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EDUCATIONAL ATTAINMENT

Education Type: College  Level

School Name: _ Spudh i) Upiwrsily  Prinmg
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Course:  ho- pwr;.huiw{ Honors: _Conuitent  Seholar
Date Started: _fune 10 dolg Date Graduated: Mo ¢3 Jo08
MM/DD/YYYY MM/DD/YYYY
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2 1 WHAT IS THE IMPORTANCE OF HEALTH?
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4. WHAT IS THE USE OF INSURANCE? (RELATE YOUR ANSWER TO HEALTHCARE])
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5. WHAT IS MEDICARE AND TS QUALIFICATIONS?
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6. WHAT ARE THE DIFFERENT PARTS OF MEDICARE? (PLEASE DISCUSS EACH)
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7. WHAT IS MEDICAID?
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8. WHAT IS A DEDUCTIBLE?
& deductiole TS Be cwount oF mesry thet dhe  wiored prad  mot nol e

Bar  senns pellisy_Gacke gl o oojared LTTHIXS

9. WHAT IS COINSURANCE?

ety |LII“U-f

ediidae

10. WHAT IS COPAY?

11, WHAT IS THE DIFFERENCE BETWEEN COINSURANCE AND COPAY? (PROVIDE AN EXAMPLE)
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IPlay OPC . ‘ : -
9™ Floor, Avala Center Cebu Tower G?)‘ .P,
Bohal Street, Cebu Business Park, J ' Oy

Cebu City 6000

NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) &ﬁ . ﬂ‘ 2004

BETWEEN
1. IPLOY OPC, (the "Disclosing Party"); and
2. Chaelite.  Gul am (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. notto 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

125 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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disclosed or who have access to Proprietary Information sign a nondisclosure or similar agreement
in content substantially similar to this Agreement

2 Without granting any right or authorization, the Disclosing Party agrees that the foregoing
shall not apply with respect to any information after five years following the disclosure thereof or
any information that the Receiving Party can document

2% is or becomes (through ne improper action or inaction by the Receiving Party or any
affiliate, agent, consultant or employee) generally available to the public, or

2.2, was in its possession or known by it prior to receipt from the Disclosing Party as evidenced
in writing, except to the extent that such information was unlawfully appropriated, or

2.3.  was rightfully disclosed to it by a third party, or

2.4.  was independently developed without use of any Proprietary Information of the Disclosing
Party. The Receiving Party may make disclosures required by law or court order provided the
Receiving Party uses diligent reasonable efforts to limit disclosure and has allowed the Disclosing
Party to seek a protective order.

3. Immediately upon the written request by the Disclosing Party at any time, the Receiving
Party will return to the Disclosing Party all Proprietary Information and all documents or media
containing any such Proprietary Information and any and all copies or extracts thereof, save that
where such Proprietary Information is a form incapable of return or has been copied or transcribed
into another document, it shall be destroyed or erased, as appropriate.

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

4.2.  requires the Disclosing Party to proceed with any transaction or relationship.

5. The Receiving Party further acknowledges and agrees that no representation or warranty,
express or implied, is or will be made, and no responsibility or liability is or will be accepted by the
Disclosing Party, or by any of its respective directors, officers, employees, agents or advisers, as to,
or in relation to, the accuracy of completeness of any Proprietary Information made available to the
Receiving Party or its advisers; it is responsible for making its own evaluation of such Proprietary
Information.

6. The failure of either party to enforce its rights under this Agreement at any time for any
period shall not be construed as a waiver of such rights. If any part, term or provision of this

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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8" Floor, Ayala Center Cebu Tower :r ) 'P,

Bohol Street, Cebu Business Park, LJ l Oy
Cebu City 6000

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 SQPI- 4, wrh Receiving Party

By: Onboarding Specialist By: _ Nuw fmployer

Name: Jade Lenizo Mata Name: {:hn[ﬁ[u Gula

Title: Onboarding Specialist Title: CSR

Address: #35 Salvador Extension Labangon Address: &40  Man  Thw 1 Lebogon  Monroue G}y
Cebu City

Date:_fept- 4. _ ymh Date: El‘ﬁl- q__ bl




QMS Awareness Examination

& iPloy

Name | Grolam  Charline | position | C&R Department
Immediate Superior I Date Score
Sept. G, 202
Test |. Instructions: Answer the guestions in the spaces provided for.
1. What Is the name of the Seminar?
= System
2. What are the two clauses mentioned under the scope of our Management System that is not covered in our
ams?
Clogse §:%
Clavse %.1.8
3. What are the seven (7) Quality Policy of iPloy that were mentioned in the seminar?
-C-Lb:'mﬂ"ttr tocus
J?_agnﬂmn’r o pesple
J;!st_u.p.pumﬁ ‘
ingrolef ent
L 3 9
Relakiognip  manggenent
4. Inyour current role, how can you contribute to ensure that the Quality Policy is implemented?
i Thedd 1l LA o d 1L 1) R il () Us /o M1 b el A0 T 1
RN T stk 10 AT i i f g [WRCE g AUST (il ganie o
5.

[ Testill, Fill-irr thie Blanks. Find the arnswers from the words listed befow:

Commitment

Top Management people Interconnected processes
external providers ams continual improvement
1. As an organization, we have made a Dnmmﬂ:mﬂi to understand our current and future customers’

needs; meet their requirements and strive to exceed their expectations.
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A

2. We have committed to achieving across all aspects of our guality

management system; it is one of our main annual objectives.

3. Asan organization, we recognize that are the essence of any good business and that their
full involvement enables their abilities to be used for our benefit.
4. Our has committed to creating and maintaining a working environment in

which people become fully involved in achieving our objectives.

5. As an arganization, we understand that the desired result is achieved more efficiently when activities and
related resources are managed as a process or series of _|{1{t¢ con (ecked F[hgggﬂg .

6. IPLOY, OPC recognizes that an organization and the relationship it has with lts Mmdﬂ_ are
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 Q MG 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 s achieved more efficiently when activities and
related resources are managed as a process or series
of interconnected processes,

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

3. IPLOY, OPC recognizes that an organization and the
relationship it has with its external providers are

Evidence-based decision making

Process approach

interdependent and a  mutually  beneficial . Improvement
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 . Engagement of people

became 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 . Leadership
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 people are the
essence of any good business and that their full
involvement enables their abilities to be used for our
benefit,

Customer focus

Relationship management
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Print legibly, Mark appropriate boxes D with"/" and use separate shest If nacessarny,
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Schedule:

Team Lead:
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1DMarried Dseparated
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I FAMILY BACKGROUND

~ 4%4

21, ExMAIL ADDRESS|(ifany)

22, CELUPHONENG, (Ifany)| |

23) EMEBLOYEEID MO,

gulam . (harvine € g . e

DATE OF BIRTH

tmimelel Ayiy)

FIRST NAME
MIDDLE NAME / /
CCCUPATION / /
EMRLOYER/BUS, NAME / /

T
BUSINESS ADDRESS / /
! TELEPHONENO, / /
Continuaoiseparate sheat [fnecassary) ! / /

26. FATHER'S SURNAME" Ay Jue /7 e /648
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MIDDLE NAME Jughlla / /
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MIDOLE NAME Dacsson F o
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37 3. Have yvou ever been formally charged? | Dves -

fyeEsS, givecemils
i

b. Have vou ever been gullty of any adminlstrative offense? Dves BRo
I YES, glve detalls

28, Havaiyou éver been convicted of enyerima orviclation of any law, |Dvyes Dd
decree, ordlnance or regulation by any :du_rt artrlbunal? If YES, glve detalls

39, Have voulever been separated from the sarvice inany following modes: Dives Falile)

reslgnation, retireament; dropped from the rolls, dismissal, termination, end of

Y 1
term, finlshed contract, AWOL dr phased out, 1n the public or private sactor? If YES, give detalls

40, Havalyou ever besr a candidate ina Hational or local election Dyes LEna
(except éarun:gav alaction)? If YES, glve detalls

41 Fursuant ta: (a) indigenouse E'n:u_‘prﬂ’u-'.m:t'(ﬂﬁ BE710; (D), M agne Garta for Disakbied
Fersans (RA 7277) and Sole Parents Walfare Aot 2000 (RA BE72), please sanewer the
fellowlng tems: ;

a. Are youa member of anyindlgenous group? Dves _Bfio

If YES, glve please specify:

b. Are differently abled? Dves Bro
] IT YES, gilve please spac|fy:

c. Are Yo a sclo parant? Dyes iBRNO

If YES, give please specify:

42. REFERENCES (Parson not ralated by oo neangulnity er affinity to appllcant/appo intes)

MNAME ADDRESS “_TEL M,
ﬁ“‘f."‘:% (rpdal) lagi- Lag {Lﬂ:} 04105 '?:-éft_"]_,i
(hag) friad Mol (el D9Gl6) Falg5
.- AR M W :rln.-t FH‘H GELE 2qld 7ok
43, EMPLOYMENT RECORD (latest)
COMPANY MAME PRASITICON F RN TOC
Dol Mol \ondom i LSk, dpdo 2%

44, |daclare under oath thatthls Personal Data Sheet hes been accomplished by me, andlsa
true, correct and complete statemeant pursusnt to the provisions of pertinant laws, rules and

regulations ofthe Republlc &fthe Phillppines. 1D pioture taken within the last
& months 3.% om. X 4.5 am

i (passport aiza)
lalsoauthorize the agency head/ authorizad representativa to varify/validate

the contahts stated heraln. | trist that this Infermatlenshall remain canfident(al.

