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Educational Attainment
Education Type: __ S4nior Hlﬂh Leleg) arﬂd“"‘h

School Name: Lawaan Nakdeal Wigh thoo!
School Address: LOW0a 1alis Ay C!’n[ (bl
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Ear & iPloy

Acknowledgment of Company ID and Access Card

This is to acknowledge the receipt of the following company property:

1. Company ID with siing
2. Access Card

For any loss, damage and/or replacement of Access card and company 1D sling will have a penalty
af

Company Shing - Php 100,00
Access Card — Php 500.00
Mantage Key Card - Php 700.00 (For employees assigned in Montage building only)

By signing this farm, | agree that | am responsible for the company property issued to me and
agree that [ will use it in the manner intended. Upon separation from iPloy, Inc., | will return the
access card, company 1D and sling In good condition. | also understand that | have to pay the
specified items issued to me that are damaged or lost in my possession. In this regard, failure to
return the company asset/fs in good condition and/or In cate of lods, | hereby authorize a payrall
deduction to cover its replacement cost, Moreover, | was informed that in case of loss elther of
the above-mentioned company issued assets, | am obliged to secure affidavit of loss.

Acknowledged

Roynz lbuenq
Signature Over ’me&rammite

Employee 1D

Refeased by:

Signature Over Printed Mame/Date
Ermployes 1D




iPlo

dlatfing Solutions

'y

HIPAA, HITECH and The Omnibus Rule

| understand | have been identifled as a team member who has the responsibility of accessing, handling and securing
Protected Health Information (PHI). | understand PHI Is contalned in both hardcopy and electronic formats, Uhsecure
and unencrypted PHI can lead to a breach as defined under the Health Insurance Portabllity and Accountabllity Act

(HIPAA) Breach Notification Rule 45 CFR 1684.400-414,
| have participated in the HIPAA training sesslon: HIPAA, HITECH and The Omnibus Rule.

| understand that If | have questions at any time regarding HIPAA or PHI, | will consult with IPloy's appointed securlty a
compliance offlcer,

My slgnature below confirms miy understanding of the training material, my responsibility to secure PHI and to notify m»
supervisor of incldents and/or complaints related to unsecure and unencrypted PHI,

¥ /19 |29

|I

Employes Signature _ Date

Qﬁg\ﬂ’t& I Dalbyena




Reynt-'  Balbuena
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-41:4&!:& of paper requited by Centers for Medicare and Medicaid Services to
substantiate the necessity of an item of durable medical equipment furnished wo a
medicare beneficiary? {1 point:

(3 Certificate it Medical Need

= Certificate of Medical Necessity

) Certificate of Medical Claim

() Prescription
-1

-
-
-
e

. The patient's
(L point)
i 1 Records
i 1 Prescription
w4 Face sheet
() Face book

contains the important information about the patient.,

F

RME that would allow the patient to be transported from one place to another? {og
Wheal Chalr to Bed), {1 point)
i Walker
1 Patlent Lift
() Stretchar
i1 Wheelchair

ur _____ department is geared towards implementing price transparency. (1 polnt)
i3 Intake

i 1 Customer Service

() Orders

L Patlent Pay

an refer to ltems that are created for abese individuals to best suit their needs. (1 point)
i1 Burable Equipment

4 Barfatile Equipment

() Heavy Duly Equlpimont

i) Obese Eguipment



/ﬂhat Is the Important element in the patlent's prescripdon? (1 point)
(o Slgnature of the doctor and the date for when it was created.
) Slgnature of the doctor and NP1 number
(") Signature of the doctor and the diagnosis
() Date for when It was created and diagnosis

3

@Huw many months will the patient need to rent the equipment? (1 point)
() 10 months |
(12 months
3 14 months
e lE}munths

¢ The department In charge of creating and updating patient accounts, {1 point)
(_) Patient Pay Department
("3 Documentation Department
() Posting Department
L Intake Department

9/{41‘9 in-charge for processing payments, verification, adjustmants and re-submission
of claims from medical insurance for the medical equipment coverage, {1 point)
() Posting Departmant
17 Medical Billing Department
(") Patient Pay Dapartment
pcumentation Department

10. The _____ department does make sure that the order and the patients demographics
are in correlation {1 point)
i) Documentation
7 Confirmation
() Assat
(") Compllance



1%4:: uipment that is used to alleviate pain for the patient's sacral wound? (1 point}
{7y Alternating Pressure Pad [APP)
{ ) Boho Cushion
() Low Air Loss Maltress {LAL)
o Roho Cushlon

awmt Is Sleep Apnea? (1 point)
("} Cessation of breathing while you are sieeping.

i) Excessive daylime sleepiness .
A Froceeding to a deep rastful phasa of sleep.
¢ Abngrmality in the skin

i hat is the meaning of DME? (1 polnt)
( 1 Dependable Medical Equation
(4 Durable Medical Equipment
iy Durable Medizal Expartise

o The main role of the ___§s to process the getting an agreement from He payer to

tover specific servicas hafore the service is performaid.
(1 polnt)

#1 Authorizatlon Department

(1 CPAP Department

{ 3 Orders Department

(Cy Intake Department

<They maximize comfort for patients who use them for extended pericds of tma, and thelr
customizable features make it easy to adjust its specific parts according to the patlents
needs. (1 paint)
L) Walker
i Hospltal Bed
i ) Commaodea
) Wheel Chair



Enple who commonly require are those who have experienced a stroke, joint
replacement or perhaps have a disease such as Parkinson's disease or Multiple Sclerosis, any
condition that limits their flexibility or ambulation.

& Shower Seats
O Commode

O Bathroom Safety

[
{
13<An Individual who has is fikely required to have a shower or bath seat,

O Tracheostomy
&F Past-Polio Syndrome

O Tuberculosis

18,M1s one of the most private things we do during the day. Being independent when we do this
ctivity Is Important to cllents and customers.

& Toileting
O Eating

O Sleeping

“This type of commaode provides for the needs of non-ambulatary users by permitting lateral or
sliding transfers to and from a bed, chalr or wheelchair.

O Basic bedside commaode with fixed arms
d Bedside commaode with drop-arm or removable arm

O Oves-the-toilet commaode

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

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

O Over-the-tailet commode



@. This may be experienced by otherwise healthy elderly Individuals or by those who have suffered
ead or spinal card Injurles or possibly a stroke.

2} Incontinence
& Ostomy

O Stroke

ﬁhead section and foot section of this type of hospital bed are raised and lowered using
separate hand cranks. A third crank ralses and lowers the helght of the bed.

) Semi - Electric Hospital Bed
6 Manual Hospital Bed

O Full Eleetric Hospital Bed

his type of hospital beds have buttons that separately operate the head spring and the foot
pring sectlon and a hand crank system that changes the bed height.

&7 Sam - Electric Haspital bed
O Manual Hospital bed

Q Full Electric Hospital bed

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

O Semi - Electric Hospital bed
O Manual Hospltal bed

@ FullElectric Hospital bed

. This medical equipment operates by continuausly pulling air Into to the bed and pushing it into
the cells, in addition this mattress has tiny holes which allow the air to escape out.

O Gel Overlay Mattress
¥ Low Air Loss Mattress

O Alternating Pressure Pad



2630, Please explain the following in your own words,
g
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What is Deductible?

- Avdudible 18w Gmount you have. to  oned
0 o For ol 1o amml O ot least Cola

cor e k[ou (o~ tyw-ance Qud Copay - Or g Gy

OF Uour g st Juclh A
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}V What s the Difference between Co-Insurance and Copay?

G (o-(ywan” 1« a percentage, ‘w‘ﬂgﬁ:’m the
Gwmoyn? \(UU hmw, +o Y £ 'ﬁJﬁJlC‘mh-.[ 2’} e %mr
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I 6 {wed take  amount \fou have o POy For
a moddh or al least . a Fisx  omodht.
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Reyreel - Balfgpena » Gy
1

@vhat isfare the obligation your company has pertaining to Minimum Necessary Rules?
Choose 1 or more answers. (1 point)
(4] Identify the person or classes of persons In it's work force who needs access to PHI.

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

/] Enforce those limitations
(L] Submit a list to CMS a list of persons and categories en an annual basis

T Is HIPAA applicable only to PHI transmitted in electronic format? (1 1:u|:tt1‘|t:|
4 No
i Yes
ATWWhich of the following render ePHI secure under the HITECH Act, Choose 1 or more
answer/s. {1 paint)
A Making ePHI undreadable by unauthorized persons
V| Making ePHI unusable by authorized persons
7 Making ePHI indecipherable by unauthorized persons
(1 none of the above

Anrtqage company is considering a loan to an oxygen patient of yours, Are yvou allowed
te release info to that mortgage company, so that they can make a good decision on the
credit worthiness of the individual? {1 point)

3 Yes

(Z No

yﬁmm was established on August 21, 1994, (1 point)
i '_] True

7 False

ﬁﬁ/r;utlce of breach should be written in? {1 point)
i~ Plain language
i) health care phrasing
i 1 In formal legal language
(") None of the above

@‘u’hat does O [n the acronym TRPO mean? {1 polnt)
(# Health Care Operation
() Obliged
i~ Operation

@ Which among the choices below are/is an element/s of HIPAA Compliance? Choose 1 or
more answerfs, {1 polnt)
¥l Submitting Authorization Letter
71 Providing Security for this Information

[l Ensure Portability of Insurance

|| Protecting Human Rights



@.,5 a result of the HIPAA and HITECH rules, individuals have? Chaose 1 or more answerss.,
(1 point)
A An Enhanced right to request access to their protected PHI
[T A right to request transmission of their PHI to a specific third party
[ MNone of the above

[T All of the above

10, Why was HIPAA created? (2 points)

"Tb 'l'li'i"'i'P\"E"'lJ-'l- P\“ﬂbﬂ‘ﬂﬂlh‘fﬂ @)= ‘HLH ﬂ[.u"ﬂ"'\f.r "‘(D GUU'{;\ i
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e
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QM5 Awareness Examination

