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IN CASE OF EMERGENCY
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Educational Attainment

Education Type: _ fenor” Wi fchoo) Brahatt
School Name: _fifan Nohonol Widn Johod)
School Address: Wi G Qﬂmbﬁﬂﬂtjﬂ del Nofte

Course: mw budred Narggement  Honors: with ionors

Date Started:  (y, |0l [.5151'1 Date Graduated: 0§ )U{! /Q}Glg
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QNS Awareness Exami

Name IMnﬂf Chifine [Hhof | Pesition ﬂSR Department
Immediate Superior Date ﬁ‘,pt 2D [aﬂ__ﬂj Score
Test |. Instructions: Answer the questions in the spaces provided for.

1. What is the name of the Seminar?

Gy Voraement  SyrHom

2, What are the two clauses mentioned under the scope of our Management System that is not covered in our

Qms?
__ Ciouee 8-

Clauge 3.1.5

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

Ladecrhin

i

O Qtorke

Uy Hm"ﬁnri«

imﬂmtrm-ﬂﬂ

x al wad

4. Inyour current role, how can you contribute to ensure that the Quality Policy is implemented?

b o R, 1 @n wiie by m\\wm e pelod ad e Time A iy ehdantg

hat in e adin I made I oonider Ahe polia) .

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

I LT O 1 O gty Belen I :“Hu.ru preamte  wt peed o
b -' in_ordef  dnd alo MIH Fandai hdulng 4 Tb“ﬁd h Tﬂ'llﬂ'ﬂ
el e oot b chipnird in adiiming 4 ﬂﬁ'h'l T - =

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. As an organization, we have made a o B to understand our current and future customers’

needs; meet their requirements and strive to exceed their expectations.
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2. We have committed to achieving Confiual  vmprovim ent across all aspects of our quality
management system; it is one of our main annual objectives.

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

4. Our__1ch Mahagtment has committed to creating and maintaining a working environment in

which people become fully invelved in achieving our objectives.
5. 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 ™ e ched) MECTIIE) . 4

6. IPLOY, OPC recognizes that an organization and the relationship it has with its _examnal wmom are
interdependent and a mutually beneficial relationship enhances the ability of both to create value.
7. Asan organization, we have committed to only make decisions relating to our (s following an analysis

of relevant data and information.

i Test IIl. Matching Type. Match Column A with Column B.

Column A Column B

. 1. Asan organization, we understand that the desired
result |s achieved more efficiently when activities and
related resources are managed as a process or series
ofinterconnected processes,

Z.  Asan organizafion, we have made a commitment to
understand our current and future customers' needs:
meet their reguirements and strive to exceed their
expectations.

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

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

5. As an organization, we have committed to anly make
decisions relating to our QMS following an analysisof ® &, Leadership
relevant data and information.

6. We have committed to achieving continual
improvement across all aspects of our quality

-] a. Evidence-based decision making

® b. Process approach

Y, ! ] f. Customer focus
management system; it is one of our main annual
objectives,
7. Asan organization, we recognize that people are the
essence of any good business and that their full : ,
L ® g. Relationship management

invalvement enables their ahilities to be used for our
benefit,
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) _{Eph:mhcr |8, J00%

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2. Vorgee Chiichine. 1. Wenpt  (the "Receiving Party"),

collectively referred to as the "Parties".

RECITALS

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

Disclosing Party.

OPERATIVE PROVISIONS

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

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

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

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

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

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

procure that its employees, agents and sub-contractors to whom Proprietary Information is
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disclosed or who have access to Proprietary Information sign a nondisclosure or similar agreement
in content substantially similar to this Agreement

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

2.1.  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. wasrightfully 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, requlires the Disclosing Party to proceed with any transaction or relationship.

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

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

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

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: _ﬁt'ﬂ Tlﬂ"l‘iﬁf?”ﬁfﬁ

Name: Jade Lenizo Mata Name: Narlanne Canfine henos

Title: Onboarding Specialist Title: G

Address: #35 Salvador Extension Labangon Address: H'”l"“ I o Jost Geby O'TLJ
Cebu City

Date:_ fptner R, 207 Date: £ﬁ?kmhf( 12,200




& iPloy

EMPLOYEE PERSONAL DATA SHEET

Frint legibly. Mark appro priaie boxss D with */~ and use separals shest [ necasssry. Schedule

l. PERSOMN&L INFORMATION Vv Lo

FIRST NAME

MIDDLE NAME I 3. NAME EXTENSION (e.g. Ir., 5r.]
4. DATE OF BIRTH (mm/dd/yyyy) O  ,0l s 2006  |i7 mesipenmiAL ADDRESS i
5. PLACE OF BIRTH o Fﬂhﬂq i{:ﬂﬁ é;jah Jose
6. SEX D Male B Female '
7. CIVIL STATUS @ Single DWidowed ZIP CODE (2,000
DMarried DSeparated 18. TELEPHOMNE NO.
DAnnulled DOthers, specify. 19. PERMANENT ADDRESS [Tk 2, [on Joge
8. CITIZENSHIP Tﬁm S ;
> HEGHT (m) AN Cou Ay
10, WEIGHT (kg) 55 Yo
11. BLOOD TYPE P EODE (5 OB
12, G5 DN pory 20, TELEPHONE NO.
38 BAGABIN S WO 2 21, E-MAIL ADDRESS (Ifan {j![%} :
14, PHILHEALTH NO. g"é‘_ EE?:?](F ;‘gg‘l. o Tﬁ?’l‘mﬂ ; i
15, SsSNO. 0, 417 ML 22, ceLuproneno. itany) | DU4TINSLS
&, TIN gil 00D 23. EMPLOYEE ID NO, &

24, SPOUSE'S SURNAME DATE OF BIRTH
FIRST NAME (mmSdd vy )
MIDDLE NAME / f

QCCUPATION

EMPLOYER/BUS. NAME

BUSINESS ADDRESS

TELEPHONE MO
{Continue on separate sheat If necessary)

26, FATHER'S SURNAME ﬂf’ ﬁﬂ.f 0 -/ 1% 74964
FIRST NAME Mar / i
MIDDLE NAME 'pjﬂ'ﬂ[l '

27. MOTHER'S MAIDEN MAME
SURNAME Jfﬂm W] Ob
FIRST NAME Ma. e /
MIDDLE NAME i ﬂmﬁt‘?b

25. NAME OF CHILD

{Wiita full name and list all)

st AV} 0f

S [ P e M e M M P e M P e S M M Py
ho
=
e =
g




37 a. Have you ever been formally charged?

DYQ Do

If YES, glve details

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

Dyves Do
If YES, glve details

38. Have you ever been convicted of any crime orviolation of anylaw,
decree, ordinance or regulation by anycourt ortribunal?

Dves ADND
If YES, give details

39, Have you ever been separated from the service inany follewing modes:
resignation, retlrement, dropped fram the rolls, dismissal, termination, end of
tarm, finished contract, AWOL or phased out, In the public or private sector?

DPes ,6 MO

IT YES, glve details

40. Have you ever been a cand/date in a natlonal orlocal election
{except Barangay election)?

Dves _Dfio

If YES, give details

A1 Pursuantio: (a) Indigeno use Peopias Act (A B37 1; (B) Magna Caria for D Jmabled
Parsons (RA T277) and Solo Parents Weaifare Act 2000 (RA BETZ), pleasa answar the
following Hems:

a. Are you a memberofanyindigenous group?

