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e ID APPLICATION FORM
LasT NamE:_C apalics FIRSTNAME:_Mi¢n  (Gibcor)
ioNumBer: G4 F0  paciaic: _1R) 2 BA A 25 sssi_2B44 4252000
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IN CASE OF EMERGENCY
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RELATIONSHIP:_ Nlothesr—
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Educational Attainment

Education Type: CUHﬂqﬂ- Leyel / /;"Jf};g_g:a ¥

School Name: H;’lL‘EWfH’H}I 0f Viday ol

School Address: _ (0lon (¢ (Celowu  (iky (2pO0O
Hﬁrr;Hm“‘]{‘," !
Course: Pachelore of (cience. n MenagemmHonors; N /&

Date Started: Fe|lr , (# , 08 & Date Graduated: N A

MM/DD/YYYY : MM/DD/YYYY
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Betdoe of Otod WA . O - Ob ~ 19 F5
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) (g~ 20 -~Loge

BETWEEN

1 IPLOY OPC. (the "Disclosing Party"); and
2. kien caloN O Gatwilles (the "Receiving Party"),

collectively referred to as the "Parties".

RECITALS

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

Disclosing Party.

OPERATIVE PROVISIONS

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

ki 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, nottocopy or remove and not to take pictures of any Proprietary information,

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

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

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

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

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

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

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

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

3. Immediately upon the written request by the Disclosing Party at any time, the Receiving
Party will return to the Disclosing Party all Proprietary Infermation 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: __ Aew c:‘#ﬂﬁfq}f’sfi

Name: Jade Lenizo Mata Name: (K1gn' sy O, pASAULES
Title: Onboarding Specialist Title: _ CSR

Address: #35 Salvador Extension Labangon Address: 4n/e0 Tolecdo {_;'iy

Cebu City

Date: ()49~ R5~ JoR3 Date: &7~ JI-Lat>
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EMPLOYEE PERSONAL DATA SHEET

Frint legibly. Mark approprinte boxes D with /" and use separata sheat If necessary. Schedule:
I. PERSOMNAL INFORMATION Team Lead:
2. SURNAME '
FIRST MAME
MIDDLE NAME ORA- O , NAME EXTENSION {e.g, ir., Sr.)
4. DATE OF BIRTH (mm/dd fyyy) O [f o9/ Ao |17. RESIDENTIAL ADDRESS Inayewan Torre

5. PLACE OF BIRTH Lanuag (el ity
0 . Stz 0 H?"
6.5EX H(Mnle D Female
7. CIVIL STATUS single DWidowed ZIP CODE e 00 0
DMarried DSeparated 18. TELEPHOMNE ND.
Crin lled DOth . i 19, PERMANENT ADDRESS 3 k
nulle ars, spacify Awihoo T{_) .ht'f{ﬂﬂ
B, CITIZENSHIP r':i'“'”r' 14
9. HEIGHT (m) 14| jug.ee cm) City  Cebu
10. WEIGHT {kg) 5o Ka
11. BLOOD TYPE o 4 ’ ZIP CODE
12. G515 1D NO. 20. TELEPHOME NO.
12, PAG-IBIG ID MNO. F F c : 2% o E= L DRESS {1 1
fﬂ"}!‘JE T?-'lq’ 'F'? 21. E-MAIL ADY {fanvhﬁlfﬂf'{ - -1.1’:@{-.;'”“'_
14, PHILHEALTH MO, Gbafiee €l
: : 14025999 19 2K (e
15, 585 MO, LE f1 e 3A 06 22. CELLPHONENO. (ifany) | 00275142 37

16. TIN

22 44 'FT9G 23. EMPLOYEE 1D NO. 14

ILFAMILY BACKGROUNE

24. 5POUSE'S SURNAME DATE OF BIRTH
FIRST NAME (mm/fddfyvwy)
MIDDLE MAME i 4

OCCUPATION / 4
EMPLOYER/BUS, NAME i i
BUSINESS ADDRESS /
TELEPHONE NO. / /
Continue on separate sheetif necessary) i /

26. FATHER'S SURNAME Caballeés 0a /1 D9/ 1a%()
FIRST NAME DAMIL G / i
MIDDLE NAME AV AAL 4 L

27. MOTHER'S MAIDEN NAME { / /
SURNAME Calealle OC / D/ /973
FIRST NAME Mariechoy / f
MIDDLE MAME Gloa-0 b / 4

25. NAME OF CHILD 7 /
fWrite full name and liat ai) Fi S
!

/ !

I /

7 .




37 a. Have you ever been formally charged?

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

DvEs Dno
If ¥YES, give details

Dves Ebjmn
IT ¥ES, glve details

r

38. Have you ever been convicted of any crime orviolation of any law,
decree, ordinance orregulation by any court or tribunal?

Dves ﬁmn
If YES, give details

#

39. Hawve you ever been separated from the service in any following modas:
resignation, retirement, dropped fram the rolls, dismissal, termination, end of
tarm, finishad contract, AWOL or phased out, in the public or private sector?

Dves -ESNEI
If YES, give detalls

40. Have you ever been a candidate In a national or loca| slection
(except Barangay election)?

DvEs ﬂmu
If YES, give detalls

@1 Pursuant to: (a) Indigeno use Peopla’s Aot (LA B3y 10; (b) Magna Carta for Disakied
Porsons (RLA T277): and Solo P arenis Walfar Act 2000 (A BB72), pleass answar the
fio e wing iteme:

a. Are youa memberof anyindigenous group?

b. Are differently ablad?

c. Are you a solo parant?

Dves Bro
If ¥ES, give please specify:
Dves MO
If YES, give please specify:
DyEs MO

If ¥ES, glve please sEEcEQ:

42, REFERENCES (Parsan not related by consanguinity ar affinity (o applicant/appoiniea)

MNAME ADDRESS

TEL NO.

Ukiees . Meaxilom Cetry

s AV ﬂquqﬂ‘f?ffhd

Aargnn i llegas
Grrard Paul B centillag

Q9 1266 e 21

ﬁr‘:‘?r’n’df.‘ldqﬂffliﬁm Avey £ zflwf;f

03 |135F CXFE

Mﬂgrauﬂrmaf‘nrr Dumpas
43, PLOYMENT RECORD (latest)

Gerual  Mayilam cedau _x;,_;'jf}f

COMPANY NAME POSITION FROM TO
Phil . Cffice CLR May 10 . 202 July 30 (8035
{oncenteiy 1R New' 08 . 2094 Dec | 09 gpaa

regulations of the Hepublic of the Phillppines.

laiso authorize the agency head/ authorized representative to verify/ validate
the contents stated harein. | trust that this information shall remaln confldential.

44. | declare under oath thatthis Personal Data Sheet has been accomplished by me, and is a
true, correct and complete statemeant pursuant to the provisions of partinent laws, rulas and

ID ploturs taken within the last
B months 3.5 cm. X 4.5 cm
(passpon iz}

COMMUNITY TAX CERTIFICATE NO.

ISSLUER AT

£ i
ISSUED ON (mm/ddvyyy)

RIGHT THUMBMARK

Computar ganarated or werox
copyof picture is not
accaptable

INCASEOF EMERGEMCY
Maritchar 0. Caballec

Please Contact:

g ge /)

SIGMN RE (5ign In the box)

D957 584 5F4F

Contact Number:

Mo the

Relation;

DATE ACCOMPLISHED
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, Kieén Gilkmp ©. Caballél 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
cansent,

| 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 te 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 etherwise might arise from supplying the Company with infarmation it may request pursuant
to this release. |'understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

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

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

Applicant Name: K1t fGibron  (afaller

Present Address: fﬁﬁfﬂﬂ’ﬁﬂ orre (Tt  [(efan :_fh‘){

Soclal Security Number; 381125 3o0o Date of Birth: {5 /09 /8 veé

Signature: j’”’

Date:; '[‘Lﬁ,r/ 7 fo,_f-?ﬂ‘ﬂf?
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SIGN-ON BONUS POLICY

Policy:

The purpose of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus. The sign-on banus 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 banus the employee must meet the following criteria:

* A regular employee

e Noresignation submitted before the releasing date of the sign-on bonus

* Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

o 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.

i ;
Aucat - [

Signature Over Printed Name/Date

4, (k/ & OA™%
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revision No L
Effective Date lune 13, 2022

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

,"f.{'l"""l

KigN GIBrpN 0. CABALLES {k?/g& 2023
Employee Name and Signature ate

i@ﬁm al2(103

Onboarding Spe:iaﬁst Mame and Signature Date

Nated:




iPloy Gift Policy

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

"GIft" means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of 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 s
tagged under Level 2 offense and follow these progression,

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

Name: Kienl Gibcan  Caballee

Signature: ;'# it Date: 09 /d¢ /&0



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 monitars the internet and social media about its work
and to keep abreast of general Internet commentary, brand presence and Industry/customer perceptions,
iPloy does not specifically monitor social media sites for employee content on an ongoing basis, however
employees should 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, etc.

