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9" Floor, Ayala Center Cebu Tower G‘) ] 'P,
Bohol Street, Cebu Business Park, 4 l oy

Cebuy City 60DD

NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) SeP € v wWr>

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2. Ml Grbrig. T, (AUEDD (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

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

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

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

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

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

3 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

il is or becomes (through no improper action or inaction by the Receiving Party or any
affiliate, agent, consultant or employee) generally available to the public, or

2.2.  wasin 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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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.

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: _ NEW EMFLOYEE

Name: Jade Lenizo Mata Name: AL GApEL T, CAuedo

Title: Onboarding Specialist Title: CS

Address: #35 Salvador Extension Labangon Address: BLE '1; il ‘E’; Y. | / ﬁﬁuﬂﬁ‘j{/ Thac. Uﬂj
Cebu City

pate; M & / Vo3 Date: SEP gFr L2
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QMS Awareness Examination %’lploy
Name | G0, |EW C#BRAEL | Position | € fﬁJ Department
Immediate Superior r Date ":.' / é( 23 Score
Test I. Instructions: Answer the gquestions in the spaces provided for,

1. Whatis the name of the Seminar?
QUMAT) MR GR MENT  SYSEM
2. What are the two clauses mentioned under the scope of our Management System that is not covered in our
ams?
orvse 2.3 A ussg %\-¢
Upr 6.3 - Deslaw f Dt v teelugre Ant wl ol (0 me QS
MYSE LS - MompaNG L [Mopstal G, MSoes ME M ki) (VW g BMS.
3. What are the seven (7) Quality Policy of iPloy that were mentioned in the seminar?
MIIMER Fns ~ pamlTMAT TV UMERSTAND Luepddt & FUVTE (ugprimers' iBw0S
LEMERSNG — TUF (MGMT 4 (ownTrED P UEADPG K MaWBIR]FG & (0l G VoMt
B GAGEMELT oF Tepf\E - PefLy M e edqls OF Ewn BUINESC | or Fwy Wwiwen Perflg
CRocesS APPPofiiM - DSl Bieng (5 Avwme®D MAE ervefV Ac p PRoleSC O IWnR dome Tl
(WP PoveM ] ~ poitmey TV Fubond G ooV IMf R AlzosS AW Asqeae & ard | Prngesit
EMOEVLE-BrSeD Prots i el Lommmme o 00 Ml DeuSiars Baveit 1o e Qs
Lamanine BpyrGERAVT — Ap ORGP & T PeWmarsil (1 HAC W 116 DerevAL [RoviDgls
4. In your current role, how can you contribute to ensure that the Quality Policy is implemehted? A 'mpﬁjﬁ”ﬁ{ A
| U (onRIGTE TO gs e THE @dary foVey (8 (MPLMaT®) 7Y ] Wy BaEFval
Feomid Fetivn W] ey OMC L qURACWG MY VST MeE Bt Ao
‘g Perlie (i) Me O Fowad (v 70 ks BEST OF MR I eS.

5. Inyour opinion, why is it important to have a Quality Policy in the Organization?
It (5 @6 Thoh The MY (S MounG FORWPRO TDwm20f 45 GOl -0
THMOE 40F @ty puisoinG  (HONIG . | ecpaviml  SPeiC Pof s
MBSk Wmi®s . & oD dumaty Pang] (an PP A COPAVY  Brohf
e WRONG eI [PoMER [ Preemw YWE TRETRSY) TARANR OF Lepor
b BUWE (Mdete ke (uSTmRS .

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

Top Management people interconnected processes Commitment
external providers ams continual improvement

1. Asan organization, we have made a COMM [+ M}'ﬂ” to understand our current and future customers’
needs; meet their requirements and strive to exceed their expectations.
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2. We have committed to achieving _ LoWNNMW HWWM across all aspects of our quality
management system,; it is one of our main annual objectives.

3. Asan organization, we recognize that Pemile are the essence of any good business and that their
full involvement enables their abilities to be used for our benefit.
4, Our "!'D'ﬁ (Rl anC AN A1 has committed to creating and maintaining a working environment in

which people become fully involved in achieving our objectives.

5. Asan organization, we understand that the desired result is achieved more efficiently when activities and
related resources are managed as a process or series of _ {WNE-CoMWEAE)  PReba<SEC |

6. IPLOY, OPC recognizes that an organization and the relationship it has with its ERTERNAL T%”WEE; are
interdependent and a mutually beneficial relationship enhances the ability of both to create value.

7. Asanorganization, we have committed to only make decisions relating to our Iﬂ!ﬂr following an analysis
of relevant data and information.

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

Column A Column B

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

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

become fully involved In achieving our objectives.

5. Asan organization, we have committed to only make
decislons relating to our QMS following an analysis of e. 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. As an 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.

f.  Customer focus

. Relationship management
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Print legibly. Mark appro priate boxes D with /" and use separate shest If nanaﬁual‘,r.

. PERSOMNAL INFORMATION

2. 5LURMAME
EIRST NAME \

;

EMPLOYEE PERSONAL DATA SHEET

Schedule:

Team Lead:

(2123 =2 ¢cA- @l
(Z3-25pq44 ':gr'l :

. FAMILY BACKGROUM

24, SPOUSES SURNAME

14. PHILHEALTH MNO.
15, §55 NO. Dé-’fy%g ‘2‘%?'1 ~
16. TIN Glg - 93 - 144

MIDDLE NAME 3. NAME EXTENSION {#.g. Jr. Sr.)
4, DATE OF BIRTH (mm/dd/vyyy) i 0 { /20 l-'?PTH 17, RESIDENTIAL ADBRESS Dlﬂ_?&‘ﬂlﬂ JAEOALEM
5. PLACE OF BIRTH TALLO By Y ' A G BUG.,
6. SEX # Male D Female ' (E% o 2 Cs9Y
7. CIVIL STATUS ' single DWidowed ZIP CODE (00
DMarried DSeparated . i‘B.TEL:EFHONEND.
DAnnulled DOthers, specify 19, PERMANENT ADDRESs | Bl 2, Lot 5‘{ BR(4
8. CITIZENSHIP FILPING - ' U, ABCNY) , TR .
9. HEIGHT (m) |. 66 ;WT':’} = o
10, WEIGHT (kg é{.f s LeYTE
11, BLOOD TYPE O ZiP. CODE (X0
12, GSISID NO. 20, TELEPHONE NO.
18, PAG-18IQI0NO. 21, E-MAIL ADDRESS (Ifany) 01l @

lyb
9 ) gl wom

22. CELLPHONE MO Fany)

467 b0 169 959Y

23, EMPLOYEE |0 NO.

(4%

LATE OF BIRTH

FIRST NAME Gebaladang?
MIBDLE NAME / /
OCCUBRATION / /
EMPLOYER/BUS, NANME " / /
BUSINESS ADDRESS J S
TELEPHONE NO. / ¥
Continue an separate sheat [fnecessary) ,‘" ,."r

26. FATHER'S SURNAME CAUWEDD e b s 1%/ [AC¢
FIRST NAME BERupD) / /
MIDDLE NAME CrruY i / /

27. MOTHER'S MAIGEN NAME / i
SURNAME T ORNIS @ i/ / (68
FIRST NAME Lﬂ\‘{].ﬁ / S
MIGDLE NAME CPROCRA P / /

25, NAME OF CHILD Lo ! f
PWrite fullneme and listall) v L / /
" 7 /

: /! ¥

! i

; / /

/ /!

