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IN CASE OF EMERGENCY
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Educational Attainment

Education Type: COLLELE (D jﬁwmmt:; PR
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QMS Awareness Examination Lj iP , Oy

Department

Name |(MARLA STELA PR ME A Position

Immediate Superior Date | o }l" 'M/ 23 Score

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

G

What is the name of the Seminar?
The ngme of e, ceminar ¥ caled Gualitl Mardderent Sueles -

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

Qms?
Clpuge -3 ond Claue " A€

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

3 Cugtemer Tocud

w  Lecdethip

-3 Efdadement o Terde,
- Pocer Afpreach

T Tnprovement
3 Bidence -toted  deciSim makTrg

¥ Reledionship  marcgement

In your current role, how can you contribute to ensure that the Quality Policy is implemented?
AC a SR or e 10 the Comparyy they ae  ovpected fo dbide by

the el . As gn cetomalle wdvidval, { rml{i-: aue fat 1 do act ond will  omse taf —
I will Glew gfl e Elu"-a@: ?ﬁﬁq_tm!-: hﬂ?&fﬂﬂ#ﬁﬂd

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

K porkant 4n bave  aualihy Policg i the  orgariaghion Yo engure, (el establithegt o Gerge
o _undi . W el ag o reminder 4 eveupne shed we fuve o fillows ceclpin rulec .

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

Top Management people interconnected processes Commitment
external providers ams continual improvement

1. Asan organization, we have made a _(ammgnestt 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 _ (ing] | across all aspects of our quality
management systam; it is one of our main annual objectives.
3. Asan organization, we recognize that ‘FE.[':.I?'I{-'-'J are the essence of any good business and that their
full involvement enables their abilities to be used for our benefit.
4. Our has committed to creating and maintaining a working environment in

which people become f'ulh,i 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 _inkerCanpecdedd PP S5es -

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

7. As an organization, we have committed to only make decisions relating to our _(3.M S 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 fs achieved more efficlently when activities and
related resources are managed as a process or serles
of interconnected processes,

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

3. |PLOY, OPC recognizes that an organization and the
relationship It has with its external providers are
interdependent and a mutually  beneficial
relationship enhances the ability of both to create
value,

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

5. As an organization, we have committed to only make
decisions relating to our QMS 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 s ane of our main annual
objectives,

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

Evidence-based decision making

Process approach

Improvement

Engagement of people

Leadership

Customer focus

Relationship management

RANK Ve
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date)__04/ 8 "Jﬂa
BETWEEN

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

2 MAZIA (TELLA F- PELA BG4 (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

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

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

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

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1. requires the disclosure of any Proprietary Information or

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

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

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

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

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: _ MEW/ EMPLOVEE

Name: Jade Lenizo Mata Name: MARTA fRULA T PB4 MEA
Title: Onboarding Specialist Title;  CSR

Address: #35 Salvador Extension Labangon Address: LALA-AN, PULAA, ARGAD, CERU
Cebu City

Date: 09 /la/ 2023 Date: 13 203




& iPloy

EMPLOYEE PERSONAL DATA SHEET

Frict leginty.

Mark appropriate boxes D with /" and use separale aheel if necessary.

L PERSONAL INFORMATION

2. SURMNANME

FIRST MANE

Schedule:

Team Lead:

3, MAME EXTENSION (&

J

MIBDLE NAME FLORES kv, sr)
4, DATE OF BIRTH (rmmdd/ vy ! | 0 JOg /10Oy |17 RESIBEMTIAL AD tm_fss MACTAN STRIET #iFpediom s
5. PLACE OF BIRTH ARSAD, CERJ =
6. SEX b Male #Female I
7. CIVIL STATUS #ingle DWidowed zIP CDDE; (006

DMarriad DSaparated

/

DAannulled DOthers, specify

18, TELEFHONEND,

19, RERNMANENT ADDRESS LAL-‘" ~&r], BUlLATA,

8. CITIZENSHIP iLiel

II'I;\ HEIGHT (i) ||'|I/ rﬁﬁliﬂm{j Jl"{ £ ARGAO, CER

(10 WelEHT (ke) | B4 kg | ' ]

J[u. BLOOD TYPE ][ f ZJF_EC,DE' J[ Go! |

L2} GS151 8O 20, TELEPHONENG, | |

15, PAGL BIGDING, 1213~ 010 - T4 29 E-vAIL ADDRESS.{H:,EE,-,.!..; mmwﬁ| Com

14: PHILHEALTH NO. 126260201913 i

SEHERS N, by — 446 311 -2 22, CELLPHONE NO. uf;;n«,r] OLA~ ol ~ 214 |

16, TIH 28, EMPLOYESID NG, | 4154

24, SPOUSEIS SURNANME DATE OF BIRTH
| e sl T Add i)
MIDBLE MAME i /
QCCUPATION / /

EMPLEYER/BLS. MARE / s
BUSINESS ADDRESS / /
| TELEPHOME NO! / /

(Continusonisaparata sheatif nacessary) il fi

28 EATHER'S SURMARME" DELa VEGA o = R s -
FIRST NAME THRANWE / /S
il DOLE MAME G0 /4 !

27 i:l'xﬂDTHEFl:jS AL D EMANME : ;'E'_"'}EPL : V4 i
SURNAME f FLORES )/ 20 /a8y
FIRST N.AME CHARLVE J Vi
MIDDLE NAME ALEED?Q / /!

L2 INAME QF CHILD ; / 7
[{WArte fUll mame and list all) / /
/ /s

/ /

/ /

i / /

/ /

/ /




27 a. Have vou ever beesn formally charged?

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

Dves . BRo

IfYES, glve detalls

Dyes D‘I’\-m

if YES, glve detalls

28, Havea you aver been convicted afenyerima orviclation ef anylaw,
decree, ordlnanca or regulation by anvcourtortribunal?

Dves I;l'ruc
I YES, giva details

829, Hava yvou ever bear separated fram the service'linany following modes:
reslgnetion; retirement, dropped from the rolls, dismlssal, terminetion; and of
term, finlzhed eontract, AWOL arphased aut; Inthe publicor private sector?

Cyves Uﬁﬂ

1T YES, give deatalls

40, Have you evar bean a candidate In a natlonel or local alection
(except Barangay election)?