& iPloy

Name

Immediate Superior

oy

Position

CIR

Department

Date

91

0

22

Score

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

. What is the name of the Seminar?
(cope or QUALL 'ﬁnhcmnm Lytem

2. What are the two clauses menhuned under the scope of our Management System that is not covered in our
ams? '
Dedian and Gpyplopmant O oroducts and Suvices.
Moftuchg QN0 Meatunhg ROUrees 1L 101 CouLr

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

fumer Fous
todenship
WA U nk@eopld
y Proess  APPraac
POV MY
den e - led decinoh Vol iy

j_E anonchip S A dogtgn b

e

4. Inyour curre trole how can you contrihute to ensure that the QLIEHIT‘.I' Pnllcy is |rEp Tmentad?
AS ﬁ Eﬁ;m weld  role o o ploy 1 C(th
Continbiltt o €I e, Qualiry_polity -ha h,o 1mnhr ﬁuﬂc
U1 ot dble uectatd ahd' pdlbw, WG Yules
ot 1ated, being  an aaﬂﬂi y ‘he. (Y4 [ mn ra ,
Ut pagltle  and cattnudlly e commdted +o -Fme polity
A al the aually o & M, (fin 001 | ) L P!
5. Inyour opinion, why is it imp ortanttﬂ ave a Quality Policy in the Organization? .
Ty pLr e mooltant 5o that the (omoany if
_m%t organiteg a —}hw WK, Able. rﬂﬂhnut ﬁ:u_]*wm
[#] / - [ 6
A COMWIrE 0F The  COMPANY - i u’ﬁ'ﬂﬂ"l& PN
COWML W0 el CIetly  Ond e Chue |
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

As an organization, we have made a lh‘\l .F,ﬂ“’ to understand our current and future customers’
needs; meet their requirements and strive to exceed their expectations.

o




QMS Awareness Examination % iploy

We have committed to achieving Cbﬂ'l{huﬂ;l Impn}wmﬂﬂ across all aspects of our quality

management system; it is one of our main annual objectives.
As an organization, we recognize that PEOFI € are the essence of any good business and that their
full invelvement enables their abilities to be used for our benefit,

Our H_nﬂ 'Eﬂfﬂlﬂ%ilfﬂm has committed to creating and maintaining a working environment in
which people become fully involved in achieving our objectives.

As an organization, we understand that the desired result is achieved more efficiently when activities and
related resources are managed as a process or series of i"H’ !
IPLOY, OPC recognizes that an organization and the relationship it has with its V10 re
interdependent and a mutually beneficial relationship enhances the ability of bogh to create value,

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

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

Column A Column B

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

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

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

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

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

We have committed to achieving continual
Improvement across all aspects of our quality
management system; |t is one of our main annual
abjectives.

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

Evidence-based decision making

Process approach

Customer focus

Relationship managemant

i ke v
1Ak Yo



IPloy OPC . .
9™ Floor, Ayala Center Cebu Tower G‘) ', "
Bohol Street, Cebu Business Park, 4 I Oy

Cebu City G000
NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date) qJ! IQ}Q D/Z:})
BETWEEN
1. IPLOY OPC. (the "Disclosing Party"): and

7 B&%ﬂ?t\ PJH\hUFDG (the "Receiving Party"),

collectively referred to as the "Parties".
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

1.2. notto 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 infarmation,

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




:"ﬂaﬂcﬁwla Center Cabu Tower . . LQ)! P'
E:EEI é:;e:;:jgebu Business Park, # .' _ oy
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

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

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

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

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

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

4. The Receiving Party understands that nothing herein

4.1. requires the disclosure of any Proprietary Information or

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

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

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

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



IPloy OPC . . ko

D el &/ iPloy
Cebu City G000 g
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.

i 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
o]
By: Onboarding Specialist By: N LUG Ep G\i e
Name: Jade Lenizo Mata Name: ?Ujh'i{l E)a\bu ena
Title: Onboarding Specialist Title: C£ E
Address: #35 Salvador Extension Labangon Address: | H:i}lti %i!ili' ]Ql, é H“dﬂgm hﬂqu
Cebu City

Date: Jﬁ!ﬂ“ﬂm\] O |O\ 3 Qﬂz'?’ Date: S{P{”Cmb er “51 l 2027



EMPLOYEE PERSONAL DATA SHEET

| &)iPloy

| P rint agioly. M ark appropriate boxess D with =/ and uss saparate shest IT Necass ary. Schoerdule:

L PERSONAL INFORMATION Team Lead:

2. SURMAME

FIRST NAME

MIDDLE NAME 3. NAME EXTENSION (e.g. Jr., Sr.)
4. DATE OF BIRTH (mm/dd/yiyy) (6] '? rier | W i) Eﬂq 17. RESIDENTIAL ApDREss | Pu L S LT
5. PLACE OF BIRTH ial ﬂmﬂm“ﬂ (;Qlﬂ\'l A - : -r m'-"ﬂﬂljg Mo
6. SEX b Male o Fernsla ; Tﬂllt"i[l"-.! {’:1‘5“1 Lo\
7. CIVIL STATUS wsingle DWidowed ZIP CODE (045
DMarried DSeparated 18, TELEPHONE NO.
DAnnulled DOthers, spacify 19, PERMANENT ADDRESS Purok AL
B, CITIZENSHIP '—:1h pPine C f:i“d (e Lina 0
9. HEIGHT (m) 147 Tawsay O
10 WEIGHT {ka) 4!:: Cela\d
11. BLOOD TYPE H“\ W) znp-l'tcmz ,,f;ﬁ‘% s
e A A N Jrl'tl't 20, TELEPHONE ND. P:H—EVM
13, PAG-BIG D NO, 121924 52 2050 21, E-MAIL ADDRESS (Ifany) 'E,l, gbu nar‘utKl@
14, PHILHEALTH NO. 2026152 »Y - g\ Lo
15. 555 NO. 04 b "TT"D dpﬁq ZZ.CELLPI.-'IDT?ENQ.{HQHU} G‘q Lﬂkg-.ﬁ?“qu.!

16, TIN 23. EMPLOYEE | D NO, il |Iﬂ

24, SPOUSE'S SLIRNAME DATE OF BIRTH
{mm/dd/yvyyy)

FIRST MAME
MIDDLE NAME Fd Id
CCCUPATION / /

EMPLOYER/BLUS, NAME / /

BLIS|INESS ADDRESS: / o/

TELERHOME NG, / /
Continue on separate shaat [frecassary) ] !

26. FATHER'S SURNAME Uvgano : i 7 /2%/19 1Y |
FIRST NAME eyt Apolonio | / :
MIDDLE NAME b{l‘f’ﬂ\[} / /

27. MOTHER'S MAIDEN NAME Ji e B /!

SURNAME E&LBU.EHA A= ' I 7 1'2f | AES
FIRST MANE EUE L\‘“\J I s / /
MIBDLE NAME GOMTA LES / /
25, NAME OF CHILD / J
(White full name and llst alll .i’ i
/ /
i /!
[ / /
' !
/! /




37 a, Have yvou ever been formally cha rged?- " A Dves Brno
If YES, give details

b. Have you ever been guilty of any administrative offense? Dyes Eﬁn
A o |If YES, give details

8. Have you ever been convicted of anycrime orviclation.ofanyltaw, | Dves Ano

decrea, ordinance or regulation by any courtortribunal? * |if vES, give details
39, Have you avarbeanseparated from the service inany follow|ngmodes ! DvEs ,6”0

resignation,retirement, dropped from the rolls, dismissal, termination, and of

term; finlshad contract, AWOL orphasedout, inthe public or private sector? IFYES, giva details

40, Have you everbeen a cancidate In a national orlocal election DvEs Efmg
(exceptBarahgayelection]? If YES, give details

41 Pursuant tol(a) Indigencuse People's Act (RA BETI0, (b) Magna Carta far Disablad
Paraone (A T2F7)mnd Sala Farants Vislifare Sat 2000 (R 88T2), pleaas -ﬂuwartha
following items.

a:; Arg you a mamberof anyindigenous group? DYE; Eno
! |1'_'!’EE; Elve please specify;
b, Are differently abled? Dyes Do

If"f.ES, give please spec|fy:
c.Are youa sola parent? ' DYEIE EZ:O

If YES, glve please specify:

42, REFERENCES (Faraon not related by consanguinity or affinity ta applitant/appo intes)

MNAME ADDRESS TEL NG

T"ﬁuwh Neayne WIavEae DAY TY(,
: ingy Valispy Gi'n; libuln8se™

: i 9

i ARG~ N Lohg 04 3¢n(U 419

43, EMPLOYMENT RECORD (latest) J a Fe
COMPANY NAME POSITION FROM TO

1lia AL LA | 1A A

—

A L L [ L ¥

44, | declare under oath that this Fersonal Data Sheet has beaen accomplished by Il‘r|-d, and isa
true, earrect and complete statement pursuant to the provisions of pertinent laws, rules and

regulations ofthe Republlcofthe Phillppines. ID pictiure taken within the lest
Bmonthe 3 5em. X4.8cm

(passport else)
lalsosuthorize the ngency head/fautharized reprasantative toverify/ validate

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

COMPMUNMNITY TAX CERTIFICATE MO, o D SRR 5 RS X

| N copy of picture is not
acceplable

ISSUED AT
/ / . -
ISSUED ON {mmydd/yyyy) HIGHTTHUMBM?TK:_-_.__H
t 1 —
IN CASE OF EMEHGENEY o [ ‘
nclow - Calaleap

Please Contact: Djl]_ﬂ Eﬂrﬁ“ _______ 2 :
Contact Mu nwber ﬂEE E E ]'_{L r}_r'l‘ IQI' HWS_‘; q ? i ?q ﬁlﬁNﬂ.“ v !ﬂh Inthe box)
Relation: ¢ L~ DATEVACCOMPLISHED

—




*
. '
iPloy incorporated i ';. -
11th Floar M5Y Tewer . ‘ - 2 IP'O
Pescadores Aoad Cebu Business Park, “d

Cabu City 5000

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

l, Rwl"ﬁ]ffl bﬂl bUEnﬂ hereby autharize Iploy Inc, and/or it's representatives to
make inhéstngatmn of my background, references, character, past employment, consumer reports,

; education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent,

| hereiﬁv consent to the Company’s verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, br misrepresentations by
amission made by me on this application or any relatéd 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 represéntative.ﬁ, agents, officers and trustees from

any and all claims of liabllity or damage due to elther the procurement er the true and accurate
disclosure of such records or Infarmation.