S Sf

ST.
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37 a. Have you ever been formally charged? ; DyEs
. " |If YES, give details
b. Have you ever been gullty of any administrative c:-ffen's_'e_? | Dves Igfma

. |

e If YES, glve detalls

38, Have you ever heen convicted of any erlme orviclation uj‘anv[aw, -DYI;:S
decree, ordinance nrregulaﬂnn by any court or tribunal?

Bro

i " |If ¥ES, glve details

39, Have you everbeen separated from tha service In any fullnwing modes; - . | Dves
resignation, retlremeant, dropped from the rells, dismissal, termination, end of

term, finished contract, AWGL or phased out, In the public or private sector?
.

Pro

If YES, glve details

40, Have you ever been a candidate in a national orlocal election Dves Pra
(except Barangay election)? g If YES, give details
Z1PuUrsuBnt 1o (8] Indigeno Uae P BopIe's AGE (FUA BAT 10 (B) M &gna Carta Turﬁ?ﬂﬂ:lad
Farsons (R.a 7277:. and Salo Parents WblfamAm 2000 (RA BETZ), plaase snawerthe
following ltems: =
M ¥ i
a: Are vou 8 memberof any indigenous group? 2y IDYEE EENQ

#

b. Are differentiyabled? . Dves

If YES, give please specify:

Prno

P If YES, give please specify:

c. Are you @ selo parent? L : DvEs ﬁND
: Fakh If YES, give please specify:
42, REFEREMNCES (Farson nat ralated by consangulnity araffinity to appllcant/appaintes) e
MNAME A ADDRESS 1 TEL NO.
chdo Lovs 7. MolTEl (L oS CHAGPRT (c)Te Al P AT
JOMpR] B BOV % Pty VAN A 0I5 21952100
EWDYWEWL T, £ LMEKe eepor , (W19, WYTE . 0949253 7% W49
43, EMPLOYMENT RECORD (latest) Ria R
COMPANY NAME POSITION FROM TO
TORS A0S, [BC. OseP WOER | DEC |, o Qg 3, 2 G

44, | declareunderoath thatthis Personal Data Sheet has been accpmplished by me, andis a
true, correctand complete statement'pursuant tothe provisions of pertinent EEIWE ru1E5 and
regulations ofthe Republic ofthe Phillppines.

|alsoautharize the agency head/authorized representatlve to verify/ valldate
the contents stated herein, | trustthat this informaticn shall remaln confidential. .

COMMUNITY TAX CERTIFICATE NO.

ISSUED AT

s . )
ISSLED ON {mm/ddAvvyy) , RIGHT THUMBMARK

1D picture taken within the [ast
B months 3.5am. X 4.8cm
{passport aiza)

Computer ganerated or xar x
copy of pioture (8 not
acoaptable

IN CASE OF EMERGENCY:

Please Contact: le C’iwbﬁ T CftbbEW
Contact Mumber: f}q—’ﬁLa Gg (_q Ql

q!’fhir

Signinthe box)

=

Relation: g'll' Sm{“' | K DATE ACCOMPL|SHED




iPloy Incarporated ¢ 3 "'}th "
11th Fleor MSY Tower h “ P
Pescadores load Cebu Business Park, : g l y

Cebu City 600D

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, L GeerikL . Cpywn0 hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, ch::i-r.:::cte'r, past employment, consumer reports,
education, and criminal history record information which may bé 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
consent. '

| hereby consent to the Company's verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclasures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with infarmation 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 |ploy Inc., its employees, designated representatives, agents, officers and trustees from

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

Applicant Name: NEL GueriEl §. CALUEDY
Present Address: __ WoMISo JHOSMEM ST £ GieSH ﬁ*-Q’A-r', (P ony, (69

Sacial Security Mumber: D6~ 3k 9‘2’1" =3 Date of Birth: 0l [22 fr?ﬁ

Signature:

LS

Date: skr rr{ VW2




iPloy Incorporated "—} "
9™ floor, Ayala Center Cebu Tower ‘_ 4 'P,oy

Bohol 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:

s Aregular employee

* No resignation submitted before the releasing date of the sign-on bonus

s Must not be on any form of floating status .

e Must not be on Floating, AWOL, Terminated: am:l EDC status or other forms of
separation

e NMust be an active employee on the release date of the 5|ng:m bonus.

Releasing of Sign-On Bonus:

» 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.

M’L -rn,;-r.-/*?r'ffﬁ |

Signatu re Over Prfl"?ted Name/Date




P .:q.}‘i_l "
|Ploy Incarporated ‘ P 'P’o
Sth Ayaka Center Cebu Tawer ] : _d

Cabu Business Park, Cebu City 6000

UNDERTAKING

This document verifies that | have read the policy listed below and have discussed any
questions with the Onboarding Specialist / Supervisor/Manager. | have been informed
that my Supervisor/Manager has a copy of this pc—llcy and it is also available on the
HRWeb | can refer to it any time:

Policy Title : Dress Code Policy
Revision No 101

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 |:u:-IIt:~.»r .

@ﬁ" £ OO SeP [,7073

Employee Name and Signature , Date

Noted:

Moe L. i 2 0 e <, 2073

Onboarding Specialist Name and Signature: - Date




iPloy Gift Policy

The alm of this policy is to establish a uniformity relating to the éc-::e;;:tanca of gifts, including gratuities
and rewards. This policy applies to employees of the company. Emplcyees 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" nstance- Final Written Warning
c. 3"|nstance- 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: __MEN. GreRl€L . (AD0
Signature: w 1

ﬁatEI': -Sag ‘grr %.;
T

i




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 maonitoring, 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;

e 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,

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



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

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

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

Recommendations, references or comments relating to prufessiﬂnallattributes. 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 througﬁ HR, in line with the normal
reference policy.

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

If 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,

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 emplnyees should note when
using social media tools:

Always remember an-line content is never completely private;

1

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

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

£l




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

Specific Managerial Responsibilities

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

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy is not exhaustive. |n situations that are not expre’;sly 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 Level 2 offense and follow these progression:

a, 1% Instance — Written Warning
b. 2™ |nstance- Final Written Warning
£. 3"|nstance- Dismissal

Employee Acknowledgement

| have read, understand and agree to comply with the fare'guiné 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; E\JE‘L« C'P[hm{ﬂf < W
Signature: /’// ' L Date: -g-ﬁ'P X - "251:5




. . o

P atlnewtn Bdiad Cebug Dapeipiss Park
Cathiiy L iby BOOD

1

i

L

Date February 22, 2018

To s ALL EMPLOYEES CONCERNED

From Hurnan Respurces

Thru : Operations Manager ;

Subject : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

OB

JECTIVE

1. In cenformity. with Republic Act No. 8504 otherwi e known as the Philippine

ADS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a\ potent tool in addressing HIV/AIDS as an imternational
pandemic problem, this company polity s 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 15 also almed at addressing the stigma attached to HIV/AIRS and
ensuires that the workers' right against discrinynaton and conbigentality |
maintained.

COVERAGE :

24

This Propram shall apply to all employees regardiess 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
déepartments.

POLICY STATEMENT ’
4.1, BASIC INFORMATION ON HIV/AIDS _ .
4.1.1. What is HIV/NDS? o : N
4.1.1:1 It is a disease caused by a virus called  HIV (Human

Immunodeficiency Virus). This virds slowly - weakens a person's
ability to fight off other diseases by attaching itself to and
destroying important cells that contfol and support the Buman

IMMune system,

4.1.2. How HIV/AIDS Is transmitted !

4121 Unprotected sex with an HIV infected person;
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4.1.2.2 From:an infected mother to her child’ (during pregnancy, at
birth through breast feeding)
41.2.3 ntravenous drug use with contaminated needls
g 1.2.4. Fransiusionwith ifected bload and blood products: and
4:1.28 LInsale, unprotected contact with infectied biood and bleeding
WO ﬁ"-'." Aar .r.',.1_l|._: Derso ]
4:1.3. |sthere a cure
1.1.3:1 NO. However, there are’antiret ral drug mbinations that

are avallable when praperly used, result in grolonged survival of
listic care of peaple living with HIV-AID5 and

people with HIV. Ho P W

comprehensive  treatment it apportunistic  infections  also

dramatically improve guality of Lt . .

