. shall' be considered as

the level of care and administrative interventions that can be extended

to the concerned employee. 
:r.

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

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

,'"
4.3.6. All cosG of drug testing shall be borne by lploy lnt.

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1. An officer/employee who, for the firit 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 lisi of at least three (3)

accredited facilities which an employee who was tqsted positive for drugs

may choose from. 
.

5.2. Following rehabilitation, the company's Assessntent 
'Teanr, 

in consultation

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

drug dependent employee and recommend to the er4frloyer the resumption

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

ernployees and/or 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. ADVOCACY, EDUCATION AND TRAINING

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

and employees on the adverse effects of ' dangerous drugs through

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

6.2. All officers and employees are required to undergo ar-r'brientation/education
program before assumption of their respective duties. The program shall

include the following topics: 
,i

6.2.2. Adverse effects of abuse and/ot misuse of dangerous drugs on the
person, workplace, family and the conrmunity;
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due process, absence of

6.2.3. Preventive measures against drug abuse; and

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

for treatment and rehabilitation.

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

work and at home, lploy lnc. undertake5 to conduct the following activities as

often as possible:

6.3.1. Lifestyle assessment programs on health nutrition, weight

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

other indicators of risk diseases: '

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

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

6.3.4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

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

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

disseminated to all officers and employees. fhe dmployer 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 confidentiati^ty o.J all information relating to drug

tests or to the identification of drug user.s in the'workplace; exceptions may

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

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

the person concerned.

7.3. All officers and employees shall enjoy the right to

which will render the referral procedure ineff ective.

8, CONSEQUENCES OF POLICY VIOLATIONS

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

sell, tolerates, or transfers dangerdus drugs or oth'erwise 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 fof use of rlangerous drugs shall be

dealt with administratively in accordance with the Srrovisions of Article 282 of
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9. IMPLEMENTATION AND MONITORING

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

and evaluated periodically by managenlent to ensure a drug-free

workplace. For this purpose, an Assessrrent-l'eam Shall be constituted in

accordance wrth D.O. 53-03.

10. EFFECTIVITY

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

known to every errrployee.

11. ATTACHEMENT
l

11.1. Drug-Free Workplace Policy and Prograrn Acknoi,yledgement

o
WiP--{py

Prepared oro-u{ffiM&rc*
Hrnl*'n.tources

Reviewed by:

Approved by: Yisroel Y. Gissineer

CEO
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Drug-Free Workplace Program Acknowledgement

I hereby acknowledgel=hat I have received and read lploy lnc. Dru5i-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect i drug test and a list of
local Employee Assistance Program providers or iocal 'drug. and alcohol treatrTtent
programs. I have had an opportunity to have all aspects of this material fully explained. I

also understand that I must abide by the Program as a condition of initial andlor
continued employment, and any violation may result in discii:linary action up to and
including termination. . ,:

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

1)

2l

3)

4)

s)

I refuse to consent to testing.
I refuse to execute all forms of consent and release of liability that are usually and
reasonably associated with such examinations.
I refuse to authorize release of the test results tothe compa.ny.
The tests establish a violation of [Company]'s Drug-Free Wbrkplace Policy.
I otherwise violate the policy.

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

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

SIGNATURE DATT

WITNESS DATE
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January L,2018
ALL EMPLOYEES CONCERN ED

Human Resources

Operations Manager
WORKPLACE POLICY AND PROGRAM
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ON ANTI.SEXUAL HARASSMENT

1.. OBJECTIVE

1.1. The following
prevent sexual
the resolution,

2. COVERAGE

policies and procedure are hereby issued by lploy lnc. to
harassment in its woikplace and to prbvide the procedure for
settlement and/or disposition of sexual harassment cases.

2.1. This Program shall apply to all empli:yees regardlest of their employment
stat u s.

3. POLICY STATEMENT

3.1. lploy lnc. believes that employees should be afforded.!he opportunity to work
in an environment free of sexual harassment. Sexlal.harassment is a form of
misconduct that undermines the employnrent relationship. No employee,
either male or female, should be subjected' verbally or physically to
unsolicited and unwelcome sexual overtures or con.duct.

