Qﬁ’lPloy . ID APPLICATION FORM

usthame: b 0o % rrstame:_ ] G*”UCI'{*’]
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IN CASE OF EMERGENCY

conTacT person:_IWadio E/bdf D\q contacta: 090 24 qily ¥
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Staffing Selullons w®

HIPAA, HITECH and The Omnibus Rule

| understand | have been Identifled as a team member who has the responsibllity of accessing, handling and securing
Protected Health Information (PHI). | understand PHI is contained In both hardcopy and electronic formats. Unsecure
and unencrypted PHI can lead to a breach as defined under the Health Insurance Portabllity and Accountability Act

(HIPAA) Breach Notification Rule 45 CFR 164.400-414,
| have participated in the HIPAA training sesslon; HIPAA, HITECH and The Omnibus Rule,

| understand that if | have questions at any time regarding HIPAA or PHI, | will consult with iPloy's appointed security a
compliance officer,

My signature below conflrms my understanding of the training material, my responsibllity to secure PHI and to notify m
supervisor of incldents and/or complaints related to unsecure and unencrypted PHI.

o (ortenber |1 00093

Employee Signature [\ogy ¢ Ebarold Dat

1
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1" Ys a plece of paper required by Centers for Medicare and Medicald Services Lo
subistantiate the necessity of an item of durable medical equipment furmizghed Lo a
imedicare beneflclary? (1 point;

(1 Cetificate if Medical Need

( 3 Certificate of Medical Necessity
i) Certificate of Medical Claim

(v Prascription

. The patient's
(1 point)
( v Records
{ 3 Prescription
i\ +~Face sheet
i+ Face book

contains the impartant infarmation about the patlent.
I

ME thal would allow the patient to be transported Gam ome place W anollee? (o
Whaal Chalr ta Bed), {1 point)

o Walker

.rrzi.?nﬂnnl LIft

i 1 Stretcher

.Wllualchnir

ur department |s geared towards implementing price transparency. (1L polnl)

i) Intake
._,4/Cuﬁtl:rmer Service
() Orders

mlf’ Patient Pay

Zan refer to items that are created for abese individuals to best suit their neads, {1 polnt)
i 1 Durable Equipment

V/El;;|iir1lli+_ Equipmuoent

{1 Heavy Duty Equlpment

i} Obese Equipment
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yét is the Important element in the patient's prescription? (1 point)
({'}/ Signature of the doctor and the date for when it was created.
") Signature of the doctor and NPL number
() Signature of the doctor and the dlagnosls
() Date for when It was created and diagnosis

-

7¢How many months will the patient need to rent the equipment? {1 point)
() 10 months b
() 12 months
() 14 months
y'13 months

B/Yﬁepartment in charge of creating and updating patient accounts, {1 point)

() Patient Pay Departiment
i3} Documentation Department

{7) Posting Department
(4 Intake Department

@her are in-charge for processing payments, verification, adjustments and re-submission
of claims from medical insurance for the medical equipment coverage. {1 point)
,,&f" Posting Department
(3 Medical Billing Department
lj_g/étkent Pay Department
() Documentation Department

he départment does make sure that the order and the patients demographics
are in correlation (1 point)

i) Documentation

() Conflrmation

{:J/ﬁ.:sset

() Compliance
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Aquipment that Is used to alleviate pain for the patient’s sacral wound? {1 point)
i1 Alternating Pressure Pad [APP)

i 1 Boho Cushlon
{7y Low Alr Loss Mattress (LAL)

i -foho Cushlon

. What is Sleep Apnea? {1 point)
(3Cessation of breathing while you are steeping.
{1 Excessive daytime sleepiness
(1 Praceeding to a deep restful phase of sleep,

{1 Abnormality in the skin

A&t is the meaning of DME? {1 point)

i 1 Dependable Medical Equation
i »~Durable Medical Equipment
i 1 Durable Medical Expertise

. The main role of the _ is to process the getting an aaraement fram the payor Lo

cover specific services before the service s performd,
(1 point)
i ,Aﬁ ithorization Department
( y CPAP Department
() Orders Department
s Intake Department

15, They maximize comfort for patients who use them for extended perlods of time, and thelr
customizable features make it easy to adjust its specific parts according to the patients

neads, (1 point)
(1 Walker
i ,;.-m;jultal Bed
() Commode
() Wheel Chair



@ People who commoenly reguire are those who have experienced a stroke, joint
lacement or perhaps have a disease such as Parkinson’s disease or Multiple Sclerosis, any
condition that limits their flexibility or ambulation,

Q-shower Seats

O Commode

@fgathmum Safety

j (]
17,440 Individual who has Is likely required to have a shower or bath seat.

Q Tracheostomy
@ Post-Polio Syndrome

O Tuberculosis

mﬂa of the most private things we do during the day. Being independent when we do this
activity is Important to clients and custormers,

O-Tolleting
QO Eating

Q Sleeping

13<This type of commocde provides for the needs of non-ambulatory users by permitting lateral or
sliding transfers to and from a bed, chair or wheelchair,

© Basic bedside commode with fixed arms
© Bedside commode with drop-arm or removable arm

O Qver-the-toilet commode

. This type of commode meets the needs of people who can stand but cannot walk well (or
ambulate) the distance required to get to the bathroom.

@ Basic bedside commode with fixed arms
O Bedside commode with drop-arm or removable arm

' Over-the-toilet commode




21" This may be experienced by otherwise healthy elderly individuals or by those who have suffered
ead of spinal cord injurles or possibly a stroke.

Oﬁnttnence

O Ostomy

O Stroke

22 The head section and foot section of this type of hospital bed are raised and lowered using
separate hand cranks. A third crank raises and lowers the height of the bed.

© Seml - Electric Hospital Bed
@ Manual Hospital Bed

Q' Full Electric Hospital Bed

" This type of hospital beds have buttons that separately operate the head spring and the foot
spring section and a hand crank system that changes the bed height,

D/(mi - Electric Hospital bed

Q Manual Hospital bed

O Full Electric Hospital bed

2 is type of hospital bed have buttons to operate the head spring section, the foot spring sectlion
and the bed helght. A manual crank Is provided for emergency back-up operation in the event of
power fallure or the fallure of one of the motors,

© Seml - Electric Hospital bed
O Manual Hospltal bed

D-’?ull Electric Hospital bed

@hrs medical equipment operates by continuously pulling air into to the bed and pushing It into
the cells, in addition this mattress has tiny holes which allow the air to escape out,

Q Gel Overlay Mattress

O Low Air Loss Mattress

04@ rnating Pressure Pad
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26 - 30. Please explain the following in your own words.

L ‘H" on “E"‘Iihrahﬂf Fr:“ Cllfl.‘j I-I-’:{‘L‘;l; N;OI M’:fﬂ{nhj
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)( What Is Medicald?
% ¢ £,
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?< What Is Deductible? o
o Dﬁ"dlua\a wkﬁ:;“\t cﬂ‘-ﬁf s rﬂ‘.{{, on 'ﬁ‘lt ‘Wh Lo, JH
df: £

/What is the Difference between Co-insurance and Copay?
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T1.)what is/are the obligation your company has pertaining to Minimum Necessary Rules?
Choose 1 or more answers, (1 point)
B/Idantfﬁf the person or classes of persons in it's work force who needs access to PHI.

ZT For each person or class identify the category or categories of PHI to which access is
needed

¥ Enforce those limitations
] Submit a list to CMS a list of persons and categories on an annual basis

Iﬁfg‘m applicable only to PHI transmitted in electronic farmat? {1 point)
& No
) Yes

@Mhich of the following render ePHI secure under the HITECH Act. Choose 1 or more

answer/s. (1 point)

IZ/h;:king ePHI undreadable by unauthaorized persons
7 Making ePHI unusable by authorized persons

Ei Making ePHI indecipherable by unauthorized persons
[} none of the above

4. % Mortgage company is considering a loan to an oxygen patient of yours. Are you allowed
to release info to that mortgage company, so that they can make a good decision on the
credit worthiness of the individual? (1 point)

':A:
I':_i Na

5.)HIPAA was established on August 21, 1994, (1 point)
(A True

() False

G/)A notice of breach should be written in? (1 point)
‘1;21 Plain language
i1 health care phrasing
i In formal legal language
(") None of the above

hat.does O In the acronym TPO mean? {1 point)
%—Idea%th Care Operation

("y Qbliged

{7y Operation

@Whim among the choices below are/is an element/s of HIPAA Compliance? Choose 1 or
more answer/s, (1 point)

ZZPubmitt{nq Authorization Letter
[£] P

IZl/Ensure Portability of Insurance
[_I Protecting Human Rights

roviding Security for this information
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QMS Awareness Examination %’ iP'Oy

Name mﬂ"\il\-(_.ﬁ 145 Ebﬂqu Position (,‘.-:_1?- Department
Immaediate Superior Date | 09 J[:l[;mgj, Score

Test . Instructions: Answer the guestions in the spaces provided for,

1. Whatis the name of the Seminar?

QuaiN  Mavagement  Setem

\ o i . 7
2. What are the two clauses mentioned under the scope of our Management System that is not covered in our
ams?
Clowe  ¢.3 ard (laust Ei L

3. What are the seven (7) Quality Policy of iPloy that were mentioned in the seminar?
_Casome(_popu

| frﬁAﬁlei
Peotle

( 84 /‘g\amh 1
‘I‘hmum

Buldene haed  dedcm m.:llléi"‘j
Yo InCkdqonent

4. In I;:ur current rcﬂe how r:;!Jn you contribute to ensure that the Quality Policy is implemented?

oot b et A e A ey pil e inpeneted W36

e L idsine @d’mer fou Wmu!ﬂ w wed {0 be womitd b
0 o b g aihnes .

