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ID APPLICATION FORM

LASTNAME: _ @S FIRSTNAME: QWEED WG
ID NUMBER: }Le{' PAGIBIG #: S55 if:
PHILHEALTH #: TIN:
IN CASE OF EMERGENCY
CONTACT PERSON:__lna. Blena  ©  Odn( EMERGENCY CONTACT #: (A C<34€T 11
ADDRESS: unyddpn  Maky mone SHR RELATIONSHIP; "W Hesy

2X2 PICTURE SIGNATURE

Occupation of Cortact Perien: frowselLedp <
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Educational Attainment

Education Type: (o Ulﬂﬁf’ 6 radunte
School Name: Qmﬂﬁm Werke St ﬂ.kﬂhﬂ-.r‘&»—ﬁ*: ﬂ‘ﬁhﬁad‘m GMMPLf
School Address: CR@'D\%{' Makimeno ;Q'M‘.E}M Bl ‘pmﬂi{

Course: 12510~ ERGULH Honors: Grﬂ{:tmml-fff"\_b"ﬂ W

Date Started: _(fubne £\ “Dayy Date Graduated: vy 24 .@V\
MM/DD/YYYY MM/BD/YYYY
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Acknowledgment of Company ID and Access Card

Thig Is to acknowledge the receipt of the fallowing company property:

1. Company 1D with sling
2. Access Card

For any [oss, damage and/or replacement of Access card and company 1D sting will have a penalty
of:

Company Sling = Php 100.00
Access Card - Php 500.00
Mantoge Key Cord - Php 700,00 (For employees ossigned in Montoge building only)

By signing this form, | agree that | am responsible for the company property issued to me and
agres that | will use itin the manner intended, Upon separation from iPloy, Inc., | will return the
access card, company ID and siing in good condition, | also understand that | have to pay the
specified items issued to me that are damaged of last in my possession, In this regard, failure to
return the company asset/s in good condition and/or in case of loss, | hereby authorize a payroll
deduction to cover its replacement cost, Moreover, | was informed that in case of loss either of
the above-mentloned company issued assets, | am obliged to secure affidavit of loss.

Acknowledged by:

o, 'qltnhm

signature Over Printbd Name/Date

Employes iD;

Released by:

Signature Over Printed Name/Date
Employee 1D;




iIPlo

Siaffing Selullans

HIPAA, HITECH and The Omnibus Rule

| understand | have baen [dentified as a team member wha has the responsibility of accessing, handling and securing
Protected Health Information (PHI). | understand PHI is contained in both hardcopy and electronic formats. Unsecurs
and unencrypted PHI can lead to a breach as defined under the Health Insurance Portability and Accountabliity Act

{HIFAA) Breach Motification Rule 45 CFR 164.400-414.
| 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 appointad security
compliance officer.

My signature below confirms my understanding of the training material, my responsibllity to secure PHI and to notlfy m
supervisor of incldents andfor complaints related to unsecure and unencrypted PHI,

Yot |
Employee Signature _(Jy e HHUM/ - (Qneag Date Q{fqulﬂfb?
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yﬁrﬁat isfare the obligation your company has pertaining to Minimum Necessary Rules?
Choose 1 or more answers. (1 polnt)
A7 Identify the person or classes of persons In it's work force who needs access to PHI,

— For gach person or class identify the category or categories of PHI to which access is
o needed

1 Enforce those limitations

!.'.'._'If Submit-a llst to CMS a list of persons and categories on an annual basis

-

}’./[s HIPAA applicable only to PHI transmitted in electronic format? {1 polat)
# No
() Yes

=, lch of the following render ePHI secure under the HITECH Act, Choose & or more
answer/s, {1 point)
[] Making ePHI undreadable by unauthorized persons
|| Making ePHI unusable by autharized persons
I;{'I. Making ePHI indecipherable by unauthorized persons
|| none of the above

#

4.4 Mortogage company ls considering a loan to an oxyoen patient of yours. Are vou allowed
to release info to that mortgage company, so that they can make a good decision on the
credit worthiness of the Individual? {1 point)

)y Yes

7 No

IPAA was established on August 21, 1994, (1 poink)
¥ True
(1 False

Eyﬁ’g;tim of breach should be written in? (1 point)
i Plain:language
() health care phrasing
i+ Informal legal language
{1 Mone of the above

>
7/What does O in the acronym TPO mean? {1 point)

/'” Health Care Operation
() Obliged
(7 Operation

8. Which among the choices below are/is an element/s of HIPAL Compliance? Choose 1 or
more answer/s, (1 point}

T submitting Authorization Letter

L1 Providing Security for this information
.IZr Ensure Portabllity of Insurance

Q:E_]\ Protecting Human Rights




Fl/éa result of the HIPAA and HITECH rules, individuals have? Choose 1 ar mare answer/s.
(1 polnt)
I_ZI'An Enhanced right to request access to thelr protected PHI
|~ A right to request transmission of their PHI to a specific third party
|1 Mone of the above

[_] All of the above
10, Why was HIPAA created? {2 polnts)
pedn a0 Gieafed b opkiel vl g e Fﬂhﬁki{
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@ a plece of paper required by Centers o1 Medicate and Medlcatd Services Lo g U

substantiate the necessity of an item of durable madical squipment fuimlshed to a

medicare beneficiary? (1 point:

() Certificate if Medical Nead

() Certificate of Medical Necessily

() Certificate of Medical Claim
L Prascription

- The patient'’s _____ contains the important infarmation about the patlent.
(L point) i
i 1 Records
i i Prescription
# Face sheet
i v Face book

A DME thal would allow the patient to be transported from ome place o another? (o
Wheal Chair to Bed). (1 point)
() Waller
1 Patlent Lift ;
v Stretchom

i+ Wheelchah

Ch

i 1 Intake

i 3 Customer Service
1 Orders.

i 1 Patlent Pay

department is geared towards implementing price transparency. (1 polnt)

@ Can refer to items that are created for abese individuals to best sult thelr neads, (1 palnt)
y‘( Burable Equipment
i+ Barlatric Equipmoent
i ) Heavy Duty Equipiment
i Obese Equipment
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“What is the important element In the patient's prescription? (1 polnt}
@ Signature of the doctor and the date for when It was created,
() Slgnature of the doctor and NPL number
() Slgnature of the doctor and the diagnosls
() Date for when [t was created and dlagnosis

<

@-luw many months will the patient need to rent the equipment? (1 point}
() 10 months |
7 12 months
{) 14 months
(). 13'months

. The department In charge of creating and updating patient accounts, {1 point)
() Patient Pay Departiment
7~ Documentation Department
(_} Posting Department
(") Intake Department

hey are in-charge for processing payments, verification, adjustments and re-submission
of clalms from medical insurance for the medical equipment coverage. {1 peoint)

) Posting Department

&7 Medical Billing Department
(") Patient Pay Dapartmant
() Documentation Department

dapartment does make sure that the order and the patients demographics

" The
are in correlation {1 point)
(O Documentation

£ Confirmation

() Asset

() Compliance
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@The equipment that is used to alleviate pain for the patlent's sacral wound? {1 paint}
(") Alternating Pressure Pad (APP)
i 1 Boha Cushlon
L Low Alr Loss Mattress (LAL)
( 1 Roho Cushion

o -..-.
12 ANhat s Sleep Apnea? 1 point)
(=1 Cessation of breathing while you are sleeping.
("1 Excessive daytime slegpingss Ul
i Procoeding to a deep reatful phase af slaep,
(1 Abnotmality in the skin

miﬁ the meaning of DME? (1 polnk)

i + Dependable Medical Equation
41 Durable Medical Equipmen!
*.: i Durable Medical Expeitise

Wmln role of the . 1a to process the getting an agresment from the payeor Lo

covar specific serviees bafore the servica is pedarmad,
(1 paint)
) Atthorizatlon Department
() CPAP Department
¢ J Orders Department
& Department

“They maximize comfort for patients who use them for extended periods of Ume, and thel
customizable features make it easy to adjusat its spaciflc parts according to the patlents
needs. {1 point)

(1 Walkor

wr Hospltal Bed

() Commode
(3 Wheel Chalr




6] People who commonly require are those whao have experienced a stroke, joint
replacement or perhaps have a disease such as Parkinson's disease or Multiple Sclerosls, any
condition that limits their flexibllity or ambulation.

) Shower Seats
¢ commode

O Bathroom Safety

! |
%ﬂivid ual who has is likely required to have a shower or bath seat.

O Tracheostomy
@ post-Polio Syndrome

) Tuberculosis

r@ne of the most private things we do during the day. Being Independent when we do this
activity Is important to clients and customers.