3.2. Sexual harassment refers to behavior that is not welcome, that is personally
offensive, debilitates morale and, therefor:e, 'interferes with work
effectiveness. such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
oriented conduct which is offensive or objectionbble to the recipient,
including, but not limited to: epithe{s, derogator:y or suggestive comments,
slurs or gestures and offensive posters, cartoons,.pict!1res, or drawings.

3.3. Iploy lnc. will not tolerate any behavicir that amount.s to sexual harassment
and any officer or employee found to have committed sexual harassment
shall be subjected to disciplinary action, up to and including dismissal.

3,4. DEFINITION OF SEXUAL HARASSMENT

lploy lnc. has adopted, and its policy is based on, the definitron of sexual
harassment set forth in section 3 of R.A. 7877. tt provides that sexual
harassment in workplace is committed by an ernployer, ernployee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over anotlrer in a worll €nvironment, demands,
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requires or otherwise requires any sexual favor

whether the demand, requests or requirement

the object of said Act.

WiPJ"py

frqi, tl",e other, regardless of
for sLr.bmission is accepted bY

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

committg! when:

3.4.1. The sexual favor is made as a condition in the hiring or in the

employment, re-employment, or continue-d pmployment of said

individual, or in granting said individudlfavordhle'compensation, terms of

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

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

any way would discriminate, cleprive r:r...diminish employment
opportunities or otherwise adversely affect said erhployee;

3.4.2. the above acts would impair the employees'rights or privileges under

3.4.3, the above acts would result in an intimidatirlg, hostile, or offensive

environment for the employee.

3.5. WHERE SEXUAL HARASSMENT IS COMMITED.

Sexual harassment may be committed in any work oi;training environment. lt

may include, but are not limited to the following:

3.5.1. ln or outside the office building or trainihg site;

3.5.2. at office or training-related soiial functions;

3.5.3. in the course of work assignments outsjde the qffice;

3.5.4. at work-related conferertces, stu(ies or.trbining sessions; or
3,5.5. during work related travel. 

.

3.6. FORMS OF SEXUAL HARASSMENT

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

3.6.1. Overt sexual advances;

3.6.2. Unwelcome or improper gestures.of affection; 
'

3.6.3. Request or demand for sexual favors including.but not limited to going

out on dates, outings, or the like for the same p.urpose;

3,6.4. Any other act or conduct of a sexual natuie oi for purposes of sexual

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

Sexual harassment does not refer to occasional

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

with workeffectiveness.

3.8, EMPLOYER'S RESPONSIBILIry

giPl,oJ

compliments of a socially

is not welcome, that is

that, therefore, interferes

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

environment free of sexual harassment by nranager,n.ent personnel, by co-

workers and by others with whom officers and employees nrust interact in
the course of their employment in lploy lnc: S'exual ha.rassment is specifically
prohibited as unlawful and as a violation of company policy. The company is

responsible for preventing sexual harassment in thd'workplace, for taking

immediate corrective action to stop sexual harassmeni in the workplace and

for promptly investigating arry allegation of work-'r'elated sexual harassment.

4. PROCEDURE

4.1. COMPLAINT PROCEDURE

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

sexual harassment in the workplace, shall re.port, the same immediately

to the Committee on Decorurn and lnvestigationi They may also report

acts of sexual harassment to a.ny other rqember of lploy lnc.

management or ownership. All allegations of sexual harassment will be

quickly investigated. To the exteni possible, the irjentity 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 and lnvestigatiori shall be constituted and

shall be composed of the management ,and the employees'

representative to receive complaints, investigate and hear sexual

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

settlement and disposition of sexual harassment'cases. The Committee

shall also develop and implement programs to increase understanding

and awareness about sexual harassment.

4.2. RETALIATION 
:

4.2.1,. lploy lnc. will permit no employment-based retal'iation against anyone

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

in the investigation of a complaint of sexual harassment.

I
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4.3. WRITTEN POLICY

,:
4.3.L. All officers and employees of tploy lnc. shall receive a copy of the

company's sexual harassment pol.icy upon assumption of their respective

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

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

5. CONFIDENTIALIW .,

5.1. At the commencement of the investigation procedure at the Comnrittee,
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, testimoriies heard, will be kept under
the strictest confidence. lt is the intention of lploy.'lnc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved fo.r all the parties concerned
by keeping all information gathered through the investigation process

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

6, EFFECTIVITY
:

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

; .

