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QMS Awareness Examination @ l Oy
Name Bomeatles | Marlow Position Lt Department
Immediate Superior Date ﬂq];gfa;, Score

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

1. What isthe name of the Seminar?

Gualihy Mawigement cyten
2. What are the two clauses mentioned under the scope of our Management System that is not covered in our
ams?
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3. What are the seven (7) Quality Policy of iPloy that were mentioned in the seminar?
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4. Inyaour current role, how can you contribute to ensure that the Quality Policy is implemented?
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5. In 1,.l'ol.ir :}pinlan why is it important to have a Quality Policy in the Organization?
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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 Cﬂmmil'm'ﬂdﬂjf 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 (2 nhnve
management system; it is one of our main annual objectives.

across all aspects of our guality

3. Asan organization, we recognize that ?_m?’hf are the essence of any good business and that their
full invelvement enables their abilities to be used for our benefit.
4, Our TGP ‘h‘ndhaq}iﬂw.ﬂ‘t has committed to creating and maintaining a working environment in

which people become fully involved in achieving our objectives.

5. Asan organization, we understand that the desired result Is achieved more efficiently when activities and
related resources are managed as a process or series of Iy conné (e & proeiges .,

E. IPLOY OPC recognizes that an organization and the relationship it has with its 1-P:t‘hr.l"._11|| rl::rwl'dfrl are
interdependent and a mutually beneficial relationship enhances the ability of both to create value.

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

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

Column A Column B

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

2. As an organization, we have made a commitment fa
understand our current and future customers’ needs;
meet thelr requirements 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 & mutually beneficial
relationship enhances the ability of both to create
valuge,

4.  Our Top Management has commltted to creating and
maintaining a working environment in which people
become fully invalved In achieving our objectives.

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

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

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

Evidence-based decision making

Process approach

Improvement

Engagement of people

Leadership

Customer focus

Relationship management

Ihank yiou
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9" Flaor, Avala Center Cebu Tower ':.) ] ‘P'
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Cebu City 6000
NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) o83

BETWEEN

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

2, Marilow Tonaates ({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., 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

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

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




@ ®  giiPloy
Cebu City 6000 ' ' ;
disclosed or who have access to Proprietary Information sign a nondisclosure or similar agreement
in content substantially similar to this Agreement

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

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

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1, requires the disclosure of any Proprietary Information or

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

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

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

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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9" Floor, Ayala Center Cebu Tower Y "P,

Bohol Street, Cebu Business Park, l ¢ Oy
Cebu City 6000 e 1
remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

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

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

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

IPLOY OPC Receiving Party
By: Onboarding Specialist By: _ few emploffe
Mame: Jade Lenizo Mata Name: %mr,mm, Moo
Title: Onboarding Specialist Title: CLfL
B popiaue,
Address: #35 Salvador Extension Labangon Address: Samicia I\, U O (i
Cebu City

Date: D""ll“"-hﬂl Date: D"ll%{ﬂa
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2. SLURNANME

FIRST MAME

MIDDLE MAME

Print legibly. M ark appropriaie boxes D with"/" and use separate sheel if nacassary.

L PERSOMAL INFORMATIOMN

JOmBRIO

EMPLOYEE PERSONAL DATA SHEET

Schedule:

Tz s L=l :

3. NAME EXTENSION (= 8. dr.,

&r.)

. DATE OF BIRTH {mm/dd/yyyy)

I 03113 tacol

« PLACEOF BIRTH

ManatMiads  BKIDACH

SEX D Male BNFemale

o o L L

» QIVIL STATUS

rSingle DWidowed
DMarried DSeparated

DAnnulled DOthers, specify

17, RESIDENTIAL ADDRESS

i

ZIF CODE
18, TELEPHOMNE NO,

b R e ot
et 1| U Ll

(#p¥0

19, PERMAMENT ADDRESS
[}

Twom | cAncap ey

24, SPRUSE'S SURNAME

8. CITIZENSHIP FiLiRe

8, HEIGHT (m) A Chput AT

10, WEIGHT (kg) ¢ ; 4

11, BLOODR TYRE ZIP CODE

12. GSIS 1D NO. 20. TELEP HONE NO. o T00Up2pAs

13, PAG-IBIG 1D NO. 111144549554 21. E-MAIL ADDRESSAIfany) nar g @ ket c‘::qufjféj}fw[l e |
14. PHILHEALTH NO: |5 - 35\ Bl el =3 ' | Ji= f’HJ-J‘BL«r"rEﬁﬂ:f*"{ é‘};; A1 o
15. 855 NO, 35 - 1419292 - | 22. CELLPHONENG, (ifany) | OF TES642T 5

16. TIN - g3 = DK ~ oD 23 EMPLOYEE 1D ND. ' '

DATE OF BIRTH

FIRST MAME {mm/dd vl
MIDDLE NAME L V4
OCCURATION / i
ERPLOYER/BUS. MAME ._ ri £
BUSINESS ADDRESS * i S
TELEPHOME NO. / 4
Continue on separate sheat |frnacessary) ; rd V4

26. FATHER'S SURNAME P ALES 0hs 05 / 147%
FIRST MAME LECiei DO / i
MIDDLE NAME COTaA MG / '

27, MOTHER'S MAIDEN MAME Fd f
SURNAME JTOHBRO oA g 37 /7 HEFJ
FIRST NAME JeRL! i / ot
MIDDLE NAME LOpHE ! " / f

25, NAME OF CHILD / /
(Wirite full name and (st all) il /
: S !

* / /

/ /

/ £

/ /

/ /




37 a. Havevou ever been formally t:-harged?

b. Have you ever been guilty of any admi nlstratlve-affense?_

Dves Drno
If ¥ES, give details

Dves . Eho
IFYES, glve detalls

38. Have you aver been :;_pnvt::téd of anycrime or violatlon ef any law,
decree, ordinance or regulation by anycourtortribunal?

DvEs Bno
If ¥ES, give detalls

38, Have you evarbeon separated from the service In.any fullqwina: modas;
resignation; retirement, dropped fram the rolls. dismissal, termination. end of
term, finlshed.contract, AWOL orphased out, Inthe publlc or private sector?

x
Dvyes Bino
If YES, give detalls

40. Have you ever been a candidate in a national or I-ultéll electian
(axcept Barangay election)? i 4

Dyes Bro
IT ¥YES, glve detalls

A1 Pursuant to: (&) Indigancuss Peo pla's Act (RA BATI (B) Magna Cata for Disabled
Persons (RA 7277} and Salo Parents VWelfars Act 2000 (RA BE73), pleass anawar the
following tems: i

n. Are youa memberafany indlgenous group?
b, Are differently abled?

c, Are you & Solo parant?

| Dyes

Brno
IfYES, give please specify:
Dvyes Erno
If YES, give please specify:
Dyes (]

it YES, glve pleace specify:

a3z ~REFEREMCES (Personnot related by consanauinityor affinlty to mup!lcnm‘i’:ﬂppn intee)

Cart_ \duioy paipud 41

MAME ADDRESS . TELNO:
havle_De Caada . _ (ol (bm, 945345 3990
| lageen  \mpenidl Lo, Uy / CAURTTE 480

==
(ol L{h‘:}

43, EMPLOYMENT RECORD (latest)

09451952 10

COMPAMNY MAME POSITION

FRQOM

TO

Bulol BRe - ciby CITomen -2 it

oafia (22

o JI Jn]' Jodt

regulations ofthe Republic ofthe Fhillppines.

Islso suthorize the agency head/authorized representative taverify/ validate

COMMUNITY TAX CERTIFICATE ND.