4 Tolleting
O Eating

) sleeping

Wpﬁe of commode provides for the needs of non-ambulatory users by permitting lateral ar
ing transfers to and from a bed, chalr or wheelchair.

O Basic bedside commode with fixed arms
£7 Bedside commode with drop-arm or removahle arm

@ Over-the-tollet commode

@Thh type of commode meets the needs of people who can stand but cannot walk well (or
bulate) the distance required to get to the hathroom,

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

©) Over-the-toilet commode
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@1 This may be experienced by otherwise healthy elderly Individuals or by those who have suffered
ead or spinal cord Injuries or possibly a stroke.

€ Incontine nee
O Ostomy

O Stroke 2.

2 e head 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.

Y

e
{2 semi - Electric Haspital Bed

p*'l"ﬁ-a nual Hospltal Bed

@ Full Electric Hospital Bed

* This type of hospital beds have buttons that separately operate the head spring and the foot
spring section and a hand crank system that changes the bed height.

& Semi - Electric Hospital bed
O Manual Hospital bed

I&Full Electric Hospital bed

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

O Semi - Electric Hospital bed

© Manual Hospital bed

m Electric Hospital bed

5, Jhis medical equipment operates by continuously pulling air into to the bed and pushing It into
the cells, in addition this mattress has tiny holes which allow the air to escape out.

O Gel Overlay Mattress
O Low Air Loss Mattress

o Alternating Pressure Pad
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26 — 30, Please explain the following in your own words.

What Is Medicare?
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at is the Difference between Co-insurance and Copay?
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QMS Awareness Examination % 'P , Oy

Name | Queen Meoge - M Position C,C,I-’! Department
Immediate Superior Date ‘Tfﬂ&{%':v, Score

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

1. What is the name of the Seminar?
_Qualib, Maragem enf, Sydem

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

ams?
Clauge 8.3
Clawe F.1-C

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

T

Dgccpentol, af PEGPE
Prozee” R Prlr.?t’l’r J
[

ot

1Ml b
4. In your current role, how can you contribute to ensure that the Quality Policy is implemented?
; 1 Ao g JENV et e 1 DT exltlle it fery,e
A ! P n wi) 1R i 7, Me me el Ls  Follos Wi _.'.- AT )

.llf'lll.:?? o [1]'1"[1£€'5-"; .

ty Policy in the Organization?

5. Invyour opinion, why is it important to have a Quali
WAl u - : ] Loty 2 i

AL (i e, I & LY

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

Top Management people interconnected processes Commitment
external providers ams continual improvement
1. Asan organization, we have made a Cam mHﬁﬁeiﬂ to understand our current and future customers’

needs; meet their requirements and strive to exceed their expectations.
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QMS Awareness Examination "2} 'P , Oy

2. We have committed to achieving CJT*HH'LM" Iﬁmmtﬂf«"f{} across all aspects of our quality
management system; it is one of our main annual nbjectiv‘i‘:s.

3. Asan organization, we recognize that f}.p,nfi £ are the essence of any good business and that their
full involvement enables their abllities to be used for our benefit.
4. Our -HU Mangaeme, has committed to creating and maintaining a working environment in

which pe::-pie become“#ullv involved in achieving our objectives,

5. Asan organization, we understand that the desired result is achieved more efficiently when activities and
related resources are managed as a process or series of {

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

7. Asan organization, we have committed to only make decisions relating to our !;‘ﬂ!ﬁ following an analysis
of relevant data and information.

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

Column A Column B

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

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

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

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

5.  Asan organization, we have committed to only make
decisions relating to our QM5 following an analysis of
relevant data and informatian.

6. We have committed to achleving continual
improvement across all aspects of our guality
management system; It is one of our main annual
objectives,

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

Evidence-based decision making

Process approach

Improvement

Engagement of people

Leadership

Customer focus

Relationship management

Thank vou

¥
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) r’:‘! F‘?_' L

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2. Queen e €. ol ¢y (the "Receiving Party"),

collectively referred to as the "Parties".

RECITALS

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

Disclosing Party.

OPERATIVE PROVISIONS

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

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

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

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

1.4. notto make any use whatsoever at any time of such Proprietary Information except to
evaluate internally its relationship with the Disclosing Party, and

3 - 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




iPloy OPC c proeL..
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disclosed or who have access to Proprietary Information sign a nondisclosure or similar agreement
in content substantially similar to this Agreement

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

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

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

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

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

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

4. The Receiving Party understands that nothing herein

4.1. requires the disclosure of any Proprietary Information or

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

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

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

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

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: NQ-W 1”"—? ||,01j{:.iﬂ’

Name: Jade Lenizo Mata Name: OMeen Rofe £ . hey

Title: Onboarding Specialist Title; _ CSht

Address; #35 Salvador Extension Labangon Address: NP“""LHKW 'Mf?{f[«‘nlfﬂﬁ ! ﬁ'}g’i E‘M P”"k
Cebu City

Date: QI‘H:,'I,.‘L?,- Date: CTI J 'ﬁ‘ 1>
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EMPILOYEE PERSONAL DATA SHEET

Pt gty M ark appT prmie boxes D wlh */ el cae separmte 3t If NeCasEaTy.

& IPioy

L. FERSOMAL INFORMATHODMN

2. SURNAME

FIRST NAME
MIDDLE NAME S ke Oy 3_NAME EXTENSION (e.g ir. Sr.)
4. DATE OF BIRTH {mm/dd/vvyy) > | | 7 3¢ 199¢ |17 resivenmiacaporess | 7= Dule Ulleng
5. PLACE OF BIRTH INGYFHQn Cebou
G. SEX D Male P'Female
7. CIVIL STATUS BSingle DWidowed ZiP CODE b ooC
DMarriead DSeparated 18. TELEPFHONE ND. }—-,I':
DAnnulied DOthers, specify 19, PERMANENT ADDRESS t__ 7y gyl an
8. CITIZENSHIP -:hh-[p, o Mals M
9. HEIGHT (m) (LY o St & 22 [ Qale
10. WEIGHT (kg) Oy kg -
11, BLOOD TYPE ot ZiP CODE G4
12, GSIS 1D NO, pjﬂ 20. TELEPHONE NO.
13, PAG-BIG ID NO. 21. E-MAIL ADDRESS (ifany)|  ¢ju-#€n ol &g &Lu;_‘@q.i.;,-.r
14. PHILHEALTH NO.
15. 555 NO. 22. CELLPHONENO. (ifany}| (IO WEFITV
16.TIN 23. EMPLOYEE |D NO, lLE{

. FAMMILY BACKGROLIMN

24, SPOUSE'S SURMNAME DATE OF BIRTH

(mm/fdd vyl

FIRST NAME

MIDDLE NAME
OCCUPATION

EMPLOYER/BUS. MAME
BLUSINESS ADDRESS
TELEPHONE MO,

Contlnue on separate sheet if necessary)

26. FATHER'S SURNAME (0 A ft { ) S
FIRST NAME Mabin ¢, /
MIDDLE NAME i Lh'mgm (] /!

27. MOTHER'S MAIDEN NAME 7
SLIRNAME £ e 1 |l Hftl
FIRST NAME ma . glena
MIDDLE NAME L wlolevm

25, NAME OF CHILD

{\Waita full neme and list all)

S e S e S S i R W S

O O Y o S o R O O o T N N R b VR W T N N




37 a. Have you ever been formally charged?

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

®

Dves Dno
If YES, glve detalls

Dves Do
If YES, give details

38, Have you ever been convicted af any crime orviclation af any law,
decree, ordinance or regulation by any court ortribunal?

Dves Pro
IT YES, give details

e

20. Have you ever bean saparatad from the service In any following modes:
reslgnation, retirement, droppad from the ralls, dismissal, termination, end of
tarm, finished contract, AWOL or phased out, In the public or private sector?

Dves Bno
If YES, give details

40, Have you ever been a candidate [na national orlocal election
{except Barangayelection)?

Dves DT\-;:‘_

If YES, give detalls

F1 Pursuant 1a: (a) Indigeno UBe People's Aot (A B37 1; (B] Magna Carts for Deabied
Parmons (RA 7277); and Solo Paronts Weifare Act 2000 (RA BBT72), please answar itho
fellowing temsa:

a.Are you a memberof anyindigenous group?

b. Are differently abled?

c. Are you a solo parent?

