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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) 09 [25/(23

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2. il QUIrAY BNTERA (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. notto disclose any such Proprietary Information or any information derived therefrom to
any third person,

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

1.4. not to make any use whatsoever at any time of such Proprietary Information except to
evaluate internally its relationship with the Disclosing Party, and

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

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

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

3. Immediately upon the written request by the Disclosing Party at any time, the Receiving
Party will return to the Disclosing Party all Proprietary 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 walver 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.

e 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: jobk UEW EMPLONEG

Name: Jade Lenizo Mata Name: ¥iL EBUTERA

Title: Onboarding Specialist Title: _C{%

Address: #35 Salvador Extension Labangon Address: -1 ARCASMHOR RENBC AE- (B oY
Cebu City

Date: O[22} Date: OQI'IM[Q-J
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37 a. Have yvou ever been formally c!arged? DvEs Bno
IT YES, glve detalls

b. Have yvou ever been gullty of any administrative offensa? DvEs Bno
|f YES, gilve detalls

38. Have you ever been convicted of any crime orviolation ef any law, |Dyes Bno
decree, ordinance arregulation by anycourtartribunal? If YES, give detalls
39, Have you ever been separated from the service Inany followlng modes: Dives Bno

rasignation,retiremant, dropped frem the rolls, dismissal, termination, end of

3 I
term, finished contract, AWOL or phesed out, [n the public or private sactar? IFYES, give detalis

40. Have you evarbeen a candidate Ina naticnal orlocal election Dves Buno
(except Barangavelaction)? If YES, give detalls

#1 P ursLant 1o (a) Idigens Uas Feople's Aot (HA B3710; (B) Magna Gars for Dlsablad
Fareaons (RA 7277); end Solo Farents Walfare A ct 2000 (RA 8872), pleass answar the
folowlng ltems;

a. Are you a membearofanylndlgencus group? Dves Bno
If YES, give please specify:

b Ara differently abled? Dyes Buo
Y If YES, glve please spec|fy;

c.Are you a solo-parent? Dves BN

If ¥ES, give please s pacify:
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44.ldeclara under oath thatthls Personal Date Sheet has been accomplished by me,andisa
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GEmontha 3.8 om. X 4.6 am
(paseport slze)

talso authorize the agency hesd/authorized represantative to varify/validate

the contents stated harain, | trust that this Information shall remain confidential.
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i acoeptabla

COMMUNITY TAX CERTIFICATE NO.
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/ /
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IN CASE OF EM ERGENCY: i : |
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS *

L, kL mulgsd EMTERA _hereby authorize Iploy Inc. and/or it's representatives to
make Investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, forthe
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent,

| hereby consent to the Company's verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a3 condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

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

Applicant Name: ¥4L  QUITAC ENTEEA

Present Address: 0-1 ARCHRWHOP  REVEC AUEMUE  CEBU oy

Social Security Number: 0 -4 Qo09q -8 Date of Birth: 0l (12| 1009

Signature: _‘(f;]g

Date: 0 "I'}& !5'5
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SIGN-ON BONUS POLICY

Policy:

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

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

A regular employee

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

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

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

Releasing of Sign-On Bonus:

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

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

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

%m;a Gfan

EuL ElTEEA
Signature Over Printed Name/Date
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UNDERTAKING

‘: a™ I-'l

This document verifies that | have read the policy listed below and have discussed any
guestions with the Onboarding Specialist / Supervisor/Manager. | ha?e 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 101 2
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 Palicy
and | will abide by the provisions ({including changes and additions which are deemed

incorporated herein) of this policy. ‘
L ﬁﬁr e 1k 0% /24laz
Employee Name and Signature Date
H
Naoted:

"éﬁ( o q!z; |2

Onboarding 5pe:ia1i5t Name and Signature Date

- LI-'I--

=1 ¢ F

al
Ll



iPloy Gift Policy

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

"Gift" means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
far which something of equal or greater value is not exchanged. Payments for travel, entertainment and

food are also considered as gifts,

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

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

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

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

Employee Acknowledgement

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

Mame; Bl BAT ERA

Signature: # Date: e If"EEr flrﬂj

=

i




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 colleagueas.

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. iFloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes across in regular internet monitoring, or is brought to the organization’s attention by
employees, customers, members of the public, ete.

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

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

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

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

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

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

e You are personally responsible for what you post or publish on social media sites. Where it is
found that any infarmation 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’ detalls or pictures without their
individual permission. Employees must not provide or use their company password in response
to any Iinternet 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 o
content relating to the company or its employees, which would be unacceptable in the workplace
or in conflict with the company’s website. Make sure the views and oplnions 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 &
reference on behalf of the IPloy, even when a disclalmer 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 |n the public domain, content cannot be retracted. Therefare, 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 ane of your
colleagues had to defend your comments tola customer.