Dves _Bho

If YES, give please specify:

b. Are differently abled? DvEs [=]
If YES, give please specify:
c. Are you a solo parent? Dves /Eﬁaa
If YES, give please specify:
AZ. REFERENCES (Pamon not related by consangulnity or affinity to applicant/appointes)

MANME ADDRESS TEL NO.
oy Qeane . Mogctn (thu_ ) Murme32.en
g Wt Wing Cebr) (g (1) 1 M42499

M Jose0n Ordanced (ehl AL0h 2925
43, EMPLOYMENT RECORD (latest)
COMPAMNY MNAME POSITION FROM TO
TIC GLOPHL SOLUTON( R Dec. 16,2017 Trbnan (07,
UHice ( LK Al 200 Ny 2027
(endruni CceR ffhm}} Lo b Novtn e 2600

44, | declare under oath that this Personal Data Sheet has been accomplished by

regulations of the Republic ofthe Philippines.

| alse authorize the agency head/authorized representative to verlfy/ validate
the contents stated hereln. | trust that this information shell remain confidential,

trie, carrect and complete statement pursuant to the provisions of pertinant faws, rules and

me,andlsa

1D picture taksn within the last
B montha 35om. X 45cm
(passport sioe)

COMMUNITY TAX CERTIFICATE NO.

ISSUED AT
/ i

FIGHT THUMBMARK

Compuled genarated or »erm »
copyof pioture s ok
acoopialile

ISSUED ON (mm/ddyyyy)

IN CASE OF EMERGENCY:

Please Contact: w |.I"‘t]-|ﬂ|EI th{ﬂ MM

¥

Contact Number: _@_{pjﬂﬂ- I D‘H’ﬂ Hﬂ'g
ﬁ.r&

Varmes

Relation:
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, U'mﬂm{ &“l’-ﬂm{ lﬂmﬂﬂ hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public recerds, for the
purpose of confirming the information contained on my application and/or abtaining other
information which may be material to my qualifications for employment. A telephone facsimile
{fax), scanned copy ar xerographic copy of this consent shall be considered as valid as the original
consant,

| hereby consent to the Company's verifying all the information | have provided en my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that atherwise might arise from supplying the Company with information It may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

I release Iploy Inc., its employees, designated representatives, agents, officers and trustees from
any and all claims of liability or damage due to elther the procurement or the true and accurate
disclosure of such records or information.

Present Address: Tuk 4 fow Jose  Celu Clhj
Sacial Security Number; _D(” '4”‘ Eﬂﬂi 1 Date of Birth: _OEHD‘J _E,q:’ﬁ_

Signature: {’W

VU mliir‘ﬁaw

Date:
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SIGN-ON BONUS POLICY

Policy:

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

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

A regular employee

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

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

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

*T & 8 B

Releasing of Sign-On Bonus:

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

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

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

Wotianne Cnféige  Proros [Seprember 1 2000
Signature Ov Pr@ed Name/Date
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revision No g1
Effective Date June 13, 2022

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

A
Mmunm,;i\ﬂ afor on et

Empl nvv@ and Signature Date

ﬁéﬂ"’/ﬂmm 2 Blopm

Onboarding Specfh!iﬁt Name and Signature Date

Noted:
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|“ || 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. Emplayees Iinclude all permanent, part-
time, temporary and probationary status.

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

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

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

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

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

Employee Acknowledgement

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

Name: Marianpe Cheigipe T Plenog

Signature: % Data: 09 l]EJ 205
A0




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
waork 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 empioyee content on an ongoing basis, however
employees should not expect privacy in this regard. iPloy reserves the right to utilize for. disciplinary
purposes any information that could have a negative effect on the company or Its employees, which
management comes across in regular internet monitoring, or is brought to the arganization’s attention by
employees, customers, 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:

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

e Publishing any confidential or business-sensitive information about IPloy;

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

Procedure:
All employees must adhere to the following when engaging In soclal media,

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

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



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

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

s 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 soclial media and
networking sites. Such recommendations can give the impression that the recommendation is a
reference on behalf of the iPloy, even when a disclaimer is placed on such a comment. Any reguest
for such a recommendation should be dealt with by stating that this is not permitted in line with
company policy and that a formal reference can be sought through HR, in line with the normal
reference policy.

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

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

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

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

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

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

» 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 on
the internet. This may require obtaining appropriate permission to make use of information. You
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities

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

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and Including dismissal.
This policy is not exhaustive. In situations that are not expressly governed by this 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 foliow these progression;

a. 1*Instance — Written Warning
b. 2" Instance- Final Written Warning
¢. 39 |nstance- 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.

Warlanne Oniging §. hrios
=

Signature: Date:

VU

MName:

oel oo
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Date { February 22, 2018

To SALL EMPLOYEES CONCERNED

From Human Resources

Thru s Operations Manager

Subject r WORKPLACE POLICY AND PROGRAM QN HIV/AIDS

1. OBJECTIVE

1.1, In conformity with Republic Act No, 8504 otherwise known as the Phillpping

AIDS Prevention and Control Act of 15

1998 which re CEnizes workplace-bpased

[ e | - 4

programs as a potent toel in addressing HIV/AIDS as an International
;h'lfl[jf-’fl:'llf_' pmhlr'.-rn_ this company policy 15 hereby issued tor the information
ang guigdance of the emplovees in the diagnosis, treatmeant and prevention af

HIV/AIDS in the workplace

1.2, This policy is also aimed at addressing the stigma attached to HIV/AIRS and
ensures that the workers right against discrimination-and confidentiality 15
maintained

2. COVERAGE

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

status
3. IMPLEMENTING STRUCTURE

3.1 Iploy Inc. HIN/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departments

POLICY STATEMENT

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

4.1.%5.3 It s a disease caused by a wvirus called HIV (Human
Immunogeficiency Virts), This virus slowly weskens -3 person s
ability to fight off other diseases by attaching itself to and
destroving important cells that control and support the human

Imune susten
4.1.2. How HIV/AIDS is transmitted?

" 5 Unprotected sex with an HIV infected person




L PRI R T 2] |

Fil 2.2 Eram an infected mother 1o :-.1_:.. hild (cur ng pregnancy, at

nirth through breast fregdir
41,23 Intravenous arug use with contaminated needies;
d.1.2.4. lransiusion with infected blood and blood products; and

4.1.4.5 Unsafe, unprotected contact with infected blood and bleeding

wounds of an infected person

4.1-3. Isthere a curer

1.3.1 No. However, there are antiretraviral drug combinations that

s
"

are avallable when properly used, result in prolonged survival ot

with HIV-AIDS  and

people with HIV. Holistic care of peaple liv
Campranensive treatment ol OpROrtunistic Inrections 50

gramatically improve quatity of lite

Preventive Strategies

5.1.1. Conduct of HV-8I1DS Education

= B 45 | Who will conduct?