5. 1. Preventive Strategies
50101 Condoct o HIV-ALDS Eaucation
= ke Who will conduct

The Medical Clinic of Iploy Inc._in coordination with the Health and
Safety Committee shall conduct -‘"':I{‘-';';"- el .':.|.'-:_'nlr= ta all employees
for free: This shall also form part of the iFlentation of riewiv hired
employees. The standardized mformation package developed by the
Departrnent of Labor and Employment (DOLE) may be used for this

purpose

% [, How will it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of |EC matenals, lectures, counselling and training and
I'precautions in the

information on adherence to standard or universal precaul

workplace

5.1 ..' 3 *I'_'|':"?|I-'Ij?': I:ui'r_’_ru'r.u-. Treatment angl H'.'fl'f".u 1O }"-I'.Iill' LdlE® ServiCes

5123 screening for HIV as a, prereguisite to employment 15 no
mandatory

The company shall encourage pasitive hedith seeking oehavior

through Voluntary Counseling and Te
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5.1.2.3. The company shall establish 3 referral system and provide
access to diagnostic and treatment services for its warkers. Referral
to Social Hygiene Clinits of LGL for HIV screening shall be facilitated
by the company's medical clinic staff.

5124  The company shall likewise facilitate access to livelilhood
assistance for the affected employes and his/her families, being
offered by other government-agencies.

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

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

6.1.2. Workplace management of sick employees shall fiot differ from that of
any atherillness

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

6.2. Confidentiality/Non-Disclosure Policy

B.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 Pr:u_tme :

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

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

6.3. Work-Accommodation and Arrangement

6.3.1. The company shall take measutes to IIF.'HEEEHHI}W accommaodate
employees with AIDS related ilinesses.

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

7.1. Emplayer's Responsibilities ]

v

.11 The Company, together with employees/ labor organizations, company
focal personnel for human resaurces, safety and-health personnel shall
develop, Implement, monitaor and evaluate the wﬂrkplnu—* palicy and
program on HIV/AIDS ;

-

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

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

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

7.1.5. The Cempany, through its Hurman Resources Pepartment, shall see to
it that their company policy and program is 4|:EF*quE'leil,f funded and made
known ta all emplovees, .

7.1.6. The Health and Safety Comnrttee, together with employees/ labor
organizations shall jointly review the policy arid program and continue to
improve these by networking with government and organizations
promoting HIV prevention

"

7.2. Employees’ Respansibilities =y

7.2.1. The employee’s organization shall urdertake an active role in
educating and (raining 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-discrimfinatory acts against co-employees.

71.2.3. Employees and their organization shall nat 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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IMPLEMENTATION AND MONITORING

:{_'l:"l'

8.1. The Safety and Health Committee ar |

®
& iPloy

ts counterpart shiall periodically monitor

and evaluate the implementation of this Policy and Program

9. EFFECTIVITY

9.1. This Policy shall take place effective Immediately and shall be made known to

every employee

i
i i."ll'-.|.|~l 4

Prepared by: Jo Hanna R. Malecio

Human Resources

Reviewed by: Alfredo P./Gamarillo Jr
Director of Opirations

Approved by: Yisroel ¥, Gissinger
CEO

"
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Date lanuary 1, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Subject : WORKPLACE POLICY AND PROGRAM ON flJﬂFRLLI!DhPh (TB) PREVENTION
AND CONTROL

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,
sernes of 2006 = Guidelines for the Implermmentation ol Palicy and Program an

Tuberculosis (TB) Prevention and Contral in the Waorkplace

1.2.To provide initiatives to prevent thi |:'."t'|_rr-.;|-: ind spread of tuberculosis in the
workplace, and to treat, care, and support employees who become afflicted with

tuperculosis
COVERAGE ;
2:1.This:Program shall apply to all employees Yegardless af th -.-|-'- gmployment status
POLICY STATEMENT 4

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

3.2.Als0, in line with this, a TB awareness program shall be undertaken through
infarmation dissemination, which shall include Its nature, fréquenty (Occurrence
iri a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and og :'u"-'f' and '1'I'|-':-T;b11='r‘ﬁH"-1 af TR in the
waorkplace, This shall be handied by the Office of Health Services (Infirmary) o
the partner health provider of IPLOY INC. in conjungtion 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 contral TR, and (s composed of five
components, which are ' '
3.3.1. Political will ‘or commitment (o enduring sustained and quallty TB
treatment and control activities:

3.3.2. Case detection by sputumi-smear mMICroscopy among symptomatic

patients:
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3,33, Standard short-course chemotherapy using regimiers of 6 to 8 months for
all confirmed active TB cases (i.e., smear positive or those validated by the
T8 Disgnostic Committee). Complete drug taking through direct
observation by a designated treatment partner, rmrmg the whole course of
the treatment regimen,

334, A regular, uninterrupted supply E"[ all anti- tut:uérrul-um; drugs and ather
materials; ,-

335  Astandard recording and reporting system that allaws assessment of case
finding and treatment outcomes for each patient and uf tuberculosis control
program’s performance overall ;

3.4.Employees must be given proper information on ways of strengthening their
Immune responses against TB infection, (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
infarmation on [ts etiology and complete performance overall,

i

3.5.Improving workplace conditions:

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

3.5.2. The number of employees in @ work area shall not exceed the required
number for a specified area and shall observe the standard for space
requiremerit. {OSHS Rule 1062) - :

3.6.Capability building on TB awarenass raising and training on TB case Finding, Case

Holding, Reparting and Recording of cases and the implementation of DOTS shall

be given to Company health personnel or the mr:upammar safety and health

committee.

3.7.5ocial Palicies:

3.7.1. Non-discrimination: Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored to work as soon as their iliness is i::ontrﬂI_Fed.

3.7.2. Work Accommodation; Through agreements made between the
management and the employees, work accommodation measures to
support employees with TB is encouraged through flexible leave
arrangements, rescheduling of working times, and arrangements for return
1o work. ;
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3.7.3. PRestoration to Work: The employee may be allowed to return to work
with reaspnable working arrangements as determined by the Company's
Health Care Pravider and/or the DOTS provider =

-

3.8 . Employes Responsibility

3.81. Employees who have symptoms of TB shall immediately seek assistance
from the Compatiy’'s Health Services Provide!

3:8.1.1 An employee who has the symptoms of TB is required Lo initially
wear a face mask (especially while inside the offiee) and observe good
hygiene practices, at least untll declared by a competent medical
practitioner to be safe from transmission;

3.8.1.2. Simitarly, for those at risk, Le., those with family members with TB
or those exposed to a co-employee with TB, 1 would be prudent to
observe the same good hygieng :J:aq.tme‘- until declared free from the
disease and safe from transmission

3182 Once diagnosed to be with TB,.employees shall immediately seek
lreatment aither through the Department of Health's DOTS or a private
physician of the employee's choice. However, it'is imperative that the one
strictly adheres to the course of treatment. Failing te dutifully observe the
[reatment course may give rise to complications, stch as resistance or even
the failure of treatment, which may make |t harder to treat the infection and
result In a longer absence '