Applicant Name: F{("j“dtf;\_ Halbhueng
bresent Address. PuroE HANA  candoya Uhao Tl Gy Cehot

Social Security Number:. (a4 {g‘?juﬁll b34 - Dpate of Birth: 0% “U ‘ 'EJ'UU(_’

Signature:

pater_ 11 !'zu“;u




iPloy Incorporated ~ o
9™ floor, Ayala Center Cebu Tower ‘ ’.’ 'P,oy

Bohol Avenue, Cebu Business Park
Cebu City 6000

SIGN-ON BONUS POLICY

Policy:
The purpose of the sign-on bonus policy is fo 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:

e Aregular employee

s Mo resignation submitted before the releasing date of the sign-on 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

» 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

| hereby acknowledge that | have read, understand, and agree to the terms and conditions
of the_ (25K} sign-o

Ruyriey

Slgnatn}rﬂe Over Prlnfed Name/Date




iPlgy Incorpasated ‘ ‘e 'P‘O
Gth Ayala Center Cebu Tower #’

Cebu Business Park, Cebiu City 6000

UNDERTAKING

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

Policy Title : Dress Code Policy
Revision No 01
Effective Date DJune 13, 2022

I 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 prnwsmns {including changes and additions which are deemed
incorporated herein) of thi

Eu,qnftf, £ 51] [ 4 )’20’3-’39

i , ' Employee Nanie arld Signature I | Datel

Noted:

( wmm 0| |

Onboarding Speclalist I\\ulamle 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. Employees include all permanent, part-
time, temporary and probationary status.

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

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

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

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

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

Employee Acknowledgement

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

Name: ’PE%P\%LLF__EJ ﬂlbuﬂ ha
J F)

%

@/If}. 21y

Signature: Date:




iPloy Social Media Policy .

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

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

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

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

1

# Publishing any confidential or business-sensitive Information about IPloy;

s 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.

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

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



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

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

Be respectful always, in both the content and tone of what you say. Show respect to vour
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‘upiniuns Yyou 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 IPlay, 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. I

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, dsk someone to review it for
you. Think through the consequences of what you say and what could happen If one of your
colleagues had to defend your comments to a customer,

If you make a mistake, be the first to point it out and correct it quickly. You may factually paint
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 énsure they provide you with
sufficient personal protection and limit access by others;

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



o At all times respect copyright and intellectual property rights of information you encounter an
the internet. This may require obtaining appropriate permission to make use of Information. You
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities

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

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
Internet, e-mall and confidentiality policies may lead to drsgiplrnaw action, up to and including dismissal.
This palicy 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"Instance- Dismissal

Employee Acknowledgement

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

 Rouyee|  Balbutna
Name: [ :
Signature: Q}ﬂ:) _Date: OL | 4[2-:3

i e




Date

To
From
Thru
Subject

1 confarmity with Kepubhc At

February 22, 2018

ALL EMPLOYEES CONCERNED

: Human Resources
Operations Manager

WORKPLACE POLICY AND PROGRAM ON HIV/AIDS,

itherwise known as the Philippini

AlDS Pravention and Contral At & I8 which FeCopnizes warkplace-bpased
progri as a potent tool i addressing HIVAAILRS as an internatianal
pandemic problem, this company policy 15 hereby issued for the inrormation
nd guidance of the employess in the diagnosis, treatment and prevention of
HIVAAIDS Inithe workplace

1.2, Thiz

mamtained

policy Is also ammed at address

.|rl.||

res that e Warkers

rgrit

L

ng thie stigmaatfached to HIV/AIDS and

inst discrimination and confidentia Iny

2. COVERAGH
1. This Prapgram shall apply ta:all en weps regardliess of their employment
1|
1. IMPLEMENTING STRUCTURE
3.1 Iploy Inc. HIV/AIDS Program shall be managed by its health and safety
nmittee censists of representatives from the different divisions and
|ll'|";!|'|'|'|l s
POLICY STATEMENT
- LT L T T o AT SRt F AT, o
d4.1. BASIC INFORMATION ON HIV/AIDS
4 | What Is HIV/AIDS Y . '

1 It 1. disease calsed 1 Wil alled ' HIV {Human
mmunodeficiency Virus). Th wely wieakens a person’s
gty o hgnt oft other diseas by attaching itself to and
aastroying important. cells that ! ind suppart the human
Immune system

i How HIV/AIDS is transmitted?
Unprotected sex with an HIV infected i
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] From - an infected: mother ta her ehild [during pregnancy, at

birth through Greast feeding},

23 Intravenous drug use with contaminated needles;

A Iransfusion with infected biood and bloed products; and

LS Unsale, unprotected contact with infected blood and bleeding

wounds of an infected person

1.1 Na. However, there are antiretroviral drug combinations that

are avallable when properly used, result’in prolanged survival of
people living with HIV-AIDS and

people with HIV. Holistic care of

comprehensive  treatment  of ppartunistic.  infections  also

dramatically improve guality of lits

reaventive Strategies

Conduct of HIV-AIDS Education
111 Who 'will conduct?

'he: Medical Clinic of Iploy Inc. in coordiation with the: Health and
alety Committee shall conduct HIV-AIDS education to all emplovees
lor free. This shall also farm part of the grientation of newly hired
employees. The standardized information ‘package developed by the
Department of Labor and Employment (2OLE) may be used for this

PLrpose
1 How ‘will it be conducted?

he HIV-AIDS education will be conducted through distribution and
pOsting ol EC matenals, lectures -.L'u-"-'-r_"|l-'|;_; and training and
information on adherence to standard or universal precagtions in the

workplace

recning, Diagnosis, Treatment and Referral to Health Care Services
i streening for HIV as a prereguisite to employment 15 not

mandatonry

2.2 The company shall encourage pasitive healt| seeking behavior

through Voluntary Counseling and Testing
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L The company shall establish a referral system .and provide

i BHeinesy Pk

JCCESS [0 DIagnostic and treatrment services for its workers. Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company s medical clinig statl

h.12.4 The tompany shall likewlse facilitate access to livelihood
assistance for the affected employee and hisfher families, being
offered by other government agencias.

6. SQCIAL POLICY

E:1. Non-discriminatory Policy and Practices

6.1.1. Dlsenmination’ i -any: form ‘from pre-employment. to  post
employment, including hiring, promotion ar assignment, termination of
emploviment based on the actual-perceived or suspected HIV status of

an individual s prohibited

B.1.4, Workplace management of sick employees shall not differ from that of

. any other illness

B.1.3. Discriminatory act done by anafficer or an employee against their

ca-officer or co-employee shall likewise be penalized.

Canfidentiality/Non-Disclosure Policy 2

6.2.1. Access to personal data relating to a worker's HIV status shall be
bound by the rules of confidentiality consistenf with provisions of R.A

8504 and the |LO Code of Practice

B.2.2. Jobapplicants and workers shall not be comipelled 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
refating to the HIV/AIDS status of fellow workers,

& 3, Work-Accommodation and Arrangement

65.3:1. The company shall take: measures, to reasgnably accommodate

employees with AlDS related ilinesses

G.3.2 Agreements made between ~the ‘company ‘and  employee’s
representatives shall reflect measures that will suppert workers with
HIV/AIDS through flexible leave arrdngements, rescheduling of working

time and arrangement far return towork
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J. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employver s Responsibilities !

7.1.1. The Company, together with é_-_lr':l';h|'.,-'4_'r"-=1.-". l[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

2. Provide information, education and training on HIV/AIDS for its

=

workforce

713, Ensure non-discriminatory practices in the workplace and that the
policy and program adheres to éxisting legislations and puidelines,

1.4, Ensure confidentiality of the health' status of its employees and the
access to medical recards 15 limited to authoeized personnel,

K
L

7.15. The Company, through its Human Resources Department, shall see to
it that thelr company policy and program s adeguately funded and made

snown o all employees

1.6 The Health and Safety Committee, together with employees) labor
areanigations shall jointly review the policy and program and continue to
improve these by networking with government and organizations
pramoting HIV prevention

7.2, Employees’ Responsibilities

.81 The empleyee's organization shall undertake an active role in
educating and training their members on HIV prevention and control
Promote and practice a healthy lifestyle with emphasis on aveiding high
r"‘:hl‘; L'."’."hﬂ'lf'l['.ll' and ':'J”'Hf'r 'l"nk factors that expose 'l,|",.'|"l‘.,5ﬁlf rs toincreased |'|5k

of HIV infection, .
Fadod,  Employees shall practice non-discriminatory acts against co-employees.

f.2.3. Employees and their organization shall not have access to personnel

data relating to a worker's HIV status

(.24, Employées shall comply with universal precaution and preventive

MEeasures 5 &
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8 IMPLEMENTATION AND MONITORING

8.1. The Salely and Health Committee or its counterpart shall periodically monitor

and evaluate the implementation of this Policy and Progtam

B, | EFFECTIVITY

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

every employes

| -II I ; r 1
LU WAL X
Prepared by: Jo Hanna R, Malecio

Human Resaurces

Al

Reviewed by: AMfredo P -'tt[‘airn.jr-||t: g
- e E L
Director pf Dparations

Approved by! Yisroel Y Giissinger

CED
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Date Jlanuary 1, 2018

Ta ALL EMPLOYEES CONCERNED

From Human Resources

Thru : Operations Manager

Subject WORKPLACE POLICY AND PROGRAM ON TUBERCULDSIS (TB) PREVENTION
AND CONTROL

1. 'OBIECTIVE

1.1.To assist the government in its tampalgn against Tuberc ilosis (TR) in compllance
with the Department of Labor and Employment's Department Order No. 73-05,
serigs of 2005 — Guigetines for the Implementation of Policy and Program on