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

purpose

51,12 How will it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting aof IEC materials;, lectures, counselling and training and
information on adherence to standard ar unmversal precautions in the
Workplace

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

w1 B | screening for HIV as a prerequisite to amployment 15 nol

mandatony

5 ]_ _' F Tha ' ompany Gl _g| BNCOUrage [0S tive e _|"_’. VR e |.| nayv|or
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L [ i The comipany shall establish a referral system and prowvide
dccess to diagnostic and treatment services for its workears, Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company’s medical clinic staff

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

6. SOCIAL POLICY
B.1, Non-discriminatary Palicy and Practices

6.1.1, Discrimination in any form from pre-employment 1o post
empleyment, including hiring, promation or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
arn individual is prahibited

B.1.2. Workplace management of sick employees shail not differ from that of
any other illness

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

6.2, Confidentiality/Non-Disclosure Policy

B.2.1. Actess to personal data relating to @ worker's HIV status shall be
baound by the rules of confidentiality consistent with provisions of R.A
8504 and the ILO Code of Practice

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

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

b.3. Work-Accommodation and Arrangemenl

6.3.1. The company shall lake measures to reasonably accommodate
employees with AIDS related illnesses.

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
timeand arrangement for return to work,
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employar's Responsibilities

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

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

/1.3, Ensure non-discriminatory practices in the workplace and that the
policy and program adheres to existing legislations and guidelines.

1.4, Ensure confidentiality aof the health status of [ts employvees. and the
access to medical records is limited to authorized personnel.

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

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

7.2. Employees’ Responsibilities

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

.22, Employees shall practice non-discriminatory acts against co-employees

/.43, Employees and their organization shall not have access to personnel
data relating to a worker’s HIV status

1.24. Employees shall comply with urversal precaution and preventive
Mmedasures
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E. IMPLEMENTATION AND MONITORING

8.1. The Satety and Health Committes or its counterpart shall periodically monitor
and evaluate theimplementation of this Policy and Program

9. 'EFFECTIVITY

9.1. This Policy shall take place effective immediately and shall be made known to
BUYBIY BT |_':|||'_\'.r.'._.'.|q._

o]

. "-I-JLI I"II' ! l‘.
Prepared by. Jo Hannd R, Melecio
Human Resources

1

Reviewed by: Alfredo P/Gamarillo Jr
Director (:[P;ju"ﬂr:u-un:.

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

1.1.To assist the government in its campaign against Tuberculosis (TB) in compliance
with the Department of Labar and Employment’s Depariment Order No. 73-05,
senes of 2005 — Guidelings for the Implementation of Palicy and Program on
Tuberculasis (TB) Prevention and Cantrol in the Workplace

1.2.To provide inltiatives 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 1o all employees regardiess 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. Ta achieve this goal, all employees are strictly mandated to undergo
an annual physical examination with the requisite chest x-ray

3.2.Alsg, 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 contral TB, and |s composed of five
components, which are;

3.3.1. Political will or commitment to enduring sustalned and quality TB
treatment and control activities:

3332 C(ase detection by sputum-smear microscopy among symptomatic
patients;
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3.3.3. Standard short-course chemotherapy using regimens of 6 to 8 months for
all confirmed active TB cases (i.e., smear positive ar those validated by the
TB Diagnostic Committes), Complete drug taking through direct
cbservation by a designated treatment partner, during the whole course of
the treatment regimen;

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

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

dA.Employees must be given proper information on ways of strengthening their
immune responses against TB infection, le, information on good nutrition,
adeguate rest, avoidance of tobacco and alcohol, and good persenal hygiene
practices. However, it should be underscored that intensive effarts in the
prevention of the spread of, the disease must be geared towards accurate
information on its etialogy and complete performance overall

3.5 Improving warkplace conditions:

3.5.1. To ensure that contamination from TB airborne particles Is controlled,
workplaces must provide adequate and appropriate wentilation [DOLE-
Occupational Satety and Health Standards, O5SHS, Rule 1076.01) and there
shall be adeguate sanitary facillties for workers.

152 The number of employees in a work area shall not exceed the required
number for a specified area and shall observe the standard Tor space
requirement. [O5SHS Rule 1062)

3.6.Capability bullding on TB awareness rajsing and training on TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be piven to Company health persennel or the gccupational safety and health
committee.

3.7 .Social Policies

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

3.7.4. Work Accommodation: Through agreements made between the
management and the employees, work accommodation measures o
support employees with TB s '‘encouraged through fledible leave
arrangements, rescheduling of working times, and arrangements for return
to wark,
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3.7.3, Restoration to Work: The employee may be allowed Lo return 1o waork
with reasanable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider

3.8 . Employee Responsibility

3.8:1. Employees who have symptoms of TB shall immediately seek assistance
from the Company's Health Services Provider

3.8.1.1 An employee who has the symptoms of TB is reguired-to initially
wear a face mask [especially while inside the office)-and observe good
hyglene practices, at least untll declared by a competent medical
practitioner to be safe from transmission

1812 Similarly, for those at risk, Le., those with family members with TR
or those exposed to a co-employee with TB, it would be prudent to
abserve the same good hygiene practices until declared free from the
disease and safe from transmission

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

3821, An absence from work due to medical reasons of over six [G)
manths may result In the termination of one's employmant as
provided for by the Labor Code of the Philippines under Art. 284 -
Disease as Ground for Termination

183 Employees are required to undergo an annual compulsary chest X-ray
through the Annual Physical Examination. If for any reasoen 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
Seryices,

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

3.10. An employee afflicted with TB, wheo has wvoluntarily undergone the
treatment and rehabilitation program (DOTS) prescrioed, and who is hinally
declared to be In a non-communicable stage, may be allowed back to work
subject to belng given a medical clearance by a Company designated physician

3.1 Employees (those afflicted with the disease or those identified under
contact tracing) who refuse to cooperate and dutifully observe lawful
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instructions (undergo a medical check-up and/or treatment), may be subject 1o
disciplinary action proceedings lor insubordination (the penalty of which may

range up Lo tne termimation ol gne -

IHavment)

4. PROCEDURE

4 1. The respective Health Services of the Company (and/or the contracted Healtl

services Provider] shall coordinate with the Occupational Safety and Health

Canter who '_|'|.'_:!|I |'."'I'_J'L"'|r'-' prevenily el tEchin 11 LSSt aAnce I etz

implementation of the Workolace TR

ol and Management Program

.2 An employes who undergoes the Annual Physical Examination with the reguisite
chest x-ray will have hisfher medical recerd farwarded to company clinic/HRD
Employees who fail to undergo the requlsite annual chest x-ray shall be directed
[0 Secure one at an accredited chinic or by hisfher preferred Infirmany/Health
Sarvices

4.2.1. Those with medical findings shall be required to undergo further medical
check-up, ‘Al medical racords In connection with [His second/ furthar check
up shall be submitted o dompany clinic/HRE and his/her respeclive
Infirmary/Heaalth Sarvices

4.2.2, Theemployee shall then coordinate with company clirmc/HRD and his/her

respective Infirmary/Health Services for the next steps

4.3.An employee who is suspected to be afflicted with TB, whether as a direct suspect
or by contact tracing, shall cooperate fully with hisfher respective
nfirmary/Health Services (and/for the contracted Health Services provider), |
the employee tests positive for T8, the employee shall undergo the DOTS

program to its completion

4411 the employee needs to underge a leave of absence to recuperate, hefshe will
be allowed to use the appropriate leave before hefshe My regquast to be

permitted to goonaleave ol Absence without Pay (LOA)

d.4.1 The employee shall observie the requisite procedure in ipplying for a
I

4.4.2. The Unit concerped shall ensure that the requisite procedures are
ohserved by the employee and that the company clinic is duly infarmed