If you make a mistake, be the first to point [t out and correct [t guickly. 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:

L]

Always remember on-line content is never completely private;

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

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



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

Specific Managerial Responsibilities

By their pasition, 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 conditians of this social media policy and the related
internet, e-mall and confidentiality policles 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 soclal media and the Internet is always appropriate and consistent with your
responsibilities towards the company. In case of any doubt, you should consult with your manager.

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

a. 1% Instance — Written Warning
b. 2™ |nstance- Flnal Written Warning
c. 3% instance- Dismissal

Employee Acknowledgement

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

Name: L ©uldar  BUTCEA

Signature: %g Date: nﬂ:“"-f fllq {,/Qﬁr

P |
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Gk Citig EOON
Date :February 22, 2018
To tALL EMPLOYEES CONCERMNED
From : Human Resources
Thru ¢Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIVIAIDS

1. OBJECTIVE

1.1, In conformity with Republic Act No. 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which retognizes workplace-based
programs as a potent tool in addressing HIV/AIDS as an international
pandemic prablem, this company policy is hereby issued for the information
and guidance of the employees in the diagnosis, treatment and prevention of
HIV/AIDS in the workplace.

1.2. This palicy is also aimed at addressing the stigma attached to HIV/AIDS angl
ensures that the workers' right against discrimination and confidentiality 15
maintained

2. COVERAGE

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

3. IMPLEMENTING STRUCTURE

1.1, Iploy Inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
gdepartments

4. POLICY STATEMENT
4.1. BASIC INFORMATION ON HIV/AIDS
4.1.1. What is HIV/AIDS?

4.11.1. It is a cdisease caused by a wirus called HIV {(Human
Imrmunodeficiengy Virgs). This virus slowly weakens a person's
ability to fight off other diseases by| attaching itself to and
destroying important fells that control |and support the human
immune system

4.1.2. How HIV/AIDS is transmitted?

4.1.2.1 Unprotected sex with an HIV infected person;
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4.1.3.2 Fram an infected |1:r:|:ril1f-r to her child (during pregnancy, at
birth through breast feeging);

|
4123 Intravenous drug use with contaminated need|es;

|
4.1.2.4, Transfusion with infected blood and blpod products; and

4.1.2.5. Unsale, unprotected contact with infected blood and bleeding |
wounds of an infected person

4.1.3. Isthere acure? |

4.1.3.1. No. However, therd are antiretroviral, drug combinations that
are available when properly used, result in prolonged survival of
people with HIV. Halistic care of people living with HIV-AIDS and
comprehensive  treatment  of  oppartunistic  infections also
dramatically improve quality of life

5. GUIDELINES

5.1. Preventive Strategies
|

5.1.1. Conduct of HIV-AIDS Education.
LA Who will conduct?

The Medical Clinic of Iploy Inc, In coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the orientation of newly hired
employees. The standardized information patkage developed by the
Departtment of Labor and Fimplcwmsnt (DOLE) may be used for this
purpose '

5.1.1.2. Howwillit be conducted?

The HIV-AIDS education wjll 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

51.2.1. Screening for HIV as a prerequisite |to employment 15 not
mandatory |

i ||
5.1.2.2 The company <hall gncourage ﬂr_r;itlvf_lit:r';ulm seeking behavior
through Voluntary Coundeling and Testing.
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5.1.2.3. The company shall establish a referral system and provide
access to diagnostic and treatment serviges for its workers. Referral
to Social Hyglene Clinles of LGU for HIV sdreening shall be facilitated
by the company’s medical clinic staff,

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

6, SQCIAL POLICY
6.1. Non-discriminatory Policy and Practices

6.1.1. Discrimination in any| form from pre-employment to post-
employment, including hiring, promation or assignment, termination of
employment based on the actual, perceived ¢r suspected HIV status of
an individual is prohibited,

£.1.2. Warkplace management of sick employees shall not differ from that of
any ather iliness

6.1.3. Discriminatory act done by an officer or an employee against their
co-officer or co-employea shall likewise be penalized.

6.2. Confidentiality/Non-Disclosure Policy

6.2.1. Access to personal data) relating to a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of RA,
8504 and the ILO Code'of Practice.

6.2.2. Job applicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related meadical information.
|
£.2.3. Co-employees shall not be obliged to reveal any personal information
relating to the HIV/AIDS status of fellow workerns

6.3, Work-Accommuodation and Arrangement

£.3.1. The company shall take measures to reasonably accommodate
employees 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 thraugh flexible leave arrangements, rescheduling of working
timeand arrangement for raturn to waork.
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

7.1. Employer's Respansibilities

7.1.1. The Company, together with employeas/ labor organizations, company
focal personnel for human iresources, safety and health personnel shall
develop, implement, monitor and evaluate the waorkplace policy and
program on HIV/AIDS.

