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ID APPLICATION FORM

LASTNAME: __ T01eniiqo FIRSTNAME: __ piraedtr

D NUMBER: _411% PAGIBIG #: 1112955214 2% S55# __35-1n5%5¢ecq-9

PHILHEALTH #: 12~ 25115745 2 TIN: __gle =492 - 3y

IN CASE OF EMERGENCY

CONTACT PERSON;: sltnile ioterding EMERGENCY CONTACT #: [ DL (1)

ADDRESS:_gonben, ¢sich, cen, RELATIONSHIP: __aanther
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Educational Attainment

Education Type: Senlne  Highsehe
School Name: mmwmm Ire .
School Address: g gha g scbiadon. cis 0 1dlisay, ceny,

Course: L Honors:  wih gonor
Date Started: 03 /0G/ 2ol Date Graduated: o1/ M/ 200
MM/DD/YYYY MM/DD/YYYY
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) 09 /15/2023

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2. Hfneite ¢ 1owralnh (the "Receiving Party"},

collectively referred to as the "Parties".

RECITALS

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

Disclosing Party.

OPERATIVE PROVISIONS

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

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

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

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

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

1i5: not to copy or reverse source any such Proprietary Infarmation. 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 any
affiliate, agent, consultant or employee) generally available to the public, or

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

2.3.  wasrightfully disclosed to it by a third party, or

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

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

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

% 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.

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By! _ newl  Ereplioyor

Name: Jade Lenizo Mata Name: _sonate ¢ i0renting®

Title: Onboarding Specialist Title: C5R

Address: #35 Salvador Extension Labangon Address: _ponvon, (8I10b, teny
Cebu City

Date:__©9/ 25/ 2025 Date: o9 175]209%
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Print legibly, Mark appro printe boxes D with /" and use separate shaat if Neceassary.

L PERSOMNAL INFORMATION

2. SURMNAME

FIRST MAME
e

MIDDLE MAME

Schedule:

Team Lead:

EMPLOYEE PERSONAIL DATA SHEET

2. MAME EXTENSION (a.g: ., Sr.}

4. DATE OF BIRTH [mm/dd/yyyy)

5. PLACE DF BIRTH

O510b6; by

6. SEX

D Male & Femalea

7. CIVIL STATUS

B single DWidowed

DMarried DSeparated

17. RESIDENTIAL ADCRESS

ZIP CODE

Puroké ,San miguel
Apas, cehu

GOOO

18. TELEPHOMNE NO,

DAnnulled DOthers, spacify

8. CITIZENSHIP F'inpmc:r
g, HEIGHT (m} 5 A
10. WEIGHT (lg) Eﬂky

11.BLOOD TYPE

12.GSISI1DND,

19, PERMAMNENT ADDRESS

ZIP CODE
Z0, TELEFPHONE MO,

Purak o, SHio Barnwak
Osiob Ebw

LO95

13. PAG-IBIG ID MNO.

1P -9557- 1623

14, PHILHEALTH MO,

1= 281 ]us -2

15,555 NLOL.

45-1550L019 - 9

16. TIMN

24, 5POLSE'S SURNAME

Gl =492~ @Ml

21, E-MAIL ADDRESS (|fany)| (3b27)arsereit ek tom

23 CELLPHOMNE NO. [IT any)

0YI0973 a%344

23, EMPLOYEE ID NG,

U3

PATE OF BIRTH

FIRST NAME {mm/ddfvyyy)
MDD LE hAME /7 J
CCCLURATION /
EMPLOYER/BLIS. MAME / S
BUSINESS ADDRESS ! /
TELEPHONE NO, i /
Contlnue on separate sheet [fnecessary) i /

26. FATHER'S SURMNANME TOWeNINO i/ oo /1958
FIRST NAME AEnN O / /
MIDDOLE MAME Dalis / Y,

27, MOTHER'S MAIDEN NAME i /
SURMNAME Lok ayar oz / I /194
FIRST NAME premi ¢ 4 /
MIDDLE MANME Taarri 1N i /

IE.EQME OF CHILD .f" o i |
(Write full name and list all) ! F i
! i
i /
S !
/ /

f rl |
Vil J/




37 a. Have yvou ever been fﬂrma'f_l'gr charged?

b: Have yvou ever been gullty of any adminlstrative offense?

Dves Pro
If ¥YES, give details

Dves Fno
If YES, give details

38. Have you ever been convicted ef any erime or violation of any law,
decree, ordinance or regulation by any court ortribunal?

Dves Bro
If ¥YES, give detalls

39. Have you ever beenseparated from the service in any fellowing modas;
reslgnation, retirement, dropped from the rolls, dismissal, termination, end of
term, finished contract, AWOL ar phased out, In the public or private sactar?

Dves Dno
If YES, give details

40. Have you ever been a gandidate In a national orlocal elaction
(except Barangay election)?

Dwes Pro
If YES, give details

41 Pursuant ta; {a) indigens uEe Peopine Act (A B27 K, (b} Magna Garta for Disabled
Persons (RA 7277); and Solo Faments Weifare Act 2000 (RA BB72), please ansgwar tha
fallawing Hems;

a. Are you a member of any indigenous group?

b. Are differentlyabled?

c. Area you a solo parent?

Dves Bro
If YES, give please specify:
Dves Eno
If YES, give please speclfy:
Dves Hno

If YES, glve please spec|fy:

42. REFEREMCES (Farson not ralaied by consanguinity or affinity to applicant/appointase)

NAME ADDRESS TEL NO,
(e ettt ) by, Jurnaliny | (BombeameGolal Cera)  uihea  thy | (CFr¥eseioas) ORI UL
| Clauding Déui§ Oy -AG . C(ebu T e T
ey | Anngikay sdandauc, Genty 094454 jupg
43, EMPLOYMENT RECORD (latest)
COMPANY NAME POSITION FROM TCO
(o) fesmy CCE 1 . . UL & L huiaru g4 oM, 2b2§

regulations of the Republicofthe PHillppines.

lalse authorize the agency Haad/ authorized representative to varify/validate
the contents stated herein. | trust that thisinformation shall remaln confidential.

44, | declare under cath that this Personal Data Sheet has beenaccomplished by me, and is a
tride, correct and complate statemant pursuant to the provisions of pertinent |laws, rules and

D pgiure taken within the last
S months 28 om, X 4 8am
{pasaport alza)

COMMURNITY TAX CERTIFICATE NO.

ISSLED AT

z £
ISSLIED OM (mmfdd Avvyy)

RIGHT THUMBMARK

Compuler genaraled o r Xensx
oo py of ploture B not
acoceptable

1

IN CASE OF EMERGENCY: - X Q: i
e conE by Jgru! L e == | g e NATLREXSIign In the box)
Contact Mumbear: (4 LB /B9 (ol ] T
Relation: A e DATE RLCOMPLISHED
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, __Meneite ¢ 1giminn 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 andfor obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
corsent.

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

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

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

Applicant Name: __ wWemene € 10eniind

"Present Address: PUMAK b SUN aaiguel . Apas . (EbY. .

Social Security Number: e 1165 I Date of Birth: M

Signature: P

Date: 09 ] 96| 1023
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SIGN-ON BONUS POLICY

Policy:

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

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

A regular employee

Mo resignation submitted before the releasmg date of the sign-on bonus
Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

® The release of the sign-on bonus will be on the 15“1 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.

Signaflire Over
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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 01
Effective Date s June 13, 2022

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

9 | 2¢ [ 2023
Date

Noted:

e

e |- ma d|aglus

Onboarding Specialist Name and Signature Date




iPloy Gift Policy

The aim of this palicy 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, r;ielnrice, 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 is
tagged under Level 2 offense and follow these progression:

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

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

Employee Acknowledgement .

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

Name: __ pemette €  polentind

Signature: *@‘“%%"‘“"‘1 ! Date: o1 [ | fogd
S




iPloy Social Media Policy

iPloy recognizes that employees use social media tools as part of thelr daily lives. Employees should always
v = Tt |‘

be mindful of what they are posting, wha can see it, and how it can be linked back to the organization and

waork colleagues. !

All employees should be aware that [Ploy regularly monitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.
iPloy does not specifically menitor social media sites fnr'empm?ee 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 erganization’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:

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

® Publishing any confidential or business-sensitive ipformation about iPloy;

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

Procedure:

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

» Be aware of your association with the cumpa'n:,r when uﬁlng online social networks. You must
always identify yourself and your role if you mention or comment on the company. Where you
Identify yourself as an employee, ensure your profile and 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 policy, such as breaching confidentiality or bringing the
campany Into disrepute, you may face dlisciplinar}r action up to and including dismissal.