=
Do

IT YES, give please specify:

DvEes PO

If YES, give pleaﬁp.- specify:

Dves Bro

If YES, give please specify:

Dves

47. REFERENCES (Pemson nol related by consanguinity or affinity to- applicant/appo intes)

MAME ADDRESS TEL NO.
Y. Guawdsy - Ouithy <G [ Bunvyasan  Maligad  Guien @1 e (e 20 ) WS
i (e, ldtmdre Prale  Sewy My glae CRlay 11 UfaBdl» 251
Oennie  loekies Pavwcerom  ooliwia  ((Gobs ©
43, EMPLOYMENT RECORD (latest)
CCI)MPAMY MNAME POSITION FROM TOD
Dytwn  Glgonl coludh it (o Ty 102} shely 9490

rogulations of the Republic ofthe Philippines,

i also authorize tha agency head/authorized representative to verify/ validate
the contents stated haerein. | trust that this information shall remain confidential.
TR — T —/ —

44, ldeclare underaath that this Personal Data Sheet has bean accomplished by me,andls a
true, correct and complete statement pursuant to the provisions of pertinent iaws, rules and

1D pleturs takan within tha laat
8 moanths 3.5 cm. X 4.5 cm
(pansport sims)

COMMUMITY TAX CERTIFICATE NO.

ISSUED AT

i i
ISSUED ON (mm/ddAvyyy)

RIGHT THUMBMARK

Computer ganarated or ¥erox
copy af ploture is Not
acoaplable

IN CASE OF EMERGEN

bably, B Oyou &

Please Contact:

N ek e
e

Ignin the box)

\ -
4.
SIGMATURE

Contact Numbear:

]
DATE ACEOMPLISHED

Rzl aticig _ _P{_-'J-'UF'L'EL
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

L, Qufw h’*‘&i t G”'ﬂié. hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my gualifications for employment. A telephone facsimile
(fax), scanned copy ar xerographic copy of this'consent shall be considered as valid as the original
consent.

| hereby consent to the Company’s verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of 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, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

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

Gueen Pe H° Erag

Applicant Name:

Present Address: | w7\ L?\A-LLP :Lﬂﬂ-tfu-..l-"ﬂ“] (el f—{t(-\{{j

Soclal Security Number: ‘T!ECDIWTW‘J Date of Birth: !',?wi |fmt§r

Signature:

Date:




iPloy Incorporated s
9™ floor, Ayala Center Cebu Tower ‘T‘}r ,P'oy

Bohol Avenue, Cebu Business Park
Cebu City 6000

SIGN-ON BONUS POLICY

Policy:

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

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

A regular employee

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

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

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

Releasing of Sign-On Bonus:

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

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

Acknowledgment

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

Ouei FW G

Signature Over Prin ed Name/Date
d
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revision No :01
Effective Date tdune 13. 2022

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

=
Puet i 1-*L¢Q(V F Onbs - Q[ iﬁl{‘*”?a

Employee Name and Signature Date

Noted.,

Jade it 4|2

Onboarding Spe:ialilst Name and Signature Date




iPloy Gift Policy

The aim of this policy is to establish a uniformity relating to the acceptance of gifts, including gratuities
and rewards. This policy applies to employees of the company. 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
far which something of equal or greater value is not exchanged. Payments for travel, entertainment and
food are also considered as gifts.

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

giver.

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

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

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

Employee Acknowledgement

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

Name: @UJW}H—“‘ Wede & - Gﬂiﬁi

Signature: (Jl\fn’fﬁir Date: Q‘Hi‘]ﬂ".!fa




iPloy Social Media Policy

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

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

All employees are prohibited from using or publishing information on any social media sites, where 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 s defamatory, abusive or offensive in relation to any employee, manager,
office holder, shareholder, customer or client of the company;

e Publishing any confidential or business-sensitive information about (Ploy;

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

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

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

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



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

s 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 your
audience, your colleagues and customers and suppliers. Do not post or publish any comments or
content relating to the company or its employees, which would be unacceptable in the workplace
or in conflict with the company’'s website, Make sure the views and opinions you express are your
own,

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

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

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

= This policy extends to future developments in internet capabllity and social media usage,

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

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

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

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




» At all times respect copyright and Intellectual property rights of information you encounter on
the internet. This may require obtaining appropriate permission to make use of information. You
must always give proper credit to the source of the 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 s written, A public online forum is not the
place to communicate company policies, strategies or opinions to employees,

Enforcement / Progression

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

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

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

Employee Acknowledgement

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

Name: (Ul Yo E - oS
Signature! M % Datas Q!Hl l'fﬂ’;‘-;i

J
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ALL EMPLOYEES CONCERNED

Human Resources

Operations Manager

WORKPLACE POLICY AND PROGRAM ON HIV/AIDS
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- 300 FO A The company shall establish a refterral system and provide
dUCB5S 10 '.j:dl,_'!!l"-rl anc treatment servioes 1or (1S Wor 'r.-"--‘ Hixterra

to Social Hygiene Clinics of LGY for HIV screening shall be facilitated

by the tompany's medical clinie staff

510204 The company shall. likewise facilitate access o hivelihcod
assistance for the affected emplovee and his/her families, being

agffered by other government agencies

6. SOCIAL POLICY
6.1 Non-discriminatory Palicy and Practices
1.1. Discrimination 1 any  form  from  pre-empioyment 1o post

emploviment, including hiring

RrOMmMation or assignment. termination af
employment based an the actual, percewved ar suspected HIV status of

anndividual is prohibited

6.1.2. Workplace management of sick employass shall nat differ from that of

any ather iliness

B.1.3. Diseriminatory act done by an officer or an employes against their

co-officer or co-employvee shall likewise be penalized

Confidentiality/Non-Disclasure Policy

6.2.1. Access to personal data relating to a worker's HIV status shall be

bound by the rules of confidentiality consistent with provisions of A

8504 and the ILO Code of Practice

6.2.2 ab applicants and workers shall not be compelled to disclose their

HIV/AIDS status and other related medical information

6:2:3. Co-employees shall nat be obliged to reveal any personal intormation

relating to the HIV/AIDS status of fellow warkers
Waork-Accommodation and Arrangement

6.3.1 The company shall take measures O reason ':hhr' accommuodate

emplovess with AIDS related |linesses

£.13.2. Agreaments made between the company and employees
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working

time-and arrangement for return 1o work



" & iPloy

rsis, Pk

ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

|

7.1. Employer’'s Responsibilities

1.1. The Company, together with employees/ labor organizations, company
facal persannel for human resources, safety and health persannel shall
develop, implement, monitor and evaluate the workplace palicy and

program on HIV/AIDS

1.2 Provige: information, education and training on HIVAAIDS for ats

workforce

713, Ensure non-discriminatory practices in the waorkplace and that the

policy and program adheres to existing legislations and guidelines

.14, Ensure confidentiality of the health status of its employees and the

access to medical recards s limited 1o authorized parsonnel
L

F1.5. The Company Il|r|'_'-i.,-_'||- its Human Resources Department, shall see to
it that their company policy and program |s adequately funded and made
known to all employeeas

718, The Health and Safety Committes, topether with employees/ labo
arganizations shall [QINTY review the poli v anda program ang continue to
improve these by networking with -government and organizations

promoting Hiv prevention
Emplavees’ Responsibilities
7.2.1. The emplovee’s oarganization shall undertake an active role in

educating and training their members on HIV prevention and cantrol

Promate and practice a healthy litestyle with emphasis on avoiding high

risk behavior and other risk factors that expose warkers to increased risk

of HIV infection

f.2.20 Employeess shall practice non=discriminatory acts against cosamployees
f.23, Employeés and their arganization shall not have acoéss to personngl

data relating to a worker's HIV status

J.24. Employees:snall comply with wuniversal precaution and preventive

Medsures

Gl



B. IMPLEMENTATION AND MONITORING

B.1. The Safety and Health Committee or Its counterpart

and evaluate the implementation of this Palicy and Pr

9 ERFECTIMITY

9,1. This Palicy shall take place effective Immediately and

EVery emplioyee

.: .. II | ilb .
§ s l'.l L
Prepared by, Jo Hapna R. Mélecio

Human Resources

I
Reviewed by: Alfredo P./damarillo Jr.

