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ID APPLICATION FORM
LAST NAME: _ RAY A FIRSTNAME:___ CHRISTIAN P RUL
ID NUMBER: _&13Y PAG-IBIG #: |21 DTYOl00 sss#: DLAFFLES53S

PHILHEALTH #:120%14 045 350 TiN: 15 371 359

IN CASE OF EMERGENCY

CONTACT PERSON; PN RBELLE  LORROR/ EMERGENCY CONTACT # OAwa2U4320\5
ADDRESS: DO -1 &\TID JOBUITE \BRGY T -PAROILLA |, Cepu CITY

RELATIONSHIP:_ MOoTHER

SIGNATURE

—Olppatod of  (odn e T sOUNEWITE 10 1 e e R - B R




N

Educational Attainment

Education Type: HitaH LenooL GRAD -

School Name: 2APATERARA  NATL: HWIGH ScHool

School Address: 20PATERA ST., BRGT. ZAPATERA, CEAU CITY
Course: N @ Honors: NONE

Date Started: Ol - 20-20\ Date Graduated: 23 [21[2015

MM/DD/YYYY MM/DD/YYYY
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date) 4-25-%3
BETWEEN
1; IPLOY OPC. (the "Disclosing Party"); and

2. CHRWTIAN PRUL L- RMYR (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

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

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

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

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

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

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

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

7 This Agreement shall be governed by the laws of the jurisdiction in which the Disclosing
Party is located (or if the Disclosing Party is based in more than one country, the country in which its
headquarters are located) (the "Territory”) and the parties agree to submit disputes arising out of or

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: vew  EMpLOYEC

Name: Jade Lenizo Mata Name: GHRWTIAN PAUL L. RATA

Title: Onboarding Specialist Title: IR

Address: #35 Salvador Extension Labangon Address: 50-) O\TI0 (OBUTE, PRGY. T PADILLA, ¢ -
Cebu City

Date: a-26-23 Date: q-25-1253
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& IPloy ?
EMPLOYEE PERSONAL DATA SHEET

Frint legibly. Mark appropriate boxas D with =/" and use separate sheet if necessary, Schedule:

I PERSONAL INFORMATION feam Lead:

2. SURMAME ReAaYaho

L FIRST NAME ColHrnRrl aSaTal N e 0Prfl ol m o oa om o\ ¢

MIDDLE NAME LOZADH 3. NAME EXTENSION (&g Ir., Sr.)
4, DATE OF BIRTH {mm/dd/yyyyv) 1 4 J B /.19%¢ :L? RESIDENTIAL ADDRESS |50~-1 $1TIO
- . SOQU|TE , BRGY

5, PLACE OF BIRTH CEBU CITY ' T.PAD|LLA . & G

6, SEX B Male D Female \

7. CIVIL STATUS p'single DWidowed ' - Sk ConE o000

DMarried DSeparated 18, TELEPHONE NG,
DAnnulled DOthers, spacify |as. PERMANENTADDRESS [50-1 SITIO

8. CITIZENSHIP TILIPINGD SOOUITE ; BRGY

9, HEIGHT (i) (lbP W) 1) M " T-PRDILLA C-C-

10, WEIGHT (Kg) D K& v :

11. BLOOD TYPE o i : ZIF:'CDDE OO O

12.G5IS1D NO, 20, TELEPHONE NG,

13. PAG-BIGID NO. 121l w039 ﬂ-IGG 21, E-MAJL ADDRESS (if any) CUS0135 | OGMAIL (oM

14, PHILHEALTH MO, 1205 |4eq 585 la

15, 5SS NQ. 0wl 337 DEeS et e {itany) | OAL2Z255%19

16, TIN 215 33 359 |23, EMPLOYEE 1D NO,

24, 5POLUSE'S SLIRNAME ’ I DATE OF BIRTH
FIRET NAME {mmddd fyvywy)
MIDDLE MAME 4 /
OCCUPATION / /

EMPLOYER/BUS, NAME / /
BUSINESS ADDRESS ! L
TELEPHONE MO, | ) ! £
(EaRtinile bR deparats sheat |fracessr # / 4

26, FATHER'S SURNAME RATAH ey 2/ 25 /91|
FIRST MAME ALLAN / /
MIDDLE NAME DUMAGULT / /

27. MOTHER'S MAIDEN NAME ) / /
SURMAME LOZ2ADA ' b7 Y I 4 1971 |
FIRST NAME ANRBELLE ) ¥ /
MIBDLE NAME RAMIREZ . / /

25, NAME OF CHILD - / /
{Write full name and ikstail) i Fi
/ /

’f f.l'

/ /4

/ /

/ /

J/ /




27 a. Have you ever beean ft!lri'|'|EI||",.-r charged?

b: Have yvou aver been gullty of any administrative offense?

Dyes Bro
If ¥ES, give details

DvEes Ero
If ¥YES, give details

38, Have you ever been convicted of any crime arviolation af any law,
decree, ordinance orregulation byanycourt or tribunal?

Dves jﬁND
If ¥ES, give details

39, Have you everbeen seéparated from the service Inany following modes:
resignation, retirement, dropped from'the ralls, dismissal, termination, end of
tarm; finlshed contract, AWOL of phased aut, Inthe publlc or private sectar?

Dyes ﬁmﬂ
If ¥YES, give details

40, Have you ever been a candidate Ina national or local election
(except Barangayelect|lon)?

DYES 2o
If YES, give details

a1 Pursuant to: (8] Indigana usa Eanplﬂ'a Act TRA B3¥A; (b)) M agna Cara far E;Fq-blud f
Permons (BRA 727 and Solo Farents Welfar A ct 2000 (RA 8§87 2), pleass answear the
fo llowing tems

a, Arg you a memberof any indigenocus group?
b, Are differantlyacled?

c.Are you a solo p_a-ran_r.?

Dres Do

If Y-E'S, give please specify:

Dves Do
I f YES, give please specl fy:
Dves F?ND

If YES, give pleace specify: |

42, REFEREMCES 4.;F' erson not melateo oy consanguinity or affinity to applicant/appointee)

MAMIE ADDRESS TEL ND.
CHRLTIAN DMID  DELAN APAL, LARUDG , CEPU CiTY ALY b0 OSEG
WATNE  LAPINGCRO TALISAY, CEBU oY O210 Gl 534)
pELSAPEL RALAGCO BANILAD AT CEAU. CITY 0430 295 1 19y,
43. EMPLOYMENT RECORD (latest) : '
COMPANY NAME POSITION FROM TO
TELEPERTORMANCE CSK q/ 2029

iz | 201D

44, | declarg under cath thatthis Parsonal Data Sheet has beenaccomplishad by me, and s a
true, correct and complete statement pUrsianttothe provisions of certinent laws, rules apd

regulations ofthe Republic afthe PRIlippines.

Ialsoauthorize the agency head/authorized represantative to verify/ valiost=

the contents stated herein, | trustthat this informationshall remaln conflaential.

D picture takan within the lamt
amontha 36em, X 4.6am
{passport siza)

COMMURNITY TAX CERTIEICATE NO.