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

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

e Publishing any confidential or business-sensitive infarmation about Ploy;

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

Procedure:

All employees must adhere to the following when engaging in soclal media,

# Be aware of your association with the company when using online social networks. You must
always identify yourself and your role if you mention or comment an the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. You must write in the first person and
state clearly that the views expressed are your own and not those of iPloy. Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
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 palicy, such as breaching confidentiality or bringing the
company into disrepute, you may face disciplinary action up to and including dismissal,

“*:?%f}ium‘
KIEN AIBSON CARA(LET

(e




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

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

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

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

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

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

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

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

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

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

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




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

Specific Managerial Responsibilities

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

Enforcement / Progression

MNon-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 palicy is not exhaustive. In situations that are not expressly gaverned by this policy, you must ensure
that your use of social media and the Internet is always appropriate and consistent with your
respansibilities 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" |nstance- 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: Kippn (ubron O. Calallts

Signature: ,*r"fr’.fme:m pate: O C?,-"/j [.r-f,!'r".-?f‘li" 4

i
L
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Date February 22, 2018

To ALL EMPLOYEES CONCERNED

From Human Resources

Thru Cperations Manager

Subject CWORKPLACE POLICY AMD PROGRAM ON HIV/AIDS

1.1, In contormity with Republic Act No. 8504 otherwise known as the Poilippin
AIDS Prevention and Control Act of 1998 whnich recopnizes worsplace-pased
prapgrams as a potent tool in addressing HIV/AIDS as an interpationa
pandemic problem, this company palicy s hereby issued for the information

i e MalariTi=lalals]] o

and guwidance of the employees in the diagho treatme

HIV/AIDS in the workplace

i i i - 5 i % § k % VA s
1.2. This 4] -||,',- 5 alsp almed at agdressing the stgma attached. to RV Al 30

erstires that the warkers’ rfight aeainst discrimination and rncIent Rl
maintained
2. COVERAGE
2.1, This Program shall apply to all employees regardle I thair employment
s TatLls
3 IMPLEMENTING STRUCTLURE
1.1, Iploy Inec. HIN/AIDS Program shall be managed by its nedith  and. satety
commiltee consisis of represantatives from the ',:".-.-'l-:‘. 1IWVISIONS Al

departiments
4. POLICY STATEMENT

d.1. BASIC INFORMATION ON HIV/AILS

; 4.1.1. What is HIV/AIDS!
Zaibcen '

R'1F|l'~f aipsels CARALLES 4:1.1.1 It & a disease caused by a wvirus iled HIV (Human

mmunadeficiency Virus) This wiru .-".‘.':. weaker 4 Person s

{:';4'_ .2';-'4?,'} ability’ to fight off other diseases by attaching itself to ang
destroving important cells thatl ontragl and oot the human
IMmune system

i

4.1.2) How HIM/AIDS is transmitted’

4121  Unprotected sex with an H\V infected persan;
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CABALES

1

acreéening, Diggnosis, Treatment and Referral

& iPloy

Flils

From ‘an infected mother o Rer kil 1Uring pregrancy. at

birth through breast feeding)

Wit ntaminated needies

3.3 Intravenous drug use

Fransfusion with infected bl o products,; ang

g Unsafe, unprotected contact with intected blcod ang bleeding
wounds of aninfected pet

15t d Cury

:: l H;: }'.l.'.,'-.l-",l I thare ar yntiretrovirgl o ,!_' L '_ 1atl t dt

are ayvailable when properly used, result prolaonged survival ot

:."ll'-_'.li'1: with HIV. Holistic iITe O DeOme VIR A b Hiy AlDS and
comprehensive treatment of opportunistic  infections also

dramatically improve gualit

| Vho will conduct

The Medical Clini FIHOY In n cooraination witn HMeaith ang
bafety Committee shall conduct HIV-AIDS education to all employee
for free. This shall also form part of th wrentation of aly | &
employees. The standardized 4 package developed by th
Department of Labor and Employment (D i3y De U5 r thi
purpose

1.2 How will it be conducted?

Thie HIVCAIDS education. will be conductad tl gl Lrit i 1]
aostir 2 i'_I‘.- 1EA materials lBcture: guynselling and tranng and
ntarmation on adgherence o standard or gnwersal -grecautior n tl

workplace

v HealtH Care Sery

i screening for HIV _as a prerequisite employment 15

mandatory
The grmpany shall entourage positive ne;

through Valuntary Counseling and Testing
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501203 The company shall establish a referral system and provide
access o diagnostic and treatment services tar its workers, Refaerral
to Sacial Hygiene Clinics of LGW for HIV screening shall be fFacilitated
by the company’s medical clinic staf!

)

4 he company shall likewise facilitate access to livelihood
assistance for the affected employee and his/her families, being

offered by other government agencies
6. SOCIAL POLICY
6.1. Mon-discriminatory Policy and Practices
6111 Discrimination in  any  form from  pre-employment 1o post
employment, including hirmeg, promaotion or assignment, termination of
employment based on the actual, percelved or suspected HIV status of

anindividual is prohibited

6.1.2. Workplace management of sick employees shall not differ from that of

any ather lliness

6.1.3. Discriminatory act done by an afficer ar an employee against their

co‘officer or co-emp oyee shall likewise be penalized
6.2. Canfidentiality/Non-Disclosure Policy
6.2.1 Access to personal data relating to a worker's HIV. status shall be
bound by the rules of confidentiality consistent with provisions of R.A

8504 and the ILO Code of Practice

6.2.2. lob applicants and workers shall nol be compelied to disclose their

F'F'"J ":“F”Em"d iTJU??ﬁ-LLE'f HIV/AIDS status and other related medical information

&9 = Jp-2H

5.2.3. Co-employees shall not be abliged te reveal any personal information

refating to the HIV/AIDS status of fellow workers

Work-Accommaaation and Arrangement

6.3.1. The company shall take measures to reasonably accommodate
employees with AlDS related illnesses

B6.3.2 Agreements: made between the company @8nd empioyee’s
representatives shall reflest measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working

time and arrangement for raturn to work
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7. 'ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1, Employer's Responsibilitias
7.1.1. The Company, together with employees/ lahor arganizations, company
focal personnel for human resources, safety and health personnel shall
develop, implement, manitor and evaluate the workplace policy and

program on HIV/AIDS

120 Provide information, education rand training on HIV/AIDS: for its

=]

workforce

7.1.3. Ensure non-discriminatory practices In the workplace and that the
policy and program adheres to existing legisiations and guidelines
7.14. Ensure confidentiality of the health status of its employees and the

access bo medical recirds 15 limited to authorized persannel

f.1.50 The Company, through its Human Resources Department, shall sée to
it that their company policy and program is adequately funded and made

known to all employees

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

/.2. Employees’ Respansibilities

7.4.1. The employee's argamzation. shall undertake an  active role in
educating and training theyr members on HIY preveption and control
Fromote and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expese workers to increased risk

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

2.3, Employees and their organization shall not have access to personnel

il -

o

data relating to a worker s HIV status

24, Employvess shall comply with universal precaution and preaventive

Measures
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IMPLEMENTATION AND MONITORING

o

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

o

and evaluate the implementation of this Policy and Program
8. EFFECTIMITY

9.1. This Policy shall take place effective iImmediately and shall be made known to

BVETY 21T IF|E:-\|.-'F'F'

| ..Ii ; r L]
Ly '.‘-ll M
Prepared by: Jo Hannd R Malecio
Human Resources

1

Reviewed by! ﬁjﬁﬁ_gﬂp.[?‘ [Ela'rnjnrl‘-lu:: Jr
Dipector of F'::ﬂ":".-_!'.-t_'ll'ﬂ-

Approved by: Yisroel Y. Gissinger
CEQ
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Date s January 1, 2018

To {ALL EMPLOYEES CONCERNED

From : Human Resources

Thru . Dperations Manager

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

1. OBJECTIVE

1.1.To assist the government In its campaign agalnst Tuberculosis (TE) in compliance
with the Department of Labar and Employment’s Department Order No. 73-05,
series of 2005 — Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control In the Waorkplace

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

2. COVERAGE

2.1, This Program shall apply to all employees repardless of thair employment status,

3. POLICY STATEMENT

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

3.2.Als0, in line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency (ocourrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Shart Course (DOITS), and control and management of Hin the
workplace: This shall be handled by the Office of Health Services {Infirmay). or
the partner health provider of 1|:'|_1_‘-"f' INC. In conjunctlan with the Operations
Manager and office of Human Resource through the company's accredited
health provider :

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

components, which are

il

3.3.1. Polltical will ar commitment to enduring sustained and: guality TB
treatment and control activitios;

3.3.2, Case detection 'by sputum-smiear microscopy among symptomatic

patients;
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3.3.3. Standard short-course chemotherapy using regimens of 6 to B months for
all confirmed active TB cases (i.e., smear positive or those validated by the
T8 Disgnostic Committee). Complete: drug taking through direct
observation by a designated treatment partner, during the whole course of
the treatment regimen;

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

3.3.5. Astandard recording and reporting system that allows assessment of case
finding and treatment oulcomes for each patient and of tubertulosis control
program's petformance overall

34.Employees must be given proper information on ways of strengthening their
immune responses against TB infection, i.e., information on good nutrition,
adequate rest, avoidance of tobacco and alcehol, and good personal hygiena
practices. However, It should be underscored' that intensive effarts in the
prevention of the spread of the disease must be geared towards accurate
Information an |ts eticlogy and complete performance overal

3.5 Improving workplace conditions

351, Tolensure that contamination from TB airborne particles is controlled,
warkplaces must provide adequate and approprlate ventilation [DOLE
Oceupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers,

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

3.6.Capability building on TR awareness ralsing and training on TB case Finding, Case
Holding, Reparting and Recarding of cases and the Implementation of DOTS shall
be glven to Company health persannel or the cccupational safety and health
committes:

3.7.5ocial Policies

3.7.1. Non-discrimination: Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adeguate
diagnosis-and treatment, and shall be entitied to werk for as leng as they are
certified by the Company’s accredited health provider as medically fit and
shall be restored to work as saan as their lliness is controljed

3.7.2. Work Accommedation: Through agreements rmade between the
management and the employees, work accommodation measures to
support employees. with TB s encouraged through flexible leave
arrarigements, rescheduling of working times, and arrangements for return
to work.
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3.7.3. Restoration to Work: The employes may be allowed Lo return Lo work
with reasonable working arrangements as determined by the Company's

Health Care Provider and/or the DOTS pravider
1.8 . Employvee Responsibllity

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

3,811 An employee who has the symptoms of TB is required to initially
wear a face mask (especlally while Inside the office} and observe good
hvgiene practices, al least until declared by a competént medical

practitioner o e sale Trom Lransmissiorn

3.8.1.2. Similarly, for those at risk, 2., those with family members with T8
or those exposed (o a ca-employee with T8, it would be prudent to
observe the same good hygiene practices untll declared free from the
disease and safe from transmission

382, Once diagnosed to be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the emplovee’s cholee, Howsaver, it s imperative that the one
strictly adheres to the course of treatment, Failing to dutitully obsérve the
treatment course may give rise to complications, such as resistance or even
the fallure of treatment, which may make it harder to treat the infection.and
result in a longer absence.