Diectorp

pEraticn:

Approved by: Yisroel Y. Gissinger
CE@

i
& iPloy
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Date Clanuary 1, 2018

To : ALL EMPLOYEES CONCERNED

From rHuman Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGHAM ON TUBERCULOSIS (TB) PREVENTION
AND CONTROL

1. OBJECTIVE

1.1.To assist the governiment in its campalgh against Tuberculosis (TB) in compliance
with the Department of Labor and Employment's Department Order No. 73-05,
series of 2005 = Guidalines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace,

1.2 To provide initiatives to, prevent the outbreak and spread of tuberculosis in the
workplace; and to treat, care, and support emplovess who become afflicted with
tuberculosis

2. CODVERAGE

2.1 This Program shall apply 1o all employees regardless of thelir amploymient statiis
3. POLICY STATEMENT

3.1. The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilitation; and restoration 1o work of employees who contract

this disease, To achlave this goal, all employees are strictly mandated to undergo

3.2 Also, in line with this, a TB awareness program shall be undertaken through
information dissermination, which shall include its nature, freguency (occurrence
in a selected populdtion) and transmission, lreatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TB in the
workplace, This shall be handled by the Office of Health Services (Infirmary) or
the partner health provider of IPLOY INC. In conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider.

3.3.The DOTS i5 a comprebensive strategy to contral TB, and Is composed of five
components, which are

3,31, Political will or commitment to enduring sustained and quality TB
treatment and control activities;

132 Case detection by sputum-smear microscopy among symptamatic
pratients;
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3.3.3. Standard short-course chemotherapy using regimens of 6 to'8 months for
all canfirmed active TB cases (e, smear positive or those validated by the
I8 Diagnostic Committee), Complete drug taxing through direct

observation by a designated treatment partner; during the-whole course of

the treatmenl regimen

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

materials;

3:3.5. A standard recording and reporting system that allows assessment of case
finding and treatrnent outcomes for each patient and of tuberculosis control

program’s performance overal|

1.4 Employees must be given proper information on wavs of strengthening their
immune responses aganst TB infectipn, le., information on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and good personal hygiene
practices. Howewver, it shoultd be underscored that intensive effarts In the
prevention of the spread ol the disease must be geared towards accurate

information on its eticlogy and complete performance overall
3.5 mproving workplace condilions:

3.5.1. To ensure that contamination from T8 aichome particles is controlled,
workplaces must provide adequate and appropriate ventilation (DOLE

Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there

shall be adequate sanitary fadilities far worker's

352 The number of employees in a work area shall not exceed the required

for space

number for a specified area and shall observe the standard
requirement. (O5HS Rule 1062)

3.6.Capability building on TB awarenass raising and training on TB case Finding, Case
Holding: Reporting and Recording of cases and the implementation of DETS shal
be given to Company health personnel or the ocoupational safety and health

committes
3.7. 508l Policies

371, Non=discrimination: Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adeguate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as medically Tit and
shall be restored (o work as sa0n as thelr (liness s controlled

3.7.2. Work Accommaodation: Through agreerments made between  the
management and the employess, Work accommaodation measures 1o
support employees with TB s encouraged through Ffexible leave
arrangements, rescheduling of waorking times, and arrangements for return

Lo work,
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3 93 Restoration to Work e smployes may be allowad (o return Lo work

with reasonable working arrangements as dete by the Company's

Health Care Provider and/or the DI TS QoY der

3.0 [:’."l|'lll,|'.-r'- =] H-“-“l.i.‘:'-.lf_ll. Iy

ps who have symptoms of TB shall immediately seek assistance

38.1. Employe
{

ram the Company's Heatth Services Provider

3.8.1.1 An employee who has the symptoms of TH is required to initially

wear a face mask [especially while inside the office) and observe good

NyEiEne practices, at edst until  ce lared by a8 competent medcal

practitioner to be salte rom transmission
3.81.2 Similarly, far those at risk, i.e., these with famlily members with TB
ar those exposed to a co-employee with T8, it would be prudent to

observe the same OO0 ayEens gractices unth declared free from the

disease and safe from transmission

182, Once diagnosed to be with TB, employees shall immediately seek

through the Department of

Ha: DOTS or a private

treatment )

[||'.|.r-,|-' ian of the emplovee’s cholce, However, it is imperative that the one

strictly adheres to the course of treatment, Falling to dutifully obhserve the
treatment course may give rise to complications, such as resistance or even

the fallure of treatment, which may miake it harder ta treat theintection and

result in a longer absence

3.8.2:1 An absence from work due to medical reasons of over six 6]

maonths may rasult n the termination of one's employment as

provided: for by the Labor Code of the Philippines under Art. 284 -
Disease as Ground for Termination

31.8.3. Employees are regulred Lo underge an annual compulsary chest X-ray

through the Annual Physical Examination. If for any reason an |-"1r.lr1-...---4-

fails to secure a chest x-ray at that time. he/she shall be directed to secure a

chiest xcray at an accredited clinlc’ By his/her respective Infirmary/Health

HEervices

*
3.9 The Company shall ensure that any TB Qrourrance in the workplace is traced and

that all cantacts are climcally assassed, as much as feasiple

An emplayee alflicted with T8, who has voluntarily undergone the

X
=

treatment and rehabllitation program (DOTS) prescribed, and who is linally
declared to be in a non-communicable stage, may be allowed back o work
subect to being given a medical clearance by a Company designated physician

1 Emplovees (those afflicted with the disease or those identitied under

b=

contact tracing) '‘who refuse to cooperate and dutifully observe lawiul
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nstructions (undergo a medical check-up and/or treatmeant), may be uDject 1o
disciplinary action proceedings for insubordination [the penalty of which may
ange up to the termination of one's employment)

4. PROCEDURE
4:1.The respactive Healt! er T AT ampany land il iracted Healt!
services Prowvider] shall coordinate with the O ipationa Safety and Health

Canter who shall provide preventive and technical assistance 1 the
nplemaentatio VG L 1"‘"‘:".'.'..' B I ani '-,'-.r |._-'r':I!-' l'.|.j" it

4.2 Anemployee who undergoes the Annual Pt

Iysical Examnation with tr

chest x-ray will have hisf/her medical reqord forwarded
Employeas who faill ti
o

8 requisite

1o company chinic/HRLD

Vel

-""1"""P- the requisite annual ches
secure one al an atcredited clinc ar by hisfher preferred
SEryices

1y shall be directed

nfirmary/Health

4.2.1. Those with medical findings shall be reguired to undergo |

urther medical
chetk-un, All medical records i

org (A BrTion ikt saENN0S tyrtrar i*-|l:-
up shall be submitted (o company clinic/MRBE and  his/her
Infirrmary/Health Sery

respeciive

ui“;-. B !_'lll_l'-l-'r-'l' I -il tlms

1 & With companmy clinic/HRD and'his/her
r.-':l|'.""_'|'Iru"f"u:n'?_.'-!..l_{'-Jl sEcEs Tor The next ater
4. 3.An employees who ls suspected to be afflicted with TR, whether
¥ W - L B LK we iy

di d aurect suspect
aor by contact tracing, shal

coopérate fully with  hisfher  respective
Infirmary/Health Services (andfor the contracted Health Services prowder). If
the employee tests positive for TB, the emplovee shal undergn the DOTS
program 1015 completion

44 0F the employee needs 1o unde

ta recuperate, he/she will
be allowed use tne eave Hefore he/she may request 1o t
permitted ta paan a Leave of Absence w

|I|:.
thout P I LA

appropriat

L 30 B The-employes shall obserye the requisite procedure in applying for a
Bave

congerned shall ensure that tf
observed by the employee and that tHe company

procedures are

relime s duly informed
4.5 A0 ernployee may be allowed Lo go an a medical leave af

dosence [(withoul pay)
I ITaxirmeurm per o Of 5iX ::'..- ontns Thie i ACErv g Empioyes sivall subi
an application for a leave of absence before going on leave. Sald leave
dpphcation shall be subiect |

o dapproval at the sgle giscret I ¥ |
Management

B LCHT

e Y

i He same procedures under 4 1 to4.2

s ghsarved.




4.6 After treatment, with a maximum pencd of s (6] months on leave {(without: pay)
N empoyee found to be clured o } G mmunicable stage of TH mdy" D
aliowed back to work, provided that the emplayee’s heaith shall continue to be
monitored during the annual physical examination with the requisite chest x-ray

may be deemed necessary by the Unit Health Services (Inficmary) o

iracied I|..._.'!'l SEMICES Orovicler
4.7. The employvee returning 1o work: shall be reguired by the Management to segure

a medical clearance from a medical doctor chosen by the Company before being

allowed ta return to work

i O
o

The HRD will initiate disciplinary proceadings sgainst any employee found to have
.1.._ antinued treatrment n detiance ol med al |_1._-.. [ i WRo refuses to |||||j|.-l||,;
the Tull treatment course prescribed. Likewise, emplovees who are ordered to
undergo a check-up dui to contact tracing but refluse to do so will also face
gisciplinary action proceedings. |0 both cases the maximum sanclion dpplicabie

rinsubordination will be the termination of one's employment. 0f itis deemed

warranted
5. IMPLEMENTATION AND MONITORING

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

evaluate the implementation of this Palicy and Progran
b. EFFECTIVITY

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

everny employes

i 'r_.|.|"r_'1| IfI"

Hurman Resources

|
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Date : February 22, 2018

Ta cALL EMPLOYEES CONCERNMNED

From : Human Resources

Thru : Dperations Manager

Subject - WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

s

OBJECTIVE

: ] I['I'.”}' 1N L |:]|I IT '.I.J'|:I o ::Il.-!l'rl-l o the I'I_l'-.'.“'ll:'}"-'d '..'Ir'll'll-.'sl"l" dssurance of
USTOImer -a!|"1f.ll'i on, protection or our envirgnmeant ind health and cal ety in

the warkpiaces.