ISSUED AT

i i
ISSUED ON (mm/dd Avyy)

RIGHT THUMBMARK

Computar generated o xerox
copy of pictura is not
aoceplable

IN CASEOF EMERGENCY!:
Please Contact: _ ﬁuﬁ_&m.rf_ LO i f
09A72UB2015

q-25-23

SIGNARYAE [3ign in the box)

Contact Number:

CATHOLIC

Relation:

DATE ACCOMPLISHED
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, 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 ih any state or local files,
including those maintained by both public and private organizations, and all public records, for the
ourpose of confirming the information contained on my application and/or obtaining other
nformation which may be material to my gualifications for employment, A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent

| hereby conzent to the Company's verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and coples of records pertaining to this information. With regard to the foregoing disclosures, |

that otherwise might 2r 52 from supplying the Company with information it may request pursuant
td 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 discavered after | am employed

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

Applicant Name:  CHRISTi AN PRUL L. RAvp

Present Address: T- PRDILLA AT -G

Social Security Numbers e -R5 2% 538 Dateof Birth: & -~ 3~ 9

Signature:

Date: q-25-123
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iPloy Incorporated

: e
9™ floor, Ayala Center Cebu Tower L) ' ‘%F 'P,OY

Bohol Avenue, Cebu Business Park
Cebu City 6000

SIGN-ON BONUS POLICY

Policy:

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

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

e A regular employee

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

* Must not be on any form of floating status

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

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

Releasing of Sign-0On Bonus:

¢ The release of the sign-on bonus will be on the 15" day of succeeding month of the
anniversary date of the emplayee.

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-onbnus policy. '

q-2k-08 <
CHRISTIAN L L. RAYH
Signature Over Piinted Name/Date
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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 :June 13. 2022

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

~ CHRWTIAN fPAuL L. RATA . q- 2" 19

Employee-Nathe and Signature : Date

Noted:

ﬂn.‘.a%mm | a\1g\n

Onboarding Specialist Name and Signature Date



iPloy Gift Policy

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

“Gift" means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
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 diréctly or indirectly any gift from
any employee/s or company that is seeking to conduct of Is currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200. should be returned to the
glver. '

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 e
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. e :

Name: CHRILTIANV PaUL L. RAYN

Signature: Date: 4 - Lw-25



iPloy Social Media Policy

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

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

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

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

* Publishing any confidential or business-sensitive information about iPloy;

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

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

» Be aware of your association with the company when using online social networks. You must
always Identify yourself and your role if you mention or comment on the company. Where you
identify yourself as an emplayee, 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
company into disrepute, you may face disciplinary action up to and including dismissal.



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

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

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

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

Once in the public domain, content cannot be retracted. Therefore, always take time to 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 guiding principles that employees should note when
using social media tools:

Always remember on-line content is never completely private;

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

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



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

Specific Managerial Responsibilities

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

Enforcement / Progression

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

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

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

Employee Acknowledgement

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

Name: CHEVSTIAN  PAUL L. RAYA

a- 2b-15

Signature: ¢ Date:




Date February 22, 2018

To ALL EMPLOYEES CONCERNED

From : Human Resources

Thru Operations Manager

aubject WORKPLACE POLICY AND PROGRAM ON I-LI-".-’,-’AIE}.‘E.

onformity with Republic Act Mo, 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-hased

prGeran a5 .a patent toal iddressing HIVAAIDS as an international
pandemic prablem, this company policy 5 hereby Issued for the information
ind guigance of the employer N the diagnosis, tregtment ana prevenlion of

HIVAIDS in the warkplace

i
1.2. This policy is also aimed at addressing the shigma attached to HIV/AIDS and
isures that the workers” nght against discnimination and, confidentiality
mamntaned
. 3. COVERAGH
2.1 This Program shall apply to all empleyees regardiess gf thelr employment
TatLle
$. IMPLEMENTING STRUCTURI
1.1, Iploy Inc. HIVPAIDS Program shall be managed. by its health and safety
tommittee consists of representatives from the different divisions and
departments
4. POLICY STATEMENT
4.1 BASIC INFORMATION ON HIV/AIDS
What s HIV/AIDS?
il 1.1 S d 0lseant AL W3 WirL called HIV [Human
1] I i i I} ledd HIV (I
Immunoadenciant y Virus), This virgs slowly wegkens a person
ability ta fight off other diseases by attaching itself to and
destroying important cells that control dnd support the human
immune system
0| ) fevw HIVSALDS s tra nitten
1 Inprotected X Wit i1k ik ar
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" B 0 S From an infected mother to her child [during pregnancy, at
birth through breast feeding),

11,23 Intravenous drug use with contaminated needles;
4.1.2.4 Transfusion with infected blood and blood products; and

4.1.25, Unsale, unprotected contact with infected blood and hleeding
waunds of an infected person

413 Isthereacure?

4131 MO, However, there are antiretroviral drug combipations that
dre avallablée when properly used, result In prolonged sufvival of
people with HIV. Halistic care of people living with HIV-AIDS: and
comprehensive treatment ol opportunistic  infections  also
dramatically imiprove guality of life

5. GUIDELINES
2. L. Preventive Strategies

1. Conduct of HIV-AIDS Education

5.1
¥ i [ Who will conduct?

The Medical Clinic of Iploy Inc. i coordination with the Health and
Safely Committee shall conduct HIV-AIDS education to all emiployvees
for ftee. This shall also form part of the oriemtation of newly hired
employees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used for this
purpose

hil.1% How will it be conducted?
Ihe HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures, counselling and training and
Information on adherence to standard or universal precautions in the

workplace

5.1.2. Screening, Diagnosis, Treatment and Referral to Health Care Services
i

hL ALY, scregning for HIV as a prerequisite to employment s not
mandatary
512.2 The company shall encourage positive health seeking behavior

through Valuntary Counseling and Testing
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541243 The -company. shall sstablish a referral system and provide
access to diagnostic and treatmeant services for its workers. Refarral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company's medical clinic staff

5.1.2.4 The company shall likewise facilltate access to lvelihood
assistance for the affected employee and his/her tamilies, being
offered by other government agencies.

6. SOCIAL POLICY
6.1 Non-discriminatory Palicy and Practices

6.1.1. Discrimination In any form from pre-employment to  post
employment, ncluding hiring, promation or assignment, termination of
emploayment based on the actual, percelved or suspected HIV status of
an individual is prohibited.

B.1.2  Warkplace management of sick employees shall not'differ from that of
any other iliness

B.1.3. Discriminatory act done by an officer or an employee agalnst their
co-officer or co-employee shall likewise be penalized

6.2, Confidentiality/Non-Disclosure Policy

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

6.2.2. Jobapplicants and workers shall not bé compelled to disclose their
HIWV/AIDS status and other related medical information.

6.2.3. Co-emplayees shall not be abliged ta reveal any persanal infarmation
relating to the HIV/AIDS status of fellow workers

&3, Work-Accommodation and Arrangement

6.3.1. The company shall take measures o reasonably acdommodate
ermployees with AIDS related ilinesses

6.3.2. Agreements made between the company and employee's
representatives shall reflect measures that will support workers. with
HIV/AIDS through flexible |eave .-]F'-’;]II,'_:I.-'.‘."IHI?F:l'S, rescheduling of working
time and arrangement for return to work
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' 7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLEYEES

. Emplover's Responsibilities

T 1 ] ”II,' |___5|'_'.f"||{:l.'||!l.r| |,-"‘.g1'.l‘.:'|p:| Wil .-.-|'.|||r:'\.'|....|.-.- |,.|:||:5 -|.'|i;il:-}r'.|_"j:“;.jna_ -".|”'||f'|r.|-'l"f'

focal persannel for human resources, safety and health personnel shall

develop, implemeant, monitor and evaluate the workplace 1'!"'.}'|IL"I,.' and
L] =

pgrogram on HIV/AILDS,

1.2, Provide imfarmation, education and training on HIV/AIDS for its
workfarce

1.3, Ensure non-diseriminatory practices in the workplace and that the
palicy and program adheres Lo existing legislations and guldelines

f. 1.4, Ensure confidentiality of the health status of its employees and the
abcess to medical records is limited to authorized personnel,

115, The-Company, through its Human Resources Department, shall see to
it that their company policy and program is adeguately funded and made
known to all employees .