ﬁ ]
o e

5. In your op rnlun whvis it important to have a Quality Policy in the Organization?
qvéf 0 be  oniduk il ou orqamadie  ad b be

cq.m’_ﬁ_.l b“F Sﬁc\iiﬁh apitable (whoed. and A wll a¢ e o0 a

gl hade an Tw o rm'nn\nﬂd (it cur  maradonad —cydhem

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

Top Management peaple interconnected processes Commitment
external providers ams continual improvement
1. Asan organization, we have made a ﬁmﬁmn“{ to understand our current and future customers’

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



QMS Awareness Examination

We have committed to achieving _@ﬁm;j_l'. H‘M‘;W{mmjt

@

& iPloy

across all aspects of our quality

A
management system; it is one of our main annual ohjectives,
are the essence of any good business and that their

As an organization, we recognize that ’D'fqﬂt

1§
full involvement enables their abilities t+|:.~ be used for our

Our 1% Mavagi

benefit.
has committed to creating and maintaining a working environment in

which people become fully involved in achieving our objectives.
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 [NtV
IPLOY, OPC recognizes that an organization and the relationsh

twected g

ip it has with its ;c,jyr-af mui(jw are

Interdependent and a mutually beneficial relationship enhances the ability of both to create value.
As an organization, we have committed to only make decisions relating to our H,'f following an analysis

of relevant data and information.

L‘l‘est Il. Matching Type. Match Column A with Column B.

Column A

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

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

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

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

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

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

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,

i

Column B

Evidence-based decision making

Process approach

Improvement

Engagement of people

Leadership

Customer focus

Relationship management
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5" Flaor, Ayala Canter Cebu Tower ‘_3 ) ] 'P,

Bohol Street, Cebu Business Park, J ' Oy
Cebu City 6000

NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date)_\tpAgiber 1, 2099

BETWEEN

‘5 IPLOY OPC. (the "Disclosing Party"); and
2 Mﬁmﬁ‘l\.{n £ i bden |q (the "Receiving Party"},

collectively referred to as the "Parties".

RECITALS

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

Disclosing Party.

OPERATIVE PROVISIONS

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

e 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

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

procure that its employees, agents and sub-contractors to whom Proprietary Information is



IPfoy OPC . . e
epdiarieted &/ iPloy
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

¥ 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,  wasinits 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.

B, 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



iPloy OPC '. . ey w
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not "
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: Hm t I'IHE'J" ‘{-P’E’/

Name: Jade Lenizo Mata Name: mﬂf'«lt\ljﬂ {- ﬂumlﬂ
Title: Onboarding Specialist Title: _ CSI2

Address: #35 Salvador Extension Labangon ﬁddress;u‘o"}w mﬂtﬂﬂfmﬁ Sub.gf- C;?’Uﬁnﬁj ,TG‘[L@;‘ C

Cebu City Gl
Date: 04 h]h} Date: 0 4] Hh}




b iPloy

I. PERSOMNAL INFORMATION

MIDDLE NAME

SASOTIL

P rint legibly. Mark sppropriate boxes D with =/ and use ssparata sheot If nocessany.

3. NAME EXTENSION (e.8. Jr., 5r

Schiedule

EMPLOYEE PERSONAL DATA SHEET

VAL

-
L €

14. PHILHEALTH NO.

|2098¢°| (9938

15. 555 NO.

(-3 3“’?4&'1 2

16. TIN

24. SPOUSE'S SURNAME

Il. FAMILY BACKGROUND

22.
3.

CELLPHONE NO, {Ifany)
EMBLOYEE |D ND,

4. DATE OF BIRTH (mm/dd/yyyy) - 0% 17. RESIDENTIAL ADDRESS Canp(sn ﬂ | |
5. PLACE OF BIRTH (Chj Idl!\fﬁ'}f #
6. SEX D Male Dframlla
7. CIVIL STATUS lfgnnle DWidowed ZIP CODE (g0 )
DMarried DSeparated 18. TELEFHONE NO.
DAnnulled DOthers, specify 19. PERMANENT ADDRESS | LH0- 40 ran .I"Djm.q I
B. CITIZENSHIP FjLp A0 Toliday (ify
9. HEIGHT (m) b}”{m Jf | 3w !
10, WEIGHT (kg) ﬁqih{ celou
11, BLOOD TYPE LiA ZIP CODE (_,f?‘-ﬁ:
12. GSISID NO. NA 20. TELEPHONE NO.
13, PAG-IBIG ID NO. [JII"’J{'E{:}EE'H 21. E-MAIL ADDRESS (If any) Mmq_mhﬁ cagotl| @

j\nd:u" com

CALIRGT Tee2

14C

DATE OF BIRTH

e B “ ’1; {mm/dd/fyyyy)
MIDDLE NAME i /
CCCUPATION / J
EMPLOYER/BLUS. NAME I F i
BUSINESS ADDRESS ! v
TELEPHONME NO. 7/ /
{Continue on separate sheet If necessary) rd fd

26. FATHER'S SURNAME £ A Lok Od ;0L s 2 ‘M’
FIRST NAME MAALID / I
MIDDLE NAME PANUWAY / /

27. MOTHER'S MAIDEN NAME ! /
SURNAME QoA-) STl 0a s M ; A&
FIRST NAME = ~pALA / !
MIDDLE NAME AU IT / /

25. NAME OF CHILD Jf )
(Whits full name and |ist all) o J
MARIA  EnAROLA o4 2l 7 UK
/ /
7 7
! /
i /




37 a. Have you ever been formally charged?

Nt‘_-
b. Have you ever been guilty of any administrative offense?

{10

DQ RO

If¥YES, give detalls

z
Dves Dﬁu
If YES, give details

38. Have you ever been convicted of any crime or violation of anyviaw,
decree, ordinance or regulation by any couwrt-or tribunal?

Dvyes Rho
I YES, give details

=

39. Have you aver been saparated from the serviee in any following modes:
resignation, retirement, dropped from the rolls, dismissal, termination, end of
term, finished contract, AWOL or phased out, In the public or private sector?

B-(;Ei DNO

IT YES, glve L:Iatai s
Visigneion

40. Have you ever been a candidate in a natienal orlocal election
{except Barangay election)?

Dves Bno
If YES, give details

@1 P ureuant to: (8) Indigeno use P eo Bgna G T Dl ehied
Parsans (RA 7277); and Solo Parents Welfars Act 2000 (RA BETZ), please answer (he
following iteme:

&. Are you a member of anyindigenous group?
b, Are differently abied?

c. Are you a solo parent?

Dves Bﬁ;

If YES, give pé?de specify:

Dves NO
1;}55, give please specify:
ES Dno

If YES, give please s pecify: 54 oot

42. REFERENCES (Pemson not related by consanguinity or affinity to applicant/appo Intea)

-~

TEL NO.

MNAME ADDRESS
[im

Ahndly 13

Ere  Rodeand 1L, g
Coatalacion (b 'CN

fdlt, (T3 N9

| Momiel T alne

1Y
T A T
e }ﬁhnﬂ i F".iiu_{‘mﬂ

43, EMPLOYMENT RECORD (latest)

POSITION

FROMN I

TO

Serdite (ool

Ofuner  Cenive Aozt fuoaber 1200k :
fvogher 320 ]

fuodr 1z

reguletions of the Republic ofthe Philippinas.

| also authorize the agency head/ authorized representative to verify/validate

COMMUNITY TAX CERTIFICATE NO.

44, | declare under oath that this Personal Data Sheet has been accomplishad by me,andisa
true, correctand complete statement pursuant to the provisions of pertinent laws, rules and

the contents stated hereln. | trust that this Information shall remaln confidential.

1D pictura inken within tha last
B8 months 3.5 am. X 4.6 cm
(passport size)

Computer genarated o r x8rox
copy of pictur s not
accaptablo

ATURE [Sign In the box)

]
VLl

ISSUED AT
! !
ISSUED OM [mm/fdd Avvyy] | RIGHT THUMBMARK
—
N Cﬂ.EEﬂFEMEHﬁEH_C’Y.'
Please Contact: Hion Y Touda
[hq T I i Sl

Contact Mumber | (JJ a7 Mals
Relation: IFJJ\._,

-
[/ DATE ACCOMPLISHED (¢




|Ploy Incomparated A - "
11th Floor MSY Tower _:‘} )
Pescadores Rond Caby Business Park, d l Oy

Cebu City 5000

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

l, jﬂlgﬁ{.b@ Cie Eép_grdﬂ hereby authorize Iploy Inc. and/or it's representatives to
make investlgation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application 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 disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application ar of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

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

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

Applicant Name: M D.N'C.Hﬂ £ Elar ola

Present Address: khu% Cﬂhlﬂi"ﬂf‘}‘ | Oh-(‘\*{l ; (I'I"{ r_ﬂ:’f‘bu

Social Security NUjber: Ol % 4l - b, Date of Birth: 07 ||4\ 1947
14

Date: DQ\'&

Signature:

|




iPloy Incorporated --m}'; -
9™ floor, Ayala Center Cebu Tower - L - ' Ploy

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:

A regular employee

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

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

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

Releasing of Sign-On Bonus:

e The release of the sign-on bonus will be on the 15" day Df 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) sigfi-gn bonus policy.

Mol A Thoa,do a3
Signature mr/ér Printed Name/Date '
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IPlay Incarporated ‘ "P} T 'P'o
Bth Ayala Center Cebu Tower ] ’

Cebu Butlness Park, Cebu Ciy 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 policy and it is also available on the
HRWeb | can refer to it any time:

Policy Title : Dress Code Policy
Revision No ;01
Effective Date tJune 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 Paolicy
and | will abide by the provisions (including changes and additions which are deemed
incorporated her, of this policy.