COMMUNITY TAX CERTIFICATE NO.

. Computsrgenerated & xerox
l copyof ploture is nat
soceplable

ISSUED AT
Fi / ]

L _——
IN CASE OF EM ERGENCY: A . n_F»‘-F =
Plesam Cantact: H{tr,'l"t%'h‘ I:'-Milu N SIGNATU Ir ththe B
Contae: Number: a3 1Y oS T M ntme o)

e e 3 :
Relation: E?Z%‘f‘ DATE ACCOMPLISHED

1
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11th Floar MSY Tower I'P,a
Fescadores Road Cebu Buslnsis Park, ; y
Cebu Clty 6000 Riafing Palutisig

1.
.
-

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

l, th.j.; lnL (:m.l.:aﬁ"t. 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, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
tonsent,

| 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 foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes af 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 fram
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: Charline Gulam

Present Address: _3Tp Qan  Jest L iamj;m Mang g {I‘a_n_,j
Social Security Number: m%uk}fﬁ'[;'iﬂ Date of Birth: E-&[tr. aty e
signature; \?—EL“F

Y
U s

Date: Jepk:

Wdh




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

Bohel Avenue, Cebu Business Park
Cebu City 6000

SIGN-ON BONUS POLICY

Policy:

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

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

A regular employee

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

Must not be an 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.

Slgnature Oven Prin ed Mame/Date
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UNDERTAKING

L

This document verifies that | have read the policy listed below and have discussed any
guestions with the Onboarding Specialist / Supervisor/Manager. | haye 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:

Policy Title : Dress Code Policy
Revision No Seh |
Effective Date :June 13, 2022

| acknowledge that signing this document is a confirmation that | understand 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. '

@M (e

Employee I\i{'uig nd Signature

uuﬁ(- Maty v Sepk 4, b

Onboarding Spec"ialist Name and Signature Date

[’-'Fji- 4 M3y

Date

"f- [ "; .

MNoted:

- -._:n-lr

® -~

e
LT

5




iPloy Gift Policy

The aim of this palicy is to establish a uniformity relating to the acceptance of gifts, Including gratuities
and rewards. This policy applies to employees of the company. Employees include all permanent, part-
time, temporary and probationary status,

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

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

giver,

Any violations will be subject to the iPloy Code of Conduct and Discipline. Infractions for this policy is
tagged under Level 2 offense and follow these progression:

a. 1% Instance — Written Warning
b. 2™ Instance- Final Written Warning
¢. 3" Instance- Dismissal

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

Employee Acknowledgement

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

Name: Chmf"'ljh'ul ()

Signature: \69‘?“ __Date; Jﬂﬂf‘*’ 4, W




iPloy Social Media Policy

IPloy recognizes that employees use social media tools as part of their daily lives, Employees should always
be mindful of what they are posting, who can see it, and how it can be linked back to the organization and
work colleagues.

All employees should be aware that iPloy regularly monitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.
iPloy does not specifically monitor social media sites for employee content on an ongoing basis, however
employees should not expect privacy in this regard. iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes across in regular internet monitoring, or is brought to the organization's attention by
employees, customers, members of the public, etc.

All employees are prohibited from using or publishing information on any social media sites, where such
use has the potential to negatively affect iPloy or its staff. Examples of such behavior include, but are not

limited to:

* Publishing material that is defamatory, abusive or offensive In relation to any employee, manager,
office holder, shareholder, customer or client of the company;

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

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

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

* Be aware of your association with the company when using online social networks: You must
always Identify yourself and your role if you mention or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. You must write In the first person and
state clearly that the views expressed are your own and not those of iPloy. Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
your opinion, and not necessarily the opinions of the company.

s You are personally responsible for what you post or publish on soclal media sites. Where It Is
found that any information breaches any policy, such as breaching confidentiality or bringing the
company into disrepute, you may face disciplinary action up to and including dismissal.




e Beaware of data protection rules — you must not post colleagues’ details or pictures without their
individual permission. Employees must not provide or use thelr company password in response
to any internet request for a password,

e Material in which the company has a proprietary interest — such as software, products,
documentation or other internal information — must not be transmitted, sold or otherwise
divulged, unless the company has already released the information into the public domain. Any
departure from this policy requires the prior written authorization of the management.

o Be respectful always, in both the content and tone of what you say. Show respect to your
audience, your colleagues and customers and suppliers. Do not post or publish any comments or
content relating to the company or its employees, which would be unacceptable in the workplace
or in conflict with the company's website. Make sure the views and opinions you express are your
own,

* Recommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
networking sites, Such recommendations can give the impression that the recommendation is a
reference on behalf of the IPloy, even when a disclaimer is placed on such a comment. Any request
for such a recommendation should be dealt with by stating that this is not permitted In line with
company policy and that a formal reference can be sought through HR, in line with the normal
reference policy.

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

s |f you make a mistake, be the first to point it out and correct it quickly. You may factually point
out misrepresentations, but do not create an argument.

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

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

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

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

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




e At all times respect copyright and Intellectual property rights of information you encounter on
the internet. This may require obtaining appropriate permission to make use of information. You
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities

By their position, Managers have cbligations with respect to general content posted on soclal media.
Managers should consider whether personal thoughts they publish may be misunderstood as expressing
the company’s opinions or positions even where disclaimers are used. Managers should err on the side of
caution and should assume that their teams will read what is written. A public online forum is not the
place to communicate company policies, strategies or opinions to employees.

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mall and confidentiality policies may lead to disciplinary action, up to and Including dismissal.
This palicy Is not exhaustive. In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet is always appropriate and consistent with your
responsibilities towards the company. In case of any doubt, you should consult with your manager,

Infractions for this policy is tagged under Leve| 2 offense and follow these progression:

a. 1" Instance — Written Warning
b. 2" instance- Final Written Warning
c. 3" Instance- Dismissal

Employee Acknowledgement

| have read, understand and agree to comply with the foregoing policies, rules and conditions governing
the use of all property of iPloy and all work and conduct completed on or with the assistance of iPloy
property. Further, | agree to abide by the Social Media Best Practices when using social media sites on my
personal time and when my affiliation with iPloy regarding those sites is known, identified, expected or
presumed.

Name: Q\ﬁ“'ﬁm Eulall)
Signature: K /ﬁu-U‘E . Date: xgﬂlF'} 4 4073
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Date : February 22, 2018
To - ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Dperations Manager

1

Pt

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.

1.2. This policy 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
departments.
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 itsell to and
destroying important cells that control and support the human
immune system

4.1.2. How HIWV/AIDS Is transmitted ?

4.1.2.1 Unprotected sex with an HIV infected person;
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4122 From an infected mother to her child (during pregnancy, at
birth through breast feeding),

41.23. Intravenous drug use with contaminated needles,
4.1.24. Transfusion with infected blood and blood products; and

4.1.2.5. LUinsafe, unprotected contact with infected blood and bleeding
wounds of an infected person,

4.1.3. lsthere acure?

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 opportunistic infections also
dramatically improve quality of life,

GUIDELINES
5.1. Preventive Strategies
5.1.1. Conduct of HIV-AIDS Education
51.11, Whowilll conduct?
The Medical Clinic of Iploy Inc. in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the orientation of newly hired
employees. The standardized information package developed by the
Department of Labor and 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 15 not
mandatory

51.2.2 The company shall encourage positive health seeking behavior
through Voluntary Counseling and Testing,
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5:.1.23. 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.