Dves Bfo
If YES, give cetalls

1 P Ursuant to: (a) Indigenc Use Pecples Act (A 837k, io) Magna Caria far Dlsablsd
Fersons (Ra 7277 snd Sole P arents Walfare A st 2000 (R4 BET2), pleass answar tha
following ltems:

a. Are you a memberofanylndlgenous group’?
b Ara differentlyvabled?

c, Are vou B solo parant?

Dves pfio
IT ¥ES, give please spec|fy:
Dyes Dzﬂ
IfYES, give please spacify:
DvEes Ao
ITYES, give please speclfy

42. REFERENCES (Fearson not relsted by consangulniiyor affinity to applioant/appo Intes)

MANME ADDRESS

TEL NG

[P ITRER

Hfih!!” EHI}‘F'& haao, Lebu
Evko i Qj-ﬂmt,m: (edng

09y ~ 21 =

NeShud (omaiia G Lela

(TR L IS8

43. EMPLOYMENT RECORD (latest)

COMPARNY MAME POSITION FROM TO
HFA A A UL
LA A/ 2 A

regulations oftha Republlic ofthae Phillppines.

lalssauthorlize the agency head/ suthorized representative to verify/ validate

44, | daclare undekoath thatthls Personel Date Sheet has been accomplished by me, andisa
trua, carrectandcomplete statement pursuant to the provisions of pertinantlaws, rules and

the contents stated herain. trustthat this Information shall ramain confidential,
="

ID plature taken within the fast
BEmenths 3.8em. X 4.5 om
{passpart size)

COMMUNITY TAX CERTIFICATE MO.

[SSLIEL AT &

£ /
ISSUED DN (mm/dd/yysy) I

RIGHT THUMBMARIC

Computergenaratad ar xarox
ecpyofploture ks nat
scceptable

[IN CASE OF EMERGENCY:

Please Contact: _ CHARLIE F. PELA vEaL
Contact Mumber: 09l - 07 - 4354

(Sign Inthe bax)

MOTHEE

Relatian:

DATE ACGOMPLISHED

. |

|
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115h Foar MSY Towr IP'O
Pescadones Road Cebu Boslmess Pask,

Cebu City 5000 Wi iy i

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, _DELA NEGA. MAA WA B - hereby authorize Iploy Inc. and/or it's representatives to

make investigation of my background, references, character, past employment, consumer reparts,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public recorads, for the
purpose of confirming the information contained an my application and/or obtaining other
information which may be material to my gualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent.

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

| release Iploy Inc., its employees, designated representatives, agents, officers and trustees fram
any and all claims of liability or damage due to either the procurement or the true and accurate
disclosure of such records or infarmation.

Applicant Name: _MaA STHARA T DELA  WE/A
Present Address: _ \ARUIAYY  CTREET, WIPPoPROMG , VWA LOOO

Social Security Number; e =02 -4 354 Date of Birth: _@.M

e

i y
Signature; Tf% ? 5

Date: __ 0% iEf 2027




& @’
iPloy Incorporated o N
9™ floor, Ayala Center Cebu Tower 9 'P,o

Bohol Avenue, Cebu Business Park Binting Balitivns P
Cebu City 6000 -

R
i

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: P
To be eligible for a sign-on bonus the employee must meet the fDIIDwirag.'criteria:

¢ Aregular employee G§

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

¢ Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

L
.
* The release of the sign-on bonus will be on the 15" day of succe?ing month of the

anniversary date of the employee.

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

LY [

Acknowledgment

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

pkts Cre(ih—¥ DELA \E P
Signature Over Printed Name/Date

[ T

C R N
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UNDERTAKING .

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

Policy Title : Dress Code Policy 2
Revision No 201
Effective Date iJune 13, 2022 F

| 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 Cade Policy
and | will abide by the provisions (including changes and additions whick are deemed

incorporated herein) of this policy. -

LT ? £ Dhs  NEGA {}ﬂl’[ﬂ!ﬁ

loyee Name and Signature ' | Ddte

!-\
Noted: g
30 ﬂn‘:}( 800 a\ R\
Onboarding Specialist Name and Signature ' Date

..
>



iPloy Gift Policy

The aim of this policy is to establish & uniformity relating to the acceptance of gifts, including gratuities
and rewards. This policy applies to employees of the company. Employees include all permanent, part-
time, temparary 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 MOT to soliclt or accept for personal benefit directly or indirectly any gift from
any employee/s or company that is seeking to canduct or is currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200 should be returned to the
giver,

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

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

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

Employee Acknowledgement

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

Name: WAR\A SRR ¥ TRIA  VEWA

Date: 4 ' W{ 9

Signature:




iPloy Social Media Policy

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

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

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

» 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 social networks, You must
always identify yourself and your role if you mention or comment on the company. Where you
identify vourself 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 nat those of iPloy. Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
your opinion, and not necessarily the opinions of the company.

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



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

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

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

Recommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
networking sites. Such recommendations can give the impression that the recommendation 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 |s 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 reyiew
your content in an objective manner before uploading, If in doubt, ask someaone to review it for
you. Think through the consequences of what you say and what could happen if one of your
colleagues had to defend your comments toa 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 capabllity 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 |s never completely private;

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

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



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

Specific Managerial Responsibilities

By their pasition, Managers have obligations with respect to general content pested 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 employees.

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.
This poliey is not exhaustive. In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet is always appropriate and consistent with your
responsibilities towards the company, In case of any doubt, you should consult with your manager.

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

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

Employee Acknowledgement

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

Name: MFRIK  CRAR - T Hul ez

Signature: Date: QBI!IH’J'PJ

i
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Date : February 22, 2018

To < ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

QBIECTIVE

1.1. In conformity with Republic Act No. 8504 otherwise known as thé Philipging
AIDS Pravention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool In addressing HIVAAILS as an internatianal
pandemic problem, this company palicy 15 hereby issued for the J['Ifl.?.'r"ldtllﬂl.
and guidance of the employees in the diagnosis, tréatment and prevention cf

HIV/AIDS in the workplace

1.2. This policy Is also aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers' right against disgerimination-and confidentiality 15

maintained

COVERAGE

b

2.1 This Program shall apply to all employees regardless of their employmeant
slatus

3. IMPLEMENTING STRUCTURI
3.1. Iploy Inc. HIV/AIDS Program shall be managed by Its health and safety
committee consists of representatives from the different divisions and

departments

1. POLICY STATEMENT

4.1. BASIC INFORMATION ON HIV/AIDS

4.1.1. What s HIN/AIDS?

4.1.1.1 It |5 a disease caused by a wvirus called HIYV (Human
immunodeficiency Virus) This vitus slowly weakens a persan’s
ability to fight off other diseases by attaching itself to and
destroying important cells that contral and support the human

immune system
4.1.2. How HIV/AIDS is transmitted?

