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9™ Floor, Ayala Center Cebu Tower c)] 'P,

Bohol Street, Cebu Business Park, _ﬂ l oy
Cebu City 8000

NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date)

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
o
2. /‘jfﬂm"i“ 6\ {,Wﬂifé’r’ (the "Receiving Party"),

collectively referred to as the "Parties".

RECITALS

A. The Receiving Party understands that the Disclosing Party has disclosed or may disclose
information relating to the training which to the extent previously, presently, or subsequently
disclosed to the Receiving Party is hereinafter referred to as "Proprietary Information" of the

Disclosing Party.

OPERATIVE PROVISIONS

1. In consideration of the disclosure of Proprietary Information by the Disclosing Party, the
Receiving Party hereby agrees:

1.1.  to hold the Proprietary Information in strict confidence and to take all reasonable
precautions to protect such Proprietary Information (including, without limitation, all precautions
the Receiving Party employs with respect to its own confidential materials),

1.2.  not to disclose any such Proprietary Information or any information derived therefrom to
any third person,

1.3. not to copy or remove and not to take pictures of any Proprietary information,

1.4. not to make any use whatsoever at any time of such Proprietary Information except to
evaluate internally its relationship with the Disclosing Party, and

1.5. not to copy or reverse source any such Proprietary Information. The Receiving Party shall

procure that its employees, agents and sub-contractors to whom Proprietary Information is
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

7 This Agreement shall be governed by the laws of the jurisdiction in which the Disclosing
Party is located (or if the Disclosing Party is based in more than one country, the country in which its

headquarters are located) (the "Territory") and the parties agree to submit disputes arising out of or

in connection with this Agreement to the non-exclusive of the courts in the Territory.

IPLOY OPC Receiving Party

By: Onboarding Specialist By: [N 'rf’ﬂ?}fi..[',aj;e.tz

Name: Jade Lenizo Mata Name: Mﬂﬁg-gfﬁ Q d%"ﬁﬁ‘*‘iﬁ?ﬁ
Title: Onboarding Specialist Title: SR

address: Y6t Salis dnive Ext. labygy

Address: #35 Salvador Extension Labangon

Cebu City : .
Date: -q:’:ﬁ.f”]’ﬁ';h?ﬁf" ﬂb / JU‘?& Date: \J Pf‘fqur b?r o/ 03 ?’)
¥ T !




QMS Awareness Examination ‘3‘?? iP'Oy

r Name Mrmqgj'ﬁ E J’Z’)ﬂ’nﬂ{-;. Position ("-Efi Department
! Immediate Superior |2 Date gﬂ{;’/pﬁ/.&‘iﬁ Score |

| Test I. Instructions: Answer the questions in the spaces provided for.

1. Whatis the name of the Seminar?
B ada Mhmf}(ma&-.f ch Sﬂ”t’h

2. What are the"éwu clauses menhnned unclfer the scope of our Management System that is not covered In our

ams?
Clopsg €.%
Clapst 7.1.&

3. What are the seven (7} Quality Policy of iPloy that were mentioned in the seminar?
9) Liagch et $ eng
) ader D
E C.*'IL,&:.’?TFWJ“-‘{ “?‘-,!"_ﬂ,m-;fLLt
‘ HﬁCE EL ;_‘?}P,.ﬂ,i D s
) EViolipes - }énya{ A2 A V0N sty
62 1 rpH vepnand v
T1Rs E-mfwn%., pirirescpment

4. In your curren Ie how can ycu contribute to ensure that the Quality Policy is Implemented?

oan &U 1hud A dderd ne m«{#rﬁ&»d,pmwmﬂ.& ffe emgfomers

ﬂz_,m’f Arl bm M)ﬂyé//—lfiﬂk_#f-\.lg ars’ a‘-pf{wah,] e %Lﬁ/f:*ﬁq /’fatf\gE/
i - A neupe yéf"ztr’ wo_wit! n:w L&

Gver Sorihce ch B cffgn.} bnd i ll thfure o qrees fﬂ»nﬁ-rfe/ﬂ [ on
//5”’5’%1’" -fp.iafﬁ!‘ﬁ-ff ;f"h Tt S~ rn*?

5. In your opinion, why is it important to have a Quality Policy in the Organization? _
:’r belseve of 1§ :ﬁ“-‘f‘ﬂf‘?&"‘*‘?’q ﬁ‘ f{"‘“'f ) tgaﬁffrtdfl ngu:,«—, IA —,r'iﬂc D}"ﬁ'ﬂﬂﬁ}ﬁﬁﬁ
fﬂ Aae an e:JMﬂ-ma-E nrﬁﬁmsvﬁm L bl ?ﬂ% (st po f—

Sryice .

Test ll. Fill-in the blanks. Find the answers from the words listed below:

Top Management people interconnected processes Commitment
external providers ams continual improvement

1. As an organization, we have made a ﬁﬁﬂm}ﬂ{?r‘j to understand our current and future customers’
needs; meet their requirements and strive to exceed their expectations.
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2. We have committed to achieving {I‘UM"? fi‘bt-d"‘f fﬁ}f"“‘W{M across all aspects of our quality
management system; it is one of our main annual objectives,

3. Asan organization, we recognize that ”31{‘6 are the essence of any good business and that their
full involvement enables their abilities to he useﬁ for our benefit.
4, Our 'T{!*P P insoe e nL has committed to creating and maintaining a working environment in

whu:h peuple becgma fully involved in achieving our objectives.

5. Asan organization, we understand that the desired result is achieved more efficiently when activities and
related resources are managed as a process or series of ndircopone e ?DWCE-HQ‘(_:-

6. [IPLOY, OPC recognizes that an organization and the relationship it has with its J?,x& HUJ mfrdffrare
interdependent and a mutually beneficial relationship enhances the ability of both to create value,

7. Asan organization, we have committed to only make decisions relating to our ﬁ}(‘_’ < following an analysis
of relevant data and information.

Test lll, Matching Type. Match Column A with Column B, |

Column A Column B

1. As an organization, we understand that the desired
result is achieved more efficiently when activities and
related resources are managed as a process or series
of interconnected processes.

2. Asan organization, we have made a commitment to
understand our current and future customers’ needs;
meet their reguirements and strive to exceed thelr
expectations.

3. IPLOY, OPC recognizes that an organization and the
relationship it has with its external providers are
interdependent and a mutually beneficial
relationship enhances the ability of both to create
value,

4. Our Top Management has committed to creating and
maintaining a working environment in which people
become fully involved in achieving our objectives.

5. As an organization, we have committed to anly make
decisions relating to our QM5 following an analysis of
relevant data and information.

6. We have committed to achieving continual
improvement across all aspects of our quality
management system; it is one of our main annual
objectives.

7. Asan organization, we recognize that pecple are the
essence of any good business and that their full
invalvement enables their abilities to be used for our
benefit,

Evidence-based decision making

Process approach

Improvement

Engagement of people

Leadership

Customer focus

gl. Relationship management

Ihank you
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Frint legibly. Mark appropriats boxes D with 7/ Bnd use separate sheet if necessan.

EMPLOYEE PERSONAL DATA SHEET

28 LURNAMES A (] 1 I v S BT i T e o | e 1 Ry P ey P g ] a1 o O, ]
FIRST RAME m | 'S: |-: (LT T B o - TS o O o O - | Tl i E i, S L = O = S i
MIDDLE NAME ERA U 3. NAME EXTENSION (& . Jr., Sr.)
4. DATE OF BIRTH (mm/dd /vyl f 04 2 11 7 (98D |17 resipEnTIAL ADDRESS H_}'ﬂﬂ’I.‘:i"fll Y (2
5, PLACE OF BIRTH Cr & o 5 CuariNEanr m
LApu- APU CiTf

5. 5EX

D Male ﬂ’iemale

7. CIVILESTATUS

D Single DWidowed
mftarried DSeparated

ZIP CODE

18, TELERHONE NGO

DAnnulled DOthers, specify

8, CITIZENSH|P FILLIP L)
S HEIGHT (m) % Cm.
10, WEIGHT (kg 54 "|-G1

2,

11, BLOOD TYPE

0

L G5 Do,

19, PERMANENT ADDRESS

UG, cepu 1ry

q¢5 -0 Srtipis orig

[ 600

FIE CCDE

20, TELEEHOMNE NG,

13 PAGHBIG D MO,

(21D 2326 4315

14 PHILHEALTH NO,

15,555 NO.

21 ESMAIL ADDRESS (If 8 Ry)| MANSC fn @gp“"l ron’

1S 50 MDNARed?) (@ 0) P
Y

0922 | bH |

22, CELLPHOME NG (ifany)

15, TIN 28, EMPLGYEE B NG | -‘Wikﬁ
24, spousessurnanve | S OUAG FLRR DATE OF BIRTH

FIRSTNAME D op {mmy/eldfyyyy)
MIDDLE NAME Wﬁ YNE D 9% 4 19 iz
QCCUPATION MBSTEIC P MEETT / /
EMPLOYER/BUS, NAME / /
BUSINESS ADDRESS ! /
TELERHOME MO, ri {
Continueion Eeparate sheat|fnecessarry) Iy /!

26, FATHER'S SURNAME AETLALO0 ¥ ra¥ s 1999
FIRST NAME CAEUuTy / 7
MIDDLE NAME MmpnL LA U / /

27, MOTHER'S MAID EN NAME T / /
SURNAME RU‘ MAN O [ 714 ; ﬁf.'w’;
EIRST NAME Mﬁm AR / / -
MIDDLE NAME SON ! !

L 25, NAME OF CHILD / /
trite Ul name and list &} S/ i
Vi £

/ /!

/ i

S /!

L !

!

l




37 a. Have you ever been farmally charged?

Dves Blo

b. Have you ever been gullty of any administrative offenser
; If YES, give detalls

Bfio
If YES, give details

38, Have vou evarbeen convicted afenycrima erviclation of any law, |Dves
decree, ordinance or regulation by anycourt or tribunal?