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

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

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

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

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

6.2. Confidentiality/Non-Disclosure Policy

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

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

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

6.3. Work-Accommaodation and Arrangement

6.3.1. The company shall take measures to reasocnably attommodate
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

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

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

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

7.1.6. The Health and Safety Committee, together with employees/ labor
organizations shall jointly review the policy and program and continue to
improve these by networking with government and organizations
promating 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 MON
8.1. The Safety and Health Committee or its counterpart shall periodically monitor
and evaluate the implementation of tf 'olicy and Program
9. EFFECTIVITS
8.1. This Policy shall take place effective immed ately and shall be made known t

every empliovee

™
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Prepared by: Jo h._J:i'_*-l'u.i_ R I"'.fh*l!-_-

Human Resource

Reviewed by

Approved by: Yisroel Y. Gissinger

EC
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Date : January 1, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
SUbIEEt : WORKPLACE POLICY AND PROGRAM ON TUBERCULDSIS (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
tuberculosis
2. COVERAGE
2.1 This Program shall apply to all employees regardless of their employment status

3. POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabllitation, and restoration to work of empioyees who c:::-mraut

an annual nhvsucai examination wll;h ;he regulglte chest x ra'_n,-:

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
workplace. 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 control TB, and is composed of five
components, which are:

3.3.1. Political will or commitment to enduring sustained and quality TB
treatment and control activities;

3.3.2. Case detection by sputum-smear microscopy among symptomatic
patients,
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3.3.3. Standard short-course chemotherapy using regimeans of 6 to 8 months for
all confirmed active TB cases (l.e., smear positive or those validated by the
IB Diagnostic Committee) Complete drug taking through direct
observation by a designated treatment partner, during the whole course of

the treatment regimen,
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3.34. 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 control
program’s performance overall

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

3.5.Improving workplace conditions:

351 To ensure that contamination from TB alrborne particles is controlled,
workplaces must provide adequate and appropriate ventilation (DOLE-
Occupational Safety and Health Standards, O5HS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers.

35.2. The number of employees in a work area shall not exceed the required
number for a specifled area and shall observe the standard for space
requirement. (O5HS Rule 1062)

i.b.Capability building on TB awareness raising and training on TB case Finding, Case
Haolding, 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 lliness is contralled.

3.7.2. Work Accommodation: Through agreements made between the
management and the employees, work accommodation measures to
support employees with TB |s encouraged through flexible leave
arrangements, rescheduling of working times, and arrangements for return
1D wWork,
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3.7.3. Restoration to Wark: The employee may be allowed to return 1o work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/ar the DOTS provider.

3.8. Employee Responsibility:

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

3.8:1.1, An employee who has the symptoms of TB Is required to initially
wear a face mask {especially while inside the office) and observe good
hyglene practices, at least until declared by a competent medical
practitioner to be safe from transmission,

3.8.1.2 Similarly, for those at risk, |2, 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 cholte, 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 fallure of treatment, which may make [t harder to treat the infection and
result in a longer absence,

3821 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.

383, 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 occurrence in the workplace is traced and
that all contacts are clinically assessed, as much as feasible.

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

311 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 5 employment)

4. PROCEDURE

4.1.The respective Health Services of the Company (andfor the contracted Health
Services Provider) shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and technical assistance in the
implementation 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
Emplovees who fail to undergo the reguisite annual chest x-ray shall be directed
to secure arie at an accredited clinic or by hisfher preferred Infirmary/Health
Services,

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

422, 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 (andfor the contracted Health Services provider). I
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 leave before he/she may request to be
permitted 1o go on & Leave of Absence without Pay (LOA]

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

4472 The Unit concerned shall ensure that the requisite procedures are
observed by the employvee and that the company clinic is duly informed

4.5 An emplovee may be allowed to go on a medical leave of absence [without pay)
for a maximum period of six (6) manths. The cancerned employee shall submit
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 observed
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4 6 After treatment, with a maximum period of six {(6) months on leave (withoul 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 continye to be
monitared during the annual physical examination with the requisite chest x-ray
or as may be deemed necessary by the Unit Health Services (Inflrmary) or
contracted Health Services provider

4.7.The employee returning to work shall be required by the Managemen! to secure
a medical clearance from a medical doctor chosen by thg 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 10 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 maxirmum sanction applicatile
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
gvaluate the implementation of this Policy and Program.

6. EFFECTIVITY

6.1.This Policy shall take place effective i/mmediately and shall be made known to
avery Emﬂ’ﬂ‘.ﬂEE
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Prepared by: lo Hannd R. Melecio
Human Resources

{
Reviewed by: Alfdedo P. Camarillo Jr.
Direttor of Qpérations

Approved by: Yisroel Y. Gissinger
CEO
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Date : February 22, 2018
To  ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

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's
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 against
discrimination and confidentiality is maintained,

1.3.This guideline is farmulated for everybody’s information and reference for the
diagnosis, treatment, and prevention of Hepatitis B. This will inform the
employees of their role as well as the company in dealing with Hepatitis B. A
healthy environment encompasses a good working relationship and great output
for continuous business growth.
2. COVERAGE
2.1.This Program shall apply to all employees regardiess of their employment status
3. POLICY STATEMENT
3.1.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. Medica
Clinic in close coordination with the health and salely ct B
132 L ve Strategie
3.2.2.1 All employees are encouraged to be immunized against Hepatitjs
L B
B after securing clearance from their physician
3.2.2.2 Workplace sanitation and proper waste management and disposal

shall be monitored by the health and salety committee on a regular

uasis
3.2.2.3 Personal protective equipment shall be made available at a
for all employees; and
3.2.2.4 Emplovees will be given training and information on adherence to

standards or universal precadtions 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 lorm against

employees on the basis of their Hepatitis B status consistent with
the international agreements on non-discnmination ratified by
the Philippines (ILO C111). Employeas shall not be discriminated
apainst, from pre to post employment, Including hiring
promotion, or assignment because of their hepatitis B status
4.11.17 Workplace management of sick employees shall not differ
from that of any other lliness, Persons with Hepatitls B related

linesses may work for as long as they are medically fit to work

41.1.2 Confidentiality

4:1.1.2.1 lob applicants and employees shall not be compelled to
disclose their Hepatitis B status and other related medica
infarmation. Co-employees shall not be obliged to reveal any
persgnal information about their fellow employees. Access

personal data relating to employee’'s Hepatitis B status shall b

¥
bound by the rules on confidentiality and shall be strictly limited
to medical personnel or if r_nH‘r! v required
4.1.1.3 Work-Accommaodation and Arrangement
4.1.1.3.1 The company shall take measures to reasonably

accornmodate ur1!|,:c|n'.,-r_~r)_\ Wwho are Hepatitis B posilive ar with

Hepatitis B - related |linesses
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4.1.1.3.2 Through agreements made between management and
employees’ representative, measures Lo support employees with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
return to work.

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

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

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

4.1.1.43 Screening for Hepatitis B as a prerequlisite to employment
shall not be mandatory

4.1.15. Compensation

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

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
1 1 s | Employer's Responsibilities

-t 5 O 8 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

5.1.1.1.2 The Health and Safety Committee shall ensure that their
company policy and program is adequately funded and made
known to all employeas.

5:1:1.1.3. The Human Resources Department shall ensure that thelr
policy and program adhere to existing legislations and guidelines,
including provisions on leaves, benefits and insurance

5.1.1.1.4, Management shall provide Information, education and
trainingon  Hepatitls B for its workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; If not avallable within the establishment, then
provide access ta information
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o iy 1y L The company shall ensure non-discriminatory practices in
the warkplace

51.1.1L6 The management together with the company focal
personnel for human resources and safety and health shall
provide appropriate personal protective eguipment to prevent
Hepatitls B exposure, especially for employees exposed to
potentially contaminated blood or body fluid

51.1.1.7 The Health and Safety Committee, together with the
employees’ organizations shall jeintly review the policy and
program for effectiveness and continue to improve these by
networking with government and organizations promaoting
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,

511.18 The human resources shall ensure that access to medical
records is limited to authorized personnel,

S4.12, Employees Responsibilities

51121 The employees’ arganization 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.

51122 Employees shall practice non-discriminatory acts against
co-employees on the ground of Hepatitis B status

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

5.1.1.2.4, Employees shall comply with the universal precaution and
the preventive measures.