4121 Unprotected sex with an HIV infected person;
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4.1.2.2 From an infécted mother to her child (curing pregnancy; at
birth through breast feeding)

4.1.2.3 Intravenous drug use with contaminated needles,;

4.1.2.4 Transfusion with infected blood and blood products; and

4.1.2.5 Unsafe, unprotected contact with infected blood and bleeding
wounds ol an intacted pe §

' 5 s there acurer?
4,131 Mo, However, there are antiretroviral drug combinal 3 thiat

are avallable when properly used, result in prolonged survival ot
people with HIV. Holistic care of p@Eople wving with HIV-AIDS and
comprehensive  treatment  of  opportunistic infections alko
dramatically improve quality of life

GUIDELINES
51 Preventive LI':HH'"F Jax
1.1. Conduct of HIV-AIDS Education
o< e b B Whio will conduct?

The Medical Clinic of Iploy Inc. In cogrdination with the Health and
Safety Committee shall conduct HIV-AIRS educatian to all emplovees
for free. This shall also form part of the orientation of newly hired
emplovees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used far (his
purpose

e How will It be conducted?

The HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures, counselling and training and
information on adherence to standarg, or universal precautions in the

workplace
§5.1.2. Screening, Diagnosis, Treatment and Refanral to Health Care Services

- 7 (O A ascregning for HIV as a prereqguisite’ to employment 15 not
mandatory

The company shall encourage pasitive health seeking behanor

P

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

51.2.4 The company shall likewisa facilitate access to livelihood
assistance for the affected ermployée and his/her families, being
offered by other government agenclas

6. S0OCIAL POLICY
6.1. Non-discriminatory Policy and Practices

€.1.1, Discrimination n any form from pre-employment to  post
employment, |r‘||j||.1dﬁr‘|[=] hiring, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV statlus of
anindividual is prohibited

6:1.2. Workplace management of sick employees shall not differ from that of
any ather lliness

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

6.2. Confidentiality/Non-Disclosure Policy

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

0.2.2. Job applicants and waorkers shall not be compelled to disclose their
HIV/AIDS status and other related medical information

6.:2.3. Co-employees shall not be obliged to reveal any personal Information
relating to the HIV/AIDS status of fellow workers,

6.3. Work-Accommodation and Arrangement

E.3.1. The company shall take measures to regsonably accommodate
employesas with AIDS related illnessas

6.3.2. Agreements made between the company and employee's
representatives shall reflect measures tHat will support waorkers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for return to work,
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer's Responsibilities

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

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

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

7.1.4. Ensure confidentiality of the health status of its emplovees and tha
access to medical records s limited to authorized persaonnel

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

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

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

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

7.2.3. Emplovees and their organization shall not have access to persannel
data relating to a worker's HIV status,

7.2.4., Employees shall comply with umversal precaution and preventive
measures
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IMPLEMENTATION AND MONITORING

oo

8.1. The 5afety and Health Committee or its counterpart shall periodically monitor
and evaluate the implementation of this Palicy and Program

EFFECTIVITY

9.1. This Policy shall take place effective immediately and shall be made known ta

every amployee

| \
\ |I s '.II_', |k£
Prepared by: Jo Hannd R. Mélecio

Human Respurces

A

Reviewead by {‘:.iir-.ﬂrin:r F’_»;E.g_njar|llr_;_.l_r
Director pf Dp#rations

Approved by: Yisroel Y. Gissinger
CED
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Date :lanuary 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 inits campaign against Tuberculosis (TH) in cempliance
with the Department of Labor and Employment’s Department Order No, 7305,
series of 2005 — Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace

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

2. COVERAGE
Z.1.This Program shall apply to all employees regardiess of théir employment status
3. POLICY STATEMENT
3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilitation, ana restoration to work of employees who contract

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

3.2 Also, in line with this, a TB awareness program shall be: undertaken throygh
information dissemination, which shall Include ‘ts nature, frequency (occurrance
in a selected population) and transmission, treatment with Directly Observed
Treatment: Short Course (DOTS), and control and management of TB In/the
workplace. This shall be handled by the Office of Health Services [Infirmary) or
the partner health provider of |PLOY INC. In conjunction with the Operations
Manager and office of Human Resgurce through the company's accredited
health provider

3.3.The DOTS Is a comprehensive strategy to control TB, and Is composed of five
cormponents, which are:

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

3.3.2. Case detection by sputum-smear microscopy among symptomatic
patients;
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3.3.3. Standard short-course chemotherapy using regimans of 6 to B months for

all confirmed active TH cases (1.8, smear positive or thase validated by the
B Diagnostic Committee). Complete drug taking through direct
observation by a designated treatment partner, during the whole course of

the treaiment regimen

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

3.3.5, Astandard recording and reporting system that allows assessment of case
flr‘ll'llr'lg and treatment outcomes for each patient and of tuberculosis contral
program's perfarmance averall

3.4.Employees must be given proper information on ways of strengthening thejr
immune responses against TB Infection, l.e, information on good nutritian,
adequate rest, avoidance of tabacco and alcohol, and good personal hygiene
practices. However, It should be underscored that intensive efforts in the
prevention of the spread of the disease must be peared towards accurate
infarmation on its etiology and complete performance overall

3.5. Improving workplace conditions:

3,51, To ensure that contamination from TB airborne particles is controlled,
warkplaces must provide adequate and appropriate ventilation {(DOLE
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers.