4.5.4An employee may be allowed to'go on a medical leave aof absence (without pay)
for a maximum period of six [6) maonths, The concerned emplovee shall submit
an application for a leave of absence before pgoing on leave. Said leave
application shall be subject to approval at the sole discretlon of the Company

Management

451 The same procedures under 3.2 1 to 4.2 2 shall be absarved
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4 BoAMer treatment, with a maximum period ol six16) manths on l@ave (without pay),
an employes found (o be cured or ina non-communicable stage of TB may be
allowed back to work, provided that the employee's health shall continue to be
manitared during the annual physical examination with the requisite chest x-ray
or as may be deemed necessary by the Urit Health Services (Infirmnary) or

contracted Health Services provider

4.7. The employee returning toowark shall be required by the Management to secure
a medical clearance lrom a medical doctor chosen by the Company belere being

dllowed to return to work

-
i

Ttie HRD will initiate disciplinary procesdings against any employee found to have
discontinued treatment in defiance of medical advice, or who refuses to undergo
the full treatment course prescribed, Likewise, emplovees who are ordered to
|r|":-:1|'rt.!|| a check-up due to contact tracing but refuse ta do so will also face
cliscipir ary dction proceedings, | both tases, the maximum sanction applicabls

far insubordination will be the termination of one’s employment. (Fit 15 deemed

B k

warranteg

W

IMPLEMENTATION AND MONITORING

5.1. The Safety and Health Committee or its counterpart shall periodically monitor and

evaluate the implementation of this Policy and Progran
6. EFFECTIMITY

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

every emplayee,

Wl
L L X
Prepared by Jo Hanna R. Melecio

Human Resourges

f - W
Reviewed by Alfnedo P c.l'i"ll-.'l:' illo Jr,
Direstor af l'}m—]' ations

Approved by: Yisroel Y. Gissinges
CEO
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Date : February 22, 2018

Ta tALL EMPLOYEES CONCERMED
From . Human Resources

Thiru : Dperations Manager

Subject : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

L.1Iploy Inc. s committed to conform to the established standards assurance of
customer satisfaction, protection of our envirgnment -and health and safety in

the workpiaces.

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

1.3. This puideline s formulated for everybody's information and reference for the
diagnosis, treatment, and prevention af Hepatitis B, This will inform the
employees of their role as well as the company in dealing with Hepatitis B. A
healthy environment encompasses a good working relationship and great output
for continuous business growth,

2. COVERAGE
2.1 This Program shall apply to all employees regardiess of their employment status
3. POLICY STATEMENT

3.1.Implementing Structure

3.1.1. Iploy Inc, Hepatitis B workplace policy and program shall be managed by

its health and safety committee. Each division or department of the
Company shall be duly represented
3.2.Guldelines
3.2.1. Education
3:2.1.1 Hepatitis B shall be conducted through distribution and posting of

IEC materals and counselling and/ or lectures; and
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31.2.1.2 Hepatitis 8 education shall b ,"._'ll'u"ir'-.“'i"‘fl Yy i‘ll."‘f Inc. Medical
Clinic in ¢close coordination with the health and safety commitiee
1.2.2. Preventive Stratepie:
3221 All employees are encouraged 1o be immunized against Hepatill
:--. .|'-'..|- SELunng cirarance T L PRYSICIA
3.d.d0d Workpiace sanitation and proper waste managemaent and disposa
shall be monitored oy the nealtn ang F-H iy commilies an a repulal
:‘r‘1':|il_|
3:2.2.3 FPersanal pratective equipme nall be made available at all firpies
for-all emplovees; and
3.2.2.4 Empioyeas will be given trajming and information an adherence L
standdrds or universal precaution theworkplace
4, SQCIAL POLICY
4.1.1.1 Non-discriminatory Policy and Practice
4.1. 1151 There shall be no discrimination of any form agains
emplovees on the hasis of their Hepatitis B status consistent with

the int ipreement

grnationa
the Philippines (ILO C111) Emy

|'J|::|.':|l"|'|[, fraom pre I3  Dost

promatlion, ar assignmeént oeca

Workplace

irom that

1.1:1.2

managament
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158 of their hepatitis.B slatus
of sick employees shall not differ
Parsons with Hepatitis B related

& Lhey are medically hit Lo work

&.1.1.4 Canfidentiality
- B [ S G Job applicants and emplogyees shall not be compelled 1o
disclose thoir Hepatit B status and other related medical

iffermation
Aol o

persanal informatior

personal data relating to emy

bouhd by the rules on confider

o meagical personnel or
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41.1.3 Work-Accommaodation and Arrar

4.1.1.3 1 The campany shi
gicommotaie empilayses W
Hepatitis B - related She

Co-employees shall not
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4.1.1.3:2. Through agreements made between management and
empioyees represantative, measures to support employees with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for

return tawaork,”

4114 screening, Diagnosis, Treatmenl and Referral to Health Care
Services
4.31.1:471, The company shall establish a referral system and provide

access (o diagnostic and treatment services for s emplovees lor
appropriate medical evaluation/ monitoring and management

4.1.1.4.2. Adherence to the guidelines for healthcare providers on
the evaluation ol Hepatitis B positive employees is highly

encauraged

4,1.14.3 Scre
shall not be mandatory,

gning for Hepatitis B as a prerequisite 1o employmeant

4.1.1.5 Compensation

1905 The tompany shall grovide aceess to Soclal Security
system and Employees Compensalion benelits under PD 626 to
dn employee contracted with Hepatitis B Infection in the
performance of his duty

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5.0 Employer’s Responsibilities

i bl | Management, together with employvees’ organizations,
company focal personnel for human resources, and safety and
health persannel shall develop, implemeant, manitor and evaluate
the workplace policy and program on Hepatitis B,

Shy s Thie Health and Safety Committee shall ensure that their
company policy and program is adequately funded and made
known to all employees

7y 5 e s The Human Resources Department shall ensure that their
policy and program adhere to existing legislations and guidelines,

including provisions on leaves, benefits and insurance

5.1:1.14 Management shall provide information, ‘education and
training on Hepatitis B for its workforce consistent with the
standardized basic' information package developed by the
Hepatitis B TWG; 1f not available within the establishment, then

provide access to information
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audilalis The company shall ensure non-discriminatary practices in

the workplace

5:1.1.1.86 The management together with the company focal

personnel for human resources and safety and health shall
DFD"-'IdE' anpropriate personal proiective aquipment o prevent
Hepatitis B exposure, especially for employees exposed to

patentially contaminated blood or body fluid

1117 The Health and Safety Compmittee, together with the

employees’ arganizations snall [ointly review the palicy -and
program for effectiveness and continue to improve these by
n.?ra.-;'-.‘]ricuru::_ with | government and grganizations promoting

Hepatitis B prevantion

1 1 B8 3 e company shall ensure confidentiality of the health

status of (ts employees, including those with Hepatitis B.

pn {2 B L B The human resources shall ensure that access to medical

records s limited toauthorized personnel,

2 Emplovess Responsibilities

dyl2:d

1,22

11.2.3

1.1.2.4

The employees’ arganization Is requited to undertake ar
active role in educating and tra ring their memoers an Hepatitis
B prevention and control, The |EC program must also, aim at
promoting and practicing a healthy litestyle with emphasis on
avoiding high risk behavior and other risk factors that

'--mu-.nz employees to increased risk of Hepatitis B
infection, conslstent with the standardized basic informatior

package developed by the Hepatitis B TWG

F"II-."}I(?'-.-'I.JF_'-F. shall practice non d'-:l'.l'lr"llr'lz‘.lfl'lr'.-' dCih apainst
ca-employeas on the ground of Hepatitis B status.