Prepared by: Jo H

Approved by: Yisroel Y. Gissinger

CEO

iinb R. lVlelecio

Reviewed by:

)
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Iploy Inc.

.

COMPOSMON OF COMMTTTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY :

Chairman:

Secretary:

Members:

Submitted by:

Yisroel Y. Gissinger
CEO

Name

Alfred Camarillo

Abelardo Dagalea

lo Hanna Melecio
Ma. Blesila Vestil
Junamel Brigoli

Positi0n in Establishment

Direitor of Operations

Operqtions Manager

HR.Staff
CSR - Phone

.. CSR - Phone

l.
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DATE

To
FROM

THRU

SUBJECT

April 3, 2018

ALL EMPLOYEES

HUMAN RESOURCES D[PARTMENT

OPERATIONS MANAGEMENl

. MEMO: RESTROOM GUIDELINES

triPw

lploy lnc. provides unisex restrooms available so that employees cah use them when they need
to do so. One is located inside the operation floor and iecond is rn the hallway outside the
operation floor. However, those who are uncomfortable, has iSsue'with the unisex restroom,
we have a separate single, private restroorn available for use.

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

Furthermore, it is essential that all employees shouid cornply i:nd observe the restroom
etiquette;

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

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

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

Paper towels go in the trash can, not .on the floon o; in the toilet bowl

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

Please use water and paper towels conservatively i

For your information and guidance

Noted by:

@-> o--->

a

a

a

o

a

a

a

Jo Ha

uv)

l[t".io
Humah Resources
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I ALL EMPLOYTIS

: }IUMAN RtsOURCtS DIPARTMINT

: OPERATTONS MANAGER

: OFFTCE SECUR|TY, LOG tN AND LOG OUT PROCEDURE

Thc following t lti
tnrployc.r's orr offica attendancc and punctuality
To cnsure effective impremcntation and monitoring of office security

1' Employces arc required to log in and log out using the biometri. ano tr,u RF lD, evenif the door is open
2' Employeos are allowed to be inside the office and to Log in thirty (30) minutes beforetlreir scheduled time
3' Bags and/or pcrsonal items should be left in the locker beforb longing inlgoing insidethe production area
4' once an employee logged in and inside the prqdu.ction area, they can no ronger go

outside until their 1st break
5' Entployees are only allowed to stay in the office forihirty (30)l;ninutes after their shift,

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

9. No cmployees are allowed to stay in the waiting area for applicant.
10' Employees who left/lost their lDs willget tempJrary tD rr"rn Hh.no 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 operatlon arda and recreation room

7. No tailgating
8. Employee tD and RF lD should be worn

employee
at all times, lost RF lDs will be charge to the

vJ? {kA

ob- >D

For guidance and strict comptiance.

," ,d,,,'*1"J5".,,H*t-,rffi
Noted by:

arrr(io clHarillo tr.
oii$roftt.*tio"t

Scanned by CamScanner

?/'uf4
V . 9*\rc-V'>
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DATE

TO

FROM

SUBJECT

WiP-,1,,,,py
November 17,2021
ALL EMPLOYEES

HUMAN RESOURCES

LOCKER POLICY

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

the locker room.

Please see list of rules provided below for your reference.

:

RULES

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

o Proper sanitation is strictly observed (E.G. No storing of unwashed containers/mugs/utensils, etc.)
o NO transferring of lockers. Transferring of lockers is subject to apprbval.
o Checking/audit will be done from time to time and once rinasslgned'lockers are being used, they

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

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

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

opening of lockers without the management/HRs' knowledge or consent, etc.
o The company will not be liable for the loss or damage to any personal belongings left unattended

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

o The company is not responsible for loss or missing iterns due to t.he owner's negligence.

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

daypriorandwillbesubjecttoavailabilityoftheboltcuttei.
o Authorization to Forced Open a Locker, the request must be submitt'ed 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 shalltake effect on November 22,2027.