- g

i |

_ Ehar ol o _ ' oq[ r_r{ 23
/Efpln?ee Name and Signature ' Date

L_hc\tom/ Mcko oq\ 1PE

Onboarding sﬂaecialist Name and Signature Date

Noted:




iPloy Gift Policy

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

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

Employees are required NOT to solicit or accept for personal benefit 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
¢. 3" |Instance- Dismissal

Ifin 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: Nardt[?\ £ E}T"ﬂf‘t}]q
Signature: __ Date: Uq‘ "‘ 2%




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, i

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

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

e 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;

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

At s

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

e 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 waork for the company, anything you publish is
your opinion, and not necessarily the opinions of the carhpa:nv.

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

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

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

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

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 tould 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, i

This policy extends to future developments in internet Eapa.b”it‘p' and social media usage.

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

Always remember on-line content is never completely private;

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



o At all times respect copyright and intE”EEtu&l-PerEt’t‘y rights of information you encounter on
the internet. This may require obtaining appropriate permission to make use of information. You
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities

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

Enforcement / Progression .
Mon-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. In situations that are not expressly governed by this paolicy, 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" Instance- Final Written Warning
c. 3™ Instance- Dismissal

Employee Acknowledgement

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

Name: Mﬂr'\‘f_‘rqﬂ g i:,,»LJG’rG'CI'

1

Signature: ',,f!@}

Date: Od/ll IQ}




Date February 22, 2018

o P ALL EMPLOYEES CONCERNED

Fro Human Resources y

Thru Operations Manager

Subject WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

\ TV
onformity with Republic Act No. 8504 otherwise knawn as the Philippin
AIDS Prevention and Contral Act of 1998 which recognizes workplace-based
prografms as & potent tool in addressing HIV/AIDS as an internationa

Fanaeric problem, this company polcy 1 hereby 15 WEO Tor the intarmation

and gutaance ."'r.-,--.-'-' wees i the digpnoss, treatiment ang prevention ol
i
HIV/AIDS in the workplace ’
l Fhis policy s alsa aimed at addressing:the stigma attached o HIVAIDS and
nsures that the workers right against gisctimnabion and conhdentiahty

maintiamed
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1 Thic |:|!Z!_.’.r-i”| shall apply 1o all '““I'-"'r""'- repardless of thalr emplayment
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4 ploy Inc. HIV/AIDS Program shall e managea by its health and safety
committes consists of representatives from the diferent divisions and
Il'|:.|"" ernit v

L} *

4.1, BASIC INFORMATION ON HIV/AIDS
4.1.1. What s HIV/AIDS?

ao el It Is @ disease caused by 28 wvirus: called HIY O (Human
mmunadeficiency Virus) “This virus slowly weakéns a persor
ahility to hight off other diseases: by attaching itself lo and
destroving important cells that control ang support the humat

ITIETERITIE _'.r'--| o L]

s, drans bl \C e bray S |
i Mo HIN AL insmitted :
21 Linprotected sex with an HIV infected person
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4.1.2.2 From an infected mother o her child (durning pregnancy, at
firth through breast teeding)

1.2.3 MIreivenoL! Ij-"l.JH use with contaminated needles

4.1.2.4 Transfusion with infected blood and blood products; and

doli2oS Unsafte, unprotected contact with infected blood and bleecing
waunds of an infected person

3 the) 1 CUFe?

41031 No. However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
people with HIV, Holistic care of people living with HIV-AIDS and
comprehiensive treatment ar | opporturst)c INTeCTION: 1S5
daramatically improve quality of life

5 ELIMNES )
3 entive stratege :
1. Conduct of HIV-AIDS Educat .
i Who will conducty

The Medical Clinic of Iploy Inc.=in Loordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employes
for free. This shall also forin part of the arientation of new v Hire

employees. The standardized information package developed by the

Departrment of Labor and Employment (DOLE) may be used

purpose
1.2 How will it be conductad?

The HIV-AIRS education will be-conducted throtugh distribution and
posting of |EC matenals, lectures, counselling and training and
ntarmation on -'.il'j.'li"F_':l'll e 1o stangard:or universal precautions in ||‘-r'-

workplace

screening, Diagnosis, Treatment and Referral to Health Care Services

Ll 2, screening for HIV. a5 a prerequisite to employment is not
nandatory
i he company shall entéurage pesitive health seeking beh

thraugh Voluntary Counseling and Testing
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e the company shall establish a referral system and provice
access to giagnostic ana treatment services for its waorkers. Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company's medical I. linie staft

2.4 The company sh Vlikewlse facilitater access to livelihood

assistance for the affecteg-employee and his/her families, being

6.1, Non-discriminatary Policy and

B.1.1, Discrimination in any form -from pre-employment to post

ISsigniment, terminatian o

emplayment, including hiring, promaotion or
employment based on the actual perceived or suspected HIV status of

an individual is prohibited

6.1.2 Waorkplace management of sick emplayess shall not ditfer fram that of

Iy atRer iiness

6.1.3. Discriminatory act done by an officer or an employee against their

co-officer or co-employee shall likewise be penalized
5.2, 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 RA

8504 and the ILO Code of Pradtice

lab apphcants and workers shall not beq I-"I||_'Ir_'.l:|".| ta disclose theair

HIV/AIDS status and other related medical information

6.2.3. Co-employees shall not be obliged to reveal amy personal inf

relating to the HIV/AIDS status.of fellow workers
6.3, Work-Accommaodation and Arrangement

3.1 The company shall take measures to’ reasonably accommodate

employees with AIDS related ilinesses

6.3.2 Agreements made between the: company g employee
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, fescheduling of working

time and arrangement for returm 1o workas
e
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

! 1. Employer’s Responsibilities
7.1.1. The Company, together with employees/ labor arganizations, company
focal personnel for human resources, safety and fiealth personnel shall
develop, implement, monitor and evaluate ‘the warkplace policy an

program on HIV/AIDS.

7.1.2. Praovide nformatlon, education and ftraining on HIV/AIDS for its
warkforce.

7.1.3. Ensute non-discriminiatory practices in the workplace and that the
palicy and program adheres Lo existing legislations and guidelines

.14, Ensure confidentiality of the health status of Its employees and the
access to medical records is imited to authorized personnel

7.1.5. The Company, through its Human Resources Bepartment, shail see to
it that their company policy and program Is adeguately funded and made
kiiown to all employess

7.1.6. The Health and Safety Committes, ‘together with emploveas)/ labor
organizations shall jointly review the golicy and program and continue to
improve these by networking with government and organizations
promoting HIV preventian :

&

Emplovees’ Responsibilities

721 The employee's organization shall undertake an active role in
educating and training their members on HIV prevention and control
Promote and practice a f‘n;J.-JJ-'F'H,;; litestyle with emphasis en avoiding high
risk behavior and other risk factors that expose workers to increased risk
of HIV infection. |

7.2.2. Emplayees shall practice non-discriminatory acts against co-employees,

7.2.3. Employees and their organization shall not have access to personnel
data relating to a worker's HIV status.
7.2.4. Employees shall comply with universal - precaution and preventive

Measures
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8 IMPLEMENTATION AND MONITORIN

he Safety and Health Committee‘or its counterpart shall periodically monitor

dnd evaluate the implementation of this Policy and Program

1.1, This Policy shall take place effective I'15|1|'}r{J?|3|1=1'_.-' and shall be made known to

BVErY emploves.

|.I|.||r )

Human Resourges

Reviewed by: Alfredo P Gamarillo ir.

Mrector of i!.'::'[‘n"?r.]rlu 1l

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

|
1.1.To assist the goavernment in il1s campaign against T':|:_'|er|_'dl-f:)3-5 (TB) In compliance
with the Department of Labor and Employment's I'.‘hf;_mr‘.rr{-.ﬂnr Order No. 73-05,
series of 2005 = Guidelines for the Implementation of Policy and Prograrm on
fuberculosis (TR) Prevention and Control in the Workplace

1.2. To provide Initiatives to-prevent the outbreak and spread of tuberculosis in the
workplace, and to treat, care, and support employees who became afflicted with

tuberculosis
4. COVERAGE
2.1 This Pragram shall apply ta all emplovees rle;_!.al'tiieas of therr employment status
3. POLICY STATEMENT s 1
1.1 The company seeks the prevention of the spread -.:-T: tuberculosis, as well as the
treatment, rehabilitation, and restoration to work of employees who contract

this disease. To achieve this goal, all employees are strictly mandated to undergo
an annual physical examination with the requisite chest x-ray

-

1.2 Alsp, in line with this, a TB awareness program shallbe undertaken through
Information dissemination, which shall mrh..u'hﬂ its nature, frequency (ocourrenco
in a selected population) and transmission, freatment with Directly Obsened
Treatment Short Course (DOTS), and control and rna‘nfigl?.rnerl_ agf TR In the
warkplace, This shall be handled by the O e of Health Services (Infirmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Marager and office of Human Resource: through l'u.*IL-rJrrum-w": accredited
health provider

1.3 The DOTS i5 a comprehensive stralegy to control TB, and s compased of five

companents. which are

3.3.1. Political 'will 'or tommitment to enduring sustained and quality TB

treatment and control activities:

1.3.2. Case detection by sputum-smear microscopy: among symplomatic

palienls:
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1.3.3  Standard short-course chemotherapy using regimens of 6 to 8 months for
all confirmed active TB cases [i.e., smear positive or those validated by the
T8 Diagnostic Commitiee) Complete drug taking through direc
abservation by a designated treatment partner, rflirll'nfj the whole course of
the treatmant regimean

3.3.4. A régular, uninterrupted supply of all anti-tuberculosis drugs and other
materials;

3.3.5. Astandard recarding and reporting system that allows assessment of case
f nding and treatment outcomes for each patient and of tuberculosis control

rogram's performance overall
(=

34 Employees must be given proper information on ways of strengthening thel
immune responses against TB infection, e, information on good nutrition,
adequate rest, avaidance of tobacco and alcohol, and good personal hygiene
practices. Howewver, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information an its etiology and complete performance overall

15, Improving workplace conditions = 1
1.5.1 To ensure that contamination from TE airborne particles is controllad

workplaces, must provide adequate and appropriate ventilation [(DOLE
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary lfacilities {or workers

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

3.b.Capability building on TB awareness ralsing and training on TB case Finding, Case

Haldifg, Reparting and Recarding of cases and the Implementation of DATS shall

te given to Company health personnel or the occupational safaty and health

commitiee

3 7. 50ckal Pollcies;

i./.1. Non-discrimination: Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adeguate
diggnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as medically it and
shall be restored to work as soon as their illness is cdntrolled

1.7.2. Work Accommodation: Through agreements made between the
management and the employees, work accommodalion measures i
support  employees with TB is encouraged through fexible |eave
arrangements, rescheduling of working times, and arrangements for return
to work ' :
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3. 7.3, Restoration to Work: The employee may be allowed to return to work
with reasonable working arrangements as determified by the Company’s
Health Care Provider and/or the DOTS provider

.