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

2.1.3. Ensure non-discriminatofy practices in the workplace and that tha
policy and program adheres to existing legislations and guidelines

7.1.4. Ensure confidentiality of|the health status of its employees and the
access 1o medical records isHlimited to authorized personnel

7.1.5. The Company, through its Human Resources Department, shall see to
it that their campany palicy|and program is adequately funded and made
known to all employees, [

7.1.6. The Health and Safety Gommittee, ".OE.".t"T!'IFI' with employees/ labor
organizations shall jointly review the policy ang program and continue to
improve these by nf-lwofklng with goverrﬁn'nwl and organizations
promating HIV prevention, |

Employees’ Responsibilities

7.2.1. The employee's organidation shall undertake an active role in
educating and training their members on HIY prevention and control,
Promaote and practice 8 healthy lifestyle with emphasis on avoiding high
risk behavier and other risk factors that expose workers to increased riskl
of HIV infection. '

7.2.2. Employees shall practice non-discriminatory gcts against co-employees,
|

7.2.3. Employees and thelr urganizatmn shall nat Ihaw- access to personnel
data relating to a worker’s HIV status.
| |
1.2.4. Employees shall comply|with universal precaution and preventive
measuras
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8. IMPLEMENTATION AND MONITORING

8.1. The Safety and Health Committee or its counterpart shall periodically monitor
and evaluate the implementation of this Policy and Program

9. EFFECTIVITY

9.1. This Policy shall take place effective immedia tely and shall be made known ta
every employee

Dill 1 {E |
Prepared by: Jo Hapna R. Melecio
Human Resources

Reviewed by fﬁ!.tr@gi-,.kkr_@a* illo.Jr.

Dipector of Dp&rations
PrPPY

Approved by: Yisroel Y. Gissinger
CEQ
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Date :January 1, 2018
To ! ALL EMPLOYEES CONCERNED
Fram : Human Resources
Thru : Operations Manager
Subject  WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB) PREVENTION
AND CONTROL
1. OBIECTIVE

1.1.To assist the government in its campaign against Tuberculosls (TB) in compliance
with the Department of Labor and Employment’s Department Order Nao. 73-05,
serles of 2005 — Guidelines for the Implementation jof Palicy and Program on
Tuberculesis (TB) Prevention and Control in the Warkplace,

1.2.To provide initiatives to prevent the outbreak and|spread of tuberculosis in the
workplace, and to treat, care, and support emplovees who become afflicted with
tuberculosis
2. COVERAGE
2.1, This Program shall apply to all emplpyees regardiess of thair employment statls,
3. POLICY STATEMENT
3.1.The company seeks Lhe prevention of the spread of tlberculosis, as well as the

treatrment, rehabilitation, and restoration to work of employees who contract
this disease Tu achieyve 'hlf gaal, all emplow-r-s arg strictly mandated to undergo

JE L.

3.2.Also, In line with this, a TR awargnest program eshall be undertaken through
information dissemination, which shall Include Its nature, frequency {occurrence
in a selected population) and transmisslon, treatment with Directly Observed
Treatment Short Course (DOTS), @nd control and management of TB in the
workplace. This shall be handied by the Office of Health Services (Infirmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider

3.3.The DOTS i5 a comprehensive strategy to control |TH, and is composed of five
compaonents, which are

3.3.1. Political will or commitment la enduring sustained and quality TB
treatment and control activities;

3.3.2 (Case detection by sputum-smear micrascopy among  symptomatic
patients;
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3.3.3. Standard short-course chemothearapy using regimens of 6 ta B months for
all confirmed active TB cases |i.e., smear positive or those validated oy the
IB. Diagnostic Committee), Complete drug taking through direct
observation by a designated treatment partner, during the whole course pf
the treatment regirmen,

334 A regular, uninterrupted supply of all antistuberculosis drugs and other
malerials;

335, Astandard recording and reporting system that allows assessment of case
finding and treatment outcames far each patient and of tuberculosis control
program’s perfarmance overall

3.4 Employees must be given proper Information on ways of strengthening thesr
immune responses against TB infection, l.e., Infermation on good nutrition,
adequate rest, avoidance of tobagco 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 geared towards accurate
infarmation on its etiology and comiplete performance overall

3.5 mproving workplace conditions!

3.51. To ensure that contamination from TB airborme particles s controlled,
workplaces: must provide adeguate and appropriate - ventilation (DOLE-
Occupational Safety and Health Standards, O5HS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers,

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

3.6.Capability bullding on TB awareness|ralsing and training on TB case Finding, Case
Holding, Reparting and Recording of cases and the implementation of DOTS shall
be glven to Company health persannel or the occupational safety and health
committee.

3.7.5acial Policies:

3.7.1. Naon-discrimination: Employees ‘who have! or had TB shall not be
discriminated against. Insteatl, they shall be supported with adeguate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company s acgredited health provider as rmedically fit and
shall be restored to work as sodn as their lliness is controlled.