ISSUED AT

i /!
ISSUED ON (mm/dd/vyyy) |

44. | declare under oath that this Personal Data Sheet has been’a coomplished by ma, andis a
true, corract and complata'statement pursuant to the provisions af ﬁuri—lnnn': laws, rules and

the contentsstated herefn. | trust that this Information shall reérain confidential.
———==

RIGHT THUMBMNARK

ID pictura taken within the last
Bmontha 3.5em. X 4.5em
(passport aize)

Computer ganaraled or xenox
sapy of picture s not
acceplabla

IN CASEQOF EMERGENCY:

Pleesa Contact: CRIC AN vDMB2I0

e L‘E-l;r,}

SIGMATURE [5I

O e olole 25 27 ;

Contact Number:

LY

Relation: CELin

DATE ACCOMPLISHED




Py Incorporansd -43. B
11th Figor MSY Tower ) ' P, D
Pascadores Road Cebrl Busingss Park,

Cebu Clyy 6000

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, _ BONGCALES, MAR L 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 ahy state or local files,
including those malntained by both public and private organizations, and all public records, for the
purpose of confirming the information contalned on my application and/or obtaining other
information which may be material to my gualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic capy of this cansent shall be considered as valid as the original
consent.

| hereby consent to the Company’s verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written autharization 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 frorm any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release, | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application ar of my Immediate discharge should such falsifications or misrepresentations
be discovered after ' am employed.

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

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

Applicant Name:  Pongeales, JEETIT

Present Address: P PORIGUEE 1., chmbergy I, G L, Govy

Social Security Number: M1 1989 Date of Birth: 0l ﬂfm-‘

o,
- i
Signature: W

T
Date: G‘ﬂ H JJE




iPloy Incorporated <
9™ floor, Ayala Center Cebu Tower 'P'0y

Bohol Avenue, Cebu Business Park
Cebu City 6000

SIGN-ON BONUS POLICY

Policy:

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

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

A regular employee

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

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

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

. & @

Releasing of Sign-On Bonus:

» The release of the sign-on bonus will be on the 15% day of succeeding month of the
anniversary date of the employee.

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

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

i i

Signaturé“lf}uer Printed Name/Date
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iPlay Incorporated ) lP'o
Bth Ayata Contir Cebu Towey

Cobu Bugineds Park, Cibsu City B00G

UNDERTAKING

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

Policy Title : Dress Code Pollcy
Revision No 101
Effective Date slune 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
incarporated herein) of this policy.

wlzmu% oA ‘H?. {3'3*

Employse Name and Signature Date

Noted:

W et ﬂ'& Wl

Onboarding Spe cialist Name and Signature Date



iPloy Gift Policy

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

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

Employees are required NOT to solicit or accept for. personal heneﬂt dirf.‘cttv or indirectly any gift fram
any employee/s or company that is seeking to conduct or'is currentlv tonducting business with the
Company, Any gift with a substantial monetary value of more than F‘hplC_lﬂ should be returned to the

giver,

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

a. 1% Instance - Written Warning L 6 Fo hy
b. 2"™Instance- Final Written Warning - X
c. 3"Instance- Dismissal s ;

If in doubt, employees should with management on the apprnprlatenesspf any gift exchange.
¢ y ol

Employee Acknowledgement

‘I

| have read, understand and agree to comply with the foregoing p-:}ltl:.les, rules and conditions governing
the iPloy Gift Policy.

Name: E}Eﬂﬂfﬂhg | P'-fﬂ'f"w
- [ [ .
Signature: TG Date:

TS

MED)

el




iPloy Social Media Policy

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

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 inﬁustm‘custumer perceptions.
IPloy does not specifically monitor social media 5itesﬂi’pr employee content on an ongoing basis, however
employees should not expect privacy in this regard. iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes across in regular internet monitoring, or is brought to the organization’s attention by
employvees, customers, members.-of the public, etc.

All employees are prohibited from using or publishing infarmation on any social media sites, where such

use has the potential to negatively affect iPloy or its staff. Examples of such behavior include, but are not
limited to: '

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

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

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

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

s Be aware of your association with the company when using online socjal 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 compariy, anything you publish is
your opinion, and not necessarily the opinions of the company.

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



Be aware of data protection rules — you must not post colleagues’ details or pictures without their
individual permission. Employees must not provide or use their company password in response
ta 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 infarmation into the public domain. Any
departure from this policy requires the prior writteén authorization of the management.

Be respectful always, in both the content and tone of what you say. Show respect to your
audience, your colleagues and customers and suppliers. Do not post or publish any comments or
content relating to the company or its employees, which would be 'unacceptahle in the workplace
or in conflict with the company’s website. Make sure t!‘!éulews and Dpininns YOU EXpress are your
own. g :

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

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 ta review it far
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.

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

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

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

Always remember on-line content Is never completely private;

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

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



» 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 informatign used.

Specific Managerial Responsibilities

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

Enforcement / Progression

Mon-compliance with the general principles and conditions of this saciak media policy and the related
internet, e-mail and confidentiality policies may lead to n:i'lisu:Iplir‘azlr',,.I 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 apprupriage and consistent with your
responsibilities towards the company. In case of any doubt, you should consult with your manager.

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

a, 1%Instance - Written Warning - d
b. 2" iInstance- Final Written Warning ' :
c. 3" Instance- Dismissal

Employee Acknowledgement

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

Name: Eﬂ‘ﬂ}dht. hat 1
—— |

Signature: W@ ! Date: P“I{HJ*}?
[ 0O _
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Date February 22, 2018

To 1 ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Dperatigns Manager ;
Subject : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

OBIECTIVE

L1 In confarmity with Republic Act Mo. B50M otherwise known as the Philippine
AIDS Praventiaon and Control Act of 1998 whilth recognizes workplace-based
programs . as a potent tool in “addressing HIVAAILS as an international

pandemic prablem. this company [:-:',llli‘.-' 5 P';r;*'rt_'b-.,- syed for the information

AL guldance af the emplovess in the diggnosis, treatment and prevention of

HIV A0S In the workplace ' fol

1.2. This policy is also aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers” right against discrimination and canfidentiality is
maintained. i

COVERAGE

2.1. This Program shall apply to all €mployees regardiess of their employment

stalUs.
IMPLEMENTING STRUCTURI

3.1 Iplay Inc. HIV/AIDS Program shall be managed by-its health and safety

committee consists. of  representatives fram the different divisions and

pepartments

POLICY STATEMENMNT

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

4.1.1.1 it Is a disease caused by a wvirus called HIV {Human

Vs [

wly weakens a persor

Immunodeficiency Virus)l, This virus s
ability to fight off other diseases by attaching itself to and

destroying Important cells that coptral and support the humar
Immune system !

412 How HIV/AIDS s transmitted?

&1)2 Unprotected sex with an HIY infected person
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4.1.2.2 Fram an infected m:ﬁgher ta her chrld {durlng prepnancy, at
Birth through breast feeding);, il

a
"

4123, Intravenous drug use with contaminated reedles,

4124  Transfusion with infected-blood and blops products; and

4.1.25. Unsafe, unprotected contact with mr'em:-d blood: and bleeding
wounds of aninfected person

4.1.3. Isthere acure? L ' L

4.1.31. No However, there are antiretroviral drug combinations that

are available when properly: usetd, result in prolonged survival of

people with HIV. Halistic: care of people living with HIV-AIDS and

comprehensive  treatment of opportunistic  infections  also
dramatically improve quality of life.

5. GUIDELINES
5 1. Preventive Strategies
5.1.1. Conduct of HIV-AIDS Educatur_:n. :
5111  Whowill conduct?

The Medical Clinic of Iploy Inc._in coordination with the Health and
Safety Committee shall conduct 'HIV-AIDS education to all employees
for free. This shall also form part of the orentation of newly hired
employees, The standardizéd. information package developed by the
Department of Labor and F—mnltwmem (DOLE) ma!,- be used for this
puUrpose. '

51.1.2  How will it be conducted?

The HIV-AIDS education will be conducted rhri:.ugh distribution and
posting of IEC materials, lectures, counselling and training and
information on adherence to standard or I,JI'II".FEFE.EI| precautions in the
workplace

5.1.2. Screening, Miagnosis, Treutment and Referral to i:il.eaith Care Services

5.1.2.1. Screening for HIV as l| prerequisite to: Emplnyment is ‘npt
mandatory. . g

5.1.2.2. The company shall encourage positive health seeking behavior
through Voluntary Counseling and Testirfy. |, -
I LA




|| ' . -
-
By insarpartod ] '
11th Ploos K15V Towns e
WiaF e

Pescad ores Hood Ce by Business Pars
Cebu Ciny G030

5123 The company shall establish a referral system and provide
access to diagnostic and treatment services [nr its workers, Referral
to Social Hygiene Clinics of l{;n for HIV s; uapnmg shall be Tacilitated
by the company's medical clinic staff,

51.24, The company shall likewise facilitate access to livellhood
assistance for the affected empldyee and his/her families, being
offered by other government agencies '

6: SOCIAL POLICY
6.1, Non-discriminatory Palicy and Practices

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

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

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

6.2. Confidentiality/Non-Disclosure Policy
6.2.1. Access to personal data relating to a worker's HIV status shall be
bound by the rules of confidentlality consistent 'with provisions of R.A.
8504 and the ILO Code of Practice
6.2.2. lobapplicants and workers shall not be compelled ta disclose their
HIV/AIDS status and other related medical information.

