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IN CASE OF EMERGENCY
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H SIGNATURE =

&

CCou OO
Bitdake  in E) V. )0 , 16y



EDUCATIONAL ATTAINMENT

Education Type: _gscvciors  pueey

School Name: 'rpians  apeosease Univer sy

School Address: j4sy- Lapy ¢y

Course: (5 in Amurt mrssemenr Honors:
Date Started: Juhe 2018 Date Graduated: march 25, 1o
MM/DD/YYYY MM/DD/YYYY
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BitAAE U LonT0 (A peiom . hov . kO 1aeR



Siafling Solutions

HIPAA, HITECH and The Omnibus Rule

| understand | have been Identifled as & team member who has the responsibility of accessing, handling and securing
Protected Health Information (PHI). | understand PHI Is contalned In both hardcopy and electronlc formats. Unsecur
and unencrypted PHI can lead to a breach as deflned under the Health Insurance Portability and Accountabllity Act
(HIPAA) Breach Notification Rule 45 CFR 164.400-414,

| have participated in the HIPAA tralning session: 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
complliance officer,

My signature below confirms my understanding of the training material, my responsibllity to secure PHI and to notify n
supervisor of Incldents and/or complaints related to unsecurs and unencrypted PHI.

Employes Signature _<'= pevFeiy ; FALloring Date ’-“1!"5,’3?

Z/'




Falloeiss ks  geveely i,

5 a plece of paper requirsd by Centers lor Medicare and Medicald Services Lo
substantiate the necessity of an item of duraL‘-h—:‘ medical equipment furnished o a
medicare beneficiary? (1 poing’

() Certificate If Medical Need

(3 Certificate of Medical Necessily

() Certiflcate of Medlcal Claim
L Prescription

@'he patient’s _____ contains the impartant information about the patlent,
(1 paint} o
A Records
(1 Prescription
1 ) Face sheet
i) Face book

GME that would allow the patient to be teansported from e place to another? Cog
Wheal Chalr to Bed), (1 point)

(1 Wallcer

i Patient Lift

() Stretcher

{1 Wheslchalr

____ department is gearad towards implementing price transparency. (1 polnt)
iy Intake
() Customer Service
i1 Orderg
(4 Patlent Pay

mﬂ to Items that are created for abese individuals to best suit their neads. {1 polnt)

¢ Burable Equipiment

i Bardatrie Bguipmoent
(1 Heavy Duly Egulpment
i) Obese Equipment



6, 4Vhat is the important element in the patient's prescription? (1 point)
{7 Slgnature of the doctor and the date for when it was created.
() Slgnature of the doctor and NPL numbar
() Slgnature of the doctor and the diagnosis
() Date for when It was created and diagnosls

ey

Manv muonths will the patient need to rent the equipment? {1 point)
{7y 10 months |

i) 12 months
) 14 months

(2 13 months

@ﬂe department in charge of creating and updating patlent accounts. {1 point}
(7) Patient Pay Department
{zr Documentation Department
(7 Posting Department
{7y Intake Department

Q/erara in-charge for processing payments, verification, adjustmants and re-submission
of clalms from medical Insurance for the medical equipment coverage. (L point)
{7 Posting Department
(" Medical Billing Department
() Patient Pay Department
() Documentation Department

T|1E department does make sure that the order and the patients damographles
are In correlation {1 paint) 3

) Documentation

) Confirmation

() Asset

CrTompliance



@ThE equipment that is used to alleviate pain for the patient's sacral wound? {1 polnt)
1 Alternating Pressure Pad (APP)

_:/.-’Bnhn Cushion
{ ) Low Alr Loss Malttrass (LaL)
i 1 Roho Cushion

2. What is Sleep Apnea? 71 point)
i Cessation of breathing while you are sleeping.
() Excessive daytime sleepiness y
1 Proceeding to a deep restful phase of sleap,

[} Abnormality in the skin

* What is the meaning of DME? (1 palnt)
( 1V Dependable Medical Equation

~"Durable Medical Fquipment
( 1 Durable Medical Expertise

@Ihn main role of the __ 5 to process the getting an agreement fram the payar to
cover specific services before the service is performead
(1 point)
¢ ) Authorization Department
LEPAR Department
() Orders Department
() Intake, Department

hey maximize comfort for patients who use then for wrtended periods of
customizable features make it easy to adjust its specific. parts
needs, {1 paint)

() Walker

" Hospital Bed

i 1 Commode

() Wheel Chair

time, and theh
according to the patlents



g g
il
People who commaonly regulre 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 flexibllity or ambulation,

_(O Shower Seats
O Commode

O Bathroom Safety

I
[

@ﬂn individual who has Is likely required to have a shower or bath seat,

O Tracheostomy
O Post-Polio Syndrome

& Tuberculosls

)Q{sur‘m of the most private things we do during the day. Being independent when we do this
activity Is important to clients and customers.

@ Toileting
O Eating

O Sleeping

, This type of commode provides for the needs of non-ambulatary users by permitting lateral or
sliding transfers to and from a bed, chair or wheelchalr,

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

O Over-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,

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

O Over-the-toilet commode
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2)#"This may be experienced by otherwise healthy elderly individuals or by those who have suffered
ead or spinal cord injurles or possibly a stroke.

@ Incontinence
O Ostomy

O Stroke

%;ead section and foot section of this type of hospital bed are raised and lowered using
eparate hand cranks. A third crank raises and lowers the helght of the bed.

© Semi - Electric Hospital Bed

& Manual Hospital Bed

O Full Electric Hospital Bed

23, s type of hospital beds have buttons that separately operate the head spring and the foot
ring section and a hand crank system that changes the bed height.

Efﬂ Semi - Electrlc Hospital bed
O Manual Hospital bed

© Full Electric Hospital bed

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

Q Semi - Electric Hospital bed
O Manual Hospital bed

Q/Furl Electric Hospital bed

5. Phis 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.

& Gel Overlay Mattress
O Low Alr Loss Mattress

O Alternating Pressure Pad



26 - 30. Please explain the following in your own words.

at is Medicare?

METHMAE ¥ 4 HE3eTH [ ASURANC € falp  Hf= |5y he (S 34

Funote gy  PoEpLes rRaxes

at [s Medicaid?
MEDI AL

mevicarp s A [ assisane  EoR éwjrwﬂs o

HA s towd 1 Ome -

hat is Deductlble?

Pepuc Toe 18 Aa  Arvpo e FEav oy p 0% noe

IMdene £ T T rICEDS ™W 0 . meET (i 8
YEFOREE Mg

Favep

WUACE  pige -,

/ﬂ/wmt is the Difference between Co-insurance and Copay?

o - Indvranet LS 4 PUELonTie g BiyYner

Linwe THE [OP&y S A Ffa‘ﬁp/-ﬁ-q-u Flar eqp 2%
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P
O'whal is/are the obligation your company has pertaining to Minimum Necessary Rules?