Failure to comply will be dealt accordingly.

-11

Carlos Gotiong
Ggneral Ma4ager

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

L\-ra w,

ps and conditions

*-/\l
' C/{\-qq2

Prepared by:

/e Relations Specialist

Employee Signa Over Printed Na

4-zo-2')

o,rr"6ffiX,,o
oi*.tJ7dp*lion,
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DATE

To

FROM

THRU

SUBJECT

April 3. 201,8

ALL EMPLOYEES

HUMAN RESOURCES DEPARIMINI 
.

OPERATIONS MANAGER

MEMO:CALL lN FOR OUT OF OFFICE

iEw

ln order to properiy rnonitor out of office employees, a new process to call inlreport absence will
be implemented effective Monday, Aprilg, 201-8.

,

Guidelines:

1. ln cases of late and/or absences, employee should report to Human Resources through
SMS or Callvia HR hotline: Og17-7Ag-7074

2. Notification should contain the foilowing information:
a. Complete (real) Name

I i:i;'[,'#, :

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

e. Reason

3. HR will be the one to send notification to Operations Management
4. No call in should be communicatecl through Team lead-s or any other employee. lt should

be done by the employee or his/her relatives
5. Notification should be at least two (2) hours before the employee's shift
6. lf an employee is advised to restlconfined in the hospital, number of rest days as advised

by the physician should be indicated. Otherwise, enrployee rnust send notification daily
7. Failure to notify will be tagged as No Call, No S'how and/or.unscheduled absence and will

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

For your guidance and strict compliance.

ro 
'###l[r..ioHumdn Resources

Noted by:

Lty) 9|oA_r AtAl,W'->

Ob'>o- z?
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February 18, 2020

To

FROM

SU BJECT

ALL EMPLOYEES

OPERATIONS MANAGEMENT

AITENDANCE BONUS 2OZO

As we end the year 2019,
reminder to be followed:

PAYROTL

1. lmmaculate Attendance Bonus is for employees uri'rh perfect attendance. EmpJoyee shoitld NOT commit any

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

breaks will also disqualify the employee. No waivers will be given.

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

3. Employees who tenclered their resignation befclre the release of tfre'Sign On Bonus (First Half or Second Half) will

NO longer be eligible to receive it.

4. Employees qualified for the Sign On Bonus (l-irst l-lalf or Secorrd Half) will receive it on the 30'r' of the succeeditlg

month frorn eligibility.

5. Eligibility for the annual merit lncrease is krased orr ovc.rall perfpftnanre and rnanilgenl(}nt discretion. Pay out is

at management's cliscretlon

MEprcAr cERTlFlc.{TE

1. When must the medical certificate be d;rted? 
. 

..

c lday absence - the medical certificate must be datecl on the day of absen,le or the next day. lf the absence

falls on a Friday, the medical certificate must be clated the Satlrclay that irnmediately follows * at the latest. lt
cannot be dated on the day that the agent is to report back to work.

o I days absence - the mer.lical certif icate must lre clatecl on the initial day of absence or the next clay, lf the
absence falls on a Thursday, the medical certificate must be dated.either that Thursday or the next day - at the
latest. lt cannot be dated on the Saturday that imrnediately follows or that Mr:rnday that ttre agertt is to report back
to work.

o I, days of absence or longer - the medical certificate r-nust be dated on the initial day of absence or the next
day. lt cannot be dated on the day that the agent reports back to work with the aclvice to rest anteclatecl from the
initial date of absence. Also, the advice to rest is incl"rsive of rest days.

o Ex: lf the agent is absent on a Friday arlcl the rnedical qertificate states advised to rest for 3 clays,

that iE inclusive of the day of absence that the agent took to rest plus latr.rrday and Sunclay * the agent must be back

iPloy would like to set clear key procedures and policies. This menioranduln serves as

to work on Monday.

rrl
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o lf the doctor prescribes rest, the medical
advice to rest cannot be antedated.

o There must be a fit to work date.
o The only exception to the Medical

hospitalized.
Certificate date guidelines is if the employee lias beerr

VACATION TEAVES

1. The company reserves the right to approve and clisapprove .'lll vacation leave (Vt) ,"Ou"r,r.

2. Employee must exactlv have the corresponding credits for the request to be approVed.
1 credit = One Day 

:.5 credit = Half Day

3. Employee with perfect attendance 6O days from the requestecl VL date will be glven priority in the approval of
leaves. This is a way of rewarding employees with perfect attendance. 