3.7.2. Work Accommodation: Through agreements made between the
management and the empldyees. work accommodation measures to
support employeas with TB s encouraged through Fflexible leave
arrangements, rescheduling of \working times, and arrangements for return
1o wWork,
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3.73. Restoration to Work; Theiemployee may be allowed to return 1o work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider,

3.8.Emplovee Responsibility

381. Employees who have symgtoms of TB shall immediately seek assistance
from the Company's Health Services Provider
|

1.8.1.1. An employee who has the symptoms of TB is required to initially
wear a face mask (espedially while inside the office) and observe good
hygiene practices, at least until declared by a competent medical
practitioner to be safe lrom transmission. :
|
3812 Similarly, for those at risk, Le,, those with family members with T8 |
or those exposad to a ¢o-employee with TB, it would be prudent to
gbserve the same good hygiene practicas untll declared free from the
disease and safe from transmission

38.2. Once diagnosed to be with T8, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee's dhoice. However, it Is Imperative that the one
strictly adheres to the mur.ﬂ.einl tteatment. Ralling to dutifully observe the
treatment course may give rige toicomplicatians, such as resistance or even
the failure of treatment, which may make it harder to treat the infection and |
result in a longer absence. !

3.8.2.1, An absence from work due to medical reasons of over six [8]
moriths may result in| thel terminatiogn of one's employment as
provided for by the Labior Code of the Philippines under Art. 284 — |
Disease as Graund for Termination

183, Employees are required ta undergo an annual compulsory chest X-ray
through the Annual Physical ;Examln;-nlnn if for any reason an employee
falls to secure a chest x+ray at|that/time, he/she shall be directed to securea | |
chest x-ray at an accredited| clinic by his/her respective Infirmary/Health
Services. '

1.9 The Company shall ensure that any TR 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 woluntarily undergone the|
treatment and rehabilitation program (DOTS) prescribed, and who is finally
declared to be in a non-cofmmunicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physician

3.11 Employees (those afflicted with the disease or those identified under
contact tracing) who refuse to cooperate and  dutifully observe lawful
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nstructions (undergo a medical check-up and/or treatment), may be subject to
disciplinary action proceedings log insubordination (the penalty of which may
range up to the termination of onels employment)

4. PROCEDURE

4. 1.The respective Health Services of the Company (and/or the contracted Healtt
Services Provider) shall cuur{hnatlp with the Occupational Safety and Health
Center who shall provide! prébventive and techpical assistance in the
implementation of the Workplace TB Control and Management Program.

|

4.2.An employee whe undergoes (e Annual Physical Examination with the requisite
chest x-ray will have his/her medital record forwarded to company clinic/HRD,
Employees who fall to undergo thel requisite annual chest x-ray shall be directed
Lo SECure one at an accredited uiilnn'. ior by his/her preferred Infirmary/Health
Services, '

4.2.1. Those with medical findings|shall be required to undergo further madical
check-up, All medical records In connection with this second/ further check-
up shall be submitted to company clinic/HRD and his/her respective
Infirmary/Health Services,

4.2.2. The emplovee shall then cogrdinate with company clinic/HRD and his/her
respective Infirmary/Health Setvices for the next steps

d,.3.An employee who (s suspected|to ba afflicted with TB, whether as a direct suspect
or by contact tracing, shall cooperate fully with hisf/her respective
Infirmary/Health Seraces (andfor the dontracted Health Services provider) If
the emplopyee tests positive: ter TR, the-employee shall undergo the DOTS
program to its campletian

4.4.1f the employee needs to undergo 4 leave of absence to recuperate, he/she will
be allowed to use the appropriate leave before | hefshe may request to be
permitted to go on a Leave of Absence without Pay (LOA)

4.4.1. The employes shall observé the reguisite procedure in applying far a
leave.

4.4.2. The Unit concerned shall iepsure thal the feguisite procedures are
pbserved by the employes andithat the company ¢linic s duly Informed,

4.5 An employee may be allowed 1o go on & medical leave ol absance (without pay)
fora maximum period of six (6] manths. The concerned employee shall submit
an application for a leave of abiénce belore going on leave. Sald leave
application shall be subject to appraval at the sole discretion of the Company
Managemen!

45.1. Thesame procedures under 4.2.1to 42,2 shall be observed

. W o e




Flry ot prstatrd

11 Tinew WASF Toamns

P sidives MOaa C by Bauispi Purk

sy Uiy =500

4.6 Afrer treatment, with a maximum period of s (6] months on leave (without pay),
an employves found to be cured orf in 3§ noncoimmunicable stage of TB may be
allowed back to work, provided that the employee’s hiealth shall continue to be
monitored during the annual physical examination with the requisite chest x-ray

or as may be deamed necessaryl by the Unit Health Services-(Infirmary) .or

contracted Health Services providern
4.7.The employae returning to work shall bg required by the Management Lo secure
a medical clearance from a medical dogtar chosen by the Company before being

allewed to return ta work

4.8, The HRD will initiate disciplinary progeedings against any employee found to have
l‘||5|'_'{"-!'ll nued treatment in gefjance af mehical agyvige, or who refuses [o '.J“‘.'-."]-}I'_'
the full treatment course prescribed. Likewise, employees who are ordered 1o
undergo a check-up due to contagt tracing but refuse to do so will also face
disciplinary action proceedings. It both cases, the maximum sanction applicable
for insubordination will be the termination of one's employment, if it is deemed

wa |'r,|r-.r_|1|j

(&g

IMPLEMENTATION AND MONITORING

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

evaluate the implementation of this Policy and Program
6. EFFECTIVITY

6.1.This Palicy shall take place effactive immediately and shall be made Known to
every amployee