5.11.25 Employees with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis B status,
that is, if thelr 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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[Date January 1, 2018

[ ALL EMPLOYEES CONCERMEI
From Human Resource
Thru l'.'lJt'r.-ﬂ ions Manager

Subject DRUG-FREE WORKPLACE POLICY AND PROGRAM

OBJECTIVI
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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. Ta ensure that only those gualified shall be screened and recruited to prevent
the detrimental effects (e.g. Jlower productivity; poor decision making;
increased accidents; more compensation claims; and reduced team effart]
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 accredited or affiliated center, a duly
accredited drug testing center by the Department of Health (DOH), as its
authorized drug testing laboratory

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

4.3.1. RANDOM TESTING: Officer/femployees 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 absenteelsm or tardiness.

4.3.3. POST-ACCIDENT TESTING: Any officer/employee Involved in a "Near-
Miss” incident or “Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test
As defined herein, "Near-Miss” means an 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 emplayer 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 thereaf of
which arises out of and in the course of employment.

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

435 |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 be borne by Iploy Inc

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1.

(% 5]
)

-

An officer/femployee who, for the first time, is found positive of drug use,
shall be referred for treatment and/or rehabllitation In @ 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 serious 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. 9165
and is a ground for dismissal.

6. ADVOCACY, EDUCATION AND TRAINING

6.1

B.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 avallable 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

£.3.1. Lifestyle assessment programs on health nutrition, weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

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

i |

T

F - 8

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

81

8.2

Any officer or employee who uses, possesses, distributes, sells or attempls to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article Il of RA 9165 and its Implementing
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,
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9. IMPLEMENTATION AND MONITORING

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

10, EFFECTIVITY

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

11. ATTACHEMENT

11.1 Drug-Free Workplace Policy and Program Acknowledgement
Aedulvy
LA
Prepared by: lo Haﬁrﬁ? Melecio
Human Resources

Reviewed by: Alfr !duj’_._c qarillo Jr.

Director of O er"qtmm

Approved by: Yisroel Y. Gissinger
CED
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Drug-Free Workplace Program Acknowledgement

| hereby acknowledge that | have recelved and read Iploy Inc. Drug-Free Workplace Palicy
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/or
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 alcohol in my body. | understand that submission to such testing
is a condition of employment with [Company], and disciplinary action up ta and including
termination may result if

1) | refuse to consent to testing

2) | refuse to execute all forms of consent and release of liabllity that are usually and
reasanably associated with such examinations

3] | refuse to authorize release of the test results to the cormpany

4) The tests establish a violation of [Company]'s Drug-Free Workplace Policy

5} | otherwise violate the policy.

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

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

SIGNATURE DATE

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

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBJECTIVE

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

3.2.

-

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
miscanduct that undermines the employment relationship. MNo 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 persanally
offensive, debilitates morale and, therefore, interferes with work
effectiveness. Such behavior may be in the form of unwanted physical, verhal
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 RA, 7877 It provides that sexual
harassmant in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work environment, demands,
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requires or otherwise requires any sexual favor from the other, regardiess 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 sad
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

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

3.5, WHERE SEXUAL HARASSMENT IS COMMITED

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

3.5.1. In oroutside the office building or training site;

3.5.2. atoffice or training-related social functions;

3.5.3. inthe course of work assignments outside the office;

3.54. at wark-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 an 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 annoying, disgusting or offensive to the
victim.
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3.7,

js8.
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WHAT IS NOT SEXUAL HARASSMENT

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

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide its officers and employees a work
enviranment 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 ar
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
outcome of the investigation.

412 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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1 4.3 WRITTEN POLICY

4.3.1. Al officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy upon assumption of their respective
offices. 1f 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 modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
modified policy

5. CONFIDENTIALITY

5.1. At the commencement of the investigation procedure at the Committee,
starting from the filing of a written 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

l[.rl -"L
Prepared by lo thnh R. !\bterecm
Human Resources

Reviewed by: A(eﬁnt Gamarillo Jr.
Dmectgr bi Operations

Approved by: Yisroel Y. Gissinger
CEC
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by:

Yisroel Y. Gissinger
CEO
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DATE Aoril 3, 2018

Ta ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT
THRU OFERATIONS MANAGEMENT
SUBJECT MEMO: RESTROOM GUIDELIMNES

Iploy Inc. provides unisex restrooms avallable so that employees cap use them when they nead
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.

Moreover, any employee with concern/issue in using the unisex restroom, please visit Human
Resources office to get door access pass. OHice security, Leg In and |.'J;§] out procegure shall

apply.

Furthermore, it is essential that all employees should comply and observe the restroom

eliquette

e Knock if the cubicle appears to be occupled. Don't peek under the door

o Lock the cubicle door when you enter

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

e Flush the toiler after use and wipe off the tallet seal far the next user

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

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

» Please use water and paper towels conservatively

For vour information and guidance

m%e:.Uj

\ES50Urces

Moted by

Alfredo
Dirscte .

T””U Ir ;
Jperations
Chl:'l‘ﬁ 6‘1\5‘“\

‘R*i’}' 4, Uy
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February 27, 2018

To \ ALL EMPLOYLES

FROM 1 HUMAN RCSOURCES DEPARTMENT
THRU i OPERATIONS MANAGER

SURIECT

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 manitoring of office security

1. Employees are required to log in and log out using the biometric and the RF 1D, even
il the door is open

2. Employees are allowed to be inside the office and to Log in thirty (30) minutes before
their scheduled time

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

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

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

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

7. No tailgating

8.

Employee ID and RF 1D should be worn at all times, lost RF IDs will be charge to the
employee

9. No employees are allowed to stay in the waiting area for applicant.

10. Employees who left/lost their IDs will get temporary 1D 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
12. Only water in a clear container is allowed in the operation area and recreation room

For guidance and strict compliance.

Jo Hlﬁ'i',l'dif lM ecio
Hun'}arf Resources

Noted by: ol

— Uharlfy Glﬂ. )
Alfrédo Calbarillo Jr. “
Diri{tur aﬂﬂberatinns

Sopr- 4, 1y
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DATE ! November 17, 2021
TO : ALL EMPLOYEES
FROM ' HUMAN RESOURCES
SUBIECT ; LOCKER POLICY

The aim of this policy is to guide our employees and establish a well-kept and orderly environment In
the locker room.

Please see list of rules provided below for your reference.

RULES

o (ONE LOCKER ONLY per employee. NO sharing of lockers.

e NO storing of perishable foods/leftovers inside the locker.

s 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.

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

e Anysort of action that may result in damage to property is strictly prohibited. This includes but is
not limited to graffiti/vandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs' knowledge or consent, etc.

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

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

» 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,

s Authorization to Forced Open a Locker, the request must be submitted via emall to hr@iploy.com
and must walt for the approval.

» NO LOITERING inside the locker room

e Unassigned Lockers with cable ties should not be opened,

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

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by:

Y it |
Carlos Gotiong

General Manager

| have read, understood, and agreed to comply with the foregoing policies, rules and conditions
governing the iPloy Locker Policy.
&
N
Chorkye  Gulm

Employee Si@l‘e Over Printed Name/Date
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order to properly monitor out of oifice employee 1 new process.tocall infreport absen

be implemented effective Maonday, Apr
Guidelines

In cases of late and/or absences, emplovee should report 1o Human Resources
5MS or Call via HR hotline: 091
Notification should contain the following infarmation
a. Compilete (real) Nami
b. Department
Team Leader
1. Call in for: (Whale day Absent, Hall-clay Absenl, Late)
Reason
. HR will be the one to send notification to Operations Management
4. No call in should be communicated through Team leads or any other employes
be done by the amployee or Ris/her relative:
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 a

by the physician hould be indicated. Otherwise, emplovee must send notification dails

Failure to notify will be tagged as No Call, No Show and/or unscheduled absence

be dealt with according to our Code of Conduct and Discipline

For yvour guidance and strict compliance

Ok Gulgm
4

Jarharillo Jr

Iparations

)

dyt 4wy
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February 18, 2020

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

As we end the year 2019, iPloy would like to set clear key procedures and policies, This memorandum serves as
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 for
breaks will also disqualify the employee. No waivers will be given.

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

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

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

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

MEDICAL CERTIFICATE
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. If the absence
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 back
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 the
initia! date of absence. Also, the advice to rest is inclusive of rest days.

0 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 back
to work on Monday,

O‘@"\*ﬁ Gl
—_d
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0 If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannot be antedated.

o There must be a fit to work date,

o The anly exception to the Medical Certificate date guidelines is If the employee has been
hospitalized.
VACATION LEAVES

1. 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 of
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 requested
time off including poor attendance records, behavioral and productivity issues,

Noted By: Approved By:

I JAY GISSINGER
HR Superv Chief Executive Officer
ALFREDO CAMARILLD IR.