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

Material in which the company has a proprietary Interest — such as software, products,
documentation or other internal information = must not be transmitted, sold or otherwise
divulged, unless the company has already released the 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
cantent 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 Iviews 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, clstomers or su'ppllers on social media and
networking sites. Such recommendations can give the impression that the recommendation is a
reference on behalf of the iPloy, even when a disclaimer is placed on such a comment. Any request
for such a recommendation should be dealt with by stating that this Is not permitted in line with
company policy and that a formal reference can be sought through HR, in line with the normal
reference policy. i :

Once in the public domain, content cannot be retracted. Therefore, always take time to review
your content in an objective manner before uploading. If in doubt, 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.

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

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

In addition to the above rules, there are many key guil:l_lﬂ'g' 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 online information with caution as there is no quality control process on the internet
and a considerable amount of information may be inaccurate or misleading; and




o At all times respect copyright and intellectual property rights of information you encounter on
the internet. This may require obtaining appropriate permission to make use of information. You
must always give proper credit to the source of the infarmation 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 tn'emplavee's.

Enforcement / Progression

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

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

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

Employee Acknowledgement .
| have read, understand and agree to comply with the f?regmng 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 regardjng those sites is known, identified, expected or
presumed.

Mame: henette S TOWANAD

Signature: ; Date: Gﬁfﬁ.}‘l 92 9
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Date : February 22, 2018 8 e ' .
To ' ALL EMPLOYEES CONC ERN ED
From : Human Resources , '
Thru - Operations Manager e

Subject  : WORKPLACE POLICY AND FHDGH.AM ON HW,J"AIDS

1. OBJECTIVE ; :' I

1.1, In canformity with Republic Act No, ﬁﬁm optherwise known as the Philippine
AIDS Prevention and Control Act oP.1998 which recognizes workplace based
programs as a potent tool in. addressing HIV/AIDS as an international
pandemic problem. this company pdlicy s hére:lw istued for the information
and gudance of the employees in [hﬁ diagnosis, :m.nmem and prevention of
HIV/AIDS in the warkplace 2 T :

1.2. This policy is also aimed at addreaﬁng the stigma attached to HIV/AIDS and
ensures that the workers' right ag.;nn.u discrimination and confidentiality is
maintained.

2. COVERAGE :
2.1 This Program shall apply to all Eh:r'jJ]l::l\rEES regar-dIE:SS of thejr employment
status Y

3 IMPLEMENTING STRUCTURE

3.1, ipley Inc. HIW/AIDS Program shall be ';"nanaged' by ts health and safety
committee consists of representatives from ﬂ'm:difiﬂmm divisions ard
departments.

4. POLICY STATEMENT
4.1. BASIC INFORMATION ON HF‘-.";".NI'.’}.S-- '

4.1.1. What is HIV/AIDS?
i :
4.1.1.1 It is a disease taused by a virus called HIV (Human
Immunodeficiency. Virus). This virus slowly weakens a person's
ability 1o fight off other diseases by attaching itself to and
destroying important cells that control and support the human

Immune systern, . i

4.1.2, How HIV/AIDS is transmitted?”

4121  Unprotected sex with an HIV infected person,
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a4.1.2.2 From an infected motber to hen child (during pregrant it
birth through breast feeding)
3
q.1.2.3 Intravenous drug use with contaminated needles:
4.1.2.4 Transfusion with infectéd blood and biood products; and
4.1.2.5. Unsale, unprotected contact with infected blood and bleeding
wounds of an infected persan g
41,3 Isthere a cure? i -
1.1.3.1 No. However, there are .antirstroviral drug: combinations that
are available when properly used, result in prolonged survival of
peaple with HIV. Holistic care of people living with: HIV-AIDS and
comprehensive  treatmeht of | opportunistic  infections  also
dramatically improve guallty of lite
- r |.|| lr.l &

1. 1. Preventive Strategies

5.1, Conduct of HIV-AIDS Education. : %
L P e Who will conducty :

The Medical Clinic of Iploy Inc. in -:.-:.-I11|r|.'1!!;a|_- with the Health and
safety Committee shall conduct HIV-AIDS educatian to all employees
for free. This shall also form part of the orientation of newly hired
employees. The _.r.srh'_!l.u.':I.:z-d_ ..|:I||r'||.|lz:_|r package developed by the
Pepartment of Labor and =.'-:1_..!;I,-u,|--1-r-'. (DOLE) '-1i1 v be used for this

purgose

5.1.1.2 How will it be conducted?

Thie HIV-AIDS education will be conducted throygh distribution and
posting of IEC materials, lectyres, counselling and training and
information on adherence 1o stancard or '.Jf'll\.'-'r"utl precautions n the

workplace

= 1.2, screening: Diagnosis; Treatment gnd Referral to Health Care Services

Bl Screening for HIV a5 a prerequisite to gmployment is not
mangatory ]
L B The company shall encourage positive health seeking behavior

through Voluntary Counseling and Testing
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< i The company shall' establish a referral system and provide
access to diagnostic and treatment-services for its workers. Referral

to Social Hyglene Clinics of LGLU for RIV screening shall be facllitated

by the company's medical clinlc staf

1.2.4 The company shall likewise facilitate access 1o livelihgod
assistance for the affected. employee and hisfher families, being

offered by other government agencies
6. SOCIAL POLICY
6.1, Nen-discriminatory Poliey and Practices

B6.1.1. Discrimination in any form from pre-employment to  post
employment, Including hiring, promation or assighment, termination of
employment based on the actugl, perceived or suspected HIV status of

an inaividual is prohibited

B.1.2. Workplace management of.sick emplovees-shall not differ from that of

ary other illness,

6.1.3. Diseriminataory act done by an officer ar an emplayee against their
co-officer or co-employee shall likewise be penalized.

6.2. Confidentiality/Non-Disclosure Policy

B.2.1. Access to personal data relating to & worker's HIV status shall be
bound by the rules of :»;'yr|T|-:1-.-.'r|_r.i-=||-'-",' consistent with provisions of R.A

504 and the ILO Code of Practice

6.2.2. lobapphcants and workers shall not be compelled to disclose their

HIV/AIDS status and ather related medical information

6.2.3. Co-employees shall not be obliged to reveal any personal information
relating to the HiV/AIDS status of fallow workers.

6.3. Work-Accommuodation and Arrangement

&3.1 The company shall take measures to reasonably accommodate

employees with AIDS related linesses

6.3.2. Agreements made between the company and employee's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working

time and arrangement for return to work,
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
11, Employer's Respansibilities

7.1.1. The Company, together with employees/ labor organizations, company
facal ‘personnel far human refources, safety and health personnel shall
develop, implement, monitor and evaluate. the workplace policy and
program an HIV/AIDS

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

warkforce

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

.14 Ensure confidentiality of the health status of its employees and the
access to medical records s limited to authorized personnel

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

£.1.6. The Health and Safety Committes; together with employees/ |abor
organizations shall jointly review the policy and program and continue to
improve these by networkimg with government and organizations
promoting HIY pravention 1

7.2. Employees' Responsibilities
7.2.1. The employee's organizatiort shall undertake an active role in
educating and training thelr members on HIV prevention and control
Promate and practice a healthy 'Iuieswle with emphasis on avoiding ‘high
risk behaviar and other risk factors that expose workers to increased risk
af HIV infection, i

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

data relating to @ worker's HIV status,

7:2.3. Employees and their organization shall not have access to personnegl

7.24. Employees shall comply with universal precaution and preventive
measures X
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g, IMPLEMENTATION AND MONITORING

Ihe Safety and Health Committee onits counterpart shall periodically monitor

o2

and evaluate the implemeantation of this Policy and Program
Y EEFECTIVITY

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

t-“u'f-"',' |.L|rL_F_~,||.|-'I,-|'|...

18 |: 5
: " '.?I.I'”-l' X
Prepared by: Jo Hannd R, Melecio

Human Resources

1
D
Reviewed by: Alfredo P Gararillo Jr.

Diector ﬁle]ns'{r.nlrrrln

Approved by: Yisroel Y. Gissinger
CEQ
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Date s January 1, 2018
To ¢ ALL EMPLOYEES CONCERNED ",
From : Human Resources \
Thru : Operations Manager : -
Subject  : WORKPLACE POLICY AND PROGRAM ON TUBERCULDEIS (TB) PREVENTION
AND CONTROL

1. OBIECTIVE i

1.1.To assist the government in its campaign against Tuberculpsis {TB) in compliance
with the Department of Labor and Employment’s Department Order No. 73-05,
series of 2005 - Guidelines for the Implementation of Palicy and Program on
Tubergulosis (TB) Prevention and Cnnlm_*:!} inthe Workplace.