3.821  An-absence from work due to medical reasons of over six 6]
months may result in the termination of one's employment as
arovided for by the Labor Code of the Philipgines under Art, 284 -
Disease as Ground for Termination

3.83. Employees are required to underge an annual compulsory chest X-ray
through the Annual Physical Examination If for any reasen an employee
falls to secure a chest x-ray at that Ume, he/she shall be directed to secure a
chest x-ray at an accredited clinic by his/her respective Infirmary/Health
Services. N

3.9.The Company shall ensure that any TB occurrence in the warkplace s traced and
that all contacts.are clinically assessed. as much as feasible

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

2L Employees {those afflicted with fhe disease or those identified under
contact tracing) who refuse to cooperate and dutifully observe lawful
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nstryctions (undergo 2 medical check-up and/or treatment), may be subect to
disciplinary action proceedings for insubordination [the penalty of which may
range up ta the termination of one’s employment

4. PROCEDURE

4. 1. The respective Health Servides of the Company (and Fis ntracted Healtr
serviges Provider) shall coordinaie with the QOccupational Salety and Health
enter wiho nal provice.  preventi and- Technica 3 tanci ¥ the

=y = ! Fary [ T r F P
impiementation o e Warsnlacs | iriel Wa

4. 2.An employee who undergoes Lhe Annual Physical Examination with the requisite
chest = ray will have his/lher medical record forwarded to comparny clinic MRD
Emplovees who fail 1o ur ril*'L_'_-‘ the requils annudl chest k-ray shall'be directed

raferred Infirmary/Health

o secure: one at an accredmed cliniec or by mer |

Services .

4.2.1. Those with medical findings shall be requited to undergo further medical
check-up, All medical records it ection with this setond/ further check
up shall be submitted to company cling/HRD and hisfher respegtive
intirmary/Health Service

4.2.2. The employee shall then coordinate with comgany ¢linic/HRD and his/her

respective Infirmany/Healln Service Fthe next step:

3.An emplovee who is suspected to be alfflicted with 1B whether as a direct suspect
or by’ contact tracing, shall cooperate fully  with hisfher  réaspectivi
Infirmary/Health Services (and/or the contracted. . Heallh Services provider). f
the employee lests positive for TB, the-emplovee. shall undergo the DOTS

program toits completior

4:4.1f the employee needs to undergo a leavie ol absence to recuperate, hefshe wil
pe allgwed to use the approprigte leave before he/she may request
permitted to go.on a Leave of Absence withaut Pay (LOA),
44.1. The employee shall observe the réguisife }_;r:u edure in dpplying {or a
:r-.;'wr-' . roa

d44.2. The Umt eoncerned shall ensure that the requisite procedures. are

observerd |_,-.'.- the employen and that the compar v elinic is'culy informed

4.5.An employee may be allowed 10 po on a medcal leave gnce [wilthout pay)
tor 3 maximum. paricd of six'[B) mont I"'.. IACET i

wWiee shall sunmil
an application for a leave of absence before going an’leave. Said leave
application shall be subject to approval at the sole ducoretion of the Company

Managermaeant

451, Thesame procedures under 4.7.1104.2.72 shalt be observed
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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

1.1ploy Inc. 15 committed to conform to the established standards assurance of
customer satisfaction, protection of out 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, Seres of 2010 (Guidelines for
the Implementation of a Workplace Pollcy and Program on Hepalitis B), this
Program has been developed. This program is aimed .to address the stigma
attached to hepatitis B and to ensdre that ‘the employees’ right against
discrimination ant canfldentiality is maintained {

1.3.This guideline is formulated for everybody's information gnd 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 Hepatitls 8, A
healthy environment encompasses a good warking relatignship and great output
for continuous business growth I

4. COVERAGE

2.1.This Program shall apply Lo all emplayess regarcless al. ther employment status

3. POLICY STATEMENT

3.1.Implementing Structure
: ; .o
3.1.1. Iploy Inc. Hepatitis B workplace policy. and program, shall be managed by
its: health and safety committee. Each divisior gr department ol the

Company shall be duly represented.

3.2.Guidelines 1
3.2.1, Education : :
3.2.1.1 Hepatitis B shall be conducted through distribution and posting of

IEC materials and counselling and/ or lectures; and
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3212 Hepatitis B education shall be spearheaded by Iploy Inc Medical
Clinic in close coordination with the health and safety commities.

]
+

3.2.2. Preventive Strategies

2.2:2:1, All employees are encouraged;to be immunized against Hepatitis
B afser seturing clearance from thelr physician -

3.2.2.2.  Workplace sanitation and proper waste management and disposal
shall be monitored by the health and safety committes on a regular
basis. I ; '

3223 Parsonal protective equipment shall be made. avallable at all times
for all employees; and : :

32.24.  Employees will be given training and infarmation an adherence to
standartds or universal precautians in the waorkplace

4. SOCIAL POLICY

4111 Nan-discriminatary Policy afid Practices

! b I There shall be no discrimination ol any form against
employees on the basis of their Hepatitis B status consistent with
the international agreements on nan-disgrimination ratified by
the Philippines (ILO C111). Emplayees shall nat bé discriminated
against, from pre (o post employment, including hiring
promotion, or assignment bacause of their hepatitis B status

4.1.1.1.2! Workplace management-of sigk emplayees shall not differ
from that of any other illness. Persons with' Hépatitis B related
ilinesses may work tor as long as they re medically fit to work.

43,13 Eunﬂden;mhw C

451103 lab applicants and -'amprcwm:'!, shall not be compelied to
disclose their Hepatitis B status and other related medical
information, Co-emplivees shall not be obliged to reveal any
personal information about their fellow employess, Access to
personal data reéiating to employee’s Hepatitls B status shall be
bound by the rules on confidentiality and shall be strictly limited
to medical personnel or if legally required: r

"

4113 Waork-Accommodation and Arrangement

4.1.1.3:1. The company 5'n'al|d take measires to  reasonably
accommodate employees who are Mepatitis, B positive or with
Hepatitis B - related llinesses
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4.1.0:3.2. Through agreements rhadeg hetween management and
employees’ representative, measures to support employees with
Hepatitis 8 are ercouraged 16 work through flexible leave
drrangements, rescheduling of working time and arrangement for
return to wark, L

4.1.1.4. =Screening, Diagnosis, Treatment and Referral to Health Care
Services :
L S The company shall establish a referral system and provide
access to diagnostic and treatment services for its employees for
appropriate medical evaluation/ manitering and management.

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

41.1.4.3, Screening for Hapatitis Bas a prereguisite to employment

shall not be mandatory.

4.1.1.5, Compensation S ]

4.1.1.5.1. The company shall T}:owﬂe access to Social Security

System and Employees Compensation benefits under PD 626 to

an employee contracted with Hspatitis: B infection in the
perfarmance of his duty.

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

5111115 Management, together with employess’ organizations,
company focal personnel for human resources, and safety and
health personnel shall devalop, implermnent, monitor and evaluate
the workplace policy and program on Hepatitls B.

5.1.11.2.  The Health and Safety Committee shall ensure that their
campany palicy and program s adequately funded and made
known to all employees. © e

e W1 41 0t B § The Human Resources Departmem shall ensure that thei
policy and grogram adhere to'exis tmg ngIErEUCII!‘H and guidelines,
including provisians on leaves, benefits and insurance:

9.1.1.1.4: Management shall provide itformation, education and
trainingon  Hepatitis. B/ for its workforce consistent with the
standardized  basic information package developed by the
Hepatitis B TWG; If not available within the establishment, then
provide access to information
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£.1.1:1.5 The company shall ensure non:discriminatory. practices I
the workplace .