1.6. The Health ancd ‘_'1.,-||'|f"l-,-' Committes, topether with gimployeesy [abor
organizations shall jaintly review the policy and program and continue to
improve these by networking with government and organizations
pramoting HIV prevention

7.2. Employees® Responsibilities
The employee’s organization shall undertake an active role in
educating and training their members on HIV prevention and control
Promaote and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose workers to increased risk
of HIV infection. d
2.4 Employees shall practice non-discriminatory acts against co-employees

/2.3, Empioyees and their organization shall not have access to personnel

data relating to a worker's HIV status

f24. Employees shall comply with universal precaution and preventive

Measures
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8 IMPLEMENTATION AND MONITORING

8.1 The '-'-'1'-:"1-' and Health Committee or its coun terpart shall periodically monitar

and evaluate the implementation of this Rolicy and Program

9. EFFECTIVITY

9.1. This Pali v shall take place affactive immied tely and shall be made known to

|'..-_.-|.--,'_ =1 : !;n:l.'..nl-

T i
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I':I;Illlli.| |
Prepared by: lo Hannd R Malecio
Human Resources

Reviewed by Alfredo P IL*;.1r;_|._|'|H_n ir.

Directorn of Dparation:

Approved by: Yisroel ¥, Gissinger
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Date clanuary 1, 2018
To tALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Subjer:t ! WORKPLACE PEILICY AND PROGRAM ON TUBERCULDSIS (TB} FREVENTION
AND'CONTROL
1. OBJECTIVE

1.1, To assist the government in Its campaign against Tuberculosis (TB).in compliance
with the Department of Labor and Employment’s Department Qrder No. 73-05%,
senes of 2005 - Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace.

1.2.To provide Initiatives to prevent the outhreak and spread of tuberculosis in the
workplace, and to treat, care, and support employees who become afflicted with
tuberculoss
2. COVERAGE
2.1.This Program shall apply to all employees regardiess of their employment status.

3, POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tberculosis; as well as the
treatment, relabllitation, and restoration to work of employees whi contract

el S

3.2.Als0, in line with this, a TB: awareness program shall be undertaken through
information dissemination, which shall include (ts nature, frequency (occurrence
in a selected population) and transmisslon, treatment with Directly Observed
Treatment Short Course [DOTS), and control and management of TB in the
workpiace. This shall be handied by the Oflice-of Health Services (Infirmary) of
the partner health pravider of IPLOY INC. In conjunction with the Operations
Manager and-office of Human Resource thriugh the company's accredited
health provider.

13.The DOTS Is & comprehensive strategy to contral TR, and s composed of five
components, which are:
3.3.1. Political will ‘or commitment to enduring sustalned and guality TB
treatment and control activities
332, Case: detection by sputum-smear microscopy. among symptomatic
patients:
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3.3.3 Standard short-course chemotherapy using regimens of 6:1o 8 months for
all confirmed active TB cases (L&, smear positive or those validated by the
B Digphostic Committes), Complete drug 1t aking through direct
oliservation by & designated tréatment partner, during the whole course of
the treatment regimen;

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

materiais;

3-:3.5. Astandard recording and reporting system that allows assessment of case
finding and treatment outcomes for aach patient and of tuberculosis control
program’s perfermance overal|

3.4 Emplovees must be given proper information on ways. of strengthening their
immune responses apainst TB infection, e, Information on good nutrition,
adeguate rest, avoidance of tobacco and alcohol,and good personal hygiene
practices, However, It should be underscored that Intensive efforts in the
prevention of the spread of the disease must be peared towards accurate
infarmation on its etiology and complete performance overall,

o
i

Jdmproving workplace conditions

3.5.1. To ensure that contamination from TB airbdrne particles s controlled,
workplaces must provide adequate and .-:pururlrla:é ventilation (DOLE-
Occupational Safety and Health Standards, OSHS, Rule 10756.01) and there
shall be adequate sanitary facilities for waorkers

3532 The number of employees in a work area shall not exceed the required
number for a° specified area and shall observe the standard for space
requirerment. ((5H5 Rule 1062)

3.6.Capability building on TB awareness ralsing and training on TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health persennel or the pecupational safety and health
commitiee

1.7.Social Pallcies:

371, Non-discrimination: Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adegquate
diagnosis and treatment, and shall be entitled to work for, as long as they are
certified by the Company's atcredited health provider as medically fit and
shall e restored to work as soon-as their liness is contralied.

3.7.2. Work Accommodation: Through agreements made between the
management and the employess, work accommodation measures to
support employees with TB s encouraged through fexible leave
arrangements, rescheduling of working times, and arrangements for return
Lo work
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1.7.3. Restaration to Work: The employee may pe allowed 1o retum to work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS pravider

3 5. Employee Responsibility:

181 Emplovees who have symptoms of TR shall immediately seek assistance

fram the Company s Heallh Services Provider

3.8.1.1, An employee who has the symptoms of TH is reguired to initially
wear a face mask (especially while Inside the office) and observe pood
hygiene practices, at least untll declared by a competent medical
practitioner to be safe from transmission

1.851.2. Similarly, Tor those at risk, Le., those with family members with TR
or those exposed to a co-employee with 7B, It would be prudent to
observe the same good hygiene 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 Department of Health's DOTS or a private
physician of the employee's choice. However, It is imperative that the one

; strictly adheres to the course of treatment. Falling 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 1o medical reasens of aver six (6]
months may result in the termination of ang's employment as
provided for by the Labor Code of the Philippines under Art, 284 -
Disease as Ground for Termination

383 Employees are reguired to undergo an annual compulsory chest X-ray
through the Annual Physical Examination. *If for any reason an employee
fails to secure a chest x-ray at that time; hegshe 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 T8 occurrence in the workplace is traced and
that all contacts are clinically assessed, as much as feasible

3.10. 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 adllowed back to waork
subject to being giver a medical clearance by a Company designated physician.

311 Employees (those aflicted with the disease or those |dentified under
contact tracing) who  refuse (o (ooperate and dutifully observe lawful
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nstructions (undergo a medical check-up and/or treatment), may be subject to

disciplinary: action proceedings tor Insubordination {the penalty of which may

range up o thetermmnation arone s emplovment
4. PROCEDURE
4.1.The respective Health Services of th impany (and/for the contracted Health
ervices Provider] shall ‘coordifnate wil he Océcupationrd Satety and Health
FElatd il Wi ha nrewice FrEavEnt e i ¥ i el 1l dssistance IT Hal=
nplementation of the Workolace T antrol and Maoagemant i'|;_\r_'r,|r'_'|

4.2.An employee who undergoes the Annual Physical Examination with the requisite

al record forwarded to company clinic/HRD

hest x-ray will have his/her medi

Empiovees who fail 1« '”d"'h‘.' the reguisite annual chi i-ray shall be directed

0 secure one at an accredited chimic or by hisfher preferred Infirmary/Health

JETVICRS

4.2.1. Those with medical findings shall be required to undergo further medical
check-up. All medical recards in connection with this second) further check
up shall be submitted to ampgany . climd/HRD ands hisfher respective

Infirmary/Health Seryvices

122 The employee shall then coordinate with compary clinic/HRD and nisyher
seoective Infirmary/ Health Services | tre next step
1.3 4An employes who 15 suspected to be afflicted with TR whetner -as a girect saspeact
i

ar by contact tracing. shall cooperate iy with  hisfher  respective
firmary/Haalth Services (and/or the contracted Health Services provider)  |f
1he Employée 1ests positive lor 1 3. the emplovee shall |r'||_j|'|rF:I|_- the DOTS

program [oDuts completion

4411 the-employvee needs to undergo a leave of absence Lo recuperate, hedshe will

oeatiowed to use the appropriaole leave before hefshe may request to be

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

44.1. The employee shall observe the requisite procedure in applying for a
leau
1 i 1 ¥ - {5 =
b e Ly concerned shall ensure that thi FECLIESILE |'r,'_||_|1|]||-r|-|; are
L oserved by the emploves and that the company clinic is duly informed