Choose 1 or more answers. (1 point)
T 1dentify the person or classes of persons in it's work force who needs access to PHL.

V"' For each person or class identify the category or categories of PHI to which access Is
|, needed

(_/I Enforce those limitations
[] Submit a list to CMS a list of persons and categories on an annual basis

/ZéHIF';-‘-.A applicable only to PHI transmitted in electronic format? {1 point)
#7 No

1 Yes

thch of the following render ePHI secure under the HITECH Act. Choose 1 or more
answer/s. (1 point)
LA"Making ePHI undreadable by unauthorized persons
/ Making ePHI unusable by authorized persons
/ Making ePHI indecipherable by unauthorized persons

none af the above

4.)A 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)

7 Yes

("Moo

5./HIPA.¢". was established on August 21, 1994, (1 point)
p True

)r"'FElIEE

!:/rohce of breach should be written in? (1 point)
F‘Iam languaage
health care phrasing
in formal legal language
MNone of the above
2<What does O in the acronym TPO mean? (1 point)
7 Health Care Operation
") Obliged
(7) Operation

1

@Vhlch amang the choices below are/fis an element/s of HIPAA Compliance? Choose 1 or
more answer/s. {1 point)
I;i Submitting Authorization Letter
(& Providing Security for this information
7T Ensure Portability of Insurance
0{_/ Protecting Human Rights



HIPAA 2.docx - Google Dacs

4/13/23, 1238 AM
B

a result of the HIPAA and HITECH rules, Individuals have? Choose 1 or more answer/s

o)
i

1 point}
,/ An Enhanced right to request access to their protected PHI

/’-—‘- right to request transmission of thelr PHI to a specific third party
None of the above

All of the above

10. Why was HIPAA created? (2 polnts)
HIPAL i ceermip G0 (msw2e) ProTuCT (&) PanenT TEPitac  INFoRMamon
Ay EELCNEEREES AL Pk LEPITAT ON,  “This Helf  Stcuee { PRV 7
o

/ Pewvacy  waiTs.




L J ®
QMS Awareness Examination 9 l- P ,Oy

Name | k;m gevieely Faiiogivg Position | £t p Department |
Immediate Superior Date | q /n /a3 Score l

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

1. What is the name of the Seminar?

QVacery PA Pn & EY R T e
2. What are the two clauses mentioned under the scope of our Management System that is not covered in our
ams?
CLAUWE 9.3 licid  PIerEesE PESiGning f( DRV ROp s PeoodeTSE  f  SreVidES AV moT
CFETD In e ALy PG M ENT ClousEr 3. 1. X Derrewesy Poa, TOR hs
g meRASRne BUSOUE < IS if MoT COYHEE (o

3. What are the seven (7) Quality Policy of iPloy that were mentioned in the seminar?
&S TP Foeuy

&L Ea P £ bl

2o ENCipemionT OF PEOrié

f, FRxesy *Peroacts

S i mPROUEmENT
_6.%Viogner - DLEED  DECision  Maukine

FROLATIONE P mpraGgovenT

4. Inyour current role, how can you contribute to ensure that the Quality Policy is implemented?
AS & €8 e mo S WTo BF ABLy TV mekT  Oue ChuTimg e v

Manemd . @Y poelding M FoL ey & kL fe LHEEE Tw  ConmunTarft D
UHE  CuaTD MRl ity BETOVELUT  THAT (A Pedvioe  §  Jouvnbae  ThaT TG

nevo.

5. Inyour opinion, why is it important to have a Quality Policy in the Organization?

Fep U 70 Br  aBLE T2 coenFeL anlk  THMine oo pPeEly | Y ™ip 0w
A  POLICY  OVR o P oy Will gy Af e ™ AcCive  peupr  RPoeviowa  “Hie g
T M e B CORFomEL TD  Lomlc AnD  Adidaly Beyv jprar
L2V Mapes M Eon TInge A Lt Fow e L e TR EE

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

Top Management people interconnected processes Commitment
external providers ams continual improvement

1. Asan organization, we have made a f@m i Tmeva  to understand our current and future customers’
needs; meet their requirements and strive to exceed their expectations.




QMS Awareness Examination

& iPloy

We have committed to achieving €O 0 fthvac  Impedyermhév  across all aspects of our quality
management system; it is one of our main annual objectives.

As an organization, we recognize that FeoeLE are the essence of any good business and that their
full invelvement enables their abilities to be used for our benefit.

Our TY9P Managensent has committed to creating and maintaining a working environment in
which people become fully invelved 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 seriesof _(nTEP ednpeeriEnp PRICElfEL,

IPLOY, OPC recognizes that an organization and the relationship it has with its £4Skhal  PedViDoicare
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 _ % following an analysis

of relevant data and information.

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

Column A

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

As an organizaton, 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 environment in which people —

became fully invalved 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 Iinformation.

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
invalvement enables their abilities to be used for our
benefit.

Column B

Evidence-based decision making

Process approach

Improvement

Engagement of people

Leadership

Customer focus

Relationship management
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date)__4/n /23
BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and

2. Eirm  peveEreqy 0. Fetio 2ina (the "HECEiUng F'i:'ll't‘y'":l,

collectively referred to as the "Parties".

RECITALS

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

Disclosing Party.

OPERATIVE PROVISIONS

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

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

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

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

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

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

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




| ] oy

Pioy OPC .

T ko &/ iPloy
Cebu City 6000

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

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

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

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1. requires the disclosure of any Proprietary Information or

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

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

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

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the



IPloy OPC ' . . L

S bt &)/ iPloy
Cebu City 6000

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

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: few  Evpuovee

MName: Jade Lenizo Mata Name: Em  BEvEelr n, Fauoeisa

Title: Onboarding Specialist Title: _cJse

Address: #35 Salvador Extension Labangon Address: ! "4 reae . raciolan ey  BeeY 3T
Cebu City

Date:__ /i /a3 Date: __ 9/ /53




&) iPloy
%}  EMPLOYEE PERSONAL DATA SHEET

Frint legibly. Mark appro priate boxes [ with/" and Use separate sheet If necessary, Schedule:

L PER EC‘;“I AL INFORMATIHOMN Team Lead:

205LRMANME

FIRST MARE

2, NAME ExTENstr;iw'-{&:L.dr. sr.)