28, Have vou aver been separated from the sarvica In eny followling modaes:
reslgnetlon; retirement, dropped from the rolls, dismissal, termination, end of
tarrm, finlshed contract, AWOL orphasedout, Inthe publie or private sactor?

Dives Bho
If YES, glve datalls

40, Have you everbeen a candlidate In'a national or local election
(excapt Barangay election)?

Dves oo
If YES, glve details

AP Ursuantto; (@) IndloencuEs Feoplas ACL (R4 Ba7 1 (B Magna Carta fer Disabled
Persons (RA 7277) and Solo Parants Walfara Aot 2000 (RA 8872), please answerthea
fallswing itemes:

Dno

8. Are vou a memberofanyindlgencus group? Dyes
If YES, glve please specify:
B. Are differently abled? Dves Dno
Y IfYES, glve please specify:
o. Ara you a solo parent? Dves [BRo

If YES, glve pleasea speclfy;

42, REFEREMCES (Peracn notrelated by co nsangulnity or affinity to appllcant/appo intesa)
|
MAME ADDRESS TEL NS,

Pﬁﬂ& CAM NG § e (Mi cMgN O AVL. TMPR S 09737 ~72 25 %
L B L 2 ) BLUD SPTIN R OT0C L e O 734
El sTERL F’-’{ PN PG Y /6 1L

-L £V

43. EMPLOYMENT RECORD (latest)

COMPANY NAME POSITION FROM TO
IR TF¢ v LAY ST NG | DUCulAN] COAA Y] 2le 2V
ML Mref SHUtes CHETL 2400 240/

44.ldeclare under oath thatthls Personal Data'Sheethas bean accomplished by me; andisa
true, correctand cormplete statement pursusnt to the provisions of pertinent laws, rules and
ragulations sfthe Republic ofthe Philippines. D platurs takean within the last
B moanths 3.6 am. X 4.8 om
{passport elza)
lalse authorize the agency hesd/ authorlzed representativa tovarify/ validate

the contents stated herain, | trust thatthis informaticnshall remain canfidential.

COMMUNITY TAX CERTIFICATE NO.

Computer generated or xerox
aopyof picture 8 not
soocaptable

[SSLEQ AT

S i
ISSUED ON (mm/dd/yyyy) I

RIGHT THUNMBMARK
=

M*ﬁ‘z‘-g’(%
SIGNATURE (Sign In the Héx)

DATE A

IN CASE OF EMERGENCY: ; ‘
|Please Contact: _ﬂ1 M HSU M 1 Qm D'U'

Contact Numbar: 0"{:?-{.-{? f@ﬁ rﬂ f.'”iv‘
OIUG rer?

Relmtion: PLISHED




\Ploy Incarporated
11t Fidar MSY Tower lP'o
Pescadores Road Cebu Business Park,

Cabu City 6000 BiaMing Baiui

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

Mﬂ RISSH G ‘{:ﬂ”'ﬁk FEle hereby authorize Iploy Inc. and/or it's representatives to

make investigation of my background, references, character, past employment, consumer reparts,
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, forthe
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
consent,

| hereby consent to the Company’s verifying all the information | have provided on my application
form, | 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 foregeing disclosures, |
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. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

| release Iploy Inc., its employees, designated representatives, agents, officers and trustees from

any and all claims of liability or damage due to either the procurement or the true and accurate
disclosure of such records or information.

Applicant Name: Mﬂﬁjj‘__j'ﬂ @Ffzﬁbﬁ@ rMﬁﬁ%

Present Address: RBASAIL  LUOTUNEEIN RO, U P~ LB FPU
Social Security Number; D(n?l’n%%a Date of Birth: l / 19%v

Signature: ,Z( M{J{wv’lﬁ‘i
Date; J‘W 07, ;-? %




iPloy Incorporated W
9™ floor, Ayala Center Cebu Tower ; 'P,o

Bohol Avenue, Cebu Business Park
Cebu City 6000

Stafting Solahions (4

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 far
joining the Company. The sign-on bonus is subject to taxes.

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

A regular employee

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

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

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

Releasing of Sign-On Bonus:

e The release of the sign-on bonus will be on the 15" day of succeeding month of the
anniversary date of the employee.

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

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

e
i 00 Bodeeren

Signaturéﬂuer Printed Name/Date
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UNDERTAKING

This document verifies that | have read the policy listed below and have discussed any
guestions with the Onboarding Specialist / Supervisor/Manager, | hat'g been informed
that my Supervisor/Manager has a copy of this policy and it is also™available on the
HRWeb | can refer to it any time: 2

&
Policy Title : Dress Code Policy
Revision No | :01 5
Effective Date : tlune 13, 2022 i
i

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

A oF -E"C#ir-’fr* com
MNRISS i & ERb-LpO JOGBTFER ;

Empldyee Name and Signature

-

&;(,,g,é’m,éyf °cf, 2D

Date

MNoted:

d“gfpfmfwf 04, 7033
Onboarding Spel'nI:iaIist Mame and Signature : Date

]

F e i
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' iPloy Gift Policy
The aim of this policy is to establish a unifermity relating to the acceptance of gifts, Including gratuities
and rewards, This policy applies to employees of the company. Employees include all permanent, part-
time, temporary and probationary status,

“Gift" means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is not exchanged. Payments for travel, entertainment'and
food are also considered as gifts.

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

Any vlnlatmns will be subject to the iPloy Code of Condet and Discipline. Infractions for this policyis
taggeﬁ under Level 2 offensé and follow.these pmgreﬁsrnnl ! b

ar 1‘1 Instam:l‘.' — Written Warning e y
b. 2™|nstance- Final Written Warning R 3
£, 3" |nstance- Dismissal = ¥ : . el

f b 9 ’
" - S0 [ [

Ifin dcul::t emplovees should with management an t-he pﬂ:rupnateneaz of any gift exchange.

L l
et ‘, 3 i Pt -
e L . ¥

‘Employee Acknnwlédgement '

| have read, understand.and agree to comply with the fi;regplﬂg policies, rules and conditions Igﬂuerning
the iPloy Gift Policy. "

e, MBISAE GEIRDY %ﬁtﬁ& | |
Signature: ,Z'{W"'C"{'VJI“* i | Date: &fﬁf‘“}“f ©F 7022
/ o -




: At
iPloy Social Média Policy

iPloy recognizes that employees use secial media tools aﬁ'ﬁartuf thelr daily lives. Employees should alwa'-;s .
be n1|ndful of what they are posting, who can see it, andhc}w it can be linked back to the crganlzatmn'and

wark cn!teagues 1 i -

i g
P o i

All En‘lplwee.c. should be aware that iPloy regularlyr mumﬁ:ﬁl‘ﬁ the internet and social media about its WDrk .
. and to keep abreast of general internet eommentary, brand presence and mdustr'l_.r,a"custurner perceptions.

' iPloy does not specifically monitor social media sites fﬂuemplnvee content on an ongoing basis, however :
employees should not éxpect privacy 'in this regard. rPJuq.r reserves the right to utilize for disciplinary '
purposes any informatiom that could haue a negatwe effect on the company or its employees, which
management comes across in regular internet n‘il::r'-lfur[ﬂg br is brought to the organization’s attentln‘n by’

emplnyees customers, members nfthe puhln: gte, v 0. :

. A
= 7

All Empln',rEES are prohibited from usin,g ar |;:|l..lltnllsl'!ls"l,gl,l lrrf!rrnatlun on any social media sites, where such’
use hasthe potential to negatwely affect iPloy or its stzﬁ Exarnpies of such behavior includg, but are nnt'.

I|mLtEdtu R vt o EEE i ‘_ : "
. i : i L

e ', . ' . st

e Publlshmg material that is defamatory, abushie ar uffrepswe,m relation to any employee, manager, :

office holder, sharehurder customer or client of the company;

-5

d ey a4
L] [ v
- = Publishing any confidentiat or huslness 5en5|?'v‘%lrrfurmatmn about iPloy; :

. »

LR tn.tl' ;"\I- -"" I‘\" l i a
R T ral Pl:lhisﬁhung material that might reasnnahly ht exper:ted,tu- have the effer.t af damagfng the ~._"
G o rgputatlmpr ﬁrofessronal standmg of the mmpﬂanv .
. ¥ Sty - i : 3 L]
Prncedum‘ o 0§ p . 3L, .

All employees must adhere to the following when eh_‘gaging in sqcial media.
L] a '
= Be aware of ‘vnur association with the compagy when using online social networks. You must
always identify yourself and yuur;_mle if yop mention or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and lignts. You must write in the first pe:sun'and
state clearly that the views expressed are yqur-awn and not those of iPloy. Wherever practical, *
you must use disclaimer saying that while yoi work for the company, anything 'yr:uu publish is
your opinion, and not necessanlv the uplnlunsﬂf’dhe company. .
" l 3
o You are personally responsible’for what you |.:rp'5t_nr publish on social media sites. Where it is
found that any information breaches any pcl:cy, tuch.as breaching EoandEntlElllt'y" or bringing the

company Into disrepute, you mav facg disci p]'kndry dction up to and including dismissal.
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Be aware of data protection rulBs— \fau must not post colleagues’ details or pictures without their
individual permission. Employees rnu-.r.t not prmde Or use their company password in response _ '
to any internet request for a pas;wurd : ':'*-* . o .