1,2.To provide initiatives to prevent the outbreak and spread of tuberculosis in the
workplace, and to treat, care, and suppurt employees who become afflicted with
tuberculosis o

2. COVERAGE
2.1.This Program shall apply to all emiployees regardless of thelr employment slatus,

3. POLICY STATEMENT ‘

"

3.1.The company seeks the prevention of the spread-of tuberculoss, as well as the
treatment, rehabilitation, and restaration to work of employvees who contract
this disease. To achieve (his goal, all Iémn]wees are strictly mandated to undergo
an annual physical examination with the requisite chest x-ray.

3.2 Also, In line with this, a T8 awareness program shall be undertaken through
infarmation dissemination, which shal include its nature, frequency (accurrence
in a selected population) and transrmission, treatmeént with Directly Observed
Treatment Short Course [DOTS), and control and management of TB in the
workblace. This shall be handled by the Office of Health Services (Infirmary) or
the partner health provider of IPLOY [NC. in conjunction 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 contral TB, and |5 composed of five
companents; which are; _

3.3.1. FRolitical will or commitment to enduring sustained and guality. TB
treatment and contral activities;

3:3.2. Case detection by iputum~5ljhear microscopy. among  symptomatic
patients;
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3.3.3. Standard short-course chemotharapy using regimens af B to 8 months for
all confirmad active T8 cases [i.e., smear positive or (hose validated by the
TB Lfl'a[”:-;l';tn.' Committee) Complete drug taking through direct
observation by a designated treatrent partner, dut ng the whole course of
tne treatment regimen, .

3.3.4, A regular, uninterrupted supply'of all antl-tuberculosis drigs and other

materials; -

335, Astandard recording and reporting system that all cnw- assessment of case
finding and treatment outcomes for each patient and of tuberculosis contral

program’s performance cverall

3.4 Employees must be given proper information on ways of strengthening their
immune responses against TB infectitn, Le, information on good nutrition,
adequate rest, avoldance of tobacco and alcohal, and good personal hygiene
practices. However, it should be -.Jr1|;;.|'[-'f'-H'_fJI'1‘-'I| that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
itormation on its etiology and complete perfarmance ovérall,

1.5, Impraving warkplace conditions -
3.51. To ensure thal contamination ffom TB airborne particles s controlled,

workplates must provide adequate and appropriate ventilation (DOLE-
Docupational 5afety and Health Standards, OSHS, Rule 1076.01) and there
shall be adeguate sanitary facilities for workers

3.5.2. The number of employees in a<work area shall nor exceed the required
number for .a specified area dpd.shall observe tha standard for space
requirement. (OSHS Rule 1062)

i.6.Capability building on TB awareness raisigg and training on TB case Finding, Casa
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given Lo Company health personnel or the occupational safety and health

commitiee
3.7.Social Palicles:

.01 NMon-giscrimination: Employees Whoo have or had TB shall not be
discriminated -against. Instead, they shall be supported with adeguate
diagnosis and treatment, and shall\be ertitled to.wark for as long as they are
certified by the Company’s accredited health pravider as medically fit and
shall be restored to work as soon as ._.h. ir iliness is controlled

3.7.2. Work Accommiodation: Through agreements made between the
management and the employees, work accommodation measures to
suppert employees with TB |5 encouraged through flexible leave
arrangements, rescheduling of working times, and arrangemenis for return
to work :
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3.7.3. Restoration to Work: The errfﬁlnvee may be dllowed to return to work
with reaspnable working arrangements as determined by the Company's
Health Care Provider and/or the BOTS provider,

1.8 Employee Responsibility:

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

3.81.1. Anemployee who has the symptoms of TB is required to initially
wear a face mask (especially while ingide the office) and observe good
hiygiene practices, at least untll declared by a competent medical
practitioner to be safe from transmission,

1.8.1.2, Similarly, for those at risk, .., those with family members with TR
or those exposed to a co-employee with TB, it. would be prudent to
observe the same good hyglene practices until declared free from the
disease and safe from transmission,

3.8.2. Once diagnosed to be with TB. employees shall immediately seek
treatment either through the Depdrtment of Health's DOTS or a private
physician of the employee's choe.  However, it is imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the fallure of treatment, which may make it harder to treat the infection and
result in a longer absence,

!

3821  An absence from work due to medical reasons of over six [6]
months may result In the-termination of one's employment as
provided for by the Labor Code of the Philippines under Arl. 284 —
Disease as Graund for Termipation.

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

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

310, An employee afflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program, (DOTS) prescribed, and who is finally
declared to be In a non-communicable stage, may be allowed back to wark
subject to being given a medical cleararice by a Company designated physician,

3:13; Employees (those afflicted with the disease or those identified under
contact tracing) who refuse to cooperate and dutifully observe lawful
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instructions (undergo a medical check-up and/or treatment), may be subject to
disciplimary action proceedings for ms‘uhordinahun (the penalty of which may
range up to the terminatian of one’s employment)

LS

4. PROCEDURE ) '

4.1.The respective Health Services of the Company (and/or the contracted Health
Services Provider) shall toordinate with the Occupational Safety and Health
Centar who shall provide preventive and techmical assistance in the
implementation of the Workplace T8 Control and Management Program

4.2.An employee who undergoes the Annual Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded to company clinic/HRD.
Employees who fail to undergo the requisite annual chest x-ray shall be directed
to secure one at an accredited clinie 'or by hisfher preferred Infirmary/Health
services,

471 Those with medical findings shall be required to undergo further medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted fo mmnarw clific/HRE and his/her respective
Infirmary/Health Services.

4.2.2, The employee shall then coordinate with company clinic/HRD and his/her
respective Infirmary/Health Services for the next steps,

a3 Anemployee who is suspected to be afflicteg with TB, whether as a direct suspect
or by contact tracing, shall cooperate fully with histher respective
Infiemary/Health Services (and/or the contracted Health Services provider). |If
the employea tests positive for TR, the emploves shall undergo the DOTS
program toits completion, =

4.4 11 the employee needs to undergo a legve of absence to recuperate, he/she will
be allowed to use the appropriste leave before he/she may request to be
permitted to po on a Leave of Absence without Pay (LOAJ

44.1 The employee shall observe the requisite procedure in applying for a
leave.

442, The Unit concerned shall ensure that the requisite procedures are
observed by the employee and that the company clinic is duly informed.

4.5 An employee may be allowed 1o go on a medical [eave af absence (without pay)
for a maximum ﬁerlud of six (6) months. The concerned employee shall submit
an application for a leave ol absence before going an leave. Said leave
application shall be subject 10! appraval 3t the sole discretion of the Company
Management '

451 Thesame procedures under 4 2.1 to 4,22 shall be observed.
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e (without pay),

4 & After treatment, with a maximum period ar six (&) months oni
an employee found to be cured or in a non-communicable stage of TB may be
allowed back to work, provided Lhat 'I".'..' employes s neaith shall continue o be
monitared during the annual ohysical examinagtion with tha requisite chesl x-fay

15 may be deemed necessary by the Unit Health Services (Infirmary) or
contracted Health Services grovider

4.7.The employee returning to work shall be reguired ]|-,,rll'n'_ Management (o secure
a medical clearance from a medical doctor chosen by the Company before being

allowed to return to work

4.8.The HRD will initiate disciplinary proceadings against any ermployes lound to have
discontinued treatment in deliance ol medical advice. or whio refuses 1o |I'.|r3?k:|"
the full treatment course prescribed. Likewise, amployees who are ardered 1o
undergo a check-up due to contact (racing but refuse (o do so will also face
disciplinary action procesdings. In both cases, the maximum-sanction apphcable
for insubordination will e the termination obone's amp yment it s deemea

warranted

5 IMPLEMENTATION AND MONITORING

5.1.The Safety-and Health Committee ar its counterpart shall periodically monitar and
-

evaluate the implementation of this Folcy and Progran
6. EFFECTIVITY

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

every employee

WETIE!
LA e
‘repared by: Jo Hanna R hNiglecio

Human Resgurces

|

| ]
Reviewed by: Alfgedo i’__ﬂjj_i&lrlllu dr,
Direstor af {11]|-‘|r:|'.|r||:-1

Approved by Yistoel Y. Gissinger
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Date tFebruary 22, 2018

To rALL EMPLOYEES CONCERMED ;