3.5.2. The number of employees in a work area shall not exceed the required
number for a8 specified area and shall observe the standard for space
regquirement. [O5HS Rule 1062}

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

3.7 . Soclal Palicles

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
cartified by the Company s accredited health provider as medically fit and
shall be restored to work as soon as their lliness s controlled.,

3.7.2. Work Accommodation: Through agreements made between the
management and the employees, work accommodation measures to
support employess with TB & encouraged through flexibie leaye
arrangements, reschaduling of working times, and arrangements for return
1o WOrk,
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1.7.3. Rastoration to Work: The employées may be allowed Lo return Lo wars
with reasanable working arrangements as -1 stermined by the {-’:-'ﬂnar‘-‘,.-'b
Health Care Provider and/or the DOTS provider

1.8 Emplovee Responsibility

1.8.1. Employess who have symptoms of TB shall immeadiately seek assistahca
from the Company's Health Services Provider

3.8.1.1 An employvee who has the symptoms of TB is required to initially
wear a face mask (especially while inside the office) and observe good
hyglene practices, at least untll declared by a competent medical
practitioner 1o He salte fromm transmission

3.8.1.2 Similarly, for those at risk, Le., those with family members with TR
or those exposed to a co-employee with T8, it would be prudent to
obsarve the same good hygiene practices until declared free from the
disease and safe from transmission

38.2. Once diagnosed to be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee’s choice, However, it is imperative that the one
strictly, adheres to the course of treatment, Failing to dutifully observea the
treatment course may give rise to complications, such as resistance or even
the fallure of treatmerit, which may make it harder 1o treat the infection and
rasult in'a longer absence.

3821 An absence fram work due to medical reasons of aver six [6]
months may result in the termination of aone's employment as
provided for by the Labor Code of the Phillppines under Art, 284 -
Disease as Ground for Termination.

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

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

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

a1, Employees (those afflicted with the disease or those identified under
contact tracing) who refuse te cooperate and dutifully observe lawful
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INSIructions |l,”'IT:'._'fr__l'_| i medical Chelk-up ang/or treagimant), may e Uupiect to

mary action proceedings for insubordination [the penalty of which may

3

range up 1o the termmation af one 5 empi
4. PROCEDURE
4.1. The respective Health Services of the Company landfar the contracted Mealth

services Prowider) shall coordinate with the Occupational Safety and keplth

anter  wWhi hal nraui i HEBUB AT IUE qm e O Lok L TR e

d.0An employes who undergoes the Annual Physical Examination with the requlsite
chest x-ray will have his/her medical record lorwarded to company clinic/HRD

Employeas who fall to undercgo the requisite annual chest x-ra

v shall be directed

to secure one at an accredited clinic or by his/her preferred Infirmary/Health

SEFVICPS

d4.2.1, Those with medical tindings shall be required to undergo further medical
check-up. All medical records |n connection with this second/ further chetk
up shall be subimitted to company clinic/HBD and  hisfher respiective

Infirmary/Health Servica:

.4 [he emplovee shall then coordinate wit wnpany clinic/HRD and hisfhar
respective Infirmary/Health Services for the next steps

4.3.An employee who is suspected to be afflicted with TB, whether as 4 direct suspect
ar by contact tracing chall aoperate  fully  weltt his/her  respective
Infirmary/Health Servicas (and/or the contractied Health Services provider). I
the employee tests positive for TB, the employee shall underge the DOTS
Drogram 10 s completior

4.4.1f the employee needs 1o undergo a leave of absence to recuperate, he/she will
be allowed to use the approprlate leave before ha/she n ay request to be

permitted to go on a Leave of Absence without Pay (LODA)

d4.4.1. The employee shall observe the requisite procedure in appiying for g
leave
442 The Linit concerned Ttel EISLre Lhat e regquisite P |‘|'J:|rl;f. are

observed oy the employee and that the company clinie s duly informed

4.5 An employee may be allowed to go on a medical leave ol absence (without pay)

tor a maximum period of 5x (6) montns. The concerned employee shall submit
an application for a leave of absence before going on leave,  Said lepve
application shall be subject to approval al the sole discretion of the Company
Management

451 Thesame proceduras under 4.2 1 104.2.2 <nall be obsarved
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4 6. After treatment, with a magmum penod of six (B) months an leave (withoul pay),
iy employee found to be cured or in a non-communicable stage of TR may he
allowed back to work, provided that the employee’s health shall continye to be
monitoréd during the annual physical examination with the requisite chest x-ray
or a5 may be deemed necessary by the Unin Heaitl arvices (Infirmary) or

tratted Health Services provider

4.7, The employvee returning to work shall be required by the Management 10 Saclire
y medical clearanca fram a megical docto O5eh Oy LR ynpany befcrg being
allowed 1o return to worl

4.8.The HRD will initiate disciplinary proceedings aganst any employee found to have
discontinued treatment in defiance of medical advice, or who refuges {o |I_|_|'|_‘|r!"“_'j
the full treatment course prescribed. Likewize emplovees who are ordered o
undergo 2 check-up due to contact tracing but refuse to do so will also face
lisciplinary action procesdings, [0 both cases, the maximum sanction applicable
lor insubordination will be the terminati ) g's emplovment, (F it is desmiod

warranted
5 IMPLEMENTATION AND MONITORING

5.1. The Salety and Health Committee orits counterpart shall peniadically monitar and

evaluate the impiemeantation of this Policy and Program
6. EFFECTIVITY

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

Every employesa

__r_-' | i
Prepared by: lo I:@rq-ﬂ R Nelecio

Human Respurces

1

i
irparilio Jr
Direator af Qparations

Reviewed by ‘E‘”";"Fl@! P.{

Approved by: Yisroel Y. Gissinger

CED




L]
Ll
Py ipg orporaied IP'
11th Floar RASY Towm ' ,
B B g

Ingpaslerim Rogl Cebiu Bisginmis Wk
Caebow Ciry GOOD

Date : February 22, 2018

To rALL EMPLOYEES CONCERNED
From ! Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

1.1, Ipley Inc. is committed to canform to the established standards assurance of
customer satisfaction, grotection of our environment and health and safety in
the workpolaces