Employeas and thelr organizations shall not have access to
personnel data relating to an employee's Hepatitls B status. The
rules of confinentiality shall apply In carrying out union and
arganization functions

Employees shall comply with the universal precaution and

the praventive measures.

1.1.2.5 Emplovees with Hepatitis B may infarm the health care

provider or the company physician on their Hepatitis. B statlus,
that Is, if their work activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatltis B positive at risk

foraggravation
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B. IMPLEMENTATION AND MONITORING

B.1.Within the establishment, the implementation of the policy and program shall be
manitored and evaluated pericdically. The safety and health committee or Its

counterpart shall be tasked for this purposé
7. EFFECTIVITY

7.1.This Policy shall take place effective immediately and shall be made knowr to

Bvery emplovee

( \| le_'
Prepared by: Jo Harina R, veled

Human Resources

Reviewed by: Alfrelio P.'C i’gﬁﬂ_-'_a“y:. Ir.
B IF-L'I"\." of @perations

CEO

A R

Approved by: Yisroel Y. Gissinger
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Date cJanuary 1, 2008

To cALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

1. In compliance with Article ¥V of Republic Act No. 9165, otherwise known as
the Camprehensive Dangerous Drugs Act of 20002, and its iImplementing Rules
and Regulations and DOLE Department Order No. 53-03, series of 2003
(Guidelines far the Implementation of a8 Drug-Free Workplace Policles and
Proprams for the Private Sector), Iploy Inc. hereby adopts the following

policies and programs to achieve a drug-lree workplace,

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

2lament
2. COVERAGE

2.1. This Program shall apply to all emplovees regardiess of their employmen!
ctatus

3. POLICY STATEMENT

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

premises or while performing an assignment

3.2 Being impaired or under the influence of dangerous drugs away Irom the
campany, If such impairment or influence adversely affects the employee's
Work pertaormance, the afety of the emplovee ar af athers, or puls at risk
the i -.:-TH|.I.|-'|-,I". reputation

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

company premises, |f such activity or involvement adversely aftects the

employee's work performance, the safety of the employee or of others, or

puts at risk the company's reputation

3.4. The presence of any detectable amount of dangerous drugs in the
emplayee's system while at wark, while an the premises of the company, or
while on company business. "Dangerous Drugs” include those listed n the

.

Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as

amended by the 1872 Protocal, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex af R.A 9165,

4. MANDATORY DRUG TEST

:11.

43

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

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

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

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

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

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

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

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

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

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

may choose from

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

All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account. The period during which the
emplovee |5 under treatment or rehabilitation shall be considered as

LA
Lad

authorized leaves.

Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under R.A, 5165
and is a ground for dismissal

L
8

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 drugé through
continuous advocacy, education and training programs/activities: to all its
officers and employees

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

B6.2.1. Salient features of RA. 9165;

8.2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community;
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6.2.3. Preventive measures against drug abuse; and

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

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

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

6.3.2. Health wellness screenings {e.g. blood pressure and heart rate,
chalesterol test, blood glucose, etc.),

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

§.3.4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

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

7.2. 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 anly where required by law, In case of overriding public health and
safety concerns; or where such exceptions have been authorized in writing by
the person concernaed

7.3, All officers and employees shall enjoy the right to due process, absence of
which will render the referral procedure ineffective

8. CONSEQUENCES OF POLICY VIOLATIONS

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

8.2. Any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Roaok VI of the Labor Cade and under RA 9165,
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9. IMPLEMENTATION AND MONITORING

9.1.1. The implementation of these palicies and programs shall be monitored
and evaluated periodically by management o ensure d drug-fres
workplace. For this purpose, an Assessment Team shall be constituted in

accordance with D.0. 53:0%

10. EFFECTIVITY '
10.1 This Policy shall take place effective immediately and shall be made
Known ta every emplioyee.
11. ATTACHEMENT
111 Drug-Free Workplace Policy and Program Acknowledgement

A

Lok leA:

o . e
Prepared by lo Hanna Melecio
Human Resources

Reviewed by: Alfredo P L-gH]];gfiHu Ir

UH’E‘I&UT' of ﬂt_){:‘.'.htl NS

Approved by: Yisroel Y. Gissinger
Cre
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Drug-Free Workplace Pregram Acknowledgemer

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

| also understand that during my employment | may be required to submit to testing for
the presence of drugs or alcohol in my body. | understand that submission to such testing
is @ condition of employment with [Coampany], and disciplinary action up toe and including
termination may result if;

1) | refuse Lo consent to testing.

2] I refuse to execute all forms of consant and release of liahility that are usually and
reasonably associated with such examinations

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

4) The tests establish a violatipn of [Company|'s Drug-Free Workplace Palicy

5) | otherwise vialate the policy

| also recognize that the Drug-Free Waorkplace Policy and velated 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 hisfher own free will

a9y

f
SIGWWE ATE

WITNESS DATE
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Date sJanuary 1, 2018

To CALL EMPLOYEES CONCERMED
From : Human Resources

Thru i Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBJECTIVE

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

2. COVERAGE

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

3. POLICY STATEMENT

3.1. Iploy Inc. belleves that emplovees should be afforded the opportunity to work
inan environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines 'the employment relationship, No employee,
gither male or female, should be subjected verbally or physically to
lJf'ISCI'!II._.IT{'."T.i and unwelcome sexual averturas or conauct

3.2. 5exual harassment refers to behavior that is not welcome, that is personally
offensive, debilitates morale and, therefore, Interferes with work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, reguests for sexual favors, and other sexually
oriented conduct which is offensive or objectionable to the recipient,
ln{iudrng, 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 ar 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 |5 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 of the employer, or any other person who, having authority,
influence or moral ascendancy over another in'a work environment, demanis,
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requires or otherwise requires any sexual favor fram the other, regardless of
whether the demand, requests or requirement for submission s accepted by
the object of said Act

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

34.1 The sexual faver s made as a, condition in the hirng or in the
employment, re-employment, or continued employment of said
individual, or in granting said individual favarable compensation, terms.of
conditions, promaotions, or privileges, or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish employment
opportunities ar otherwise adversely affect said employee;

3.4.2. the above acts would Impair the employees’ nights or privileges under
existing labor laws,; or

3.4.3. the above acts would result In an Intimidating, hostile, or offensive
gnvironment for the employee

3.5, WHERE SEXUAL HARASSMENT IS COMMITED
Sexual harassment may be committed in any work or training envireonment. |t
may include, but are not limited to the foliowing

3.5.1. Inoroutside the office building or training site;

3.5.2. at office or training-related social functions

3.5.3. Inthecourse of work assignments outside the office;

3.5.4. at work-related conferences, studies or trainlng sesslons; or
3.5.5. during work related travel

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

3.6.1. Overt sexual advances,

3.6.2. Unwelcome or improper gestures of affection;

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

3.64. Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
vicrim,
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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 15 not welcome, that is
personally offensive, that debilitates marale, and that, therefore, interferes
with waork 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 Emplnﬁ,!'menr in Iploy Inc. Sexual harassment is specifically
prahibited as unlawful and as a violation of company policy. The company is
responsible for preventing sexual harassment in the waorkplace, 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 repart
acts of sexual harassment to any other member of Iploy |nc.
management or ownership, All allegations of sexual harassment will be
guickly investigated. To the extent passible, the identity of the officer or
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 alse 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 harastment
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4 3. WRITTEN POLICY