Tuberculasis {TB} Prevention and Contral in the Workplace

1.2, Tip.provide initiatives to prevent the gutbreak and spread of tuberculosis in the
warkplace; and to treat, care, and support emplovees who become afflicted with

LUDErculosis
2. COVERAGE

2.1.This Program shall apply to all enployees regardiess o theip employment status
3. POLICY STATEMENT

3.1.The company seeks the prevention.af the spread of !I:_-.I':r"'|'_.u|-,_1'_=.|[1, as well as the
treatment, rehabilitation, and restoration to work of emplovees who contract
this disease. To achieve this goal, all employees are strictly mandated to undergo
an annual physical examination with the réqm;uteu hest X-ray

3.2 Alsn, in line with this, a TB awareness program shall be: undertaken through
mformation dissemination, which shall melude its nature, frequency (occurrence
in aselected population) and transmission, treatment with Directly Observed
Treatment Shart Course (DOTS), and control and management of TB in the
workplace, This shall be handled by the Office of Health Services (Infirmary) or
the partner health provider of IPLOY INC. in fonjunction with the Operations
Manager and office of Human Resource through the company’s accredited
nealth provider

3.3.The DOTS s a comprehensive strategy to contral T8, and |5 composed of five

companents, which are

1.3]1. Political "will ‘'or commitment to enduring sustained and guality. TB

treatment and control activities:

3.2, Case detection by sputum-smear microscopy ameng symptomatic

patients;
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3,3.3. Standard short-course chemotherapy using regimens of 6 to 8 months for
all confirmed active TB cases |i.e., smear positive or those validated by the
TB Diggnostic Commitiee), Complete 'drug 'taking throuph direct
observation by a designated treatment partner, |E||r|r-.;; the whole course of

the treatment regimen;

334 A regular, umnterrupted supply of all anti-tuberculosis drugs and other
materials,

3.3.5. A standard recording and reporting system that allows assgssment of case
finding and treatment outcomes for each patient and of tuberculosis control
program’s performance overal

Employees must be given proper information on ways of strengthening: their
immune- responses against TB infection, L., infprmation on Eur_)d nutrition,
adequate rest, avoidance of tobacco and alcohol, and good personal hygiene
practices. However, it should be underscored that intensive efforts In the
prevention of the spread of the disesse must be peared towards accurate
intormation on its etiology and completé performance avarall,

fad
s

3.5, Improving workplace conditions

35.1. To ensure that contamination from TB airborrie particles is controlled,
workplaces must provide adequate and appropriate ventilation (DOLE-
Oecupational Safety and Mealth Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facllities for workers

3.5.2. The number of employees in a work area shall not exceed the required
number for a specified area and shall observe the standard for ' space
requirement. (O5HS Rule 1062) 4

. 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 personngl or the occupational safety and health

Lad

cammittee

i

Social Palicies

3.1, Non-discrimination: Employess: who have or had: TB shall not be
discriminated against. [nstead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work for as long as they are
certifled by the Company's accreditéd health provider as medically fit and
shall be restored Lo work as saan as.their illness is contralled

Work Accommodation: Through agreements made between the
management and the employees, work accommodation measures 1o
supparl ermployees with TB Is . encouraged through flexible leave
arrangements, rescheduling of wcnrlr:mp times, and arrangements for raturn
Lo work.

wl

]?.J.
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1.7.3, Restoration to Work: The amplbyee may be allowed to return to-work
with reaspnable woarking arrrir'.5q=|T:z=f=:r. as determined by the Company’s

Health Care Provider and/or the DOTS provider

1.8 Employee Responsibility:

3.8 1L Employees who have symptoms of TB shall Immediately seek assistance

fram the Company's Health Services Provider

3811 An employes who has the symptoms of TB s required to initially
wear a face mask (especially while Inside the office) and observe good
hygiene practices, al least untll declared by a8 campetent medical
practitionar 1o De sate Irom Lransmission

1.8.1.2 Similarly, for those at risk, |.e., those with Family members with T8
or those exposed 1o a co employee with T8, it would be prudent to
observe the same good hygiene practices until declared free from the
disease and safe from transmission
182, Once diagnosed to be 'with TB, employvees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee's choice. However, it s imperative that the one
strictly adheres to the course of treatment. Falling to dutifully observe the
[reatment course may BIve rise Lo compications, SUCH as resistance or even
the failure of treatment, which may make it Harder to treat the infection and
resull in a longer absence . .

1841, An absence from work -due to meédical reasons of over six [6]
mornths rmay resdlt in the termination of one's employment as
provided for by the Labor Code of the Philippines under Art, 284 -
Disease as Ground for Terminatiarn

3.8.3, Employees are reguired to undergo an annual compulsory chesk X-ray
through the Annual Physical Examination. IF*for any reason an employes
fails to secure a chest x=ray at that time, hefahe shall be directed to securea
chest x=ray at an accredited clinlc by his/her respective Infirmary/Health
Services ;

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

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

3.11 Employees (those afflicted with the disease or those identified under
contact tracing) who refuse to cooperate and dutifully observe lawful
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nstructions (undergo a medical check-up and/or treatment). may be subject to

fisciplinary action proceedings for Insubordinat " the penalty .:..._J '.".-'I"i ch maly
range up to the termination of one’s emplo i
4. PROCEDURE
d.1.The respective Health Services of the Company (and/or the contracted Health

ol il r"'l'..!'.-'ndl:‘lj yrall ccoordinate with the Occupations '4.|i:'-:l.' 1|!|lj HI'-,ql',!'

nter . who hal provide praventive angd technica AssIsLancae noone
mplementation of the Workolace TR Control and Manapemeant l*rgg.njln

4.2 A0 emplovee who ]'.'II"glq_lr" the Annuadl Physical Examination with the requisite
chest x-ray will have his/her medical record foswarded to company clinlc/HRD

Emplayees who fail to undergo the requisite annual chest x-ray shall be directed

ecure ane at an accredited clir or by hisfher preferred Infirmary/Health

di 2. Those with medical findings shall be reguired to undergo further medical
neck-up. Al medical recoras ir nnection wath thes secondy further checks

up shall be sutymitted to company clinic/HRD and® hisfher respective

alirenary/Health Services

1.2.2. The employee shall then coordinate with company clinic/HRE and his/her

respactive Infirmary/Health Service ir Lhie next steps

4.3.An employee who (s suspected to be afflicted with TH, whether as a direct suspect

or by contact tracing, shall cooperate  Fully = witl hisfher respective

nfire hervices (andysor the contracted JHealth Sarvices provider). If
Lhe. g1 fests positive far TB the B O eE bl l]l.l'1l:'lr|—:|!|_'_l the DOTS
program (o its completion i )

4401 2 emplayee needs O undergn a leave of absence to recuperate. he/she will
pe aliowed o use the approprial gave: bemre helshe may 'I'-_'{"'Jl_:'\_.| g oe

permitted to po on a Leave of Absence witholt Pay (LOA)
1. The employee shall observe the requisite procedure in applying for a
gl e
4.4,7 The Unit concerned shall ensure that the regquisite procedures are
served by the employee and that the company clinic s duly informed

4.5 An employes may be allowed to go o a‘medical leave of absence (without pay)
far 3 maximum period of sik (B) manth [he concerned emploves shall submit

i dpplication  for a leave of absence pefore Eoing an leave S5aid leave

application shall be-subject to agproval at the sole discretion of the Company

1-5.1 [he samea oro Hd:,ru_:-!, uncer 4.2. 11 1 WAl be obiserved
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4 5 After treatment, with a maximum |}|-".u;|;;_l ol six (B) months an leave (withou L}.-W:I.
an employves found to be cured or in a non-commiunicabole stage of TB may be
allowed back to work, provided that the emploves’s health shall continue to be
maonitored during the annual physical esamination with the requisite chest x-ray
I as may be deemed necessary by the Wit Health Services (Inlirmary] or
contracted Health Senvices provider

4.7 The empioyee returning to work shall be required by the Management Lo secure
a medical clearance fram a medical doctor chosen by the Company before being
liowed to return to work,

4.B. The HRD will Initiate disciplinary proceedings against any employee found (o have

discontinued treatment in deflance of medical advice, br who refuses 10 undergo
who are ordered (o
undergo a check-up due to contact tracing but refuse to do so will also face

the full treatment course prescribed, Likewise, employees

lisciplicary action proceedings, In both cases, the maxmum sanction applicable
far insubardination will be the termination of ane's employrment, il iU s deemed

warranted
5  IMPLEMENTATION AND MONITORING

5.1.The Safety and Health Committes or its counterpart shall periodically monitor and
evaliuate the implemantation of this Policy and Program.

6.  EFFECTIVITY

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

Human Resources

[ u
Reviewed by: Alffedo P ( mar_ul_l_m_]_r_.
Direstor of Qparations

Approved by Yisroel ¥, Gissinger

CECQ
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Date : February 22, 2018 .
To rALL EMPLOYEES COMCERNED
From : Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATij_'I'SI_ B

OBJECTIVE

1.1.IployIne. is committed to conform to the established standards assurance of
customer satisfaction, protection of our environment and health and safety in
the workplaces.

L.2.The company promotes and ensures a hedlthy environment through its various
health programs (o safeguard its employess, And as part of the company’s
campliance to DOLE Department Advisory No, 05, Series of 2010 (Guidelines for
the Implementation of a Workplace Bolicy and Program on Hepatitis B), this
Program has been developed “Hﬁlprﬂﬁfﬂm i5-@mmed to address the stigma
attached to hepatitis B and to ensure that the employees’ right against
discriminatian and conflidentiality (s rmaintained g

L3 This puideline is formulated for everybody's information and reference for the
diggnosls, treatment, and prevention af Hepatitis B." This will inform the
employees of their role as well as the company in rFEdurig with Hepatitis B. A
heaithy environment encompasses a good working relationship and great output
for continuous business growth. .