From : Human Resources

Thru s Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

=

GBIECTIVE

1.1 1play Inc. 5 committed to conform to the established standards assurance of
customer satisfaction, protection of ‘our envirofiment and health-and safety in

the workplaces,

). The comparny promotes and ensuresa healthy envirgnrment through its: various

i
{ W)

health programs o safeguard its employees. And-as part of the company
compliance to DOLE Department Advisory No. 05, Series of 2010 |Guidelines for
the Implementation of a Workplace Pollcy and Program on Hepatitis B), this
Program has been developed. This program is airmied to address the stigma
attached 1o hepatitis B and (0 ensure that the employees’ right against
discrimination and conlidentiality s maintainad

1.3.This guideling Is formulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B. This will inform the
employees of their role as well as the company in dealing with Hepatitis 8, &
healthy environment encompasses & good working relationship and great oulpu!

for cantinuous DUsIness growtn

COVERAGE

2.1.This Program shall apply toall employees regardless of their emplayment status
POLICY STATEMENT
3. 1. Implementing Structure

3.1.1. |ploy 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 represanted

1.2, Guidelines
1.4.1. ‘Egducation

LB e Hepatitis B shall be corducted thraugh distribution and pasting of

ar lectures; and

[EC materials and counselling and,
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3.2.1.4 titis Beducati Rall be spearheaded by Iploy Inc, Medica
Clinic in close coordination with the hiealth and safety committee
' Preve Ve alralegie ’
3.2.2.1 All #mp Wes are encouragea Lo be imin |'|.|'_'|'I_|,1 against Hepatitis
B after sa img earance f Ihe pibiy . :

Waorkplace sanilatio 1d piroper anapement and disposa

Nl pe moniterad by the health ang satety .commitiee on a re
(41 b 1
3.2.2.3 Persona :_'ll.!'!-.":_' VE 20UIDMment all be made available: at all tirmi
1Gr all BEmployess; and
}.2.2.4 Employess will be givien tr i formation on adherence |
tardards ar Wnnver BeCautiar nthe wWorkplact
4. SOCIAL POLICY
4.1.1.1 Non-discriminatory Policyand Practics i
e e 4] There shall be no discrimination of any lorm against
employees on the basis af their Hepatitis B status consistent with
L]
the international agreements on non-discrimination. ratified by
the Philippings (ILO C111). Employees shall not be disgriminated
dEAIMSL,  Iron Bire | post employmen e luding Riring
promotion, or assignment because aof their hepatitis B status
-1 1 Al e ker s talettl=TaaTElall 4 [ e 1 sk A fer
M. dodod,d YVLTREHGLE T e ) CX @mployees i ot it
fre that af any other P Persons with Hepatitis B related
nesses may work for as long as they |'."-'||:. aically Fit to wor
i Confideantiality :
4.1.1.4.1 JOD apphicants and-empioveds shall not be compelleg to
gisclase their Hepatits B fatus. and other  rfeiated medica
information, LCo-emplovees shall not e obliged. Lo reveal any
persong nlormatio ot e e S ali VWEE B =
personal data relating to emplovee’s Hepatitis B status shall by

on confidentiality and shall be strictly limited

bound by the rule:

i ir i lepa V' FEQ jirsd

Lo medical personr

Work-Accommodation and Are Ingement

3.1 The Ompany 1A LA MEeasure ) reasonably
iccormimodate emplovees whi ire’ Hepatit B nositive r ol
iepatit o relgted P55
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41132 Through agreements made between managemeant and
employees representative, measures to support employess with
Hepatitis B are encouraged te wark through flexible leave
arrangements, rescheduling of working tirie and arrangement for
return to wark

4.1.1.4, Screening, Diagnosis, Treatment and Referral to Health Care
Servides
4:1.1.4.1 The campany shall estabilish a referral system and provids

access to diagriostic and treatment services for Its employees for
appropriate medical evaluationd monitoring and management,

4.1.1.4.2 Adherence to the guidelines for healthcare providers an
the evaluation of Hepatitis Bs positive employees s highly
ercouraged

4.1:1.4.3 Screening for Hepatitis B as a prerequisite to employment
shall not be-mandatary. .

G B o Compansation

- A e T The compary shall provide access to Soclal Security
Svstem and Emplovers Compensation benefits under PD 626 LD
an emplovee contracted ws[hiHeunhm B infettion In the
perfarmance.al his duty

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
512 Employers Ft-?spnnmﬂul;tle.f.

G i T Management, together with emplovess organizations,
campany focal persannel for human resources, and safety and
health personnel shall develop, implement, manitor and evaluate
the workplace policy ard program an Hepatitis B.

.

e (3 [ [ The Health .1r*{j Sat ety Committee shall ensure that their
company policy and prljgram s adequately funded and made
known to all emplovees.

i Ry Ihe Human Resources Department J.a |'ensure that their
policy and program adhere to exist Ing leglslatians and guldelines,
including provisions on, leaves, benefits and Insurance.

5:.1.1.1.4 Managament' shall provide Infarmation, education and
training on Hepatitis'B for ils workforce consistent with the
standardized basic information package developed: by the
Hepatitls B TWG, If hot available within the establishment, then
pravide access to Information
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o e 0 e The company shall ensure non-discriminatory practices in
the waorkplace
5.4 B He mianagarment toocetha it ik 5 R i |
1.1.1 | IANaEEmi pgelner  antl e company rocal
personne! for numan resources and safety and health  shal
provide appropriate personal protective equipment to, prevent
Hepatitis B exposure especially for employees exposed o
potentially contaminated blood or body fluid
L Vi S alke g The Health and Safety Commities, topether with the
emplovees arganizations shall jointly review the ool v and
program for effectiveness and continue to improve these by
network ng with government and organizations promoting
Hepat B'oravention
'_. : 118 ThEe ampany 5ha SnsUre cor |‘.|'_'|'-r tia I.I, of the |l.'._|§:i|
status of plovess, Inc iudi g thase swilth Hapatitis 8.
L=l bl The human resowrces shall ensure that access to medica

5.1
L |
5.1
E 1
I |

regords is limited to authorized oer saonnel

Employvess Responsitilities

e The employees. organization 15 required to undertake an

active rale in educating and training their members on Heapatitis
B prevention and control, The [ES program must also aim at
promioting and practicing a healthy lifestyle with emphasis on
avoiding high 'risk bhehavior and other risk factors that

expose employees to increased risk of Hepatitis B

infection, consistent ‘with tf

standardifed basic information

package developed by the Hepatitis B TWG

1.2.2 Emplovees shall practice non-discriminatory, acts against

Il

co-gmployees on the ground of Hepatitis B sta

tus

1.24'8 Emp oYyees Tafelfatell IFEanization: shall not have aceess to
personnel data refating to an employee's Hepatitis B status. The

rules of confidentiality shall dpply I carrying: out unior and

organization functions

J:24 Employees shall comply with the universal precaution and

(Ne preveniive measures

5 .J.l...-' 5 ::"|||_'|!|;--r'|-'|-'. ,n'.':_fil |'|-..::.|‘-‘|-I H mav i !|||.|| e heaalth care
provider or the company physician on their Hepatitis B status,
that 15,11 their work activities may increase the risk of Hapatitis B
Infection and fransmisson or put the Hepatitis B positive at risk

for aggravation
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6. IMPLEMENTATION AND MONITORING

.1, Within the establishment, the implementation of the palicy and program shall be
maonitored ana: evaluated periodically. The safety and health committee or It

counterpart shall be tasked for this purpose
. EFFECTIVITY

7.1 This Policy shall take place effective immediately and skall be made kKnown to

every employee

1i1 kL,
|}
Prepared by: Jo Haftity R Melecio

Human Resources

| |
Reviewed by: Alfreda P, Camarillo Jr. : .
Directior of Jperations ; :

Approved by Yisroel Y. Gissinger
CEO
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Date January 1, 2018

To ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject : DRUG-FREE WORKPLACE POLICY AND PROGRAM

OBJECTIVE

1.1

In compliance with Article V.oof Republic Act Ng. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and Its Implementing Rules
and Regulations and DOLE Department Order Na. 53-03, series of 2003
(Guidelines for the Implementation af a Drug-Free Workplace Palicies and
Programs for the Private Sector), Ibloy Inc hereby adopts the following
policies and propgrams Lo al hieve a - frese wol i;ullm @

Company policy is to maintain a workplace free of illegal drugs. To ensure
that the objectives of the company's Corporate policy are met, the company
is implementing this drug-free program, The nrngr.‘arﬁ will have the following

alements

COVERAGE

2.3

This Program shall apply to all employees regardiess of their employment

statlus.