1.2.The company promotes and ensures a healthy environment through its various
health programs to safeguard ts employees. And as part of the company's
compliance to DOLE Department Adwl Qry Mo 05, series of 2010 (Guidelines fol
the: Implementation of a Waorkplace Policy-and Program on Hepatitis 8), this
Program has heen developed. This program is aimed to address the stigma
attached to' hepatitis B and to ensure that the emplovess Fight. against

discrimination and confidentiality IS mantained

1.3 . This puideline is farmulated for everybody's information and reference for the

diagnosis, treatment, and prevention of Hepatitis B. This will inform the
the company i dealing with Hepatitis B A

F-'”I|-1i:-|.'r"--"'.-.“-" tl thelr role as we

healthy environment encompasses a good working relationship and great output

far ontinuous bhusiness Bri sty

COVERAGE

2.1.This Program shall appiy toall employaes regardiess of thalr employment statu:
POLICY STATEMENT

3. 1 Implementing Structure

311, Iploy Inc. Hepatitis B workplace palicy and program shall be managed by
its health and safety committee. Each division or department of the
Cormipany shall be duly representad

3. 2. Guidelinas

1.2.1. FEducation

32010 Hepatitis B shall be conducted through distribution and posting of

[EC materials and counselling and/ or lectures; and
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4.1.1.32 Through agreements made between management and
employees representative, measures 1o suppart emplayees with
Hepatitis B are encouraged to work: through flexible |eave
arrangerments, reschieduling of working time and arrangement fear

return to work

=

4 Screening, Diagnosis, Treatment and Referral to Health Care

Services

1:.1.4.1 The company shall establish a referral system and provide

L

access 1o diagnostic and treatment sefyices for its emplovees Tor

appropriste medical evaluationy manitering and management
4.1.1:4 2. Adherence to the guidelines for healthcare providers on
the evaluation of Hepatitis B pasitive emplovees |s Righiy

encauraged

4.1,1.4.3 aCreening for Hepatitls B as a I.:-'i'll_-l:ll..i'.l'.l.: Lo Bmpoyment

shall not be mandatory
i B Compensatiar
4.1:1:51 'he company shall provide access to Soclal Security

Systern and Employees Compensation benefits under PD 626 to

an- employee contracted with Hepatitis ‘B infection in the

performance of his duty
5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
114 Emplover's Responsibilities

o b My e e Management, topether with emplovees’

company focal personnel for human resaurces, and safety and
nealth personnel shall develop, \mplement, maonitor and evaluate

the warkplace policy and program Gn Hepatitis B

Bl The Health and '_1;:I'r-l-r- Commitiee shall ensure thal their
company ;Dll':'g" and Program |15 adequalely funded and:made
Enown to all emplovess

5101138 The Human Resgurces Department shall ensure that their
palicy and program adhere to existing legisltations and guidelines,

including provisions an leaves, benefits and Insurance

21114 Managemenl shall provide information, education and
Lraining oi Hepatitis B for'its warkforce consistent with the
ctandardized baslc Information package developed by the
Hepatitis B TWGE;: If not avallable within the establishment, then

]

provide access to infarmation
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Lhe warkplace
5.1.1.1.6 The man IHSITENS '-I:_-':I-:: kI LT ine HTIRENY ||"|I 3
personnel for huma resource and salety and health shall
providea approprigbe personal protective equipment to prevent
Hepatitis B exposure, especiglly for employees exposed 1o

patentially contaminated blood or body fluid

o3 bl £ The Health and Safety Committee, topether with the

employees' arganizations shall jointly review the policy and
program Tor eftectiveneass and continue to imorove these Ly

Oring. with  governrmeani Tale ) CGrgarnization promoling
Hepatills & prevention

51118 ne cgmpany shall engsure confidentality of the healtl

status at s employeas. includ Mg those with Hepatitis

1.9 The human resources shall ensure that access to medical

records s limited to autharized personnel

< B B Emplovees Responsibilin)es

O 1 T ALl T - .- .

51 1 ne employees arganizatior regquired to undertake ar
ICTIVE role (N educating and training their members on Hepatitls
B prevention and’ contt The |EE program must also aim  at
promoting and ticing a healthy [festyle with emphasis on
avoiding high risk behavior and other risk factors  that

xpose emplove ti eased risk of Hepatit |
InTech conssient wit LFTE tandargized basic infarmatiar
package developed by the Hepatitis B TW!
.

5122 Emplovees shall practice non-discriminatary acts against
co-employess on the ground of Hepatitis B status

5:1,1.2.3 |"'I':'.||-r--'-i--- N thelr organizations. shall not have access ty
personnel data-relat ng lo-an employee’s Hepatitis B status. The
rules of confidentiality apply In carrying "out 'Union and
organization functions,

9.1.1:2:4 Employe snall comply with the universal precaution and
LAE arevantive n Bl .l.:||-'

-y (h o B Employees with Hegatitis B: may in health care
proviger or the company N on kr B atatus

that |5, If their work activit €5 May InErease the risk ol Hepatits H

infection and transmission or put the Hepatitis B positive at risk
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Date January!l, 2018

To tALL EMPLOYEES CONCERMED

From Human Resources

Thru : Operations Manager

Subject * DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBJECTIVE

L1. In‘compliance with Article V of Bepublic Act No. 9165, otherwise knowrn @s

1

the Lompranensive Dangerous LDrugs At of 2002, and iis 1n |

plamanting Rulés
and Regulations and DOLE Department Order No, 53-03, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies ang
Programs for the Private Sector) Iploy Inc hereby adopts the following

policies and programs Lo achieye a drug-free workplace

Company policy is 1o maintain g workplace free of ilegdl drugs. To ensure

that the objectives ol the company arate policy are met, the company

is implementing this drug-free program. The program will have the fallowing

clEment
2. COVERAGE

1. This Program. shall apply ta all employvess regardless ol thelr employment

(P ARNL
1. POLICY STATEMENT

1.1 The use, possession, solcitation 1or, or sale ol dangerous drisgs on compary

premises or.while performing an assignment

Beaing impaired or under the mfluence ol dangerods drogs away from the
ompany, If such impairment ot influénce adversely affects the employes
work performance, the safetw of the employee or ol others, or puts at nsk
e company s reputation

.3 Possession, use, solicitation tor il Iger Irlps -away It

coOmpany premises, If such activity or Iinvolveiment aoaversely altects the
4'“':-||'ii'-'.":"- 3 .,*,-:'-'I- L'li-'"r-_rr|I.|:-_l' qal: afet af the an |-| wee or of othars -

puts at risk the company's reputation

4

Ll

Ihe presence o iy detectable amount of dangerous drugs in the
emplovee's system while at work, while an the premises of the company, of
while on company: business 3 ingerous Drug “mnclude those listed n the
Schedules annexed to the 1961 Single Convention on Narcotic: Drugs, as

; | 1 ¥ " - € ¥ A Fe Y
agmendec oy Ihe 172 Frotacol, ant the Schedules annexed to the
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single Convention on Psychotropie Substances as enumerated 0 the

attached annexof R.A. 9165

4. MANDATORY DRUG TEST

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

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

4.3. The Company may also conduct drug testing under any of the following
circumstances
4.3.1. RANDOM TESTING: Officer/employees may be selected at random far
drug testing at any interval determined:by the Campany
432 FOR-CAUSE TESTING: The company may ask an officer/employee to
submit to'a drug test at any time it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
circumstances: evidence of drugs on or about the employee’s persan or
in the employee's vicinity, unusual conduct on the employee’s part that
suggests impairment or influence of drugs, negative performance

patterns, or excessive and unexplained ahsenteeism or tardiness

4.3.3. POST-ACCIDENT TESTING: Any officer/employee invelved in a "Near
Miss” incident or "Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test
As defined herein, “Near-Miss” means an incident arising from or in the
course of work which could have led to imjuries or fatalities of the
workers and/or considerable damage to the employer had, |t not been
curtailed. "Work M.ci:iér'n" refars to unplanned or unexpected
occurrence that may or may not result in personal injury, property
damage, work loppage or interference or any cambination thereof of

which arises out of-and In the course ol employment

4.3.4. All drug tests shall emplay, amohg others, two (2] testing methods, the
screening test which will determine the positive result as well as the type
af the drug used and the confirmatory test which will confirm a positive
streening test, Where the confirmatory test turns positive, the

company's Assessment Team shall evaluate the results and determine
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the level of care and administrative Interventions that can be extended
to the concerned employee

4.3.5. Iploy Inc. shall infarm the officer/employee who was subjected to a
drug test of the test-results whether positive or negative.