3.8.2.1 An absence from work due to medical reasons of over six [6]
manths may result in the fermination of one’s. employment as
provided for by the Labar Code of the Philippines under Art, 284
Disease as Ground for Termination

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

4.9. The Company shall ensurethat any TR occurrence in the'workplace s traced and
that all contacts are clinically assessed, as much as feasible

3.10. An employee afflicted with TB, who has voluntarily undergone the
treatmeant and rehabilitation pregram (DOTS) preseribed, and wha Is finally
declared to be Ina non-communicable stage, may be allowed back to wark
subject to belng glven a medical clearance by a Company designated physician.

3.11. Emplavess [those afflicted with the disease or those identified. under

contact tracing) who refuse to cooperate and dutifully observe lawful
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nstructions (undergo a medical check-up and/for treatment|), may be subject to
WECIDhnary acton ;"'..".:":'l:!'j"'l.l'.' for insubrordiration the penalty I which may
fange up to the termination of one's employment
4. PROCEDURE
4. 1. e respective Health Services of the Company wndfol the cantracted Healtd

services Prowvider) shall coordinate 'with the
enter who shal Brovide prevening il bechnic: | tance I the
mplementation of the Warkolace TR nirol and Management Frogran
d4.2.8n en [HDYEE whio ur gergoas the Anndal Physical Examination with tho ri uisil
nic/ HRL

chest x-ray will Bave his/her medical record forwarded (o company
Employees who fail to undergo the requisite annudl chest x-ray shall be directed
[0 secCure ong at an .I-'ir|'-'11i-:] ClinkC Or Dy ‘ner preferred Inftirmary/Health

;
EIVICRS

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

check-up. All medical records inconnection witl
'HROD and his/her resgective

Ligy -.h.-'i” |_.ll!-" 'illl..l:[IIH'lj 10 cormnmpany nl

Intirmary/Haalth Service

4.2.2. Theemployvee shall then coardinate with company
respect .l|'l|l|1|-":.1"'.|;_'|r.-_1"-'.l i i ryas 1ef

1.3, AT employee wno I ISpecied to e alt ted with TR whether as a direct suspact

COODRral |'.|-I WLt his het FEsper] e

of by contaclt tracing. shal
cted Health Service

Infirmary/Health Servicas (and/for the contrac

aroiader) It

ne empigyee tests o I8, the employee shall underpo the DOTS

programto s completi

4.4.1f the employee needs to undergo a leave of absence (0 recuperate. hefshe wi
De allowed to use the appropriat eave hefore he/che mav reguest to be
| v 2L L

permitléd to po on a Leave of Absence without Pay (LOA)

d4.1 Ihe employee shall observe the reguisite procedure in applyi B Tor a
leaye

4.4.27 The Unit concerned shall ensure thal the regulsite procedures. arg
observed by the.employee ang that the company clinic s duly informed

L5 An employvee may be dllowed to go on a medica

fora maximom penod-of s (&) n 3
ir a leave O absence before poing an leave 5ald legve
seretion al the Qrrpany

an dpphcatian o

application”shall e sulsjett 1o approval at the salp i
Management
45,1 Thesame procedures under 4.2.1 to 4,22 shall be observed
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&6 After treatment, with a maximum period of six ib) months an ieave (withoul payl,
r-a non-communicable stage of TB may be

]

an employee foend to be cured or
allowed back 1o work, provided that the employee’s hea sRall continue L
monitored during the annual physical exarmnation with the requisite chest x-ray
or as may oe deemer necessary oy Lheg | 1t Healtr 2 IVICES :|":I'ﬂ|'lnj"'"| ]|
prtracted Health Sepvices provider

4. 7. The employee returning to-waork shall be required by the Management 10 Ssecure

a medical clearance from a medital doctor:chosen by the Lompany belore Deing
itHowed to return to work

A8 The |:.i;; will initiate aisciplinary proceed P5against any empicyee round ta have
discontinued treatment in detignoe of medical advice, or who refutes Lo Undergt
Lhe | Jl. treatmen! course prescribed Likpwine @f '-|_|!|-_--|' Who are wiered L

undergo a check-up due to contact tracing but refuse to do sa will also (ac
disciplinary action proceadings. In both cases, the maximum sanclion applicable

tor insubordination will be the termination of one’s emplovment, it it s deemed

Wid r|'_3r1I.1r1l'

5. IMPLEMENTATION AND MONITORING

5.1.The Safety.and Health Committee or it ntarpart shall pericdically maonitor and

gvaluate the implemantation of this POlicy and Frogran

6. EFFECTIVITY

B.1.This Policy shall take place effective immediately and shall be made known o

BUer -.r. employae

I W
Prepared by lo Hanna R,

Hurmian Resturce

|

- ] !
Reviewed by, Alinedo P CHriariio Jr

Diredtor of Qparations
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Date : February 22, 2018

To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBJECTIVE

1.1.Iploy Inc. s committed to conform to the established standards assurance of
customer satisfaction, protection of our environment and heafth and satety in
the warkplaces.

1.2.The company promotes and ensures a healthy environment through its various
health programs Lo safeguard Its emplovees. And as part of the company’s
compliance to DOLE Department Advisory No. 05, Series of 2010 {Guidelines for
the Implementation of a8 Workplace Policy 'and Program on Hepatitis - B), this
Program has been developed, This program is aimed to address the stigma
attached {0 heparitis B and to ensure that the employees’ right agains!
discrimination and confidentiality is maintained

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

2. COVERAGE
2.1.This Program shall apply to all employees regardless of thelr employment status
3. POLICY STATEMENT
3. 1. implementing Structire
3.1.1. Iploy Inc, Hepatitis B workplace policy and program shall be managed by
its health and safety committee, Each division or department of the
Company shall be duly represented
3.2.Guidelines

3.2.1 Education

34,511 Hepatitis B shall be conducted through distribution and posting of
[EC matenals and counselling and/ or lecturas; and
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}.2.2. Preventive Strategies
3.2.2 1 All employees are encouraged (o e immunized against Hepatin
[ yfter senuy ] 2Ara fa femfr Fg I YSICia
3.2.2.2 Workplace sanltation and preper waste management and disposa
nall be monitoreg oy the health and -sarety committes On'a regular
Biasl
¥ 3 i inal proteciive aguipment Jli 08 maage avallabie at d T
ar all erployess; al __|
W
3L 1 EMDIOVEES W 1 T i [ ril rmatior ydherance
langdards or unive 3k LE 1AL tne Worsplaci

d.1.1:3:1 lhere shall be no discomination of any: form agamst

emMpoyees on tne basis of their Hepatits B-status cor tent witl
ne ternationg IerEpments . \on-gdigcrin stlon ratifien by
the Fhiinpineg l_: J L1111, Emploved hall not ke diserimimnatad
JEainsl FONF ar ¥ e YImant ciuding . g
Arcmot o CEIP T g ecause of 1 r Hepatitis Bsta
H 19 § e F
el T °F- Wy DK dCE i =l i ORI IATES 1 1 .
fro Al ) A | ¥ thef ¥ FErGg S Wil 1 !-.I I [ ity
AL 5Ee 1y Wors for a 12 as theyvare medically Hitto w I
4.1.1.; Canfidentiality
o il e 2 | OO APRUCANts and amig VEE I it D OMpPE '.'|._|.-
gisciose their Hepatit i tatye ind other refated medical
infarmation, Co-employes hall npt be obliped to reveal any
persomal informat | 100LUL TRelr Telow  emoiovai ACCES
personal data relating to employee’s Hepatitis B status shall be
bound by the rules on canfidentiality and shall be strictly limited
el Ealils| 1 perG T ep J reauired
.1 . Waork-Accommodatitan a Arrangement
dccommodate employvess who are Hepa B positive. or wit

Hepatitis B - refated ilinpssa:
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4.1.1.3.2 Through agreements made betweeh management and
employees’ representative, measures to support employees with
Hepatitis B are encouraged to work through flexible |eave
arrangements, rescheduling of working Lime and arrangement for

return Lo work

4.1.1.4 Soreening; Dlagnosis, Treatment and Referral to Health Care

SErvices

41°1.4:1 The company shall establish a referral system and provide
access to diggnostic and Lreatment services for its employees for

dgppropriate medical evaluation/ monitori E and management

4.1.1:4.2 Adnergnce 1o the guidelines for healthcare providers on
the evaluation ol Hepatitis B positive emplovees s highly
BnCOUraged.