POLICY STATEMENT

3.1

3.3

3.4

The use, possession, solicitation for, or sale of dangereus drugs on company
premises or while perfarming an assignment

Heing impaired or under the influence of dangerous diugs away from the
company, if such impairment or influence adversely affects the employee’s
work performance, the safety of the employee or of others, or puts at risk
the company's reputation

Possession, use, solicitation for, or sale ol dangerous drugs away from the
company premises, if such activity or involvement adversely affects the
-'-rnpl[v,.'{-s-'-. work p-_lrfl‘_lrr'r|.-_{*|-:_r_-- thie safety of the employee or af others, or

puts at risk the company's reputation.

The presence of any detectable amobnt of dangerous drugs in the
employee's system while at work, while on the [:r{-_'mlﬁE:i, of the company, or
while ¢n company business. "Dangergus Drugs” Include those listed in the
Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of R.A. 9165

4. MANDATORY DRUG TEST

4.1

4.3

To ensure that only those qualified shall be screenged and recrulted to prevent
the detrimental effects (p.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

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

accredited drug testing center by the Department of Health {DOHJ, as its
authorized drug testing laboratory

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

431, RANDOM TESTING: Officar/employees may be selected at random for
drug testing at any Interval determined by the Company

4.3.2. FOR-CAUSE TESTING: The company may ask an officer/employee to
submit to a drug test at any time it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
circumstances, evidence of drugs on or about the employee's person or
i 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 absenfeeism or tardingss.

4.3 3. POST-ACCIDENT TESTING: Any officer/employee involved in a "Near-
Mise” incident or "Weik Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test.
As defined herein, “Near-Miss” means an incidént arising from or in the
course of wark which could have led ta injuries or fatalities of the
workers and/or considerable damage to the employer had it not been
curtailed. "Work Accident” refers to unplanned or unexpected
pccurrence that may or may not result in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment.

4,34, All drug tests shall employ, among others, two (2) testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening  test. Where the confirmatory test turns positive, the
company’s Assessment Team shall evaluate the results and determine
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the leyel of care and administrative interventions that can be extended
to the concerned employee

425 |Iploy Inc. shall inform the officer/femployee who was subjected to a
drug test of the test-results whether positive ar negative

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

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1,

An officer/employee who, for the first time; is found positive of drug use,
shall be referred for treatment and/or rehabilitation in a DOH accredited
center. For this purpose, Iplaoy 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 rehabllitation, the company's Assessment Team, In consultation
with the head of the rehabilitation Lentr_ar, shall evaluate the status of the
drug dependent employee and recgmmend to the employer the resumption
of the employes’s job if he/she poses no serious danger to his/her co-
employees and/or the workplace

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

5

Repeated drug use even after ample opportunity for treatment and
rehabilitation shall ke dealt with the curremumhng penaities Under R.A. 9165
and |s a ground for dismissal : ;

6. ADVOCACY, EDUCATION AND TRAINING

b.1.

b2

Iploy Inc. undertakes to increase the awareness and education of its officers
and employees on the adverse 'th-:'tb of dangerouws: drugs through
continuous advacacy, education anc lraimng programs/activities to all its
officers and employees

All efficers and employees are required to undergo an orientation/education
program befare assumption of their re hpELtl'u'E duties. The program shall
include the following topics:

6.2.1. Salient features of R.AL9165;,

6.2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, farmily and the community;
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6.3.

6.2.3. Preventive measures against drug abuse; and

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

o encourage all officers and employvees to lead a healthy lifestyle while: at
work and at home, Iploy Inc. undertakes to conduct the following activities as
often as possible , %

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

£.3.2. Health wellness screenings |e.g. blood . pressure gnd heogrt rate,
cholesterol test, blood gﬂucDHE'..é!E i

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

6.3.4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EM PLU"l"EFI‘. AND EMPLOYEES

7.1

12

7.3

Iploy Inc. shall ensure that the -ﬁ-ulhbtace policies and programs on the
prevention and contral of dangerous drugs, including drug testing, shall be
disseminated to all officers and e:rn;zlm,rs-er' The employer shall obtain a
written acknowledgement from the empln',,rEE'-. that the policy has been read
and understood by them

Iplay Inc. shall maintain the confidentiality of all information relating 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 authorized in writing by
the person concerned

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

8 CONSEQUENCES OF POLICY VIDLATIONS %,

Bl

Any officer ar 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 |l of RA 9165 and Its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
Act,

]

2. Any officer or employee found positive for use of dangerous drugs shall be

dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 9165

.
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9. IMPLEMENTATION AND MONITORING

§.1.1, The implementation of these golicies and programs shall be monitored
and evaluated periodically by rna_r:ag:_-:rmf'nl to ensure a drug-free
warkplace. For this purpose, an Assessment Team shall be constituted in
accordance with D.Q. 53-03, i ' '

10. EFFECTIVITY

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

11. ATTACHEMENT

303, Drug-Free' Workplace Policy and Program Acknowledgement

I|| Ny
Prepared by: lo Hgtfli#}ajﬁ hMelecio
Human Resources

Reviewed by: Alfrédo P, Cararillo Jr.
Direc or of ﬂFer tions

Approved by: Yisroel Y. Gissinger -
CED
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Drug-Free Workplace Program-Acknowledgement

I hereby acknowledge thal | 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 Program providers or local® drug and - alcohol treatment
programs. | have had an opportunity to have all aspects of this material fully explained. |
also understand that | must abide by the Program as a condition of initial and/or
continued employment,, and any violatian may result In disciplinary action up to-and
including terminatian, '

| also understand that during my employment | may be required to submiit to testing far
the presence of drugs or alcohal In my body, | understand that submission to such testing
is a condition of employment with [Company], and disciplinary action up to and ineluding
termination mavy result it

1) | refuse to consent to testing

2] | refuse 1o execute all farms of consent and release of liability that are usually and
reasanably associated with such examinations.

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

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

51 I otherwise violate the policy

| aiso recognize that the Drug-Free Workplace Policy and- related documents are riot
intended to constitute a contract batween Iploy Inc. and me.

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

SIGNATURE . DATE

WITMNESS DATE
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Date v Jlanuary 1, 2018

To tALL EMPLOYEES CONCERNED
Fram ! Human Resources

Thru : Operations Manager

subject : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

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 resolution, settlement and/or disposition of sexual harassment cases

*

2. COVERAGE

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

status
3. POLICY STATEMENT

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

3.2. Sexual harassment refers to behavior that Is not welcome, that Is personally
offensive, debilitates morale and, therefore, interferes with work
effectiveness, Such behavior may bé in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favers, and other sexually
onented conduct which is offensive or objestionable to the recipient
including, but not limited to: epithets, derdgatory or suggestive comients,
slurs or gestures and offensive postérs, cartoons, pictures, or drawings

3.3, Iplay Inc, will net tolerate any behavior that amounts to sexual harassment
and any officer or employee found to have committed sexual harassment
shall be subjected to disciplinary action, up to and including dismissal

3.4 DEFINITION OF SEXUAL HARASSMENT

iploy Inc. has adopted, and its poelicy is based on, the definition of sexual
harassment set forth in Section 3 of RA. 7827 It provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisar, agent.of the emplover, drany other person who, having authority,
influence or maral ascendancy over another in a work environment, demands,
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requireés or otherwise requires any sexual favor from the ather, regardless of
whether the demand, requests or requirement for submission is accepted by
the object of said Act.

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

34.1 The sexual favor is made as a condition in the hiring or in the
employment, re-amployment, or confinued employment of said
individual, or in granting said individual favorable compensation, terms of
conditions, promotions, or privileges, or.the refusal to grant the sexual
favor results in limiting, segregating pr classifying the employee which in
any way would diseriminate, deprive or diminish employment
opportunities or otherwise adversely affect said employee;

34.2. the above acts would impair the Fmplayeea rughn ar privileges under
existing labor laws; or :

34.3. the above acts would result in an u|r1r"||dat1r':g hostile, or offensive
emvironment for the employee % A

3.5 WHERE SEXUAL HARASSMENT IS COMMITER

Sexual harassment may be committed in any work o training environment. [t

may inciude, but are nat limited to the following
L

3.5:1. Inaroutside the office building ar training site;

3.5.2. at officeor training-related social functions;

1.5.3. inthe course of work assignments.outside the office;

3.54. at work-related conferentes, stuglies or training sessions; or
155, during work related travel.