1.8 Employvee Responsibility

1.8.1 Employees who have symptoms.of T6 shall immediately seek assistance

from the Campany's Health Serviges Provider

1,811 Anemployee who has the symptoms of TB is reguired to initially
wear a face mask {espacially while inside the office) and observe good
hygiene practices, al least until declared by a competent medical

practitioner ta be safe from transmission

1.8.1.2. Similarly, for those at risk, Le., thosg with family members with TB
or those exposad 1o a co-employee with TB, It would be prudent to
observe the same good hygiene practices until declared free from the

disease and sate from transmission

18.2. Once diagnosed to be with TB, emplayees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee's choice. However, it is imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may glive rise to complications, bn'- _r~. 45 resistance or even
the failure of treatment, which may make it harder to treat the infection and
result iri a langer absence A

1.8.2.1 An absence fram work due to medical reasans of over six [&]
maonths ‘may result in the termination of one’s employment as
provided for by the Labor Code of the I?hrhﬂ;nluﬂ. under Arl, 284 —

Disease as Ground for I-f'-:rTunﬁLquﬁ

3.83 Employees are required to undergo an annual compulsory chest X-ray
through the Annual Physical Examination. If for any reason an employes
fails to secure a chest x-ray at that time, he/she.shall be directed to secure a
chest x-ray at an accradited clinic by hisfher respective Infirmary/Health
Services.

1.9 The Company shall ensure that any 1B occurrence in the warkplace Is traced and
that all contacts are clinically assessed, as much as feasible.

.10 An employee afflicted with T8, who has ypluntarily undergone the
treatment and rehabifitation program (DOTS) prescripad, and who s finally
declared to be in a non-commuricatile stage, may be allowed back to work
subject to being given a medical clearance by a Comparry designated physician.

5.11 Employees (those afflicted with the disease or those identified under

contact tracing) who refuse o covperate and dutfully observe lawful
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instructions (undergo a medical chﬂck -Lip andfor treatment), may be subject to
disciplinary action proceedings for isubordination (the penalty of which may
range up to the termination of one's efmploymentj,

4. PROCEDURE 4]

L]

4.1 The respective~blealth Services of H-e'{fmnpanv {arid/are the contracted Health
services Prowder) shall coordinate with the Occupational’ Safety and Health
Center who shall provide preventive and techmcaT assistance I the
implementation of the Workplace TB Control and Mahagemem Program.

4.2 An employee who undergoes the Annpul Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded Lo*company clinic/HRD.
Employees wha fall to underge the requisite annual chest x-ray shall be directed
th secure one at an accredited clinic o by hls,r‘her preferred Infiemary/Health
Sarvices i
421 Those with medical findings shail be required to undergo further medical

check-up. All medical records in connegtion with this second/ further check-
up shall be submitted to company clinic/HRD and his/her respective
Infirmary/Health Servites, = !

i ' #
I‘I L

4.2.2. The emplayee shall then coordmate with.company clinic/HRD and his/her
respective Infirmary/Health Services for the fext steps,

4.3 An employee wha s suspected to be afflicted with TB, whether as a direct suspect
or by contact tracing, shall tooperate fully with . his/her respective
Infirmary/Health Services (and/or the contracted Health Sérvices provider) If
the employee 1ests positive for TB; the empioyee Shdll undergo the DOTS
program to its complation. ' ’

. .

4:4.f the employee needs to undergo a \eave of absence to recuperate, he/she will
be allowed to use the appropriate leave before he/she may request to be
permitted to go on a Leave of Absence. without Pay {LOA),

i *

14.1. The employes shall ohserve the requisite ﬁrucehur'e in applying for a
leave ' .

442, The Unit concerned shall ensire that the-requisite procedures are
observed by the employee and that the campany clinic is duly informed.

4.5 An employee may be allowed 10 go on a medical leave of absence (without pay)
far a maximuam period of s (6) months, " The concerned employes shall submit
an apphcation for a leave of absence before goinp on leave.  Said leave
application shall be subject Lo apgroval at the sole dl-;uw.liun of the Company
Management

451 Thesameprocedures under 4.2.1 tg 4.2.2 shall be observed.

& -
A
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Date : February 22, 2018

To : ALL EMPLOYFES CONCERNED

From : Human Resources n !
Thru : Dperations Manager

Subject : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBRIECTIVE

1.1.Iploy Inc. is committed to conform 1o the established BIL.'er.l;]rti'a assurance ol
customer satisfaction, protection of our environment and heaith and safety ir
the workplaces. ;

1.2, The company promotes and ensuras g healthy environment through its various
Health programs to safeguard its employees. And as part ol the company's
compliance 1o DOLE Cepartment Advisory No. 0%, Series;of 2010 (Guwidelines for
the Implementation of a Workplace Policy and Program ‘on Hepatitis B), this
Program has obeen developed. This ij‘ugrﬂm is aimed to address the stigma
attached to hepatitis: B and 1o ensure that the employees’ nght against
discrimination and confidentiality is maintained

1.3 This guideline is formulated for evervbody’s information and reference for the
diggnosis, treatment, and preventjon of Hepatitis B This will Inform the
employees of their role as well as the company in dealing with Hepatitis B. A
healthy environment encompasses a good working relationship and great output
for continuous business growth

2. COVERAGE
2.1 This Program shall apply to all emplayees fegaﬁdﬂe-ﬁ's. of thelt employment status
3. POLICY STATEMENT
3. 1. mplementing Structure
3.1.1. Iploy Inc. Hepatitis B workplace policy and program shall be managad by
its health and safety committes, Each division or department of the
Company shall be duly represented
1.2 Guidelines

1.2.1. Education

351 Hepatitis 8 shall be conducted through distribution and posting of
|[EC materials and counselling and/ or lectures; and
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L employeas wilh
Hepatitis B are encouraged o work through flexible |eavi
irrangements, rescheduling of warking time and arrangement o
return to waork

4.1.14 Screening, Diagnosis, Treatment and Referral to Heallh Car

WETVICES
4.1 The company shall establish a referral system and provide
access 1o d agnostic and treatment services far its emplovees ol

appropriate medical evaluation/ monitoring and management

4.1.1.4.2 adherence (o the guidelines for healthcare providers o
the evaluation of Hepatitis B positive emploveess i Righly

EncOuragec

3
1.1.1.4.3 SCraar g for 'r-||l:a|:...|' tle B'ag'a prereguisite to emplovment
shall not be mandatdry
- 01 [l i Compensation
- 1.5:1 The company shall provide access to Sotial Security

Systemn and Emplovees Compensation” benefits under PD 626

df employee contracted with Hepatitis B infection in the
performance of nis duty
5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
=103 Emplover's Responsibilities
l Managemern ather with ‘employess’ organizaticy
company focal personnel for numan, resources and safety and

health personnel shall develop.amplement, monitor and evaluats

the workplace policy and pregram on '-lf'p.:".'! 58

The Health ant Safety Commijttee shall ensure tt
company policy and program 15 adequately’ funded and made
nown Lo all employees
o il e i The Humarn Resources Department shall ensure that thel
policy and program adhere to existing legislations and guidelings

Including provisions on leaves, benefits and insurance

Management shall provide |nfarmation, education and
lraining on Hepatitis B for its workforce consistent with the
standarchzed basic information patkage developed by th
Hi |1"r’l = F i.'-'.'-'|.5. f nov avallable within the g -I-.I""-'-.r""

provide aCoess Lo anigrmatiorn
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e b Hp The company shall ensure non- discriminatory practices in
the workplace,

ol Sy i The management ‘together with the comipany focal
personne! for human fesources and safety and health shall
provide appropriata [}IETSL'JF'IH| protective equipment to prevent
Hepatitis B exposure; especially Tor emplovees exposed to
potentially contaminated blood or bady fltid.

0 e The Health and Safety Committes, together with the
employees’ arganizations shall jointly review the policy and
program for effectiveness and continue to improve these by
networking with government and organizations promoting
Hepatitis B pravention

51.1.1.8 The company shall ensure confidentiality of the health
status of its emplovees, nclucing those with Hepatitis B,

= T i 59 (5. The human reseurces shall epsure that access 1o medicn
records is limited to authorized personnel

5112 cmployees Responsibilities

=i e | The employees’ organization is reqguired to undertake an
active role in educating-and training their members on Hapatitis
B prevention and contrel. The |EC program must also alm at
promoting and practicing a healthy lifestvle with emphasis on
avoiding high risk oehavior and other risk factors that

expose employees o Jncreased: risk of Hepatitls B
infection, consistent with the.standardized basic information
package developed by the Hepatitis B TWG.