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

b.3. Work-Accommaodation and Arrangement

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

$.3.2. Agreements made betweeri the company and employee's
representatives shall reflech measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for returnito work.

-
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

i

7.1. Employer's Responsibilities

7.1.1. The Company, together with gr}rpltweew’ labior organizations, company

focal personnel for human resources, safety and health personnel shall
: L ¥

develop, Implement, monitor and evaluate the workplace policy and
program on HIV/AIDS.

7.1.2. Provide infarmation, educatmn and rrammg on HIV/AIDS for its
workforce. )

7.1.3. Ensure non-discriminatory pra-r:tlcE*E. in the workplace and that the
policy and program adheres to existing legislations and guldelines.

7.14. Ensure confidentiality of the health status of I3 employees and the
access to medical records is limited to authorized personnel.

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

7.1.6. The Health and Safety Commitiee, tegether with employees/ labor
organizations shall jointly review the policy and program and continue to
improve these by networking wuth government and arganizations
promating HIV prevention

1.2. Employees’ Responsibilities ; i

71.2.1, The employee's Grgamz.'!tjcrn" shall: undertdke an active fole in
educating and training their members on HIV.drevention and control.
Promote and practice a healthy lifestyle with. emphasis on avoiding high
risk behavior and other risk rat_tur,s that expose workers to increased risk
of HIV infection.

ay
Tl

J2.2, Employees shall practice nansdiscriminatory. acls against Co-employees

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

1.2.4. Employees shall comply with universal precaution and preventive
measures, ' !

. W

b
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8. IMFLEMENTATION AND MONITORING

2,1, The Safety and Health Committee of it |‘_=_"-._:'i1rT-'rF1i-]'r'T shall periodically moenitar
and evaluate the implementation of this Policy and Program.

9, EFFECTIVITY
3.1. This Policy shall take place effective immediately and shall be made known to
every employee. '

78 O
L.l..J._"I'JI" .S :
Prepared by: Jo Hanna R. Melecio ST A
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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 Labor and Employment's Department Order No. 73-05,
series of 2005 - Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Cantrol in the Warkplace

1.2.To provide initiatives to prevent the outhreak and spread of tuberculosis in the
workplace, and to treat, care, and support emulu-.fee 5 who become afflicted with
tubercuylosis v
2. COVERAGE
2.1.This Program shall apply to all employees regardless of their employment status.

3. POLICY STATEMENT

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

v

3.2, Also, in line with this, a TB awareness program shall, be undertaken through
information dissemination, which shall include its nature; frequency (pccurrence
in a selected population) and transmission, treatment..with Directly Observed
Treatment Short Course (DOTS), and' control and management of T8 in the
workplace, This shall be handled by the.Office of Health Services (Infirmary) or
the partner health pravider 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 comprehansive 5tra'|egv ta contral T8, .-mj Is compased of flve
campanents, which are;

3.3.1, Political will or commitment 1o hndururlg sutiained and quality TB

treatment and control activities; ;
33.2. Case detection by sputum-smear micfoscopy among symptomatic
patienls;

!
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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 or those validated oy the
TB [Dragnostic Committee). Complete drug taking through direct
observation by a designated treatment partner; durmg the whole course of
the treatment regimen;

3,34, A regular, uninterrupted sE:pPly of all anti-tuberculosis drugs and other
materials; ;

3.35. Astandard recording and reparting systgm that allows assesament of case
finding and treatment outcomes for gach patient and of tuberculosis contral
program’s performance overall '

3 4:Employess musl be given proper information on ways of strenglhening their
immune responses against TB Infection, e, Infarmatlon on good nutrition,
adeguate rest, avoidance of taobacco and alcohol, and ‘good personal hyglene
practices. However, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
infarmation on its etiology and complete performarce overall.

L

1.5 Improving workplace conditions:

351 To ensure that contamination from T8 mrt.m_rr:F;r}arriciEE. (5 controlled,
workplaces must provide adequate and appropriate ventilation (DOLE-
Cecupational Safety and Health Standards, OSHS, Rule 1076:01) and there
shall be adequate sanitary facilities for workers,

352, The number of employees in a work ‘area shall not exceed the required
number for a specifled area and shall .observe the starldard for space
requirement. [OSHS Rule 1062)

3.6.Capability bullding on TB awareness raising and training on TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational safety and health
committes. '

3.7 5ocial Policies:

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

3.7.2. Wark Accommodation: Through. agreements ' made » between the
fanagement and the employees, work accommiodation measures to
support. emplaoyees with T8 s em:m:mg#d thruugiw lexible laave
arrangements, rescheduling of wosking times, and’ Arrangements for return
1o wark. :
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37.3. Restoration to Work: The empldyee may be d-.E:_:-WL’d Lo return to work
with reasonabie working arrangements as deternlined by the Company's
Health Care Provider and/or the DOTS provider.

1.8 Employee Responsibllity:

1.8.1. Employees who have symptoms of TB shall immediately seek assistance
fram the Company’s Health Services Provider

3.8.1.1 An employee who has the symptoms of TR Is required to initially
wear a face mask (especially while inside the office) and observe good
hygiene practices, at least until declared by a competent medical
practitioner to be safe from transmissian

" .

3812 Similarly, for those at risk, 4.e., those with family members with TB
or those exposed to a co-employee with TB, it would be prudent to
abserve the same good hygiene practices until declared free fram the
disease and sale from transmissian.

18.2. Once diagnosed to be with TB, emplovees hall immiediately seek
treatment either through the Department of Health's DOTS or a private
physiclan of the employee's choice. However, It is imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the fallure of treatment, which rr'r;|",' make it harder {o treal the Infection and
result i a lenger absence. b :

3.8.2,1. An absence from work due to medical reasons of over six [6]
manths may result in the termination of one’s employment as
provided for by the Labor Code-of the Philippines under Art, 284 -
Disease as Ground for Terminatign, - *

3.83. Employees are required to undergo an annual compulsory chest X-ray
through the Annual Physical Examination. If for aly reason an employee
falls to secure a chest x-ray at thal time, he/she-shall be directed to secure a
chest x-ray at an accredited clinic' by his/her respective Infirmary/Health
Services.

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

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

3.11 Employees (those afflicted with the disease or those identified under
contact tracing) whe refuse (o cooperate and dutifully observe lawful
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nstructions (undergo a medical check-up and/for ireatment), may te subject to
ity of which may

disciplinary action proceedings for insubotdinatipn [the pens
E

range ug tothe terrnination of one s amploymen!

4. PROCEDURE

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

agrvices Provider) shall coordingte with the Occupational Safety and Health
Center who shall provide preventive: and” techmical assistance in  the

implementation of the Workplace TB Control and Maragement Progeam.

4.2.An employee who undergoes the Annual Physical Examination with the requisite

chest x-ray will have his/her medical record forwarded to company clinic/HRD.