[ .
4.5.an employee may be allowed 1o g ona meédical leave of absence [without pay)
fara maximum period of six (6] months Thi yneerned maolovea shall submit
an _applicatian for & leave of absence before pgoing on leave, Said leave

ipplication-shall-be subject to approval at the sole discretion of the Company

Management .
451 The same procedures under 4,.2. 110 4.2, 2 shall be ohserved
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5 IMPLEMENTATION AND MONITORING
5.1, The Sately and Health Commiltee or its cour
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6. EFFECTIVITY
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Date : February 22, 2018
To vALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject ' WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

1.1.Iplay Inc is committed to conform to the: pstablished: standards assurance of
customer satisfactlon, protection of our environment and health and safety in
the workplaces :

1.2.The company promotes and ensures a healthy environment through its various
health programs to safeguard Its employess. And as part of the company's
compliance to DOLE Department Advisory No, 05, Series of 2010 (Guidelines for
the Implamentation ol a Workplace Policy and Program on Hepatitis B), this
Program has been developed. This program |5 amed to address the stigma
altached to hepatitls B and Lo ensure that, the employees’ right agalnst
discrimination and confidentialily s maintained

1.3.This guideline 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 déaling with Hepatitis 8. A
healthy environment encompasses 4 good working refationship and great output
for continuous business growth.
2. COVERAGE ' :
2.1.Thus Program shall apply to all employees regardiess of their employment status
3. POLICY STATEMENT
3.1 Implementing Structure
3.1.1, Iploy Inc. Hepatitls B workplace policy and program shall be managed by
its health and safety committee. Eagh division or department of the
Company shall be duly represented, -

1.2 Guidelines

3.2.1.  Edutcation

320 Hepatitis B shall be condutted through distribution and posting of
IEC materials and counselling and/ or lectures; and
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S s B Hepatltis B education shall be spearheaded by ploy Ine. Medical

(linic In close coordination with the health and safety committes
: ; Freventive Strategies

3.2:2.1 All emplgyees are encouraged 1o be immunized against Hepatitie
£l Ir.ill_" se( _‘l:.'.|:| eargnce Trom their pny Lar

.2 2.2 Workplace sanitation and proper wasie management and disposal
nall be monitorag oy the ealth and saltely committee an 4 regular

- il 1 | 3 P ] . . ¥ ! 'l . r i | N ¥ —

4 P i 1 rOteciive eqLilg H i L)t NaifF ava 1|..'r at all tirme
Ir 8l employvees, and

3,224 Employees will be given traiming and infarmation on adhérence to
'.!r'.']_u':'j'. gf Liniversal orecalbior nine workplacs

4, SOCIAL POLICY

NsCrimmnation o ally 1QOrn ]F.i.il'l'_-:

emj eir Hepatitis B status consistent witl
the | ’ ons=discrimibhation ratf .-._l i 1!
the | mployees-shall not be discriminated
gainst, from pre to post employm including  hiring
promotion, or because of their hepatitis B status

from that of amy othe Ess. Pa ns with Hepatitis B related

linesses may wark far as long as they are medically it to work

4.1 1.3 Conlidentia :'.I.

& 3.1 jab applicants and employeas shal not b pmpetied to
disclose their Hepatits, B itus and other related medical
infarmation. Co-emplovees shall not :---ﬂﬁqpui 1o reveal any

i perional infarmat Jaladl | gir Tellow empiboyees, Access to
personal gata relabing to.er 1V EE Hepatitis B status sha i
gound: by the rules on conlidentiaity-and shall be stric Ly limited
10 methical personni Ir il legally reguired

4.1.1.3 Work-Accommuadation and Arrangement
i I. ! :.] T'." LOTPARY Sridl = measures ] ||:.j'-\,.r-"||j|:|.lr'

who are Hepatitis B positive or with

accommodate en

Hepatits 8 - related ilinesse
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4.1.1.3.2 Through' agreements made between management and
employees’ representative, measures to support employéss with
Hepatitis B are encodraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
return to work.

4.1.1.4. Screeping, Diagnosis, Treatment and Referral 1o Health Caré
Services !
4.1.1.4.1 The company shall establish a referral system and provide

accass to diagnostic and Lreatment services for its emplovees for
appropriate medical evaluation/ monitoring and management.

4.1.14.3. Adherence to the guidelines-for healthcare providers on
the evaluation af Hepatitis B positive- employees Is highly
ercouraged

4,1.1.43 Streening for Hepatitis B as a prerequisite to employment
shall not e mandatory

4.1.1.5: Compensation

4.3 151 The company shall provide access to Soctal Security
System and Employees Compensation benefits under D 626 to
an’ empgloyee contracied ‘with *Hvu.ilulu- B infection in the
petfarmance of his duty

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
Sy b Emplayer's Responsibilities

e W 55 | Managemeni, together with employess’ organizations,
company focal personnel for human resources, and safety and
health personnel shall levelop, implement, monitar and evaluate
the warkplace pelicy and program on Hepatitls B.

5.1.11.7 The Health and Safety Committes shall ensure that their
company policy and program is adeguately funded and made
known toall employess i

ST, The Human Resources Departmeant shall ensure that their
palicy and program adhere to existing legislations and guidelines,
Ingluding provisions on leaves, benefits and Insurance.

511.14 Management shall provide information, education and
training on Hepatitis. B for its workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; If not avaifable within the establishment, then
l'.lrli'_""mllﬂ.’[-.L acfess o |r'-|n-'|'n:-|1|r1r| I
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s R The company shall ensure non-discriminatory practices in

the workplace

1.1.6 The management together with the company focal
personnel for human resources and safety and health shall
provige approprigte personal ﬁr:llr'_-rtl-.--.' gquipment to orevent
Hepalitis B exposure, especially for employees exposed to

potentially contaminated blood or bady fluid

B The Health and Safety Commiltee, together with the
B

amployees’ organizations shall jointly review the policy and
program for effectiveness and continue te Improve these by
networking with government and organizations. promoting
Hepatitis B pravention

1.1.1.8 The company shall ensure confidentiality of the health

status of its employees, including those with Hepatitis B.
1.1.8 The human resources shall ensure that acoess to medical

records is limited to authorized personnel
Employees Responsibilitie:

1.2.1 rhe employees’ arganization is required to undertake an
active role in educating and training their members on Hepatitis

B prevention and control. The IEC program must also aim at
promoting and pracgticing a heaithy |f"'\|l','|E with emphasis an
avoiding  high risk behavior and other risk factors that
expose. employees to increased -risk of Hepatitis B

infection, consistent with the standarbized basic Information

package developed by the Hepatitis B TWG.

1.2.32 Employees shall practice non-discriminatory acts against

co-emplovees on the ground of Hepatitis B status.

.23, Employees and thelr arganizations shall not have access to

personnel data refating to an employee's Hepatitis B status, The
rules of confidentiality shall apply in carfying out union and
arganization runctions.

1,24 Employees shall comply with the universal precaution and

the preventive measures

1.2.5: Employees with Hepatitis B may Inform the health care
pravider or the company pHysician on theilr Aepatitis 8 status;
that is, if thelr work activities may increase the risk of Hepatitis B
Infection and transmission or put the Hepatitis B positive at risk
for aggravation -
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B. IMPLEMENTATION AND MONITORING
B.1.Within the establishment, the implementation of the policy and program shall be
monitared and evaluated perodically. The safety and health committee or its
counterpart shall be tasked for this purpose ‘

7. EFFECTIVITY
made known to

L.This Polley shall take place effective immediately and shall be

EVECY Employee.