. 
.

4. The company and client have the right to disapprove learre ieguests ancl cani:el approved leaves for those
employees who committed unscheduled absences on tlre prior month atid on the current month of the requested
timeoffincludingpoorattendancerecords,behavioralandproCluctiVityissues.

Noted By: Approved By:

IAY GIS$NGER

Chief Executive Officer

ALFREDO CAMARILLO JR,

Director of Operations WkF^6b- 3.. L1

tl
''lrl,'lllr

certificate nrust inclr.rile the number of days of rest. The

Since/ey \) ur5,

ABftas AGAI
Oddratio Manager

o

MARI
HR Superv
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Date
TO

: November t7,2021,
: AIL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

:

1. Employees are required to'notify the HR hotline number (O9L7-7O9-7O74) and/or send an email to
hr@iploy.com at least two (2) hours before the employeg's shift (following call-in procedure) and/or
within 24 hours from the first day of absence.

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

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

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

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

a physician stating that the employee was'incapacitated from work for the
period of absence because of sickness or injury and that the employee is again
physically able to perform his or her duties. (Medical Crirtificate with Fit to
Work)

Blacklisted Cl inic/Physician Memo)

. Bereavement leave (Please refer to the Bereavdmeht Leave Policy) 
j

. Emergency leave

having emergency leave on the said date.

o Power Outage

MECO)

o Internet Outage

official outage announcement from the interhet/telco pr"ovider

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.

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

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

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

Please be guided accordingly.

Noted by:

lw+
Angelo Manal

Operations Manager ,

t,: . '

s's? Sg/Wt >- S'pol*tD

o9-To*

Created by:

'General Manager
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Date
To

FROM

THRU

SUBJECT

bJ'iPloy
November 12,2019
ALL EMPLOYEES

HUMAN RESOU RCES DE PARTMENT

OPERATIONS MANAGER

SSS SICKNESS CLAIMS - 5 CALENDAR DAYS

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

notification form attached with original and complete medicaldocuments..lt sltould be submitted within

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

their form in Accounting office.

A member is qualified to avail of this benefit if: '

1. He is unable to work due to sickness or injury and cdnfined either'in a hospital or at home for at

least four (4) days;
2. He has paid at least three (3) months of contributions within the'1"2-month period irnmediately

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

regarding his sickness or injury.

Failure to submit the documents within
claims.

For your guidance.

the prescribecl period wiil free iPloy from any liability of their

v)9

08'Z o'v2

lf thereareanyquestionsorclarifications,pleasefeel freetoapproachtheHurnanResourceDepartment.

',:

Sin cerely,

rvi",i,)i.-'ilhoeirr,
Human ne[gles

I

Noted by:
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DATE :

TO:
FROM :

SUBJECT:

Ploygi'i
February 20,2023
Att EMPLOYEES

HUMAN RESOURCES

UPDATED BTACKLTSTED CLTNTCS AND/OR PHYSTCTANS'

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

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

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

as culpable for lnsubordination under Rule l Section22 of'aur Code of Conduct and Discipline.

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

cuNrcs/PHYSTcTANS:

1. Rajah Tupas Medical Services

2. Bimbo H. Tequillo MD Clinic

3. Lolita E. Abella-Libres, DMD

4. Dr. Omar Arceo, MD :

5. Sia Clinic

6. Health Doc Diagnostics

7. Gaudioso Montecillo Jr., MD

8, Now Serving

9. Dr. Guian Darnell Sumalinog L

10. Tambut Medical Clinic :: ..

11. Clinics/Physicians without complete contactrdetail! such as birt.noi limited to the following:
71.7 Doctor's name " ' '.
tL.2 Doctor's license number