COVERAGE

2.1 This Program shall apply to all employees r-.'-p.ardh?'}s of thelr employment status

POLICY STATEMENT A

3.1 Implementing Structure

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

its health and safety committee, Fach division dr department of the
Company shall be duly represented,

3.2 Guidelines k-

3.2.1. Education

3.201:1 Hepatitls B shall be conducted through distribution and posting of
|EC materials and counselling and/ br lectures; and
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3.211.2 Hepatitis B education shall be spearheaded. by Iploy Inc. Medical
nic in close caordination with the health and safety committes
4 .-. : 1-|_|Il.| Tl ..r.‘_ .\I' r\s!_E‘E.t:‘I"'

S | All emplavees are encouraged 1o be immunized against Hepatitis

B |-':‘.r securing cléarance from their physician

i.4.02 Workplace sanitation and proper waste management and disposal

- snall be manitored by the nealth and salely committee on a regular

it
}. 2. 2.3 Perconal protective equipriient'shall be made avallable at all time:
far all T.”;!.||_'|.',1_|l._. aned
B 1 | |'|'-|'='.,-1,':|1':5. will be glven trainife and informati on :I'._“"l."".-'r-".'..- Lo
tandards or universal precautions inthe workplace:

4. SOCIAL POLICY

4:1.1.1 Non-discriminatory Policy and Practices

ol s U s | There shall be na discrimination of any form against

employees on the basis of their Hepatitis B-status consistent with
the international agreements on non-discrimination ratified. by
the Philippines (ILO CL11). Emplayees shall hot be discriminated

against, from pre 1o post emoloyment neluding  hiring

promaotion, or assignment because of their Mepatitis 8 status
4.1.1.1.:2 Workplace management of sick employees shall not differ
from that of any other iliness. Persons with Hepatitls B related

ilinesses may work for as long as they aresmedically fit-to work

4.1.1.2 Confidentiality
45121 Job applicants and empioyees shall be compelled to
fisclose: their Hepatil B status and other related medica
information, Co-employees shall not be obliged (o reveal any
personal information about their fellow employess. Access to

parsanal data refating 1o en I""".-"'"i" Hepatitis 8 status shail be

pound oy the rules on canfidentiality, and shall be strictly [Imited
{0 medical personnel or it legally requirad :

4.1.1.3 Work-Accommuoclation and Arrangement
4.1.13.1 The company shall t1ake measures to reasonably
accommaodate emplovees who are IHepatit B positive ar with

g Hepatitis B - related linesses
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o B e B Through agreements made beiween management and

employees’ représentative, measurss to support employeeas with
Hepatitis B are encouraged to work through flexible leave
darrangements, rescheduling ol working time and arrangement for

return to wark.

4.1.134,  Screening, Diagnosis, Treatment and Referral ta Health Care
Seryices
41141 The company shall establishy a referral system and provide
access to diagnostic and treatment services for its emploveas for
dppropriate medical evaluationy monitoring and management
4.1.1.4.2 Adherence to the guidelines for healthcare providers on
the evaluation of Hepatitis B positive employees is highly
gncouraged
4.1.1.4.3 Screening for Hepatitis B as a prerequisite to employment
. shallnot be mandatory.
4.1.1.5 Compensation
#4.1.1.5.1. The company shall provide access to Social Security

System and Employees Compensation benefits under PD 626 to
an emplovee contracted with Hepatitis B Infection in the
performance of his duty

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS :QNﬁ EMPLOYEES

L 8 Employer s Responsibilities

et Management, together with employvees’ organizations,
company focal persennel lor human resources, and safety and
health personnel shall develop, implement, manitor and evaluate
tne workplace policy and prograrm on Hepalitis B

= P U . The Health and Safety Committee shall ensure that their
company policy and program |s adeguately funded and made
known toall employees

51.1.13 The Human Resources Department shall ensure that their
policy and program adhere to existing legislations and guidelines,
including provisions on leaves, bengfits andinsurance.

5114 Management skall provide informatian, education and
training an Hepatitis B for lts -.-'-.-I,_]r'k|l':"_-‘_-"- cansistent with the
standardized basic Information packege developed by the
Hepatitis B TWG; il not available within the establishment, then

provide access 1o informat
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1.5 The company shall ensure non-discriminatory oractices in
the workplace

1.6 'he management together with 'the company focal
personnel for human resources and safety and health shall
provige approprigte personal prolective Bauipment to prevent
Hepatitis B exposure, especially fo gmployees exposed o

patentiaily contaminated blood or body fluid

AT The Health and Safety Committes, together with the
employees’ organizations- shall |aintly review the policy and
program for effedtivensss and continue. to Improve these by
.'--'l'l,,'jrjrkrll:-; with governmeni ingd organizations promoting

Hepatitis B prevention

1.1.8 The company shall ensure canfidentiality of the health

status of its emplayees, including those with Hepatitis B

9 The human resources shall ensiire that access to medical

recordsis Hmited to authorzed personnel

Employees Responsibulities =

1.2.1 The employees’ arganization (s reguired to undertake an

dctive role in educating and tralining thelr members on Hepatitis
B prevention and control. The IEC program must also aim at
promoting and pract _|"-|; 1 hedlthy [festyle’ with emphasis on
|]II-'I'|"\-j=-|_Ii NIgr FiGK 1EnAVIOr ind other rigk factors that

BXpose ‘empioyees 1o Ingreased. risk of Hepatitis B
intection, consistent with the standardized basic information

Rpackage developed by the Hepatitis B TWG

i Employvees shall practice non-discriminatory acts againsi

co-employees on the ground of Hepatitls B status

= Employees and their organizations shall not have access to
parsannel data re dling te an empioyee’'s Hepatitis B status. The
rules of confidentiality shal apply InCcartying out umion and

organization functions
2.4, }"I'I[‘]!-Z:u,u-‘ﬁ_ shal Comply with the ||'||5'hfa5'|'f,<]: precaution and

the preventive measures

2.5 Employees with Hepatitis B may Inform the health care
provider or the company physician on their Hepatitis B status,
that is, if their woark activities may icrease the risk of Hepatitis B
infectionand transmission ar put the Hegatitis'B positive at risk

far aggravation,
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B, IMPLEMENTATION AND MONITORING

g estaplishment, the implementa -.I:'. ot the ["I"!:l_lr' anQ program shail be
ntared and evaiuated periogically. The satery and health committee ar its
s tasked for this purpose

O

counterpart shall be

. ERFECTIVITY

This Policy shall take place effective immediately and shall be made known to
avgry empioyes

Human Resources

f |

Reviewed by: A r'|;_}<_'r R.C a_#‘@rlllu I
_ 1
Director of DI_‘)FTEH:;_H"_-

Approved by Yisroel Y. Gissinger
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Date Jlanuary 1, 2018

To ALL EMPLOYEES CONCERNED

From Human Resources

Thru : Dperations Manager

Subject DRUG-FREE WORKPLACE POLICY AND PRUOGRAM .

1. OBIECTIVE

1.1. In compliance with Article 'V of ‘Republic Act No. 9165, dtherwise 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 ‘& Drug-Free Workplace Palicies and

Programs for the Private Sector), Iploy inc hereby adopts the following

policies and programs to achigve a drug-frecworkplace,

1.2 Company policy 15 to maintain @ workplace free of lllegal drugs, To ensure
that the objectives of the company orporate policy are met, the company
i5 implementing this drug-free program, The program will have the following

glements

2. COVERAGE ;

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

ylatue
4. POLICY STATEMENT )

1.1 The use, possession, solicitation for, or sale of dahgerous drugs on company
premises or while peftarming an assignment 4
., BEInNg ympaired or un 12 influence o 'dangerous orugs aw: oIm the
3.2, | 1 {my ] der the Infl f ol frugs away from the
ompany, it such impairment or influence adversely affects the emplayee's
woark performance; the safety of the employee or of others, or puts at risk
the company's reputation :

3.3, Posuession, use, solicitation for, or sale of dangemus drugs away from the

company premises, if such activity or invdlvement adversely affects the
employves’s waork pu."r'.1r|r|1.r'.;-- the safety of the emplovee or of others, or

puts at risk the company's reputation

34 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 by the 1972 Protocol, and in'the Schedules annexed to the 1971
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Single Convention on Psychatropic’ Substances as enumerated in the
attached annex of RA. 9165 b

4. MANDATORY DRUG TEST

4.1

4.3

To ensure that only those gualified shall be screened and recruited 1o prevent
the detriniental effects le.g. lower productivity; pdor decision making;
increased occidents; more compensation claims; and reduced team effart)
which drug-use and dbuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment

lploy Inc. designates company accredited or affiliated center, a duly
accredited drug testing center by the Deparntment of Health (DOH), as its
altherized drug testing laboratory

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

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

4.3.2. FOR-CAUSE TESTING: The company may ask an officer/employee to
submit to a drug test at any time I, 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 émployee’s person or
il the employee's vicinity, unusual canduct on the employee's part that
suggests impairment or influence of drugs, negative performance
patierns, or excessive and unexglained absentesism or tardiness.

43,3, POST-ACCIDENT TESTING: Any officer/employee involved in a "Near-
Miss" incident or “Work Accident” under cirgumstances that suggest
possible use or influence of drugs may be asked 1o 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 injories or fatalities of the
workers and/or considerable damage to fhe employer had it not been
curtaited. “Work Accident” refers to unplanned or unexpected
nccurrence that may or may notsresult in personal injury, property
damage, work stoppage or interferance or.any combination thereof of
which arises out of and inthe course of employment.