Material in which the company has a pIDpFI.E'ﬁIW interest — such as software, pruducts

‘documentation or other internal information = “must not be transmitted, sold or- mherwme '

tivulged, unless the company ias already' rle!ea’hed-the information into the public damain. ﬁ«n',,r t
departure from this policy requlres the prior wrltten autharlzatmn of the management,

il'l"

' Be respectful aliﬁ}ays in both the cmntent and’ mne of what you say. Show respect to i.'::aur

audience, your colleagues and eustumers ai]d supgllers Do not post or publish any comments or '
content relating to the company or |ts.emplweq_a which would be unacceptable i in the workplace
or in corflict with the company’ s website. Maké sure the views and opinians you EHprESS are your
own. 5

Recom mEndatFE:ns references or cummants’?'-e{éting‘m professional attributes, are not permitted

to be made about employees,,former Empluyees customers or suppliers on social media and -
networkirfg sitgs. Such rgcammmda:mns can gie, the impression that the recommendation is a P
reference on'béhalf nfthe |Plr.w even When a'd:&t}mmer is ptaced on such a comment. Any request i
fnr such a recommendatipn shuuld be dealt 1.huth by'stating that this is not permittagl in line with.

company policy and that a formal reference can I;e sougfit thrnugh HR, in line with the nurmal

* reference policy, ' s il I [

" colleagues had to defend your comments to a cysm?nen

In addition to the above rules, there are:many key gl.m:Hng prm:nples that emplnyees shaulﬁ note when’
using social media tools: ) » ' ; : ' .

-
L] # l' ,
- Y : h H

Cince in" the_puE:.Isc ‘damain, r:qr*nt cannot be retﬂqted Therefore, always | take time'to req:ew . .

'r__vnur'ca‘ntent#p ,an"ubjet-twe manner ‘L‘:Efﬂre Lmlﬂadlng ihn dfnubt ask someone to reylew it fors

you. Think through the cnnseqﬂencﬁ of what ydu say and-what tould happ&n if oné. df your i -

. W . L | : A | s
| '1- ¥
If you make a m|5take be the ﬁrst tpipﬂlnht Qu't and correct it quickly. You may factually pl:llnt

out misrepresentations, but dcr Aot create an argument v
|11 ‘ﬁ %

This policy extends to future deuemﬁments :ri Iﬁtegnet capability and social media usage, P

. L]

el

1 e ," L] ' E -
r e -, ) y
Always remember on-line cuntent Is never cnmi}_iet‘_lel%_.r private;

L] l'
W : -|

Regularly review your privacy settlngs on sor:i}]'l medla platforms to ensure thea,.r provide you with -
sufficient personal protection and limit access b}-' ﬂthers v S i

u
r "

. 1"-#

Consider all online information with cautmn as tfjere is no guality control process on the internet

am:l a considerable amount nf :pformatlnn miw batnaccurate or misleading; and




. place to communicate company policies, strategles or obinjoris to emplayees.
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e At all times respect cup'a,rnght and Intellectiga'l grbpert'y rights of information you éncounter, on, .

the internet, This may reqwr&ﬁhtanmng appr_c: T;rte permission to make use of infcrmatmn.ﬁcu
must always give proper credit to the saurce u he prurmatlnn used.

N -
! ] ! i HiT LB « .
Specific Managerial Responsibilities ' e ; : o
' : e 2! B

- [

By their position, Managers have ubllgat:nns with ,r.es fl; to.general content posted on social. mema .
Managers should consider whether personal ihuugh{s Smr publish may be mtsunderstuod as expressing

" the mmpam,r s opinions or positions even where dls¢|aamers are uskd. Managers should err an the 5ide of '
cautibn and should assume that their feams will read ‘what is written. A public online forum is rmt.ths:,I

¥ [
* 5 o -
L i .F ¢ . 1 &l a
I & 4 ¥ L] 1

‘e ¥ Vi .

Enforcement / Progression ’ Bl ¢ L ‘

J.“T- w*

W g ®

Non- cumphance with the general prmmples and cuﬁdfrh;ns 'of this social media policy and the relhted .
Internet, e-mal| and confidentiality policies may lead mﬁlslrpllnarv action, up to and including dismissal. ;
This policy is not exhaustive, In situations that are not E:cprbsaw governed by this policy, you must ensure .
that your use of SDEIEI| media and the ifternet Is a!\yafs appropriate and consistent ‘with your
resp‘nnsrbﬂlﬂes tdwards the u:'ompank In casa of any doviht, *,.'nu should consult with your mdnager %
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Date : February 22, 2018
To 1 ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

L

b
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b

1

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

OBJECTIVE

1.1

In conformity with Republic Act No. 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which 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 the diagnosis, treatment and prevention of
HIV/AIDS in the workplace,

. This palicy is also aimed at addressing the stigma attached to HIV/AIDS and

ensures that the workers’ right against discrimination and confidentiality is
maintained

COVERAGE

2.1

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

IMPLEMENTING STRUCTURE

3.1. Iploy Inc. HIV/AIDS Program shall be managed by its health and safety

committee consists of representatives from the different divisions and
tdepartments.

POLICY STATEMENT

4.1

BASIC INFORMATION ON HIV/AIDS
4.1.1. What is HIV/AIDS?
4.1.1.1 It Is a disease caused by a wvirus called HIV (Human
Immunodeficiency Virus). This virus slowly weakens a person’s
ability to fight off other diseases by attaching itself to and
destroying important cells that control and support the human
immune system

4.1.2. How HIV/AIDS is transmitted?

4.1.2.1 Unprotected sex with an HIV infected person;

=
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4.1.2.2 From an infected mother to her child (during pregnancy, at
birth through breast feeding);

4.1.2.3. Intravenous drug use with contaminated 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. Isthere a cure?

4.1.3.1. No. However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
people with HIV. Holistic care of people living with HIV-AIDS and
comprehensive treatment of opportumstic infections also
dramatically improve quality of life.

5. GUIDELINES

5.1. Preventive Strategies

5.1.1. Conduct of HIV-AIDS Education,
5.1.1.1.  ‘Who will conduct?

The Medical Clinic of Iploy Inc._in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employvees
for free. This shall also form part of the orientation of newly hired
employees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used for this |
purpose

5.1.1.2. How will it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of |EC materials, lectures, counselling and training and

information on adherence to standard or universal precautions in the
workplace

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

51.2.1, Screening for HIV as a prerequisite to employment is not
mandatory.

5.1.2:2 The company shall encourage positive health seeking behavior
thraugh Voluntary Counseling and Testing.
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5.1.2.3. The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers. Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company’s medical clinic staff.

5.1.24. The company shall likewise facilitate access to livelihood
assistance for the affected employee and his/her families, being
offered by other government agencies.

6. SOCIAL POLICY
6.1. Mon-discriminatory Policy and Practices

6.1.1, Discrimination in any form from pre-employment to posts
employment, including hiring, promation or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited.

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

§.1.3. Discriminatory act done by an officer or an employee against their
co-officer or co-employee shall Iifqewise be penalized

6.2. Confidentiality/Non-Disclosure Policy

6.2.1. Access to personal data relating to a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of R.A,
8504 and the ILO Code of Practice.

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

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

6.3. Work-Accommaodation and Arrangement

6.3.1. The company shall take measures to reasonably accommaodate
employees with AIDS related ilinesses.

6.3.2. Agreements made between the company and employee's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for return to work.
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer's Responsibilities

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

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

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

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

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

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

7.2. Employees’ Responsibilities

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

7.2.2, Employees shall practice non-discriminatory acts against co-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 precaution and preventive
measures,
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" 8. IMPLEMENTATION AND MONITORING

8.1. The 5afety 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 made known to
every employee

'ul "
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Prepared by: lo Ha}f{rﬂl\'ﬂ lecio

Human Resources

' |
Reviewed by: A(fmdﬂ P.}Emanlimr.
D‘l{@tmrﬁﬂPp rations

Approved by: Yisroel Y. Gissinger
CED
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Date January 1, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Subject : WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB) PREVENTION
AND CONTROL
1. OBIECTIVE

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 Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace

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

2. COVERAGE

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

3. POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration to work of employees who contract
this disease. To achieve this goal, all employees are strictly mandated to undergo
an annual physical examination with the reguisite chest x-ray.

3.2.Als0, in line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include Its nature, frequency (occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TB in the
waorkpolace. This shall be handled by the Office of Health Services (Infirmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider.

3.3.The DOTS is a comprehensive strategy to contyol TB, and s 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 among symptomatic
patients;
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3.3.3. Standard short-course chemotherapy using regimens of 6 to 8 months for
all confirmed active TB cases (i.e., smear positive or those validated by the
TB Diagnostic Committee). Complete drug taking through direct
observation by a designated treatment partner, during 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. Astandard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculosis contral
program’s performance overall

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

3.5.Improving workplace conditions:

35.1. To ensure that contamination from TB airborne particles Is controlled,
workplaces must provide adeguate and appropriate ventilation (DOLE-
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers,

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

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

3.7.5ocial Policies:

3.7.1. Non-discrimination: Employees who have or had TB shall not be
discriminated against. Instead, 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 iliness is cantrolled,

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

3.81. Emplovees who have symptoms of TB shall immediately seek assistance
from the Company's Health Services Provider.

38.11. An employee who has the symptoms of TB is required to initially
wear a face mask (especially while inside the office) and observe good
hygiene practices, at least until declared by a competent medical
practitioner to be safe fram transmission.

3.8.1.2. Similarly, for those at risk, l.e., those with family members with TB
or those exposed to a co-employee with TB, it would be prudent to
observe the same good hygiene practices until declared free from the
disease and safe from transmission.

382 Once diagnosed to be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee’s choice. However, it is imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make it harder to treat the infection and
result in a longer absence,

3.8.21. An absence from work due to medical reasons of over six [6]
months may result in the termination of one's employment as
provided for by the Labor Code of the Philippines under Art. 284 -
Disease as Ground for Termination.

3.8.3. Employees are required to undergo an annual compulsary chest X-ray
through the Annual Physical Examination. If for any reason an employee
fails to secure a chest x-ray at that time, he/she shall be directed to secure a
chest x-ray at an accredited clinic by his/her respective Infirmary/Health
Services.

3.9.The Company shall ensure that any TB eccurrence in the workplace is traced and
that all contacts are clinically assessed, as much as feasible.

3:10. An employee afflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and who is finally
declared to be in a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physician.

3:11. Employees (those afflicted with the disease or those identified under
contact tracing) who refuse to cooperate and dutifully observe lawful
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instructions (undergo a medical check-up and/or treatment), may be subject to
disciplinary action proceedings for insubordination (the penalty of which may
range up to the termination of one's employment).