1.2.The company promotes and ensures a healthy environment through' its various
health programs to safeguard its emplovees, And as part of the company's
compllance to DOLE Department Advisory No. 05, Serles of 2010 (Guidelings for
the Implementation of a Workplace Policy and Program on Hepatitis Bj, this
Program has been developed, This program s aimeéd to address the stigma
attached to hepatitis B and 1o ensure that the employees’ right against
discrimination and confidentiality i5s maintained

1.3.This guideline is formulated for everybody's information and reference far the
diagnosis, treatment, and prevention of Hepatitis B. This will inform (he
emplovees of thelr role as well as the company in dealing with Hepatitis: B, A
healthy environment encompasses a good working relationship and great output
for continuous business growth
2. COVERAGE
2.1.This Program shall apply to all emplovees regardless of their employment status
3. POLICY STATEMENT
3.1. Implementing Structure
3.1.1. Iploy Inc, Hepatitis B workpiace policy and programn shall be managed by,
its health and safety committee. Each division or department (of the
Company shall be duly representad.
3.2.Guidelines

1.2.1. Education

3.2.1.1 Hepatitis B shall be conducted through distribution and posting of
|EC materials and counselling and/ or lectures: and
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1.2.1.2 Hepatitis B education shall be spearheaded by Iploy Inc. WMedchaal
Clinic in cloge coordination with the health and safery commitee
3.8 2 Preventive Stralege

1.2.2.1 All emplovees are encourapged 1o be immunized jgainst Hepatit|

B atter secur N clearance fram their physiciarn

3.2.3.3 Woarkplace sanitation and proper waste managemeant and digposa

shall be monitored by the health and safety committee on ' regular
0as5
2.2.3 Parsgnal prote 'L meg @& made agvailable at all bime
tor all emplovees: and
3.2.2:4 Employees will be give Jining angdanfarmation on aghergnce Lo

lanGargs or universal precaution NE WOrkpiace
4. S0CIAL POLICY
4.1.1.1 Non-discriminatory. Policy and Practice

4.1:1.1.1 There shall be no diserimination of any form agalist

emplovees on the basis of their Hepatitis B status consistent with

the International agreamaer I r-discrmination ratiféd Dy

he Phillppines (ILO. C111). Emplovess:shall not be discriminated

igainst,  fron pre (o post employment cluding Rirlng,

promotior r assignment because of their nepatitis B status
41.11.2 Workpiace managemeant E pmplovees sha it odifier

'rem |I'|_|“I ol aAny 34 =y jai Har g with Hepatitls H ""|1-|-_-'|_|

”"-r".'.r:'i-'. rmay work tor as logneg as they are medi aly Fit o wortk
4.1.1.5 Cit fidentia

4.1.1.2.1 Job applicants and emplovees shall not be comoelled to
disclose their Hepatitis B statu nd other related medlcal
inlormaton. Co-emplovees shall not be ohlipe 1 1o reveal any
persanal information about their fellow employvees, Access th
10 EmMpoy et Hepatitis B status shall jbe

bound by the rules on confidentiality and shall be strictly limited

personal aata ralaling
(o megdical personnel or it lggally réequiregd
4113  Work-Accommodation and Arrangemen

1130 The company shall take measures 1o reasonably
accommaodate emplovess who are Hepatitis B positive or wit

Hepatitis H - related linesses
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5.

4.1.1.3:2. Through agreements made between managemant and
employees’ representative, measureés Lo support employaes with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
return to work

4.1.1.4, Screening, Diagnosls, Treatment and Referral to Health Care
Services
41,141 The company shall establish a referral svstem and provide

dLCess 1o 1'1"L!.|'_’.||t.1'nlli and treatmeant services 1or |15 employvees for

appropriate medical evaluation) moniaring and management

4.1.1.4.2 Adherence to the guldelines far healthcare providers on
the evaluation of Hepatitis B positive employees Is Rnighly

Encouraged

4.1.1.4.3 screening for Hepatitis B as a greraguisite to employment
shall not be mandatory

4.1.1.5 Compensation
41151 The company shall provide access to Soclal Security
system and Employees Compensation benefits under PDI626 1o
an employee contracied wilth Hepatitis & infectlion in the

performance of his dury

ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

<l e By Employer's Responsibilities
5:.1.1.1.1: Management, together wilh emoloyees’ organizations,

company focal parsonnel for human resources, and safeny and
health personnel shall develop, implemeant, manitor and evaluate
the workplace policy and program on Hepatitis B

. T I Vi L The Health and Safety Commiittee shall ensure that their
company policy and program |5 adequately funded and made
xnown toall employees

5.31.1.0.4 The Human Resources Department shall ensure that thelr
policy and program adhere to existing legislations and guidelines,
including provisions on leaves, benefits and Insurance,

2.1.1.3.4. Management shall provide Information, education and
training an Hepatitis B for its workforce consistent with the
standardized basic information package developed hy the
Hepatitls B TWG; If not avallable within the astablishment, then

provide access Lo intarmation
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51.1.1.5. The company shall easure non-discriminat ory pragticas in
the workplace

2.1:1.1:6. The management together with the company focal
personnel for human resources and safety and’ health shall
provide appropriate personal protective eguipment to prevent
Hepatitis. B exposure; especially far employees exposed to
potentially contaminated blood or body fluld

- W s The Health and Safety Committee, together with the
employess’ arganizations shall joiatly review the palicy and
program for effectiveness and continue to improve these by
networking with government and organizations promoting!
Hepatitis B prevention

5:1.1.1.8, The company shall ensure confidentlality of the health
status of its employees, including those with Hepatitis B

< i e The human resources shall ensure that access to medical
records |s limited to authorized personne

Skl d Emplovees Responsibilities

7 The emplovees’ organization is reguired to undertake an
active role in aducating and training thelr members on Hepatitis
B prevention and caontral, The IEC Rprogram must alsa aim ,at
promoting and practicing a healthy lifestyle with emphasis:on
avoiding high risk behavior and other risk factors (hat

expose employees o Increased risk of Hepatitiz B

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

.22 Employees shall practice non-discriminatary acts agamst
ta-employees an the ground of Hepatitis 8 status

21133 Emplayees and their organizations shall not have actess to
parsonnel data relaling to an employee's Hepatltis B status. The
rules of confidentiality-shall apply In carrying -out unfon and
organization functions

51124, Employvees shall comply with the universal precaution and
the praventive measures