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

6.1, Overtsexual advances, -

3.6.2. Unwelcome or improper géstures of aFre-r.:hon

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

3.6.4. Any other act or conduct of a sexual nature or for purposes of sexual
gratification which s generally annoying, msgﬁsting of offensive to the
victim,
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3.7, WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional campliments aof a socially
acceptable nature It reters to behawor that s not welcome, that is
1&-'lrl—.|;1r|.1||l\. offensive. that debilitates morale, and that, therefore, interferes

with work effectiveness

EMPLOYER'S RESPONSIBILITY

okl
O

Iploy Inc. undertakes to provide its officers and employees a waork
environment free of sexual harassment by management personnel, by co
waorkers and by others with whom officers and employees must interact in
the course of their employmeant in Iploy Inc. Sexual harassment is specifically
prohibited as unlawtul and as a'violation of company policy. The company 15
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment,

4. PROCEDURE ,

4.1, COMPLAINT PROCEDLURE

4.1.1. Any officer or employee, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee an Decorum and Investigation. They may also report
actse of sexual harassment to any other member of Iploy Inc
management or ownership. All allegations of sexual harassment will be
guickly investigated, To the extent passible, the identity of the officer ar
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the |nvestigation |s 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 [0 receive complaints,’ lr'u".*E'ﬁtleralU and hear sexual
harassment cases. The Commitiee shall develop its. own rules in the
settlement and dispositicn of sexual harassment cases, The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment

4.2, RETALIATION i
4:2.1. lploy Inc. will permit na f“ﬁpliiv'ne-r:l based retaliation against anyone

who brings a complaint of sexual harassment orwho speaks as a witness
in the investigation of a complaint of sexual harassment
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4.3. WRITTEN FOLICY

43.1 Al officers and employees of. Iploy Inc. shall receive a copy of the
company’s sexual harassment policy upon assumption of their respective
offices. If at any time an giticer of employee would like another capy of
the policy, please contact the Office of the Committee on Decorum. If
Iploy Ine. should amend or ‘modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
modilied policy

5. CONFIDENTIALITY 2

5.1 At the commencement of the investigation pr'm:m':um at the Committesa,
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 |5 the intention‘of Iploy Inc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered ' through the Investipation process
confidential at all times, even after the conclusion of the investigation proper

6. EFFECTIVITY
6.1. This Palicy shall take place effective immediately and shall be made known to
every employee, | '

"

Tkt ;
MY . .
Prepared by: Jo Hanna R. Melecio

Hurman Resgurces

i
Reviewed by: Alfredo t Eamarilio Jr
Directof i Operations

Approved by: Yisroel Y, Gissitiger
CEQ
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by:

Yisroel Y. Gissinger
CEO
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Fallatt Proviges unisex restrogms avallanle sothal empl [ ] | them when they n 1
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we have a gparate single, privaterestroam avallable for use:

Moreover, any employee with concernyissua in using Lhe Linisex restroom, please vislt Human

Resources office to Eel 400 atcess pass, LIge sequnty, Log in ana Log out procedure shal
1pply
irthermore,, 1L s essential that all en plavees should comply and observe the réstroom

etiguetti

& Ernek if thi (t e appear to bie' i inied. Don'r peek under the doors

¢ |Lock the cubicle door when vou.anta

™ taric 058 2 |r.-i. tothe gan'aruring 1y JLE6n wel tThe sedt. walls of

Hoor .

& Flush the toilet atter use and wipe off the toilet seat for the mext user

& Paper towel goir thetrash can. not on the floor or in the tollet bowl

. Wash vaur hands to prevent the spread af colds ard the flu

o Plegse use water and paper towels conservatively
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February 27, 2018

To - ALL EMPLOYLES _
FROM - 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 altendance and punctuality

To ensure effective implementation and monitoring of office security

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

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

3. Bags and/or personal items should be left in the locker before longing in/going inside
the production area

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

Employees are only allowed to stay in the office for thirty [§D} 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

8. Employee ID and RF 1D 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.

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

11. Submit self to magnetic wand sca nning 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,

13 ! 2
AL y
Jo Ijli-_’l'i'!'riL {F'!"Ibeciu brw—p
Hurman Resources N TOWRNIING og,'gg{:!aﬁ

Noted by:

Dir@uru Operations

Scanned by CamScanner
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DATE : MNovember 17, 2021
TO : ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBIECT L LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

¢ OMNE LOCKER ONLY per employee. NO sharing of lockers.

 NO storing of perishable foods/leftovers inside the locker.

* Propersanitation is strictly observed (E.G. No storing ef unwashed containers/mugs/utenslls, etc.)

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

s  Checking/audit will be done fram 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, e

e Any sort of action that may result in damage to property is strictly prohibited. This includes but is
not limited to graffiti/vandalism, posting of stickers, damage to facility property such as the 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 of the lockers, 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 passwnrﬂ{'mde should be submitted a
day prior and will be subject to availability of the bolt cutter. '

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

» NOLOITERING inside the locker room

e 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.

Failure to comply will be dealt accordingly.

Prepared by: Noted by;—— _
rcilla Carlos Gotiong

Ma da
Employee Relations Specialist H’H Ména-ger General Manager

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

Employee S¥gnature Over Printed Name/Date
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JATE April 3, JO18 o

ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTIEN

THEI COPERATIONS MANALGER

SUBIFLCT MEMO: CALL IN-FOR QLT OF CIEFICH

”'P"fI"'““!u"nﬁﬂﬁlﬂllffﬂHlF‘erMhu*'.Al-ﬁvgJ-I-}'I=i nireport absence will

be implemented effective Monday, April 9, 2018
'.".'“]""i:- B35 Li

In cases of late and/or absences, employee should report to Human Resaurces through

SMS ar Call via HR hotline: 091 7-709- 7074

}. Naotification should cantain the following information

a4 complete (real) Mame

la} Department t

L Team Leader

d. ‘Callin for: (Whole day Absent, Half-clay Absent, Late)
i Reason

1. HE will be the one to send notification toeQOperations Managerment

4. No'callin should be communicated through Team feads or any other emplovee, It should
e done Dy Ine emplayes ar fusiner relatives '
Notification should beat least rwo (21 hours before tHe |-='r_-|.1_, = Rt

6. If an employee is advised to rest/confined in the ho pital, number of rest days as advised

by the physician showld be indicated, Dtherwise. emplovee must send notification daily
S

' Eail 5 0 ¥ il 5 1L g " I " F ]
! Failure ta natify will bi 1.|;’_|.|I'-.| as No Call, Mo Show-and/or unscheduled absence and w

hedealt with ai coraing toourode of Conduct and Diy Eaiime

Far your guidance and strict compliance.

:M--1_
1oweMiNeg Q9 ;‘-29;2:.}33

J'\I{r-_f-'_l-'; J ;'l'nc;r: lo Ir

B .\_,_ -‘L;‘ |!'_-;_.'I|'_:l|.'|r1! !
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February 18, 2020

Ta : ALL EMPLOYEES
FROM COPERATIONS MANAGEMENT
SUBIECT : ATTENDANCE BONUS 2020 i

As we end the year 2019, IPloy would like to set clear key procedures and policies. This memorandum serves as
remindat to ba followed:

PAYROLL

1. Immaculate Attendance Bonus |5 far employees with perfect atlendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Faillure to pupch in = out for
hreaks will alsa disqualify the employse. No waivers will be given,

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

3. Employees who tendered thelr resignation before the release of the Sign On Banus [First Half or Second Half) will
NO langer be eligible 1o receive |t .

4, Employees gualified for the Sign On Bonus [First Half or Second Half) will recaive it on the 0" of the succesding
manth from eligibility,

5. Elgibility for the annual merlt increase is based on overall performance and management discretion, Pay out |s
at management's discration

EDICAL T E L
1. When must the medical certificate be dated?

- | day absence — the medical certificate must be dated on the day of absa nee or the niext day. I the absence
falls on & Friday, the medical certificate must be dated the Saturday that immediately follows — at the latest. It
cannot be dated on the day that the agent is 1o report back to work

" Z days absence - the medical certificate must be tl.‘:l{‘iz;r.[ on the initial day of absence or thé next day. Il the
absance Malls on a Thursday, the medical certificate must be dated either that Thursday or the next day —at the

latest. It cannot be dated on the Saturday that immediately lallows or that Monday that the agent is to repart back
to wirk. }

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

o Ex: If the agent is abs=nt on & Friday and the medical certificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must be back
to work on Morlay.
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0 If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannol be antedated.

o There must be a fit to work date, "

a The only excepbion to the Madical Certificate date guidelines is if the employee has been

hospitalized.

VACATION LEAVES

L. The company reserves the right to approve and disapprove allvacation leave (VL) reguests.

2. Employee must exactly have the corresponding credits for 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 of
leaves. This is a way of rewarding employees with perfect auunda_'m £,

4. The company and client have the right to disapprove !e;we requests and cancel approved leaves for those

employees who committéd unscheduled absences an the priot month and on the current month of the requested
time off including poor attendance records, behavioral and productivity I3sues.