Director of Operations

d’lw"ﬁ Rl

depy - 1, W
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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:
* Employee's iliness or injury.
e Bereavement leave/s
e Emergency leave/s
s 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 |eave
on the given hours will be forfeited.

Note: No more Manual filing of Sick Leave except if the employee was hospitalized and/or
guarantine due to COVID-13,

4. Below are the documents needed to provide to use the paid sick leave;
¢ Employee's illness 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
Waork)

» Blacklisted Doctors and clinics’ will not be honared. (Please refer to the
Blacklisted Clinic/Physician Memao)

¢ Bereavement leave ase refer to the Bereavement Leave Policy)

¢ Emergency leave
» Validate 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,
MECQ)

¢ Internet 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.
e The employee falled to inform the immediate superior or HRD about his/her absence due to

illness unless fully justified.
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e |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:

Noted by:

e M ol —
Alfredo arillo Jr. Angelo Manal Carlﬁhuﬂnng
Diredtor, Operatipns Operations Manager “General Manager

,/

Charlife Guln
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Moy Inoorporsted

O% Floot, dyata Centir Cebu Tovwes .}
Ciebu Danimess Park, Boho! St r ' ' ',f

Cebu City BOO0

Date : MNovember 12, 2019

To g ALL EMPLOYEES

FROM : HUMAMN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGER

SUBJECT : 555 SICKNESS CLAIMS — 5 CALENDAR DAYS

For those employees’ who wants to file for sickness claims must submit the duly accomplished 555
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 for at
least four (4) days;

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

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

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

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

For your guidance.

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

Sincerely,

Noted by:

Alfredo arillo r.
Dir , Operations

ChgekR Gullgy

degt - 4, was
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DATE : February 20, 2023

TO i ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: 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:

Rajah Tupas Medical Services

Bimbe H. Tequille MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Dlagnostics

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

11.7  Fit to work date

T

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. Naote 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.

Prepared by

N .& Afganza

Employee Relations Supervisor

Noted by:
" ;
= é,m.m—-
Castafiares Nifib Angelo Manal o Jr.
HR Manager Operations Manager  Direc ruf perations
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Date : November 30, 2022

Ta - ALL Employesas

FROM : Human Resources Department

SUBJECT 3 VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December :!,5. 2022
payout. In this connection, all remaining SL credits are to be converted thus, SL application is no Il:lnlllr
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:

= No retraction of approved Vis. If the employee reports for worl on the actual VL date, the VL
will not be relmbursed and will be volded. '
Mo rescheduling of VL once approved.

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

Note: Approval of VL requests will be on or before December 14, 2022,

Furthermora, If the employee reslgns or gats separatad from the company elther valuntary or Inveluntary,
all available VL credits will be forfeited and will not be part of thelr last pay If:

« Employee filed an Immediate resignation and/or failed to provide a 30-day notice.
Employee went on Absent Without Official 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
limited to hospitalization due to sickness, accidents, or contaglous diseases,

# Employee incurred more than four (4) hours of accumulated and/or tatal lltﬂ"undirtln'll within
the 30-day notice,

e Employee will have Issues with performance Including but not limited to quality, nmdumvlt\r,
client escalation within the duration of the 30-day notice,

# Incurred any behavioral Infraction such as but not limited to Sleeping, Browsing Unrelated
Welbsites and etc.

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

Slgned:

nafoetf CiaGatares

HR Manager

L

Accounting Manager

Noted b\r

Operations Manager

Approved by:

G

CEOD

Chay \%‘MGM ol

de\: 04 | 2022
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DATE ! April 26, 2018

To f ALL EMPLOYEES

FROM } HUMAN RESOURCES DEPARTMENT

THRL : CPERATIONS MAMNAGEMENT

SUBIECT : Maxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular employees can still avail their Maxicare insurance provided they are within the
pald guarter.

The use of the insurance will be shouldered by the separated employee and deducted from their last pay
inthe amount of Php 861,33, this includes the Php 760.33 for medical servicesand Php 101.00 for dental
services, The emplovee will shoulder the remaining amount of the quarter,

The guarters are as follows

1% Quarter — December, January and February

29 Quarter — March, April and May

3" Quarter — June, July and August

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

If 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 memo. '

10# MNAME TEAM LEAD SIGNATURE

4140 GULRN,  CHPRL WG W

Regards, Noted By:
ra /
! -EFJ A
Marisfgka Iris Arcilla Alfredq C Jw}ﬂmr. K‘éﬁr a E‘,ﬁfga ea
Humdn Resource Director of Operations Operations Manager
|/

:
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December 17, 2019

Te ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBIECT - CLEANSING PERIOD

iPloy Staffing Solutions believes in giving employees enough room for improvement to straighten out
employment in regards to compliance 1o our company’s Code of Conduct. The aim of this approachils ta help
mativate employees rectify passed offenses and start anew

Cleansing Period pertains to the time when an employee who has been subjected to a Disciplinary Action (DA]
Is expected to improve performance. Ample time ls given to correct improper behavior and refrain from
committing any other infractions.

if an employee does not commit the same Infraction for the specified cleansing perlod, the progresslon of the
disciplinary action will slide back to a level depending on its type. Please refer to table below:

Productivity | 6
| Behavioral [ 12

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

The Cleansing Period s effective lanuary 1, 2020 covering DAs b manths and alder.

Noted By: Approved By,

JAY GISSINGER

Direktor of Operations Chief Executive Officer
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CODE OF CONDUCT AND DISCIPLINE [Table of Infractions)

L STATEMENT OF POLICY

The Code of Conduct and Discipline is designed to endure healthy and pogitive working
ernironment, and hopes to maintainand uphald professioralism among [Play Inc employees.
The established norms herein set forth are geared towards the attainment of the Company's
Gosls and objectives. It & worthy to emphasize that the Code is not meant to be oppressive nor
it i3 intended 1o threaten and intimidate employses. Indeed, it serves a3 the guiding principles
onwhat is expected of i’ employess to conduct during the entire employment here In (Ploy,
Inc.

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

1. The right to discipline and discharge emplayees for just and proper causes is management’s
prerogative enshrined from the 1987 Philippine Constitution.

2. Fairmets and justice shall always govern the Imposition of disciplinary actions. Existing Labor
Laws, Implementing Aules and Jurisprudence will always be observed

3. The full and strict maintenance of discipline is the management’s responsiblilty, Thus, it shall be
the primary concernof immediate superiors and department heads to initiate any disciplinary
actions against their subordinates whenever a violation of the rule is compitted.

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

5. Inposition of penalties when warranted, shall not be cancelled, mor delayed for any reason.

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

7. The management may mitigate the penalty to be' imposed, subject howsver to management’s
approval and upon compliance to the conditions st forth by the lakter,

8. Incasesof multiple viclations of this Code, the following rule-shall apply at to the penaliy to be

imposec:

Minor offense + Sevouw oflanes = The highes penaity shall be impossd.
_ 7 or more aManses wnder the same category = ._lritﬂfgnﬁifuﬁsﬂﬁmi_i_ag _

" - n L
Hp.: - -
e s s et 5 &) iPloy. - -
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1. incident Report will be submitted to Human Resources (HA) withen 2 working days from
the date of the incident.
2. Human Resources will issus 2 Notice to Expiain (NTE) to the employee within 3 working
days:
3. Direct Superior should coach the ermployee withen 5 working days from the issuance of
the NTE.
4. Coaching Form and Written Explanation of the employpee should be submitied within 5
working days from the issuance of the NTE.
5. HR will jssue Notioe of Decivion with or without sanctions within 5 days from the receipt
of the Coaching Form and Written Explanation
a. Failure to provide Written Explanation snall constitute a waiver of the employee's
right ta be heard and confirms that all the details in the Incident Report 2re true and
withoLt any biases.
b Lapses in the timeline will result to a sancios — Neglect of Duty [ Insubordination
€ Lapses in the timeline will not void the ssnction.

V. GEMERAL BEHAVIORAL STAMDARDS
Az an iPloy employes we expect that you will meet the following behavioral standands:

3. Proper Conduct and Decorem is expectad from you within the office and cutside when
representing the Campany, This includes appropriate dress, attending the office ready o work, use of
proper and decent language, observance of proper office and work decorum, maintaining proper
relationships with your colleagues, cistomers and other individuals not in the empioy of the company,
observance of and compliance with existing laws ol the Philippines.

t Enhancing Company Productivity the Company expects the Proper care and utilization of
Capitz! available to the Company; turning up for work ready 1o work on time all the time, fiollowing the
appropriate break and finish times, getting on with the job and performing the job to the best of your
ability, positive attitede and dedication to ons's work assignments; supporting supervisions and those in
management.