4.1.1.4.3, Scregning for Hepatitis B as a prerequisite to employment

shall not be mandatory
4.:1.-1.5 Compensation

4 | | 5 1 The aompany. & hall  provide IcCess fo SociE 56 urity

system and Employees Compensation. bene mnder PD 62616

an employvee contracteg with Hepatitls B intection i the

performance of his duty

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

5171 Employer's Responsibilities

un
j=—a.

111 Management, topether with employees’ organizations,
company focal personnel 1or fuman resources, and salety and
health persannel shall develon, implement, manitor and evaluate
Lhe workplace policy and prograrm an Hepatitis &

|

ol B 5 The Health and Safety Committes shall ansure that their

company pollcy and program |15 adeguately funoed and rmade

krown ta all employess

LTS [he Hurman Resources Department shall ensure that their
policy and program adhere to existing legislations and guidelines,

||':.|‘.J:§IHE provisions on leaves, benafits and insurance

L
[

1.4, Management shall provige information. education and
Lraining on Hepatitis B for s workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; If not avallable within the establishment, then

provide access 1o informatios
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1 o L The company shall ensure non-discriminatory practices in

i

[ne workplace

5.1 18 The managemeant together with the company foca
personnel for human resources and safety and health shall
H'O'lr'llh': dpprgpriate personal profechive equipment fTo prevent
Hepatitis. B exposure, especially for employees exposed to

potentially contaminated blond ar body fluid

5 ke s o 'he Health and Safety Committee, together with the
employees’ organizations shall jointly review the palicy and
program for effectiveness and continue to improve these by
networking with pgovernment and organizations promaoting

Hepatitis B pravention

. 118 The company shall epsure confidentiality of the health

status ot its employees, including those with Hepatitis B

71,149 The hiuman resources shall ensure that access to medical

recards is limited to autherized personnel

2 5 i, Emplovees Responsibilities
i o L | The emplaoyees’ organization is reguired 1o undertake an

aclive role in educating and training their members on Hepatitls
B prevention and contral. The |EC ‘programt must also aim at
promoting and practicing a healthy lifestyle with emphasis on
avoiding high risk: behavier and 'other rigk factors that

EXPOSE employees 1o incraased risk of Hepatitis ‘B
infection, consistent with the standardized  basic information

package developed by the Hepatitis B TWG

Loy e B Emplovess shall practice non-d SCriminatory acls agdinst
CO-empioyees an the ground of Hepatit|s 8 status
21123 Employees and their oreanizations.shall not have access to

parsannel data relating (o an employvee’s Hepalitis B status. The
rules. of confidentiality shall apply in carrying out union and

organization functions,

LA B R Employees shall comply with the universal precaution and

ne preventive measuras

L—
;'-\_l
1)

Employees with Hepatitls B mav infarm the health care
provider or the company physician on their Hepatitic B status,
that i, il thelr work arct vitias may incregse the risk of Hr-|'|;-|.|-'|'\_- H

nfection and transmission or plt the Hepatitls B positive at risk

far aggravation
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b. IMPLEMENTATION AND MONITORING

6.1. Within the establishment. the implementation of the pe

and program shall Be
manitored and evaluated j=l=] -'_:'I:-__._1!'-r the salety-and healthy commitie

counterpart shall be tasked for this purpose
7. EFFECTIVITY

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

every employee,

I
Lol x
Prepared by: Jo Haring R. Wdel

Hurman Resources

f ]

Sl
Alfretio P. Camarill
0 rl:l:|:'@-r af -:-I:l-;|1-':"‘|_i|:|JI|'_-_

Reviewed by

- Gissinger

Approved by: Yisroel ¥

CED
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Date rJanuary 1, 2018
To ALL EMPLOYEES CONCERNED
Fram : Human Resources
Thru : Operations Manager

Subject : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBJECTIVE

1.1. In compliance with Article V of Republic Act No. 916%, otherwise known as
the Comprehensive Dangerous Drups Act of 2002, and its Implemanting Rules
and Regulations and DOLE Pepartment Order ‘No. 53-03, series of 2003
{Guidelines for the Implementation of a Drug-Free Workplace Paolicies and
Programis for the Private Sector), Iploy Inc. heéreby adopts the fullowing
policies and programs to achieve a arug-free workplace,

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

gleaments
2. COVERAGE

2.1. This Program shall apgly to-all employees regaraless of their employment

status

3. POLICY STATEMENT

i

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

premises or while performing an assignment

3.2 Being impaired or under the influence of dangerous drugs away from the
company, If such impairment or influence adversely atfects thi employvee's
work performance, the satety of the employee of Of others, or puts at risk

the company s reputation

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

Lad
3

company premises, If such activity or involvemeant adversely affects the
sk S ey % B

I‘rlrIF:'..".'"'."'.. A 'r!' I_il"!._l'l:-lflll ne saiely of The BemEuoyes Qr ofF 0 1815 0

puts at risk the company's reputation

3.4. The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while on the prenises of the company, or
while on company business. "Dangerous Drugs” include those listed i the
Schedules annexed to the 1961 Single Convention Gn Narcotic Drugs, 45

14971
A1 .

amended by the 1972 Protocol, and in the Sthedules annexed to the
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Single Convention on Psychotropic Substances as enumerated in the

attached annex of B.A. 9165,

4. MANDATORY DRUG TEST

4.1

To ensure that anly those gualified shall be screened and recruited to prevent
the detrimental effects (e.g. lower productivity; poor decision making,
increased accidents;, more compensation claims; and reduced team effort)
which drug use and abuse may cause In the workplace, the conduct of

mandatory drug test shall be required for pre-employment

Iplay Inc. designates company accredited or affillated center, a duly
accredited drug testing center by the Department of Health (DOHJ, as its
authorized drug testing labaoratory

The Campany may also conduct, drug testing under any of the following
circumstances:

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

4.3.2, FOR-CAUSE TESTING: The company may ask an officer/femployee to
subrmit 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 foilowing
circumstances: evidence of drugs .on or about the emplayee’s persan of
in the employee's vicinity, unusual conduct on the employee's part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteeism or tardiness

4,33 POST-ACCIDENT TESTING: Any officer/femployee involved in.a "Near
Miss” incident or "Work Accident” upder circumstances that suggest
possible use or influence of drugs'may be asked 1o submit o a drug test
As defined herein, "Near-Miss” means an incident arising from or in the
course of work which could have led to injuries or fatalities of the
warkers and/or considerable damage to the employer had It nat been
curtailed. "Work Accident” refers to unplanned ‘or unexpected
occurrence that 'may or may not resull in persanal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment.

4.3.4. All drug tests shall employ, among others, two (2) testing methaods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
scregning 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 tare and administrative interventions that can be extended
to the concerned employee

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

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

5. TREATMENT, REHABILITATION, AND REFERRAL

&1,

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

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

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

. Repeated drug use even after ample oppartunity for treatment and

rehabilitation shall be dealt with the corresponding penalties under B.A, 2165
and is a ground for dismissal

6. ADVOCACY, EDUCATION AND TRAINING

B:1.

b.d

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

. All officers and employees are required to undergo an orientation/education

program before assumption of their respective duties. The program shall
include the following topics:

B.2.1. Salient features of R.A, 9165;

5.2.7. Adverse effects of abuse andfor 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 15 needed, as well as available services
for treatment and rehabilitation

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

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

632 Health wellness screenings (e.g. blood pressure and heart rate,
cholesterol test, blood glucose, elc.);

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

§.3.4. Other activities promoting health and wellness

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

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

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

.-\- -
Pt

the person concerned

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

8. CONSEQUENCES OF POLICY VIOLATIONS

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

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

9.1.1, The implementation of these palicies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workplace, For this purpose, an Assessment Team shall be constituted in
accordance with D.0. 53-03

10. EFFECTIVITY

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

known to every employee
11. ATTACHEMENT

15, Drug-Free Workplace Policy and Program Acknowledgement

Ip A
v

VEAIA Y
Prepared by: Jo Hafia K Melecio
Human Resources

i

|
Reviewed by: Alfrédo P. _L_Z_gﬁn;._:r g Jr,
Director of Opergtions

Approved by: Yisroel Y. Gissinget
CEQ
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Drug-Free Warkplace Program Acknowledgement

| hereby acknowledge that | have received and read Iploy Inc, Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Prpgram 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
continueda employment, and any violation may result in disciphnary action up to and

including termination

I also understand that during my employment | may be required to submit to testing for
the presence of drugs or alcohol in my body. | understand that submission to such testing
15 @ candition of employment with [Company], and disciplinary action up to and including

termination may result if

1] I refuse to cansent to testing

2] I refuse to execute all forms of consent and release of liability that are:ysually and
I’I'_*.HS[.,'IT'f.bt:!‘,-' dssociated with such examinatians

i) | refuse to authofize release of the test results to Lthe company

4] Thetests establish a violation of [Campany]'s Drig-Free Workplace Pollcy

5l | otherwise violate the palicy

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

The undersigned further states that hefshe has read and understands the above
acknowledgement and signs below of his/her own freg wil

5

NATURE : DATE

]
F

WITMNES DATE

i
WA
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Date dJanuary 1, 2018

Ta t ALL EMPLOYEES CONCERMNED
From Human Resources

Thru : Bperations Manager

subject : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBJECTIVE

1.1. The following policies and procedure are hereby Issued by Iploy Inc. to
prevent sexual harassment in its workplace and to provide the procedure far
the resalution, settlement and/or dispasition of sexual harassmenl cases.