4.4, All drug tests shall employ, amang others, two (2] testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatary 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




gt g @ m.q.

iMey Ao gioratesd 'P'o
LRtk Fltiar AESY Towe '

Prdcafaies Rosd Cobu Buslrais Pk

Cop b Dty RO

the level of care and administrative Interventions that can be extended
to the concerned employes,

4.3.5. Iploy Inc. shall infarm the of'r'|r:{e-r,'-'err|u'~.n~,r-:-e who was subjected to a
drug test of the test-results whether positive or.negative.

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

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1

un
=t

5.

2.4

An officer/employee who, for the first time, is found positive of drug use,
shall be referred for treatment and/or rehabilitation in a DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least three (3)
accredited facilities which an f-_-nmlm,?éi: who was tested positive for drugs

may choase from

Following rehabilitation, the company's ﬂﬁﬁ.l?!'.ﬁﬁ'lﬂl'it Team. in consultation
with the head of the rehabilitation center, shall evdluate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee’s job if hefshe poses no serious danger to his/her co-
employees and/or the workplace '

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

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

6. ADVOCACY, EDUCATION AND TRAINING

6.1

B.2.

?
Iploy Inc. undertakes to increase the awareness and education of its officers
and employees on the adverse élf:—zc.h of dangerous drugs through
continuous advocacy, education and training programs/activities to all its
officers and employees. i ra

All officers and employees are required to undergo an orientation/education
program before -assumption of their respective duties. The program shall
IFIL|'|JL|P the following topics; i

6.2.1. Salient features of R.A. 9165;

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

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

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

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

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

6:1.3. Sports, recreational and fun-game activities; and

6,34 Other activities promoting health and wellness

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

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

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

7.3, All officers and employees shall enjoy the right 1o due process, absence of
which will render the referral procedure ineffective.

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1, Any officer or employee whio uses, possesses, distributes, sells or attempts to
sell tolerates, or transfers dangerous drugs or otherwlise commits other
unlawful acts as defined under Article I of RA 9165 and its Implementing

Rules and Regulations shall bie subjett to the pertinent prowvisions of the said

Act !

8.2 Any afficer or employee found pesitive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisibngs of Article 282 of
Baok Vi of the Labor Code and under RA 5165
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9. IMPLEMENTATION AND MONITORING

9.1.1. The implementation of these palicies and programs shall be monitored
and evaluated periodically by management 1o ensdre a drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with 0.0, 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
L ; :

Vit

{; \ S
Prepared by: Jo Hafing R Melecio
Human Resaurces

Reviewed by: Alfredo P. C b, arille Jr
Alfrddo b, Glfwarilo )
Director of Cperations

Approved by: Yisroel Y. Gissinger
CEO
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Drug-Free Waorkplace Program Acknowledgement

| hereby acknowledge thal | have receiwed and read iploy-Inc. Drug-Free Workplace Pallcy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Emplovee Assistance Frogram providers or local di ug and alcohol treatment
programs. | have had an oppertunity to have all aspeces of this material fully explained. |
diso understand that | must ablde by the Program as a condition of Initial and/for
continued employment, and any violation may result. in disciplimary. action up te and
including termination, a
| 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
i5.a condition of employment with [Campany], and disciplinary actlon upto and including

termination may result if

1) I refuse ta consent Lo testing

2) I refuse o execute all forms of consent and rélease of llability that are usually-and
reasanably associated with such examinations. f

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

4] The tests establish a violation of [Company]'s Drug-Free Warkplace Palicy

5] | atherwise violate the policy X

I'also recognize that the Orug-Free Workplace Policy and relatéd documents are not
intended to constitute a contract between Iploy Inc. and me. i
The undersigned further states that hefshe has reatd and understands the above

acknowledgemast=mu signs below of hisfher own free will

' e - 9114/z3

SIGLATARE : - “DATE

WITNESS ; "+ DATE
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Date : January 1, 2018

To ' ALL EMPLOYEES EDNL‘EHNFD
From : Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBJECTIVE

L.1, 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 resolution, settlement and/or disposition of sexusl harassment cases.

2. COVERAGE

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

3. POLICY STATEMENT

3.1, Iploy Inc. believes that employees should be afforded the opportunity to work
in an environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines the employment relationship. No employee,
euher male or female, should be subjected Jverbally or physically to

nsolicited and unwelcome sexual overtures or conduct,

3.2. Sexual harassment refers to behavior that (s not welcome, that is personally
offensive, debhllitates morale  and, [I]iarefluye, interferes  with work
effectiveness. Such behaviar may be in the form of unwanted physical, verbal
ar visual sexual advances, requests for. sexual favors, and other sexually
oriented conduct which Is offensive ©or objectionable to the recipient,
including, but not limited to; epithets, derogatory or suggestive comments,
slurs br gestures and offensive posters, cartoans, pictures, or drawings.

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

4. DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of séxual
harassment set forth in Section 3 of RA. 7877 It provides that sexual
hatassment 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 reguires any sexual favor from the other, regardIEEE of
whether the demand, requests ar requirement for submission |s accepted by
the object of said Act.

In' a work-related or employment environment, sexual harassment is

cammitted when:

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

3.4, the above acts would impair the employees rlL-r-r 5 or privileges under
existing labor laws; or

343, the above acts would result in an intiridating, hostile, or offensive
environment for the employee

3.5, WHERE SEXUAL HARASSMENT IS COMMITED

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

35.1. In or outside the office building or training site; |

3.5.2. at office or training-related social functions;

1,52  Inthe course af work assignments outside the office

3.5.4. at work-related conferences, studiés 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 follawing forms

3.6.1. Overt sexual advances,

3.6.2. Unwelcome or improper gestures of affection;

1.6.3. Request or demand for sexual favors -f“.'.hldll'lb but not limited to going
out on dates, outings, or the like for the same purpose;

3.6.4. Any other act or conduct of a sexual nature orfor purposes aof sexual
gratification which Is generally annoying, disgusting or offensive to the

victirn, i
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3.7 WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature It refers to behawior that s net welcome, that s
personally offensive, that debllitates morale, and that, therefore, interferes
with work effectiveness

3.8, EMPLOYER'S RESPONSIBILITY

lploy  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
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment.in the workplace and
for promptly investigating any allegation of wark-related sexual harassment.

4. PROCEDURE
4.1 COMPLAINT PROCEDURE

4.1.1. Any officer or employee, who experiences or witnesses any act of
sexual harassment in the warkplace, 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 |ploy Inc
management ar ownership. All allegations of sexual ‘harassment will be
guickly investigated. To the extent possible, the identity of the officer or
emplayvee shall remain confidential and that of any withesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation s completed, all parties will® be informed of the
autcome of the investigation

4.1

Pad

A Committee on Decorum and Investigation shall be constituted and
shall be composed of the rn.;rl.ﬂHrJl"‘lr‘JIH' afhd the employees'
representative to regeive complaints, investigate and hear sexual
harassment cases. The Committee shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment

4.2 RETALIATION
4.2.1 |play nc, will permit ne 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.




Py ncorparaten lP'o
11th Foar BASY Towes
Peicadoved Aoad Ceby Budlnesy Fark ¥ T R

Crbu Lty &000
4.3, WRITTEN POLICY

4.21 Al officers and employees of Iploy Ine. shall receive a copy of the
gompany's sexual harassment policy upon assumptian of thelr 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 Degorum. If
iploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will recaive an individual copy of the amended or
moditied policy

5. CONFIDENTIALITY

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

6. EFFECTIVITY

6.1. This Palicy shall take place effective immediately and shall be made known to
ayery employeas

|H- IJII

Human Ftﬂ.murcm.

o
']

k9
Reviewed by / fredulilé. 'Eemanlln il
Divectar bfﬁperatlunﬁ

Approved by: Yisroel ¥, Gissipger
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 CSR - Phone
Junamel Brigoli CSR - Phone

Submitted by:

Yisroel Y, Gissinger
CEO
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DATI April 3; 2018 ]
F'es ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTIVIENT

THRU OPERATIONS MANAGEMEN ,

SUBJECT MEMO: RESTROOM GUIDELINES :

Iploy Ing. provides unisex restrooms avallable so that emplbyees can use them when they need
o doso. Une 15 located inside the operation floor and second 4s in the halbway outside the
cperation floor. However, those who are uncomiortables has issug with the upizes restroorm,
we have o separate single, private restroam avallable forn use

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

Furthermore, it is essential that all employees should camply-and observe the restroom
eflguette

e Knockil the cubicle appears to be ocoupled, Don't peek under the doors

o |Lock thecubicle door when vou enter

s Stand close enough to the pan o usinal 50 you dan't wet the seat, walls of
1||_'I|"IF [

& Flush the toilet after use and wipe off the tpilet seat for the next user

o Papertowels go ik the trash can, not on-the floar or the toillet bowl

o Wash vour hands te prevent the spread of cofids and the fiu

o Please use water and paper towels conssrvatively

Faryour iInformation and puidance

M} R{yﬂﬁ Balbueng g } 14/,

o Ha

Humah Besources

MNoted by
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February 27, 2018

To ; ALL EMPLOYLES

FROM : HUMAN RCSOURCES DEPARTMENT
THRU : OPERATIONS MANAGER

sunigcy

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is Issued to ensure the effective
employees on office attendance and punctuality
To ensure effective implementation and monitoring of

enforcement and strict observance of all

office security

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

2, Employees are allowed to be ins
their scheduled time

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

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

5, Employees

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

e left in the locker before longing in/going inside

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 reom and locker should be closed at all times, employees must use
their RF 1D to access these rooms ;

7. No tallgating

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

9. Noemployees are allowed to stay in the waiting ared 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.

.

Jo H ecio
Huin Resaurces
Noted by:

—)
Alfredo Ca hri[!u Jr.
Dir ctor,nfllﬂperatians

thﬁ% L\ bm\bu{rm

“Scanned by CamScanner
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DATE ; November 17, 2021
TO A 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 OME LOCKER ONLY per employee. NO sharing of lockers.