" :
!" l”-l'.l *
Prepared by: Jo Hanna R. Mielecio

Human Resources

Reviewed by: Alffedo P. Chwarillo Jr.

Diregtar gf{ perations

Approved by: Yisroel Y. Gissinger
CEQ
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Date : February 22, 2018

To  ALL EMPLOYEES CONCERNED
From i Human Resgurces

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBJECTIVE

1.1.Ipley Ing: is committed to canfofm to the established standards assurance of
customer satisfaction, protection of our environment and health-and safety In
the workplaces

1.2.The company promotes and ensures @ healthy environment through its various
health programs to safeguard its erhployees. And as part of the company’'s |
compliance to DOLE Departmant iAdvisory No. 05, Saries of 2010 (Guidelines for
the Implementation aof a Workplace [Policy and |Program on Hepatitis &), this
Program has been developed. This program (s aimed to address the stigma
attached to hepatitls B and to ensure that the employess’ right against
discrimination and confidentialityis maintained

1.3.This puideline is formulated for averybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B. This will inform the
employees of their role as well a5 the company!in dealing with Hepatitis B. A :
healthy environment encompasses & good working refationship and great output
far continuous business growtH

2. COVERAGE
2.1.This Program shall apply to all employees regardless of their employment status.
3. POLICY STATEMENT
3.1.Implementing Structure
3.1.1. Iploy Inc. Hepatitis B workplace policy and program shall be managed by
its- health and safety lcommittge, Each division or departiment of the
Company shall be duly represented
3.2 Guidelines
3.2.1. Education

3201 Hepatitis B shiall be contlucted through distribution and posting of
IEC materiais and ¢ounselling and/ or lectures; and [
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32.12 Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close coordination with the health and safety commities

32.2. Preventive Strategies

3.2.2.1 All employees dre encouraged to belimmunized against Hepatitiy
B after securing clearanca from their physlcan

32,22 Workplace sanitation and! proper waste management and disposal
shall be monitored by the hagith and safety committee an a regular
basis,

3223 Personal protective aquipment shall be made avallable at all times

tor all employvees; and

3.2.2.4 Employees will be:given training and infermation anadherence to
standards or universal pracautions In the workplace

4. SOCIAL POLICY
4.1.1.1., Nan-discrirminatary Policylapd Practices

4.1.1.1.1 There shall be o) discrimsination of any form agains
employees on the basis of their Hepatitis B status consistent with
the international agreernents on non-gdiscrimination ratified by
the Philippines (ILQC111) Employees shall not be discriminated
against, from| pre| to| gost employment, Including hiring,
promotion, or assignment because of their hepatitis B status

4.171.1.2 Warkplace management of sick employees shall not differ
from that of any other Jlness. Persons with Hepatitis B related
linesses may wark far asilang as they are madically fit to work

4.11.2 Confidentiality

41121 lab appligants and employvees shall not be compelled to
disclose their |Hepdtitis| B status and other related medical
infarmation. Co-emplovdes shall ngt be oabligéd to reveal any
personal informatich .a:t:p'.rl their Fellow employees, Access to
personal data relating ta employee’s Hepatitis B status shall be
bound by the rules an canfidentiality and shall be strictly limited
to medical personnel or f legally required,

4113 Work-Accommodation and Arrangement

L
et
(B

B The company ghall take  measures to  reasonably
accommodate employeas who are Hepatitis 8 positive or with
Hepatitis B - related llinesses,




Moy Incorporatedd
11k Flooi MSY Towar
Poscadnres Aomd Cobu Busimes: Park Seathiog dori i -

Celia City' G000

4.1.1.3.2 Through agreements made Between management and
employees' representative, measures to support employees with
Hepatitis B are encouraged to! work through flexible leave
arrangements, reschaduling of working time and arrangement for
return to wolk,

4114 Screening, Diagnogsis, Treatment and Referral to Health  Caré
Services

41141, The company shall establish a referral system and provide
dccess Lo diagnostic and treatment services for its employees for
appropriate medical evaluation/ monitoring and management

4.1.1.4.2, Adherence to the guidelires for healthcare providers on
the evaluation of Hepatitis B positive employees is highly
gncouraged.