4.3.1. All officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy upon assumption of their respective
offices. If at any time:an officer of employee would like another copy of
the palicy, 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
muodified palicy

5. CONFIDENTIALITY

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

b. EFFECTIVITY

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

i F
i | &
QA I
Prepared by: lo Hanna R, Melecio
1o Hanng h, vielecio
Human Resources

f L
Reviewed by: ﬁ':Fredﬂ-L' Camarillo Ir.
Dikgctar Ju-‘ Operations

Approved by: Yisroel Y. Gissinger
CEO



Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

Name Position in Establishment
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: 1o Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoli CSR - Phone

Submitted by:

Yisroel Y. Gissinger
CED
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DATI April 3, 2018
1 r"l}_l_tr"-'.'llfl-"l.!'_'n
HUMAN RESOLRCES DEPARTIMENT

THRU GPERATION

SUBIECT MEMO:; KES] IDELIN

iplay Inc. provides unisex restrooms available so that employees can use them when they nead
to-do 50, Une is located inside the operabion roar and secono in thi i-.:|-\'v';'T outside the
operation Tioor. However, those who are uncomfortat has issue with the unisex restroor
Wwe Nave a separata .--f||_!'fl;‘ private restraodm avanable 1ar usa

hAs - - A " -

Mareaver, any emplovee with concern/issue in using the unisex restroom please visit Human

Resources office to get door access pass. Office security, Log intand Log out procedure shall

apply

Furthermoare, it 1§ essential that all eriplovess should comply and obsarve the restroom

|"1-|'|I|| It

L] Enock it the cubicle inpears 1o De occumed. Ly i DEEs UNGEr thie aoors

e Lock the cubigle door when you entear

o  Stand close ehoupgh to the pan or urinal so you don't wet the seat, walls or

flocr

s Flush the toilet after use and wipe off the toilel seat fon the next use

»  Paper rowels | nthe trash can, not-on the tlegr or in the toilet bowl

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

# Please use water and paper towels conservatively

For your infarmation and guidance

- Voronee/Onin i |08 ~L0s
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February 27, 2018

To ' ALL EMPLOYCES
FROM : HUMAN RCSOURCES DEPARTMENT

THRU OPERATIONS MANAGER
SUBECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

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

To ensure effective Implementation and monitoring of office security

1. Employees are required to log
if the door is open

2. Employees are allowed to be inside the offi
their scheduled time

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

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

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

e left in the locker before longing in/going inside

5. Employees are only allowed to stay in the office far 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 1D to access these rooms

7. No tailgating

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

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

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

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

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

For guidance and strict compliance.

e
Gl Vivne, /Chiiy Yeres | 091325
J HEnriaM erio '
Huu n Resources .

Noted by:

=] |
Alfredo man'uu I,

Dirb&or of\{}bera[ions
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DATE : November 17, 2021
TO ! ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT : LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

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

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

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

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

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

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

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

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

s Forced Open Request due to lost padlock key or forgotten passwbrd!cnde should be submitted a
day prior and will be subject to availability 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

s Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on November 22, 2021.

Failure to comply will be dealt accordingly.

Prepared by: Moted by;

Carlos éntfnng Alfredo arillo

General Manager Directo perations

| have read, understood, and agreed to comply with the forego ch'es, rules and conditions

governing the iPloy Locker Policy.

Vo Cride ?Hfm\ 091%°24

Employee Sigﬁatu I ﬂer Printed!NamE}'DatE

A,
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DATE April 3, 2018

s] ALL EMPLOYEES
FROM HUMAN RESOURCES DEPARTMENT
THRU OFERATIONS MANAGER

SUBJECT MEMO: CALL IN FOR OUT OF OFFICI

In arder to properly monitor aut of office employes d MewW Hroce:

beimplemented effective Monday, &pril 9, 2018
Guidelines

n cases of late and/or absences, employee should report te Human Resources through
oS or Call via HE hotline: 081 7-7048-7074 "
Motificationshould contain the following infaormatia

da. Lomplete {reall Name

b. Department

Tean Leader

d. Call in far: (Whale day Absent, Hall-day Absant, Lata)

H

edsin

=
i HR will be'the ane ta send notification to Operations Managemen!
i

1. ‘Nocall in should Be communicated through Team leads or anv other emplovee. It should

D gone by theemplayves Or his/Her relative

1

Motitication - should be at least two {2) hiours before the emploves's chift
B: If an employee is advised to rest/canfined in the hospital, number of rest davs as advised
by the physician should beindicated. Otherwise, employvee must send notification daily

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

bie dealt with according to our Code of Conduct and Discipline

For your guidance-and strict compliance

! I' fuib‘hfl ecio

an Resources

e

o Wasanne N '?Hﬁﬁj { 9-13-24

D ‘:;_ |‘,.-|" ;E"--‘:Llnﬂ i0OnNs

Alfredo ( fll"t._lﬁ”l_': Ii
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February 18, 2020

Ta . ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBJECT ATTENDANCE BOMUS 2020

A5 we end the year 2019, iPloy would like to set clear key procgdures and policies. This memorandum serves as
reminder to be followed:

PAYROLL

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

2. Tardiness, Undertime and Qver breals will be deducted from the emplaoyee’s pay

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

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

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

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

= L day absence — the medical certificate must be dated on the day of absence or the next day. Il the absence
falls on a Friday, the medical certificate must be dated the Saturday that immeadiately fallows — at the latest. It
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
absance falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the
latest, It cannol be dated an the Saturday that immediately fallows or that Monday that the agent is Lo report back
to work

. 3 days of absence or longer - the medical certificate must be dated on the initlal 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.

o Ex: If the agent is absent on a Friday and the medical certificate states advised Lo 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

1o work on Monday.
Wﬁw e | 04-1494
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0 If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannot be antedated.

o There must ba a fit to work date,

a The only exception to the Medical Certificate date guidelines Is if the employee has been

hospitalized.

VACATION LEAVES
1. The company reserves the right to approve and disapprove all vacation leave (VL) requests.
2. Employee must exactly have the corresponding credits Tor 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 ol
leaves. This is a way of rewarding emplovess with parfect attendance

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

employees who committed unscheduled absences on the prior month and on the current month of the reguested
time off including poor attendance records, behavioral and praductivity issues.

Approved By:

JAY GISSINGER
Chief Executive Officer

ALFREDD CAMARILLD IR, (

Director of Operations |
Yorome  Chinigh ?J 107"'3"?9
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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 farm 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 illness or injury.
* Bereavement leave/s
+ 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
or the given hours will be forfeited,

Note: No more Manual filing of 5ick Leave except if the employee was hospitalized and/or
gquarantine due to COVID-19.