Al
[RUAN! I: b
Prepared by: lo Hafria B. Melecio
Human Resources
.|".
. .
Reviewed by: Alfrello P. Catharillo Jr
Director of Opkerations
Approved by: Yisroel ¥, Gissinger
CED)
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To (ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

L1 In comphance with Article ¥V of Republic Act Mo, S165, otherwise Kkngown as
the Camprehersive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Departmant Order No. 53-03, series of 2003
{Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iplay Inc hereby adopts the following
palicies and programs to achieve a diug-tree warkplace,

1.2, Campany policy Is to maintain a wogkplace free of illégal drugs. To ensure
that the objectives of the company’s Corporate .'|f'lf,'-5|L'pjﬂr'i-' met, the company
is implementing this drug-free program. The program will have the following
elements: J 7

4. COVERAGE

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

3. POLICY STATEMENT

3.1 The use, possession, solicitation for, ar sale of dangerous drugs on company
premises ar while performing an assignment,

3.2 Belng Iimpaired or under the influence of dangérous drogs away from the
company, il such impairment ar influence adversely affects the employes’s
work performance, the safety of the employee or of others. or puts at risk
thie company’s reputation,

3.3, Possession, use; solicitation for, or sale ob dangerous drugs away from the
company premises, If such activity or involvement advgrsely affects the
employee's work performance, the salety of the employee or of others. or
puts at risk the company's reputation '

‘34 The presence of any detectable amount of dangerous drugs in the
amployee’s system while at work, while on the premises of the company, or
while on company business. "Dangerous Drugs” include those listed in the
Schedules annexed to the 1961 Single Convention on Narcatic Drugs, as
amended by the 1972 Protocol, and in the Schedules armexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of B.A, 9165 ' :

4. MANDATORY DRUG TEST

4.1, To ensure that only those qualified shall be screened and recrulted to prevent
the detrimental effects {e.g. lower productivity; poor decision making;
increased occidents: more compensation cloims; 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

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

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

43,1, RANDOM TESTING: Officer/employees may be selected at random faor
drug testing at any intarval determined by the Company

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

4.3.3. POST-ACCIDENT TESTING: Any officer/employee involved in a “Near-
Miss” incident or "Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug tast
As defined herein, “Near-Miss” means an incident arising from or in the
course of work which could have |led 1o injuries or fatalities of the
warkers and/or considerable damage to the employer had it not been
curtalled. "Work ‘Accident™ refers to unplanned or unexpected
occurrence  that may or may not result in persanal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the caurse af employment

4.3.4. Al drug tests shall emplay, 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 confirmatary test which will confirm a positive
screening  test. Where the confirmatory test. turns pasitive, the
company’s Assessment Team shall evaluate the results and determine
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' the level of care and administrative interventions that can be extended
to the concernad employee

435 |Iploy Inc. shall inform the officer/femployee who was subjected to a
drug test of the test-results whether pbsitive or negative

4.36, All'costs of drug testing shall be barne 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, Iploy Inc. shall provide a list, of at least three (3)
accredited facilities which an employes who was tested positive for drugs
may choose from

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

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

L
L

5.4 Repeated drug use even alter ample Dpportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under RA, 3165
andis a ground for dismissal

6. ADVOCACY, EDUCATION AND TRAINING x

6.1. Iploy Inc. undertakes to increase the awareness and education of its officers
and employees on the adverse effects of tlangvruus drugs through
cantinuous advocacy, education and training FIIDEFEI"II_-.,-"EIL|I'I.I'IIIE‘- to all its
officers and employees. :

6.2, All officers and employees are required to undergo an onentation/education
program before assumption of their respective duties: The program shall

include the following topics:

2.1. Salient features of R.A. 9165;

o

6.2.2 Adverse effects of abuse and/or misuse of dangerous drugs on the
persan, workplace, family-and the community;
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6.3

£.2.3, Preventive measures against drug abuse; and

6.2 4. Steps to take when intervention is needed, as well as avallable services
far treatment and rehabilitation

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

5,31 Lifestyle assessment programs on  health . nutrition, weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases; '

6.3.2. Heaith weliness screenings (e.g. blood pressure and heart rote,
chalesterol test, blood glucose, etc.)

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

6.3.4  Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

74

Y

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

Iploy Inc. shall maintain the confidentiality of all information 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
Lthe person concerned '

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

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1

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

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 8165,
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9. IMPLEMENTATION AND MONITORING

9.1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workplace. For this purpose, an Assessment. Team shall be constituted in
accordance with 0.0, 53-03

10. EFFECTIVITY

10,1 This Policy shall take place effective immediately and shall be made

known o everny employes.
11 ATTACHEMENT

111 Drug-Free Workplace Folicy and Program Acknowledgement

ALY

A \
Prepared by: lo qu‘ta_qg_‘ Melecio
Human Resaurces

teviewed by, Alfredo P. 4 arillo Jr,
Directar of Dper’qt:c:r«s

Approved by Yisroel Y. Gissinger

CEO
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Prug-Free Workplace Program Ackriowledgemer

I'hereby acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Emplovee Assistance Program providers or local drug and slcohol treatment
programs, | have had an opportunity to have all aspects of this material fully exphained. |
aiz0 understand that | must abide by the Program as a condition of initial and/or
continued amployment, and any violatian may result in disciplinary actlon up to and

Including terrnination.

| also-understand that d;n'|r1p_ my employrment | may be required Lo submit 1o Lesting for
the presence of drugs or alcohol In my body, | understand that submission to such testing
i5 a.condition of emplayment with [Company], and disciplinary action up ta and including
termination may result [f

1) I refuse Lo consent to testing.

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

3 | refuse to authorize release of the test results ra the company,

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

| Fatherwise violate the policy

| alsp recognize that the Drug-Free Waorkplace Policy and related documents are not
ntended to constitute a contract betweean Iploy Inc. and me

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

Q-125-2%
DATE

WITNESS ) " DATE
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Date January 1, 2018

To t ALL EMPLOYEES CONCERNED
From 'Human Resources

Thru : Operations Manager

Subject : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

—_ — ——

OBJECTIVE

1.1. The following policies and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment In its workplace and to provide the procedure far
the resolution, settlement and/or disposition of sexual harassment cases.

COVERAGE

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

FOLICY STATEMENT

3.1, Iploy Inc, believes that employees should be afforded the opportunity to work
in anenvironment free of sexual harassment. Sexual narassment is a form of
misconduct that undermines the employment relationship. No employee,
either male or female, should be subjected wverbally or physically to
unsolicited and unwelcome sexual overtures or conduct

3.2, Sexual harassment refers to behavior that is not welceme, that is persanally
offensive, debilitates morale and, therefore, interferes with work
effectiveness. Such behavior may be in the torm of unwanted physical, verbal
or visuai sexual advances, requests for sexual favors, and other sexually
oriented conduct which 15 offensive or objectionable to the recipient.
including, but not limited to! epithels, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoans, pictures, or drawings

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

3.4, DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy 15 based on, the definition of sexual
harassment set forth in Section 3 of RA. 7877. It provides that sexual
harassment n workplace is committed by an amployer, employes, manager,
supervisor, agent of the employer, or any other person who, having autharity,
influence or moral ascendancy over anather in a work environment, demands,
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reguires or otherwise requires any sexual favor from the other, regardless of
whather the demand, requests or requirement for submission is accepted by

the ohject of sajd 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-employment, or continued employment of said
individual, or in granting said individual favorable compensation, terms of
conditions, promations, or privileges; or the refusal to grant the sexual
tavor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish employment
opportunities or otherwise adversely affect sald emploves:

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

3:4.3. the above acts would result In an intimidating, hostile; or offensive
environment for the employee

Led
&l

WHERE SEXUAL HARASSMENT 1S COMMITED

Sextal harassment may be committed in any work or training environment, It
mayinclude, but are not limited to the following;