51.1.1.56 'he managemenl together with the company focal
persannel for Human resources and safety and health shall
provide appropriate personal protective aquipgment 1o prevent

"l""f'.!'.':'_'p A a4

sure, especialty lor employvees exposed to

potentialiv.contamifated blood or body Nuid
L e e The Health ang :_.a"_l:.-r'_,' Commities tagether with the

I'_""I‘[_:Ii.'_]',-'l?.‘:_'__' arganiratic shal ointly review the :IIII.l"\.' and
: _ f

pragram For effectivedess and cantinue o mprove these by
networking with government and organizations promating

Hepatitis B preventic

51118 The company shall ensure confidentiality of the heaith

status-of its emplayees, including those with Hepatitis B

515118 The human resources shall ensure that access to medica

records s limited to'authorized personne

2103 Emplovees Re

"

LN [ e B The employess organization is reguired to undertake an

dctive role in educating and tra "'=~'|; their mambers on Hepatitis

B prevention and contral. The |E P am must alse aim: at

promotng and practicing a negitny. e Wwith emphasis on

avalding high risk pehavior and  other risk factors that

Bxpose employess (o increased risk of  Hepatitis B

infection, consistent with the stand irdired Dasic information
package developed by the Hepatitis B TWG

5:.12.2 Employees shall practice non-discriminatory acts-against

CO-emplovees on the ground ol Hepatitis Be

31,1023 Employees and their organizations shall not have access to

personnel data relating toan emploves’s Hepalitis B status. The
rlilae ol anfidantisl P wa ' PR E ' " o
ules of confidentia ity shall apply in carrying oul urion and

organization function:

2.1.1.2.4 Emplovees shall. comply with the unlversal precaution ant

the preventive measdres

E 5 'L C i : & i ¥
51.1.2.5 Employees with Hepatitis' 8 may Iriform the health care

provider or the company: physiclan an their Hepatitis B statu:

that is, IT thewr work activities may increase the risk of Hepatitis B

v and transmission or out the Henatitie A positive at risk

for aggravation
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6. IMPLEMENTATION AND MONITORING

&, 1. Within the estaplishment, the impiementation of the policy and program shall be
monitored and evaluated periodically. The safery and health committee or its

counterpart shall De tasked for this purpase
7. EFFECTIVITY

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

i

Humarn Resources

Directar of Qperation:
1

Approved by: Yisroel Y. Gissinger
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Date January 1, 2018

o ALL EMPLOYEES CONCERNED

From Human Resources

Thru Operations Manager

Subject : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

1.1. In compliance with Article V of Republic Act No, 91685, aotherwise known as

the Comprehensive Danperous Drugs Act of 2000, and its Implemeanting Buie:
and Regulations and DOLE Department Order No 4-03, serles of 2003

(Guidelines for the Implementation of a Drug-Free Workplace Policies and

L'ru_';u‘l'_;.-'r:'; fir thio ;”"-.- i L Cartor oloy i il""!. 1:!: TalL 11 fi l| PR

policies and programs to achieve a diug-free warkplace

1.2. Company policy Is to mamtain a workplace free ol fllegal drugs: To ensure
that the objectives ol the company orporate pslicy arg met, e TRy
i5 implementing this drug-free program. The program will have the following

elemeant
2. COVERAGE ,

2.1. This Program shall apply toall employees regardless of their emplayment

Bt

LA lUs

3. POLICY STATEMENT

3.1. The use; possession, solicitation for, or sale of dangerous drugs on company

premises or while perfarming an assignment

3.2, Being impaired or undes the influente'al dangeraut drugs away
company, i such impairment or influence adversely atfects thi -"I',’l|'-l.,’l'-. {
WOrk perrormance, the safety ot the emplayee ar'or other iroputs at rsk

the campany's reputatiol

3. Possession, use, solicitation for, or sale of dangerous drugs away from the

company premises, It such activily or invalyement adwer ey aftects the

. I ¥ i } ¥ ¥ ¥
employes work performance, the ety of the employod ) ners. o

puts at risk the company's reputatian

34. The presence of any detectable anlount of dangerous drugs in the
emplovee s system while at work, white on the premisesol the company, of
while on company business. "Dangerous Drugs” include: those listed in the

Schedules annexed to the 1961 Singla Conver tion on Narcotic Drugs, as

ymended oy the 1874 Frotocol, ar ;1 ! goules annexded tothe 149




iPloy Incorporatod iy 'P o
11th Floos KESY Tower
Fiwllug mansln ,

Pescadoies Poad Cobu Business Park,
Cobu City 6000

Single Convention pn Psychotropic Substances as “enumerated in the
attached annex of R.A, 9165 ’ '

4. MANDATORY DRUG TEST

4.1,

4.3,

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

_lploy Inc. designates company accredited or affillated center, a duly

accredited drug testing center by the Departrient of Health (DOH), as its
authorized drug testing laboratory 43

The Company may also conduct drug testing under'any of the following

circumstances: - b

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

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 Iimi_f-.:-d ta, the following
circumstances: evidence of drugs on or about the employee's person or
in the employee’s vicinity, unusual copduct 'on the employee’s part that
suggests impairment or influence ot drugs, 'rmga!we performance
patterns, or excessive and unexplained absenteeism or tardiness,

4.3.3; POST-ACCIDENT TESTING: Any -:Jiflcr-_rr,-’{_'rr‘lpiuveé invalved in a "MNear-
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 E-rr-.ujlqyrer had it nat been
curtailed. "Work Accident” relers to unplanned or unexpected
gccurrence that may or may not result in persgnal njury, property
damage, work stoppage or interference orsany combination thereof of
which arises out of and in the course of employiment.

4.3.4. All drug tests shall employ, ameng czrhers two | ?J testing methads, 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 ar negative

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

5. TREATMENT, REHABILITATION, AND REFERRAL

51.

Bl

2

54

An officer/employee who, for the first time, is found positive of drug use,
shall be referred for treatment and/cr rehabilitation in a DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may choose from.

Following rehabilitation, the company's Assessment Team, In consultation
with the head of the rehabilitation center, shall evalwate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee’s job if hefshe poses o+ Sernous danger to his/her co-
employeas 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, '

i [

6. ADVOCACY, EDUCATION AND TRAINING

T

6.2

Iploy Inc. undertakes to increase the awareness and education of its officers
and employees on the adverse effects. of [iar:'g;bJr'uurs drugs through
continuous advocacy, education and trainihg programs/activities to all its
officers and employees

All officers and employees are requirdd 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 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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6.2.3, Preventive measures against drug abuse; and

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

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

work and at home, Iplay Inc. undertakes to conduct the following activities as

aften as possible

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

£.3.2. Health wellness screenings (e.g. blood pressure ond heart rate,
cholesterol test, bload glucose, gtc.); '

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

6.3.4 Other activities promating health and wellness

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1

72

FER Y

iplay 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 warkplace; exceptions may
be made only where required by law, in case of overnding 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 iteffective

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1

B.2

. Any officer or employee who uses, possesses, distributés, sells or attempls to

sell tolerates, ar transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article || 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
Baok VI of the Labor Code and under RA 9165

4
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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 0.0 53-03

10. EFFECTIVITY

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

11. ATTACHEMENT

i E Drug-Free Workplace Policy and Frograrm Acknowledgement

s L
AN v
Prepared by: J_ﬂ}_ﬂggﬁ'rjilf!l.'hﬂ' elecio

L
Human Resources

Reviewed by; Alfrédo P. E%wg_ll_g_J_L_
Director of Dl;erqtmna :