MIDDLE NAME | P s
4, DATE OF BIRTH (mm/elefyyy) * ] el J oX/ 1999 17, REstﬂ'sNTmL.Anpnéss-' URBa~ Deca Homec
5. PLACE OFBIRTH Toclogan: ciry ' T POLO , manpao ciry
6. 58X |6 Male ZFemale :

7. CIVIL STATUS Single DWidowed ZIP CODE GO 5

DMarrled DSeparated 18, TELEF.HC_:NE NGO,
DAnnulled DOthers, spacify 19, FERMMEENTAE:EHE_'SS Sl b fr:

S\ CITIZENSHIP FiLifFing Il TAcLeBan oy

SLREBIGHT ) 05 i £ % |

16¢ WEIGHT (ka) - GE kaf I

11, BLOOD TYPE Ap+ LG ZIP CODE 6o
12 GsI5IDND, 20, TELERHONE NG, |
13, PAG-IBIG IDNO. 213 G633 066 21, E-MAIL ADDRESS (If.any)

T4 BRI HERUTH NG | B -gaT g6 4y -3 : ' i: kim 36 Faude my £ Gmsic. 4O

i % -936353¢ - 9 22, CELUPHONENO: (if any) | 0495912355 8

26 TN, b i 23 EvpLovEEDNG, | 9193

H ()

24, SPOUSE!S SURNAME ' DATE OF BIRTH
FIRST NAME tmm/dd/vvyy)
MIDDLE NAME / 4 i
CCCUPATION / /

'Emp.u'mvgﬁ_}‘ﬂus, MNANE i L

husnmesSAamnE§5 / /
| TELEPHONE NO. / /
(Contlnueinisaparate sheet|frnecassary) I I Vi

25 FATHER'S SURNAME" FauoRing / /

. FIRST NAME | Wisite | / 7

MIDDLE NAME Pachso | _ . / !

27 ;\A'DTHEF_!-!S.MAIDEMNAME ’qm 8. W, : ! ; W/ so/ &g
SURNAME navea / /
FIRSTINANME PG .a " £ 7y

" MIDDLENAME | Rragrps / /

Ir e ..%-;kéNAME::-FCHmB . / 4

i L pAREE U nEm e and llat all) ] ¥ /
/ /

/ i

: / !

- J /!

S/ i

J




37 a. Have you ever been formally chiarged?

b. Have you ever been guilty of any administrative offense?

Dves Bro
If YES, glve detalls

Dyes Bho
If YES, glve detalls

38, Have you ever been convictad ofany crime erviolation of any law,
decree, ardinence or regulation byanycourtortribunal?

Dves Bno
If YES, give detalils

28, Have vou aver bean separeted from the service In any following modes:
resignetion, retirerment; droppad from the rolls, dismissal, termination, end of
term, finlshed contract, AWOL or phasad out, In the publlc or private sactor?

Dves ‘ENe
If YES, give detalls

40, Havea vou evar__b_nln"a candidate [n a natlonal or local efectlon
(except Barangayelaction)?

Dves Puo
If YES, gilva detalls

21, P ureuant o (a) INoIgenc Us e P ac pla s Aot Ba7 0 (B) Magna Cartator D/sabled
Parsons (RA 7277); and Solo Faments Welfare A st 2000 (RA 8972), please anawer the
following tems:

a. Are yvou s memberofany indligancus group?
kB, Are differentlyablad?

c. Ara you a solo parant?

Dyes Buo
If YES, glve please specify:
Dves ‘PhNo
If YES, glve pleasea spac|fy;
Dves Hno
If YES, give plesse specify:

42, REFEREMNCES (Person not ralated by oonsangulnity or affinity to appilcant/appo intes)

MAME ADDRESS TEL NQ.
JEWEL Vetagog LBy . cliry 0976 090 L red
Campiflyn  PiCal Coby - curtt 0F 278%9 FR 8T
43, EMPLOYMENT RECORD (latest)
COMPANY MAME POSITION FROM TO
POInng  pHILIepingE ihe CUSTIMEE. SuproeT APp . Aoia May 403

ragulations oftha Republic ofthe Phillppines.

l2lso suthorize the sgercy head/authorized representative to verify/ validate
the contents stated hereln. | trustthat thig Information shall rermaln confidential.

COMMUNITY TAX CERTIFICATE NG,

1SSUED AT
i /
ISSUED ON (mm/da/yyyy) |

IMN CASE OF EMERGENCY ; '
Please Contact: _M0RInA  Davpas  Fauoriba

Contact Number: _ 096 3953+ o34

44, |l declare underoath that this Parsongl Date Sheet has bean accomplished by mie,andls a
trua, correct and complate statemeant pursuantto the provisions of pertinantlaws, rules snd

RIGHT THUMBMARK

ID pleturs takean within the last
8 montha 3.5 om. X 4.8cm
{pasaport slza)

Compuler genarated or xarox
copyof picture 8 not
acceptable

-
by

SIGNATURH (Sign In the box)

Relation: Moemyjine by

DATE ACCOMP LISHED




IFloy Incorporated 4 ‘ -

11th Floor MSY Tower A

Pescadores Road Cebu Business Park,

Cebu Oty 5000 Mraftimyy Faiuiinne

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, kim peveeyy N FAUDRINA hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reparts,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
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 recards 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
amission made by me on this application or any related document, will be sufficlent for rejection
of my application or of my immediate discharge should such falsifications aor misrepresentations
be discovered after | am employed.

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

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

Applicant Name; kim BBy h Fauering

Present Address: Depas  PeEgs  momgs |, TPOLO.  mANDAUL  Eiry

Social Security Number: ¢ -92625 76 -4 Date of Birth: ©1/es ,f%

Signature;

Date: ’?/ﬂfffﬂ}




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

Bohol Avenue, Cebu Business Park Biatting Solutions
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 emplui,:ee as gratitude for
joining the Company. The sign-on bonus is subject to taxes. N
Eligibility for Sign-On Bonus:

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

A regular employee e

No resignation submitted before the releasing date of the sign- -o®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 banus.

Releasing of Sign-On Bonus: "

e The release of the sign-on bonus will be on the 15" day ufsucceedlng 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 terhs and conditions
of the (25K) sign-on bonus policy. '

Kim BeveEply ,' FALLORIFR ‘
Signature Over Pri i'ed Name/Date .
A

‘HT..'
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UNDERTAKING

This docurment verifies that | have read the policy listed below and have discussed any
guestions 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 :June 13. 2022

| acknowledge that signing this document is a confirmation that | understand and agree
with what is expected of me as iPloy employee with respect to the Dresfﬂade Policy
and | will abide by the provisions (including changes and additions whir:Eare deemed
incorporated herein) of this policy.