LIS Employees with Hepatitis B may inform the health care

provider or the company physician on their Hepatitis B status
that s, If thelr work activitizs may increase the risk of Hepatitis B
nfection and transmission or put the Hepatitis B positive at risk

for aggravation
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6. IMPLEMENTATION AND MONITORING
b.1.Within the establishment, the implementation of the policy and program shall bié
monitored and evaluated periodica ly. The safety and: health committee an its

counterpart shall be tasked for this purpose
7. EFFECTIVITY

7.1.This Palicy shall take place effective immediately and shall be made known to
every employea

|
| | k"
Prepared by: lo Hariri R, telecio
Human Resourcos

.-
Reviewed by: Alfretio P. Cz

Directior of O

Approved by: Yisroe| Y. Gissinger

CEO
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Date :January 1, 2018

To cALL EMPLOYEES CONCERNED

From : Human Resources

Thru : Operations Manager

Subject * DRUG-FREE WORKPLACE POLICY AND PROGRAM

——————

1. OBJECTIVE

1:1

In comphance with Article V of Republic Act No. 9165, otherwise 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
Programs for the Private Sector), Iploy Inc. hereby adopts the tollowing
palicies and programs to achieve a drug-tree warkplace

Company policy is to maintain a workplace free of illegal drugs. To epsure
that the gbjectives of the company’s corporate policy are met the Qmpany
is implementing this drug free program. The program will have the following

glements:

2. COVERAGE

21

This Program shall apply to all employees regardless of their employment

status

3. POLICY STATEMENT

ail

33

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 ol others, or puts at risk

the company's reputation

Possassion, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such activity or involvement adversely affects the
employee's work performance, the safety of the employee or of others, or

puts-at risk the company's reputation

The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while on the premises of the company, or
while on company business. "Dangerous Drugs” Include those listed in the
Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as
amended h'j.' the 1672 Protocol, and in the Schedules annexed 1o 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

d.1

4.2

4.3

foensure that only those qualified shall be screened and recruited to prevent
the detrimental effects (e.g. lower productivity, poor deciston making;
increosed gccidents; mare compensation claims; ond reduced téom effart)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

Iploy Inc. designates company accredited or afflliated center, a duly
accredited drug testing center by the Department of Health (DOH), as its
authorized drug testing labaratary

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

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

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

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

4.3.4. Al drug tests shall employ, among others, two (2) testing methods, the
screening test which will determine the positive result as well as the type
af the drug used and the 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

4.3.5. Iploy Inc. shall inform the officer/employes who was subjected to 3
drug test of the tast-results whether positive or nggative

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

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

5.2, Following rehabllitation, 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 lob if he/she poses no serious danger to his/her co-
employees and/or the workplace

5.3, All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account. The period during which the
employee is under treatment or rehahbilitation shall be considered as!
authorized |eaves.

5.4, Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under R.A. 5]5“'
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
cantinuous advocacy, education and training programs/activities to all its
officers and employees,

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

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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£.2.3. Preventive measures against drug abuse; and

6.2.4. Steps to tike when intervention is needed, as well as avallable services
far treatment and rehabilitation

6.3. To encourage all officers and employees to lead a healthy lifestyle while at
work and at home, Iploy Inc, undertakes to conduct the following activities as
often as possible
6.3.1, Lifestyle assessment programs on  health  nutrition, welight
management, stress management, alcohol abuse, Smoking ces sation, and
other indicators of risk diseases;

6.3.2. Health weliness screenings (e.q. blood pressure and heart rate,
cholesterol test, blood glucose, etc.);

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

6.3.4. Other activities promoting health and wellness,

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

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

7.2 Iploy Inc. shall maintain the confidentiality of all information refating to drug
teste or to the Identification of drug users in the workplace; exceptions may
be made only where reguired by law, in case of overriding public health and
safety concerns; or where such exceptions have been authorized in-writing by
the person concermead

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

8. CONSEQUENCES OF POLICY VIOLATIONS

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

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

91.1. The implementation of these policies and programs shall be menitored
and evaluated periodically by management to ensure a drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accorgance with DO, 53-03

10. EFFECTIVITY

10.1. This Policy shall take place effective immediately and shall be made

known to every employee
11. ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

: M | Ilf "\._-
i, 'J.L 'y
Prepared by: Jo Hafina K. Melecio
Huran Resources

Reviewed by s'alrrg"ﬂﬂ P. _l:__;rtt.'ri_._'ml!i_'ﬂ_
Director of Operstions

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

| hereby acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter ar affect a drug test and a list of
ocal Employee Assistance Program providers or local drug and alcohol treatment
programs. | hayve 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/for
continued employment, and any vigiation may result in disc plinary. action up to anc
including termination

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

1] | refuse to consent to testing,

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

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

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

<, | atherwise vialate the policy,

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

The undersigned further states that hefshe has read and understands the above

acknowledgement and signs below of his/her own free will

DATE

Kty 0a/ 14/ 202
/€1Gm{’='|_lﬂf =T = j R i

WITNESS DATE
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Date ' January 1, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIJECTIVE

1.3

2%

The following policies and procedure are hereby issued by Iploy! Inc to
prevent sexual harassment in |ts workplace and to provide the procature for
the resolution, settlement and/or disposition of sexual harassment cases

COVERAGE

This Program shall apply to all ermnployees regardless of therr employment
status.