Approved by: Yisrael Y, Gissinger
CED
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Drug-Free Warkplace Program Acknowledgement

| hereby acknowledge that | have received and read Iploy Inc, Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect & 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 af this material fully explained. |
also understand that | must abide by the Program as a condition of initial and/or
continued employment, and any violation 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 to and including
termination may result if;

1) | refuse to consent to testing,

2] I'refuse to'execute all forms of consent ar |d relgase of |iability that are usually and
reasonably associated with such exarminations

3) | refuse to authorize release of the test results to the company

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

5) | otherwise violate the policy. ) e

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

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

SIGNATURE ' DATE

WITNESS : , " DATE




— ® S e
e | &) iPloy

Pescadones Rasd Cebu Business Park
Caobis Clti GO0

Date :January 1, 2018 2
To ¢ ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Dperations Manager

Subject : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1. The following policies and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment in its workplace and e provide the procedure for
the'resolution, settlement and/ar 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. Iploy Inc. believes that employess should be afforded the opportunity to work
in an environment free of sexual harassment. Sexual harassment is 3 form of
misconduct that undermines the employment relationship. No employes,
either male or ftemale, should be subjected: verbally or physically to
unsolicited and unwelcome sexual overtures or canduct

3.2. Sexual harassment refers to behavior that'is not welebme, that Is personally
offensive, debilitates morale and, therefore, interferes with  work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
griented conduct which 15 offensive or objectionable to the recipient,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pietures, or drawings

3.3, Iplay 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 in luding disimissal

3.4 DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and itz pelicy 15 based on, the definition of sexual
harassment set forth in Section 3 of RA 7877 1t provides that sexual
harassment in workplace is committed by an employer; employes, mandger,
supervisor, agent of the emplover, or any othet ;_,,-_~r»,.-;:|'_:¢,.|i;. having authority,
influence or moral ascendancy over angther in a work environment, demands,
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requires or otherwise requires any sexual favar from the other, regardless of
whether the demand, requests or !I'EQUFTEF‘I"IF"I"IT for submission is accepted by

the object of said Act. 2

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

3.4.1. The sexual favor is made as a condition in the hiring or In the
employment, re-employment, or continued employment of said
individual, or in granting said individual favorable compensation, terms of
conditions, promaotions, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would diseriminate, deprive ar * diminish employment
oppartunities or atherwise adversely affect sald employee,

3.4.2. the above acts would impair the employees’ rights or privileges under
existing labor laws; or

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

1

3.5.  WHERE SEXUAL HARASSMENT IS COMMITED

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

3.5.1. Inor outside the office building or 1rair'|mg'5nt13; ,

3.5.2. ot office or training-related social functions,

3.5.3. inthecourse of work assignments outside the office;

3.5.4. at work-related conferences, studies or tralning sessions; or
3.55. during work related travel 2

3.6. FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed in .;r1',|r of the following forms:

3.6,1. Overt sexual advances;

3.6.2. Unwelcome or improper gestures of affecrmn

1.6:3. Request or demand for sexual favors Including but not limited to going
out on dates, outings, or the like for the same purpose;

3.6.4. Any other act or conduct of a sexual nature of for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
vichim.
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3.8,

WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer (¢ occasional r:ﬂmplsments- af a socially
acceptable nature. It refers to behawmr that 15 not welcome, that is
personally offensive, that debilitates morale, and th.at therefore, interferes
with work effectiveness.

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide fts afficers and: emplayees a3 work
environment free of sexual harassment by.management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in Ipldy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of company pulicy. The company i5
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassiment in the workplace and
far promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

4.1.

4.2

COMPLAINT PROCEDURE

4.1.1. Any officer or employee, whu'eugmnelnwr or witnesses any act of
sexual harassment in the warkplace, 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 Iplay Inc
management or ownership. All dllegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any withesses and the
alleged harasser will be protected against unnecessary disclosure, When
the investigation is completed, all parties will be informed of the
putcome of the investigation g

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
representative to receive complaints, investigate and hear sexual
harassment cases. The Committee shall develgp 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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4.3. WRITTEN POLICY

4.3.1. All officers and employees of Ipley Inc, shall receive a copy of the

_l company’'s sexual harassment policy upan assumption of their respective

offices. If at any time an officer of employee would like another copy of
the paolicy, please contact the Office of the Committee an Decorum, If
Iplay’ Inc. should amend or modify its sexual harassmen! palicy, all
officers and employees will receive an individual copy of the amended or
maodified palicy.

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 15 the intention of Iploy-Inc. that rights of the
parties, especially the Innocent ones, are p"nlm.[rd. Al the same time,
however, dignity and honor shall be dreserved for all the parties concerned
by keeping all information gathered through' the nvestigation 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 rmade known to
every employee

LA
Prepared by: Jo Hanna K. Melecio
Human Resources

Reviewed by ﬂiiﬁe#h‘:L Camarillp i
Dikectior rlbf Operations

Approved by: Yisroel Y. Gissihger
CEQ

uf
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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
CEC
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February 27, 2018 o

To ALL EMPLOYCES y
FROM HUMAN RESOURCES DEPARTMENT

THRL! OPERATIONS MANAGER

SUBIECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is fssued

to ensure the effective enforcement and strict observance of all

employees on office attendance and punctuality

To ensure effective implementat

1y

9.

10.

11
12.

ion and monitoring of office security

Employeces are required to
il the door is open

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

Bags and/or personal items should be left
the production area

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

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

Pantry, recreation room and locker should
their RF 1D to access these rooms

No tailgating -
Employee 1D and RF ID should be worn at all times, lost RF IDs will be charge to the
employee "o

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

Employees who left/lost their 1Ds will gettemporary ID from HR and will be dealt with
according to our code of conduct and discipline.

Submit self to magnetic wand scanning with the security personnel

Only water in a clear container is allowed in the aperation area and recreation

log in and log out using the biometric and the RE ID, even

in the locker before longing in/going inside

be closed at all times, employees must use

room

For guidance and strict compliance.

] 2

H
It

Jo Ha

nnia Malecio

/

Humtan Resources

Noted by:

nirkﬂnr oflo

erations

Scanned by CamScanner
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DATE : November 17, 2021
TO ; ALL EMPLOYEES
FROM - HUMAN RESOURCES
SUBJECT ! 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

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

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

» Propersanitation is strictly observed (E.G. No storing of unwashed containers/mugs/utensils, etc.)

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

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

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

e 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.

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

e NOLOITERING inside the locker room

¢ Unassigned Lockers with cable ties should not be opened.

¢ 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: Noted by; .
M&iﬂa Carlos ;‘éntiJu ng

Ma
Employee Relations Specialist r(ﬁ Méﬂ&g)er General Manager

| have read, understood, and agreed to comply with the foregoing policies, rules and conditions
governing the iPloy Locker Policy.
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IBIFECT MEMOG: CALL IMN FI |
ardaer [O-property. monitor oul af o i | : report ap | |

oe implemented effective Manday, April ©

Guidelines .
1. Incases of late and/or absences. emploves should Hi ! tHrQug!
SIS or Call via HR hotline: { | }
Motificatian 'shiould contain the | I i
a. Complete (real) Mami
b Department 2
f l|_-.|'|".:-'-.-;:i|-r
g Callinfor: (Whole day Absent, Ha v Abne i
E Reason
3. HFR will bethe one to send notihication to Operations dar
} !'-i:'l',_I”I|'_5"'!_-:||I'i!H commiunicaras tRrouer i i ' thar 2ImployeE | Ll
pe cdone |j|-:,. the emploves or his/nes relati
Netification should be at least two{2) hours | thie gy | f
&, Ifan emplovee s ddvised 1o re n the hosplt Wl t davs as advised
by the physician should be indicated. Otherwise. sinployes o { i | faily
Failure to notify will be tagged as Mo Call, No Show and/or unscheduled absence an '
he dealt with according to our Coaoe of Condutt and Disciplim

For yvour guidance and strict compliance
i @

Fu-"hal-d.-". 0
n-Resources
* I.I S
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February 18, 2020

L
Ta : ALL EMPLOYEES

FROM : OPERATIONS MANAGEMENT

SUBJECT : ATTEMDANCE BOMUS 2020

As we end the year 2019, iPloy would like to set clear key procédures and palicies. This memaoarandum serves as
reminder to be followed: ;

PAYROLL

1. Immaculate Attendance Bonus s for employees with perfect attendance, Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Fallure to punch in = out for
breaks will alsa disqualify the employee. No walvers will be given :

2. Tardiness, Undertime and Over breaks will be deducted fram the emplayee's pay

»
3. Employees who tendered their reslgnation belore the release of the Sign On Banus (First Half or Second Half) will
NO langer 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 succeeding
-
manth from ekigibility.