¢

Eim o, n Falal @ I ap = ‘T/.H/J_a
Employe e and Signature Date
LY
Noted:
Jhoe L'i P ra : WAL
Onboarding SpeEIalist Name and Signature Date
L]
_L T
»
s
‘e
H



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 palicy I3
tagged under Level 2 offense and follow these progression:

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

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

Employee Acknowledgement

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

Name: ®im BEveely n Falll@ s

Signature: Q Date: G"i_/n r/.t_‘,-




iPloy Social Media Policy

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

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

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;

« 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.

Procedure:
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 iFloy. Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
your opinion, and not necessarily the opinions of the company.

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.



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 reguires the prior written authorization of the management.

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

Recommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
networking sites. Such recommendations can give the impression that the recommendation lis 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.

Cnce 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
vou. Think through the consequences of what you say and what could happen if one of your
colleagues had to defend your comments to a customer,

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

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

In addition to the above rules, there are many key guiding principles that 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 quality control process on the internet
and a considerable amount of information may be inaccurate or misleading; and



o At all times respect copyright and intellectual property rights of information you encounter an
the internet. This may require obtaining appropriate permission to make use of information. You
must always glve proper credit to the source of the infarmation 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 an the side of
caution and should assume that their teams will read what is written. A public online forum is not the
place to communicate company policies, strategies or opinions to employees,

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and cenfidentiality 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 policy, you must ensure
that your use of social media and the internet is always appropriate and consistent with your
responsibilities towards the company. In case of any doubt, you should consult with your manager.,

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

8. 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: %im  ReveElily  n. Baliohina

Signature: f : _Date: q/" /13
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Date : February 22, 2018

To : ALL EMPLOYEES CONCERNED
From  Human Resources

Thru - Operations Manager

Subject : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBIECTIVE

1.1. In conformity with Republic Act No. 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIV/AIDS as an international
pandemic problem, this company policy 15 hereby ssued for the information
and guidance of the employees in the diagnosis, tréatment and prevention of

HIV/AIDS in the workplace.

1.2. This policy is also aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers' right against discrimination and confidentiality |s
maintained

2. COVERAGE

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

3. IMPLEMENTING STRUCTURE

3.1. Iploy Inc, HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisiors and

departments
4. POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
4.1.1, What is HIV/AIDS?
4.1.1.1 It s a disease caused by a wvirus called HIV (Human

Immunodeficiency Virus). This virus slowly weakens a péerson's
ability ta fight off other diseases by attaching itself to and

®

destroying important cells that control and support the human

immune system
4.1.2. How HIV/AIDS |s transmitted?

4.1.2.1 Unprotected sex with an HIV infected person
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4.1.2.2 From an infected mother o her child (during preghancy, at
birth throupn breast teeging)

4.1.2.3 Intravenous drug use with contaminated negdles;

1.1.2.4. Transfusion with infected blood and blood products; and

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

1.1.3. Isthere acure?
4131 No. However, there are antiretroviral drug combinations that

5. GUIDELINE

are avallable when properly used, result in prolonged survival of
people with HIV. Holistic care of people lving with HIV AIDS and
camprehensive treatment of opportunistic  infections  also

dramatically improve quality of lifte

5.1. Preventive Strategies

5.1.1

5.1

Conduct of HIV-AIDS Education
1.1 Who will conduct?

The Medical Clinic of Iploy Inc. In coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees

for free. This shall also form part of the orientation of newly hired

emplovees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used for this

purpose

1.2 How will it be conducted?

The HIV-AIDS education will be conducted through distribution and
posting of |EC materials, léctures, counselling and tralning and
infarmation on adherence to standard or universal precautions in the

workplace

Screening, Diagnosis, Treatment and Referral to Health Care Services

2.1 Screening for HIV as a prerequisite to employment 15 not
mandatory
2.2 The company shall encourage positive health seeking behavior

through Voluntary Counseling and Testing
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5.1.2.3; The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers. Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company’s medical clinic staff

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

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

E.1.1, Discrimination in any form from pre-employment (o post
employment, including hiring, pramotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual Is prohibited

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

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

6.2. Confidentiality/Non-Disclosure Policy

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

B.2.2. lob applicants and workers shall not be compelled to disclose thelr
HIV/AIDS status and other related medical information.

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

6.3. Work-Accommuodation and Arrangement

6.3.1. The company shall take measures to reasonably accommodate
employees with AlDS related ilinesses

6.3.2. Agreements made between the company and employee's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working

time and arrangement for return to work
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

7.1. Employer's Responsibilities

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

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

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

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

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

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

Employees” Responsibilities

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

7.2.2. Employees shall practice non-discriminatory acts against co-employees

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

7.2.4. Employees shall comply with universal precaution and preventive
measures.
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8. IMPLEMENTATION AND MONITORING

8.1
and evaluate the implementatior

9. EFFECTIVITY

9.1. This Policy shall take place effective

every employee

} |'..|“ i
Prepared by: Jo Hanna R Wlsalu 0
Human Resources

[l b
Reviewed by: Alfredo Pdamarillo Jr
Director of puﬁ:!atmn-:.

Approved by: Yisroel Y. Gissinger
(_E.[}

Ihe Safety and Health Committee or

®
(%7

?..

iPloy

counterpart shall periodically monitar
and Program

s Policy

immediately and shall be made known to
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Date :January 1, 2018
To :ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Subject : WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB) PREVENTION
AND CONTROL
1, OBIECTIVE

1.1.To assist the government in [ts campaign against Tuberculosis (TB) in compliance
with the Department of Labor and Employment’s Department Order No. 73-05,
series of 2005 — Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Cantral in the Warkplace

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

2. COVERAGE
2.1 This Program shall apply to all employees regardless of their employment status.
3. POLICY STATEMENT
3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, 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

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

3.3.The DOTS Is a comprehensive strategy to cantrol TB, and s composed of five
compoanents, which are:

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

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

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

3.3.5. Astandard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculosis control
program’s perfarmance overall

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

3.5 Improving workplace canditions:

3.5.1. To ensure that contamination from TB airborne particles |5 controlled,
workplaces must provide adequate and appropriate wventilation (DOLE-
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities for 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
requirament, (OSHS Rule 1062)

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

3.7.Social Policies

3.7.1. Non-disgrimination; Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adeguate
diagniosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored to wark as soon as their Hiness Is controlled.

3.7.2, Work Accommadation: Through agreements made between the
management and the employees, work accommodation measures to
support employees with TB is encouraged through flexible leave
arrangements, rescheduling of working times, and arrangements for return
Lo work.
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3.7.3. Restoration to Work; The employee may be allowed to return te work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider

3.8 . Employee Responsibility

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

3811 An employee who has the symptoms of TB is required to initially
wear a face mask (especially while Inside the office) and observe good
hygiene practices, at least until declared by a competent medical
practitioner to be safe from transmission.