¢ NO storing of perishable foods/leftovers inside the locker,

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

e NOtransferring 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 for padlock replacement nor
raimbursement. :

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

s  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 padiocks, placed on top of the lockers, etc.

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

¢ Forced Open Request due to lost padlock key or forgotten password/code should be submitted a
day prior and wiEI be subject to availability of the bolt cutter.

e Authorization to Forced Open a Locker, the request.must be 5uhmstted via email to hr@iploy.com
and must wait for the approval.

» NO LOITERING inside the locker room

e Unassigned Lockers with cable ties should not be Upened

o Things Inside unassigned lockers will be subject to disposal of the management

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Frepared by; Moted by; . &
rcilla Carlos Gnth:m Alfredo arillo

Employee Relations Specialist )4'& Mé'ma@ General Manager  Directorof Operations

I have read, understood, and agreed to comply with the foregoing policies; r
governing the iPloy Locker Policy.
Qe U;h 0

Employee Slgnatu re Over Hrinted Name/Date
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DATE Aprll 3, 2018
To ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMEN
THRU JFERATIONS MANAGE

UBIECT MEMOD: CALL IN FOR DUT ¢

inoraer o property monitor out af griice emplovess, a new oroce tacalli freport absence will

be implemented effective Manday,

April g, 2018

Guidelines

1. In cases of late and/or absences, employee should report to Human Resources through

alis on Call via HR hotline: 0917-709-7074
. Motification should contain the following information
] implete (reall Name
pEartment
im Leader .
all indars (Whole day Absent, Half-day Absent. Late
¥ |.|.- 151 i
3. HRwill be the one to send notification to Operalions Management
4. No call in should be cormmunicated through Team lead a8y othet amplovee. It should
be done by the employee or his/her relati
> Fstiould be at least two [2) hours before the emplave 13
£ It an employea s advised Lo rest/confined in/the hospital, number of rest days as advised
by the phwy an should be Indicated. Otherwise, employee must send notification daily
f. Failure to natify will be tagged as No Call, No Show and/or unscheduled absence and wil

be dealt with accarding to nur Code of Conduct and Dist (pline

For your BUlGEnCeE ind strict compliance

. Kuynel PABOR s 9 JIQ)’I}

Human Ressurce:

%
f“‘k-_lf D JT
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February 18, 2020

To : ALL EMPLOYEES
FROM OPERATIONS MANAGEMENT
SUBJECT ATTEMDANCE BONUS 2020

— — — e

As we end the vear 2019, iPloy would like 1o set clear key procedures and policies. This memorandum serves as
reminder ta be followed:

PAYROLL

1. Immaculate Attendance Bonus is for emplovees with periect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch In = out for
breaks will also disgualify the employes. No waivers will Lie given

2. Tardiness, Undertime and Over breaks will be deducted from the employes's pay

3. Employees who tendered thelr resignation before the release of the Sign On Bonus (First Half or Second Half) will
NO lenger be sligible to receive it

4, Emplovees qualified for the Sign On Bonus [First Half or Secand Hall) will receive it on the 30" of the succeeding
manth fram eligibility.

E. Eligibility for the annual merit increase Is based an overall performance and management discretion, Pay out Is
at management’s discretion,

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

# | day absence - the medical certificate must be dated on the day of absence or the next day, Ifthe absence
falls on a Friday, the medical certificate must be dated the Saturday that immecliately follows — at the latest. |t
cannot be dated on the day that the agent Is o report back 1o work

. 2 days absence - the madical certificate must be dated on the ipitial day of absence or the next 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 Tollows or that Monday that the agent is to report back
to work

» 3 days of absence or longer - the medical certificate rmust be dated on the initial day of absence or the next
day. Itcannot be dated on the day that the agent reports back Lo work with the advice to rest antedated from the
initial daie of absence. Also, the advice to rest is inclusive af rest days

] Ex: If the agent is absant on a Friday and the medical cartificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must be hack
to work on Monday.
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L1t Floor MSY Tower : ‘"!-} IP 'Oy

Pescadores Road Cebu Bukiness Park,
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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 cannol be antedated, i

o There must be a fit to work date.

a The only exception to the Medical Certificate dﬂtE— guldﬁllﬂeﬁ [ if the employee has been
hospitalized,

VACATION LEAVES
L. The company reserves the right to approve and disapprove all vacation leave (VL) requests,
2. Employee must exactly have the corresponding credits for the reguest to be appm;.red.

1 credit = One Day
3 credit = Half Day

3. Employee with perfect attendance 60 days from the reg uested VL date will be nlwn priority In the approval of
leaves. This is 5 way of rewarding employees with perfect attendance.

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

employees who committed unschaduled absences on the prior month and on the current month of the requested
time off including poor attendance records, behavioral and productivity issues,

Approved By

1AY GISSINGER

Chief Executive Officer

FREDO CAMARILLO JR.

Director of Operations

Qtam%\ Dalbuend ¢ Ot]lq lz”b



iPloy Incorporated .

9™ floor, Avala Center Cebu Tower
Bohol Avenue, Cebu Business Park

L) iPloy

Cebuy City 000

Date ! November 17, 2021

TO : ALL EMPLOYEES ‘
From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

Sick Leave is ta be used by emplayees who are ill, or any other form of absences supported
by a valid document.

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

2. Employee may use sick leave for absence due to the following reason:
«  Employee's iliness or injury.
e Bereavement leave/s
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 mthin 48 hours. Failure to file the sick leave
on the given hours will be forfeited. :

Mote: No more Manual filing of Sick Leave except if the employee was huspltallzed 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
» Atthediscretion of the employer, the employee should furnish a certificate from

a physician stating that the employée 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
Wark)

# Blacklisted Doctors and clinics” will nr::T. be honored, (Please refer to the
Blacklisted Clinic/Physician Memo)

# Bereavement leave (Please refer to the Bereavement Leave Polity)

= Emergency leave
# Validate his/her absence through supporting doctuments as to why she/he was
having emergency leave on the said date, - i

* Power Dutage
» Certification from their electric/power Suppiyr provider’ {E . VECO, CEBECO,
MECO)

s 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, na light in “internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action. SL is unauthorized
under the following circumstances:
o The employee falled to inform the immediate superior or HRD abuut h;s.,.l’her absence due to
lIness unless fully justified.

[}

0!



iPloy Incorporated

5™ floar, Avala Center Cebu Tower
Bohol Avenue, Cebu Business Park
Cebu City 6000

s |fsickness claimed i fictitious or non-existent,
6. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of 5L will be needed to recaver from the sickness. A medical certificate must be submitted
before the expiration of the 5L, Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted.
This Memorandum shall take effect on November 22, 2021,
Please be guided accordingly,
Created by:

MA@% ARCILLA

Hﬁ,ﬁanaéeﬁ

MNoted by:

e kT M"ﬂr . o
Alfreflo Cammarillo Jr. Angelo Manal Carlog Gotlong
Direé{or, Dperations Operations Manager “General Manager

o

q-,:a,\' palbueng s q Mll'h
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Date I Movember 12, 2019

Ta - ALL EMPLOYEES

FROM - HUMAM RESOURCES DEPARTMEMT
THRU - OPERATIONS MANAGER

SUBIECT ; 555 SICKMESS CLAIMS - 5 CALENDAR DAYS

For those employess’ wha wants to file for sickness claims must submit the duly accomplished 555
notification form attached with original and complete medical documents, |t 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 quallfied to avail of this benefit if:

1. He isunable to work due to sickness ar Injury and confined either i a hospital or at home for at
least faur (4] days;

2. He has pald at least threa (3) months of contributions within the 12-month period immediately
before the scemester of sickness ar injuny;

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

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

Failure to submit the documents within the prescribed period will free iPlay from any liability of their
claims. ' -

For your guldance.
If there are any questions or clarifications, please feel free ta approach the Humah Resource Department.

Sincarely,

Marishka Ik
Human Re

e . R;am\ halbutna | q]; ) ]-’z:a

Nated by:

ﬁ[fréqg_%varjrh Ir. .

D1re"qt_94':. perations




, ® I
;'ﬂ:h’lﬁvﬂh Cabu Cantar Tower 9 lploy

Cebu Biminess Park, Cobu Cloy G000

DATE : December 7, 2022

TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

The following are MOT ACCEPTABLE and are considered part of the BLACKLISTED CLINICS/PHYSICIANS:

Rajah Tupas Medical Services

Bimbao H. Tequillo MD Clinlc

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Mantecillo Jr., MD

MNow Serving

Dr. Guian Darnell Sumalinog

0. Clinics/Physicians without complete contact details such as but not limited to the following:
10,1 Doctor's name

10.2  Doctor's llieense number
10.3  Clinic/Doctor Phone number
104  Date of Actual visit

10.5 Diagnosls

10.6 Recommendation

10.7  Fit to work date

bR

A - I

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

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

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

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

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

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

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

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

4, Caters primarily on cosmetic procedures and consultations.
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Cebu Business Park, Cebu City 6000

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

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

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

3. Consultis done on the day of the absence,

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

Far strict compliance,

Prepared by:

N%ﬁh za
E yee Relations Supervisor

Noted by:
“éa Ao I fsA— ! ey
Haw stafiares stika Iris Arcilla Niith Angelo Manal A.Ifrg‘:d CamarilloJr.
HR Manager HR Manager Operations Manager Direct [Df‘ perations

Qﬁjﬂig\ Bﬂllﬁh‘i“ﬁ {,‘] A 17
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Date : Movember 30, 2022

To r ALL Employess

FROM $ Human Resources Department

SUBJECT - VACATION AND SICK LEAVE CONWVERSION

We are pleased o announce that the Sick Leave conversion will be released on December 15, 2022
payoul. Imthis connection, all remalning 5L credits are to be converted thus, 5L nppﬁmﬁun is no longer
allowed until the end of the year.