2. COVERAGE

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

status
3. POLICY STATEMENT

3.1 Iploy Inc. believes that employees should be afforded the opportunity to wark
in an environment free of sexual harassment. Sexual harassment Is a form of
misconduct that undermines the employment relationship. No employee,
either male or female, should be subjected verbally or physically to
unsolicited and Unwelcome sexual avertures 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 visual sexual advances, reguests for sexual favors, and other sexually
oriented conduct which is offensive or objectionable to the recipient,
including, but not limited to: epithets derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings

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

3.4 DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA 7877. It provides that sexual
harassmenl in workplace is committed by an employer, employee manager,
supervisar, agent of the employer, or any other person who, having authority

influence or moral ascendancy over another in a work enviranment, demands,
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requires or otherwise requires any sexual favor fram the other, regardless of
whether the demand, requests or requirement for submission Is accepted by

the object of said Act

In a waork-related or employment environment, sexual harassment 1s
committed when

3.4.1. The sexual favor is made as a condition In the hiring or in the
ermnployment, re-employment, or continued employment of said
individual, orin granting said individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
tavor results in limiting, segregating or classifying the employee which in
any’ way would discriminate, deprive or diminish  employment
appotunities or otherwise agversaiy ammect said employes

34,2, the above acts would impair the employees’ righls or privileges under

existing labor laws; o

3.4.3. the above acts would result in an intimldating, hostile, or offensive
environment for the employee

1.5 WHERE SEXUAL HARASSMENT IS COMMITED

sexual harassment may be commitied in any work er training environment. It
may include, but are not imited to the following:

3.5.1, Inor outside the gffice bullding or training site;

352, atoffice or training-related social functions;

1.5.3. inthe course of work assignments outside the office;

354 at work-related conferences, studies or training sessions; or

3.5.5. during work related travel
3.6. FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed in any of thie following farms

3.6.1. Overt sexual advances;

3.6.2. Unwelcome ar improper gestures of affection;

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

3.6:4. Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
victim.



4.7

3.8

WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature It refers to behavior that is not welcome, that is
persanally offensive, that debilitates morale, and that, therefore, interferes
with work etfectiveness

EMPLOYER'S RESPONSIBILITY

iploy. Inc. undertakes ‘to provide its officers and emplovees a work
environment free .;_:ul' cexual narassment By |'I¥HI‘|.’_IL’;L'I'TH_—'F'I1, ;_ll'_'-ri..'_1r|r|:—"| h’r" cCo
workers and by others with whom officers and employeas must interact in
the course of their employment in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of company paolicy. The company Is
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workpiace and
for promptly Investigating any allegation of work-related sexual harassment

4. PROCEDURE

4.1

A2

COMPLAIMNT PROCEDURE

4.1.1. Any officer or employee, who experiences or witnesses any act of
sexlal harassment in the workplace, shall report the same immediately
to the Committee an Decorum and Investigation. They may also report
acts: of sexual harassment to any other member of Iploy |nc
management or ownership. All allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
outcome of the investigation

4.1.2. A Committee 'on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
representative to receive complaints, investigate and hear sexual
harassment cases. The Commitiee shall develop its own rules in the
settlement and disposition ot sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassmert

. RETALIATION

4.2.1. Iplay Inc. will permit no employment-based retaliation agamst anyone
who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment



; #
. n P
.i-.-_,-' inttdparaiisd ' ,o
L1th Flonr ASY Tewee
St g B

Wencadares Rpad Caikid BuyinEs Pain
Cenu Tty =00

4.3 WRITTEN POLICY

431 All officers and employees of Iploy Inc. shall receive a copy of the
company s séxual harassment policy Upan assumption af their respective
offices. If at any time an officer of employee would like another capy of
the policy, please contact the Office of the Committee on Decorum. If
Iploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
moditied policy

5. CONFIDENTIALITY

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

b. EFFECTIVITY

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

f i
T
WA
Prepared by: Jo Henng R, NMelatio
Human Resources

Fi i
f
Reviewed by: HHH-?Q_@L Eamarillo Jr
1 ¥ ;
Directof Lf Operations

Approved by: Yisroel ¥, Gissinger
CEQ
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Iploy Inc.

COMPQOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

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

Submitted by:

Yisroel Y. Gissinger
CEO
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LIATE April 3. 2018
ALL EMPLOYER

FROM HLIMAAN R WRCES DEPARTMEN
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UIBIECT MEMO:RESTROOM GUIDEL
ooV N i.":_‘u.r-||_-Jl:"'.II.""I'_l restrooms avallat athat emplovet an use them when thev:ns
to do so. One Is located inside the operation floor and second is in the hallway outside the
operation tloor. However, those wh ire yncomtortatile, has lssue with the unisex restroam
WE Nave a separals I'|:i| private restroon wailable for

Furthermore, it §s essential that all emy ey haulo noly and observa the restroom

e  Knock i the cubicle appears to be occupied. Don't peek under the door

e [ock the cubicie door when you enter

L] Stanc close eni ILEN D the' panarurinal fou aon t wet the seat, walls of
1o
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- Please use water and paner towv anservativaly
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February 27, 2018

To : ALL EMPLOYLES

FROM i HUMAN RESOURCES DEPARTMENT
THRU : OPERATIONS MANAGER

suBJECT

OFFICE SECURITY, LOG IN AND LOG OUT 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 lo
if the door is open

2, Employees are allowed to be
their scheduled time

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

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

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

unless authorized or has approval to extend their time

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

7. No tailgating

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

locker before longing in/going inside

Employee ID and RF ID should be worn at all times, lost RF IDs will be charge to the
employee
9. No employees are allowed to stay in the waiting area for applicant.

- Employees whao 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 te 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.

] /
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Jo H%#HLH'IL ecio e 5‘7 9B-L00>
Humari Resources J?_x Eﬁf_,
Noted by: —7 fieV GIBIIN CABMLE 5

=l
Alfredo Catarillo Jr.
Dlrh-El_ur ﬂf\DberatinnE
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DATE : November 17, 2021

TO . ALL EMPLOYEES

FROM : HUMAM RESOURCES

SUBJECT : LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

* ONELOCKER ONLY per employee. NO sharing of lockers.

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

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

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
reimbursement.

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

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

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

* Forced Open Request due to lost padlock key or forgotten password/code should be submitted a
day prior and 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; Noted by;
“ T "’-H-_ ¥
@&um Carlos iiutfani Alfredo Camarillo

Ma
Emplayee Relations Specialist ,H’R Me(nag‘er General Manager Directo f perations

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

LN Gk rgN capaulEr  OF & Ko
Employee Signature Over Printed Name/Date
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be implemented effective Monday, April 9, 2018
-"I de|ines
1. Incases of late and/or absences, employee should regart to Human Resources throueh
5SS or Call via HR hiotlin 191 50N
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A mplete (real) |
. Bepartment
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i Call in for ;-."-..'l ole day Absent Hall-day Ahsant ta)

Reason
HRE will be the oneto send notification to Ope ins Managemernt
4. No callin should be cammunicated through Team leads or any other employee, it
D gone Dy e ermployes or s/ her relativ
Natification should be at least two (21 hours befora the emplow
6. If an employee is advised to rest/confined in the hospl

by the physician should be Indicated, Otherwise, smplovee must send notification daily

:
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February 18, 2020

Ta : AlLL EMPLOYEES
FROM OPERATIONS MANAGEMENT
SUBJECT - ATTENDANCE BONUS 2020

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

PAYROLL

1. Immaculate Attendance Bonus e for employees with perfect attendance. Emplovee should NOT commil any
schadule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = out for
breaks will also disqualify the employee. No waivers will be given.

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

3, Employees who tendered their resignation before the release of the Sign On Bonus (First Half or Second Half) will
NO longer be eligible to receive It

4, Employees qualified for the Sign On Bonus (First Half or Second Half) will receive it on the 30" of the succeeding
maonth fram eligibility.

5. Eliglbility for the annual merit Increase Is based en gverall performance and management discretion. Pay out Is
at management's discretion, oA

; ;5**’2; o K= 25 =578
MEDICAL CERTIFICATE

KIEN @GIBFON CABALLES

1. When must the medical certificate be dated?

. 1 day absence - the medical certificate must be dated on the day of absence or the next day. If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows — at the latest. It
cannol be dated on the day that the agent is to report back o work.

- 2 days absence - the medical certificate must be dated on the initial day of absence ar the next day. If the
abzence falls on 8 Thursday, the medical certificate must be dated sither that Thursday or the next day — at the
latest. It cannot be dated on the Saturday that immediately follows or that Monday that the agent is to report back
to work

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

o Ex: If the agent isabsent on a Friday and the medical certificate states advised to rest for 3 days,
that is inclusivie of the day of absence that the agent took to rest plus Saturday and Sunday = the agent must be back
to work an Monday.
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o If the doctor prascribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannot be antedated.

0 There must be a fit to work date.

o The only exception to the Medical Certificate date guldelines is If the emplovee has been

hospitalized.

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

1. Employee must gxactly have the corresponding credits tor the request to be approved.
1 credit = One Day
.5 credit = Half Day

3. Employee with perfect attendance 60 days from the requested VL date will be given priority in the approval af
leaves. 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 lsaves for thase
employees who committed unscheduled absences on the prior month and on the current month of the requested
time off including poor attendance records, behavioral and productivity issues.