& Fallowing rules on customer and client refations and always maintaining a professional helptul
attitude with customers.

d. Maintenance of health and safety of the office and people around you. A proper attitude
towards cleanliness and proper housekeeping in the office, pood health of yourself and others aroend
you, assist in the security of the office, following basic safety procedures.

e, Proper use of Company Property, facilities and security to protect company ang emaloyes
assets. Secure handling and maintenance of Company records, keep confidential and protect the
integrity of all Company operating data and information, appropriate use if all Company equipment for
work refated purposes, properiy account for all Company funds received.
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This Code shall apply to all iPloy employees, regardless of status or pasition held

1L Types of Offenses

Lewel 1 = Infracticns which are minor in nature but which may becoms habitual and disruptive if rot

corrected. It has no detrimental impact of the business.

Level 2 = Serious offense which causes delay in operations, mey pose threat, harm, or danger to
Company property and/or fives of individuals.

Level 3 = infractions which will destroy the compary’s image and reputation, It causes substantial ioss to

the company and can result to critical operational disruption. A critical offense that has compromised
the security of the emiptoyees, the integrity of Client, the salety of customer’s information and the

stability of the business.

fl. Table of Infrectlons

Rubes on Proper Conduct and Decorum

s -ur.-_*
-

=i

[ ]
L Ty i i (et
b ol s o el ;
1
Creating Brnecessany Rt Ek
noiun | : Written J Suspermion
1 N a_“_._nwﬁﬁvn_.ﬁn Lovel 1 Warbal R Writterr | T i Diamigsal
d _ﬂ_.!._ﬂ_ E._v-_.__\ Warning MO warning i
£ ¥
Dacumented Fmal ;
Fallure o comply - iPlay v Written S Suspension | .
z o Palicy Level & arbal e wiritten S e Divmisal
Dress Coda Palky. Warning T8 | wasning
Non-participation In Documentoed Wit Final S aon
3 compulsary company Lewval 1 Werbal ning Wrines 3D Désmigsal
acthvity ar group work, Warning : Warning
Fallure @ maintain w -
orderiiness or cleanliness .
Dacumented ; Final 7 a
I the 23signed wark Writlen Suspension :
Leyal 1 verbal Written = Digmiwal
i station; Faflure to practize VR Warning Warning -3 Cayvs
Clean As You Go Polfcy fer ]
all gress in the olfce. e T

.

m .-..-.,._r..i__« =y

£ X

et

v

Ploy incorporates
117 Floos ST Towes
P adnes Boad Cebo Bayiness Park,

Cihia City

0

r .h.t....-.. whe & . p .

P

._”u_lai.”...........—.a.___,._wam_.u.. E...EH;- 1

Improper or untuly
canduct as to cause
disorder or disrupt work

Cocumented
arbal
Werning

\Wirithen
Warning

Final
WirlToEn
Warnlng

Suspension
-3Days

it

Eringing of parsanal
mobile phones
delfrarately wo the
operations or walning
areas ather than thoss
authorired. Bringirg of
nan-wors related
enctronic gadgets
lapiops, Nlash/portabio
drives, cameiras, gic)
naltie the company
premises without priss
spproval kom the
immedilat® u_.hm_..n:__......tﬂ...

el |

Dacumenzd
Verba!
Warnding

Wrirten
Warning

Firal
Wilten
Warning

Suspaniion
- 3 Days

Digrrdzsal

Eating ‘n urauthorized
araas [operations,
managemeit & suppon
Erea) within the conypany
premies espacially whils
taking caiis

Lewal 1

Docurnented
verba'
Warning

wrltien
Warning

Final
Wirittmn
Warning

Suspansian
3 Days

DismEssal

Speaking In arother

_ language or dialect ather
man Enghsh within e

compamy-designated s,

Leved 1

Documented
Verbad
Warning

Wrltten
Warning

Final
Wrlten
Warning

Suspenslon
- 3Days

Disrmissal

Fafiure o fog-infout in
Biormarrics and othar
required attendance

manitoring tock Failure to
punch infout for reaks
and |unch per day

vonsidered as ane (1)

Instance.

3 rranua! edits in 8 manth
fram Emydiocking toal will
merit 1 instance,

Level T

Deui e
Verbal
Warning

Wrltten
Warmning

Final
Wriroen
Warning

Sispension
=3 Days




B P e
PR > Prls

Piay Incorporated

11" Foos MSY Tower

Frazadores Roar Catu Burnes Padk
Cabu City 5000 ]

B e B
-.P. e i

PR W 8

L3

...J‘

& =
-

T %

i '._. ”*u
. ‘s

w W=e

H-..T. ..h i

B ey wﬂ .J..-.’_.-_w...lﬁu-.
. - ! £ v e

Py trvce pesr wted

117 e WY g

Peachdnrey Aoad Cahu Buniems Park
Crbu Tty 8O0

ang spending e i E

=mal

' i
Tardiness, _
8.3 Counts of Terginass of |
less Than an kot 2 |
monin & conslaeres 1 | Documented | o Finad = i
10 insmance levely | Vermal ”!H.:h wriften y m_“_e Cilsrnlisal
warning | . Warning
b, 1 Count.of Terdiness of _
mane than an hour in & |
manm 5 canslpered L |
Instance _ _
- Lefmarky g0 Documanisd _ s Fnal
Ungdertme - Lef marky gno it s
1 failed = compiete the £ | Level 1 verbal Warrice Writhan .3pma Dismissal
har shift Warning | Werning
|
Facheguied _
i e ! Documen s . Final .
| 4p | Mesencermvsencewimour | | . ekt wrigen | L | Suspension i
cffictal ioave (AWSL) for 3 Wibrricy WarTirg Warning -3 Cays
consecutive Days. _
Fallure tc wear (G Insice | _ =
Dincamenied . ina -
E] i vl 1 H_._n._.u.-._ _....,q.ﬂ.n: Written SUspEnsion | o missol
= ssnerence 1 the No 1D, waming | e | e | 20OR
o Entry Policy
| Firgd
Writtan Suspensio
e No Call Moy Show, Level 2 Waring _ Written 05 s Diemistal
| Warning ¥
Fallure to report back for i Fingl
- Written Supenilo
15 wark on dme from Lewal 3 Warning Wwrien - Dais Dismissal
o - === A
=%
Withholding vits! | Final
15 information necessary | Laeld Written RS u_._uwu:&u Btsrmiissal
during imvestigation o 2y Warnirg Warning -5 Days
official Inguiry.
Taking part in &y :
= pambiling, loTmery o &y Wiitien Fenal i o
iy other game of chance on Level 2 eacriin || Writen ¢ . ey Liwmisaal
company dme and/or Warnihg :
within compary premises. .
. Final ]
Malingering to ewcape PTE Wiritten Writer Suspensio Gilsrissal
33 wirl, Warning Varning n -5 Days &

Perwanrigl - Management,

Sanagemant (Rey _ 7

{ | ——Roming, Bas. -

- i
% BTV, Waste' s ey Layel 3 s..___.___.q.uh.,._ Writan U.EMHM Clamissal
_ oluering curing workng e
] hsuifs.
Hagrant SRoourieNy.
either oy acts or wondy, [
use of crrescectil Zra |
] langesge. moaine or b wirzme e | SO |
Siioene ianguage m Warneg darmmg L
addraysing or spRTIng
wilr suparion &nd omer
emiTyee
Leaving work assignments
of COmpeny pramises
| diing offclal worcgun il J
H WiTHOUE e pRTRE ST e Writes A urmm,_-._,.r_.ﬂ P i
and aperovil froem the _ Warteg warming o5 0ays .
mmediate funeTuib af |
HODJ Abandonmantaf
e
snjuhardinaticn - falure
= oamgly any directhie e :
= andfor instruc e irem T iz FricE s v.L.w.n.....E | i
o SOPRSSY St e Warsng | T
hlanagemant it
dobadisnce
lact - Fadlura to - Fna .
s jﬂ”ﬂhﬁ:unr“a_? ans _ tapat > | .__._..“__H..n.._.ﬂ = mnruwm..._..uu” Samisaal
DroceduTEd e Karmrd )
Fallure to comply - Fioy |
Girp Poticy |
a. Difering jousinng of Eimal 2
14 eccepting taven o | iaata | Wi S Suspensn | o
- ey Thing of vikiue In | Waming Weatning » -5 Daya
exchangs for & Lk, job, |
wistk, B¢ fieorable _ |
| empioyment condition |
b Accepting “gifta" of I _ _
gt than 20000 10 wllule _
without prias approval of e =Ml
4 notification o the el 2 ”“”___..n Writien t ”LMH Diwmissal
Warning




Plioy Intor poratid

11" Floor MSY Tower

Paicadones Rosd Caba Susiness Park.
" ik Clty 6000

Tailgating and wshering
unauthorized visitors.