As for the Vacation Leave (VL) conversion, all unused VL credits will be released on the 30" of December
2022. All employees can plot @ VL request untll December 8, 2022 ONLY. The actual VL dates will cover
only until April 30, 2023, Kindly take note of the reminders balow in reference to Tiling of VL

¢ Mo retraction of approved VLis. If the employee reports for work on the actual VL date, the VL
will not be refmbursed and will be valded,

¢ Morescheduling of V0 once approved,

o VL date should not fall on a local hollday otherwise forfelted.

Mote; Appraval of VL requests will be on or before December 14, 2022,

Furthermaore, if the employes resigns or gets separated from the company elther veluntary or Inveluntary,
all available VL credits will be forfefted and will not be part of thelr last pay if;

s Employee filed an immediate resignation and/or failed to provide a 30-day notjce,

e Employes went on Absent Without Official Leave (AWOL)

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

s Employes incurred more than four (4) hours of accumulated and/or totzl late/undertime within
the 30-day notlce, )

o Employee will have Issues with performance including but not limited to quality, productivity, &

s client escalation within the duration of the 30-day natice.

= Incurred any behavioral infraction such as but not limited to Slesping, Browsing Unrelated

Websites and ete,

Furthermaore, 5L and VL conversion maybe subject to tax. Should you have questions partalning to this
mema, feel free ta reach out to our Accounting personnel at Accounting@iploy.com

Shgned

o~ -

HR Managar Accounting Manager

Hoted by:

m )
e Dvlarnal a[ﬁ'g‘ﬂg Carnmrillo Ir,

. Operations WManager Directar of Pperations

RJ@MM palann Oll‘i} 5

Approved by:
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DATE : April 26, 2018

Ta:! - ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT
THRU ; OPERATIONS MANAGEMENT

SUBJECT : Maxicare Guldelines after Separation from the Company

F'LE,{'-.SE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

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

The use of the insurance will be shouldered by the separated employee and deducted fram their last pay
in the amount of Php 861,23, 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 guarters are as follows

1°! Quarter — December, lanuary and February

2™ Quarter — March, April and May

34 Quarter — lune, July and August

4t ouarter— September, October and November and so on and so forth.

Ifthere are any questions or clarifications, please feel free to as the Human Resources Department,

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

1D # NAME TEAM LEAD SIGNATURE

A4 | Legnael  Balbuena .

o

Regards, 3 Noted By:
5
..“k .-I “:f/ r’-? (l":‘
Marislka Iris Arcilla Alfred c;Laqu Ir. ; ﬁﬁeﬁ'é'rdg ?ﬁﬂrﬁa
Human Resource Director of Operations Operations Manager

(=

_.;&%ﬁa —
«ff{:‘s neral Manager
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Becember 17, 2019

To ALL FMPLOYEES _ ,
FRCINA OPERATIONS MANAGEMENT
SUBIECT CLEANSING PERIOD

iPloy Staffing Selutions belleves In giving employiees enough room for improvement to straighten out
employment in regards to compliance 1o gur company's Code of Conduct. The aim af this approach 15 ta help

maotivate employees rectify passed offenses and start anew

Cleansing Period pertain: to the lime when an emploves who has been subjected to o Disclglinary Action {DA)
s expected to improve performance. Ample time s glven td corkect improper bebavior and refrain from

{l]l'r'll'lllrl-ﬂg_ any other infraction

it an employee doRs ot comanit The same infraction far the specitien clean ing pericd, the progréssion af the

disciplinary action will =lide back to a lewel 1':1-|_'|1’|:'||'_1||'-|_;§ o Ly Dy paes Mogee felier 1a tabhle belowe

"

| Productivity B
Behavioral 12

Ihe counting of the Cleansing Period will start based on the dote when DA was decided upon, Al documentations
forinfractions will still be Kept in the Emp OyER'S 201 File regardless what period of progression

The |-.|P'.:j1‘-‘,|-'r|E Period i« effective lgnuary 1, 2020 covering Das & monthy and older

Singerely yours, / MNoted By Approved By
ol 5
/ / ‘? 7 M 3] I,"',r 9/1q
ALFRED( CAMARILLO IR, JAY GISSINGER
Clirie t_.rr'tir “‘l:il*.!.lhl.l'l Chief Execut e Offleer

Rugriel Dl ﬂllq
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CODE OF COMDULCT AND DISCIPLINE {Table of Infractions)

L STATEMENT OF POLICY

The Code of Conduct and Discipline i degigred to ensurs heatthy and positiee working
environment, and hopes to maintain and uphold professionalism among iPley Ine employess.
The estabilished porms hesdin set Torth ane grared towards the attainment of the Company’s

Goals and objectives. |t & worthy to emphasize that the Code s not meant bs be sopressios nar

It is intended to threaten and intimidats employees, Indeed, it seTves as the Eulding principlas
on what s expected of i’ smployess 1o conduct during the entire employment e in (Ploy,
Inc.

i1, DOCTRIMES TOr GOVERN THE COMPANY®S CODE OF CONDUCT AMD DESCIFLINE

I. The right to discipline and discharge employees for just and proper couses s management's
prefogative enshrined from Lhe 1987 Philippine Constitutian,

2 Faimest and justice shall always govern the impoction of disciplingry ochons. Existing Labor
Laws, bmplernanting Rules and Jursprodence will always be observed.

3. The full and sirict maintenance of ditcipline i the mansgement's responsibifity. Thus, 1t shall be
the primary cancern of immediate superiors and department heads toimtfate any di un_n__ inEry
actions against their subordinates whenewer a'viciation of the rule is committed.

&, Admintstrative investigations and other proceedings shall be conducted expeditiously.

5  Imposition of penalties when warranted, shall not be cancelled, nor delayed for any reswon.

6. The rights of the respondent a5 provided for by Law shall b guarants=d

7. The managemant may mitigate the penalty to be imposed, sublect however 1o management’s
approval and upon compliance o the comditions set forth by the latter,

& ncase: of multiple viclations of this Coxle, the folicwing rule shall apply as 1o e penslty to b
imposed:

Mincs offanie + Letnus affsnas = The highes penalty shad be impotec,
1 2 af mcre offenses anoer the Tame catsgory = Fni_:.__n:_l.i hudle of off shail ka

L. PROCEDURE

iflay Irrorpar st ey

e &Y iPloy

Contra City HOOG

1. Incident Aeport will be submitted to Human R=sounces {HA) withen 2 working days from
the date of the incidenl,
2. Human Rescirces will issise @ Noticr to Explain [NTE) to the ermplayée within 3 working
L=
3, Chrect Superior shouhd coach the smployse within 5 working days from the issuance of
the NTE
8.  Coachirg Form ang Written Explanation of the smcioyes thould be submatted withins
wiKing diys from the Bsuance of the NTE
. HR wilk issue Notice of Decision with or without $Anctions witnin 5 clays from the recsipt
of the Cogehing Form and "Written Explaran .
. Failure to provide Written Explanatios shall corstitute 3 waver of the employss's
right to be heard and confirms that afl the detaiis in the Inciden: Report are true and
withait any blsses
k. Lapses i the tirmeline will result to 8 sanction = Neglest of Duty [ imtGbardinamion
. Lapses in the timeline will not woid the sanciion

il

., GENERAL m..m_._.__r..___s_. STAMNDARDS
A5 an iFoy employee we expect that you will meet the foflowing behaviormsl sandargs: -

& Proper Comduct sod Decorum 8 expected from you within the affice snd outtide whan
representing the Company. This intludes appropriste dress, attending the office ready to wark, use of
nroper and decent language, observance of proger office and work decorum, maintaining proper
relatiorahips: with your collesgies, custome s and other individuals not in the emaloy of the company,
shwergance of and compliance with axiing laws af the Phiippines,

b Enbancing Company Productivity the Company sipsct the Proper eare and ultilization of
Caplml svallable to the Company; turming up for work ready o work on time &) the time, following the
appropriate break and Ninlsh times gatting an with the job and pedlorming the job to the best of your
ability, positive attiudes #nd dedicabion Toone"s work ssignments, SUpporting supervisions ang those in
manapoment.

£ Following rules an customer and chent felalions and always maint@ining 5 profedsicnal heiphul
atiitude with customers.

. Maintermarce of health and salety of the office and peaple arcund you. A proper attitude
towards cleanliness and proper housekeeping In the office, pood health of yourself and others arcund
youl, asist in the seewrity of the office, followdng basle salety procedures,

&, Propes use of Compitny Property, lacilities and seconity to protect company and employes
atsets, Secure handling #nd maintenance of Company records, keep confidential and protect the
irtegrity of all Compeny operating data snd information, apprapriate wse if all Company equipment for
wiork refated plirposes, properiy account for all Company funds received.
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Purposaly sharing
privifeged and configential
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partien
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property, supplies or
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OF SEUET s Or works T
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5 Durys
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-

Termination of an employes shall sutomatically bar him/her ffom re-employment.
The penalty of dismitsal shall not prepedice the right of the company o initiate court action

agairst the erring employee.

This Code shall supersede &l ather existing policies, rules, memos, and the like, and 21l palicies
to be implemented, if the same is found to be inconsktent with the Code of Conduct.
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RECEIFT OF THE CODE OF CONDULCT AND DISCIPLINE POLICY

This is bo acknowiedge that | have read the Company's Code of Conduct and Discipline and understand
that 1t 5ats forth the tenms and conditions of my employment as weil & the duties and qn.._ﬂﬁ..aﬁn___unu
and ﬂu__._wuncu...u Gf emplesrment with The Compiany.

| alsn acknowledpd that the Company reserves the right, to revise, delete, and adc to the provisions of

thiz Code of Conduct and Discigline,, or condition of employment @n be estabbshed u____ any other
sarement, conducs, poticy, or prectice

NANE mgﬁnﬁn\* Ghﬂ_v:ﬁ:g

DATE 9-14- 701>

AND HAVE READ AND LINDERST ANDIT _.mi_..._nﬂ_.:.dmzu..m.
EMPLOYEE SIGNATURE