4.1.1:4.3, Screening for Hepatitis B as g prerequisite to employment

shall not be mandatary,

4,115, Compensatian |

|
4.1.1.5.1 The company shall provide access to Social Security

System and Employees Compensation:-benefits under PD 626 to
an employee contracted with Hepatitis B infection in thea
performance|af his duty

5. ROLES AND RESPOMNSIBILITIES OF EMPLOYERS AND EMPLOYEES
o v D | Employer's Responsibllities

5.1.1.1-1, Management, together with employees’ organizations,
company focal personpal for human resources, and safery and
health persornel shall develop, implemant, monitor and evaluate
the workplace policyand program an Mepatitis B

51.1.1.2 The Health and Safety Chmmittee shall ensure that their
company policy and program is adequately funded and made
known to all emplayees,

i il i The Human Resgurces Department shall ensdre that thelr
policy and program adhere to existing legislations and guidalines,
including provisions on leaves, benefits and Insurance.

a9:1.1.1:4. Management shall prowide: information, education and
training on Hepatitis! B for |ts workforce consistent with the
standardized basit infarmation package developed by the
Hepatitls B TWG; If not avallable within the establishment, then
provide access to informatian.
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i I e LSS The company shall ensure por-discriminatory practices In
the warkplace

51,116 The management together with the company focal
personnel for human| resources and safety and health shall
provide appropriate personal protective eguipment to nmvenﬁl
Hepatitis B exposure; especially for employees exposed to
potentially contaminated blood or body fluid

5400175 The Health ang -Safety Cemmittee, together with the
employees’ organizations shall jointly review the pollcy and!
program for effectiveness and continue to improve these by
networking with government and organizations promoting
Hepatitis B pravention.,

5.1.1.1.8. The company shdll ensurel canfidentiality of the health!
status of its employees) including those with Hepatitis B

5.1 The human resaurces shall ensure that actess to madical
recordsis limited toauthorized personnel

5.1.1.2 Employees Responsibilities

Syl S R | The employees’ organization Is required to undertake an

active role ineducating and training their members on Hepatitis

B prevention and contrel. The IEC program must alsa aim at|

promoting and practiging a healthy lifestyle with emphasis on

avoiding high risk Behavior and other risk factors that

egxpose  employees to ndreased risk of Hapatitis B

infection, consistent with the standardized basic information

package develaped by the Hepatitis B TWG I

=y i Employvees SHall [practice non-discriminatary acts agamstl
to-employees an the ground of Hepatitis B status,

51123 Employees and their organizations shall nat have access to
personne| data relatingitg an employee's Hepatlils B status. The
rules of confidentiality, shall apply in carrying out union and
organization functions,

5:1.1.2.4. Employees shall camply with the universal precaution and
the preventive measurngs,

5.L.1.2.5 Employees with EHE:;MI tis B may inform the health care
provider or the ml'npabv physician: on their Hepatitis B status,
that is, if their work activities may increase the risk of Hepatitis B
infection and :rar-rs.m.-'ssiiclri or put the Hepatitis B positive at risk ||
far aggravation,

P, ————
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6. IMPLEMENTATION AND MONITORING

&) iPloy

b.1.Within the establishment, the impleméntation of the policy and program shall be

monitored and evaluated periodicallyl. The safety and health committee or jts

counterpart shall be tasked far this purpose

7. EFFECTIVITY

7.L.This Policy shall take place effective immediatelyiand sh

every employee

11 LA,
Prepared by: Jo Hafma R, Melecio

Humlan Resources

| )
Reviewed by: Alfreto P. Camharillo Ir
Director of Coerations

Approved by: Yisroel ¥, Gissinger
CEQ

all be made known to
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Date sdanuary 1, 2018

To ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBJECTIVE

155

2.1

In compliance with Article V of Republic Act No. 9165, otherwise known as |

the Comprehensive Dangerous Drugs Act of 2002, and its implementing Rules

and Regulations and DOLE Departmgnt Order (Nol 53-03, serigs of 2003

(Guidelines for the Implementation af a Drug-Free Workplace Policies and
Programs for the Private Sector), Iplay Inc. hereby adopts the following
palicies and programs to achieve a drugfree workplace;

Company policy is to maintain a workplace free of illegal drugs. To ensure
that the objectives of the company’s tarporate policy are met, the company
is implementing this drug-frage programl The program will have the following
elements:

COVERAGE

This Program shall apply to|all employees regardiess of their employment
sStatus,

3. POLICY STATEMENT

3:1,

3.3

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

Being impaired or under the influence pf dangetous drugs away from the
company, if such impairment or influgnce adversely affects the employee’s
work performance, the safety of the gmployee or of others, or puts at risk
the campany's reputation

Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such activity ar involvement adversely affects the
employee's work performange, the safety of the employee or of others, or
puts-at risk the company's reputation