51,123, Employees shall practice non-discriminatary acts against
co-employees an the ground of Hepatitis B status

51,123 Employees and their arganizations shall nat have access 1o
personnel data relating to-an employee’s Hepat itis B status, The
rules of confidentiality shall apply in carrying put union and
grganization functions.

5.1.1.2:4. Employees shall comply with the universal precaution and
the preventive measures '

5111.2:5 Employeas wilh Hepstitis B may Inform the health care

pravider or the company physician on their Hepatitis B status,
that 15, If their work activities may incregse tha risk of Hepatitis B
infection and trapsmission or put the Hepatitis B positive at risk

lor aggravation
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[ate :January 1, 2018

To cALL EMBPLOYEES CONCERNED

From Human Resources

Thru Operations Manager

Subject : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE !

n compliance with Article vV ol h--!nmi:t Act No, 9165, etherwise Kiown a
the Compreherisive Dangerous Drugs Act of 2002, and itsidimplementing Rule
ind’ Regulations and DOLE Pepartment Order No. 53-03, series of 2003
(Guidelnes - Tor the Implementation of a Drug:Free Workplace Pohoies and
Programs for the Private Soctol lploy Inc. hereby adopts the foll W

policies and programs to achieve a drug-free workplace;

1.2 Company pobcy s to maintain & workplace Iree of llegal drups. Too ensun
that the objectives of the company arporate aglicy are me! [he company
mplementing this drug-free program The program will have the fallowing

emeint
2. COVERAGE

(s Program shall apply to all employees regardiess of their employment

tatiis
3. POLICY STATEMENT

1.1 The use, possession, solicitation for, or sale of dangerous drugs on company
premises ar while performing an assignment

the influsnce of Iangerous arug IWayv Trom Lne

jeing impaired ar unde:
ompany, if such impaifrment or influgnce adversely affects the employep™
aork

the company s reputation

performance, the safety of the I,-:;p:.' wee or.of others, or puts at risk

Possession, use, solicltation for, or sale of dangercus drugs away from the
company - premises, if such activity*or involvement adversely atfeqcis the

emploves's work performance, the safety of the employee or of thers. o

putsal risk the company's reputat

34 The presence of any detectal imount of dangerous drugs in the
employee's system while at work, while l.-'!lll}'ql: premises i if the company, o
while on company busineg '‘Dangerous Drugs” include those listed in the
Schedules dnnexed Lo the 1961 Single Convention on Narcotic 'Drugs,. as

amended by thie 1972 Protocol, and in the Schedules annexad 10 the 1971
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Single Convention on Psychotropic Substances as enumerated in the

attached arinex of R.A 9165,

4. MANDATORY DRUG TEST

1.1 To ensure that ohly those qualified shall be screened and recruited to prevent
the detrimental effects le.q. lower productivity, poor decision’ making,
increased acoidents: more campensation cigims; and reduced team effart)
which drug use and abuse may ¢cause in the warkplace, the conduct of
mandatary drug test shall be required for pre-employment

1.2, Ipley Inc. designates company accredited or affiligted center, a duly
accredited drug testing center by the Department of Health (DOH), as its

autharized drug testing laboratory:

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

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

drug testing at any interval determined by the Company

4,32, FORCAUSE TESTING: The company may ask an officer/employee 1o
submit to a drug test at any time it feels that the employee may be under
the influence of drugs, Including, but not limited to, the following
circumstances: evidence of drugs L:-:I ar about the employee’s person or
int the employee's vicinity, unusual conduct on the employee’s part that
suggests Impairment or influence of 'drugs,  negative performance
patterns, or excessive and unexplained absentegism or tardiness

4.3:3. POST-ACCIDENT TESTING: Any officer/employee. involved in a "Near
Miss” incident or "Work Accrdent! under circumstances that suggest
possible use ar influence of drugs may be asked to subimit to a drug test
Ay defined herein, "Near-Miss” means an incident arising from or in the
aourse of work which could have led to injuries or fatalities of the
workers and/or considerable damage to the employer had it not been

urtailed. "Work Accident” refers to unplanned or unexpected
orcurrence that may or may not result 0 personal injury, property
lamage, work stoppage or interference or any combination thereof of
which arises out of and In the course of employment

4.3.4. All drug tests shall employ, among others, two (2} testing methods, the
screening test which will determine the positive result as well as the type
af the drug used and the confirmatary test which will conlirm a positive
screening test. Where the ' confirmatory test turns positive, the

company s Assessment Teamn shall evaluate the results and determine
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the level of care and administrative interventions that can be extended
Lo the concerned emplovee

4.3.5. Iploy Inc. shall inform the officer/femployee who was subjected 'to a
drug test of the test-results whether positive or negative

4.3.6. All costs of drug testing shall be borne by 1pioy inc
5. TREATMENT, REHABILITATION, AND REFERRAL

5.1 An officer/employee who, for the first time, 15 found positive of drug use,
shall be referred for treatment and/or rehabilitation in 2 DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least three (3}
accredited facilities which an emplovee who was tested positive for drugs
may choose fram,

5... Following rehabilitation, the company’'s Assessment Team, In consultation
with the head of the rehabilitabion center, shall evaluate the status of the
drug dependent employee and re ommend to the employver the resumptian
of the employee’s job if hefshe poses no “serious danger to hisfher co-
employees and/or the workplace

5.3 Al costs for the treatment and rebabilifation of the drug dependent
employee shall be charged to his account. The _nenr‘m' during which thea
employee is under treatment or rehabilitation shall be considered as
authorized leaves.

5.4 Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under R.A. 9165
and is a ground for dismissal :

6. ADVOCACY, EDUCATION AND TRAINING -

6.1 Iploy Inc. undertakes to increase the .aau-.=3|'£gv'-u-e,:, and education of its officers
and employees on the adverse effects of dangerous drugs through
cantinuous advocacy, education and training programs/activities to all its
afficers and employees

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

6.2.1. Salient features of B.AC9165;

6.2.2. Adverse effects of abuse and/or misuse ofidangerous drugs on the
persan, workplace, family and the community;
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B.2.3. Preventive measures against drug abuse; and
f.2.4 Stepsto take when intervention is needed, as well as available services
far treatment and rehabilitation :

To encougage all officers and employees to lead a healthy lifestyle while at

work and at hemae, Iploy Inc. undertakes to conduct the following activities a:

gften as possible

6:3.1 Lfestyle -assessment programs on health nutrition, weight
rhanagerment, stress management, alcohol abuse, smoking cessation, and
other indicatars of risk diseases;

622  Health wellness screenings (e.g. blood ,L?.’.E"'Hl:l'h"' and heart rate,
cholesteral test, blood glucase, etc.);

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

b.3.4. Other activities promating health and wellness

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1 Iploy Inc. shall ensure that the workplace policies and programs on the
orevention and cantrol 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 palicy has been read
and understood by them . '

7.2 Iploy Inc. shall maintain the ﬂ:le'l'l"|I-_"."'|T|J|I|'lf' of all infermation relating to drug
tests or to the identification of drug users in the workplace; exceptions may
be made only where required by law, in case of overriding public health and
safety concerns; or where such exceptions have been authorized in writing by

the person concerned v

7.3, Al efficers and emplayees shall enjoy the right to due process, absence of
which will render the referral procedure ineffective..

8. CONSEQUENCES OF POLICY VIOLATIONS

& 1. Any officer or employee who uses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article || of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent pravisions of the said
Act

8.2 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 vl of the Labor Code and undeéer RA'9165
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9 [IMPLEMENTATION AND MONITORING

91.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management t& ensure a drug free
warkplace, For this purpose, an Assessment Team shall be constituted in

accordance with D.Q. 53403
10. EFFECTIVITY

10,1 This Policy shall take place affective |rnr1'nﬂ':"rm[r--|‘r_ and shall be ‘made

known to every employee
11, ATTACHEMENT

21l Irig-Free Workplace Folicy and Program Acknowledgement

l |
WLERS
Prepared by: lo Hahna k. Melecio
Human Besources

Reviewed by: Alfrédo P_Cdtmarillo Jr.

Director of Operations

Approved by: Yisroel Y. Glssinger
CED



rue-Free Worknlace Brc gram Acknowladgement i

| heseby acknowledge that | have recelved and read .I_:niu'J'.,' Int, Brug-Free Workpolace Policy
ang Fragram, a summary of the drugs which may alteror affect a drug Lest and a list of
ccal Employes Assistance Program providers or local arug and alcohol treatment
programs. | have had an ppportunity to have all aspects of'this material fu Iy explained. |
also understand that | 'must abide by the Program as a condition of initial and/or
continued employment, and any viplation may result in disciplinary action up to and

including termination

| also understand that during my employment | may be required to submit to testing for

a of drugs or alcoho!l in my body. | understand that sutimission to such testing

s acandition of employment with [Company| ana discigrinary action up to and includi £

ermination may resit i

] refuse o consent (o testing
2 refuse to execute all formes of consent and release of |!-_H| Ity that are VEVEL v and
reasonably associated with such examinations

3] I refuse to authorize release of the Lest resu

ts to the company
4) The tests establish a violation of [Company]'s Drug-Free Workplace Palicy
i
3) otherwise violate the policy
;
I alsoy recognize that the Drug-Free Workp ace Poliey and related documents are not

intended to constitute a contract between Iploy Inc. and me

The undersigned further states that hefshe® bas read and understands the above

ackrnowledpgement and signs below af his/her own free will

~ 04uls2

DATE

I'|.'.'.-II I Nl I;'pll 1 f“'. i
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[tate January 1, 2018 . o
To SALL EMPLOYEES CONCERNED
Fram sHuman Resources
Thru Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ﬂ.NTI -SEXUAL HARASSMENT