4. PROCEDURE

4.1 The respective Health Services of the Company (and/or the contracted Health
Services Provider) shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and technical assistance in the
mplementation of the Workplace TB Control and Management Program,

4.2 .An employee who undergoes the Annual Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded to company clinic/HRD.
Employees who fall to undergo the requisite annual chest x-ray shall be directed
to secure one at an accredited clinic or by his/her preferred Infirmary/Health
Services.

4.2.1. Those with medical findings shall be required to undergo further medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted te company clinic/HRD and his/her respective
Infirmary/Health Services.

4.2.2. The employee shall then coordinate with company clinic/HRD and his/her
respective Infirmary/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
Infirmary/Health Services (and/or the contracted Health Services provider). |If
the employee tests positive for TB, the employee shall undergo the DOTS
program to its completion,

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

4.4.1. The employee shall observe the requisite procedure in applying far a
leave.

44.2. The Unit concerned shall ensure that the requisite procedures are
ohserved by the employee and that the company clinie is duly Informed.

4.5.An employee may be allowed to go on 8 medical leave ol absence (without pay)
for a maximum period of six [6) months. The concerned employee shall subimit
an application for a leave of absence before going on leave. Said leave
application shall be subject to approval at the sole discretion of the Company
Management

4.5.1. Thesame procedures under 4.2.1 to 4.2.2 shall be ohserved,
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4 6. After treatment, with a maximum period of six (6) months on leave {without pay),
an employee found to be cured or in a non-communicable stage of TB may be
allowed back to work, provided that the employee’s health shall continue to be
monitored during the annual physical examination with the reguisite chest x-ray
or as may be deemed necessary by the Unit Health Services (Infirmary) or
contracted Health Services pravider

4.7.The employee returning to work shall be required by the Management to secure
a medical clearance from a medical doctor chosen by the Company 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 treatment course prescribed. Likewise, employees who are ordered to
undergo a check-up due to contact tracing but refuse to do so will also face
disciplinary action proceedings. In both cases, the maximum sanction applicable
for insubordination will be the termination of one’s employment, If it is deemed
warranted,

5. IMPLEMENTATION AND MONITORING

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

6. EFFECTIVITY

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

rlﬂlﬁx
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Hurman Resaurces
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Date : February 22, 2018
To 1 ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBJECTIVE

1.1.Iploy Inc. is committed to conform to the established standards assurance of
customer satisfaction, protection of our environment and health and safety in
the workplaces.

1.2.The company promotes and ensures a healthy environment through its various
health programs to safeguard its employees. And as part of the company§
compliance to DOLE Department Advisory No. 05, Series of 2010 (Guidelines for
the Implementation of a Workplace Policy and Program on Hepatitis B), this
Program has been developed. This program is aimed to address the stigma
attached to hepatitis B and to ensure that the employees’ right againsk
discrimination and confidentiality is maintained.

1.3.This guideline is formulated for everybody’s information and reference for the
diagnosis, treatment, and prevention of Hepatitis B, This will inform the
employees of their role as well as the company in dealing with Hepatitis 8. 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
3.1. Implementing Structure
3.1.1. Iploy Inc. Hepatitis B workplace policy and program shall be managed by

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

3.2.Guidelines
3.2.1. Education

3211, Hepatitis B shall be conducted through distribution and posting of
IEC materials and counselling and/ or lectures; and
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3:2.1.2. Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close coordination with the health and safety committee.

3.2.2. Preventive Stratepies

= e L e All employees are encouraged to be immunized against Hepatitiy
B after securing clearance from their physician

3.2.22. Warkplace sanitation and proper waste management and disposal
shall be monitored by the health and safety committee on a regular
basls.

32.2.3 Personal protective equipment shall be made avallable at all times
for all employees; and

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

4, SOCIAL POLICY
4.1.1.1. Non-discriminatory 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 status consistent with
the international agreements on non-discrimination ratified by
the Philippines {ILO C111), Employees shall not be discriminated
against, from pre to post employment, including hiring,
promotion, or assignment because of their hepatitis B status.

41112 Workplace management of sick employees shall not differ
from that of any other illness. Persons with Hepatitis B related
llinesses may work for as long as they are medically fit to work.

4.1.12. Confidentiality

411.2:1 Job applicants and employees shall not be compelled to
distlose their Hepatitis B status and other related medical
infarmation. Co-employees shall not be obliged 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 confidentiality and shall be strictly limited
t medical personnel or if legally required.

4113, Wark-Accommoaodation and Arrangement
41.1.3.1. The company shall take measures to reascnably

accommodate employees who are Hepatitis B positive or with
Hepatitis B - related ilinesses
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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, rescheculing of working time and arrangement for
return to work,

4114 Screening, Diagnosis, Treatment and Referral to Health Care
Services

4.1.14.1. The company shall establish a referral system and provida
access to diagnostic and treatment services for its employees for
appropriate medical evaluation/ monitering and management

41142 Adherence to the guidelines for healthcare providers on
the evaluation of Hepatitis B positive employees s highly
encouraged.

41.1.43 Screening for Hepatitis B as a prerequisite to employment
shall not be mandatory.

4.1.1.5. Compensation

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

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
sl Employer's Responsibilities

5.3:1 10, Management, together with employees’ organizations,
company focal personnel for human resources, and safety and
health personnel shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatitis B, '

Y ) 1 £ The Health and Safety Committee shall ensure that their
company policy and program is adequately funded and made
known to all employees.

L iy [ The Human Resources Departiment shall ensure that their
policy and program adhere to existing legislations and guidelines,
including provisions on leaves, benefits and insurance.

5.1.1.14 Management shall provide information, education and
training on  Hepatitis B for its workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; if not available within the establishment, then
provide access ta infarmation.
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il 1.5, The company shall ensure non-discriminatary practices in
the workplace.

- S The management together with the company focal
persannel 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 bady fluid,

811157, The Health and Safety Committee, together with the
employees’ organizations shall jointly review the policy and
program for effectiveness and continue to improve these by
networking with government and organizations promoting
Hepatitis B prevention.

5:1.1.1.8, The company shall ensure confidentiality of the health
status of its employees, including those with Hepatitis B.

5.1.1.1.8, The human resources shall ensure that access to medical
records |s limited to authorized personnel,

51.1.2 Employees Responsibilities

51.1.2:1. 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% Employees shall practice non-discriminatory acts against |
co-employeas on the ground of Hepatitis B status.

51123 Employees and their organizations shall not have access to |
personnel data relating to an employee’s Hepatitis B status. The
rules of confidentiality shall apply in carrying out union and
organization functions.

51124 Employees shall comply with the universal precaution and
the preventive measures.

5.1.1.25 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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IMPLEMENTATION AND MONITORING

B,
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. EFFECTIVITY

/.1.This Paolicy shall take place effective immediately and shall be made known to

every employee.

e
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Date : January 1, 2018
To +ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

2.

3

OBJECTIVE

i1

1.2

cov

2.1.

POLI

3.1

32

3.3

3.4

In compliance with Article V of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order No. 53-03, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc. hereby adopts the following
policies and programs to achieve a drug-free workplace;

Company policy is to maintain a workplace free of illegal drugs. To ensure
that the objectives of the company's corporate policy are met, the company
is implementing this drug-free program. The program will have the following
elements:

ERAGE

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

CY STATEMENT

'he use, possession, solicitation for, or sale of dangerous drugs on company
premises or while performing an assignment.

Being impaired or under the influence of dangerous drugs away from the
company, If such impairment or influence adversely affects the employee's
work performance, the safety of the employee or of others, or puts at risk
the company's reputation.

Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such activity or involvement adversely affects the
emplovee's work perfarmance, the safety of the employee or of others, or
puts at risk the company's reputation.

The presence of any detectable amount of dangerous drugs in the
employvee'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 Convention on Narcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of R.A. 9165.

4, MANDATORY DRUG TEST

4.1. To ensure that only those gualified shall be screened and recruited to prevent
the detrimental effects (e.g. lower productivity; poor decision making;
increased accidents; more compensation claims; and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

4.2. Iploy Inc. designates company atcredited or affiliated center, a duly
accredited drug testing center by the Department of Health (DOH), as its
authorized drug testing laboratory

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

4.3.1. RANDOM TESTING: Officer/employees may be selected at random for
drug testing at any interval determined by the Company.

4.3.2. FOR-CAUSE TESTING: The company may ask an officer/employee to
submit to a drug test at any time it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
circumstances; evidence of drugs on or about the employee's person or
in the employee's vicinity, unusual conduct on the employee's part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteeism or tardiness.

4.33. POST-ACCIDENT TESTING: Any officer/femployee involved in a "Near-
Miss” incident or “Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test.
As defined herein, “Near-Miss” means an incident arising from or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage to the employer had it not been
curtailed. "Work Accident” refers to unplanned or unexpected
occurrence that may or may not result in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment.

4.3.4, All drug tests shall employ, among others, two (2) testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening test. Where the cdnfirmatory test turns positive, the
company's Assessment Team shall evaluate the results and determine
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the level of care and administrative interventions that can be extended
to the concerned employee.

4,35, Iploy Inc. shall inform the officer/employee who was subjected to a
drug test of the test-results whether positive or negative.

4.3.6. All costs of drug testing shall §e borne by Iploy Inc.

5. TREATMENT, REHABILITATION, AND REFERRAL

ks

Bl

i

5.4.

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, Iploy Inc. shall provide a list of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may choose from.

Following rehabilitation, the company's Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee’s job if he/she poses no seripus danger to his/her co-
employees and,/or the workplace.

All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account. The period during which the
employee is under treatment or rehabilitation shall be considered as
authorized leaves.

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

6. ADVOCACY, EDUCATION AND TRAINING

oL

6.2.

Iploy Inc. undertakes to increase the awareness and education of its officers
and employees on the adverse effects of dangerous drugs through
continuous advocacy, education and training programs/activities to all its
officers and employees.