3. POLICY STATEMENT

31

-

3.3

34

Iploy Inc. believes that employees should be afforded the opportunity to work
in an environmenl 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 wverbally or physically to
unsolicited and unwelcome sexual overtures or conduct

Sexual harassment refers to behavior that is not welcome, that is personally
offensive, debilitates morale and, therefore interferes  with  work
effectiveness. Such behavior may be in the form of unwanted physical, werbal
or 'l.fiE.U:]J sexual advances, requests for sexual fr]'l.'l.]l'b_ and other SEHL.IHIW
oriented conduct which 15 offensive or objectionable to the recipient,
including, but not limited to: epithets, derogatory or suggestive commaents,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

Iploy Inc. will not tolerate any behavior that amounts to sexual harassment
and any officer or employee found to have committed sexual harassment
shall be subjected to disciplinary-action, up to arid 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 RA, 7877. It provides that sexual
harassment in workplace Is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work environment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission is accepted by

the object of said Act

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

34,1, The sexual favor is made ss a condition in the hiring or in the
employment, re-employment, or continued employment of said
individual, orin granting said individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
favar results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish employment
opportunities or otherwise adversely attect said employee;

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

3.4.3. the above acts would result In an intimidating, hostile, or offensive
enviranment for the employee

3.5. WHERE SEXUAL HARASSMENT 15 COMMITED

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

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

3.5.2. at office or training-related social functions;

3.5.3, inthe course of work assignments outside the office

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

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

3.6.1. Overt sexual advances;

3.6.2. Unwelcome or improper gestures of affection;

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

3.6.4. Any otheract or conduct of a sexual nature ar for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
victim
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37

38

WHAT IS5 NOT SEXUAL HARASSMENT

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

EMPLOYER'S RESPONSIBILITY

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

4. PROCEDURE

4.1

4.2

COMPLAINT PROCEDURE

4.1.1. Any officer or employee, who experences or witnesses any act af
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iploy Inc
management or ownership. All allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer ar
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
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'
representative to receive complaints, investigate and hear sexual
harassment cases. The Committee shall develop its own rules in the
settlement and dispasition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassmenl

RETALIATION
4.2.1. Iploy Inc, will parmit no employment-hased retaliation ggainst 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 Iploy Inc. shall receive a copy of the
company's sexual harassment policy upon assumption of their respective
offices. If at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum, i
Iploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the ameanded or
madified policy

5. CONFIDENTIALITY

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

6. EFFECTIVITY

6.1, This Policy shall take place effective immediately and shall be made known to
every empioyee

; ‘I {1y

A
Prepared by: Jo Hanna R b;‘a'elﬁ.:m
Human Resources

V.

Reviewad by: Alfredo . Camarillo dr.
Directgs §f Operations

Approved by: Yisroel ¥, Gissinger
CEQ
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iPloy

Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by:

Yisroel Y. Gissinger
CEO
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ATE Aporil 3. 2018

s ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMEN
THRL) OPFERATIONS MANAGERE!
SUBIECT i |

MEMD: RESTROCM
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To : ALL EMPLOYLES
FROM | HUMAN RESOURCES DCPARTMENT
THRU : OPERATIONS MANAGER
SUBJECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

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

To ensure effective Implementation and monitoring of office secu rity

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

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

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

4. Once an employee logged
outside until their 1* break

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

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

7. No tailgating

in and log out using the biometric and the RF 1D, even

be left in the locker before longing in/going inside

in and inside the production area, they can no longer go

r

Employee ID and RF ID should be worn at all times, lost RF IDs will be charge to the
employee
9. Noemployees are allowed to stay in the waiting area for applicant.

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

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

For guidance and strict compliance.

m
L—nbh—”u”ﬂ"i"gi';{"é‘iil?‘l in ¢ AU oa)ig)y

Noted by:
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DATE . November 17, 2021
TO : ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT : LOCKER POLICY

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

Please see llst of rules provided below for your refarence,

RULES

e (ONELOCKER ONLY per employee. NO sharing of lockers.

e NOstoring of perishable foods/|eftovers inside the |locker.

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

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

s 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 fer padlock replacement nor
reimbursement,

» Anysort 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 forced
opening of lockers without the management/HRs' knowledge or consent, ete.

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

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

s Forced Open Request due to lost padiock key or forgotten password/code should be submitted a
day prior and will be subject to availability of the balt cutter,

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

s NOLOITERING inside the locker room

» Unassigned Lockers with cable ties should not bie opened.

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

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accardingly.

Prepared by:

i"‘ -I
Carlos Gotiong Alfredo
Employee Relations Specialist 1R Ma er General Manager Directo perations

| have read, understood, and agreed to comply with the foregoing pnliﬂqls rules and conditions
governing the iPloy Locker Policy. \

MERIA ‘-‘r‘f'ujr«’é} £/ bk V) u'l] |r[||1»}
Emplnveg/ﬂignature Over Printed Name/Date

f
L
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DATE April 3, 2018
I ,‘."L!_|.r."\,'| NOYEES

FROMW HUMAN RESQURCES DEFARTMENT
THRU OPERATIONS MANAGER
SUBIECT MEMO: CALL IN FOR QUT OF OFFICH

In arder to properly moanitor out of oflice emplovees, a new process tocall in/report abseng

be implemented effective Monday, April 9, 2018

Guidelines

Wil

In cases of late and/al absences, emploves should report 10 Human Resources '|"I':I|_-§!i|

sMS or Call via HR hotline: 06 17-7089- 7174
2. Notification should contain the following information
a Complete [real) Name
b, Department
¢. Team Leade
d. Callin for: (Whole day Absent, Half-day Absent, Late|
e, Reason

3. HR will be the one to send notitication to Operations Management

d. Nocall in should be communicated through Team leads orany other emplovee, It shauld

be done by the emplovee ar his/her rélative:

MNatification should be at least two (2] hours before the emploves's shift

&, If anemployee is adgvised to rest/confined in the hospital, number of rest days a5 advised

by the physician should be indicated, Otherwise, emploves must send notificaticn daily

7. Failure to notify will be tageed as No Call, Mo Show and/or unscheduled absence anfl will

e dealt with according to our Code of Conduct and Discipline

FOr your gulgance and strict compliance

Human Resources

MiRIA Qb T reyA Vil B

Noted by

—
N,
f”lr._'l _'i.“ .|' § rhi' ”l' I

"|H~‘o‘::-'!r_-. i .'-L'_.rlr,j'|-|'1r'l'_.
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February 18, 2020

Ta ! ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBJECT : ATTENDAMNCE BONUS 2020

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

AYROLL

1. Immaculate Attendance Bonus |s for employeas with perfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unschedulad absences, undertime and overbreak. Failure to punch in = out for
breaks will also disqualify the employee. No waivers will be given.

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

3. Employees who tendered their resignation before the release of the Sign On Bonus {First Half or Second Half) wil
MO longer be eligible ta receive it,

4, Employees qualified for the Sign On Bonus {First Half or Second Half) will receive it on the 30" of the succeading
muonth from aligibilicy.