The presence of any detactable amount of dangerous drugs in the
employee's system while at work, while on the premises of the company, or
while on company business. | "Dangerdus Drugs” Include those listed in the
Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as
amended by the 1972 Protogol, and lii!u the Schedules annexed ta the 1971
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Single Convention on Psychotropig Substances as enumerated in the
attached annex of R.A. 8165. '

4. MANDATORY DRUG TEST

4.1

4.2

43

To ensure that only those qualified shall be screened and recruited to prevent.
the detrimental effacts (eg. lower | productivity: poor decision making:!
increased accidents; more gampensgtion cloims; and reduced team effort)
which drug use and abuse may cduse in the workplace, the conduct of
mandatory drug test shall be required for pre-employment |

Iploy Inc. designates company adcredited or affillated center, a duly
accredited drug testing center by the Department of Health (DOH), as its
authorized drug testing labaratory. |
The Company may also conduct d!ug testing under any of the following
circumstances: I

4.3.1. RANDOM TESTING: E!fh::er#eni:‘inlow?es may be selected at random for
drug testing at any interval detefmined by the Company.

4.3.2. FOR-CAUSE TESTING: The company may ask an officer/employee tﬂ:
submit to a drug test at any time it feels that the employee may be under
the Influence of drugs, including, but net limited to, the following
circumstances: evidence of drugls on or about the employee's person or
in the emplayee's vicinity, unustal conduct on the employee's part that
suggests Impairmeant | or influgnce of drugs, negative performance
patterns, or excessive and unexplained absgnteeism or tardiness.

4.3.3. POST-ACCIDENT TESTING: Any officer/femployee involved in a "Near-
Miss” incident or "Work Accident” under circumstances that suggest
possible use or influence of drug 'may be asked to submit to a drug test.
As defined herein, “Near-Miss” feans an incident arising from or in the
course of work which could Wave led ta imjuries or fatalities of the
workers and/or considerable darriage to the employer had it not been
curtailed. "Work Actident” refers to unplanned or unexpected
accurrence that may of may pot result 'in personal injury, property
damage, work stoppage or interference of any combination thereof of
which arises out of and |n the LDLJI".-E of employment

4.3.4, All drug tests shall employ, anlnng others, two (2) testing methods, the
screening test which will dr:terrri}ne the positive result as well as the type
of the drug used and the confinmatory test which will confirm a positive
screening test. Where the Er:inﬂrmatory test turns positive, the
company's Assessment Team S!‘IE“ evaluate the results and delermine-.l
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the level of care and administrative intarvantions that can be extended
to the concerned employee.

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

4.3.6. All costs of drug testing shall be borne by Iploy Inc
5. TREATMENT, REHABILITATION, AND REFERRAL

5.1. An officer/employee who, for the first time, is found positive of drug use,| |
shall be referred for treatment and/or rehabilitation in 8 DOH accredited
center. For this purpose, Iploy Inc. ghall provide a list of at least three (3]
accredited facilities which an emplayee who was tested positive for drugs
may choose from.

|
5.2. Following rehabilitation, the company’'s Assessment Team, in -::onsultathun!
with the head of the rehabilitation cénter, shall evaluate the status of the!
drug dependent employee and recommend to the employer the resumption
of the employee’s job If he/she ppsies no serious danger to his/her co-
employees and/or the workplace ' ,
|
5.3, All costs for the treatment and rehabilitation of the drug dependent!
employee shall be charged to his gccount. The period during which the
employvee is under treatment or :rehabnnanun shall be considered as
authorized leaves. i
5.4, Repeated drug use even after amiple cppdrtunity for treatment and
rehabilitation shall be dealt with the torresponding penalties under R.A, 9165
and is a ground for dismissal. _
|
6. ADVOCACY, EDUCATION AND TRAINING |

1
6.1. Iploy Inc. undertakes to increase thel awareness and education of its officers
and employees on the adverse effects 'of dangerous drugs through
continuous advocacy, education anigl training programs/activities to all |t$: .
officers and employees. | '

6.2. All officers and employees are requi#ed to undergs an orientation/education
program before assumption of their respective duties. The program shall
include the following topics: I
| |

6.2.1. Salient features of R.A, B165; ,

62.2. Adverse effects of abuse and/ar misuse of dangerous drugs on the
person, workplace, family and the community;
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B.3.

£.2.3. Preventive measures against dyug abuse; and

6.2.4. Steps to take when interventian is needed, as well as available services|
for 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: f

£.3.1. Lifestyle assessment progfams on | health nutrition, welght
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

6.3.2, Health weliness screenings |(e.g. blood pressure and heart rate,
cholesterol test, bload 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

i 1f

7.