Employees who fail to undergo the requisite annual chest x-ray shall be directad

Lo secure one at an accredited clinic ar by Ris/her j_lrr_'!:lr_'r..’{-'rf Infirmary/Health
senvices

4.2.1. Those with medical findings shall be required to undergo further medical

check-up. All medical records in connection with this second/ further chieck-

be submitted o company clinic/HRD: and his/her respective

up shal
Infirmary/Health Services

4.2.2. The emplayee shall then coordinate with campany clinic/HRD and his/her
respective Inflrmary/Health Services for the next stegs

4.3 An employee who is suspected to be alfiicted with TB, whether as a direct suspect

or by contact tracing, shall cooperate fully with his/her respective

Infirmary/Health Services (and/or the contracted Health, Sarvices provider), |If

the employee tesis positive for TH, the emp oyee sShall underge the DOTS

:1r.;gr.'i:1'| to its completior

4.4 11 the emplovee needs to undergo a leave ol absence 10 recuprrate; he/shie will
be allowed to use the appropriate feave bafore hefshe may request to be
permitted to po on a Leave of Absence without Payv (LOA]

44.1. The employee shall observe the reguisite procedure in applying: for a

leave '
4.4.2. The Unit concerned shall ensure that the requisite procedures are

nbserved by the employee and that the company clisdt Is duly informed

4.5.An employee may be allowed to go o a medical leave of absence (without pay)
for a maximum period of six &) montt The II_'_III.I: erned emplovee shall supmit
dan application for a- leave of absence.before going ‘on leave, Sad leaye
application shall be subject to approval al the sole (1..-,,'.'..-,,-,;. of the Company
Management :

451 Thesame procadures under 4.2.1 ta 4.2.2 shall be obsarved
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4.6 After treatment, with a maximum penod of six (6) manths on leave (without pay),
an employee found to be cured orw a non-communicable stage of TB may be
allowed back to work, provided that the emplayee’s héaith shall continue to be
maonitored during the annual physital examination with the requisite chest x-ray
or as may be deemed necessary by the dmf Health Services (Infirmary) or
contracted Health Services provider |

4.7.The employee returning to work shall be required by the Managemenl 1o secure
a medical clearance from a medical doctor chosen by the Company before being
allowed to return towork

4.8.The HRD will Initiate disciplinary proceedings against any employee found to have
discontinued treatment in defiance of medical advice, or who refuses to undergo
the full treatment course prescribed. Likewise, employees who are ardered (o
undergo a check-up due to contact tracing but refuse ta do so will also face
disciplinary action proceedings. In both tases, the maxirium sanction applicable
for insubordination will be the termination of ong's n*rmilgwrnlent. if it s deemed

warranted,
5 IMPLEMENTATION AND MONITORING

5.1.The Safety and Health Committee or its tuum.ﬂmart shall berindically manitor and
evaluate the implementation of this Policy and Program.

6. EFFECTIVITY

B.1.This Policy shall take place effective _rmmrdmréw and shall be made known to
every employes, i

| | ‘ﬂ- ||m ‘ 1
Prepared by: lo Hgnnft iec ELC
Human Resources

Reviewed by; Alftedo P. Chmarillo Jr.
Direttor af Qparations

Approved by Yisroel ¥, Gissinger
CEC




. . -
My incorparated ; iP'-o
L1tk Flsigsr BASY. Torume .
Peseadaned Boad Cebu Businnis Park, LTI e

Cebii City G000
Date : February 22, 2018 ]
To : ALL EMPLOYEES CONCERNED ' :
From : Human Resources . .
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEF'ATITiS B

1. OBIECTIVE

1.1.Iploy Inc, is committed to conform to the.established standards assurance of
customer satisfaction, protection of our environment and health and safety In
the workplaces, i

1.2.The company promotes and ensures a healthy environment through its various
health programs to safeguard its employees. And as_part of the company's
compliance to DOLE Department Advisory No. 05, Serigs of 2010 (Guidalines for
the Implementation of a Workplace Palicy 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
diserimination and confidentiality (s maintained.

1.3.This guideline is formulated for everybody's information and reference for the
diagnosis, treatmeént, and prevention of Hepatitic B. This will Infarm the
employees of their role as well as the campany in deallng with Hepatitis B, A
healthy envirgnment encompasses a good warkmg relationship and great output
for continuous business growth.

2. COVERAGE

2.1.This Program shall apply to all employees regardiess of thew employment status.

3. POLICY STATEMENT
3.1.Implementing Structure
3.1.1. Iploy Inc. Hepatitis B workplace pnl}cs,r arid program shal| be managed by
its health and safety committee. Each divislon or departrment of the
Campany shall be duly represented.
3.2.Guidelings
3.2:1. Education

il U I Hepatitis B shall be conducted through distribution and posting of
IEC materials and counselling and/ or,lectures; and
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Bafter secuning clearance from their physiciar

v e | Workplage sanitation and praper waste management and disposal

shall be monitored by the health and salety committee an 4 regular
asis
1.2.2.3 Personal protective equipment shall be made available at all tirr

for all emplovees, and

4. SOCIAL POLICY _ ;
i .1 Non-discriminatory Palicy and Pra ? :

1.1:1.1.1 There shall be no discrimination: ol any lorn against

employees on the basis of their Hepatitis B status consistent with
the international apreament f e ! ramination ratifiad

the Philippines (1LD | ||_]I Ery ployeps shall not De discriminated

aflainst (84| are o posl employmment INCIEHNE  ninng

promotion, or assignment because of their hepatitis B statu

1 | | ll ] vy Ill'_' 1L E 'l_l' Lo T2t II [y mn I'.l.l ; ¥ “I'.I
fam that | ! =1 W Par it |.,;,1-- H re ted
INEsSEs rmay work tor as ol gasthey are medically 1 O WO
i ]
4.1 Confidantiality
1.1.1.2:1 0D applicant ina | & Doyed | of i npelied
aisciose thenr Hepatl B status and ‘ather related medica
"l‘-'.'l"n'hlﬁll.l!l Lo-amplovaes hall nolt he I|_||'- -_|-'.l':! L it dany
personal information ibout’ their fellow emplovees, Acce
personal gata relating to employee s Hepatitis B status shall be
bound by the rules on c gentidlity dnd shall bestrictly limited
Lo maegical nersanne Et epaiy reguired
4.1.1.3 Wors-Accommodation and-Arrangement

4.1.1.3.1 The Ampaany T fake measurt | MEas0ng Dy
gicommodate emMmpiOYeRE WNo are riegat(iis B pasitive roartr
I Lis-& = reidgten [T
.
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4.1.1.3.2. Through agreements made between management and
amployees’ réprasantative, measures Lo support emplovees with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
return to work:

4.11.4. © Screening, Diagnosis, Treatment ant Reféiral to Health Care
Setvices :

d1:3:4.7: The company shall establish a referral system and provide
access to diagnostic and treatment services for its employees for
appropriate medical eyaluation/ maonitoring and management.

41142, Adherence to the guidelines for healthcare providers: o
the evaluption of Hepatitis B positive employees s highly
encouraged,

41143 Screening for Hepatifis B as a prérequisite to employment
shall not be mandatory, dl R

4115 Compensation

4.1:1:5.1; The company shall pravide égcess to Gocial Security
Syslerm ant El'nﬂll.WEE‘.':. Compensation benefits under PD 626 Lo
an empioyee contracted. with Hepatdis: B infection in the
performance of his duty :

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMF!I.D"I'EES :
5.1:1.1. Employer's Responsibilitief '

21133 Management, together with employees’ organizations,
company focal personneg l_ur Human fesources, and safety and
health personnel shall develop, implement, monitar and evaluate
the workplace policy and program on Hepatitis B.

51.2.1.2: The Health and Satety Committee shall ensbre that thelr
company palicy and program is adequately funded and made
known to all employeas :

51.1.1.3. The Human Resources Department shall ensure that their
policy and program adhere to existing legislations and guidelines,
inciuding provisions on leaves, benefits and Insurance,

5ol Management shall provide Information, education and
training on  Hepatitis B for its workforce consistent with the
standardized basic infarmation package ‘developed By the
Hepatitis B TWG; If not available within the astablishment, then
provide access to information. :
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70 b B 38 The company shall efdsure non-discriminatary practices |n
the workplace,

51 L16. Mhe rrlandgf"nﬁ". together with the company focal
personnel for human resources and safety and health shall
provide appropridie personal protective eguipment 1o pravent
Hepatitis B exposure, especlally for: employees exposed to
potentially contaminated blood or bady fluid

7 I b The Health and’Safety Cammiitee, together with the
employees’ arganizations shall Jointly review the policy and
program for effectiveress and continue to improve these by
networking with government and organizations promoting
Hepatitis B prevention, =

5:1.1.1.8 The company shall emsure conlidentiallty of the health
status of its employees, including those with Hepatitls 8

5.1.1.19, The human resources shall ensure thal access 1o medica
records is limited to authorized personnal

5:

1.2 Employees Responsibilities

L7 o et The employees’ arganization:is reguired 1o undertake an

active role in educating and training their members an Hepatitis

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

promoting and practicing a healthy lifestyle with emphasis on

avoiding high risk behavier and other risk Factors that

expose employees to increased risk of Hepatitis A

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

Sl 132 Employees shall gractice non-diseriminatory acts against
co-empioyees on the ground of Hepatitis B status

a.4.1:2.3 Emiployees and their organizatians shall not have access to
persannel data relating to an employee’s Hepatitis B status, The
rules of confidentiality shall apply in carrying out upion ard
organization functions. ' -

5.1.1.2.4 Employees shall comaoly with the universal precaution and
the preventive measures

5.1.1:3.5; Employeas with- Hepatitis B° may inform the health care

provider or the company physician on their Hepatitis B status,
that is, if their work activities may increase the risk of Hepatitis B
infection and trapsmission or pul tha Hepatitis B positive at rick
far aggravation o
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B. IMPLEMENTATION AND MONITORING

6.1.Within the establishment, the Implamentation of the policy-and program shall be
monitored and evaluated periedically. The safety and health committee or its
countergart shall be tasked for this puroose

s o ERrECTIVITY

7.1.This Policy shall take place effective immediately and shall be made known to
Bvery emploves, 1

!\I

TR
\ i\

Human Resources Ly e
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Reviewed by: Alfredo P. Cath
Director of Qperations
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|

arilloJr

Appraved by: Yisroel Y. Gissinger 4
CED
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Date tJanuary 1, 2018

To tALLEMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. CBIECTIVE

11

1.2

In compliance with Article V of Republic Act No. 9165, atherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order No. 53-03, series of 2003
[Guidelines for the Implementation of .a Drug-Free Workplace Policies and
Praograms for the Private Sectar), Iploy Inc. hereby- adopts the foliowing
policies and programs ta achigve a drug-free workplace;

Company policy is to maintain a workplace free of illegal drugs. To ensure
that the objectives of the company's corporate policy are met, the company

i5 implementing this drug free program. The program will have the following
elements:

2. COVERAGE

P

. : i
This Program shall apply to all employees regardiess, of their employment
status. i

3. POLICY STATEMENT g

3.1

3.2.

23,

34

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

Being impaired or under the influence of dangerous drugs away from the
company, if such impairment or influence adversely affects the employee's
work performance, the safety of the employee or of others, or puts ar risk
the company's reputation. T

Possession, use, solicitation Tor, or sale of dangﬁ;rmls-drugs daway from the
company premises, If such activity or involvement adversely affects the
emplovee's work performance, the safety of the employee or of others, or
puts at risk the company's reputation.

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

4. MANDATORY DRUG TEST o ¢

4.1

4.3.

To ensure that only those qualified shall be screened and recruited to prevent
the detrimental effects (e.q. Jower productivity: poor decision making,
increased occfdents; mare campen: .u[rwl fh:rrnh .:m: reduced team effart)
which drug use and abuse may cause in the wﬁrkphw the conduct of
mandatory drug test shall be required for pre-employment

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

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

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

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

4.3.2. FOR-CALUSE TESTING: The tCompany 1r'-‘|r'3~,.' :11.};:3n officer/employee to
submit to a drug test at any time it feels that thesemployee may be under
the Influence of drugs, including, but not limited to, the following
circumstances. evidence of drugs'on or about the employee s person or
in the employee's vicinity, unusual conduct on the employee's part that
suggests impairment or influence of drugs, “negative performance
patterns; or excessive and unexplained absenteelsm or tardiness.

4.3.3. POST-ACCIDENT TESTING: Any officer/femployee involved in a "Mear-
Miss” incident nr “Wark Accident”. under circumstances that suggest
possible use or influence of dr ugs 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 injuties or fatalities of the
workers and/or considerable damage to the employer had it not been
curtailed. "Work Accident” refers to. unplanhed or unexpected
gecurrence that may or may not result' in personal injury, property
damage, work stoppage or interference: or any <ombination 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 methads, the
screening test which will determine the positive rasult as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening: test. Where the confirmatory test turns positive, the
company’s Assessment Team shall evaluate the results and determine
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the level of care and administrative interventions that can be extended
to the'concerned employee

435 Iploy Inc. shall inform the officer/femplayee who was subjected to a
drug test of the test-results whether positive or magative.

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

5. TREATMENT, REHABILITATION, AND HI‘:Fﬁﬁlﬂ.@L
5.1, An officer/employee who, for the first time, is found positive of drug use,
shall be referred for treatment and/or rehabilitation In @ DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least three (3]
accredited facilities which an employee who was tested positive for drugs
may choose from.

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

_All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account. The period during which the
employee is under treatment or .rehabllitation shall be considered as
authorized leaves. : ' i

in
=

5.4. Repeated drug use even after ample oppt:r:un]tv for treatment and
rehabilitation shall be dealt with the correspondinig penalties under R.A, 9165
and is a ground for dismissal.

6. ADVOCACY, EDUCATION AND TRAINING

6.1. Iploy Inc. undertakes to increase the awareness and education of its officers
and employees on the adverse effects of dangerous drugs through
continuous advacacy, 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 respective duties. The program shall
include the following topics: J

6.2.1. Salient features of R:A. 9165;

6:2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community;, .
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6.3,

-

6.2.3. Preventive measures against drug abuse; and

5.2.4. Steps to take when intervention is hieeded, as well as available services
for treatment and rehabllitation, %

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

65.3.1. 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 te g, blood pressure and heart rate,
cholesterol test, blood glucose, etc.);

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

6.39.4 Other activities promoting health and wellness,

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1.

2.2

i

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

Iploy. Inc. shall maintain the confidentiality of all information relating to drug
tests or to the identification of drug users in the waorkplace; exceptions may
be made only where required by law, in case of overriding public health and
safety concerns; or where such exceptions have been authorized In writing by
the person concerned.

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

8. CONSEQUENCES OF POLICY VIOLATIONS

81

8.2

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

Any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 9165.
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9, IMPLEMENTATION AND MONITORING
9.1.1. Theimplementation of these policies and programs shall be monitored
and evaluated periodically by _I'iIrJF'Iu':IE.EI'IIEiIIT th ensure a drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with D.0. 53-03. ;
10. EFFECTIVITY

{2 This Policy shall take place effectwe |rnme1:l|;:|li-?|v and shall be made
known to every employee. s

11, ATTACHEMENT

11 Drug-Free Workplace Policy and Program Acknowledgement

Prepared by: lo Haf‘i#ij& Melecio

Hurﬁan Resources

|

Reviewed by: AEfr( do P. Garmarillo Jr.
Dlreé;\m ﬂffﬂtnehtlc:-ns

Approved by: Yisroel Y, Gissinger -
CEQ




. - ] ®
" N B
e ‘ >iPlo
Lhts Boge 8A5Y Townr @
Beradons Ao Cobu Butine Pak E et iy et

Carbuy Sty &DO0

Drug-Free Workplace Program Acknowledgement

| hereby acknowledge that | have received and read Iploy Inc. Drug-Free Waorkplace 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, |
also understand that | must abide by the Program as a condition of initial and/or
continued employment, and any violation may result In disciplinary action up to and
Including termination. '

| also understand that during my employment | may be reéquired to submit to tasting for
the preserice of drugs or alcohol in my body, | understand that submission to such tiesting
Is & condition of employment with [Company], and disciplinary ar.unn up 1o and including
tarmination may result if; :

1) | refuse to consent to testing.

2} I refuse to execute all forms of consent and release of |rﬂbl|lt'y' that are usually and
reasonably assoclated with such examinations. -

3) I'refuse to authorize release of the test resu!rs e the company.

4} The tests establish a violation of [Company|’s Drug- -Free wﬂrkplm e Policy

5) | otherwise violate the policy.

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

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

[ R

%ﬂ% ol
SHGNATURE g DATE

WITNESS *  DATE
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Date January 1, 2018 - ! 5
To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager )

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBJECTIVE

L

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

2. COVERAGE

2.1

This Program shall apply to all employeés regardless of their employment
status.