%rlﬂ.reﬁ

O - 28 -20a%
KIEN GIpsoN CARALLES

Sinc ¥ Y@Lirs;

AB
Opgratio
Noted By: Approved By:

JAY GISSINGER
Chief Executive Officer

ALFREDD CAMARILLD JR,
Birector of Operations
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Date : November 17, 2021
TO s ALL EMPLOYEES
From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

1. Employees are required to notify the HR hotline number (0917-709-7074) and/or send an email to
hr@iploy.com at least two (2) hours before the employee’s 5h|ft {following call-in procedure) and/or
within 24 hours from the first day of absence.

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

L]

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

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

4, Below are the documents needed to provide to use the paid sick [eave;
e  Employee’s iliness or injury

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

# Blacklisted Doctors and clinics’ will not be honered. (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, CEBECO,
MECO)

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

5. Any unauthorized sick leave will subject the employee to disciplinary action. SL 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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e |f sickness clalmed 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 5L. Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted.

This Memorandum shall take effect on Movember 22, 2021,

Please be guided accordingly.

Created by: /{
" T
. f éq{ﬁcﬂ Ja- 45— 802>

KLEN GIBSoN  CABALLEr

MNoted by:

Alfretio Carnﬁﬂll_u Jr. Angelo Manal Caﬁns‘.ﬁﬂﬁgng
Diredtor, Eﬁratl‘pns Operations Manager “General Manager
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Date : Movember 12, 20019

Ta 1 ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT

THRU ! OPERATIONS MANAGER

SUBJECT ! 555 SICKNESS CLAIMS = 5 CALENDAR DAYS

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

A member s qualified to avail of this benefit if:

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

2. He has paid at least three (3) months of contributions within the 12-month period Immediately
hefore the semester of sickness ar injury;

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

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

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

For your guidance,

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

/
Vgl -2~ 202

KIEN GIBSON CARAWE

Sincerely,

Marishka Igfs
Human Rej

Moted by:

~
ﬂiﬁ;’_d_@!;%néﬂ llo Jr.
Directot, Operations
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DATE December 7, 2022

TO : ALL EMPLOYEES

FROM HUMAN RESQOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services
Bimbo H. Tequille MD Clinic
Lolita E. Abella-Libres, DMD
Dr. Omar Arceo, MD
Sia Clinic
Health Doc Diagnostics
Gaudioso Montecillo Ir., MD
Mow Serving
Dr. Guian Darnell Sumalinog
. Clinics/Physicians 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
104  Date of Actual visit
10.5  Diagnosis
10,6 Recommendation
10.7  Fitto work date

ol BN R, S P

[y
L=

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. All instructions in the recommendation must be strictly followed. Proof will be required such
s but not limited to proof of purchase for medicines prescribed by the Physician, laboratory
results, and the like.

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

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

1, Phone numbers shown in the medical certificate are incorrect and cant be
validated,/contacted.

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

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

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

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

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

3. Consultis done on the day of the absence,

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

Far strict compliance.

Prepared by: é{‘ Weron

/ O~ LC-2PAZ

yee Relations Supervisor KIGN GIBGON cAPALE

Moted by:

f o~ .
fofeg— I Y

NiﬁéA;{n elo Manal Alfreld Carnarillo.Jr.

Operations Manager Direct ruf-dperat?ons

i A A
Haﬁseﬁ&féiﬂaﬁams

HR Manager
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Date ’ Movember 30, 2022

Ta - ALL Employees

FROM ! Human Resources Department

SUBJECT : VACATION AMD SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remaining 5L credits are to be converted thus, SL application is no longer
allowezd untll 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 QMLY. The actual VL dates will cover
only until Aprll 30, 2023. Kindly tale note of the reminders below in reference to filing of VL:

e No retraction of approved Vis. If the employee reports for work on the actual VL date, the VL
will not be reimbursed and will be voided,

& Mo rescheduling of VL once approved,

o VL date should not fall an a local hallday otherwisa farfelted.

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

Furthermaore, If the employee resigns or gets separated fram the company either voluntary or Involuntary,
all available VL credits will be forfeited and will not be part of their fast pay Il

Emplayea filed an Immediate resignation and/ar failed ta provide a 30-day notice.
Employee went on Absent Without Official Leave [AWOL)

s Employes Incur any leave, absences, and/or any form of terminal leave within the 30-cday notice
pericd with the exception that the employee provided a valid documentation such as but not
limited to hospitalization dus to sickness, accldents, or contagious diseases.

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

e Emplovee will have issuas with performance including but not limited to quality, productivity, &
client escalation within the duration of the 30-day notice.

® Incurred any behavioral infraction such as but not limited to Sleeping, Browsing Unrelated
Websites and atc.

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

Signed: =,
= ‘*;{)gi' v
' Arcilla ﬁmai%?a_nm

HR hanager HR Wlanzagsl Accounting Manager

Noted by:

Operations Manager Director of Dperations
o Z_,;r:ffmﬂ Oa- gc -KQors

wlkii KIgle Ghedly Chite

CEQ
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DATE g April 26, 2018

To ! AlLL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGEMENT

SUBIECT : Maxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular employees can still avall their Maxicare insurance provided they are within the
paid guarter.

The use of the insurance will be shouldered by the separated employee and deducted from their last pay
in the amountof Php B61.23, this includes the Php 760.23 for medical services and Php 101,00 for dental
services:. The emplayee will shoulder the remalning amount of the quarter.

The guarters are as follows

1% Quarter — December, January and February

2" Quarter — March, April and May

3" Quarter - June, July and August

4th Quarter — September, October and November and so on and so forth.

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

the memao.

ID# NAME TEAM LEAD | SIGNATURE
o (ki GlpoN 0. CasgiLEr / .
4130 : e
Regards, MNoted By:

— : 7 r,
Lo Al kAl

Mm‘a Iris Arcilla Alfred{qnpnhln Ir, AMard'u/ I}éﬁarea
Human Resource Director of Operations Operations Manager

e -
carlos Gotiohg

Z Genheral Manhager
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December 17, 2019

ALL EMPLOYEES
FROM OPERATIONS MANAGEMEMNT

SUBIECT CLEANSING PERIOD

Floy Statfing Soluticns belisves in Biving employess  @nou straighten oul
employment in regards o compliance to our company's Code of Canduct. The alm al this appradch Is ta hel
motivate-employead rectify passed offenses and starl anew

Cleansing Period pErtains Lo the time when an amployes who bas been subjected Lo a Disciplinary Sction [DA)

15 expected o dmprove perflormance. Ample time Blhvén ki arrect [morooer Behavior and refrain from

|’.'-'1'Il||F_T-r|F_ any other infractions

It an employes does not camimit the same infraction for the speciliad cli insing perl d. the pr IRression it the

fisciplina ry action will slide back to a leve

Attendance b

Productivity B

Behaviaral 12

The counting of the Cleansing Periad will start based on the datewhen DA was decided upon, 8l documentations

far infractions will still be kept in the Emplayes’s 201 Flle regardless what penod of

The Ligansing Perod 1% ﬁ'.'r_-cl;lwﬂ lariary 1, 20204 OVETng DAs b monthy and older

-\.;-.,-1.,-,.!5‘ VENITS Noted H'.' “‘Ill-"-".-"' | :{.‘

Als

|.!'L ELS) "."I_ll' .|.
ALFREDQ|CAMARILLO JR JAY GISSINGER
Illlilll'!llj';.“ { I|I|u-|.-' 4 Chret Edecutne LiThicar

J
Y O~ R5~2022

ﬁrﬁnf (AIBION  CARALL &




g e v s ol il

R &Y iPioy

Wil | ley Wb

CODE OF CONDUCT AND DISCTPLINE (Table of Infractions)

I STATTMENT OF POLICY

Thee Ciode of Conduct and Discipline is designed 1o ensuere healthy and positive working
arwiranment, and hopes to maintain and uphold professionalism among [Ploy inc. employees.
The sstaldished normy herein st forth are grared towands the attainment of the Company’s
Ghnady and objectves. It is worthy to emphasize that the Code is not meant to be oppressive nor
i iy intenided 1o threaten and intimidale employees. Indeed, it serves as the guiding principles
s whit is expected of its” employess tocondwct during the entire empicyment here in iPloy,
Wi

. DOCTRIMES TO GOVERM THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

I Tha right to discipline and discharge employees for just and proper causes is management's
fteingative enshrined from the 1987 Philippine Constitulbion.

1 Palrmeas and justice shall always govern the imposition of disciplinany actions. Existing Labor
Laws, implementing Rules and Jurisprudence will always be cbserved.

& Tha Bl singd strict maintenance of discipline is the management’s responsibility, Thos, it shall be
thi primary concernof immediate superions and department heads toinitiate sny disciptinary
wetlon against thelr subocdinates whenever a violation of the rule s committed.

A Adminisirative investigations and other proceedings shall be conducted expeditiously.

§  Wnposition of penalties when warranted, shall not be cancelled, nor delayed for any reason.

& Thir vights of the respondent as provided for by Law shall be guaranteed.

! Tha managément may mitigate the penalty to be imposed, subject however to management's
wppioval ard upon compliance to the conditions set forth by the latter.