5. Eligibility for the annual merit increase 15 based on overall performance and managament discretion. Pay out s
at management’s discretion,

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

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

- 2 diays absence - the medical certificate must be dated on the initial day of absence or the nest day, If the
absence falls on a Thursday, the medical certificate must be datad either that Thursday or the naxt day - at the
latest. It cannot be dated on the Saturday that immediately follows ar that Monday thal the agent Is 1o report back
to work.

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

0 Ex: If the agent is absent on a Friday and the medical certificate states advised Lo rest for 3 days,
that is Inclusive of the day of absence that the agent took ta rest plus Saturday and Sunday - the agent must be back
ta work on Maonday.
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o If the doctor prescribes rest, the medical certificate must Include the number of days of rest. The
advice to rest cannot be antadated,
0 There must be a fit to work date,
a The anly exception to the Medical Certificate date guidelines Is if the employee has been

hospitalized,

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

2. Employee must exactly have the corresponding credits for the request 1o be approved
1 credit = One Day
5 credit = Half Day

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

4, Tha company and client have the right to disapprove leave requests and cancel approved leaves for thase
employees who committed unscheduled absences an the prior month and an the current month of the requestad
time off including poor attendance records, behavioral and productivity issues.

Mated By: Approved By:

M JAY GISSINGER

HR Supery Chief Executive Officer
ALFREDOD IR.

Director of Operatians Mnkm(fd - -h'tL-ﬂ i) M,W)'Ij}




iPloy Incorporated . . ‘ “3 =
8™ floor, Ayala Center Cebu Tower p ' ' P ,o
Bohol Avenue, Cebu Business Park d

g Aalatfohs 5

Cebu City 6000

Date : November 17, 2021
TC : ALL EMPLOYEES
From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY
Sick Leave is to be used by employees who arelll, or any other form of absences supported
by a valid document.

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

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

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

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

4, Below are the documents needed to pravide to use the paid sick leave;
¢ Employee’s iiiness or injury

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

# Blacklisted Doctors and clinics’ will not be honored. (Please refer to the
Blacklisted Clinic/Physician Memo)

* 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 Outage
» Certification from thelr electric/power supply provider (e.g., VECO, CEBECO,
MECQ)

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

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

®
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6. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of SL will be needed to recover from the sickness. A medical certificate must be submitted
before the expiration of the SL. Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of

leave is warranted.
This Memarandum shall take effect on November 22, 2021.

Please be guided accordingly.

Created by:

Moted by:
Alfr nCarnar Ilujr. Angelo Manal
Director, Operatipns Operations Manager

e

Ca rln{ﬁaﬂung
“General Manager
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Date : November 12, 2019

To E ALL EMPLOYEES

FROM E HUMAMN RESOURCES DEPARTMENT

THRL | CPERATIONS MANAGER

SUBJECT : 555 SICKMESS CLAIMS — 5 CALENDAR DAYS

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

A member is qualified to avail of this benefit if:

1. Heis unable to work due to sickness or injury and confined either in a hospital or at home for at

least four (4) days;

He has paid at least three (3) months of contributions within the 12-month period immediately

before the semester of sickness or injuny:

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

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

b

Fallure to submit the documents within the prescribed period will free IPloy from any liabllity of their
claims.,

For your guidance.

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

Sincerely,

B DEVA VA w\\\t}\w
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DATE : February 20, 2023

TO - ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lalita E. Abella-Libres, DMD

Dr. Omar Arcea, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecilla Ir., MD

Now Serving

. Dr. Guian Darnell Sumalinog

10, Tambut Medical Clinic

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

11,2  Doctor's license number
11.3  Clinic/Doctor Phone number
11.4  Date of Actual visit

11.5 = Diagnosis

11,6 Recommendation

11.7  Fit to work date

e ool Lallbne s o U B e

Fo

-

medical certificates, the following must be taken into account:

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

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

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

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

Kindly take note that if the clinic/Physician has any of the following concerns below will not be
accepted as valid medical certificate:
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[ Megligance or
carelessness of the
ampleyes by leaving the
cormputer unattendsd and
risking the nebwarktoa
|possibie security violation.

& Tampering of company
serverpeDanri
configuration.

Level 3

&) iPloy

S Days

SUSpENsion -

Dismissal

Purposely sharing
priviteged and confidential
information o amyons in
the CoMmpany of external
parties,

Lewel 3

Suspension
5 Days

Daymissal

Unauthoriped podsession ar
bringing out of Company
property, supplies or
equipment.

Level 3
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Dismissal
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Unauthorized cogang of
licorsad software
application paclages and all
acts that violates
inteSectual property rights

Lewel 3

SDaps

Suspension -

Diisrrissal

Dalferate locking-out of
hacking of anather
employee"s user nEmE in
By SETVET.

Levai 3

5 Days

SUSPEMEIaN -

Digrmissal

Placerment of computer
wirus, rojan horse, and
othar damaging elecironic
files or physical sccessories
OF $Af Ve OF Worksations.

Lewal 3

3 Darys

Suspension -

Disrmissal
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Terrmanation of an emploves shall automatically bar him/her from re-employment.
The penalty of dismesgal shall not prejudice the rightof the company W2 initiate court action

a &
2.

3.

against the erring employee.

This Code shall supersede all other existing policies, rales, memos, and the like, and all polices
to' be implemented, if the same & found to be inconsistent with the Code of Conduct.

Wil Approval

lay Gissinger

Owner and Chief Executive Officer

RECEIPT OF THE CDDE OF CONDUCT AND DISCIPLINE POLICY

This is to acknowiedge that | have read the Company’s Codeof Conduct and Discipling and understs
thuit it sets figrth the terms and conditions of my empleyment 35 well 35 the duties and responsbilin
and obligations of employment with the Company,

lalso ackrowledge that the Company reserves the right to revise, delete, and add to the provisions

this Code of Conduct and Discipline., or condition of employment can be established Dy any other
statement, conduct, palicy, or practice.

wane MBRIS Pﬂ?dﬂ - hah JVEug

DATE 5 f _ Lila
aﬂﬁmﬁm.
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J 'u iy

VT
AND HAVE READ AND Elﬂmxmnhz.ﬂ_rt.
EMPLOYEE SIGMATURE
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