3.5.1. Inoroutside the office bullding ar tralning site;

1.5.2. atoffice or training-related social functions:

153, Inthe course of work ASSignments outsicde the .].:hf:ra,

354, at work-related conferences, studies or trainng sessions; or
3.55. during work related travel

3.5, FORMS OF SEXUAL HARASSMENT
sexual harassment may be commitied in any of the fallowing farms:

3.6.1. Overt sexual advances;

3.6.2. Unwelcome ar improper'gestures of affection;

Y630 Reguest or demand far sexual tavors including but not limited to going
out aon dates, outings, or the like for the same purpose;

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

victim
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3.7 WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does riot refer to' occasional compliments of a socially
acceptable nature It refers 1o behavior that s not: welcome, that is
persanally offensive, that debilitates morale, and that, therefore, interferes

with work effectiveness.
318 EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide "its officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact In
the course of their employment in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of company policy. The company is
responsible for preventing sexual harassmient 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 PROCEDURE

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 on Decorum and Investigation. They may also report
acts of sexual harassment to anhy other member of Iploy Inc
management or ownership. All allegations of sexual harassment will be
guickly investigated. To the extent possible, the identity of the officer or
employee shall remaln confidential dnd that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure, When
the investigation is completed, all parties will be informed of the
outcome of the investigation : ’

4,.1.2. A Committee on Decorum and |r-.~.ff:5:|p.',L|l|0h shall be constituted and
chall be composad of the management amd the employees’
representative to receive complaints, investigate and hear sexial
harassment cases. The Committee shall develop Its own rules in the
settlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment, i

4.7 RETALIATION
4.2.1. Iploy Inc. will permit no empleyment-based retallation against anyone

whe brings-a complaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment,
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4.3. WRITTEN POLICY

4.3 1. All officers and employees of Iploy Inc. shall receive a copy of the
company’s sexual harassment policy upon assumption of their respective
offices. If at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum. [T
ploy Ing. should amend or madify its sexual harassment policy, all
officers and employees will recelve an Individual copy of the amended or
modified policy,

5. CONFIDENTIALITY

5.1, At the commencement of the investigation procedura at the Committee
starting from the filing of a written complaint, or the- manifestation of an
gbjection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence. It is the intemtion of Iploy Inc. that rights of the
parties; especially. the innocent ones; are protected. At the same time,
however, dignity and henor shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
panfidential at all times, even after the conclusion of the investigation proper

b. EFFECTIVITY

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

BEvery emplovee

b
-'_.||I A .

G ALY

Prepared by: lo Hanna R, Neleclo
Human Resources

4 L
Heviewed by F{"'Hdt]l‘ Lamarillo .
.. ] -
Dirpctar of Operations

.-'-'-.{.IFJ.'.'_'H."'l'- by: Yisroel ¥ GI';'.:"lHr}l
CEG




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 - Phane

Submitted by:

Yisroel Y. Gissinger

CEO
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DATH April 3, 2018 ;

To ALL EMPLOYEES

FROM HUMAN RESQOURCES DEPARTMENT |

THRL : OPERATIONS MANAGEMET

SUBJECT MEM(: RESTROOM GUIDELINES '

Iplay Inc. Bravides Upjcay rectr Ik hat emolovep i use tnemwhen they nesa

ta do so. One localed inside 1oy Henrn 3l <o 11501 £ THie |I.I||'u-'|.-'._'l'_,-' autside 1}'“.-

operation floor. Howsver, those who are uncomfortable | ISsLIE WItR the unisex restroom
W |'."'-_-'|' I senarate B Friv ibe ract reyeyl VA At Lici

r";"l’.-r'—".-:-"..":"l Y SmMoioyes wiin concert FISSLHE 10 W It umiseys resrroom F.'li':'l'.l" visil Hi,l.'Tl._'H'I
Resaurces 'office to gel door access pa TTICE Seurity e nd Log out procedure shall
appaly ¥

Furthermore. it s esspntial that-all emplavees <hould imply angd abserve the restroom

efiquelte
L] LNOCK T the cubicle appearsto he accupied. Dan't peek under the doors
o |LOCK the cubicle door when yvou enter
& Stahd close enough to the pan ar urina vou don't weat the seat. w ]
nog :
e | I the toilet arter use and wipe &H the f b seat | be ext yser
& rapertowelsgoin the trash can, natl on thetloor n the toilet bowl
¢  Washvour hands to prevent the spread o {5 and the flu
e [ease use water and paper towels conservatively
FOT VOour inftormation and guidante L
.'_': ]
L

CHR\WTIA ML L RAYHA

QA=15-99
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February 27, 2018

To : ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGER ' _
SURIECT OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

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

To ensure effective implementation and monitaring of office security

e

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

2, Employees are allowed to be in
their scheduled time

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

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

side the office and to Log In thirty (30) minutes before

e left in the locker before longing In/going inside

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

6. Pantry, recreation room and locker should
their RF 1D to access these rooms

7. No tailgating

8. Employee ID and RF 1D should be worn at all times, lost'RF 1Ds will
employee

9. No employees are allowed to stay in the waiting area for applicant.

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

11. Submit self to magnetic wand scanning with the SECurity personnel

12. Only water in a clear container is allowed in the operation area and recreation room

be closed at all times, ernployees must use

be charge to the

For guidance and strict compliance.

!-?;"- {{ [
Humari Resources CHRLT AN L oL RAYA
Noted by:

_ a-1%-29
Alfredo Camrarillo Jr. ;
Dirk&g_ro Operations

‘Scanned by CamScanner
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DATE ! November 17, 2021
TC : ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT : LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

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

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

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

* NO transferring of lockers. Transferring of lockers Is subject to approval.

# Checking/audit will be done from time to time and once unassigned lockers are being used, they
will be forced open, and the company will not be liable for padiock replacement nor
reimbursemegnt.

* Any sort of action that may result in damage to property is strictly prohibited, This includes but is
nat 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 Reguest due to lost padlock key or forgotten passward;"cade should be submitted a
day prior and will be subject to avalilahility of the bolt cutter.

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

®  NO LOITERING Inside the locker room

s 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.

@/ . ll-’d- F "'\

Employee Relations Specialist H’R Méneg Genersl Manager ""'fc‘rl’*ﬁf'dperatlnns.

| have read, understood, and agreed to comply with the foregoing policies, ruiﬂ and conditions
governing the iPloy Locker Policy.
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DATE April 3, 2018

To ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMEMT

THRU CPERATIONS MANAGER

SUBJECT ' MEMO: CALL IN FOR OUT OF QFFICE

In order o properly monitor out of office employees, a naw prurl 55 to call In/report absence will
be implemented effective Manday, April 9, 2018

Guidelines

1. Incases of [ate and/or absences, employee should report to Human Resaurces through
aMS ar Call Mia HR hatline: 0917-709-7074
2. Notification should contain the following informatian
a. Complete (real) Name
b Department
. Team Leader
d. Call in for: (Whole day Absent, Half-day Absent, Late)
e. Heason
3. HR will be the one to send notification 1o Operations Mapagement
4. No call in should be cormmunicated through Teant leads on any other emplovee. It should
be done by the ermployee or his/her relatives .
5. Notification should be at least twa (2) hours befare the emplovee’s shift
6. If'an employee Is advised to rest/confined in the Hospital, number of rest days 3s advised
by the physician should be indicated. Otherwise, employee must send notification datly
/. Failure 1o natify will be tagged as No Call, No Show and/or unscheduled-absence and will
be dealt with according to our Code of Conduct and Discipline

For your guidance and strict compliance. ? i

Hum i Rmcnrrw

- I-CHEH'T‘ PAUL - REA
las-19

Moted by

mmﬁunnu_ ir.