A

3. POLICY STATEMENT

3.1

S

3.3,

14

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

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

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

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of R.A. 7877. It provides that sexual
harassment in workplace is committed by an employer, employes, manager,
supervisor, agent of the employer, or g'lrjyf other person who, having authority,
influence or moral ascendancy over another in a wark environment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or reguirement for submission is accepted by
the object of said Act =

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

3.4.1, The sexual favor is made ‘as.a condition in the hiring or In the
employment, re-employment, or continued. employment of said
individual, or in granting said individual favorable compensation, terms of
conditions, pramotions, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way ‘would discrirninate, deprive or diminish  employment
opportunities or otherwise adversely affect said employee,

3.4.2. the above acts would impair the L-ruplnwet. ng_ht s orf privileges under
existing labor laws; or

34,3, the above acts would: resull in an rI!tIf1IILj;lLIf'|H hostite, or offensive
environment for the AMPIoyee

3.5.  'WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be committed in any wark or training environment. [t
may include, but are nat limited to the following;

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

3,5.2. at office or training-related sotial functions;

153, inthe course of work assignments outside the office;

354, at work-related conferences, studies 1:1rrr’i|u|r‘uEl SESSI0NS; 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, Overtsexual advances,

162 Unwelcome or improper gestures of Llffrﬁflli‘m

3.6:3. Reguest or demand for sexual favors including but not limited to going
aut on dates, outings, or the like for the same purpose,

364 Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying. disgusting or offensive to the
victim
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3.B.

WHAT IS5 NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature. It refers to bshavior ‘that s, not welcome; that s
personally offensive, that debilitates moralé, and that, therefore, interferes
with waork effectiveness

EMPLOYER'S RESPONSIBILITY

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

4. PROCEDURE 3

4.1

4.2

COMPLAINT PROCEDLURE

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 rrwe:ahga[ibh. They may also report
acts, of sexual Rarassment to any other member of Iploy Ing
management or ownership. All allﬂgahohs 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 a[falnat unnecessary disclosure. When
the investigation 15 completed, all parties will be informed of the
outcome of the investigation

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
représentative 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 Committeg
shall also develop and implement. programs to increase understanding
and awareness about sexual harassment '

RETALIATION

4.2.1. Iploy Inc. will permit no employment-based retaliation against anyone
who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment
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4.3. WRITTEN POLICY

431 Al officers and employees of Igloy Inc.”shall’' recelve a copy of the
company s sexual harassment policy upon assumption of their respective
affices. If at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum. If
Iploy Inc. should amend or modHy its sexual ‘harassment policy, all
officers and employess will receive an individual copy of the amended or
madified policy '

5. CONFIDENTIALITY

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

6. EFFECTIVITY

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

bt } ._J L 1 :,' i

Prepared by: lo Hanna R. Melecio

Human Resources

'
Reviewesd by: .ﬁ{ll‘-:e_r:f-::rL. Camarilo dr
Directar f Operations

Approved by: Yisrpel Y. Gissinger

CEQ
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name Position in Establishment
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea _ Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil 0 CSR - Phone
Junamel Brigoli . CSR - Phone

Submitted by:

Yi | in
CEO
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CIATE H April 3, 2018

To - ALL EMPLOYEES :

FROM . HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGENMENT

SUBIECT MEMO: RESTROOM GUIDELINES

iploy Inc. provides unisex restrooms avallable so that employees can use them when they need
to do so. One is located inside the operation floor and second i in the hallway outside the
operation floor. However, those who are uncomfortable, has issue with the unisex restroom

we have 3 separate single, private restroom available for (se.

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

Furthermore, It is essential that all employees should comply.and observe the restroom
etiquette:

Knack it the cubicle appears to be occupied. Don't peek under the doors.
Lock the cubicle door when you enter:
Stand close enovgh to the pan or urinal so yoi don't wet the seat, walls or

Hoar
& Flush the toilet after use and wipe off the tollet _r.ea.l tor the next user
s Papertowels goin the trash can, not on the floor o in the tollet bawl
e Wash your hands to prevent the spread of colds sind the flu
* Please use water and paper towels conservatively

Far your information and guidance

Alfredo arille Jr.
Dirkgtos, p}!raﬁnnﬁ

’bm)m'lu Moy \ :
o1 [y - "
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February 27, 2018

To : ALL EMPLOYLES

FROM c HUMAN RESOURCES DEPARTMENT

THRU ! OPERATIONS MANAGER .
SURIECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is issued to ensure the effective enforcement ahd strict abservance of all
employees on office attendance and punctuality

Ta ensure effective implementation and monitoring of

office security

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

Employees are allowed to be insid
their scheduled time

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

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

Employees are only allowed to stay in the office for thirty (30) minutes after their shift,

unless authorized or has approval to extend their time

6. Pantry, recreation room and locker should be closed at all tirmes, employees must use
their RF 1D to access these rooms

7. No tailgating

8 in and log out using the biometric and the RF ID, even

(9]

e the office and to Log in thirty (30) minutes before

Lad

in the locker before longing in/going inside

=

L

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

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

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

11. Submit self to magnetic wand scanning with the security personnel
12. Only water in a clear container is allowed in the operation area and recreation room

For guidance and strict compliance.

LalnlV ' - .
H!n IjiPI #ﬁ%{h!'l Uecio %‘I{;&Uj » Mt‘mﬁ"‘“
o1|8 b

Moted by:

rilla Jr.
Director ofiOperations

Scanned by CamScanner
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DATE z 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

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

e NOstoring of perishable foods/leftovers inside the locker.

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

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

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

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

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

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

s Forced Open Request due to lost padlock key or forgotten paémnrdﬁ:ade 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

# 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, EDEi.

Failure to comply will be dealt accordingly.

Prepared by: MNoted by;

. e f
a rcilla Carlos Gotiong Alfrgéu F% aﬁ,lu
R Mép.aﬁer General Manager Directo perations

| have read, understood, and agreed to comply with the f'nrbgoing policies, rules a;gi conditions

governing the iPloy Locker Policy.
mumcmm w0t [

Employee Signature Over Printed Namée/Date

Employee Relations Specialist
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o : ALL EMPLOYEES '
FROM HUMAN RESOURCES DEPARTMENT

THARU OPERATIONS MANAGER . -
SUBIECT : MEMO: CALL IN FOR QUT OF GQFFITH

In oraerto properly monitar out of office employees, a new process to call infreport absence will

be implemented effective Manday, April 9, 2018
Guidelines

1. In cases of late and/ar absences, employee should report .to Human Resources through
sMS or Call via: HR hotline: 0917-709-7074
2. Notification should eontain the following information
a Complete {reall Name
b Departmen
€. Team Leader

=

d. Callin fari (Whale day Absent, Half-day Absent, Lata).

e. Reason
3. HR will be the one'to send hotification to Operations Management
4. Mo call in should be caommunitated through !|-_.|'.-'. leads onany other emplovee. It should

be done by the employee or his/her relatives ,
2. Notification should be at least two'(2) hours before the employes’s shift
t. IFan employes'is advised to rest/confined in-the haspital, number of rest days as advisad
by the physiclan should be indicated. Otherwise, employves must send notification daily
Failure to netify. will be tagged as No Call, No shiaw and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline

|

Far your gudance and strict compliance

o,

Hum‘}r REesources ;

Noted by
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February 18, 2020

Ta : ALL EMPLOYEES
FROM i DPERATICNS MANAGEMENT
SUBJECT ; ATTENDANCE BOMUS 2020

As we end the year 2019, iPloy would like to 5et clear key me-El.IuFe:- uﬂd pﬂliC{ES This memarandum serves as
raminder to be followed:

PAYROLL : 2

1. Immaculate Attendance Bonus Is for employess with perfett attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in - aut for
breaks will also disgualify the employee. No waivers will be given

2, Tardiness, Undertime and Over breaks will be deducted fram the employée’s pal;r.

3, Employees who tendered thefr resignation belore the release of the Sign On Eqnu.. {First Hall ar Second Half} will
NG lenger be eligible to recalve jL

4, Emplovess qualified for the Sign On Bonus (First Half or Second Half) will recaive it on the 30" of the succeeding
manth from aligibility.