Writien
Warneng

.__u.._. I_.-.l..' ) T 1 .r‘mr...:.‘ - ...‘.t-
® S gt e T ] oy q -

.

Suspensio
n -5 Oyt

T A R e e VAR,

PLOY Sockal Madia Policy.

is defamatory, abusive or
cfferiive in melation to any
employee, manager. office
halder, sharehoider,
custgmer or clent of the
EOMmpany.

.ﬂ.ﬂuiﬁnn- material oat |

b, Publishing 2my
confioenitial or busingss-
sensitive information
about Pioy.

. Publishing material thas
might reasonably be
expecied o have the

effect of gamaging the
mputation or profesiona
standing of the company.

Leyel 2 |

‘Writhen
Warning

Fimal
WrimEn
.._.._u.:.___._n

SUSPETSD
n=3 ey

Dismissal

Piey inccsrporaten

11™ Fioor WAET Tonnet

Pescadores Road Cebu Bunneis Park,
Caive Ciby 00D .

3

Rurmdir-rmargering or
croating intrigues that will
caue damage 1o the
reputation of the
employess or the
tor@any ¥ 2 whole

| Lewml3

Suspension « |

E0avi

Cidar—hiaal

32

SubmEsion of Talsg of
fragculent money claims,
mmdical carnfiestes giar

the intest o= gain

documentsfengaging |
bogus transactions with. |

Lavel 3

Suspention -

5 Days

Slamiusal

Conducting aneseif in
m...n_a.u._.___ ndecRnt o7
trrsmorsl nakare &

COMAANY premises, whikg

o7 e Comcany

an duTy or deing business |

1
| Leimis

Sisoension -

S0ays

e S 5

a7

weo ging nours

Sipeping on the job during .

Lrspension -

5 Days

Dizemissal

B

Coammission of & &ime o
vialation &y the
Bmpioyens againd! the
COEMpany OF i members,
cusTames and tirg
parties

Lave 3

Susgensan
= Davi

| o1 E Y

Encouraging. Inducing,
instigating o threatening
othel ermgioyess to
perform an act
comitituting & violadan of
this Code another
cempany poliches, rules

Level 3

Suspension -

=% Dan

Crvmilasal

Ergaging in winlence
whether gmysical o=
pErioul vasta thream
within comgany cramises
or during official company
activities

Levei 3

Susmension -

5o

Siymihg

un_.._.ﬂ___..._._..m__._ﬂ_._n_..._n of

maney/ LOAN sharking
Insige the company
prermises.

Level 3

uﬁ_-tﬂ.._!.._u_._ )

< Daye

Disrméssal

Drimicng aisohalic
beveTages while oo Suty
or repasting far duly wiie

Inmadted

Levay' 3

Suspenson -

5 Days

SUUTHES S

Sefieitation or collacting
contribution from
emplopess and suppliers
tor any purpase with
whatioever unles
channeied and avthorized

by wenior management.

Leved §

Supension «

5 Daya

Desmissal




= - e g e . o R . g
iy, . S, RO W @ v, e s
PRI e SR Sl L B2 0 el e aaiiB g5 iy
- = = L " - ' - e = .
- i o
Ploy Incorparted .m.m...w.uw.. ¢ .
117 Flase MY Towet ‘- -Tto
Peuwacons Rosd Cebu Buniness Patik - - *.
Cebu City 6000 x :
1] - Rules on Product bty

| Compfiance 5o |

ﬂ_nnlo:._._n:ﬂ ez | Writtan _

Final
Writien
Varming _

Suxpension
S5Days |

e

iy Dismissal
.ul.ru_..ﬂ.;__l_l.._ﬂﬂﬁ Flan W Brn=hg

[PiP. _

Al grave acts of |

dishonesty which cause _ _
. of peng b0 Calise |
prejudice o the |
Company suth as but |
not limited o e |

talicwing:

| Susoesnsicn - _ =
| = g g FEA ¥ 1
e £ Days s

P

& Knowingly giving
false o misleading
Information $o qualify
for a comaany benefit
promotion, sakery | _
increase. transler, ana | |
iob msgnment | |
Any act of harasament | _
Inziuding bt Net | Suspensicn

Emited 1o Sexue 5 Davys
Harasgment

b
i

_ Qizmissa

nuu.snﬂu_ﬁ_.._:.-__u.. . . ...
'] analogues offenses to _ | w..u...w..m_ﬂm.__m.
the mn..ﬂ.,rﬂ_hn_. |
Wiiltul breach by ar
pmployes o e tust
repoied bn Rimfner by
the compeny Such a3 _
but nat limied oo the
fzilgwing: ;
2. Abuse of position _
witn the company 1o
g2in profit or advantage _ =l b
from employess.
5 . Using tne Company’s
name in private
rANSECTONS of Cusiness
lor persangi profit. | =
. Dellperately TR,
removing, concealing.
or destroying in whole .=
or In part any Comgpany - *
docurmnents without
suthority of with

3
#

Edsmmissal

aspenuan -

rumisal
s Days Dismissa

LEwel =

maliclous Inteni

Pl Incorpraatng
L1® Flocir BATY Towen
Pincadore: Bosd Celig Russnan Fase

Eiie Cily HOOD

[

d, 1.€.”.hm|.j=.. failing o
et Business |

romrribreeni of |
prombes that fawe [
wgnifiant busines
& Fakification of
personal Tevards

I, Fakificaton of

Comsdrny docaments
Seheh 4 reparls, farens
el

£ Commitsion of
fraugulent asis epamst |
Ehie nn.ﬂvﬁ_._.q

h. Wilifu! breach of
configastialing and jor
any viglations
analogois io the
forgoing, ot

Stealing or sremRtng
o steal from tha
Cormpany of from i
_ custamars, or from
others on Company
Pramtes or jof aies a1
any tme
& Robbery, thaft, |
milferage or o attempn
in any foren, mannaror
ghaps from the
company. eam
e Of Cultoms

o Concealing delecthe |
work which directhy |
FEsizlts bn prequoice B _
thi company. |
| & Other act with |
| matice and with _
intengicn o hide _

disrepancies.

d, Wilifn! and JeuDeratn

destructlon of Company
proparty; sabotage and
wandalism.
W, Withholding or

misappropiation af
| Company tunds




F. cgba @ S B Pt B e e @ By VR gt v, ey w @ 8 SR
ﬂ..ﬁ .._.-_tl__._l’ ...l*_l_.u_l___. as w.. orlens .‘__n. .-_.f.._._..._.'..._ S _.l_f - ._ﬁ._...‘.liﬂ B a... st.w .‘.._. _.-.IM*- t;-..l..__..... ‘..-_ #I__.._.l...” i...........“.....l.....-.‘.._..-_ .'t._.- s T B o e m:# .‘
e B i ._r - £y . = 7 -.x ¥ . . - il - .l_-..d.__,.-. ..-._T- r e’ % = v Rl S ‘.‘.