Approved By:

JAY GISSINGER
Chief Executive Oificer

ALFREDO CAMARILLD JR.
Director of Operations

s =y
u@ 10EMmINe 09125 (2023
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. iPloy

Cebu City 6000
Date ! November 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subfect : 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 reguired to notify the HR hotline numI:'-;er (0917-709-7074) and/or send an email to
hr@iploy.com at least two (2] hours before the employee’s shift (following call-in procedure) and/or
within 24 hours from the first day of absence.

2. Employee may use sick leave for absence due to the following reason:
= Employee's lliness or injury,
e Bereavement leave/s
&  Emergency leave/s
s Power Qutage/Internet Outage (for temporary Work from Home set-up)

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

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

4. Below are the documents needed to provide to use the paid sick leave;
« Employee’s illness or injury

# Atthe 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 ta perform his or her duties. (Medical Certificate with Fit to
Work)

F Blacklisted Doctors and clinics” will not be honored. [Please refer to the
Blacklisted Clinic/Physician Memo)

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

* Emergency leave
# Validate his/her absence through supporting docufients 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 nternet service provider and/or screenshot/link of
officlal outage announcement from the internet/telco provider
» Picture of the modem (showing red, no light in “Internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action. 5L is unauthorized
under the following circumstances:
« The employee falled to inform the immediate superior ar HRD ahnut his/her absence due to
liness unless fully justified.
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o |f sickness claimed is fictitious or non-existent,

6. The employee or his/her representative must inform his/her Immediate superior or HR if an
extension of SL will be needed to recover from the sickness, A medical certificate must be submitted
before the expiration of the 5L Absence of notice and certlfication will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted.

This Memaorandum shall take effect on November 22, 2021,
Please be guided accordingly.
Created by:

MAﬂ/ﬁﬁﬁzﬁlg ARCILLA h@/

HR Klanakes’

Tomuine 0912612025

Noted by:

Alfredo Camarillo Ir. Angelo Manal’ Carlos Gotio ng
Director, Ofierati'i;ms Operations Manager “General Manager
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Date : November 12, 2019 :

To g ALL EMPLOYEES

FROM ! HUMAN RESOURCES DEPARTMENT

THRU 2 COPERATIONS MANAGER

SUBJECT : 555 SICKMNESS CLAIMS = 5 CALENDAR DAYS

For those employees’ who wants to file for sickness claims must submit the duly accomplished 555
notification farm attached with original and complete medical documents. |t should be submitted within
5 calendar days from the start of sickness, they may ask thelr relatives, friends and workmates to submit
thelr farm in Accounting affice.

A member is qualified to avail of this benefit if:

1. Helis unable to wark due to sickness ar Injury and confined either in a hospital or at hame 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 semestar of sickness or injury; .

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

4. He has notified the emplayer ar the 555, It umemployved, voluntary or self-employed member
regarding his sickness or injury.

Failure to submit the documents within the prescribed period will free IPloy from any llability of their
claims, ’

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

Sincerely, . ' ;

"

- .?m——'i I
‘@J‘rf TownnHD 99725 2083

Moted by:

. Alfrado Camarillo Ir,
oir . Dperations
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DATE December 7, 2022 .

TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES :

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services
Bimbo H. Tequillo MD Clinic
Lolita E. Abella-Libres, DMD
Dr. Omar Arceo, MD
Sia Clinfc
Health Doc Diagnostics
Gaudioso Montecillo Ir., MD
MNow 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 Doctar's license number
10.3  Clinic/Doctor Phone number
10.4  Date of Actual visit
10.5 Diagnosls
106 Recommendation
10.7  Fitto work date

gt e R A I e

=
=1

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

2=

Must be Issued on the day of the absence or the day after.

2. All instructions In the recommendation must be strictly followed. Praof will be required such
as but not limited to proof of purchase for medicines prescribed by the Physician, laboratory
results, and the like, '

3. Note thatall medical certificates including fit to work will be validatéd 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 can’t be
validated/contacted,

2. Questionable medical certificates due to some Inconsistencies/discrepancies as validated by

HR/Company Nurse/Company Doctar,

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

4. Caters primarily on cosmetic procedures and consultations,

(e
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Cebu Blsingds Park, Cebu City 6000

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

1. Procedures required were followed/undertaken and complied 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 infrule out conditions with similar presentations
were accomplished prior to return to work, 1

3. Consult is done on the day of the absence,

This-.updated memorandum shall take effect on December 15, 2022,
For strict compliance.

Prepared by:

N ganza
E Vvee Relations Supervisor

Noted by: .
ol ﬁgr.wusﬂ / :
n Castafiares Niitb Angelo Manal Alfred CamarilloJr.
HR Manager Operations Manager Direc [ut' grations

e |
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Date : MNovernber 30, 2022

To : ALL Employees

FROM : Human Resources Department

SUBIECT - VACATION AMD SICK LEAVE CONVERSIOM

We are pleased to announce that the Sick Leave conversion wl_ll'he released on December 15, 2022
payout. In this connection, all remaining SL credits are (o be -;pmr:rtnd thus, 5L application |s no longer
allowed until the end of the year, :

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

s Mo retraction of approved Vie. If the employee reports for work o the actual VL date, the VL
will not be relmbursed and will be vaided,

s Mo rescheduling of V0L once approved.

o VL date should not fall on a local hollday otherwise forfeited,

Note: Approval of VL requests will be on or befare December 14, 2022,

Furthermare, If the employes resigns ar gets separated from the company elther veluntary or involuntary,
all avallable VL credits will be forfelted and will net be part of their last pay if;

Employes filed an immediate resignation and/or failed to provide a 30-day notice.
Employee went on Absent Without Official Leave [AWOL)

e Employes incur any leave, absences, and/or any form of terminal leave within the 30-day notice
period with the exception that the employee provided a valld decumentation such as but not
limited to hospitalization due o sickness, accidents, or tnrrtagium diﬁeaiéll.

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

= Employee will have lssues with performance including but not limited to quality, produckivity, &
client escalation within the duration of the 30-day notice,

= Incurred any behavioral infraction such as but pot Hmited to Sleeping, Browsing Unrelated
Websites and atc. ! .

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

Signed: i
- ' ;o
ﬁm&‘&ng
HR Manager Accounting Manager
hoted by:
~ %
Bnmm C : L
Operations Mznager Director of Dperations s : ih—-y 0'9 M':'-hm&

TOEEHINY
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DATE ; April 26, 2018

To : ALL EMPLOYEES

FROM f HUMAN RESOURCES DEPARTMENT

THRU k OPERATIONS MANAGEMEMNT

SUBJECT : Magxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

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

The use of the Insurance will be shouldered by the separated employee and deducted from their last pay
in the amount of Php 861.33, this includes the Php 760.33 for medical services and Php 101.00 for dental
services. The employee will shoulder the remaining amount of the quarter.

The quarters are as follows

1*! Quarter — December, January and February

2" Quarter — March, April and May

3" Quarter — June, July and August

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

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

Mete: Kindly indicate your complete name and 5ignaturé If you have received, read and understood
the memo,

1D # NAME TEAM LEAD SIGNATURE

I
Hifg | ||MREERE S AnTin. . C/e%dmm_,

\J

Regards, Noted By:
/] / 'H_r
[ of KT fh{fm
Mhﬁk@\lﬂs Arcilla Alfred(?;nar lolr. | : A[)éiardé I?e‘ga ea
Huma{n Resource Directo Dperations Dperatipns Manager

| #
L=

{
L Gk e
neral Manager _ :
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December 17, 2019

To ALLEMPLOYEES
FROM OPERATIONS MANAGEMENT
SUBIECT CLEANSING PERIOD

IPloy Staffing Solutions belisves in giving employess encugh roem for improvement to straighten out
employment in régards to compliance to our company's Code of Canduct. The aim of this approach is to help
motivate employees rectify passed offensas and start anew.