5. Eligibility for the annual merit increase s based on overall perfﬂmnnte and managemunt discretion. Pay out is
at management’s discretion. i

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

. 1 day absence — the medical certificate must be dated on the day of absence or the next day, If the absence
{alls on a Friday, the medical certificate must be dated the Saturday that immadlateh.r follows = at the latest. It
cannol be daled on the day that the agent is 1o repoit back to wmk

. 2 days absence - the medical certificate must be dated on the initial day of absence or the naxt day. If the
absence falls on a Thursday, the medical certificate must be dated either that THursday or the next day — at the
latest, It cannol be dated on the Saturday that immediately follows or that Monday that the agent is to report back
1o work '

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

o Ex: Il the agent is absent ona Friday and the madical certificate states advised to rest for 3 days,
that is inclusive of the day of ahsence that the agant took to rest plus Saturday and Sunday — the agent must be back
to wiork on Monday,
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o If the doctor prescribies rest, the medical certificate must Include the number of days of rest. The
advice to rest cannot be antedated. :
o There must be a fit to work date. &
o The only exception to the Medical Certificate date guidelines is If the emplayee has been
hospitalized, .
VACATION LEAVES

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

2, Employee must exactly have the corresponding credits for the request 1o be -!ppln'u'E{J
1 eredit = One Day
S credit = Half Day

3. Employee with perfect attendance 60 days from the requested VL date will be giwn priority in the approval of
leaves. This s a way of rewarding employess with perfect attendance,

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

Noted By: Approved By:
MARISH JAY GISSINGE !
HR Superv Chief Executive Officer

ALFREDO CAMARILLO JR.

Directar of Operations

i WLM
04 v&\
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Date : November 17, 2021

TO i ALL EMPLOYEES

From : HUMARMN RESOURCES DEPARTMENT

Subject :RE: SICK LEAVE POLICY

Sick Leave is to be used by employees wha are ill, or any uthEr furrn of absences supported
by & valld 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
e Emergency leave/s
* Power Outage/Internet Outage (for temporary Work from Home set-up)

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

Note: No more Manual filing of Sick Leave except if the employee was hnspltahmd and/or
guarantine due to COVID-19,

4, Below are the documents needed to provide to use the paid sick leave;
* Employee’s iliness or injury

» At the discration 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 honared. tPiease refer to the
Blacklisted Clinic/Physician Memao)

= Bereavement leave (Please refer to the Bereavement Leave Policy)

=  Emergency leave
¥ Validate his/her absence through supporting documents as to why she/he was
having emergency leave on the said date.

= Power Qutage
= Certification from their electric/power supply ;:mwder {e.g., VECO, CEBECO,
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 emptnvee to disciplinary action. 5L is unauthorized
under the following circumstances; ;
» The employee failed to Inform the iImmediate superior or HRD about his/her absence due to
illness unless fully justified.
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s [f sickness claimed is fictitious or non-existent.
6, The employee or his/her representative must inform his/her immediate superior or HR if an
extension of 5L will be needed to recover from the sickness. A medical certificate must be submitted
before the expiration of the 5L. Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extenslon of
leave is warranted. :
This Memorandum shall take effect on November 22, 2021.
Please be guided accordingly.
Created by

M IS ARCILLA
HR Mana

Noted by:

Alfreto arillo Jr. Angelo Manal Earlaﬁintfnng
Diredfor, Operatipns Operations Manager ‘General Manager

ol il
o11¢ lif*;
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To
FROM
THRU
SUBIECT

& IPloy

November 12, 2019

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT
OPERATIONS MAMNAGER

555 SICKMESS CLAIMS -5 CALENDAR DAYS-

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

A member Is qualified to avail of this benefit if:

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

2. He has pald at least three (3) months of contributions within the 12.month period immediately
before the semester of sickness or injuny; '

3. He has used up all eurrent company sick leave with pay; and
He has notified the employer or the 555, if unemployed, voluntary ar self-employed member
regarding his sickness or injury. '

Fallure to submit the documents within the prescribed period will free iPloy from any liability of their

claims.

Far your guldance.

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

Sincerely,

Marishka If
Human Reg

MNoted by:
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DATE : February 20, 2023

TO i ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This Is In reference to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject. We are updating this memo adding more clinics and/or physicians that are
considered blacklisted and medical certificate/documents issued by them will not be accepted. In the
event that the employee submits any of the med certs under these clinics/Physicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

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

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Maontecillo Jr., MD

MNow Serving

Dr. Guian Darnell Sumalinog

lﬂ Tambut Medical Clinic

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

112  Doctor's license number
11.3 Clinic/Dector Phone number
11.4  Date of Actual visit

11.5 Diagnosls

11.6 Recommendation

11.7  Fit to work date

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

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

4. Mo erasures on the document. |n case there are corrections, it has to be counter-signed by
the attending Physiclan. .

5. The soft copy (sent out through email) must coincide with the ariginal copy (submitted to HR).

Kindly take note that If the clinic/Physician has any of the following concerns below will not be
accepted as valid medical certificate;
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1. Phone numbers shown in the medical certificate are incorrect and can't be validated/contacted.

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

3. The Clinic/Physician does not entertain phone valigations for the medical certificate issued.

4. Caters primarily on cosmetic procedures and consultations.

Lastly, since hospitals and clinics are now having less restrictions for consultations and our situations
are constantly improving since the pandemic hit, we will no longer accept consultation done
online/via phone calls. Consultation must be done face-to-face.

This updated memaorandum shall take effect on March 1, 2023.
Should you have guestions or clarification regarding this, please do not hesitate to send us an email

at er@iploy.com,

For strict compliance,

Prepared by:

Noted by:
.r'-. - *
stafiares .‘.I‘- Nifio Angelo Manal
HR Manager R Manager Operations Manager

?)mb mL"li-l ) \A)m;\\m
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Date ! Movembar 30, 2022

To ] ALL Employees

FROM : Human Resources Department

SUBJECT i VACATION AND SICK LEAVE COMVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 3022
payoul. In this connection, all remalining SL credits are to be converted thus, 5L application (s no longer
allowed untii the end of the year,

As for the Vacation Leave (VL) conversion, all unused VL credits will be released on the 30" of December
2022, All employees can plot a VL request until December 8, 2022 ONLY, The actual VL0 dates will cover
only until April 30, 2023, Kindly take note of the reminders below n reference to filing of VL

e Mo retraction of approved Vis. If the employee reparts for work on the actual VL date, the VL
will not be reimbursed and will be voided. ;
No rescheduling of VL once approved, .
VL date should not fall on a local holiday otherwise forfeited.

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

Furtharmore, [fthe employee resigns or gets separated from the ll:clrrnparrl,r elther voluntary or Inveluntary,
all available VL credits will be forfelted and will not be part of thelr last pay if;

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

s Employee Incurred mare than four (4) hours of accumulated and/or total late/undertime within
the 30-day notice:

= Employee will have (ssues with performances including but not limited to quality, productivity, &
cllent escalation within the duration of the 30-day notice. )

s Incurred any behavioral infraction such as but not limited to Slesping, Browsing Unrelated
Waebsites and atc. '

Furthermare, SL and VL conversion maybe subject ta taw. Shpuld you have questions partalning to this
mama, feal free to reach out Lo our Accounting persannel al Accounting@iploy.com,

Signed:
o

-
jp—

HR Manager Accounting Manager

Moted by
! ~ W

bl i f

Operations Manager Director of Dperations

Approved by

CEOQ
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DATE : April 26, 2018

To - ALL EMPLOYEES .

FROM § HUMAN RESOURCES DEPARTMENT

THRU 1 OPERATIONS MANAGEMENT

SUBJECT : Maxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular employees can still avail their Maxicare insurance provided they are within the
paid quarter. X

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

The quarters are as follows

1*! Quarter — December, January and February

2" Quarter — March, April and May

3% Quarter — June, July and August

4" quarter - September, October and November and so on and so forth.

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

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

1D # NAME " TEAM LEAD SIGMATURE

- CV
Y5¢ Porgeales , Mariiow : : W
Regards, Noted By:
i ; / _.l
i o - ll? (’
ME}'S,A*‘% Iris Arcilla AlfredG J‘la\rﬁln I, - apdiards Ddgalea
Human Resource Director of Operations : Operations Manager

N

caos otiohy -

Z@eneral Ma nager
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December 17, 2019

Ta - ALL EMPLOYEES -
FROM ; OPERATIONS MANAGENMENT
SUBIECT ; CLEANSING PERIOD

iPloy Staffing Solutions believes In glving employess enough roormn for improvement ta straighten out
employment in regards to compliance to our company’s Code of Conduct. The alm of this approach is to help
mativate amployees rectity passed offenses and start anew.