1. CBIECTIVE
1.1. The follawing policles and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment in its werkplace and to provide the praocedure for
the resolution, settlement and/or disposition of sexual harassmeant cases

2. COVERAGE
2 1. This Program shall apply to all J.?-fnplol,ﬂeés regardless of their employment
status, '

3. POLICY STATEMENT :

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

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

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

2.4, DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual

harassment set forth in Section 3 of RA. 7877. It provides that sexual

harassment in workplace is committad by -an employer, employee, manager,

supervisor, agent of the employer, or any other persan who, having autharity,

influence or moral ascendancy over another in a work E'n'.rlmnmen!, demanids,
W
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requires or otherwise requires any sexual favor from the other, regardless pf
whether the demand, requests or reguirement for submission 5 accepted by

the object of sald Act

n a work-related or employmeht .environment, sexual harassment

The sexual faver is madeas a condition in the hiring er in the
empiovment re-emplovimer or continuad. -employment oF sald
ndividual, or in granting-said l."|rf|'..-'|*.';ua| favorable compensation, terms of
conditians, promotions, or ;-rl-.niflrgn-n-_ ar the refusal to grant the sexual
favar results in limiting, segregating or classifying the emplovee which ir
any way would discriminate, deprive or “diminish employment

opportunities or atherwise adversely affect sald employee;

344 the above acts would impair the employees’ rights or privileges under

existing labor laws; or

34.3. the above acts would result in an:intimidating, hostile, or offensive

P

grvironment tor the emplaovee

. WHERE SEXUAL HARASSMENT IS COMMITED

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

3.51. Inoarautside the office building ':.H"_-"-"'::If'-lllg Gite;

al office or training-related soctal functions:

353, inthe course of work assignments autside the offic

1.5.4, at work-related confarances, 1'1"‘-’.'“1' or .lr.||r1:r‘|'|_='_ sRsslons: or

3.5.5. during work related travel
3.6 FORMS OF SEXUAL HARASSMENT = °
Sexual harassment may be committed in any of the following forms

3.6.1, COvert sexual advances,

3.6.2. LUnwelcome arimproper gestures of affection:

31.6.3. Request or demand for sexual favars including but not limited to going
out on dates, outings, or the likefor the same purpose

3.6.4, Any other act of conduct of a sexual nature or far purposes of sexua
gratification which is generally f]nr‘p:'ﬂ,fl}ltg, disgusting or offensive ta the

vichim
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WHAT IS NOT SEXUAL HARASSMENT  ~

Sexual harassment does not refer to occasional compliments of a socially
acteptable nature t refers to behavior that is not welcome; that s
personally offensive, that debilitates morale, and that, therefore, interferes

with'work efHectiveness
5. EMPLOYER'S RESPOMNSIBILITY ; .

Iploy Ing. undertakes to provide. its officers and employees a wark
gnvironment free of sexual harassment by management personnel, by co
workers and by athers with whom officers and employess must interact
the course of their employment in Iploy Inc. Sexual harassment is specifically
prahibited as untawful and as a violation of company policy. The company |t
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
far promptly investigating any allegation of work-related sexual harassment

4. PROCEDURE
1.1 COMPLAINT PROCEDUWRE

4.1.1. Anv officer or emplovee, who experiences of witnessgs any act ol
sexual harassment in the warkplace, shall report the same immediately
1o the Committee on Decorum and investigation: T|||’-'-,' nray also report
acts of sexual harassment . to any other member of Iploy Inc
managerment or ownership. All al egations of sexual harassment will be
quickly investigated, To the extent possible, the identity of the officer or
emplaoves shall remain confidential and that of any witnesses and the
dlleged harasser will be protected against unnecessary disclosure. When
the Investigation i1s completed; all parties will be informed of the
outcome of the investigation. !

'
"

4.1.2. A Committee on Decorum and Investigation shall be constituted and
hall be composed of the management and the employees
representative to receive complaints, investigate and hear sexua
hatassment cases. The Committee -shall develop Its own rules in the
spttlement and disposition of sexual ‘harassment cases: The Cormmittes
shall also develop and implement programs to increase understanding

and awareness about sexual harassment

4.7 RETALIATION

4.2 Iploy Inc. will permit no empleyment-based retaliation against anyon:
who brings a complaint of sexual harassrment of who speaks as a witnes

in the investigation of a complaint of sexual harassment
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1.5 WRITTEN POLICY

1.3.1. All officers and employees of Iploy Inc. shall receive a ctopy of the
company’s sexual barassment palicy uptin assumption of their respactive
offices IT at any time an officer of employee would like another copy of
thie policy, please contact the, Office of the Committee an Decorum. If
iplay Inc. should amend or. modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or

modified policy
5. CONFIBENTIALITY

3.1 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
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information pgathered . through the: investigation process
confidential at all times, even after the conclusion of the irivestigation proper

i
i

6, EFFECTIVITY

5.1 This Policy shall take place effective’ immediately and shall be made known to
avery employvee !

|
1 f\

)
LALLMV
Prepared by: Jo Hanna R, Melecio

Human Kesources

/ ¢

Reviewed by: Allred \ Camarillo Jr. -

eviewed by Allr o ¥ Camarillo ;
Divectaor §f Operation: \

CED



T

Iploy I-nl:.

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 1 HR Staff
Ma. Blesila Vestil : CSR - Phone
Junamel Brigoli , ~ CSR - Phone

Submitted by:

Yisroel Y. Gissinger
CEOQ




@ , 9
[®lay Incos porated ) >
itk Flogt MSY Tower g" IP,OY

Poscadpres Hoad Cebu Busineass Park,

Covtiu Sty 0
DATE ; April 3, 2018
T : ALL EMPLOYEES
FROM : HUMAN RESOURCES DEPARTMENT
HRU OPERATIONS MANAGEMENT.
SUBIECT MEMD: RESTROOM GLIDELINES
lpiay Inc. provides unisex restrooms-available so that employees can use them when they nead

to do <o, One is located inside the operation floor and second |s in‘the hallway outside the
peration floor. However, thost who are uncomfortable, has issue with the unisex restroon

wa have J separate smple, private restroom available for use. |
&

Wioreover, any employee with concern/issus in using the unisex restroom, please visit Humar

Resources office to ger door access pass. Otfice security, Log in and Log out procedure shatl
L

apply

Furthermuore, it & essential that all emplovees should comply and observe the restroom
eriguette 8

o Knock it the cubitle appears to tJe,g::f:ruplEr‘i Dnu | rmph. under the doors

» Lockthe cubicle door when vou enter

s Stand close enough to the pgar af urinal 50 you don't wet the seat walls or
floor . 4

o Flushthe toidlet after use and wipe off the toilet seat for the next Lser

* Papertowels go in the trash can, not on the floor or in'the toilet bowl

o Wash your hands to prevent the -::p';'uad of colds and the flu

¢ Please use water and paper lowels conservatively .

For your information and guidance.

I "‘ld M%}euu . : ' _L

Fuman d'i sources

§  Ebarola ahlss

Noted oy CRE IR I. .

1o Gamarillo Jr.
Iperations
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Foebiruary 27, 2018

To : ALL EMPLOYEES |
FROM : HUMAN RESOURCES DEPARTMENT
THRU : OPERATIONS MANAGER
SURIECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following s issued to ensure the effective enforcement and strict observance of all
employees on office attendance and punctuality '

To ensure etfective implementation and monitoring of office security

1. Cmployees are required to lo
if the door is apen

2, Employees are allowed to be inside
their scheduled time

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

ginand log out using the biometric and the RF ID, even
the office and to Log in thirty (30) minutes before
iﬁ the locker before longing in/going inside
Once an employee logged in and inside the prndluctilun area, they can no longer go

outside until their 1* break

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

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

7. No tailgating ;

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

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

10.

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

11. Submit self to magnetic wand scanning with the security personnel

12. Only water in a clear container is allowed in the operation area and recreation room

For guidance and strict compliance.

]« /
Lilt lb
Jo Hﬁr‘%ﬁla;i"v! ecio
Hurman Resources

il (- Bhoarola G('T[ll['l'b

Noted by: . m{lf

—
Alfredo Sﬁ’tﬂri!#ujr,

Dlrb{lur nfl,IDBeratians

Scanned by CamScanner
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DATE : Navember 17, 2021
TO J ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBIECT J 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.

e NOstoring of perishable foods/leftovers inside the locker.

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

e NOtransferring of lockers, Transferring of lockers s subject to 'apprnvai.

o Checking/audit will be done from time to time and once unassigned lockers are being used, they
will be forced open, and the company will not be liable for ‘padlock replacement nar
reimbursement.

# Any sort of action that may result in damage to property is strictly prohibited. This incluges oot i
not limited to graffiti/vandalism, posting of stickers, damage to fdcility property such a5 the forces
opening of lockers without the management/HRs' knowledge or consent, etc.

* The company will not be liable for the loss or damage to any personal belong ngs ‘% unantenced
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 neglgence.

» Forced Open Request due to lost padlock key of 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 wia 2mail to hr@iploy.com
and must wait for the approval.

* NOLOITERING inside the locker room

* Unassigned Lockers with cabie ties should not be opened

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

Failure to comply will be dealt accardingly.

Prepared by:

Carlos Gatlung A!freén %a ﬁ;ln
General Manager Directo perations

, rules and conditions

| have read, understood, and agreed to comply with the foregoing po

gaverning the iPloy Locker Policy.