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 bé dated on the day of absance or the next day. |Fthe absence
falls on a Friday, the medical certificate must be dated the Saturday that u'r'ln‘iedlquei'n,r follows — at the latest. It
cannot be dated on the day that the agent is 1o report back to work, v e

* 2 days absence - the medical certificate must be dated an the initial day of absence or the nexl day. If the
absence falls on a Thursday, the medical certificate must be dated sither that Thursday or the next day = at the
lalest. It cannot be dated on the Saturday that immediately llews or that Monday that the agent is Lo report back
to work ! i

. 3 days of absence or longer - the medical certificate must be dated on'the initial day of absence or the next
day. Itcannot be dated on the day that the agent reports back to work with the advice to rest antedatad from the
Initial date of absence. Alse, the advice to rest Is Inclusive of rest days

o Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday — the agent must be back
to work on Montay. _ i
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] If the doctor prescribes rest, the medical certificate must Include the number of days of rest. The
advice 1o rest cannol be antedated.

o There must be a fit to work date.

(] The only exception to the Medical Certificate date guidelings |5 if the employvee has been

haspitalized,

VACATION LEAVES

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

2. Employee must exactly have the correspanding credits for the raguest to be approved.
1 eredit = One Day
.5 credit = Half Day

3. Employea with perfect attendance 60 days from the requested VL date will ba 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 manth and on the current month of the requested
time off intluding poor attendance recards, behavioral and productivity issues,

Approved By

JAY GISSINGER
Chief Executive Officer

ALFREDO CAMARILLO IR,

Director of Operations
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Date wNovember 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 emall 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 follnwing reason:
e Employee’s illness or injury. -
s Bereavement leave/s
* Emergency leave/s
¢ Power Outage/Internet Outage (for temporary Wurk from Home sét-up)

3. Employee must file the incurred sick leave in HRweb within 48 hours. Fallure to file the sick leave
on the given hours will be forfeited.

Note: Mo more Manual filing of Sick Leave except if the employee was hospitalized and/or
guarantine due to COVID-19,

4. Below are the documents needed to provide to use the pald sick leave; -

» Employee’s illness or injury
# At the discretion of the employer, the employee should furnish a certificate from

a2 physiclan 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 honored. (Please refer to the
Blacklisted Clinic/Physician Memao).

* Bereavement leave [Please refer to the Bereavement Leave Policy)

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

e Power Outage

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

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

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

6. The employee or his/her representative mustinform his/her immediate superior ar HR if an
extension of SL will be needed to recaver 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:

- .:&v/e?

Noted by: = i

o .
Alfredo Camarillo Jr. Angelo Manal Carles i:fintiung
Dfreé{on Operatipns Operations Manager General Manager
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Date .
To -
FROM :
THRU 4
SUBJECT

“ | W
. &iPloy

November 12, 2019

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMEMNT .
OPERATIONS MANAGER

555 SICKMESS 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
thelr farm in Accounting office,

A member s qualified to avall of this benefit if:

1. He is unable to wark 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 ll month period immediataly
befare the semester of sickness ar injury;

3. He hasused up all current campany sick leave with pay; dl"ld

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

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

claims.

For your guidance,

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

Sincerely,

MNoted by:

Alfréﬂ—%\‘\arilln Ir.
D|re"ql_n-‘. perations




® B P
sl o &/ IPloy

Cebu Business Park, Cebu City 6000

DATE : February 20, 2023
TO ; 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

Bimbo H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecillo Jr., MD

Now Serving

Dr. Guian Darnell Sumalinog

1D 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 L

11.3  Clinic/Daoctor Phone number

11.4 Date of Actual visit -.
11,5 Diagnosis

11.6 Recommendatlon

11.7  Fit to work date

LPNOU AW N R

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

. Must be Issued on the day of the absence or the day after.

2. Allinstructions in the recommendation must be strictlyfollowed. Proof will be required such
as but not limited to proof of purchase for medicines prescribed by the Physician, laboratory
results, and the like, 3

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

4. No erasures on the document. In case there are corrections; it has to be counter-signed by
the attending Physician.

5. Thesoft copy (sent out through emall) 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
vali ical ifi
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1. Phone numbers shown in the medical certificate are incorrect and can’t be validated/contacted.
Questionable medical certificates due to some inconsistencies/discrepancies as validated by

HR/Campany 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 memaorandum 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: i , : @’ "r,- 2%

Noted by:

]
l,ﬂ...f-""
Mi‘iw

HR Manager

it
Nifib Angelo Manal
Operations Manager
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Date - Movember 30, 2022

To : ALL Employees

FROM - Hurman Rescurces Department

SUBJECT : VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remaining 5L credits are to be converted thus, SL application is no longer
allowed until the end of the year.

As for the Vacation Leave (VL) conversion, all unused VL credits will be released on the 30" of December
2022. All employees can plot a Vi request untll December 8, 2022 OMLY. The actual VL dates will cover
only until April 30, 2023, Kindly take note of the reminders below in reférence to filing of VL:

e No retraction of approved VLs. If the employee repoyts for worlt on the actual VL date, the VL
will nat be reimbursed and will be voided.

s Norescheduling of VL once approved,
VL date should not fall on a local holiday otherwise forfeited:

Mote: Approval of VL requests will be an or before December 14', 1022,

Furthermare, If the employes resigns or gets separated from the company elther voluntary or Inveluntary,
all available VL eredits will be forfelted and will not be part of ghaﬂr]ast pay if:

s Employee filed an Immediate resignation and/or falled to provide a 30-day notice.

o Employee went on Absent Without Official Leave (AWOL) '

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

& Employee incurred more than four (4) hours of accumulated and/or total late/undertime within
the 30-day notice.

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

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

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

Signed; P
e

HR Manager HR Mani

Moted by:

"
sl ann ’
Operations Manager Director of ethans

Approved by
i '

CEQ
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DATE : April 26, 2018

To : ALL EMPLOYEES

FROM i HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGEMENT

SUBJECT : 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 insu rance pmvlded they are within the
paid quarter,

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

The quarters are as follows

1% Quarter — December, January and February

24 Quarter — March, April and May

3" Quarter — June, July and August

4" Quarter - September, October and November and so on and so farth.

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

Note: Kindly indicate your complete hame and signature if yr::u have received, read and understood
ithe memo.