Cleansing Parind pertains to the time when an employes who has been subjected 1o a Disciplinary Action (DA}
is expected to improve performance. Ample time |5 glven to correct improper behavior and refriin from
committing any other infractiond.

If an employer does not commit the same infraction for the specified cleaniing pariod, the progression of the
disciplinary action will slide back toa fevel depanding on its type. Please refer to table below:

| Attendance b
| Productivity L See ,
Behavioral | 12

The counting of the Cleanting Period will start based an the date when DA was decided upon. Al decumentations
for infractions will still be kept in the Employess 201 File regardless what period of progression.

The Cleansing Perlod is effective lanuary 1, 2020 covering Das 6 manths and older

¥

Noted By: - k Approved By;
I B/A8/a -
AMARILLO IR, JAY GISSINGER

F Ogerations Chief Executive Officer
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CODE OF CONDUCT AND DISCIFLINE (Table of Infractions)

L STATEMENT OF POLICY

The Code of Conduct and Discipline & designed to ensure: healthy and positive workng
ervirommment, and hoges to maintain and uphold prafessonatism among [Ploy Inc employess,
The estabiished norms herein sei forth are peared towards the attainment of the Cempany’s
Goals and chjectives. It & warthy 1o emphasige That the Code i not mesnt to be appressive nor
it i intended to threaten and intimidate” n__....n&u.__ﬂﬂ.. Incesd, it serves as the guiding principlés
on what is expected of its' employess to conduct during the erfme !.:_"__Q_iﬁ:" here in (Ploy,
Inc-

DOCTRIMES TD GOVERN THE COMPANY'S CODE OF COMNDUCT AND DISCIPLINE

_r

H.qanutdn.ﬂnlnum_ﬁinuninm!.:!uﬁﬂra ..__En!.__n u_dﬂmqnmiﬂ. FEH..-:E..E_..E
preropative enshiined from the 1987 Philippine Constitution.

2 TFabrness dnd justicd shall always govern the imposition of disciplinary actions. ms_..__..__:ﬁ Lakor
Laws, Implementing Rules and Jurisprudegge will always be observed,

3. The full and strict malntenance of discipline is the mdnagements responsibility. This, it shall be
the primary concern of immediate superions and department heads 1oinitiste any disciplinary
actions against their subordinates whenevwer & olation of the rule s committed.

4,  Administrative investigatons and other proceedings shall be conducted expeditioushy.

5. Impotition of penalties when warranted, shall not be cancelled, nor dalayed for any reascn.

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

7. The management may mitigate the penalty to be imposed, subject however to management’s
approval and upan compliance to the conditions set forth by the katter,

8  incases of mudtiple vislations of this Code, the foflowing rule shall apply as to the penalty 1o be

imposed:

p 2
[  or more oifenses ander the same cutagany = | Peeswiny fos the neat schedule of offsnss shall be imporsed |

i, PROCEDURE

Wiy Incespeunted

.
11" Fiagr MSY Towar rv_
Prac e, Arsedd Cistn Mafpheasny Ptk h ﬂ*

Embu ity BOO0

L Incident Repart will be submitted o Heman Resources [HR) witten 2 wordng days from
the date of the Incident.
2. Human Rescurces will issise § Notice 1o Explain (NTE) o the ermployes within 3 working
days
1 Cerect Supenior should coach the employes within 5 working days from the issuance of
the NTE
4. Coaching Form erd Wintten Explaration of the empioyes should be submitted within 5
working days from the issusnce of the NTE
5 HR will fesue Notice of Decision with o withou? sanetions within 5 days from the recelpt
of the Coaching Form and Written Explanation,
a. Failure o provide Witten Explanation shall coratings @ waeer n: 1 ErmplDgee’s
right to-be heard and confirms that 24l the detaiteir the Incl nm_._ “fﬁﬁ.na_.n true and
withaut any biases. . i
_u Lapzes inthe tirmeling will result o2 sancicn I.rnhm»na _.....-.Hv._a-. ___ {ge 0t ageila=" 4T g ]
C. Lapaes in the timeline will not yoid the sanction

“IV. GEMERAL m-.._._.-.c.—n.ﬂn._. STANDARDS

) s arni _u__n..___ uﬁ_uuu.n_._.nn wWeE u.ﬂ_ﬂn_“ that _._ﬂ_._inn mEet the mn___u.!._.d.d.nz.a.nu.ﬂ unn_..&!n_u

- &, Proper Conduct and Decorum & expected from you within the office and outside wien
representing the Company. This inclpdes appropriate dress, attending the office ready to work, use of
proper and decent language, ot=ervance ol proper office and work decorum, maintalring proper
telatinnships with yowr collsagues, cusiomers and other indfviduals not in the employ of the comigamy,
chservance of and cormmpliance with existirg laws of the Philippines.

b Enhancing Company Productivity the Company expects the Proper care and utiliation of
Capital awvailable o the Company; weming up for work ready to work on time all the time, folowing the
appropriate break 2nd finish times, getting on vwith the job and performing the job to the best of your
ahility, positive attitude and dedication to on='s work assignments, supporting supervision and these in
Managament.

o Following rules on customer and client relations and always maintairing a professionsl helph
attitude with customers,

d. Maintegnance af health and salety of the office and people around you. A props: stttude
towsards cleanliness and proper housckeeping in the office, pood health of yoorself srd athers around
youl, assistin the security of the office, following basic sallety procedures,

=, Proper use af Compary Property, facilties and security to protect company and employes
assete. Secure handling and mainténance of Company records, keep confidential and protect the:
imtegrity of all Company operating data and information, appropeiate use if 2l Company equipment for
work related purposes, propsrly socount for all Compary funds received.
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I Applicabllity wetaice”
Thig Code shall apply to all [Pioy emplovess, regardless of itatis or position held, SRErGRET O LRy Cocumented | o Fnal 1
5 conduct a5 to-cause Level 1 Varbal wirltten _..Eﬂu T mamial
I Types of Offenses disorder or distupt work: Warnlng o Warning i,
e -
Level 1 - Infractices which are minor In nature but which may become nabitual and disruptive il sot o _.i....nm_ n_h_“n_i -
corrected, It has no detrimental impact of the business, acliberatey ta the
apEratiens of training
. Lewei 2 —Serious offense which causes deiay In operation, may pose threat, harm, or nr..ﬂ.... o argan othpr thar those
Campany property and/cr lhves of individuals. autharired raging of
: ronworkrelated | Pocumentee | yitien __..ﬂ.ﬁz Snpension :
. level 3 iwﬁsginri_*g_qﬁnaﬂn any’s image a and reputation. it causes 5 S il kg - eetiank gadgets Warriag- WLy warning - 3 Days v
. Uhecompeny and can resul? to critcal operational disruption. A oritical offense that nas compramised i .| Teptops, funhy/ potable y
the security of the employees, the integrity of Clent, the safetfy of customer’s informa: 6:m:.._ the ; 2 drllms, carras, 61}
Sua_ﬁ.___. a:w_n business. . | E A T .
= Premizgs wthout prioe
) approval from'the
smrnediate sopesylsor. -
Uil Table of intractions ~ " Eating.n wnaumariod
- - e (operations, . = .
- managemgen Bsppor | EE_!_ e | s .._.___”._...Hn Suspension |
L fules an Proper Conduct and Decorum | area) within The cormpany w Warning . - X Days
a ekt whihe arning Warning
IR L | ] TRk W = T | F=e oking cady
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Blometris and other
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V1. Saving Clause

. 1 Termination of &n employes shall sutomatically bar him/her from reemployment.
2 The penalty of dismissal shall not prejudics the right of the company to imitiate court action
against the erring employee.
3. This Code shall supersede all other existing policies, rules, memos, and the like, and all policies
to be implemented, if the same is found to be inconsistent with the Code of Conduct.

VIl Approval

lay Glssinger
Owmeer and Chie f Executive Officer