Emplnyée Signature Over Printed Name/Date
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lia . ALL EMPLOYEES
FROM OPERATIONS MANAGEMENT
SUBIECT 3 ATTENDANCE BOMUS 2020 ’ ;

As we end the year 2019, ifloy would like ta ser clear key procedures and puhl;ies.' This memorandum serves as
reminder to be followed:

PAYROLL

1, immeculate Attendance Bonus Is for employees with parfect attendance. Employee should NOT commil any
scheduls deviations like tardiness, unscheduled absences, undertime and overbreak. Failure 1o punch in = aut for
breaks will also disgualify the employes. Mo wabvers will be glven.

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

3. Employees who tendered their resignation before the release of the Sign On Bonus (First Hall or Second Half) will
N langer b eligible to receive L.

4. Employees qualified for the Sign On Bonus (First Half or Second Half] will receive it an the 30" of the succeeding
ranth from aligibillty. i

5 Eligibility for the anpual mart increase is based on overall performance and manageament discretion. Pay out s

at manapement's discration,

MEDICAL CERTIFICATE

1. When must the medical certificate be datedy

. | day absence = the medical certificate must be dated on the day of absence or the next day. |f the absence
falis on a Friday, the medical certificate must be dated the Saturday that immediately follows = at tha latest. |
cannol be dated on the day thal the agent is 1o report back 1o work.

i
. 2 ddays absence - the medical certificate must be dated on the initial day of absence ar the next cey, IFthe
absence falls on a Thufsday, the medical certificate must be dated either that Thursday or the next day - at the
latest. 11 cannot be dated on the Saturday that immediately follows.or that Monday thal the agent [$ Lo report back
to Wik s

" 3 days of absence or longer - the medical certificate nrast be dated an the initjal day of absence or The nexi
day. |t cannot be dated-on the day that the agent reports back towork with the adyice to rest antedated from the
iniial date of absance. Also, the-advice to rest is inclusive af rest days,

a Ex: If the agent is absent ona Friday and the medical certificate states advised to rest for 3 days,
that s inclusive of the day of absence that the agent took to rast plus Saturday and Sunday - the agent must be back
b wioar b on Monday.
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Q If the doctor prescribes rest, the medical certificate must Include the number of dinys af rest. The

advice to rest cannol be antedated
) There must be a it to'work date.
(¥ The anly exception to the Medical Certificate date guidelines is i the employee has been

haspitalized, "

VACATION LEAVES

'
¢

1. The company reserves the right to approve and disapprove all vacation leave (VL) reguiests,
2. Employes must exactly hive the corresponding credits for the request to be approved.

| credit = 0One Day

S credit = Half Day

3. Employee with perfect sttendance 60 days from the requested VL date will ba given priority in the approval of
leaves. ThisIs a wiy of rewarding emplayees with perfect attendance,

4. The company and client have the right to disapprove leave requests and candel approved leaves for those
employees who committed unscheduled absences on the prior month and en the current month of the requested
time off including poor attendance recards, behavioral and productivity issues,

Manager

MNoted By; Approved By:
MARISHK ARCILLA JAY GISSINGER
HIt Superviidr Chiel Executive Officer

ALFREDO CAMARILLO JB. f
Director of Operations ' s
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Date : November 17, 2021

TO + ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject :RE: SICK LEAVE POLICY

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

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

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

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

MNote: No more Manual fillng of Sick Leave except if the EmpJD?EE was hUEpltahzed and/or
quarantine due to COVID-19.

4. Below are the documents needed to provide to use the paid sick leave;
= Employee’s illness or injury

» Atthe discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the employee is again
physically able to perform his or her dufies, (Medical Certificate with Fit to
Waork) )

# Blacklisted Doctors and clinics’ will nm be h-::-nored {Please refer to the
Blacklisted Clinic/Physician Memao)

§
» Bereavement leave [Please refer to the Bereavement Leave Policy)

= Emergency leave

» Validate his/her absence through supporting documents as to why she/he was
having emergency leave an the said date.

¢ Power Outage
# Certification from their electricfpower suppra,r prousder:eg VECD, CEBECO,
MECQO) :

* Internet Outage
# Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
# Picture of the modem (showing red,nio light in “internet”)

5, Any unauthorized sick leave will subject the employee to dlsciplinaw action, 5L is unauthorized
under the following circumstances:
e The employee failed to inform the immediate superior or HRD about-his/her absence due to
illness unless fully justified.



iPloy Incorporated . e
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Cebu City 6000

= |f sickness claimed is fictitious or non-existent,

6. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of 5L 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 gulded accordingly.

Created by:

Noted by:
e fheibge ‘
Alfredo Eagjarilln Ir. Angelo Manal ' Carlos Gotiong

Director, Uqﬁeratfﬂns Operations Manager General Manager
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November 12,2019
ALLEMPLOYEES
HUMAN RESOURCES DEPARTMENT

OFERATIONS MANAGER
555 SICKNESS CLAIMS — 5 CALENDAR DAYS

For those employess’ who wants to file for sickness claims must submit the duly accomplished 555
natification 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, friehds and workmates to submit
their form i Accounting office '

A member is qualified to avail of this benefit if

1. He lsunable to work due to sickness or injury and confined gither in a hospital or at home for at
least four (4) days;

2. He has paid at least three (3) manths of contributions within the 12-month period Immediately

hefars the semester of sickiness or injury;

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

4. He has notified the emplover or the 555, i unﬂmnim.rpﬁ uniunmw or salf-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.

Far your guidance.

IFthere are any questions or clariflications, please feel free to approach the Human Resource Department.

Sincerely,

W

o

Marishka | .l?:il]a
Human Re E"l’} 517

Moted hyr'

Alfr ﬂpantln Jr.

Dlr.:f;_pz Jperations

ot ._EECII"‘D\"‘. q(‘h'ﬁ
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DATE : December 7, 2022

TO . ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

The following clinics and/or physicians 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. Tequille MD Clinic
Lolita E. Abella-Libres, DMD
Dr. Omar Arceo, MD
Sia Clinic
Health Doc Dlagnostics
Gaudioso Montecillo Ir., MD
Now Serving
br. Guian Darnell Sumalinog
. Clinies/Physicians without complete contact details such as but not limited to the following:
10.1 Doctor's name
10.2  Doctor’s license number
10.3  Clinic/Doctar Phone number
10.4 Date of Actual visit
10.5  Diagnosls
10.6 Recommendation
10.7  Fitto work date

W NO VR W

e
o

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

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

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

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

Kindly take note that if the clinic/Physician has any of the: fullﬂwmg factors below will not be accepted
as valid medical certificate:

1. Phone numbers shown in the medical certificate are incorrect and can’t be
validated/contacted.

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

HR/Company Nurse/Company Doctor, |

The Clinic/Physician does not entertain phone validatmns for the certificate issued.

4, Caters primarlly on cosmetic procedures and consultations,

Loz
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Since hospitals and clinics are now having less restrictions for consultations, it is highly recommended
to do a face-to-face consultation. If for whatever valid reason, a face-to-face consult is not possible,
a tele-consult will only be accepted provided that the following conditions are met:

1. Procedures required were followed/undertaken and complied prior to return to work to
ensure that the Physiclan will be able to get the final diagnosis and provide appropriate
recommendation. :

2. Diagnostic procedures, as needed, to rule infrule out conditions with similar presentations
were accomplished prior to return to work,

3. Consultis done on the day of the absence,

This updated memorandum shall take effect on December 15, 2022,

For strict compliance.

Prepared by:

N%ﬁhza i \dry
E yee Relations Supervisor _ H

*f f)oaralq 1!{! Ha

Noted by: - _ )
A fodi— s
Ra staii Nifito Angelo Manal Ifred Camarillo Jr.
HR Manager Operations Manager Directtyr of Operations
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Date x Movember 30, 2022

To £ ALL Employees

FROM 3 Human Resources Department

SUBJECT : VACATION AMD SICK LEAVE COMVERSION

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

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

@ No retraction of approved Vis. If the employee reports for work on the actual VL date, the VL
will not be reimbursed and will ba voidad,

e Mo rescheduling of VL once approved.

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

Mote: Approval of VL requests will be on or befare Decemnber 14, 2022,

Furthermaore, If the employee rasigns or gats separated from the company either valuntary or Invaluntary,
all avallable VL credits will be forfelted and will not be part of their last pay if;

s Employes filed an immediate resignation and/or failed to provide a 30-day notice.
Employee went on Absent Without Officlal Leave (AWOL)
Employee incur any leave, absences, and/or any form of terminal leave within the 30-day notice
period with the exception that the employee provided a valid documentation such as but not
limited to hospitalization due to sickness, accidents, or contagious diseases,

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

= Employee will have issues with performance including but not limited ta quatity, producsiwey. &
client escalation within the duration of the 30-day notice.

= Incurred any behavioral infraction such as but not lichited to Sleeping, Browsrg Usesassd
Websites and atc.