Dlw bp%r&liuni

Fin
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February 1B, 2020

To : ALL EMPLOYEES
FROM - OPERATIONS MANAGEMENT
SUBJECT ATTENDANCE BONUS 2020

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

PAYROLL

1. Immaculate Attendance Bonus i3 for emplovees with perfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak, Failure to punch in = out for
breaks will dlso disqualify the employes. No waivers will be given.

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

3. Employees wha tendered thelr resignation before the release of the Sign On Bonus (First Hall or Second Half) will
NO langer be eligible to receive it

4, Employees gqualified for the Sign On Bonus (First Half or Second Half) will receive it on the 30" of the succeeding
manth from aligibility.

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

MEDICAL CERTIFICATE

1. When must the medichl certificate be dated?

. 1 day absence — the medical certificate must be dated on the day of absence or the next day. If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows = at the |atest. |t
cannot be dated on the day that the agent is 1o report back 1o work,

. 2 days absence - the medical certificate must be dated on the initial day of absence or the next day. If the
absence falls on a Thursday, the medical certificate must be dated sither that Thursday or the next day = at the
latest. Itcannot be dated on the Saturday that immediately folows or that Monday that the agent is to report back
to work. -

. 3 days of absence or longer - the rnedical cartificate must be dated on the initial day of absence or the next
day. It cannot be dated an the day that the agent reports back towork with the adyice to rest antedated trom the
Initial date of absence. Also, the advice Lo rest is Inclusive of rest days

0 Ex: Il thie agent is absent on a Friday and the medical certificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent took to rést plus Saturday and Sunday ~ the agent must be back
to work an Monday.
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o IF the doctor prescribes rest, the medical certificate must include the number of days of rest, The
advice to rest cannot be antedated,

) There must be a fit to wark date.

[v] The only exception to the Medical Certificate date guldelines Is if the employee has been
hospitalized,

VACATION LEAVES
L. The company reserves the right to approve and disapprove all vacation leave (VL) requests.
L
2. Employee must sxactly have the corresponding credits for the request to be approved.
1 credit = One Day

5 credit = Hall 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 employvess with perfect attendance

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

employees who committed unscheduled absences on the prior month and on the current month of the reguestad
time off including poor attendance records, behavioral and productivity Issues,

Approved By

JAY GISSINGER
Chiel Executlve Officer

ALFREDO CAMARILLD JR.
Director of Operations

CHRIST AN AUL L. RATA

q-25-29%
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Date ! November 17, 2021

TO :ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT
Subject : RE: SICK LEAVE POLICY

Sick Leave |s to be used by employees who are |l or any other form of absences supported
by a valid document.

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

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

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

Mote: 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 emplayee is again
physically able to perform his or her duties. (Medical Certificate with Fitto
Work)

* Blacklisted Doctors and clinics” will not be honored, IPiéase refer to the
Blacklisted Clinic/Physician Memo]

® Bereavement leave (Please refer to the Bereavement keave Policy)

e Emergency leave o,
» Validate his/her absence through supporting ddcuments 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)

# |nternet Outape
» Ticket number from the internet 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 disciplinaryaction, 5L is unauthorized
under the following circumstances:
s The employee falled to inform the immediate superior or HRD about his/her absence due to
lliness unless fully justified. .
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s |fsickness 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 recaver from the sickness. A medical certificate must be submitted
before the expiration of the SL. Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted.

This Memorandum shall take effect on Navember 22, 2021,

Please be gulded accordingly.

Created by;

CHRIC T AN Ue L. RAYA
-15-12%

Noted by:

alfredio Camatilo Jr. Angelo Manal _ Carlos Gotlong
Diredtor, Dperatipns Operations Manager “General Manager
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Date : November 12, 2019

To 1 ALL EMPLOYEES

FROM : HUMAMN RESOURCES DEPARTMEMT

THRU - OPERATIONS 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 form attached with original and complete medical documents. It should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit
their form in Accotnting office. :

A member s qualified to avall of this benefit if:

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

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

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

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

Fallure to submit the documents within the prescribed period will free IPlay from any Hability of their
claims.

For your guidance.
If there are any guestions ar clarifications, please feel free to'approach the Human Resource Department.
Sincerely,

farishka-l illa
Human Ae B

CHRISTIAN AUL L. RATA

Moted by:
A

Alfr thq:%na_r_lllu ir, o-LS- 13
Directpt, ODherations .
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DATE December 7, 2022

TO 4 ALL EMPLOYEES

FROM : HUMAMN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AMD/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. Teguille MD Clinic
Laolita E. Abella-Libres, DMD
Dr. Omar Arceo, MD
Sia Clinic
Health Doc Diagnostics
Gaudioso Montecillo Ir., MD
Now Serving
Dr. Guian Darmell Sumalinog
. Clinics/Physicians without complete contact details such as but not Iimlted to the followlng:
101 Doctor's name
10.2 Doctor's license number
10.3  Clinic/Doctor Phone number
10.4 Date of Actual visit
105  Diagnosis
10.6 Reeommendation
10.7  Fit to work date

e e DL R

—
o

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

1. Must be [ssued on the day of the absence or the day after,

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

3. Note that all medical certificates including fit tn‘.‘l work will be validated by HR/Clinic. NO Fit-to-

) Work Certificate will be denied entry inside the production floor, ;

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

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

2. Questionable medical certificates due to some bnmnﬁtﬂlenclesf:i!screpancief. as validated by
HR/Company Nurse/Company Doctor. :

3. The Clinlc/Physician does not entertain phone validations for the certificate |ssued.

4, Caters primarlly on cosmetic procedures and consultations,
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Since hospitals and clinics are now having less restrictions for consultations, it is highly recommended
to do a face-to-face consultation. 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. . .

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

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 yee Relations Supervisor 2
Mated by: e I
o / fovilhe fdidh— - s
Rarnel(fi fnares Mariﬁ%r:ma Niﬁé/:’ngeln IVianal " Alfred CamarilloJr.
. HR Manager HR Manager Operations Manager Directtyr of Gperations

CHRW TIA AuL L. RA~MA
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Date : Movember 30, 2022
To | ALL Employees
FROM - Human Resources Department
SUBIECT : VACATION AMD SICK LEAVE CONVERSIOMN

We are pleased to announce that the Sick Leave chnuer:.lun will be released on December 15, 2022
payout. [n this connection, all remaining SL credits are (o be converted thus, SL application is no longer
allowed until the end of the year.

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

¢ Mo retraction of approved Vs, If the employee reporis for work on the actual VL date, the VL
will not be relmbursed and will be voided.,

& Mo rescheduling of VL once approved

&= VL date should not fall on a local holiday otherwise forfeited.

Mote: Approval of YL requests will be on or before Dacember 14, 2022,

Furthermora, If the employee resigns or gets separatad from the company elther voluntary or Involuntary,
all available VL credits will be forfelted and will not be part of thelr last pay if;

Employee filed an immediate resignation and/or failed to provide a 30-day notice.
Employes 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 sxception that the eamployee provided a valid documentation such as but not
limited to hospitalization due to sickness, accidents; or :nn:a,g'luus diseases,

e Employee incurred more than four (4) hours of accumulated and/ar total late/undertime within
the 30-day notice,

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

L ® Incurred any behavicral Infraction such as but not limited to Sleeping, Browsing Unrelated
Wabsites and atc.

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

Signed

g ﬂ !ﬁéﬂﬂ

HR Manager

W

Gi -
Accounting Manager

Noted by:

{iffid vianai Alfrefio Carnerilia r.

Dperations WManager Birector af Pperdtions

Approved by:

i

CEQ
CHRW T 1N UL L. prAYA
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DATE A Aprll 26, 2018

To . ! ALL EMPLOYEES

FROM ; HUMAN RESOLURCES DEPARTMENT

THRU 4 OPERATIONS MANAGEMENT

SUBIECT \ Maxicare Guldelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular employees can still avail their Maxicare insurance provided they are within the
pald quarter.