Cleansing Period pertaing to the time when an employee who has baen subjected to a Disciplinary Action [DA]
it expected to improve pecformance. Ample time |5 given to correct improger behavior and refrain from
cammitting any other infractiony

It an employes does not commil the samie infraction for the specilied cleansing period; the progression of the
disciplinary action will slide back to a level depending on its lype., Please refer to 1able below

| Attendance |
| Productivity 6 |
Thita .. )

| Behavioral . 12 |

The counting of the Cleansing Pariod will start based on the date when DA was decided upon. All documentaticns
for infractions will still be kept in the Employes’s 201 File regardless what perlod of progression.,

The Cleansing Period s effective fanuary 1, 2020 covering DAz & manths and older

Approved By:

Sincerely yours,

1AY GISSINGER

. Chial Executive Officer
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CODE OF CONDUCT AND DMSCIPLINE (Table of Infractions)

L STATEMENT OF POLICY

The Code of Conduct and Disciplice is designed toensure healthy and positive working
emironment. and kopes to manteinand uphold professionalism among iPlay Inc. employees.
The established norms henein set forth are geared towasds the attanment of the Company's
Goals and objectived. T warthy to emphasize that the Code is not meznt to be oppressine nor
it is intended to threaten and inbmidats empioyees. Indeed, it serves as the guiding principles

© onwhat is expected of its’ empioyess o conduct during the entire employment here n [Ple),
e : :

DOCTRINES TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

prerogative enshrimed from the 1987 Philippine Constitution
Faimess and justice shall lways govern the imposition of disciplinany ac Eu____u.meEiwh.ﬂ
Laws, Implemanting Aules and Jurisprudence will always be observed.
The full and strict maintenance of discipline is the management’s responsibility, Thas, it shall be
the primary concern of immediate superion and departrrent beads o initfate any disciplinary
actions against their subordinates whenever & violation of the rule is committed.

4.  hdminsirative investigations and other proceed ing dkall be conducted expeditioushy.

5 mposition of penalties when warranted, shall not be cancelied, nor delayed for any reascn.

6. The rights of the respondent 85 provided for by Law shall bé guarantesd.

7. The managernent may mitigate the penalty 1o be imposed, sebject however to management’s
approval and upon complianee to the conditions set farth by the latter,

8. bncases of multiple viclations of this Code, the following rule shall agely as to the penalty o be
imposed:

L
1. The right to discipline and decharge empleyess for just and uaﬁm..n-_._aﬂ [s mansgement's
k.
a

Ii. PROCEDURE

L
11* Fisar MSY Trssmr i H u_—
Poacadoees Aoarl Cebw Buniness Pars, h aw

Cabu City EOOD

1. Incident AEport will be submitted to Heran Aesources (HR) within 2 warking days from
the date of the incident.
2. Human Resources will sue 3 Natice o Explain [NTE} to the ermployes within 3 working
days.
3 Direct Superior should coach The empicpes within 5 working days from the issuance of
the NTE
4. Coaching Form and Written Explargtion of the smiployes shoulg be submitted withins
working days ram the isuancs of the MTE
5. HR will leswe Notice of Dectshon with or without sancticns within mn.-._n.._.ﬁ_._..n._ receipt
of the Coaching Form snd Written Explanation
2 Fallure 1o provide Written Exglanation srab consttute & waiver of the employsa’s |
F :n_.aE.utsuu.iu:unii":ﬁu__uiﬂ!ua_.ixd_:ﬂuﬂnuluauﬂﬁli
*  without any biases,
b Litpes im thie timeline will sesudt it 6 2 42t nesne — Neglest of Duty / imsubardingtian
€ Lapset in the SmaEne will not void the sancton.

IV. GENERAL BEMAVIDRAL STANDARDS
s an [Ploy ernployes we expect that you will meet the following behaviora! standards:

4, Proper Conduct and Decorum is expected from you withen the office and outside when
representing the Company. This includes appropriate dress, attending the olfice ready to work, use of
proper and decent language, observance of proper office and work decorum, maintaining proper
retationships with your colfeagues, eusicrmers and ather individuats not in the employ of the company,
cheervance of #d compliance with existing lows of the Phillppines.

b, Enhancing Company Productivity the Company expects the Proper cang and wtilization of
Capital svailabbe io the Company; turming up for work ready 10 work on time all the time, followeng the
approprigte break and finlsh times, g=tting on with the job and perforring the |ob to the best of your
ahillty, positive attitude and dedication 1o ona’s wark aasignment, SUBBOFERE supervitions and thote in
MEANIEIMENL

& Following rules on customer end chent relations and always maintairng a professional helphil
attitude with customers.

d. Maintenance of health and salety of the olfice and peaple around you. & proper aktitude
towards cleanlines ind proper houekesping in the alffice, good health of yourself and others aound
youi, assist in the secarity of the office, following basic safety procedures.

&, Proper use of Company Property, facilitios and security to protect company and employee
ety Secure handling and maintenance of Company records, keep confidential and protect the
integrty of all Company operating data and information, appropriate use it all Company equipment for
work related purposes, property sceount for all Company funds recemed,
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L. Applicabllity N
This Code shall apaly to all [Ploy ermployees, regardiess of status or potition feld, ;
1L Types of Offenses disarder o disrugt wark, Waming ot Warning il
Sringing ot
Level 1 ~ Infractions which are mingr in nature but wihich may become nasitusl and disruptive i not T
cormected. 1t has no detrimental impact of the business, deSnerately tothe
Lo - E . cpEranans o training
Level 7 —Serious offense which couses delay in operations, may pose threas, rarm, ortianger o - #ea ather than fnose
Company property and/er ives of individuals, F authorized, Bringing of -
= - nan-wirk relaked Bos e \Written i Luipension
: y 3 ) | o i g Lewil L verbal wriren = 2 | Desrasal
Level 3 —Infractions which will destroy the cormpany’s image and reputation. It caises substartial loss tg. - % = |, eectmnic gadgets | warning VMg | arilng i
the eoenpany and can result to britical gperational disruption. A critical offense that has compromised | ?Euﬂ?nﬂﬂﬂﬁuﬂnﬁu
. the securlty of the employees, the integrity of Cllent, the safetty of customer's intarmation and the ) [ 21 n"__nniaoﬂr!e__
stability of ﬂ_.-...gmrlnnu AR 5 i (el without price
aparowsl fiom the
] I laTe Supervi:
M, Table of Infrections Eating In araitiorised F
aregs foperations, - :
B 7 managment & support Lkt __I_____.Iu | winsn 4 _w_mia Sunpension E_._.ir_
L Ruies an Proper Conduact and Decorum amaay within the company Warning -3 Days
. " Warning Warning
prermives esceciaiy while
(i 1 Laking caly
_ .. . Spedaiig I another o
PR = lnfags of dalectother | .__s.h_vu_pl Wirttten s__._..z__.n-n_.._. Sapention | ol
Creating umRecesary . than Emglsh within Wasning Warning W -3Day
ng Dacumentes Final company-dedignated area '
niclie o disturtance Wrilien Sizsperion - Y J
1 Lovel 1 Warbal it Dismisgnd
within the Cormpasy Warning | e 3D
| Prames. . = Felure tolog-infourin
Blomtrics dmd ofher
o 1 required abvendance
Fallure 1o carmaly - Floy 1 EGLE.__ Written __..__..u_.,,.nu,h___ Suspemicn prsmiseal muniiciring toch. Fallure to
. Dress Code Palicy. o - warning | -1 bap parith Infeut for treaks
| ki i and lanch per day
comitored asane (1} Gacimarisd Hral
Non-particlpation in Documentéd (P Final - o . g fikhren Lewal Whiten NifiScien .._EMM.-:E____ i
3 compulsen podngany Lisved 1 werbal warning Wirithen C3pag DRarmivsad w Warning Waring = e Digimissal
hunr____ﬂ:nq.-_ﬂ._u_ waagrk, Warning Watiing #
Failure o malntain Brrarus adits in 8 month
orderiness ar claanine " fram Earyciocking toal will
In thi asslgned wark _ Documented | \written _.__H_H: srpansion | meit 4 dmstance,
£ xratian, Fature to practice | 70 warnieg -3 0evs
Warning Visrning
Clean As You Go Palley far
an gress in the aMice
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1. Saving Clause

‘ 1 Termination of an employee shall automatically bar him/her from re-employment.
2. The penalty of dismissal shall pot prejudice the right of the company o initiabe court action
againss the arring employes,
3. This Code shall supersede all other existing policies, rules, memas, and the like, and all palicies
to be implemented, if the ame is found to be inconsistent with the Code of Conduct
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RECEIFT OF THE CODE QOF COMDUCT AND DISCIPUNE POLCY

This is to acknowledge that | have read the Company's Code of Candict and Dissipling and understand
that it sets forth the terms and conditions of my emgloyment as well as the duties and resporsibilies, |
and onligations of smployrment with the Company. :

slso ackrendedge thae the Company ressrves the 1n_.a 1o revise, delete, and add to the provisions of
_5 5 Code of Conduct and Discipline., or candition of employment can be established by mnmnﬂ._!
shate ;:rnﬂ_ﬁ.n palicy, o practice,

MAME EF
CATE 1 _.,__.u_._u__

AND HAVE READ AND UINDERSTAND (IS ENTIRE CONTENTS.
EMPLOYEE SIGMATLIRE _ H__u_