A b cabes ol multiple violations of this Code, the following rule shall apply as to the penaity to be

imposed:

Wi olense + Sarou affense s The Bigher iy ahall b impased
1 o e affenses undes the same categery = | Penaizy for the et scheduie of offenss shall bs imposed

iMlag inear perated

i
11" Flsar MST Tawar E |v_
Pt sdorte, Road Cebu Busness Park. _- nw
Cnbsls Ciky S000

1. Incident Report will be submirted fo Human Resources {HR) within 2 working days from
the date of the incident.
2. Human Resources will issue a Notioe to Explain (NTE} to the ermployee within 3 working
days,
3. Direct Superior should coach the employes within 3 werking days from the issuance of
the NTE.
4. Coaching Form and Written Explanaticn of the smployee should be submitbed within 5
working days from the issuance of the NTE.
5. HE will issue Notice of Decision with or without sanctions within 5 days from the receipt
of the Coaching Form and Written Explanation
a. Failure to provide Written Explanetion shall constituie & waiver of the employ=e’s
right o be haard and corfirms that all the details in the Incident Report are brue and
without amy biases.
b, Lap=es in e timeline will result to 8 sencion - Negiect of Duty / Insubordination
c. Lapses in the timaline will not void the sanction,

V. GEMERAL BEHAVIORAL STAMDARDS
Az an iPioy employes we expect that you will meet the following behawicral standards:

3. Proper Conduct and Decorurm {3 expected from you within the office and cutside when
representing the Cormpany. This includes spproprizte dress, attending the office ready to work, use of
proper and decent language, observance of proper alliee and work decorum, maintaining proper
retationships with your colleagues, customers and ather individuals not in the employ of the company,
ttmervance of and compliance with existing laws of the Philippines.

b, Emhancing Company Productivity the Company expects the Proper care and utilization of
Cagital available to the Company; turning up for work ready to work on time all the Hme, following the
appropriate break and finish times, getting on with the job and performing the job to the best of your
ability, positive attitede and dedication to one's work assignments, supporting supervisions and those in
managemient.

. Following rules on customer and client relations and always maintaining a professionsl helpful
attitude with customers.

d. Maintenance of health and safety of the office and people ancund you. A proper atiitude
towwards cleanliness and proper housekeeping in the office, good health of yourself and others around
wioug, assest In the security of the office, foliowing basic safety procedures.

&. Praper use of Company Property, facilities and security to protect company and employes
assels. Secure handling and mainterance of Company records, keep confidential and protect the
integrity of all Company operating data and information, appropriate use if all Company equipment for
work related purposes, properly sccount for 8ll Company funds received.
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I Applicablity
1l Eoele shall apgly toall iPioy employees, regardiess of status or pasition held.
i Types of Offenses
IEwil | = Infractions which are mincr in natere but which may become habitual and dlsruptive If not
Siricted. It has no detrimental impact of the business.
el § = Sericus offense which causes delay in operations, may pose threat, harm, or danger to
Conmpaig property andfor lives of individuals. Juthorires, Bringlng of
e o -work related |t & t‘._._._.””..-n wWritten ...____..”_:hﬂ Suspansion i "
Livwmd 1 - il atitiong which will destrey the eompany’s image and reputation. It causes substantlal loss to #lectronic gadgnets | warning warning | wamipg | 3000
I (inpary and can result fo critical operational disraption. A critical offerse that has compromisen flaprops, Aash/portanie
e security of the employees, the integrity of Cllent, the safetby of customer’s infarmation and the u_.__.__._.E.p__ ﬁﬁ_
sty of the business. el it ek
spproval fram the
Irmmediate supervisor.
Hi. Table of Infractions Eating 'n wnakithorized
areas [oporathans, o
2 management & suppart et mented Writien S;ﬂ_.___._“”h Suspension 0 il
I Rules on Proper Conduct and Decorum area) within the company Warning Warning Warning -3 Days
premives especially while
1= = =¥ 1aking calls.
i1 s :
1 Speaking in another 5 )
5 language or dialect other P Vernal Written AWioen Suspension Dismiissal
Crmating unnecessary S AEIR XL o Sre warnlng | WUTIRE | aning | 30U
. ndse or disturbance iy unncj—nn Written e Surpersion | L company-deslgnated area,
within the Company Warnin Waming P =% Dan
Premsed E L Failure 1o log-Infout in
Blometrlcs and other
o required anendance
N Fallipre 1o camply - Ploy § f}-_ﬂn Written c.ﬂ.ﬁ Suspension | o e mgnitoring ool Fallure 1o
Dress Code Polioy, Warning Wasning warning -3 Days | panch Infout for Breaks
and lunch per day
cosidered as one (1) Docu mented Firyal
Non-particlpation In Documented | | Ao oo 3 instance. leveil | versat | WAUED | ey | SURERNOR |
¥ campiulian company Level 1 Veroal Wiarning Wriren -3Days Disrmissal Warning Warnlng g =3 Days
activity or group work, Warning Warning Warn
Fallure to malntaln 1 manual edits in & month
orderipeis or cleanlines from Essiyclocking tool will
In the mslgned wark Docamentsd | | wrireen Firel | o spension . meits nstance,
L] Lavel 1 Vierbal Wiitten Dyigrmisasl
Wablon. Fallume to praciice: Warning W s -3 Days
[iman As Tou Go Policy for Mice ; |
il aroas in the office.
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cifecial foave (AWDL] for 3 2 ‘Warning -3 Days f ; warting |
| d | Warming Warring Immesiate supeniEr of
conspeutive days. _ HDD/ Abendonmestaf | _ [ _
| . |
Failure 1 wear (D insie . _ Documeniad Final __.._Hua_.n__.u_u_-u“m: Failure 1 | .
: LY EEES | |
1 officestall smes. ot | oy | vermal ___._..:u_u._ bt mﬁuﬂnqtaun Dismissal <o comely any Srecie | Hoa
afnErENCE 1D .u.__n.anh g AfTnNE Warning 1 andjor insmmuatte s fhom _ iyl Wriz=n i okl | o
Mo Entry Palicy | Superign ang/ot Dk e S e Soed |
Finat Mianagement/ Wity !
ritten S L]
14 e Call e Show, | tesui2 | wooe 1 P | Dimissa ) ot _
b Neglect of Dury - Faibyre = _ N e | Final i _
Faliuree 1 repart beck for Writen ok suspemilc - Implement policies anz | Lewel2 _ 2 | wemen | N ¥ Tismissal
it ware an time fram Level 2 ; wrinien e | D arocecures | e | warming 20 |
Warnang _ £ n -5 Cays .
arngguled Dresis, _ Warring e - t T T
t T Faiiure 1o compy - Fioy | i
Withnglaing vise! sl qir Pelley |
% inforrratian necesiary — Written P u.____.umnsnu pisrmbsal 3, Dffeting, ieiei=ng of | | = _
during investigatisn or any Warning 4 n -5 Days accepting favers ol . e wrimen | . | Sagenng |
Warfing 4 . | L2 T BT Diemiaal
offclal bouicy. anytiing of valee i 1 wamng | g n-S0ays
aschanpe 1or & task, oo, |
Taking part in any otk of tavprable |
gambling, loftery ar any e Finat Suspensio il n“a.___.,_? _ |
Ul u i et |
17 gther game of chante &n Level 3 i in Wninen 5 Dw Dlvméisal e oy = z . _ ] |
enmpany tme andjor RS Weatring " B Accepting gt ot _ __
within company premises. _..E_"“ than H0php i ___._”_H.._n e
sl “ W DE._”%.:u.q ApiEovE o ;i _ WTEten ..x_ _u._..ﬂ _ Sipenils =
Malingering 1o escape WriiiEn Suppensio | petificatian T tha i B ARER | s Dy et
i wark. b2 | garning | eong | P EOMP aig Managerient (fey | | rricg warsing | "
areng | i Fersonne! - Manzgement,
L prttvpticio N |

e L



i

| Rumor-rmongering or
| creating intrigues that will
Ay damage to the
rapotation of the
STpiayEss ar e
company & & 'whole.

&) iPloy

iz

Submizsion of falzesr |

fraudulent money clalfrm, |

miedical cartificstes, omer |

docurmenEfengagingin |

bogus ramactions with |
thie Intent o gain.

3 Days

Coanduciing cneseif in 1
grossly Indecent pr
rorsl nature i

eampany premises, whila
onguty or domg business

Susoesvicn - |
| “Shep

Tmapeng on ine | on duting
R,

Dismissal

Sespenion - =
Star

5 Dave

Wkissssugimg. Inducing.
ey blgating o ihieataning
nhes mmpiyee 1o
i an mcl
e illaibeng @ whidntion of
i € awbe @ Pther
wirigpaeny i, rulen

" pismissal

Engaging invigience |
whather pnyicsior
serous werbal threat

Suspention -
3o

CEEmsaal

e Rrenaianing

e LCAN iharking
Iivibil® b aismpany
(el

Dizmigsal

Suspenaion -

Sramitsal

| St ibatson o cotecting
wniti i ution o

Wiy n . Al supptlen
ot ey gl fnin welim
L Al wdle

Hhaigied sl suthorioed

ek ML R pgemens.

Livel 3

| oismissat




Wiy bt ot ot vl

Conitantly fniling to
PrRET ekitess
Conmitrmdn sy of
T Writer u___.am.-ﬂ o
| s
e e s i u.nn._,__q_n.mnn Basines
- Warning _ ;
& Fahlfication of
Wbty w LR cause o :_Eﬂ.._ow Erso
B S O . o
i o the e
5 ny decsments
iy b homn bt SuCh a5 reports, fo Level e -
it fmd il b e % — =
- 1-.. pmmisssn of
E Sugnsnsion
‘...i 2 Fraudulest asts -
Rl i st g =t G v —
I_._ . h. Wild! brasch =
| confidentaliny ans (or]
I—Iat._. iRy any viclations
T L M..E_.u& =
m #00n wars yment m_u._nnuﬁﬂam =
ngor atamotng |
P il e o Aot ARisi 3 Suspension - o - n *
o o “ orfigm i
cuttarmers, or frem
Witsive : Diger aehers on Company
L arvliguinh e 1c Levels *| Dismessal S —
_ o a2my Ema.
e | SUSpENSDR 3. Rickbery, thaft,
25 pilferage or [ a0empD
) x . in amy form, mannzT of
= e shape from the
il nad (vl Lo the e Ll i
members OF CUITNMErs.
: : b. Concealing defective Bu |
e : work whict direr iy 2} | P | R
L resuits in prejudice
el th COmPAny.
- -I__-.-. ifepinl : " | [5 _H:! BCT with
m I“ : . . u_ malice an of ‘with
: SRR !_i..__._a..u..__ o hide
Caampany’s L o Dsmissal drufepancies.
TS 1 B | . Willtul and defiberate
ensacians n.... L uﬂwﬁnnu.__ of Company
3 . property sabotage and
i I i) ey Company s |
dhisd et without i
s milappeopristion of
. . L Company unds.