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

']

TREATMENT, REHABILITATION, AND REFERRAL

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

L
Ped

2. Following rehabilitation, the company’s Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee’s job if hefshe poses no seriols danger to his/her co-
employees and/or the workplace

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

5.4 Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under R.A. 9165
and 15 a ground for dismissal

ADVOCACY, EDUCATION AND TRAINING

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

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

6.2.1. Salient features of R.A. 9165;,

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

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

J

6.3 To encourage all officers and employees to lead a healthy lifestyle while at
work and at home, iploy Inc. undertakes to conduct the following activities as
often as possible
5.3.1. Lifestyle -assessment programs. -on health nutrition, weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

£.3.7. Health wellness screenings (e.g. bfood pressure and heart raie,
cholesterol test, blood glucose, etc.),

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

6.3.4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

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

7.2. Iploy Inc, shall maintain the confidentiality of all information relating to drug
tests or to the identification of drug users in the workplace; excepltions may
be rmade 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

1 3. Al officers and emplovees shall enjoy the right to due process, absence of
which will render the referral procediire ineffective

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1 Any officer or employee who uses, possesses, distributes, salls or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article |1 of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
At

8.2. Any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 5165
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9. IMPLEMENTATION AND MONITORING

8.1.1. Theimplementation of thase policies and programs Hall he manitored

and evaluated periodically by management to ensure a drug-free

..'..-_-r'FF-:.gii Far 1his o Irpose; an i LEssITIEnd Tear hall |”_ conetituted In
Fecordance with DO, 53-(3
10. EFFECTIVITY
4 This j1|'l:||_-:.. shall take place eftective |”I|"I'-'i'-|.||"':p' and shall be made

known Lo every employee
11, ATTACHEMENT

10T, I;_:'lljl__'.! -Friee Wor }‘-.[:‘ll-ll-.f.l |'||;_-|i.-.-lr. and Pr cgram Ag ;""l':”'-"l""".!g',l'flh_'.'||

il b
LE) !
=.|-ri.l:l_|| |_l|-| |:,.'. L'J_P_!_-_-!_I"I_I"I_.jl_ &) hl._"jt'l" i

Hurmian Resources

Reviewed by: Alfrédo P. L__,'Sffﬁ_'h;[u_llr_- 1 1
Director of Dpergtions

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

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

including termination

I also understand thal during my employment | may be required to submit to testing for
Lthe presence of drugs ar alcohol in my body. | understand that submission to such testing
i5 a condition of employment with [Company], and disciplinary action up to and including
termination may rasult if:

1} | refuse lo consent to testing.

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

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

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

2 | atherwise violate the palicy.

| also recognize that the Drug-Free Warkplace Policy and relsted documents are not
ntended to constitute a contract between Iploy Inc. and me,

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

acknowledgement and signs betow of his/her own free will

Qo — 4lhe

SIGNATURE " DATE

WITNESS DATE
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Date :January 1, 2018

To ALL EMPLOYEES CONCERNED
Fram Human Resources '
Thru s Operations Manager

Subject : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

OBJECTIVE

1.1. The ftoliowing policies and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment in its workplace and o provide the procedure for

the reslution, settlerment and/or disposition of sexual harassmenl cases
COVERAGE

2.1, This Program shall apply to all employess repardless of their employment
status

POLICY STATEMENT

3.1, Iploy Inc. belleves that e mployees should be atforded the opportunity to work
in an environment free of sexual harassment, Sexyal harassment (s a form of
misconduct that undermines the employment relationship. No employee,
either male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual overtures or conduct

3.2, Sexual harassment refers to behavior that is not welcome, that is personally
offensive, debilitates morale and, therefore, Interferes with work
effectiveness. Such behavior may be In the form of unwanted physical verbal
or visudl sexual advances, requests for sexual favors, and other sexually
oriented conduct which is offensive or objectionable to the recipient,
|r1LIuﬂ|r1g, but not limited to: epithets, derogatory or suggestive comments,
slurs o gestures and offensive posters, cartoons, pICtUres, or grawings

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

shiall be subjected to disciplinary action, up toand including dismissal,
3.4 DEFINITION OF SEXUAL HARASSMENT

Iplay Inc. has adopted, and its policy s based on, the definition of sexual
1arassment set forth in Section 3 of BRA. JEFY. It provides that sexual
narassment in '.,'I..'n':lr'kfi-!r'u.l:' 15 committed by an -'.‘|||:.||_-l,.'u'I EMPIOYER, Manager,
supervisor, agent of the emplover, or any other parson whao, having autharity,
influence or moral ascendancy over ancther in a work environment. demands
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requires or otherwise requires any sexual favor from the other, regard|ess of

whether the demand, requests or reguirement for submission is accepted by

the tibject of <ald Act

In a wark-related or employment environment, sexual harassment |s

committed when

1.4.1. The sexual favor is' made as a condition it the hirthg ar in the
employment, re-employment, ar continued employment of sald
individual, or in granting said individual favarable compensation, terms of
conditions, promaotions, or privileges; or the refusal to grant the sexual
favar results in limiting, segregating or classifying the employvee which in
any way would discnminate, deprive or diminish ermployment

opportunities or otherwise adversely affect said employes;

3.4.2. the above acts would impair the employees! rights or privileges under

existing |labor. laws,; or

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

environment for the employes
4.5, WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be committed in any work or training envirbnment. it

may include, but are not limited to the following:

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

3.5.2. atofficeor training-related social functions;

153, inthe course of work assignments outsige the aftice:

3.5.4. at work-related conferences, studies or training sessions; o

355 during work related travel
3.6, FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed in any of the fallowing farms

6.1, Overtsexual advances,
B2, Unwelcome or improper gesturgs of affection;

Ll

L Lk

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

364 Any otheract or conduct of a sexual nature or for purposes of sexual

gratification which Is generally annoving, disgusting or offensive to the

ViCLm
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1.7 WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature It refers to behavior that 5 not welcome, that |Is
persanally. offensive, that debilitates morale, and that, therefare, interferes

wit 1! '.,l'-.'l,l":'\-. l,‘H ectiveness
3.8. EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide [ts officers. and employees a work
environment freg of sexual harassment by management persannel, by oo
warkers and by others with whorn officers and employees must interact in
the course of their emplayment in Iploy Inc. Sexual harassment 15 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 anc

for promptly investigating any allegation of work-related sexual harassment
4. PROCEDURE
4.1. COMPLAINT PROCEDURE

4.1.1. Any officer or employee, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same: immealately
to the Committee on Decorum and Investigation. They may also repar
acts of sexual harassment to any other member of Ipley Ini
management or ownership. All allegations of sexual harassment will be

quickly investigated. To the extent possible, the (dentity of the officer or

emplovee shall remain confidential and that of any witnesses and the
dlleged harasser will be protected against unnecessary disclasura. When
the investigation is completed, all parties will be informed of the

autcome of the investigation

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

and awareness about sexual harassment
4.2, RETALIATION
4.2.1. Iploy Inc. will permit' no employment-based retaliation against anyone

whao brings a complaint of sexual harassment or who speaks as a witness

in the investigation of a complaint of sexual harassment
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4.3, WRITTEN POLICY

4.3.1. Al officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy upon assumption of their respective
offices. If at any time-an officer of employee would like another copy of
the palicy, please contact the Office of the Committee on Decorum I1
lplay Inc. should amend or modify its sexual harassment policy, all
pfficers and employees will receive an individual copy of the amended ar
modified policy ’

5. CONFIDENTIALITY

5.1 At the commencement of the investigation procedure at the Committee,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed
letters and correspondences read, and, testimonies heard, will be kept under
the strictest canfidence. it 15 the intention of Iploy Inc. that rights of the
parties, especially the innocent ones, are protected. At the same time
howelver, dignity and honot shall be préserved for all the parties concerned
by keeping all information gathered through the investigation process
canfidential at all times, even after the conclusion of the investigation proper.