ID# NAME __ TEAM LEAD SIGNATURE
443 | v Gren T (A0 @?
Regards, Noted By:

Iris Arcilla Alfred thla Ir. Aﬁéqal:d/; it galea

Human F},escurce Director of Operations : Operations Manager

e
(élgwgr__
~General Manager
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December 17, 2019

To : ALL EMPLOYEES
FROM : OPERATIONS MANAGERMENT
SUBIECT : CLEANSING PERICD

IPloy Staffing Solutions believes in giving employees anough robm Tor Improvement to stralghten out
employmeant in regards to compliance to odr comgany’s Code of Conduect. The alm of this appraach is 1o help
motivate employees rectity passed alfenses and start anow. I

Cleansing Period pértains to the time when an employee who hasbéen subjected 1o 'a Disciplinary Actlon (DA)
is expected to improve petformance. Ampls time (& given to chrrect improper behavior and refrain from
cammitting any other infractions. |

If an employee does not commit the same infraction for the specified cleanyng period, the progression of the
disciplinary action will slide back ta a level depending anits type, Please refer to table below:

|Attendance | 6
Productivity T 6 |
Behavioral | 12 ;

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

The Cleansing Perlad Is effective January 1, 2020 covering DAs & months and older

¥

Noted By: ) . Approved By
o~ .
N .

ALFRED( Cﬁ_\‘VMRII_.I.ﬂ 1. ) 'JAY GISSINGER

Direktor 4 Operations Chief Executive Qfficer
b (]
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CODE OF CONDUCT AND DISCIPLINE (Table of Infractions)

L STATEMENT OF POLICY

The Code of Conduct and Discipline iz designed to emsure healthy and positive working
ermironment, and bopes tomaintain and uphald professionalism among iPloy Inc. employees,
The established normd herein set forth are geared towards the attainment of the Company's

Gogls and objectives. It B worthy toemphasine that the Codi i nol mesnt to be oppressive nor==

« it i intended to threaten and intimidate employees. Indesd, it $erves s the guiding principles
inc.
Il. DOCTRINES TO GOVERMN THE COMPANY'S CODE OF CONDUCT AND uuni:zn

1. The right bo discipline a ...nn_-_n_._n_.h._.. Rﬁucnnn_.un.u._nu..ﬁ.uauﬂ.nh se5 s management's
prerogathe epshri in:ﬂdn—ﬁubmuﬂguiig..:; ] :

2. Faitness and justice shall dways govern the imposition of disciplinany actions. Existing Labor
Laws, Implementing Rules and Jurisprudence will ahsays be abserved.

3. The full and strict maintenarce of discipline is the: maragement’s responsibility. Thus, it shall be
the primary concern of immediate superions and department heads toinitiate any disciplinary
actions against their subordinates whenever a vialation of the rule is committed.

4, Admintstrative rvestigations and other proceedings shall be conducted expeditioushy,

5. lmposition af peraltios when warranted, shall not be cancelied, nor delayed for any resson,

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

7. The management may mitigate the penalty to be imposed, subject however o management's
approval and upon complance to the conditions set forth by the latter,

8. Incases of multiple wiolations of this Code, the following rule shall 2pply as 1o the penalty to be

Thae highes peraly shell be
|_Prrsiny far the nest schedule of offense shall be imposed |

on whal is expected of its’ employees to conduct during the m_.;.ﬂ.a:__u_u_._aunn hereiniPicy,

Wy Incorporated

%
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1 incident Report will Be submitted to Human Resources [HR) within 2 warking days from
the date of the incident.

Human Ressurces will maue a Natice 1 Explain [NTE) 10 the employes within 3 working
daye,

Direct Superior shoukd coach the employes within 5 working doys. from the issuance of
the NTE.

Coaching Form and Written Explanation of the smoioyee should be submitted within 5
working days from the issuance of the NTE

HR ‘will isswe Matice of Declsion with of without sanctions within m.u-_.._ﬁ#u_._._.n._ninlun
of th Coaching Form and Written Explanation. 2

vim s W

a. Failurs 10 provide Wiitten Expianation shall constitute 3 waiver of .._...uu._.:n_n-.in__ 7 F

right I e heard and coalitens that il the detalis in T incident unun_ﬂ & true and
withrut any bisses,

b, Lagses in the timeline will result to a sancticn — Neglest of Duty / Inscbordination
= C. Lapses in E:;_:ﬁiiuanzu..&u.ﬁmm_amma:.

. GENERAL BEHAVIORAL STANDARES
As an Moy employee we expect that you will meet the following behavioral standards:

2. Proper Conduct and Decorum is expected from you within the office and cutside when
representing the Company. This includes approprizte dress, attending the office ready to work, use of
proper and decent language, observance of proper office and work decorum, maintaining proper
relationships with your colleagues, cusiomers and ather individuals not in the employ of the oompa ey,
ohvervance of and compilance with existing krws of the Philppines.

b. Enharnicing Company Productivity the Company expects the Proper care and utiization of
Capital availzble to the Company; teming up for work ready to work on time all the time, following the
sppropriate break and finish tmes, getting on with the job and performing the job tothe best of your
ability, positive attitude and dedication toone's work assignments, Supparting supervisions and thoss in
MANIESMENL

. Following rules on cestermer and client relations and always masntaining a professional heipiful
attitude with customers.

d, Maintenance of health and salety of the office and people around you. A proper atiituds
towards cleandiness and proper housekesping in the office, pood health of yourself and others around
you, assist in the security of the office, following basic safety procedures,

2. Proper use of Compary Property, facilities and security to protect company and employes
assets. Secure handling and maintenance of Company records, keep canfidential and protect the
integrity of afl Company operating data and information, appropriate use if all Company equipment far
work related purposes, properly account for all Company funds received.
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1. Applicabliity
This Code shall apply to ol [Ploy employess, regardless of status or position held.

. Types of Offenses

Level 1 — Infractions which are minor in nature but whech may become hatitual and disruplive iTnot
corrected, It has no detrimental impact of the business,

Level 2 —Sericus olfferse which causes delsy _nnﬁ.ui.uu..! :r._.___u.nmmn._nnﬂ narm, or danger to
Compary praperty andlar lvesef Individuals.

Levet 3 — infractions which J____._ dectroy the company's image m:.n reputation, _." causes substantial loss to
the compary and can result to critical cperational disraption. A critical offense that has compromised
the security of the empicyees, the integrity of Cllent, the safetfy of customer's informiation and the
stability of the business. )

fil. Table of intractions
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Vi, Saving Clause

. 1. Termination of an employes shall automatically bar him/her from re-employment.
2. The penalty of dismissal shall not prejudice the right of the company to inftiate court action
against the erring employee.
3. This Code shall supersede all other existing policies, rules, memes, and the like, and all policies
to be implemented, if the same i found to be inconsistent with the Code of Conduct.

Vil. Approwal

lay Gissinger
Cwmer and Chief Executive Officer

iPloy lheorparated

&
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RECEIPT OF THE CODE OF CONDUCT AND DISCIPLINE POLICY

This is to acknowledge that | hawe read the Cempany’s Code of Conduct snd Discipline and understand
thak it sets forth the terms and conditions of my employment as weil as the duties and responsibilities,
and UE_wm:gm of employrment with the Comparyy.

- ¥ =
i also acknowledge that the Cormpany reserves the rdght 1o revise, delete, and add to'the provisions of -

* this Code of Conduct and Cisgigline., or condition of employment 2an be established by any other

statement, conduct, palicy, or practice.

NAME ﬁ..Smq._.‘_ﬂ‘.n_.\‘.w....__..__._‘. Tﬁm_ﬂu %mﬂt .ﬁ.u.. y

- _oaE__SEV S TeL

AND HAVE READ AND UNDERSTAND
EMIPLOYEE SIGNATURE

NTIRE CONTENTS.