&

Cebu City S000 * Ceba City £000
. ; ] - ) ¢ T i

ey Intorpocated : L Ploynespoested a .
117 Floor M5Y Towar i . B ht-o : q « 11" Floor MSY. Tower . 3 |ﬂ‘
Perirewes Rosd Leba Rucheer Park. == : w Peicacores Road Cebu Buginess Fark, 3 o =3 | °.<

.  Heskh and Safety

Y s o
Willful and premedited 1% s
farrm of fraud or decelt Suspension- | © L, I 3
: cafrmiTiad aguinat the i | =5 Days Dhumigsal Maon-obsenance of praper Doetmmeatec Written “_”.E_ Suspansion -
eustomer and cllients, | 5 housekeeping. RETRLE i ‘Warring Wjites -3 Days iy
Engaging In business that | Warning Warning
. z Hﬂuﬁu«h Huh”“:n with Levat 3 m_.__..._.u__“_...___.;o_._ Cesemizsal 5 Smoking in prohitiped sty Uﬂ.ﬂﬁﬂﬁ Written ..__._.n““n SUSDENSN )
araas. » Warning X -3 Days
bEa“l._.._uoq Warning \Warning
Threatening to Inflict harm | Creating unsaritary Wiittsn Einal SUSDES
3 on the person, property or thvel 3 Susprension Dismiseal 3 condetion intide the Lovel 2 Warndn Written an-3 Dismyssal
reputation of customer or -5 Days Cormparny premises, & Warning Cavs
cllents and third party. Faliure to undergo annual g
Extordon or pribery i a physical examinations as Seukia Weitsen _.__._“_.___.__.H_. m_“w_u.n“ﬁq b
4 Bgalrt a customer of third Leval 3 Ditsmissel requirec by the Company Warning Fvms J B Ll
PAITY. St ard the government il e
Engaging in Indecent or Winiating safety rules,
affensive behaior s Suspension megukations, or procedures
: MBS CUSTOMErs ar o - 5 Days Toatiten 5 af the Comrpany causing Level & DOfsrmissal
cifen, Lo accident or damags to
Deliberately mishandling & G = PRMSON O Bropeny.
& clstomer transactan, Leval 3 Mu_._—_.n_._ Dismissal Mon-disclosura of
service or need. =0 = conzagicus diaase which Seih i
Deiiberatety glving fabse, friay endangsr: the lives or
nascurate or misizading " - health of ather employees,
Informaticn to the Sunpinsion Liing, poisessing,
% customer or loss of Lavels - 5 Dayd mandins manaufaciuring,
revenue of soditonal cout L. distributing, salling {iegal
0 the Company. - drugs 2nd drug
SubstuTng Comgany - — 7 paraghernalla whie an Lavel 2 Disrnlssal
produects, materials or - o duty o7 in the company
& | eguipment with anyother || Lovel3 iz Dlsmissal premises, Canviction afa
produrt with the intent to o = erime Irvalving ilegsl
dinfh | lqtu.m.
-~ Reporting for work while
A ] uhder e influsnce of Level 4 Désmissaf
! Eepal drups.
Unauthorized carrying and
= : possession of deadly
wappons and explosives.
5 Inside the Company Ll 4 Déamissal
prevmiies, while an duty or
duoing business for the
Carrpany.




Sl s L .« - i e B T ] e e s S T < S D
TR T it L 2. N @ @0 Bl 48 R T e @ e > ' e >
Vgt o0 3z & oo BT S SRR et PR a..w- = .w.#.l...........'h el e d R0, -SSR AL S e o SN *.. s giia
L S =. ® H ey T . = s TR, me - 1 S # i . Ch - s ® e r. T ol = -
i LR : ] N .._-....! -t e _-_o_ » o [ L = A e’ i = i At .i.'i.-_._. I
.
#Fiay Incorporates

117 Fioar MST Tovwe:
Peacationn Road Cebe Buine Fark,
Cbu Gty £200

. Rules an Company Froperty, Facillties and Securlty’

" - L
Mishand!ing of camnan
PrODETy Ans anauwthoniies |
X DumienTed 4 Snal %
i v
A transie of furniture ang | I3 A MVFimee Writtsn Saspension | o
et Wil £ 1 _ Warnirg e Warning =y
sutharizedon om | |
mEnAgEmEnt
Jnacmorizes invallatizr of |
| wallpapets, temes 26 < =
it i | Dosymented Sl
-~ e {rsr oot A f Wit | Suspension J
i : Level Virba _ n Written Dismissal
2rourti/nal sdnering the Warnin Warming decid -&Days
prescines oy emal E R
signeTute | |
| tmprazer or incormect Use _ Documeses | I Final
EE SUspans
3 | cfCompany mosser Lol 1 verna! _ H_qn”n:... Writtan . U”___u_._ Dimizsal
| eaUioment. | Warnirg i Warnang E ]
Fallzre to sormgly - Rioy
Eregy ..rn_.__.-wﬁun_n Toley | Doturiestes | Veriten Fira} Supension
A i cee o P S T v
| (VRS cammpute Ligm, . : Warnl e S
Warning | - Warnin
m | Almcon et | £
Rooeising wezsiies of | #inad
, - Wirice Susne
£ pringing Crovoratve o _ Level i " | weimen = u__..._.rd_. Dismilssal
R A _ "E | waeng L
Refutito submit o any | _ |
inspection within Comaany I Finat
Wriner s
E BreTises Iy Aumhoriten _ et 3 Waian Wirnen | % _un,_E._. Dismisanl
sezuriTy perionnel or K Warning xome
Company regreseniative, |
T 1 =
5 = | Firal
Unauthorires e Wrimen Suspunalan | .
7 ! | Leuez g i
BrOSSEar of spamming. 5 Warning .H_“qnn.. -5 Days Dipe
| ning -
Entesing oestrictec aseas In [ Ens
. £ . _ S Wiritten Suspension
the Company withou: Lewel T P Wnitgn Earmilssg!
proper actharization. | k Warning S
T
: Firal
S | e peiign, | ST | g | Woan (S0 |
&t !
_ | t Warning S0a
A
Cemaging of destroying #ny | ki Fnal S
1 Suypersdan | .
10 Company prooerty thrzugh Lewsl 3 Wkshing wrinen | % i Hismasnt
negigence. Warnlig £ et
-
_.

S ey Inge phEat el

117 Floms BESY Trowar =
Vpir vty rors. Meamd Cinu Bsiressy, Pad,
et City OO0

==
S B

13

| Losing or minglesicy
Campany retards whizh
may prejudice the
Company,

SusDansicn

- Ty

12

Unauthorioes use of
computers of Informatss
techn o oEy resouUroes o
oot st or downiogd
fhes, whizh 2ra nonwor
reigted

Uravthoried sharing or
personal pEssworss o iog-
in Information

Levei 3

14

Ungutharized acoass o
NEDwsrs resuting in amy
one or a comainasion &f e
fellewing:

4. Delberate aiteratizn of
films inchudng LT ot

| Bmited to the padairg o
| reucing of fles

. Unauthorized changng
servennetwork rights of
et

m—
A, Uinauthorites
attachment of computers,
storage medialorvas or
ATy Diner Comipyute
peripheral to servers,
_ wOTktAtion . o &y
nelwor segmenticabio
whither réfnote 2r on site

€. Camenting o, Wolerating
o JHCWINE AN0ther
erMploinee 1D Gle YOUur wier
mambet, dcteti, and o

PAsYWOrd L0 gadn ddcen to

@ vl el g by Or {liey |
0 which accenaling

emaloyen has not been |

i

autharired




. 2 e oo AT, - -
R e . N ‘.1. ,..w

T R s

e, P e R, i ; Nl T L by ™o o
- " M - by . . - -
;...ﬁ..,.. kit Lt D A .‘,.m__. # a.?ﬂ.. e aWacs W B B S0 800 20 8.
§ I LR e BB e e S e N R L A AR S e e e S SRR S e Y e
Lar ]
= L
Ploy incorporated . Ploey _:nﬂ..._un_:l.mn_ [

11™ Floor BASY Towwes
Pescadones Road Cebu Business .1..4.
© Cebu Clty G000

) iPioy

{. Meglipence or
carelessniass of the
employee by leaving the b oan
computer unattended and
14 risking the network to 2
possibie security violation.
& Tampering of comgpany
sanver/natwark
configuration.
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18
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Ay Server,
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files or physical accessonies
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.c_r Saving Clause

1. Termination of anemployee shall automsatically bar him/her from re-employment.

2. The penalty of dismissal shall not prejudice the right of the company ta initiate court action -
against the erring employee.

3, This Code shafl supersede all other existing polickes, rules, memas, and the lice, and all policies
to be implermented, if the same i found to be inconsistent with the Code oﬂﬁn__.ﬂ_._nw,. g
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Vil Approval

lay Gissinger
Ownerand Chief Executive Officer

11" Floor MSY Towes
Pescadares Acad Cebu Business Pk,
Cedi City G000

RECEIPT OF THE OO DE OF CONDUCT AND DIZCIPUNE 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 35 well as the duties and responsibilis
and obligations of employment with the Company.

| alsoacknowledge that the Company seserves the right to revise, delete, and add to the provisions

this Cade of Conduct and Ciscipiine., or condition of employment can be established by any other
staternent; conduct, policy, or practice.

wave_Chocline  Gulon
oate____ (4. 0§ - h1

AND HAVE READ AND UNDERSTANDYTS ENTIRE CONTENTS.
EMPLOYEE SIGMATURE