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

6.2.1. Salient features of R.A. 9165;

6.2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community;
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6.3.

6.2.3. Preventive measures against drug abuse; and

6.2.4, Steps to take when intervention is needed, as well as available services
for treatment and rehabilitation,

To encourage all officers and employees to lead a healthy lifestyle while at
work and at home, Iploy Inc. undertakes to conduct the following activities as
often as possible:

6.3.1. Lifestyle assessment programs on health nutrition, weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

£.3.2. Health wellness screenings (e.g. blood pressure and heart rate,
cholesterol test, blood glucose, etc.);

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

Wik

7.2

7.3

Iploy Inc. shall ensure that the workplace policies and programs on the
prevention and control of dangerous drugs, including drug testing, shall be
disseminated to all officers and employees. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them

Iploy Inc. shall maintain the confidentiality of all information relating to drug
tests or to the identification of drug users in the workplace; exceptions may
be made only where required by law, in case of overriding public health and
safety concerns; or where such exceptions have been authorized in writing by
the person concerned.

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

B2

Any officer or employee who uses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article Il of RA 9165 and its Implementirig
Rules and Regulations shall be subject to the pertinent provisions of the said
Act.

Any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 9165,




IPlay incorporated IP'( ’
11th Floor MY Tower
Pescadares Fosd Cebu Dubnean Park, Hlariing pady w

Cebu Clky H000

9. IMPLEMENTATION AND MONITORING
9.1.1. The implementation of these paolicies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with D.O. 53-03.
10. EFFECTIVITY

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

11. ATTACHEMENT

111 Drug-Free Workplace Policy and Program Acknowledgement

Prepared by: Jo Harﬁﬁﬂl k\elt—*cm

Hurﬂan Resources

Reviewed by: Mfre(do B, Gi‘hanllﬂ loJr,
Direqur Df ﬂbep‘qtlona

Approved by: Yisroel Y. Gissinger
CEO
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Drug-Free Warkplace Program Acknowledgement

I hereby acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or local drug and alcohol treatment
programs. | have had an opportunity to have all aspects of this material fully explained. |
also understand that | must abide by the Program as a condition of initial and/ar
continued employment, and any viclation may result in disciplinary action up to and
including termination

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

1} | refuse Lo consent Lo testing.

2) | refuse to execute all forms of consent and release of liability that are usually and
reasanably assoclated with such examinations.

3 | refuse to authorize release of the test results Lo the company.

4) The tests establish a violation of [Company|’s Drug-Free Workplace Policy.

3l | otherwise violate the policy.

| also recognize that the Drug-Free Workplace Policy and related documents are not
intended to constitute a contract between Iploy Inc. and me.

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

SIGNATLRE DATE

WITNESS DATE
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Date rJanuary 1, 2018
To : ALL EMPLOYEES CONCERNMNED
From : Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1. The following policies and procedure are hereby issued by Iploy Inc. to

prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases.

2. COVERAGE

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

status,

3. POLICY STATEMENT

3.1

3.4,

33

34

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

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

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

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of R.A, 7877. It provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over anather in a work environment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission is accepted by
the object of said Act.

In a work-related or employment environment, sexual harassment s
committed when:

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

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

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

3.5, WHERE SEXUAL HARASSMENT 15 COMMITED

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

3.5.1. Inor outside the office building or training site;

3.5.2. at office or training-related social functions;

3.5.3, inthe course of work assignments outside the office;

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

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

3.6.1, Overt sexual advances;

3.6.2. Unwelcome or improper gestures of affection;

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

3.6.4. Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annaying, disgusting or offensive to the
victim.
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3.7

3.8.

WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature. It refers to behavior that is not welcome, that is
personally offensive, that debilitates morale, and that, therefore, interferes
with work effectiveness.

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide its officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in Iploy Inc. 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,

4.2

COMPLAINT PROCEDURE

4.1.1. Any officer or employee, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iploy Inc,
management or ownership. All allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alieged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
outcome of the investigation,

4.1.2. A Committee on Decorum and Investigation 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.

. RETALIATION

4.2.1. Iploy Inc. 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
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f 4.3 WRITTEN POLICY

4.3.1. All officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy upon assumption of their respective
offices=If at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum, If
Iploy Inc. should amend or madify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
modified policy.

5. CONFIDENTIALITY

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

6. EFFECTIVITY

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

'I

[ fl,LM
Prepared by lo HEnnE R, Melecio
Human Resources

Reviewed by: trEdDL Eﬂmarlllr.:r Ir.
D#euql‘ bf Operations

Approved by: Yisroel Y. Gissinger
CEQ
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Iploy Inc.

COMPQSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name ition in Establish
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoli CSR - Phone

Submitted by:

CEO



\Pley Incorporated
11th Flogr MSY Tower iP'oy
Pescadores Road Cabu Business Park, CE S ‘

Cebis City 600 :
|
i

DATE : April 3, 2018

To . ALL EMPLOYEES

FROM ) HUMAN RESOURCES DEPARTMENT

THRL! : "OPERATIONS MANMAGEMENT

SUBIECT MEMO: RESTROOM GUIDELINES

Iploy Inc. provides unisex restrooms available so that employees can use them when they need,
to do so. One is located inside the operation floor and second is in the hallway outside the|
operation floor. However, those who are uncomfortable, has issue with the unisex restroom,|

we have a separate single, private restroom available for use. |

|
Moreaver, any employee with concern/issue in using the unisex restroom, please visit Human|

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

Furthermore, it 1s essential that all employees should comply and observe the restroom|
eliguette:;

e Knock if the cubicle appears to be occupied. Don't peek under the doors

o |ock the cubicle door when you enter.

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

o flush the toilet after use and wipe off the toilet seat for the next user

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

o \Wash your hands to prevent the spread of colds and the flu '

» Please use water and paper towels conservatively

For your information and guidance ;

Py '
o Hamkélemn MQ ﬂk?gyﬂw e 99}'/&5’/3&;3

H umah F{e sources i

Noted by:

Altredo arille Jr.

Dir t:)r’,k}p)erahﬂns
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February 27, 2018

To : ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT
THRU } OPERATIONS MANAGER

SURJECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is Issued to ensure the effective enforcement and strict observance of all
employees on office attendance and punctuality

To ensure effective Implementation and m

onitoring of office security

1. Employees are required to lo
if the door Is open

2. Employees are allowed to be inside
their scheduled time

3. Bags and/or personal items should be left in the locker before longing in/going inside
the production area |

Once an employee logged in and inside the production area, they can no longer go |
outside until their 1% break

Employees are only allowed to stay in the office for thirty (30) minutes after their shift, 5
unless authorized or has approval to extend their time

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

7. No tailgating

g in and log out using the biometric and the RF ID, even

the office and to Log in thirty (30) minutes before |

Employee ID and RF ID should be worn at all times, lost RF IDs will be charge to the '
employee

9. Noemployees are allowed to stay in the waiting area for applicant.

10. Employees who left/lost their IDs will get temporary ID from HR and will be dealt with
according to our code of conduct and discipline.

11. Submit self to magnetic wand scanning with the security personnel i
12. Only water in a clear container is allowed in the operation area and recreation room

For guidance and strict compliance.

_W»:rgrf_ SBER G
J Hg‘fél%ic- Mpassh  GERLLOD (COPEF /o4 #22
[#] nna 10
Hun'}ﬂ n Resources

Noted by: |
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DATE ] Movember 17, 2021 [
TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT ; LOCKER POLICY |

The aim of this policy Is to gulde 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

e (OMNE LOCKER ONLY per employee. NO sharing of lockers,

o NO storing of perishable foods/leftovers Inside the locker.

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

» NO transferring of lockers. Transferring of lockers is subject to approval.

e Checking/audit will be dane from time to time and once unassigned lockers are being used, they
will be forced open, and the company will not be liable for padlock replacement nor
reimbursement. .

= Any sort of actlon that may result in damage to property is strictly prohibited. This Includes but s |
not limited to graffitifvandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs" knowledge or consent, etc. f

s The company will not be liable for the |oss or damage to any personal belongings left unattended
and that includes, sharing of lockers, lockers without padlocks, placed on top of the lockers, etc. :

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

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

e Authorization to Forced Open a Locker, the request must be submitted via email to hr@iploy.com I
and must wait for the approval, i

« NO LOITERING inside the locker room

s lnassigned Lockers with cable ties should not be opened. i

e Things inside unassigned lockers will be subject to disposal of the management

This Memarandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by:

Gotlong

General Manager Directo

anza
Em;:ﬂE‘w,'."E{&l Relations Specialist

' Operations

| have read, understood, and agreed to comply with the foregoing policies, rules and conditions

governing the iPloy Locker Policy. ,;”‘a@ "‘Af{/‘ .
MpHUSSA GERALDO BCIOTFER i"r'_/ 04 (2413

EmpI}yée Signature Over Printed Name/Date




|
IPloy Incorporated = -
11th Floor M5Y Tawer I P'oy
Wty ki |
|

Fescadores Road Cebu Busingss Park,

Cebu City 500

|
DATE ; April 3, 2018 |
To : ALL EMPLOYEES '
FROM : HMUMAN RESOURCES DEPARTMENT |
THRU : OPERATIONS MANAGER |
SUBIECT : MEMO: CALL IN FOR OUT OF OFFICE |

i
In order to properly monitor out of office employees, a new process to call in/report absence will
be implemented effective Manday, April 9, 2018. |

Guidelines

L. In cases of late and/or absences, employee should report to Human Resources thmugh
SMS ar Call via HR hotline: 0917-709-7074
2. Notification should contain the following information:
a. Complete (real) Name
b. Department
c. Team Leader
d. Call in for: (Whole day Absent, Half-day Absent, Late)
e. Reason
3. HR will be the one to send notification to Qperations Management
No call in should be communicated through Team leads or any other employee. It should
be done by the employee or his/her relatives
5. Notification should be at least two (2) hours before the employee’s shift
If an employee is advised to rest/confined In the hospital, number of rest days as advised
by the physician should be indicated. Otherwise, employee must send notification daily |
/. Failure to notify will be tagged as No Call, No Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline.