3.8.12. Similarly, for those at risk, 1.e., those with family members with TB
or those exposed to a co-employee with TB, it would be prudent to
abserve the same good hygiene practices untll declared free from the
disease and safe from transmission

3.8.2. Once diagnosed to be with TB, employees shall immediately seex
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. Falling to dutifully ebserve the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make it harder to treal the infection and
result in a longer absence.

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

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

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

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

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

4. PROCEDURE

4.1 The respective Health Services of the Company (and/or the contracted Health
Services Provider) shall cogrdinate with the Occupational Safety and Health
Center who shall provide preventive and teghnical assistance in the
implementation of the Workplace TB Control and Managament Program.,

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

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

4.2.2. The employee shall then coordinate with company clinlc/HRD and his/her
respectve Infirmary/Health Services for the next steps|

4.3 An employee who is;suspected to be afflicted with TB, whether as a direct suspact
or by contact fracing shall cooperate fully with his/her respective
Infirmary/Health Sarvices (and/or the contracted Health Services proveder), i
the employee tests positive for TB, the employee shall undergo the DOTS
program Lo its completion

4.4.1f the employee needs to undergo a leave of absence to recuyperate, he/she will
be allowed to usei the appropriate lgave before he/she may request to be
permitted 1o go on a Leave of Absence without Pay (LAY

441, The employee shall observe the requisite procedure in applying for a
leava, |

442 The Unit concerned shall ensure that the! requisite procedures are
observed by the employeé and that the company elinic is duly informed

4.5 An employee may be allowed 1o go on a medical leave of absence (without pay)
far a maxmum perlod of six (6] months. The concerned employee shall submit
an application for a |eave of absence before going on leave, Sald leave
application shall be subject to approval at the sole discretion of the Company
Managament

4.51. The same procedures under 4,2.1 to 4.2.2 shall be phserved|
|
|
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4.6 After treatment, with a maximum period of six [6) months on leavel (withoul pay),
an employee found to be cured or in a non-communicable stage of TB may be
allowed back to work, provided that the employee's health shall continue!to be
manitored during the annual physical examination with the requldite chest x-ray
or as may be deemed necessary by the Unit Health Services 'I:Inflrmetlw or
contracted Health Services provider

4.7.The employee returning to work shall be required by the Management to secuse
a medical ¢learancé from a medical doctor chosen by the Company before being
allowed ta return to work.

4.8.The HRD will initiate disciplinary proceedings against any vrnplu*,‘eeffuur-.d to have
discontinued treatment in deflance of medical advice, or who refuses to underpo
the full treatment course prescribed. Likewise, employees who dre ordered (o
undergo a check-up due to centact tracing but refuse to do so will also face
disciplinary actlon proceedings. In both cases, the maximym sanction applicable
for insubordinationwill be the termination of one’s employment, if it Is deamed
warranted

IMPLEMENTATION AND MONITORING

I_..'i

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

6. EFFECTIVITY

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

{l 1

Bl
Prepared by’ Jo Hanna R Milecio
Human Resources

Reviewed by: .P_lt{ﬂ{;l;j_g_l? . Chmarillo Jr.
Direstor of Qperations

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

Subject ' WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

1.1.Iploy Ing. is cammitted to conform to the established standards assurpnce of
customer satisfaction, pratection of our environment and health'and selety In
the workplaces.

.2.The comipany promotes and ensures a healthy environment through its various
health programs to safeguard its employees. And as part of the company's
compliance to DOLE Department Advisory No. 05, Series of 2010 (Guidelines for
the Implementation of a8 Workplace Policy and Progranh an Hepalitis ‘B), this
Program has been developed. This program is almed to address the stigma (Il
attached to hepatitis B and to ensure that the employees’ right against
discrimination ‘and confidentiality is maintained. I

1.3 This guideline |s formulated for everybody's information and refarence for the |
diagnosis, treatment, and prevention of Hepatitis B, This will inform the L |
employees of thair role as well as the company In dealing with Hepatitis B. A
healthy enviropnment encompasses a good working relationship and great| output I{
for continuous business growth. It

2. COVERAGE 5 |
2.1.This Program shall apply to all employees regardless of their employment status.
3. POLICY STATEMENT |
3.1 Implementing Structure
3.1.1. Iploy Ing: Hepatitis B workplace policy and program shall be managed by
its health and safely committee. Each division or department of the
Company shall be duly represented.
3.2.Guidelines

3.2.1. Educatipn

3211 Hepatitis B shall be conducted through distribution and posting of
|IEC materials and counselling and/ or lectures; and
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3.2:1.2 Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close coardination with the health and safety committes

3.2.2. Preventive Stratepias

3.2.2.1 All employees are encouraged to be immunized against Hepatitis

B after securing cleatance from their physician

32122 Waorkplace sanitation and proper waste management ard disposi

shall be monitored by the health and safety committee aon' 3 regular
basis.

3223 Personal protective equigment shall be madelavailable at all timeg

for all employaes; and

3,224 Employees will be given training and infarmation on adherence to
standards or universal precautions in the workplace

4. SOCIAL POLICY
4.1,1.1; Non-discriminatory Policy and Practices
4.1.1.1.1 There shall be no discrimingtion af any form G@gainst

employees on the basis of their Hepatitis|B status consistant with

ion ratified by

the international agreements on non<liscriminat
the Philippines (ILO C111). Employees shall not be discrimipated
ggainst, from pre to post employment, including hiring

pramotion, or assignment because of their hepatitis B status

4.1.1.1.2 Workplace management of sick employees shall nat diffar
fram that of any other illness. Persons with Hepatitis B relatac
Inesses may work for as long as they are medically fit to work,

4.1.1.2 Confidentiality

4.1.1.2.1 lob applicants and employvees shall not be compelled i
tisclose therr Hepatitis B status and other related medical
information. Co-employees shall not! be obliged to reveal any
personal Information about their fellow émployees. Access| to
personal data relating ta emplovee's Hepatitis B status shall te
bound by the rules an confidentiality and shall be strictly limitad

i

(o medical personnel or if legally required

411.3 Work-Accommodation and Arrangement
4.1.13:1. The company shall take measures to  reasonably

accommodate employeas who are Hepatltis B positive or with

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

4.1.1.4. Screening, Djagnosis, Treatment and Referral to Wealth Care
Services

4114.1. The company shall establish a referral system and provide
access to diagnostic and treatment services for its employees for
appropriate medical evaluation/ monitoring and managemeant

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

4.1.1.4.3. Screening for Hepatitis B as a prerequisite to employment
shall nat be mandatory.

4.1.1.5, Compensation

1.1.1.5.1. The company shall provide access to Soclal 'Security
System and Employees Compensation benefits under PD 626 (o
an employee tontracted with Hepatitis B infectlon in 'the
performance of his duty

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5i.1.:1, Employer's Responsibilities

51120, Management, together with employees' organizations,
company focal personnel for human resources. and safety and
health personnel shall develop, implement, monitar and evaluate
the workplace policy and program on Hepatitis B.