6. EFFECTIVITY

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

EvVery E.'\'T'IL'I|IJ'-."?F.‘

i | \
d i H Ly

Prepared by: lo Hanna R, Melecio

Human Resources

J i"
Reviewed by a"-;l"ri:do_i’. Eamarilio i

Directar pf Oparations

Approved by: Yisroel Y. GissInger
CEO
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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 SR - Phone

Submitted by:

Yisroel Y, Gissinger
CEO
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February 27, 2018

To ; ALL EMPLOYLES

FROM : HUMAN RESOURCES DEPARTMENT
THRLU : OPERATIONS MANAGER

SURIECT

OTFICE SECURITY, LOG IN AND LOG DUT PROCEDURE

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

To ensure effective implementation and monitoring of office security

1. Employees are required to log in and log out using the biometric and the RF ID, even
if the door is open

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

3. Bags and/or personal items should be left in the locker before longing in/going inside
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 are only allowed to stay in the office for thirty (30) minutes after their shift,
unless authorized or has approval to extend their time

b.

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

7. No tailgating

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

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

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

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

For guidance and strict compliance. '

e A Al

JaH!ﬁIr%ﬂ‘éluh[ﬂ ecio W‘@p nu - W{\l‘m

i 7
Hurman Resources

Noted by:

|
Alfredo aﬁ’»ariun .

Dirk{ﬂ“" of}ﬂ}reratinns
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DATE ! November 17, 2021
TO ; ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBIECT . LOCKER POLICY

The aim of this policy is to gulde 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

e ONE LOCKER ONLY per employee. NO sharing of lockers.

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

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

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

# 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
relmbursement.

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

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

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

+ Forced Open Reguest due to lost padlock key or forgotten password/code should be submitted a
day priorand will be subject to availability of the bolt cutter.

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

* NOLOITERING inside the locker room

o Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on November 22, 2021,

Fallure to comply will be dealt accordingly.

Prepared by,

Carlos Eutfung_ Alfreél Cés-n lo

General Manager  Directoref Operations

Employee Relations Specialist

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

DUETE ﬂbﬁg/ﬁ,&uﬂfﬁ

Employee S'rgnatur7bver Printed Name/Date
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February 18, 2020

Ta : ALL EMPLOYEES
FROM . OPERATIONS MANAGEMENT
SUBJECT ATTEMDANCE BONUS 2010

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

PAYROLL

1. immaculate Attendance Bonus is for employeas with perfect attendance. Employee should NOT commil any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in - out for
breaks will also disgualify the emplayee. Mo walvars will be given,

2. Tardiness, Undertime and Over breaks will be deducted fram the employea’s pay.

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

4. Employees qualified for the Sign On Bonus (First Half or Secand Half) will receive it an the 30™ of the succeeding
manth fram eligibility. :

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

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

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

. 2 days absence - the medical certificate must be dated on the initial day of absence or the next day, Il the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the
latest. Itcannot be dated on the Saturday that immediatély follows or that Monday that the agent is to report back
to wiork

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

(] Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 days,

that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must be back
to work on Monday.,
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0 If the doctor prascribes rest, the medical certificate must include the number of diys of rest, The
advice to rest cannot be antedated,

o There must be a fit 1o work date,

Q The only exception to the Medical Certificaté date guidelines is if the emplavee has been

hospitalized

VACATION LEAVES

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

1. Employee must exactly have the corresponding credits for the reguest to be approved.
1 credit = One Day
.5 credit = Half Day

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

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

Approved By:

JAY GISSINGER
Chief Executive Officer

ALFREDD CAMARILLO JR.
Director of Gperatians




iPloy Incorporated . . I s,
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Date : November 17, 2021
TO s ALL EMPLOYEES
From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

Sick Leave |s to be used by employees who are |1, or any ather form of absences supported
by a valld document,

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

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

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

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

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

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

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

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

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

¢ Power Outage
# Certification from their electric/power supply provider (e.g., VECO, CEBECD,
MECQ) )
¢ Internet Outage
» Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider

# Picture of the modem (showing red, no light in "internet”)

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

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

This Memorandum shall take effect on Movember 22, 2021,

Please be guided accordingly.

Created by:

Moted by:

J-’ . LF § MH’ £
Alfredo Camarillo Jr. Angelo Manal Carlos Gotlong
Dlred[ﬂ T G“Jerati‘pns Operations Manager “General Manager

D

b
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Date : Movember 12, 2019

To - ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT

THEU : CPERATIONS MANAGER

SUBRIECT : 555 SICKMESS CLAIMS — 5 CALENDAR DAYS

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

A member is qualified to avail of this benefit if;

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

least four (4) days;

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

hefore the semester of sicknecs or injury,

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

4. He has notified the employer or the 855, if unemployed, voluntary or self-employed member
regarding his sickness or injury.

!‘\J

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

For your guidance.

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

Sincerely, u:k—’
Y

Noted by:

it
Alfr dg_:g%parllla It.
Direct f. perations
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DATE : December 7, 2022

TO - ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services
Bimbo H. Tequillo MD Clinic
Lolita E, Abella-Libres, DMD
Dr. Dmar Arceo, MD
Sia Clinic
Health Doc Diagnostics
Gaudioso Montecillo Ir., MD
MNow Serving
Dr. Gulan Darnell Sumalinog
. Clinlcs/Physiclans without complete contact details such as but not limited to the following:
10.1  Doctor's name
10.2 Doctor's license number
10.3  Clinic/Doctor Phone number
10.4  Date of Actual visit
10.5 Diagnosis
10.6 Recommendation
10.7  Fitto work date

CENOU S WM

s
(=]

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, laboratory
results, and the like.

3. Note that all medical certificates including fit to work will be validated by HR/Clinic. NO Fit-to-
Waork 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 vialid 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,

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

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

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

3. Consultis done on the day of the absence.

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

For strict compliance.

Prepared by:

Ni yganza
E yee Relations Supervisor

MNoted by:

{0y,
Ra r&j Eastanares Mariﬁé‘iﬂ%ﬁgﬁrcilla Nift Angelo Manal Alfrat:l Ca _‘ﬂrllln Ir.
HR Manager H Manager Operations Manager Directar of dperatinnﬁ

: O
Qe st &, Chmg
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Date : Movember 30, 2022

To - ALL Employeas

FROM : Human Resources Department

SUBJECT 3 VACATION AMD SICK LEAVE CONYERSION

[

e are pleased to announce that the Sick Leave conversion will be released on Decamber 15, 2022
payout. In this connection, all remaining SL credlits are to be converted thus, SL application is no longer
allowed until the end of the year.

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

e Mo retraction of approved VLs, If the employvee reports for work on the actual VL date, the VL
will not be relmbursed and will ba volded.

& Mo rescheduling of VL once approved.

s\ date should not fall an a local holiday atherwise forfeited.

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

Furthermore, if the employes resigns or gets separatad from the company either voluntary or involuntary,
all available VL credits will be forfelted and will not be part of thelr last pay if:

Employee filed an immediate resignation and/or alled to provide a 30-day notica,
Employee went on Absent Without Officlal Leave (AWOL)

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

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

s Employee will have issues with performanck including but not limited to quality, productivity, &
client escalation within the duration of the 30-day notice.

= ncurred any behavioral infraction such as but not limited to Sleeping, Browsing Unrelated
Websites and etc,

Furthermore, 5L and VL conversion maybe subject to tax. Should you have questions pertalning to this
memo, leel free to reach out to our Accounting personnel at Accounting@lploy.com.

Signed:
A Yo
3 in nkara
HR Manager Accounting Manager
el "L{-m \ﬂm
b -
| Quetrs ™oge | Ty

Mﬁnﬂ Cainaillo Ir.
Operations Manager Director of Dperations
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DATE i April 26, 2018

To ; ALL EMPLOYEES

FROM : HUMAN RESQURCES DERPARTMENT

THRU : OPFERATIONS MANAGEMENT

SUBIECT ! Maxlcare Guidelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular employees can still avail thelr Maxicare insurance provided they are within the
paid guarter.

The use of the insurance will be shouldered by the separated employee and deducted from their last pay
in the amount of Php B61.33, this includes the Php 760.33 for medlcal services and Php 101.00 far dental
services. The employee will shoulder the remaining amount of the quarter

The guarters are as follows

st Quarter — December, January and February
2™ Quarter — March, April and May
3" Quarter — June, July and August
4th Quarter —September, October and November and soon and so farth

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

Mote: Kindly Indicate yvour cornplete name and signature if you have received, read and understood
the memo.