I:‘u

For your guldance and strict compliance,

Z[ Aetdl .
MRissy GEREUO0 ek 09/04( 2053
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February 18, 2020

To : ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBJECT i ATTENDANCE BONUS 2020

As we end the year 2019, iPloy would like to set clear key procedures and policies. This memorandum serves qs
reminder to be followed:

PAYROLL

1. Immaculate Attendance Bonus is for employees with perfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in - out feor
breaks will also disqualify the employee. No waivers will be given. |

2. Tardiness, Undertime and Qver breaks will be deducted from the employee’s pay.

3, Employees who tendered their resignation before the release of the Sign On Bonus (First Half or Second Half) wiil
NO longer be eligible to recelve it

4, Employees qualified for the Sign On Bonus (First Half or Second Half) will receive it on the 30" of the succeeding
manth from eligibility.

5. Eligibility for the annual merit increase is based on overall performance and management discretion. Pay out !h
at management's discration. |

LC CAT
1. When must the medical certificate be dated?

. 1 day absence — the medical certificate must be dated on the day of absence or the next day. Ifthe absente
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows - at the latest. ||t
cannot be dated on the day that the agent is to report back to work.

. 2 days absence - the medical certificate must be dated on the initial day of absence or the next day. If the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day — at the
latest. It cannot be dated on the Saturday that immediately follows or that Monday that the agent is to report bagk
to work,

. 3 days of absence or longer - the medical certificate must be dated on the initial day of absence or the next
day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from tlhe
initial date of ahsence. Also, the advice to rest is inclusive of rest days.

o Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday — the agent must be batk
to work on Monday, '
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(s] If the doctor prescribes rest, the medical certificate must include the number of days of rest. Th'e
advice to rest cannot be antedated.
o There must be a fit to work date, j
o The only exception to the Medical Certificate date guidelines Is if the employee has been
hospitalized.

VACATION LEAVES
L. The company reserves the right to approve and disapprove all vacation leave (VL) requests.
2. Employee must exactly have the corresponding credits for the request to be approved,

1 credit = One Day

5 credit = Half Day

3. Employee with perfect attendance 60 days from the requested VL date will be given priority in the approval +f
leaves. This is a way of rewarding employees with perfect attendance.

4. The company and client have the right to disapprove leave requests and cancel approved leaves for those

employees who committed unscheduled absences on the prior month and on the current month of the reque-sbd:l
time off including poor attendance records, behavioral and preductivity issues.

MﬂFu! 3 a&m 09/ 20> 3

ofs rnﬁn f5 Manager

Noted By: Approved By:
R J NG
HR Supery Chief Executive Officer
|
ALF ILLO J

Diractor of Operations




iPloy Incorporated .

g'™ floor, Ayala Center Cebu Tower
Bohol Avenue, Cebu Business Park
Cebu City 6000

Stnffing Solutizire Wi

Date : November 17, 2021
TO + ALL EMPLOYEES
From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

1, Employees are required to notify the HR hotline number (0917-709-7074) and/or send an email to
hr@iploy.com at least two (2) hours before the employee’s shift (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:
s Employee’s illness or injury.
e Bereavement leave/s
e Emergency leave/s
e Power Outage/Internet 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 glven hours will be forfeited.

Note: No more Manual filing of Sick Leave except if the employee was hospitalized and/or
guarantine due to COVID-19,

4, Below are the documents needed to provide to use the paid sick leave;

« Employee’s iliness or injury

> At the discretion of the employer, the employee should furnish a certificate from

a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the employee is again
physically able to perform his or her duties. (Medical Certificate with Fit to
Work)
Blacklisted Doctors and clinics’ will not be honored. (Please refer to the
Blacklisted Clinic/Physician Memao)

"'\r

+« Bereavement leave (Please refer to the Bereavement Leave Policy)

¢ Emergency leave
# \alidate his/her absence through supporting documents as to why she/he was
having emergency leave on the said date.

* Power Outage
# Certification from their electric/power supply provider (e.g., VECO, CEBECO,
MECO)

¢ |nternet Outage
» Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
# Picture of the modem (showing red, no light in “internet”)

5. Any unauthaorized sick leave will subject the employee to disciplinary action. 5L is unauthorized
under the following circumstances:
s The employee failed to inform the immediate superior or HRD about his/her absence due to
illness unless fully justified,
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s |f sickness claimed is fictitious or non-existent.

6. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of SL will be needed to recover from the sickness. A medical certificate must be submitted
before the expiration of the SL. Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted,

This Memorandum shall take effect on November 22, 2021.

Please be guided accordingly.

Created by:

Mﬁjﬁ-;&% sz} M HEFEN D?/av/ﬁ:a

Noted by:

Dire ﬂ!’,P erat?bns Operatlions Manager “Géneral Manager

Bl =S rRINEERE L
Aifrio r:a%ﬁua Jr. Angelo Manal rl n
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Date ' MNovember 12, 2019

Ta : ALL EMPLOYEES

FROM $ HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGER

SUBJECT . £55 SICKMNESS CLAIMS — 5 CALENDAR DAYS

For those employees’ who wants to file for sickness claims must submit the duly accomplished $55
notification form attached with original and complete medical documents. It should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit
their form In Accounting office.

A member is qualified to avail of this benefit if:

1. He is unable to work due to sickness or injury and confined either in a hospital or at home furga't
least four (4) days;

2. He has pald at least three (3) months of contributions within the 12-month period immediately
before the semaester of sickness or injuny;

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

4. He has notified the employer or the 555, if unemployed, voluntary or self-employed memher
regarding his sickness or injury,

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

For your guidance.

If there are any questions or clarifications, please feel frae to approach the Human Resource Department. |

Sincerely,

W% &nm vFer 5‘?/&?'/-’*35
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DATE : February 20, 2023

TO - ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This Is in reference to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject. We are updating this memo adding more clinics and/or physicians that are
considered blacklisted and medical certificate/documents issued by them will not be accepted. In the
event that the employee submits any of the med certs under these clinics/Physicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

The following are NOT ACCEPTABLE and are considered part of the BLACKLISTED
CLINICS/PHYSICIANS:

L AN

Rajah Tupas Medical Services

Bimbo H. Tequille MD Clinic

Lolita E. Abella-Libres, DMD

Br. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecillo Ir,, MD

Now Serving

. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

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

11.2  Doctor's license number
11.3  Clinic/Doctor Phone number
11.4 Date of Actual visit

11.5  Diagnosis

11.6 Recommendation

1EF Fit to work date

2o guaAE et e

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

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

2. All instructions in the recommendation must be strictly followed. Proof will be required such
as but not limited to proof of purchase for medicines prescribed by the Physician, laboratory
results, and the like.

3. Note that all medical certificates including fit to work will be validated by HR/Clinic. NO Fit-
to-Work Certificate will be denied entry inside the production floor.

4, No erasures on the document. In 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;
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1. 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/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 restrictions for consultations and our situations
are constantly improving since the pandemic hit, we will no longer accept consultation done
online/via phone calls. Consultation must be done face-to-face.

This updated memorandum shall take effect on March 1, 2023,
Should you have questions or clarification regarding this, please do not hesitate to send us an email

at er@iploy.com:

For strict compliance. " ﬁfm&ggm \«gbf:'{: ,fi:}ﬂt 0§ X._g. y/?zﬂ 23

/4

Prepared by:

EmpToyee Relations Supervisor

MNoted by:
r.r- .
B nél-’ﬁ-d:—'ﬁ—' 'EI
Castafiares Marishka Ifis\Arcilla Nifb Angelo Manal Alfreto Ca aﬂl)‘ o Jr.
HR Manager H‘I{l Mar{ia’gjer Operations Manager Director uj perations
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Date : November 30, 2022

Ta : ALL Employees

FROM - Human Resources Department

SUBJECT : VACATION AND 51CK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout, In this connection, all remaining 5L credits are to be converted thus, 5L 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 30™ of December
2022, All employees can plot a VL request until December 8, 2022 ONLY. The actual VL dates will cover

only until April 30, 2023, Kindly take note of the reminders below in reference to filing of VL: g

# No retraction of approved Vis. If the employee reports for worlk on th&hctual VI, date, the VL
will not be reimbursed and will be voided.
Mo rescheduling of VL once approved.
& VL date should not fall an a local holiday otherwise forfaited. . |

Note: Approval of VL requests will be on or before December 14, 20232,

Furthermore, If the employee resigns or gats separated from the company either voluntary or Inveluntary,
all available VL credits will be forfeited and will not be part of their last pay If:

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

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

o Emplayee Incurred mare than four (4) hours of accumulated and/or total late/undertime within
the 30-day notice.

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

» Incurred any behavioral Infractlon such as but not limited to Sleeping, Browsing Uhrelated
Websites and etc.

Furthermore, 5L and VL conversion maybe subject to tax, Should you have guestions pertaining to this
mema, feel free ta reach out to our Accounting personnel at Accounting@iploy.com.

Signed:

Lo ¥
HR Manager Accounting Manager
Noted by:

ﬁ & ﬁ E i }1 . :
Operations Manager Drreg rnfﬁwa‘ﬂum _
?fffﬁuﬁf“g(fd

Aoty /w:?;_ 6. SCUAF Pt

w W?/O?/cfj
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DATE - April 26, 2018

To - ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENMT

THRLU : OPERATIONS MANAGEMENT

SUBIECT : Maxicare Guidelines after Separation from the Company

&) iPloy

FLEASE BE INFORMED THAT THIS 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 guarters are as follows

1% Quarter - December, January and February

2"d Quarter — March, April and May

3’9 Quarter - June, July and August

4™ Quarter — September, October and November and so on and so forth.

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

Mote: Kindly indicate your complete name and signature if you have received, read and understood

the memao.