5:1.1.9:2: The Health and Safety Committee shall ensure that thelr
company policy and program Is adequately funded and made
known to all employees.

51.113 The Human Resources Department shall ensure that their
policy and program adhere to existing leglslations and guidelinges,
including provisions on leaves, benefits and insurarce,

5.1.1.1.4. Management shall provide |nformation, education and
trainingon  Hepatitis B for its workforce consistent with the
standardized basic Information package developed 'ty the
Hepatitis B TWG; If not avallable within the estabilishment, then
pravide access to Information,
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2.1.111.5: The company shall ensure non-discriminatory practices in
the warkplace.

51116 The management together with the company focal
personnel for human resources and safety and health shall
provide appropriate personal protective equipment to prevent
Hepatitis: B exposure, especially for employees exposed to
potentially contarminated bload or body fluld

5.1.1.1.7; The Health and Safety Committes, together with the
employees’ organizations shall jointly review the policy and
program for effectiveness and continue to improve these by
networking with government and organizations pramoting
Hepatitis B prevention,

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

5.1.1.19, The human resources shall ensure thal access to medical
records s limited to authorized personnel,

on
—

n b2 ) Ermployees Responsibilities

E.1:1.211. The employeeas’ organization is required to undertake an

active role in educating and training their members on Hepatitis

B prevention and control. The IEC program must also aim at

promoting and practicing a healthy lifestyle with emphasis onl

avoiding high risk behavior and other risk factors that|

expose employees to Increased risk of Hepatitis Bl

infection, consistent with the standardized basic information
package developed by the Hepatitis B TWG.

bl B S 2, Employees shall practice non-discriminatory acts against
co-employees on the ground of Hepatitis B status

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

5:1.1.24 Employees shall camply with the universal precaution and
the preventive measures

51145 Employees with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis B status,
that is, if thejr work activities may ingrease the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive at risk
for agpravation
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6. IMPLEMENTATION AND MONITORING

B.1.Within the establishment, the implementation of the policy and program shall be
monitored.and evaluated periodically. The safety and health committee or its
counterpart shall be tasked far this purpose.

7. EFFECTIVITY

7.1.THis Pollcy shall take place effective immediately and shall be made known to
every employea

|| l'f\,
Prepared by: Jo !t.m"la R. tdelecio
Human Resaurces

r'I
Reviewed by: Alfretlo P. Camparillo Jr
Director of Oplerations
LY F I

Approved by: Yisroel Y, Gissinger
CED
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Date :January 1, 2018
To :ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBJECTIVE

1.1

yid

In compliance with Article V of Republic Act No, 9165, otherwise known d4s
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order No. 53-03, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc. hereby adopts the following
policies and programs to achieve a drug-free workplace;

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

2. COVERAGE

2.1

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

3. POLICY STATEMENT

3.1

3.2

34

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

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

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

The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while on the premises of the company, of
while on company business. "Dangerous Drugs" include those listed in the
Schedules annexed to the 1961 Single Convention on Narcotic Drugs as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated In the
attached annex of R.A, 9165.

4. MANDATORY DRUG TEST

4.1. To ensure that only those gualified shall be screened and recruited to prevent

4,3,

the detrimental effects (e.g. lower productivity; pogr decision making;
increased accidents; more compensation claims; and reduced téam effort]
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

Iploy Inc. designates company accredited or affiliated center, a dulyl

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

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

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

4.3.2. FOR-CAUSE TESTING; The company may ask an officer/employee 19
submit to a drug test at any time it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
circumstances: evidence of drugs on or about the employee's person or
in the emplovee's vicinity, unusual conduct on the employee's part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteelsm or tardiness.

|

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

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

4.35. Iploy Inc. shall inform the officer/employee whe was subjected to &
drug test of the test-results whether positive or negative. '

4.3.6. All costs of drug testing shall be borne by Iploy Inc
5. TREATMENT, REHABILITATION, AND REFERRAL

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

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

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

5.4, Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under RIA. 9165
and Is'a ground for dismissal,

6. ADVOCACY, EDUCATION AND TRAINING

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

£.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 R.A. 5165;

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

6.2.3. Preventive measures against drug abuse; and

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

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

6.3.1, Lifestyle assessment programs on health nutrition, welght
management, stress management, alcohol abuse, smoking cessation, and,
other indicators af risk diseases; I

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

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

6.3.4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1.

7.2

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

Iploy Inc. shall maintain the confidentiality of all information relating to drug
tests or to the Identification of drug users in the warkplace; exceptions may)
be made only where required by law, in case of overriding public health anad
safety concerns; or where such exceptions have been autharized in writing by
the person concarned.

_All officers and employees shall enjoy the right to due process, absence of

which will render the referral pracedure ineffective

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1,

Any officer or employea 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 provisions of the said

Act.

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
Book Vi of the Labor Code and under RA 9165
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9. IMPLEMENTATION AND MONITORING
9.1.1. The implementatian of these policies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workplate. For this purpose, an Assessment Team shall be constituted in
accordance with D.O, 53-03

10. EFFECTIVITY

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

11. ATTACHEMENT

1.1 Drug-Free Workplace Policy and Program Acknowledgement

IE}.‘."I-I'-[E%"LL [{I"I ¢
Prepared by: Jo Ha]h a R, Melecio
Human Resources

Reviewed by!: :ilfrh[gir!g__l?__{:; *ﬁarilio Jr,
Director of Oper"?:ltilur1ﬁ

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

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

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

1} | refuse to consent to testing

2] | refuse to execute all forms of consent and release of liability that are usually and
reasonably associated with such examinatians

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

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

&) | otherwise violate the policy

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

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

SIGNATURE DATE

WITMESS DATE
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Date tJanuary 1, 2018
To : ALL EMPLOYEES CONCERMED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

OBJECTIVE

1.1. The following policies and procedure are hereby issued by Iploy Inc. lto
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases

COVERAGE

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

POLICY STATEMENT

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

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

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

3.4. 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 committed by an employer, employee, manager,
supervisor, agent af the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work environment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission is accepted by
the object of said Act.