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

* Employee's illness or injury

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

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

ki

* 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.

s Power Outage
» Certification from thelr electric/power supply provider (e.g., VECO, CEBECD,
MECO)

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

5. Any 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 bout his/her absence due to
illness unless fully justified. é
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» |If sickness claimed is fictitious or non-existent.
6. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of SL will be needed to recover from the sickness. A medical certificate must be submitted
before the expiration of the SL. Absence of notice and certification will be considered unauthorized
unfess 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:

Mﬁﬁﬁ%’hﬂﬂm

HR Xana
Moted by:
Affraéu Ea&a'ﬂﬁn Jr. Angelo Manal Carlns'ﬁlﬁ'tﬂfung

Dlreﬂ{cr, Déeratlb ns Operations Manager “General Manager
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Date

To
FROM
THRU
SUBIECT

& iPloy

November 12, 2019

ALLEEMPLOYEES

HUMAN RESCHRCES DEPARTMENT
OPERATIONS MANAGER

555 SICKNESS CLAIMS — 5 CALENDAR DAYS

For those employees’ who wants to file for sickness claims must submit the duly accomplished 555
notification form attached with original and complete medical documents, It should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit
their farm in Accounting afflce.

A member is qualified to avall of this benefit if:

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

2. He has paid at least three (3) months of contributions within the 12-month period immediately
hefare the cemester of sicknass or injuny;

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

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

Failure to submit the documents within the prescribed period will free iPloy from any liabllity of their

claims.

For your guidance.

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

Sincerely,

Nodae  Chive/ e | 18-,
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DATE : December 7, 2022

TO / ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: LPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

The following clinics and/or physicians are considered blacklisted and medical certificate/documents
issued by them will not be accepted. In the event that the employee submits any of the med certs
under these clinics/Physicians will be tagged as culpable for Insubordination under Rule 1 Section 22
of our Code of Conduct and Discipline.

The following are NOT ACCEPTABLE and are considered part of the BLACKLISTED CLINICS/PHYSICIANS:
JLL | I, ANL]

- i W

L1
-
v

<

Rajah Tupas Medical Services T 0 g |
Bimbo H. Tequillo MD Clinic AIDcE; il B TUL Sl G (2
Lolita E. Abella-Libres, DMD . -
Dr. Omar Arceo, MD
Sia Clinic
Health Doc Diagnostics
Gaudioso Montecillo Jr., MD
MNow Serving
Dr. Guian Darnell Sumalinog

. Clinics/Physicians without complete contact details such as but not limited to the following:
10.1  Doector's name
10.2  Doctor's license number
10.3  Clinic/Doctor Phone number
10.4  Date of Actual visit : Sk '
10,5 Diagnosls
10,6  Recommendation
10.7  Fit to work date

o i i LT e e

=
o -

~ W fom ¥ o =

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

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

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

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

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

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

2. Questionable medical certificates due to some inconsistencies/discrepancies as validated by
HR/Company Nurse/Company Doctor.

3. The Clinic/Physician does not entertain phone validations for the certificate issued.
Caters primarily on cosmetic procedures and consultations.

(

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

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

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

3. Consultis done on the day of the absence.

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

Far strict compliance.

Prepared by:

N‘%ﬁm za
E yee Relations Supervisor

Noted by:

=3 fars x ﬁé‘—‘lw 4 E
Ra@'ﬁéﬁtaﬁar&s Mari rcilla Niiio Angelo Manal Alfre{d Camarillo.Jr.

HR Manager HR Malager Operations Manager Di rect:"}f of dperatiﬂ ns
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Date - Movember 30, 2022

Ta - ALL Employess

FROM - Human Resources Department

SUBIECT $ VACATION AND SICK LEAVE CONVERSION

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

As for the Viacation Leave (VL) conversion, all unused VL credits will be released on the 30" of December
2022, All employees can plota VL request untll December 8, 2022 ONLY. The actual VL dates will cover
anly until April 20, 2023, Kindly take note of the reminders below in reference to filing of VL

& MNo retraction of approved Vis. If the employee reports for work on the actual VL date, the VL
will not be reimbursed and will be voided.

e Mo reschaduling of VL onee approved.

VL date should not fall on a loeal holiday otherwise forfeited.

hote: 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 invaluntary,
all available VL credits will be forfeited and will not be part of thelr last pay if;

Ermployee flled an immediate reslgnation and/or failed ta provide a 30-day notice.
Employee went on Absent Without Official Leave [AWOL)

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

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

o Employee will have [ssues with performance inciuding but not limited to quality, productivity, &
client escalation within the duration of the 30-day notice.

# Incurred any behavioral infraction such as but not limited to Siesping, Browsing Unrelated
Vi/ebsites and etc.

Furthermore, SL and VL conversion maybe subject to tax, Should you have questions pertaining to this
memo, feel free ta reach oul to our Accounting personnel st Accounting@iploy.com.

Signed:
o -

e
Gin :
Accounting Manager

HR Manager
Mobed by:

. i
ki an P
Operations Manager Director of Operations

Approved by:

i

CEQ
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DATE April 26, 2018

To ' ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT

THRL OPERATIONS MANAGEMENT

SUBIECT : Maxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular emplovees can still avall their Maxicare insurance provided they are within the
paid 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 76033 for medical services and Php 10100 for dental
services, The employee will shoulder the remaining amount of the quarter.

The guarters are as follows
1*! Quarter — December, January and February

2% Quarter — March, &pril and May

3" quarter — June, July and August

4™ Quarter - September, Dctober and November and 50 an and so forth,

If there dre any guestions or clarifications, please feel free to as the Human Resources Department.

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

D# | MNAME TEAM LEAD

fl]f'-l- l W oot (hshre Wang

Regards, Noted By:
) ,-'; ; A
| Fa A
Maristtka Iris Arcilla Alfred rLarHlo Ir. Abeﬁarho pa’éa{ea
Human Resource Direct{:rﬂ Operations Operations Manager
Py
< Gotieng

<-General Manager
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December 17, 2019

To ALL EMPLOYEES

FROM OPERATIONS MANAGEMEMT

SUBRIECT CLEANSING PERIOD

IPloy Staffing Solutions believes in ' giving employesy endlugh room for

emplayment in fégards to compliance to aur company’s Code of Conduct. The

mativate emplovess feactify pissed offenses and start amew

Cleansing Perlod pertains to the time when anemployes who has beéen

= expecied 1o Improve J.Ff'f!lh'!'rl-l-."l'i_" Ample time s BhvEn Lo oorrect improger

carmmitting any other infractions

It an emplayee goes naol cammit the same infraction for Vhe

disciplinary action will slide back toa level depes on ity type

Attendance
Productivity |3
Behavioral ' 12

The counting of the Cleansing Period will start based an the date when DA was decided upon

tar infractions wWill stifl be kept in the Emr Ployres 2071 File repardie

The Cleansing Period is effective lanuary 1, 2020 cavering DAs B manths and alder

Hl'lh_‘-'d |_’:\:

. R8I
ALFREDE) CAMARILLO IR,
s .tllf 11! '_H!H*r dbiian

Moo,

Improvemresnt

mim ol this ARpreach |

ubijested Lo a Disciplinary Actic

wpecilied cleansing period, the

&) IPloy

4] .'.!.qu'_l'-.! e Out

to help

ri DA

behavior and refrain Trom

} progression ol the

Please refer to table below

Al docomentationg

whal period of progressio

" i
Approved By

JAY GISSINGER

Chiel Exgoutive OHicar

WE Waw o
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CODE OF CONDUCT AND MMSCIPLINE (Tabie of Infractions)

I STATEMENT OF POLICY

The Code of Condiuct 2nd Discipline is designed to ensure healthy and positive working
sindronment, and hopes to maintain and uphold professionalisrm amang iPloy Inc. ernployses.
The established norms herein set forth are geared towards the attainment of the Company's
ficals and objectives. 1t is wiarthy to emphasize that the Code is not meank to be appressive nor
it s intended to threaten ard intimidate employees. Indeed, it serves as the guiding principles
it whilt [ mepectad of it smployees 1o conduct during the entire empioyment here in iPloy,
ine.