11.3 Clinic/Doctor Phone number ?,

Lt.4 Date of Actual visit
11.5 Diagnosis

77.6 Recommendation

!!,7 Fit to work date

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

:

i:,

1. Must be issued on the day of the absence or the day after. ' :

2. All instructions in the recommendation must be strictly followed. Proof will be required such

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

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

to-Work Certificate will be denied entry inside the production flool.
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 thd following cohcerns below will not be

accepted as valid medical certificate I t -
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t. Phone numbers shown in the medical certificate'are incorrect and tan't be validated/contacted.
2. Questionable medical certificates due to some inconsistencies/discrepancies as validated by

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

4. Caters primarily on cosmetic procedures and consultations.

Lastly, since hospitals and clinics are now having less rest'iictions for consultations and our situations
are constantly improving since the pandemic hit, we will no longer accept consultation done
online/via phone calls. Consultation must be done face-to.face.

This updated memorandum shall take effect on March 7,2023.
Should you have questions or clarification regardingthis, please do not hesitate to send us an email

at er@iplov.com

IFor strict compliance.

Prepared by:

*ffiw"
r m-pltoyee Re I ati o ns Su p e rvi so r

lA ll: a .t--llN yY/?-v
Nifi6 Anselo Manal

Operations Manager

b. C&L;atb

W- >o- z-9

Noted by:

HR Manager
Alfr,

Direc
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Cehu City 600t)
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Date

To

FROM

SUBJECT

November 30, 2022

ALL Employees

Human Resources Department
VACAT]ON AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversioh will be released. on December 15,2O22
payout. ln this connection, all remaining SL credits are to be crjnverted thus, SL application is no longer

allowed until the end of the year.

As for the Vacation Leave (VL) conversion, all unused VL credits will be released on the 30th of December
2022. All employees can plot a VL request until December B, 2022 ONLY. The ab-tual VL dates will cover

only until April 3O 2023. l(indly take note of the reminders below in reference to filing of VL:

. No retractlon 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 reschedullng of VL once approved.
o VL date should not fall on a local holiday otherwise forfeited.

Note: Approval of VL requests will be on or before December 14,2A22.

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

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

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

o Employee incurred more than four (4) hours of accumirlated andlor total latelundertime within
the 30-day notice.

e Employee will have issues with performance including but not limited to quality, productivity, &
client escalation within the duration of the 30-dav notice. 'c lncurred any behavloral infraction such as but not limitecl 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@iplby.com.

Slgned:

n {lfi&au,.,
HR Manager

en,M;n**
Accountlng Manager

nff#carrrarino lr.
Dk;F.-r-bj__;il-"'

bJ) 
"U

P - q.tx-trz>

-?o -22

Noted by:

Approued by:



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

Cebu City 6000

DATE

To

FROM

THRU

SUBJECT

WiP^fey

April 26, 2018
ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT

OPERATIONS MANAGEMENT

Maxicare Guidellnes 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 by the 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
3rd Quarter -June, July and August

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 feceived, read and understood
the memo.

Regards, Noted By:

nrt,.a(pfurr"r,.
Director oT Operations Operations Manager

wP s[J+lNw 13.



iPioy lncorporated

l1th Floor MSY Tower

Pescadores Road Cebu Business Park,

Cebu Qty 600

Oecember L7,2Ot9

To

FflOM

SUEJECT

ALL EMPLOYEES

OPERATIONS MANAGEMTNT

CLEANSING PERIOD

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

Cleansing Period pertains to the time when an employee wlro lras been subiected to a Discipiinary Action (DA)
is expected to improve performance. Ample time is given to correct improper behavlor 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 start based on the date when 0A wa:, decided lpon. All docunrentations
for infractions will still be kept in rhe Employee'r 201 File regardless rvlrat period of progrersion.

The Cleansing Period is effective lanuary 1, 2020 cr)uering DAr t, rlronthr and olc[lr,

^/r/rr
Noted By:

,'-JB, F-lis I n
arrhroril ca\uARrLLo rR.
iri,:"\"1{r o}.,il L,ii :

Apprr:rved By:

JA.Y*€I5!.INGE!
Chief Executive Off icer

xljv
U,D V- Wcgzo

6

6

Sincerely yours,

a

Dg- >o - 27
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