[ rTr——— [Flep inenvporat e

e &) iPioy e i &) iPloy

e § iy Wl Cebu City 5000

wmaroraen | e | s peae
fiseem of frawd or geenly Suspensfon .
i SN ageingt Eng Leve| 3 5 Days Disemigzal
o B b clignity.
Frigagng in ousinesy thay |A — =
Bimpaies with the Luspenslon . - A Docurmnen tad : Finai
b Loamesn. or working win | LEvei3 SOy | Dismissal 2 SMOKiRE I peohitived % Lavel 1 ﬁ Werbal R o “ Wiitten | SSPEsion |
e M RO 1 st Warning | "P8 | warping | 308
Thimataning 16 Infict harm Creating unsanitary | Wit Finas BuspEns
) 0 the parson, property or vl 3 Suspension bt 3 tanditant Inside the Lewwf 2 Warning Wiitten en -3 Disrmivzal
iR B o cuptomer or -5 Days Company premlses. ! Warning _ Days
| e AR thiro parry, Failure to undergs annual Firal Lr—
3 Fewalan of Bribery e _ 4 physical exaninations as Level 3 el Witten | on.3 | Dismisal
AN A Custamer oF third | Lavei 3 “SDay | Dmissa reauired by the Company sblen | (PP Cays
S and the govarnmant. s
Pngaging in Indecent or Viclating safery rutes, ] =y
) nleiniien buetiasiiar Lavel Suspension sl ‘ Feguiations, or pracedires ‘ \ \ \ \
Virwvitdi customers or - S e 5 of the Company causing Level 4 Desmifusai
_.,. flimnt. accident or damage to
E.E.....:??ﬂ..uh_i- DENDN of Praparty.
6 | cuntomar trasmaction, tavels | Spwmalon | L Nan-disclosure of
o MR 01 N0, ey 51 [t | Diseissat _
Doiibens wvely giing Talse, may endanger the ey or e
Irccurate or miirading o health ef athar employees, |
Infetrnation 1 the Suspensian 1 Using, possessing,
4 EMBtBMEF o Lo of =g Days | Dol manilasturing, —
fevdmiee or sdditora cost distributing, seling INegsl
= 0. U8 Cotparry, _ drigs 2nd drug
!fhn!:nﬂn._._.ﬁ!i 7 paraphernalla white cn Level 4 Oigenlssab
products, masterlsls or rhon duty or in the campany
L] BEEHIENT Wit 30y otRer Level 3 u..”_u_.amw__a Dismiszal Premises. Conviction of g
it et the intent 1o \_ CTime Tnweiving Mlegai
dmtrawd, drugs,
& Reporting for work whil =
B under ma influssice of Lewana Dismlssal ﬁ %
legal dr _
Unauthorized carrying and
pessetsion of desdiy
wedpons and explosives
-] Imide the Company Level 4 Dismwsisd
premises, while an dutyar
_I doing business for the _
Company,

’



= - Py nenrpoeat ed &
P M1 T iPio 14 Pl SY Torws ) =
PJ'I!I-__..I. Buvesain Parn, w Fesradares Brad Cabu Dutiress Bark. mvho*
iy WA Cbis iyt 030
V. Rules on Company Property, Facillties and Security £t
| Unauthorized useof
| alpmant without propar | TR L i Waening | - Weteen .20a Disrmisaal complre of Misemation [
Wear b | |
Wyt g atian Yo Lt warning techasiepy resaurces s | Loimesges
ranegement _ i : wevei 3 C |
o — = i Mn”..ﬁ q..ﬂ_.« or gownicad L 0an |
unaries latiar WAECE 378 RORWETE
wilipaoets, themes aht The et . i i _ |
ik forts £t e e Wl A i i
I 1 i e Suspernsion ’ |
sininG/nataaneing e | et ._.____r__-__ul Warning Wrivan -3 Days Ciarmiwa Unzuthorized snasng a- T
PR aid compiy e ki el 13 | penonel pesswors oriogs | el 3 pantion <} Siwiaal
L e I in infermatior. S L
IO 2 ALCTRESS Ui Ear—— 3 Final
8 | & Commpany sman eVl Versa WAMES | wwmen | SOPEON | Unsuthorized accass ta
Noeor warning | "*TE | waming | 3P megaoris resuiting in any “
£y « IPigy ane sl i
s W cemerbom oy | Deckerbted | - \eiin s [T H__n“_._!”.u fpatha
| AVl Eompute Lgots, - h..aa_ WiFiing Written Ly D'srmissal i _
Anon g oot Warriing 2 Dellserate alzeraven a? |
Al onving webites o . Fina files Including but not I
L] it.l.i!ﬂ.tﬂbﬁiﬂ CavaET w s Wit Suspenslon Dissiissal limites 1 the Facaing &
Jrhigraan mteals WU | aenng | SRR medcing of Sles
B fnal to et o an ] ]
[ I . & Urqutherizen changing |
Ipaeniee within < omzany _ Fimal
i s : & WelTEn . senverfmebwor Fights of
iy peror el o | W rang ._..—_.t._.hﬂ&.ﬂ- -5 DAy Diismissal LB |
Lompany teprareriscive. 4, Unauthorizes
[Tr e p— Firat 14 attachment ¢! camputers,
4 ¥ DBELAM OF ApAMmPing. iy Wisching: Writwen FuM_M-iE Clamlal starage mey/drives of cigiifl (ool 7o
Warning n a0y ather computer Zan
i vy
) !ilngng.:. rikten Firal = peripheral toserve s,
prupas !qﬁ;ﬂnﬂ.ﬁ 2| warming .____”__._n._._E: ..MMM—% Dizmisaai Wy _
sl fEtwerk sepmentcatle i |
L ] Laiiniting Company wirltten Fingl % e wrhether temote of an-site, _
e penaigin. | T2 | aming | W | T Dismissl |
Weatring o o, Consenting o, toterating
{ltiﬁ. royng any o aliowlng anothes
W | Company progenty througn | Level 2 written i—ﬂ_&h Susgenslon it e eiad _ |
warng e -5 Days Dismissal TRIrtDes, O, Bl oF
e giganca. Warniry PanywIrD 10 A atoes o |
aerver, diwctary ar fles | _
o whikeh accevaing
empioyed hay noL Desn _
autheirizey
L_ f




4

iy s gt

W™ Plosi MSY Tower

Poss wibires Boad Caig Businsis Padl,
ks Ly 800D

&Y iPioy

AL

I Meglipence or
enfelessness of the
employee by |eaving the
computer unattended and
risking the network to g

| possible securlty violation.

& Tampering of company
s rvirfnetwork
configuration.

Suspension -

5 Days

Dismissal

Purpossly tharing
privileged and confidential
Indrrmation to anyan in
the company or exbernal

partiss,

Lewel 3

Suspansion -

5 Days

Unguthorized possession of
bringing out of Company
Propety, supphes or

L.

Levs| 3

Suspension -

SDays

Dismissal

Disrmissal

Unauthorized copying of
licensed software
application peciage and sil
ncts that violates

inteliectual property rights.

SusponIann -

5 Days

Dismissal

L]

lieliborate locking-out or
haciking of enother
EMploy eSS USEr name in

= LNy server.

Lewn] 3

% Days

7| Dismissal

Placement of computer
wirus, trojan herse, and
other damaging electronic
files or physical accessories
OF WIS OF WOt ks TEtions.

Lewel 2

5 Days

Bivmissal

W Saving Clause

1 Termiration of an employes shall automatically bar him/fher from re-employment.
1 Ihe penalty of dismissal shall not prejudice the right of the company to inftiate court action

agalmst the erring employee.

A Ihis Code shall supersede all other existing policies, rules, memics, and the like, and all polices
10 be implernented, if the same is found 1o be inconsistent with the Code of Conduct.

!.i

lay Gissinger

Owner and Chiel Executive Officer

iPlay incorporated
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Peucadornts Road Ceby Business Park,
Cabu City G000
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RECEIPT OF THE CODE OF CONDUCT AND DISCIPLINE POLICY.

This is to acknowledge that | have read the Company’s Code of Conduct and Disclpline and unders
that it sets forth the terms and conditions of my employment s well a5 the duties and resporsibil
and gbligations af employment with the Company.

| also acknowledge that the Company reserves the right to revise, delate, and add to the provisior
this Code of Conduct and Disclpline , or condition of employment c=n be established by any other
staternent, conduct, policy, or practice.

name _KiEN GIBCoN CARAMLEC

DATE_ (- 45~ 2%

AND HAVE READ AND UNDERSTRMND TS ENTIRE CONTENTS.
EMPLOYEE SIGNATURE "
m_..-ﬁ...___ﬁhﬂ c