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

1, The right to discipline and discharge ermplayess for just and proper causes is management’s
prerigative anshrined from the 1987 Philippine Constitution,

2 Pairmess and justice shall always govern the imposithon of dizciplinary actions. Existing Labor
Laves, implementing Rules and Jurisprodence will always be observed.

B} The full and strict maintenance of discipline is the management's responsibllity. Thus, it shall ke
the primary concern of immediate superiors and department heads toinitiate any discialinary
aitiens agairst their subordinates whenever a viclation of the rule is commitied.

A Adrministrative investigations and other proceedings shall be conducted expeditiously.

4 Iimposition of penalties when watranted, shall not e earcelled, ror delayed for any reason.

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

! The management may mitigate the penalty to be impased, subjec! however to management's
spproval and upon compliance to the conditions set forth by the lakter.

A incases of multiple viclations of this Code, the following rule shall apply as to the penalty 1o be
fnposed:

Piny Irooe pik ated

.
L4 Flgar M5 Tosnt i -.v“
Postadnees Roed Cebu Busrms Pate, - n*

il City 5000

1. Incident Repart will be submitted to Human Aesources [HR} within 2 working days from
the date of the incident.
7 Fhuman Resources will issus a Notice 1o Explain [NTE) to the employes within 3 working
aays,
3. Dirmet Superior shaukd eoach the employes within 5 working days from the ssuance of
the NTE.
4. Coaching Farm and Wrinten Explanation af the employes should be submiited within 5
working days from the Bsuance of the NTE.
5, HA will lssus Notice of Decision with or withous sanctions within 5 dayi from the receipt
of the Coaching Form =nd Written Explanation,
&, Eailure 1o provide Wiitten Explanation shall constitute 3 waiver of the employ=e's
right to be heard and confirms that sl the details in the incident Aeport are trie and
withaut any biases.
b. Lapses in the timeline will result to 2 sanction - Neglect of Duty / insubardinstion
£ Laptes in the timedine will rot woid the sanction.

V. GENERAL BEHAVIORAL STANDARDS
B art iPloy employes we expect that you will meet the foliowing behavicnl sandards:

a. Praper Conduct and Decorurn i expected from you within the affice and outside when
representing the Company. This includes appropriate dress, attending the office ready 1 work, use of
proper and decent language, observance of proper office and work decorum, maintaining proper
relatiorships with your collesgues, customers and other individuals not in the employ of the comparsy,
observance of and compliance with existing laws of the Phifippines. )

b. Enhancing Company Produttivity the Company sxpects the Proper care and utiliration of
Capital available o the Commpany: turning up for werk ready to work on time-all the time, following the
approoriate break and finish fimes, getting on with the job and performing the job to the best of your
anility, positive attitude and dedication 1o one's work assignments, supportiag supervisions and those in
management.

¢, Follawing rules on customer and client relations and always maintairing 3 professional helpiul
aktitide with customers.

4. Mainténance of health and safety ol the office and peogle around you. A proper attitude
bowards cheaniiness and proper housekeeping in the office, good health of yourself and others around
you, assist in the security of the office, foliowing basic safety procedures,

&, Proper use of Company Property, facilities and security to protect company and cmplayes
assets. Secure handling and maintenance of Company reconds, keep confidentiat and protect the

integrity of all Company operating data and information, appropriate use if 24l Cormpany eguipment Tor
work related purposes, properly account for all Comapany funds received

b

Vosonne Tenos
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Tikls Canibie sl mpoly to @l [Bloy ermployess, regardiess of status or position Reld,
i, Types of Offenses

Lul 1 = Wlractions witich are minor in nature but which may become habitual and disrupbive if not
wsiteited. | oy no detrimental impact of the business.

il = Sericus olferae which causes delay ir operations, may pose threat, karm, or dsnger to
Cornpany property andfos lves of individuals

Ll 3 = |Alantions which will destroy the eompany’s image and reputation, It causes substantial ioss o

il eompany and can result to critical operational digruption. A critical offense that nas sompromized
e soeiitity al the employees, the integsity of Client, the safethy of customer’s information and the
shalidlity oF the business,

i, Table ol infractions

oy P poi stenl
11 Flgar MSY Tower
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RN e e e e

Imtiboper or unsuly
conduct & [o calse
disordir or distupt work,

Levell

Lacumented
‘erpal
warning

Written
Wwarning

Flrad
Wwritten
Warning

Eringing of personal
mabile phones
deliberately 10 the
operations of tralning
argas other than those
sutherized. Brnging of
mon -wor related
electronle gadgets
{laptops, fash/portable
drives, comeras, B1c.)
irmide th company
premises without prior
spprowval from the
Irmediate superdser.

Level 1

Docurmented
vatbal
Wasning

Writhan
Warning

Flral
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Warning

Suspension
- 3 Days

Eating fn unauthonzen
argas [operations,
management & support
aran) within e company
premizes especlalty while
taking calli-

Levell

Cocumented
Verbal
‘Warning

wiitien
Warning

Final
Writhen
Warning

Suspension
3 Days

Speaking in anather
lanpuage o dlainct other
thar) English within the
camipany-designated ared,

Distumanted
Yerbal
Warning

Writtan
Warning

Final
Witten
Warning

Suspention
- 3 Doy

N fules on Proper Conduct and Decorum
——— e
. Y23 BV b s e
W2 T i ﬁ
e e .“ .m_ b e 5#;...
migise or disturbance Written Suspenilon .
Ly Varbal Writlen CHmEstal
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Pramises
Documented Final 4
o | ety oy |y | TS | e | e | S| o
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cansidered 43 one (1)
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Lewel 1

Documented
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Warning

Final
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Wi Raving Clause

1 Termination of anemployse shall sutomatically bar him/her from re-employment.

4 The pemalty of dismissal shall not prejudics the right of the company to initiate court action
agalimt the erming employee.

4 This Code shall supersede all ather exdsting policies, rules, memas, and the like, and all policies
6 b implemented, I the same is found to be inconsistent with the Code of Conduct.

Wil Approval

lay Gissinger
Owner and Chief Executive Officer

Moy Incorporated

.
11™ Floer MSY Tower m _
Pestadoras Aosd Cebu Businas Park, _

Cetvur Cily G000

BECEIPT OF THE CDDE OF CONDUCT AND DISCIPLINE POLICY,

This it 1o acknowledge that | have read the Company's Code of Conduct and Discipline and unde
that it sets forth the terms and conditions of my employment as well as the duties ang responsl
and obligatiors of employment with the Company.

| slso acknowledge that the Company Teserves the fight to revise, delete, and aad Lo the prowvis:

{his Code of Conduct and Discipline., or condition of employment can be established by any oth
statement, canduct, policy, or practice.

wanee WATANE OO RS/
DATE Eﬂ.ﬁl&oﬂ r

AND HAVE READ AND ::@wﬁ TS ENTIRE CONTENTS.
EMPLOYEE SIGNATURE

QC

Waicane Chigbi ]
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