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

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

34.2. the above acts would impair the employees' rights or privileges under
existing labor laws: or

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

3.5, WHERE SEXUAL HARASSMENT IS COMMITED

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

3.5.1. In or outside the office building or training site;

3.5.2. at office or training-related social functions;

3.5.3. in the course of work assignments outside the office;

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

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

3.6.1. Overt sexual advances;

3.6.2. Unwelceme or improper gestures of affection;

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

364. Any other act or conduct of a sexual nature or for purpeses of séxual
gratification which is generally annoying, disgusting or offensive to the
vicTim.
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3.7. WHAT IS NOT SEXUAL HARASSMENT

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

3.8. EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide its officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of company policy. The company i3
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE
4.1. COMPLAINT PROCEDURE

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

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees
representative to receive complaints, investigate and hear sexual
harassment cases. The Committee shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment.

4.2 RETALIATION
4.2.1. Iploy Inc, will permit no employment-based retaliation against anyone

who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment.
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4.3. WRITTEN POLICY

431

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

5. CONFIDENTIALITY

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

6. EFFECTIVITY

6.1. This

Policy shall take place effective immediately and shall be made known to

every employee

} LIJ‘H

Prepared by: Jo Hanna R. Melecio

Reviewead by:

Approved by:

Hurnan Resources

{redo; . Eamarillo Jr.
D:wcm,r F[}peratlonq

Yisroel ¥, Gissinger
CEQ
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by:

Yisroel Y. Gissinger
CEO
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DATE April 3, 2018

T ALL EMPLOYEES

FROM HUMAN RESQURCES DEPARTMENT
THRL OPERATIONS MANAGEMENT
SUBJECT MEMO: RESTROOM GUIDELINES

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

we have a separate single, privata restroom available for use

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

apply.

kurthermore, it 1s essential that all employees should comply and observe the restrpom

etiguette

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

o lock the cubicle door when yvou enter

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

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

= Paper towels goin the trash can, not an the floor or In the tollet bowl

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

e Please use water and paper towels conservat|vely

For your '-'".-'."FFTI..'ITI'..'JI'I and guidance

o HHMN lecio
[ Eim,  [OQevée

.1_”11.;:'1 n[_;. - AUrcac
cwl/ir/; =

v Fatudeig g

Noted by

‘.
Allredo ¢ m;i.rnll.jjf
Dirkgtor, Opgrations
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February 27, 2018

To : ALL EMPLOYCES

FROM ; HUMAN RESOURCES DEPARTMENT
THRU t OPERATIONS MANAGER

SUBIECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

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

To ensure effective implementation and manitoring of office security

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

2. Employees are allowed to be insid
their scheduled time

3. Bags and/or personal
the production area

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

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

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

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

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

10. Employees who left/lost their IDs will get temporary 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

g in and log out using the biometric and the RF ID, even
e the office and to Log in thirty (30) minutes before

items should be left in the locker before longing in/going inside

For guidance and strict compliance.

] 2 /

el Lllb

o Hlﬁr!;.dla Malecio Eim Reie
Human Resources

FarLo Ok i e

Y /a3

Noted by:

Director of\Operations
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DATE : Movember 17, 2021
T0 : ALL EMPLOYEES
FROM : HUMAN RESQURCES
SUBIECT : LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES
& ONE LOCKER ONLY per employee. NO sharing of lockers.

MO storing of perishable foods/leftovers inside the locker,

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

MO transferring of lockers. Transferring of lockers is subject to approval.

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

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

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

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

* Forced Open Request due to lost padlock key or forgotten password/code should be submitted a
day prior and will be subject to avallability of the bolt cutter,

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

* NO LOITERING inside the locker room

o Unassigned Lockers with cable ties should not be opened.

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

-
.

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: MNoted by;
é@g’ e At chah
a rcilla Carlos Gotiong_ Alfreto Ca lo
of Operations

Ma
Employe® Relations Specialist MR Minager General Manager Directo

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

governing the iPloy Locker Policy.
| AT BEVE’KL% 'Fﬁj'[_.i_ O R i 'f/rf I'/ﬁ:;

Employee Signatur%e%rlnted Name/Date
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DATE April 3, 2018

To ALL EMPLOYEES

FROM s HUMAN RESOURCES DEPARTMENT
THRU OPERATIONS MANAGER

SUBIECT MEMO: CALL IN FOR OUT OF OFFICE

In order to properly monitor out of office employees, a new process to call in/report absence will
be implemented effective Monday, Apnl 9, 20018

Guidelines

In cases of late and/or absences, employee should report to Human Resources through
SMS or Call via HR hotline: 0917-708-7074
2. Notification should cantain the following infarmation
a. Complete (real) Name
b, Department
c. Team Leader
d. Callin for: {Whole day Absent, Hall-day Absent, Late)
&, Reason
3. HR will be the ane to send notification to Operations Management
4. No call in should be communicated through Team leads or any other employes. It shotid
be done by the emplayee or his/her ralatives
5. Naotification should be 4t least two (2) hours before the employes’s shift
6. If an employee is advised to rest/confined in the hospital, number of rest days as aclviged
by the physician should be indicated. Otherwise, employee must send notification daily
7. Failure to notify will be tagged as No Call, No Show and/or unscheduled absence'and will
be dealt with according to'our Code of Conduct and Discipline

For your guidance and strict compliance.

ki pevee P el D& ana

Noted by: "'1/ i /} 3
r\w o Jr
parations

|
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February 18, 2020

Ta : ALL EMPLOYEES
FROM £ OPERATIONS MANAGEMENT
SUBIECT ! ATTENDANCE BONUS 2020

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

PAYROLL

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

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

3, Employees who tendered their resignation before the release of the Sign On Bonus (First Half or Second Half) will
MO longer be eligible to recelve it

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

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

MEDICAL TIFICATE
1. When must the medical certificate be dated?

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

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

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

0 Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday —the agent must be back
to work on Monday.
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(6] If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannot be antedated.

0 There must be a fit to work date.

o The only exception to the Medical Certificate date guldelines is if the amployee has been
hospitalized.

VACATION LEAVES
1. The company reserves the right to approve and disapprove all vacation leave (VL) requests.

2. Employes must exactly have the corresponding credits for the request to be approved,
1 credit = One Day
.5 credit = Half Day

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

4. The campany and client have the right to disapprove leave reguests and cancel approved leaves for those
employeas who committed unscheduled absences on the prior month and on the current month of the requested
time off including poor attendance records, behavioral and productivity Issues.

o Man

Approved By:

JAY GISSINGER
Chief Executive Officer

ALFREDO CAMARILLOD IR.
Director of Operations

#‘"h ﬁE!'u"E‘"ﬁ. . Fa L 0

ﬁ/ir/:»::r
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Date : November 17, 2021
TO : ALL EMPLOYEES
From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

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

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

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

Note: No more Manual filing of Sick Leave except if the employee was hospitalized and/or
quarantine due to COVID-139.