IO # NAME TEAM LEAD

SIGNATURE

4156 | MEUSSH G- SCHREREN

[

Regards, Moted By:
Marisitka Iris Arcilla Alfred 'lLar lo Jr.
Hum Lrl source Director of Operations

o

r

ﬂmﬁ@a&f
/.

ﬁ;&a{ﬁ'ﬁg&ﬁq

Operations Manager
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Decambaer 17, 2019

Te ALL EMPLOYEES
FROM OPERATIONS MANAGEMENT
SUBJECT CLEANSING PERIOD

iPloy Staffing Solutions believes in giving employees enough room for improvement 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 rectify passed offenses and start anew.,

Cleansing Period pariains 1o the time when an employee who has been subjected to a Disciplinary Action [DA)
Is expected to Improve performance. Ample time Is glven to correct improper behavior and refraln from
committing any other infractions. "

If an employee does not commil the same Infraction for the specified cleansing period, the progression af the
disciplinary action will slide back to a level depending on its type. Please refer to table below:

Attendance ; 6
Productivity [ 6
| Behavioral | 12

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

The Cleansing Perlod |s effective lanuary 1, 2020 covering DAs b manths and older.

MNoted By: Approved By

k. B/A8/1g
ARILLO JR. JAY GISSINGER
Direkto, rations Chief Executive Officer
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ﬂgm.ﬁﬂﬂuzg{ﬂ DISCIPLINE (Table of Infractions)

L. STATEMENT OF POLICY

The Code of Conduct and Discipline is designed to ensure healthy and positive working
erviranment, and ..ﬂu.m.r..m_..._au_..i.._.._ﬁ_.._ and Uphold professionalism among iPloy Inc. employses.
The estabkshed norms herein set forth are geared towards the attainment of the Company's
Goals and objectives. It & worthy to emphasize that the Code is not meant to be oppressive nar
it s intended to threaten and intimidate employses. Indeed, it serves as the guiding principles
on what is expected of i’ amployess 1o conduct during the entire employmernt here in (Ploy,
ke,

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

1. The right to discipline and discharge employees fior just and proper causes |s management’s
prerogative enshrined from the 1987 Philippine Conshitution.

2 Fairness and justice shiall always govern the imposition of disciplimary actions. Extsting Labar
Laws, Implementing Rules and Jurisprudence will always be observed.

3. The full and strict maintenance of discipiine is the management's responsibliity. Thus, it shall be
the primany concern of immediate superiors and department heads to initizte any disciplinary
actions against their subordinates whenever a violation of the nule is compmitted.

4, Administrative investigations. and other proceedings shall be conducted expeditiously.

5. Imposition of penalties when warranted, shall not be cancelled, nor delayed for any reason.

6. The rights of the respondent as provided for by Law shall be guaranteed,

7. The management may mitigate the penalty to be imposed, subject however to management’s
spproval and upon compliarce o the conditions set forth by the latter.

8 Incasesof multipie 513&3& this Code; the foflowing rule shall apply as to the penalty tc be

imposed: -

Minar offerse &+ Sevious o The higher panalty shall be impedad,
I Z or more offames under tha same ¢ ¥ = | Penalty for the nest schedule of affense shall be imooed |

il PROCEDURE

1, " Intident Report will rne._.n_..-_...__nn o qw_m__._._.-.._ Resousces (HA) within u .....E.E..n Ei#ﬂ.._
the date of the incident
2. Human Resources will issue 3 Notice to Explain (NTE) ta the employee within 3 working
days.
3. Direct Superior should coach the smployee within § working days from the issuance of
the NTE
4, Coaching Form and Writen Explanation of the smployes should be submitied withins
working days from the issuance of the NTE.
5. “HR will issue Notice of Decision with-ar withow? sanctions within 5 days fram the receipt
of the Coaching Form and Written Explanaticon.
2. Failure to provide Written Explanation snall constitute 3 waiver of the employee’s
righht to be heard and confirmd that ail the details in the incident Aeport are true and
without any bigass.
k. Lapses jn the timeline will resylt to 3 sancion — Negl=ct of Duty [ insubardination
. Lapses in the timefine will not void the sanction.

IV. GENERAL BEHAVIORAL STANDARDS
As an iPloy employes we sxpect that you will meet the following behavicral smndards:

2. Proper Conduct and Decorum is expected from you withan the office and cutside whan
representing the Company. This includes appropriate dress, attending the office ready to work, use of
praper and decant language, observance of proper office and wark decorum, maintaining proper
relationships with your colieagues, custarmers and other individuals not in the employ of the company,
ohservance of ard compliance with existing laws of the Philppines.

b Enhancing Company Productivity the Company expects the Proper cane and utilization of
Capitzl availabie to the Company; tuming up for wark ready to work on time ail the time, following the
appropriate break and finish limes, getting onwith the job and performing the job to the best of your
ahility, positive sttitide and dedication toone’s work assignments, supporting supervisions and those in
management.

£ Following rules on customer and client relations and always maintaining a professicnal helpful
attitude with customers.

d. Maintenarce of health and safety of the office and peaple around you. & proper attitude
towards cleanliness and proper housekeeping in the office, pood health of yourself and others around
yous, assistin the security of the office, following basic safety procedures,

&, Proper use of Company Property, fadlities and security to protect company and emiployes
assets. Secure handiing and maintenance of Company records, keep confidential and protect the
integrity of all Company operating data and information, appropriate use if all Company equipment fof
work refated purposes, properky account for all Company funds received.
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This Code shall apply to all Floy employtes, regardiess of status ar position held.

0. Types .o.nnin:nna

Level 1 = Infractions which are mingr insatunp .v_r.ﬁ whichumay become habitual and n_ﬂ.cn#_.._u if ot "
commected. |t has no detrimental impact _urMJ._.. business.

Leewel 2 = Serious offense which causes n_u_m.___.__.._ operations, may pose threat, harme, ar danger to
Company property andfor lhves of Individuals.

Lewel 3 = Infractions winich will destroy the company’s image @nd reputation. |t causes substantial loss 1o
the company and can result to critical operational disruption. A oritical offerse that has compromisea
the security of the employees, the integrity of Client, the salelty of custemer's infarmaticn and the
stability of the busingss.

Il Table of infractions
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IPLOY Sockal Madia Pakicy

a. Publizhing material that
is defamatory, abusive o7
cffensive [n ralation [o any
employes, menager, ¢ffice
holder, shanehoider,
customer of chient of e
cofmsany.

& Fubllhing any
confidential or briness-
sensitive [nformation
st Fioy.

£ Publishing material that
might reasonablybe |
eipectec o have the
effect of damaging the
reputation or professional
smnding of the comsany.

Leval 2

Final
Written
Warning

3

| creating intrigues that wiil |

aw_._umn_n_._._l.nauu.i _
reputation of the |
empicyees or the |

ompany & & WTERE.

Lewaid {

fraudulent money cialms, |

medizal certicates, other |

gocLment/engaging r

bogus Famaciion wih
the intent = gain

|
Submislon of s er |
|
|

| Lyl 3

Conducting onessitin |
rrossly induserr 2 |
Immnoral nature =

company premie, whie
on diity or going business
for the Combany. |

Lewei 2

Siaaging on the job during |
weorking nowrs.,

Lewel 3

Domissal

Commigsson ol 2 oime or |
violatian &y ha
employeed agein e
company or Ia" membiers,
cuEtomess and thisd
Dartes

Lavel 3

Enconcraging. Insucing.
instigAting or Treatening
other empsoyess Io

perfonm an act ~
consttutng @ viciaton of |
his Code another
company policies, nikes
and regulanons.

Désmissal

Engaging in violence |
whether ghysical or
serious verod threals |
within comgany premizes |
or guring officlal company
SCHIEEY

Lavel3 |

Borrewingfendingof |

money, LOAN shacking
Inalde the compary
premisas,

level 3

© | Dismissal

Crinieng alochaiic
beverages while on duly
or reporting for duty whilz
Inmoxicated.

leve: 3

‘Soliclaation or collegting
contripution from
ernployess and suppliers
fot mny purpose with
WA TSOEVET UNIEST

channeled and avihorized |

Level 3

Tl Digmissal

IE%H

| Suszensiza -




" #Ploy incorporated
= 11" Fioar MEY Towar
L Papcatione osd Cabu Busmens Park.

Wiy IR er port it wee]
11" Fleor PASY Towee >
Poscaciees Bord Ciby; Basinms Parke.

* - Cabecitysoog

Compllance o
Parformance
improveman L Phen
PR}

. Y iPloy

Figal
_ Writen
| “Wwarnimg

Sugpeniian
_ Thayi

T
e
S

i)

Diumlssal

Al grave ac of
dishonayty which cause
of mnd o Chuse
prejudics wr the
Compary juth as bat
not limited 5o the
following:
2. Knowingly giving
false o7 misleading

| informaticn = ouality
for a comoany enafic
promotion, salaty
rcrease, transfer, and
fob assignment

Any act gf harasamant
inchading but not
fimited ™ Sexudi

| Hprassment

Suipansian

Lewel 3 5 Deys

Digrrigsal

Other similar o
| enatogues offenies to
thi SoregOing

|
Suspension -

LEwE M,_u.m__\r-

Dismissal

Whilfui breach oy an
employes of e Trust
reposed i Rimfmer oy
the compeny Such as
but not Himited to the
Tolimwing: ol

a. Abuse of posidon
with the company io
gain profit of advanage
from emplayess.