Furthermore, SL and VL conversion maybe subject to tay. Shouid you have guestions pecsinng o this
memo, feel free to reach out to our Accounting persannel at Accounting@iploy oo

Signed: -

E&Q&lﬁﬁhﬂ a P -
HR Manager HR Man Lo oy Manager
Noted by:

ool it ana ol

Operations Manager Director cf Deser 2o

Approved by;

ol

CEQ
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DATE ; April 26, 2018

To ; ALL EMPLOYEES

FROM ; HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MAMNAGEMENT

SUBIECT ! Maxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THAT THI5 WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

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

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

The guarters are as follows

1°t Quarter — December, January and February

2"4 Quarter — March, April and May

34 Quarter — June, July and August

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

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

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

1D # NAME TEAM LEAD SIGNATURE

Al4C Marveln ¢ Eoarda e | ‘ézzﬁf

/

Regards, ‘Noted By:

}‘ Pl ™ € _,-rd";;'? fﬁ
Marisftka Iris Arcilla Alfredg Camarillo Jr. A[)éﬁar o Qa‘ga ea
Humain Resource Director of Operationhs Operations Manager

_Ear tiohg
< @enheral Manager
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December 17, 2019

ALL EMPLOYEES
FROM OPERATIONS MANAGEMENT

SUBECT CLEANSING PERIOD

Ploy Staffing Solutions belisvs n giving employees enough room for improvement to straighter ut

employment in réegards o compliance 1o out company’s Code of Conduct. The aim of this approach iz to he

maotivate employess rectify passed offenses and start anow

Cleansing Period pertaing to the time when an employas who his been subjected to a Dinciplinary Aot

sxpected to iImprove performance. Ample time s given 1o correct impropar bhoet rand | !

committing any other infractinons

Fan employae does not commit the same infraction for the specified cleanying peri the progr
disciplinary action will slide back to a level depending on it type. Please refer to table bel
|
1"
|

Attendance G

t

Productivity f

Behavioral 12

The counting of the Cleansing Period will start based on the date wher
for infractions will stlll be kept in the Employee’s 201 File regardiss
The Cleansing Period bs effective January 1. 2020 covering

Noted B =1

ALFREDO Cagasm i) 2 JAY GISSINGER

rELtOF - Chiet Executive Dfficer
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CODE OF CONDUCT AND DISCIPLINE {Table of Infractions)

L STATEMENT OF POLICY

The Code of Conduct and Discipline is designed 1o ensure healthy and positive working
emvironment, and hopes to maintain and uphold professionalism amaong (Ploy Inc. employees.
The estabkshed nomms herein set forth are geared towards the attainment of the Company's
Goals and objectives. It & worthy o emphasize that the Code is not meant to be oppressive noe
it & intended to threaten and intimidate employees. Indeed, it serves as the guiding principles
on what is expected of its' emplojess 1o conduct during the Bntire employrment here in Ploy,
nc.

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

1. The right to discipline and discharge employees for just and proper causes |s management's
prerogative enshrined from the 2087 Philippine Constitution.

Z  Falrness and justice shall always govern the mposition of discipfivary acbions. Bosting Lebor
Laws, implementing Rules and Jurisprudencs will always be observed,

3. The full gnd strict maintenance of discipline js the management's responsibility. Thus, it shall be
the primary concern of immediate superiors and department heads o inltiate any disciolinery
actions against their subordinates whenever a violation of the rule is committed.

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

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

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

7. The managemnent may mitigate the penalty to be imposed, subject however to management’s

approval and upon compliance o the conditions set forth by the latter,
8. Incasesof multiple viclations of this Code, the foflowing rule shall apply as to the penalty o be
imposed:

Minor offense = Seciows offeme = The highsr peealty shall be imposed.
_ 2 ar maee offerses under the same calegory = _ Ii!ﬁ—ﬁf}liﬁ%ilﬂﬁ!ﬂn-?—:ﬁh_g& ._

. PROCEDURE

Wy WaEoi ot e

i
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1. incident Repoet will be submitted to Human Resources {HR) within 2 warking days from
the date of the incident
2. Human Resources will Bsue a Notice 1o Explain INTE} to the empioyee within 3 working
days,
3. Direct Superior should coach the employes within 5 woerking days from the Issuance af
Ihe NTE.
4, Coaching Form and Written Explaration of the empioyes should be submitted within 5
working days from the ivsuance of the NTE.
5. HA wall issue Notce of Decision with or without sanctions witnin 5 days from the receipt
of the Coaching Form and Wiitten Explanation.
. Fafture to provide Written Expianstion snall comstitute 5 weiver of the employsa’s
right to be heard and confinms that all the details in the Incident Report are true and
without any biases.
b, Lapses in the timefine will reselt to 2 sanction — Reglect of Duty [ Insubordimation
C Lapses in the tm=ling wil not void the senction,

V. GENERAL BEHAVIORAL wﬂgﬁm_
At an iPloy employee we expect m._mnfuﬁ will me=t the following behavioral standards:

a. Proper Conduct and Deconem is expacted from you within the office and cutside wnen
representing the Company. This inchsdss appropriale drese, attending the office ready to work, use of
proper and decent Fﬁ...w@m observance of proper office and work decorum, maintaining proper
redationships with your colleagues, customers and other individuals not in the employ of the company,
ohservance of and compliance with existing laws of fhe Fhilippines.

b Enhancing Company Productivity the Company sxpects the Proper care and utilization of
Capitz! availzble to the Comnpany; turning up For work ready to work on time all the time, following the
appropriate break and finish Gimes, getting on with the job and performing the job-to the best of your
ability, positive attitede and dedication to one's work assignments, supporting supervisions and those in
managemant.

. Following rules on customer and client refations and always maintaining & professional helpful
attitude with customers.

o, Maintenance of health and safety of the olfice and people around you. A proper attitude
towards cleanliness and proper housekeeping in the office, good health of yourself and others around
you, assast in the security of the office, following basic safety procedures.

e, Proper use of Company Property, facilities and security o protect company and empioyee
aszets. Secure handling and maintenance of Company records, keep confidantial and protect the
integrity of all Company operating data and information, appropriate wse if all Company equipment for
work related purposss, properly account for all Company funds received.
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1. Applicability e
Thig Code shall apply to all iPloy employees, regardiess of status or pasition held imzroper or Lnruly Bocemented | o FOB | o eraion
conduct a5 o cause Evel i Veroal Warning written ._.,m_.un_._ . Diymewal
I Types of Offenses disorder or disrupt work. Warning Warning
Bringl I oersonal
Level 1 —Infractions which are minor in nature but which may become hahitual and disruptive i net 7 =E_ :n_ ruu,._. - i
corrected. It has no detrimental impact of the business. deliberately 1o the
oporations or tralning
. Level 2 = Serious offerse which causes delay in operations, may pose threat, harm, or dangerto areas ather than those
Company property and/for lives of individuals. suthorized. Bringing of &
o wark related Civata | En._.._._H_"-n Wiinten _..._.:..“n_._.. Saspemsnn
Level 3 = Infractions which will destroy the company's image and reputation, It causes substantial ioss to electronic gadget Warning Waming Warning =3 Deys
the company and can result to critical operational disruption A criticai offerse that has compromised ﬂuﬂi :u___.:__un_.n”.wn.....
the security of the employees, the integrity of Cllent, the saletéy of customer's information ang the _3__.“” ”“”M”“:._____
stability of the business. premises without prior
approvel fiam the
immediate supsrvisor. E—
. Table of Infractions Eating |n unauthorined
areas (operations,
T | Flriid
b, o i Lewe! 1 Uﬂ_......__ﬁ_”_ﬂl Ll :&n..nﬂz Sspeogion DHsrmissal
L. Rules on Proper Conduct and Decorum arwin) within the company , \Warnin Warning . - 3 Days
3 E Warning
premiies papecially while
= TR TiT TN | 1aking catls.
| (T B faes ailiglah o i e
| .%.._“... i iR |-Gt N esestings
: mmﬂl. _% x_% —T,fﬂi | urﬁ..-uﬂ-_ Speaking in another S, =i
—_— - = - . language or dialect other Laveid Varkia} Wiritten W Suspaslon | issal
E ekl it than English within the . Warning - 309y
- o Documentes Hnal comparny-deslgnated ares. atoing Whhing
1 BONECECUEANCN |} Virbal WrICER | wrirmn | PERRON | oimisial kL
within the Company i Waming \eaim =50y
Pramives. ming B Failure o log-Infout In
Blometricy and other
= requined attendance
Failure tocomaly - Ploy : U_u.”_.i:”nu_i Wiritten Eﬁ_ﬂup 4 | Sumemsion | o | monitaring el Fallurs to
z Dress Code Polley. kevel 1 . e Warning - | Pt -3 Cays : purnch Infout far breaks
Laiigi. g andl lirseh per day
considered a5 one (1] Dotumented Fral :
Mon-participation in Documented | o Fimal sty ) ftari, LEvel1 Verbal Wiritten Wringn | osmmsion | oo
3 compulsary company Levall Verbal 2 Wriren Dlsmissal Miarad Warning i -3 Days
warning «5 Doyt arning ‘Brring
activity ar group work, | Warning ‘Warning
Feilure 1o maintain 3 manua' editsin @ month
orderiimess or cleanlipes fram Essyelocking toal will
Deeumanted ; Final _
3 In the assigned wark ey i Written ey Suspenslon | oo mert 1 instence.
sation, Failure 1o practice Warning 3y
Warning Warning
Chean As You Go Policy for
all aress in the olfize.
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Tardiness. _
2.3 Count of Targinesscl | (
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VIl Approval

lay Gissinger
Owner and Chief Executive Officer

Termination of art employes shall sutomatically bar himyher from re-employment.

The penalty of dismissal shall rot prejudice the right of the company toinitiate court action
agairst the erring employee,

This Code shall supersede all other existing policies, rules, memaos, and the live, and all polices
to be implemented, If the same & found to be inconsistent with the Code of Conduct.
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RECEIPT OF THE CODE OF CONDUCT AND DISCIPUNE POLICY

This is toacknowledge that | have read the Company's Code of Conduct and Discipline and understa
that it sets forth the termes and conditions of my employrrient as well 2s the duties and responsibilit
and obligations of employment with the Comparny,

| also acknowledge that the Company reserves the right to revise, delete, and add to the provisions

this Code of Conduct and Discipline,, or condition of employment mmn be estabished by any other
stabement; conduct, policy, or practice,

NAME Eﬁ_,.....,ﬁf#. £~ rm.fﬁ,ﬁofﬁ

DATE | ., L.

ety

AMND HAVE REAT AND LINDERS]
EMPLOYEE SIGNATURE