0 # NAME ~ TEAMLEAD SIGNATURE

Qlus QUEED e € Miud QM

)

Regards, Noted By:

\l!ka I\
Marisika Iris Arcilla Alfred Ca arillo Jr. ardo p!gaiea
Human Resource Director of Operations Dppratmnz Manager

.f”
GD-tiuhg
‘ fﬁ neral Manager
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December 17, 2019

To ALL EMPLOYEES
FRONM OPERATIONS MANAGEMENT

SUBIECT CLEANSING PERIOD

IPloy Staffing Solutions believes in giving employees encugh room lor Improvement 1o straighten out
amployment in regards to compliance 1o our company’s Code of Conduct. The aim of this approach is to help
motivate employees rectify passed offenses and start anew

Cleans:ng Period paErtaing 1o the time when an |_-||||_|||_||r'q_~r- whi has been subjected to a [-|I!|-L'||‘_I|Ir1.lr'p' Action “':u'”
is expected to improve performance. Ample time s gliven to correct impropet behaviar and refrain from
committing any other infractions

If an employee does not cammit the same infraction for the specified cleanding period, the progression of the
disciplinary-action will slide back to a loval depending on its type. Pléase refer 1o table balow

| Attendance | 6
| Productivity 6
| Behavioral I 12

The counting of the Cleansing Period will start based on the date when DA was decided upon, All decumentations
tor infractions will still be kept in the Employee’s 201 File regardiess what period of progression

The Cleansing Period is effective January 1, 2020 covering DAs 6 months and older

Noted By: “Approved By
= |
4 i'|1£'1.\‘ B/18/1q
ALFRED() CAMARILLO JR, JAY GISSINGER
Diire t{:j‘l f Operations Chiof Expcutive Officar

M bW | % mw
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CODE OF CONDUCT AND DISCIPLINE {Table of infractions)

L STATEMENT OF POLICY

The Code of Conduct and Discipline is designad to ensure healthy and positive working
efwronment, and bopes to maintain and uphold professionalism among Ploy Ine. employess,
The established norms herein set forth are gesred towands the attainment of the Company's
Gioals and objectives. it i worthy to emptasize that the Code is not meart to be oppressive nor
it is intended to threaten and intmidate smployess, indsed, it served a5 the guiding orinclplas
an what is expected of its” employess to conduct during the entire employment here in iPloy,
Ine

i, DOCTRINES TO GOVERM THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

1. The right to discipling and discharge employees for just and proper causes {$ management’s
preropat ve enshrined from the 1987 Philippine Constitution.

L Faimess and justice shall always govern the imposition of disciplinany actions. Existing Labar
Laws, Emplementing Rules 2nd Jurisprudence will always be cbhserved,

1 The full and strict maintenance of discipline is the management's responsibility. Thus, it shall be
the primary concern of immediate superiors and department heads toinltfate any disciplinary
actions against their subordinates whenever a violation of the rule & committed.

4. Admintstrative irvestigations and other proceedings shall be conducted sypaditiously,

5. Imposition of penalties when warranted, shall not be cancelied, nor delayed for any reason.

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

T The management may mitigate the penalty 1o be impoted, subject however o management's
approval and upon compliance to the conditions set forth by the latter,

& Incases of multiple viclations of this Code, the following rule shall apply 25 to the penalty to be
imposed:

Minor affanss + Serous offare= The highsr peratty shall te imposed,

L 2 or more offenses under the same category = | Penabry fo the nast scheduly of offenss shell ke imacsed

Plery | nbnigee e

+
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1. Incident Report will be submitied ta Human Ressurtes |HR] within 2 working davs fro
the date of the incident
2 Human Resources will issue a Notice 1o Bxplain {NTE] ta the employes within 3 workir
days.
3 Direct Superior should coach the employes within 5 working days from the ssuance ¢
the NTE
4, Coaching Form and Written Explanation of the employse shoulkd be submitied within
working days fram the issuance of the NTE
5. HR will Fksue Notiee af Declsion with o withou? wanetons within S days from the rece
of the Coaching Form and Written Explanation.
a. Fallure to provids Written Explanetion shall corstitute @ waiver of the employe
right to be heard and confirms that all the details in the incident Report are true
withaout any bizwes
b. Lapses in the temeline will result 1o 2 sancion - Neglect of Duty / intubardinat
€. Lapses i the timeEne will not void the senciion.

V. GENERAL BEHAVIORAL STANDARDS
Az an iPloy employes we expect that you will meet the following behavioral standards:

& Proper Conduct and Decorum is expected from you within the office and cutside when
representing the Company. This includes appropriate dress, attending the office ready to work, use ¢
aroper and decent language, observance of proper office and work decorum, maintaining proper
refationships with your colleagues, eustomers and ather individusls notin the empley of the compa
obmervance of and compliance with existing [aws of the Philippines.

b. Enhancing Company Productivity the Company expects the Proper care and utilization of
Capital svailable (o the Compary; turning up for work ready to work an time ail the time, following
appropriate break and finkh times, getting on with the job and performing the job to the best of yo
ability, positive attitude and dedication 1o one's work assignments, supporting supervisions and the
management.

. Fodlowing rules oncustomer and client relations and aiways maintaining 3 professional b
attitude with customers.

d. Maintenance of health and safety of the office and people around you. A proper attitud
towards dleanliness and proper housckeeping in the office, good healith of yoursslf and others aro
yau, assist in the security of the office, following basic safety procedures.

e. Proper use of Company Property, facilities and sscurity to protect company and emphoy
assets. Secure handling and maintenance of Company records, keep confidential and protect the
intesgrity of all Company operating data and information, appropriate use if all Company equipmet
work retated purposes, properly sccount for all Company funds received,
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i, Applicabllity
This Code shall apaly toall iPloy employees, regardiess of statug or position held.
i, Types of Offenses
|l 1 = Infractions which are minos In nature but which may become habitual and disruptive if nat
enrrected. It has no detrimental impact of the business.
eyl 1 = Serious of lerse which causes delay in aperations, may pose threat, narm, ordangerto
Company property andfor lives of individuak. suthorized, Bringing of
. . nan-work reiated oo s =2 wreen Eﬂ“: Luspension
Level 3 - Infractions which will destroy the company’s image and reputation. |t cautes substantial ioss 10 electronic gadgets i \arring Warning Warming 3 e
\he company and can result 1o eritical aperational disruption. A critical offense that has compromised llapaps, flash/portatie
thi seturity of the employees, the integrity of Clisnt, the safetéy of customer’s inlormation and the u_a__ir n__ﬂﬁ-r e
stablilty of the business. it Che COMPIIY
premises WiReUL prion
approval fram he
. Anmediate supervisor.
. Tableof Infractions Eating In unaithoriped
armas [operations,
- management & SupPOrt | g uﬁnaa_an Wwiritan ..H__Jq.__,“__g._ Sutpension
I fules on Propar Conduct and Decorum area] within the company Warning \arnd 2 Days
premiues pspecially while eTs citiih,
takimg ealls.
Speaking in another
_ o | iengusge o diatect ather Documentes | wilrten Findl | < spensian
: Ll 1 Verkal WWriteen
Croating unnecessary e than Eriglish within the Warntig Warning | ring - 3Day3
. rigise of disturpance Aovall el Writte et susperslan | oo eomgany-detignated area.
within the Campeny warning Warning Warning - 3 Days f—r
Pramises fallure to bog-infout In
Blometrics and other
roquired anendancs
3 Failure o comply - iBloy - oﬂ‘.ﬁﬂi Witten ..__.ﬂ_._n.__“,._ Suspansion Dlvmissal manitoring toel, Falure 1o
Dress Code Folicy. Wasning Wiarning, Warning -3 Days panch Infout for breaks
and lunch pet day
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1 Terminationof an employee shall automatically bar himfhes fram re-employment.
2. The penalty of dismissal shall not prejudice the right of the comparny to inftigte court action

against the erring employee.

3 This Code shall supersede all other sxisting policies,

rules, memas, and the Ilke, and all policies

1o be implemented, if the same is found 1o be inconsistent with the Code of Conduct.
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RECEIET OF THE COLE OF CONDUCT AND DISCIPUNE POLICY

This is 1o acknowledge that | have read the Company's Cade af Conduct and Discipling and un
hat it sets forth the terms and conditions of my employment as well a5 the duties and respor
and obligations of employment with the Commpany.-

| also acknowledgs that the Compamy reserves the right 10 reyise, delete, and add to the pre
this Code of Conduct and Discipline., of condition of employment &&n De established by any
staternent, conduct, policy, of prachics.
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