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

¢ Employee’s iliness or injury

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

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

v

¢ 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 on the said date.

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

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

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



iPloy Incorporated .

8™ flaor, Ayala Center Cebu Tower
Bohaol Avenue, Cebu Business Park
Cebu City 6000

» |f sickness claimed is fictitious or non-existent.
&. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of SL will be needed to recover from the sickness. A medical certificate must be submitted
before the expiration of the SL. Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted.
This Memorandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by:

M I5 ARCILLA
HR Manaker’

Noted by:

Angelo Manal garlg{ﬁut?nng

Operations Manager “General Manager

'l

kinn  @EVE -

G/ 1oy

FEllopimss
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Date : November 12, 2019

To - ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMEMNT

THRU : COPERATIONS MANAGER

SUBJECT : 555 SICKNESS CLAIMS — 5 CALENDAR DAYS

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

A member is qualified to avail of this benefit if:

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

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

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

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

Failure to submit the documents within the prescribed period will free iPlay fram any liability of their
claims,

For your guidance.

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

Sincerely,

k'l'“r’"l EEW & |".|‘_ F‘E-'L‘- ﬂ-_'__up,-?q

afn Ja3
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DATE : February 20, 2023

TO ] ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIECT; UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is in reference to the previous memo sent out last December 2, 2022 regarding the above-
mentioned subject. We are updating this memo adding more clinics and/or physicians that are
considered blacklisted and medical certificate/documents issued by them will not be accepted. In the
event that the employee submits any of the med certs under these clinics/Physicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

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

Rajah Tupas Medical Services

Bimbo H. Tequille MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnhostics

Gaudioso Montecillo Jr., MD

Now Serving

. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

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

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

11.5 Diagnosis

11.6  Recommendation

11.7  Fit to work date

LW NN R WN R

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

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

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

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

5. The soft copy (sent out through emall) must coinclde with the original copy (submitted to HR).

Kindly take note that if the clinic/Physician has any of the following concerns below will not be
accepted as valid medical certificate;
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Date - Movember 30, 2022

To - ALL Employees

FROM - Human Resources Department

SUBJECT k VACATION AND SICK LEAVE CONVERSION

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

As for the Vacation Leave (VL) conversion, all unused VL credits will be released on the 30" of December
2022, All employees can plot a VL request until December 8, 2022 ONLY. The actual VL dates will cover

only until April 30, 2023, Kindly take note of the reminders below in reference to fillng of VL;

= No retraction of approved VLs, If the employee reports for work on the actual VL date, the VL
will not be reimbursed and will be voided,

& No rescheduling of VL once approved.

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

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

Furthermore, if the employee resigns or gets separated from the company elther voluntary or Inveluntary,
all available VL credits will be forfeited and will not be part of thelr last pay If:

= Employee filed an Immediate resignation and/or failed to provide a 30-day notice,

e Employee went on Absent Without Officlal Leave (AWOL)

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

e Employee Incurred more than four (4) hours of accumulated and/or total latefundertime within
the 30-day notice,

e Employee will have [ssues with performance Including but not limited to quality, produgtivity, &
cllent escalation within the duration of the 30-day notice.

® Incurred any behavioral infraction such as but not limited to Sleeping, Browsing Unrelated
\Websltes and etc.

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

Signed:

el Eiatatiores o -

HR Manager HR Mana Accounting Manager

Noted by:

F :‘.’
m Ir.

Operations Manager Director of Dperations

Approved by:

N o

CEQ

]:_1-1-, 7 e iy . Falioeim o

af /33
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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 THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

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

The use of the insurance will be shouldered by the separated employee and deducted from their last pay
In the amount of Php 861,33, this includes the Php 760,33 for medical services and Php 101.00 for denta
services. The emplovee will shoulder the remaining amount of the guarter,

The gquarters are as follows

1* Quarter — December, January and February

2" quarter - March, April and May

39 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 Degartment

MNote: Kindly indicate your complete name and signature if you have received, read anc oncerstond
the memo.
D # NAME TEAM LEAD ' SIGNATURE
R 7
4147 Eim 30217 N FacLor g -

: ZF

Regards, Noted By:
e ;
/ﬂ 44
Marislika Iris Arcilla Alfred Cgln}lla Lﬁﬁémﬁ phala
Human Resource Director of Operations Operations Manager
L&

feim. By n. FhUER WA
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f. Megligence or © >
3 carelessmess of the
employes by leaving the
computer unattended and A s
“14 | risking the network 0.8 Level 3 uﬂhm....i Dismissal
passiole seurity volaton. RECEIPT OF THE CODE OF CONDLUCT AND DISCIPLINE FOLICY
£ Tampering of company
Hﬂnﬂ.”ﬁr . This Is to acknowledgs that | have read the Company’s Code of Conduct and Discipling and understs
Eﬂmﬂq sharing that it sets forth the terms and conditions of my employment as weil as the duties and responsthilis
) privileged and confidential Bemdnsn- and obligations of employment with the Compary.

15 information to anyorse in Lewel 3 5 Days Dismissal .
the company or external | also acknowledge that the Company reserves the fight torevise, delete, and add Lo the provisions
parties. this Code of Conduct and Discigiine., or condition of employment can be established by any other
Unauthorized possession ar statement, conduct, policy, or practice.
bringing out of Company Suspenskon - :

1 property, supplies or * 5 Duys AR
equipment.
Unguthorized copying of L @ﬂcﬁ.ﬁ o o e
licensed software Suspansion - - e Y ____‘P 3

17 spplication packages and all | Lewvei3 5 Days Dismissal ¥
acts that viokates
intellectual property rights
Dediberate lacking-aut o AND HAVE READ AND UNDERSTAN ENTIRE CONTENTS.
hacking of another Lt Suspension- | . EMPLOYEE SIGNATURE =

18 e b 2 5 Days Dismissal
any Server,
Macemant of computer
wirus, trojan horsa, and 2

19 | other damaging electronic | Lewvela ?Mﬂ!ﬁ”: Dismissal
files or physical accessories
or S8Meers or workstations.

' V1. Saving Clause

1. Termmination of an employvee shall sutomatically bar himyber from re-empboyrment.

2 The penalty of dismissal shall not pre judice the right of the company to initiate court action
against the erring employes.

3. This Code shall supersede all other existing policies, rules, memas, and the like, and all palides
to be implemented, if the same is found to be inconsistent with the Code of Condwet.

Vil Approval

- lay Gissinger
Owner and Chief Executive Officer