The use of the insurance will be shouldered by the separated employee and deducted from their last pay
in the ameount 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 guarters are as follows

1% Quarter — December, lanuary and February

2"% Quarter = March, April and May

3™ Quarter - June, July and August

4" quarter - September, October and Novernber and so on arid so forth,

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

Note: Kindly Indicate your complete name and signature if you have received, read and understood
the memo.

D # MAME TEAM LEAD SIG LRE
RA A, CHRITIAN PAUL L
9174

Regards, Noted By:
A .l"’ '
f e A AP A A
M_arN{ka Iris Arcilla Alfred 'l[war lo Ir. Aﬁeaardé gaf:aa
Humfm Resource Director of Operations Operations Manager

e

i ﬁ; ===
/E;IMahager
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December 17, 2019

To ] ALL EMPLOYEES
EROIAA ] OPERATIONS MANAGEMENT
SUBJECT CLEANSING PERIOD

iPloy Staffing Solutions belleves in giving employees enough room for improvement 1o straightén out
employment in regards 1o compliance to our company’s Code of Conduct. The aim of this approach i to help
motivate employess rectifty passod affenses and start anow.

Cleansing Penod pertains to the lime when an employee who has been subjested to o Disciplinary Action (DA)
i expected to improve performance. Ample time | given 1o correct improper behavior and refrain from
committing any other infractions,

If an employes does not commit the same infraction lae the specilied clegnuing period, the progression of the
disclplingry action will slide back to a tevel depending on its type: Please fefer to table below:

Attendance
Productivity
_El‘;el_!'li_wlnrai

The counting of the Cleansing Period will start based on the date when DA was decided upon, Al dotumentations
for infractians will still be kept in the Employee’s 201 File regardless what period of progression.

The Cleansing Period s effective January 1, 2020 covering (A 6 months and alder

Sincerely youls, Approved By:

A il

JAY GISSINGER

. Ehief Executive Officer

Operationddlanager

CHRINT A Ve L eiya
: 25-2%
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CODE OF CONDUCT AND DISCIPLINE (Table of Infractions)

I, STATEMEMT OF POLICY

The Code of Conduct and Discipline &5 designed to ensure healthy and positive working
emdramment, and hopes to maintain and uphold professonalism amdng [Foy ine. employers.
The estabirhed norms henein 4ot forth &re geared towards the attanment of the Company's
Goals and objectives. it 5 worthy to emphasize that the Code is not meant 1o be oppressive nor
it-# intended to threaten and inimidate emplayees. indeed, it serves &5 the guidig principles
on whatis expected of i’ emaloyess to conduct during the entire employment here in iPloy, ™
Inc. -

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

The right to discipline and discharge employees for just and proper causes s management's
preTogative enshrined from the 1987 Philippine Constitution. - i
Faimess and justice shall always govern the imposition of disciplinany actions. Extsting Labor
Laws, Implementing Rules and LETu._..r&ﬂ_.Hﬁ ikl alwarys be obsErs

The full and strict mainterance of discipdine i the management’s resporsibility. Thus, itshall be
the prifmany concern of immediate superiors and depariment heads 1o inltdate any disciplinary
actons against their subondinates whenever a viclation of the rule is comemitted.
Administrathve irvestigations and other proceedings shall be conducted expeditiously.

w o ow o F

Imposition of peralties wihnen warranted, shall not be cancelied, nor delayed Tar amy resson.
The rights of the respondent as provided for by Law shall be guaranteed.

The management may mitigate the penalty to be imposed, subject however (o management’s
approval and upon compliance to the conditions set forth by the larter,

in cases of multiple viclations of this Code, the foliowing rule shall apply as to the penalty o ba
imposed:

= ™

Mireor Offense + Sermur affense = The bagter penally shafl be

| 2 or more cfferae urder the same categary = | Pensiny for the et seheshile of shfnme thall be (momed |

il PROCEDURE

Fing Incoe posarad

4
137 Fusar MST Tower ’ b_v-
Pos adure Rosd Cebu Buines, Padk, @ -. g*

Cabu City 6000

1. incident Report will be submitied to Human Resources [HR) withen 2 working days from
the date of the incident.
2 Human Ressurces will issue 3 Notice o Explain [NTE) o the employes within 3 working
fdays,
3. Direct Superior shoubd coath the emghryse within 5 workbng days from the issuance of
the NTE.
4, Coaching Form and Written Explaration of the smplcyee should be submitied within's
Wwearking daye fram the isuance of the NTE
5. FR will issue Notios of Detision with.or without semctions within 5 days from the receipt
af the Coachirg Forrn and Winitten Explanaten
. Fadlure 1o provide Written.Explanaticn sral corstinuie 3 waiver of he empioyee’s
right to be heard and confirms that 2ll the detals in the Incident Aeport are true and
without any biases. Ay
b Lagpses in the tirmeling willresuit 1o 8 senetion — Neglest of Duty | insubordination
. Lagses in the timeiire will not vaid the sancion J

V. GEMERAL BEHAVIORAL STANDARDS
A5 an iPloy emphoyes we expect that you will meet the following behaviors! standards:

. Proper Conduct and Decorum is expected from you within the office and cutiide when
representing the Company. This inclisdes appropriate dress, attending the olfies ready to work, uie of
properand decent language, otservanse of proper office and work decorum, maintaining proper
reigtionshept with your colleagues, sustcmers and other individuats nat in the emplay of the comgany,
cteervance of and compiiance with existing laws of the Philippines,

b, Enthancing Company Productivity the Company expects the Proper care and utilization of
Capital svailable to th Company; tuming up for work ready to work an time all the time, fallowing the
approprigte break and finish Fmes, getting on with the job and performing the job to the best of your
ability, positive attitude and dedication 1o one’s work assignments, supparling supervisions and thoss in
manggemenl.

. Followsng rules on customer gnd client relations and always mantaireng a professional helpiul
attitucle with cestomers,

d. Maintenaoee af health and salety of the alfice and peaple around you. A proper attitude
wards cleanliness and proper housekeeping in the alfice, good health of yoursalf and others amound
you, assit in the security of the office, following basic salety procedures.

e, Proper use'of Company Property, facilities and security to protect company and employes
assets. Secure handling and maintenance of Company records, keep configential and protect the
imtegrity of all Company operating data and information, appropeiate use if all Company equipment for
work related porposes, properly account farall Company funds reoeieed.
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I Applicability

This Code shall apply to all iFloy employees, negardiess of status or position held. Improper or unruly Documenced | Fnal =
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M. Saving Clause
P

1. Termination of ar employes shall sutomatically bar him/her from re-emgloyment.
2 The penalty of dismissal shall not prejudice the right of the company to initiabe court action

against the erring employes,

3. This Code shall supersede all other sisting polbcies, rules, memos, and the like, and all policies
to be implemented, if the same is found to be inconsistent with the Code of Conduct.

Vil Approwal

lay Gissinger

Owmer and Chiel Executae Officer

Pley rarporated
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RECEIPT OF THE CODE OF CONDUCT AND DISCIPUINE POLICY

This is to acknowledge that | have read the Company’s Code of Conduct and Discipline and understand
that it sets forth the terms and conditions of my employment as well as the duties and responsibilities,

and ooligations of empioyment with the Company.

| alen acknowtedgs that the Compamy reserves the right @ revise, delate, and add to the provisions of
this Code of Conduct and Disciphine., or conditiors of employment can be sstabixhed by any other
statement, conduct, policy, or practice, =

e CHRISTIAN PAUL L. RAYA
DATE A-25-23 _

AND HAVE READ AND LINDERST)
EMPLOYEE SIGNATURE
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