=

name In private
TrANSECOnS Of Dlainess
for persanal profit

. Using e Company's |

c. Deliperataly
removing, concealing.
or destraying kn whole
of in part any Company
documents without
authoriy or with __
malicious !a!._w

d
|

S Cays

Suspansion -

[Esmissal

Cabin City HPAD

=

[ d tommnny failing t=

| mepl Lutingss
CRITT ety Oof
promines that hae”
slpnificant butiness

& Falsifearion al
perional recards

£, Fahification of
Lommpany dedaments
BULh a5 reports, lorm
LT -

E- Commission of
frauduient asis against
the Compamy

_IL

EhwWilful breach of
confidesBanty ana {of]

| @y wiolations

| enalopous to the

forgoing.

impact. alll
T N —

_h..mw

| espenign
1
_ > DA

Stasfing of EOEMRENE
to st from he
Company or from s
custamers, of from
others on Company
premises or joi sites 2t
any drme.

a. Robbery, theft,
pilferage of i atemps
in &ty Eorm; mannas or
shapa from the
COMpany, 1@am
membars of CLAmmEn

b. Concealing cefoctive
work wihich daractly
results in-prejudice o
| the company,
¢ Dther actS with
maiice and with
intentian o Ride
discrepancias
| SoEEER
destrugtion of Compsny
property; wbotage ard
wandakim =
| & withnolding o
misapproptaton of
Company _r:..ml.._

d. Wilthul ang detiberate

Lewel 3




i T w'd . v & je md .. T @ o, - . .
- . oy = . .

iPley Incorparatad .w “W Hw])
el RO G S &) iPloy
recisre | ; .. |

‘W. - Customer Cliemt Relatidns

Wiliful and premeditated
= | farm of fraud or decels Suspension R
- committed agalnst the L |
cusoimer and cllents.
. Engaging in business that | -
comoetes with the Suspansion o
1 | company, orworkingwith | L¥®!3 e | i
a compeiitor
Threatening to infilct narm
an the parson, property or Sispension
3 reputation of customer or s « 5 Days el
cilents and third parmy.
Extertion ar bribery ;
4 against a customeror third | Level3 i Disrrisgad
- 5. Days
party.
Engaging In indecentor
offgmiive behavior Suspensian
5 L i
e = Level 3 .8 Days Disrrisal
cllens. =
Detlberately mishandling
3 CLSTOMEr trEmAction, Lewvel 3 mEMnEE: Dismilssal
senvice or need. St
Deilbarately giving false,
Inaccurate or misleading
Infarmation 1o the Suspmnsion B
i customer of loss of i ~50ays i
revenue or additfonal cost
1o the Company.
Substituting Company -
praducts, materials of L K
. & | equipment with any other ewal 3 WHuMnD_“&E._ Dismissai
product with the intent 12 Ll (2
defraud,

IFlcry Inscor perad g a " -
13" Floor MSY Tower ; uﬁ-
Pescadones Aoad Cebu Business Park, H o*

Casy City 6000

IV, Health and Safety

Documentad

R ot | s | vt | | e | S22 | i
i . Warning " Warning : ¥
o= : Documentsd Firal : _
Emoking & b
z T :_u“”_.._.o.: — Level 1 Verbal ____.._.,.___.___.n_.u._”.n Written w:w.ﬂ:n: Dismissal
; Warning e Warning i _
Creating unsaniary Wit Fanal Suspensi
3 conditions inside the Leyel 2 PR Wiitsen o -3 Dismissal
Company premises, E Warning Diays
Fallure to undarge annual
Final Suspensi
physical examinations az Writen ; Diseni
b requlred by the Comipény izl Warning P ik :

and the government iy by
Vislating safety rules,

regulations, or procedures
5 of the Company causing Lawvel 4 Dismissal
accident or damage o

PEFSON OF NEODErTyY.
Man-diciouure af
contagious diseme which
may endanger the lives or
heatth of other amployges.

Level 4 Dismizsal

Uiging, possessing,
manulacturing,
aiatributing, seliing Hegal
drugs 2nd drug

T paraphernalia white on Level 4 Déamlssal
duty or in the company
prembes. Comviction of a
crime invaiving Megal
drugs.

Reparting for work while
- under the infiuence of Lowval 4 Dismisand
Ergal drugs.

Unauthorired carrylng and
possession of deadly
woipons and explosives

= inside the Company Leve) 4 Désrmissal
premises, while an duty or
dalng business for the

Company.




WPl Iiso0y pareed

11" Flear M5Y Tower

Pescadarm Rosd Cabu Basinesy Park,
Cbea Gy SO0

Mishandling of company
property ing onsuthosiied

-

-

&) iPloy

V. .:.._Ta on Company Property, Fecilities and Security

. Fnad
| pramsber of furnitene ana WHiTen E Suspension o
= I tan
| eaulprentwitmourpranes | Warming . it -3 Days P
| Warning & Warning
| Futherization o 1
FRANERETIENT |
| Unsuitserizas innmilgtian of | ]
lpacen, the—s T
i o T ooeumeres | | e [
H e cormi i - sl e n
r i ; Ll 1 verbz : Written g Cisemissal
fracet T i .
acoouniinot aghesing the S Warning Warrleig 3 Days
presssimeg SoTONTY ST _ |
SEgnEtLne ! =
iMool o intorrect use | | Documenmd ; Flmal 4 il
- : = s 4 Wniten Sulpension =
3 | of Comaaey tocis o Ll 1 _ Verba Warvin Written 3Dn Dlimigsad
1 bia (1ot .
i | equipment | Warning £ Warning b
| Fallure meompfy - Pioy f
_ A i < Dotuested _ Flnal |
4 Energy Conservation Polisy 3 Writen Saispenslon
A ket L Lewn' L erbal Watring Wwiltten 30y Désmilssal
e i " | Warning Warning
Boowising wehiles o | Fingl =
Al friToem spenilon
5 | Bringing prowanatve o _ Leve Wiz _ Wrinen | T un..n Desrmizssl
POIGOETROrIc BTl | | Warning el
Refuls to worit wany |
iripection within Comzgny _ Final
Wirine et
£ | premises by sumcrizen Lovel 2, it Virimen m..__.m _un___.__n_v Dismizg!
security parionrei or L] Warning | - P
Campany représentation. |
1 Firal
Unautngrizes erral writer _ Suspensian |
7 12 fer s
DroRTCat O SpErTUng _ e wiarning .H....ﬂ”.nq -5 Cys Ditm
Exitering restrictec atess in | i P
£ | the Company without | eveis e ..._E..Hﬁ_.F wapension ] i
Warning oy - 5 Dy o
oper authcriation, | Warning
- | - Fanal
Explaiting Company Writtes seraion
o Ll 3 _ = Wwiriten iy Clsmiseal
FESGUILE: I0 pErlang| galn Warnin
E | waring i
Camaging or destroyng any | 2 i Final ~
10 Compamy property thicugh | Level 3 i Z:. Wilten ol Dispnissni
W - a
negigence. | . Warking e

Pl Incargeirat ad

117 Floor M5Y Tows

Pescodares Road ©abe Butifrmis Pary,
Cabeis Cong B0G0

i1

Cormmany records whizh

ey prejudice he
Campany

1

Unaumorited use of
wompuiass of information
tecinology fetaurces o
Bcc sy wies or downicad
Aled, whick &fe fonwor
related

CUADMSSInS -

oG

Unauthorines shard ngor
personil pespacrss or log-
M rfarmgran

LBV S

Scizansion
3, Diarmsinta

e

13

| Unautnoeipes acoess

m Networs res g e amy
one ar poomeinkten of e
fafiowing

0. Delipprate aberatca ot
fes inciuding but not
limited &2 the padaing or
reducing of files

= Unauthoringd changng
| server/network rights of
I e
_" d. Unauthorizes

{ attachment of chmpiitars,
storage media/osves or
ary othir compuber
periohea) o servery,
warkitatione ar amy
NETWOrk LEgment Tabie
wihelher remote or on site:

—_

e 3

. Cankenting o, tolerating
or wliow|ng ahother
EMplayee 10 use your uher
number, aoess, and o
Pasyword 10 gain aocews 1o
& VT VeT, OWeC [ory Of Rley
e wifilch ACTERMnY

B Iyee has no4 Deen
Authdirized

Susmen e -

= T
Iouws




Ploy Incorporsted
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Ceba Cliy 5000

14

f. Negiigence of
cargdmsness of the
employes by leaving the
computer unattended and
risking the network to a3
possible security violation.

& Tampering of comparsy
sarver/ network
configuration.

Lemwm] 3

Suspansion -

% Days

Dismissal,
o).

Purposely sharing
priviteged and confidential
information to anyone in
e company of external
partes

Lavel3

Cuspansion -

5 Days

Dismissal

16

Unauthorized possession or
bringing out of Company
property, supplies of
equipment.

Suspension -

5 Days

Désmissal

17

Unauthorired copying of
licensed software
application packages and a1
acis that violates
intelectual property Fights.

Leval 3

Suspension -

5 Days

Disrmissal

18

Delizerate locking-out or
hacking of another
employes’s user namea in
any Server.

Surspendian -

5 Days

Disrnissal

Piacement of computer
wirus, trajan horse, and
other darmaging electronmc
fies or physical accessories
or servers of worksations.

Leveld

Suspension -

S Days

Désmissal

@

Termination of an employes shall automatically bar him/fher from re-employment.
u. The penalty of dismissal shall not prejudice the right of the company E:._Emﬁ court action

against the emming employes.

3, This Code shall supsrsede all other existing policies, rules, memos, m.._n_ the lice, and all poficies
to be implemented, if the same is found to be inconsistent with the Code of Conduct.

Vil Approval

lay Gissinger

Owner and Chiel Executive Officer *

iPlay bncorporated

11 Floor M5Y Tower

Pescadane Aoad Cebu Busknesy Park,
Cabu City 6200

&) iPlo

RECEIPT OF THE CODE OF CONDUCT AND DHSCIPLINE POLICY

This is to acknowledge that | have read the Company’s Code of Conduct and Discipline and understa:
that it sets forth the terms and conditions of my employment as well as the dutjes and responsibiliti
and obligations of employment with the Company.

| also acknowledge that the Company reserves the right 1o revise, delete, and add to the prowisions
this Code of Canduct and Ciscipline., or condition of employment c2n be established by any other
statement, conduct, policy, or practice.

we MARIES A G
DATE me _‘._mv: __._ xu\uu

ANDF HAVE READ AND UNDERSJAND TS mﬁ_ﬂ*
EMPLOYEE SIGNATURE P

S ChpFFTh

NTS.
e
/