7.8

iploy Inc. shall ensure that the wdarkplace palicies and programs on the
prevention and control of dangerous drugs, Ingluding drug testing, shall be
disseminated to all officers and employees The employer shall obtain a
written acknowledgement fram the employees that the policy has been readl
and understood by them '

Iploy Inc. shall maintain the mﬂfuder;ttaht-,r af 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 an '
safety concerns; or where such exceptions have been authorized in writing b
the person concerned

Al officers and employees thall enjpy the right to due process, absence of
which will render the referral procedure ineffective

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1

8.2

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

|
Any officer or employee found positive for use of dangerous drugs shall ba
dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 9165,
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9. IMPLEMENTATION AND MONITORING

9.1.1. The implementation of these policies and programs shall be manitored
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, 52-03

10. EFFECTIVITY

101 Ttis Policy shall take place effective irmmediately and shall be made
known to every employee,

11. ATTACHEMENT

19.1 Drug-Free Warkplace Policy and Program Ac knowledgement

1 al A
LAY
Prepared by: lo qutﬁﬁ' R. Melecio

Human Resources

Reviewed by: hl‘rr'gflrir_r l‘__-.;.i#‘n_f]_rlllg_jr__
Director of Operations

CEQ

.
%F-‘)thsfaﬁ

RML QuITAY enTERA
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Drug-Free Workpiace Program Acknowledgement

| hereby acknowledge that | have recdived and nead |ploy Ing. Drug-Free Workplace Policy |
and Frogram, a summary of the drups which may alter or affect a drug test and a list uf!
ocal Employee Assistance Program| providers lor lodal drug and alcohol treatment
programs. | have had an opportunity 1o have all aspects of this material fully explained. |
also understand that | must abide |by the P"mp,rarr! as a condition of initial and/or
continued employment, and any violation may result in disciplinary action up to and
including termination

| also understand that during my employment |l may be required 10 submit to testing for
the presence of drugs or alcohal in my body, | upcier:.nanrl that submission tosuch testing
Is a condition of employment with [Company], and disciplinary action up to and including
termination may result [f; 7

1) | refuse to consent to testing '

2 | refuse to execute all forms of consent and release of liability that are usualty and |
reasonably associated with sugh :—-xamin+1inns

3) | refuse to authorize release of the tast rpsults 1o the company

4| The tests establish a violation of [Compapy]'s Drug-Free Workplace Palicy.

5) | otherwise violate the policy

| also recognize that the Drug-Free Wnrk;.blﬂ{.ll Falicy ‘and related documents are not
intended to constitute a contract betwean Iploy 'ilnc and me,

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

SIGNATURE " DATE

WITNESS DATE

T,
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Date :lanuary 1, 2018 f
To : ALL EMPLOYEES CONCERNED '
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PH;DGHH—";M ON ANTI-SEXUAL HARASSMENT

1. OBIJECTIVE

1.1. The following policies and procedure are hereby issued by Iploy Inc. to

prevent sexual harassment in its warkplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases.

2. COVERAGE

2

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

3. POLICY STATEMENT

3.1,

3.3

3.4

Iploy Inc. believes that employees should be afforded the opportunity to work
in an environmerit free of sexual hatassment. Sexual harassment Is a farm of
misconduct that undermines the E!ITIDID',rrnErst relationship. Mo employee,
either male or female, [should tie subjected verbally or physically to
unsolicited and unweicome sexual oyarturesior conduct,

i .
. Sexual harassment refers ta behavior that Is not welcame, that is personally

offensive, debilitates morale and, therefore, Interferes with work
effectiveness. Such behavior may belin the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
ariented conduct which s offensive or objectionable to the recipient;
including, but not limited to) epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

Iploy Inc. will not tolerate any behavior that amounts to sexual harassment
and any officer or employes Founth’n have aommitted sexual harassment
shall be subjected to disciplingry actipn, up to and including dismissal.

I

DEFINITION OF SEXUAL HARASSMENT

|

|
Ipley Inc. has adopted, and |ts poriltv- i5 based on, the definition of sexual
harassment set forth in Section 3| of R.A, 7877. It provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the emiployer, ortany other person who, having authority,
influence or moral ascendancy over gnother in a work environment, demands,
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requires or otherwise requires any gexual favor from the ather, regardless af
whether the demand, requests or requirement for submission is accepted by
the object of said Act,

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

34.1, The sexual favor Is made ’,as a condition in the hiring or in the
employment, re emplcvnmntL or continued employment of said
individual, or in granting said ingdividual favorable compensation, terms af
conditions, promaotions, or prsulﬁlegﬂ. ar the refusal to grant the sexual
favor results in imiting, ﬁegreg?tjhg or classifying the employee which Ip
any way would dlﬁCHfﬂlﬁElqE, deprive or diminish employment
opportunities or otherwise adversely affect said employee,

34.2, the abave acts would impair{the employees' rights or privileges under
|
existing labor laws; or

34.3. the above acts would resulf in an intimidating, hostile, or offensive
environment for the employee,

3.5, WHERE SEXUAL HARASSMENT IS L?IIIJMMHED

I | g i -
Sexual harassment may be commitled in any Work or training environment. [t
may Include, but are not limited to tlhé fallowing:

3.5.1. In or outside the office buillding or training site;

3.5.2. at office or training-related soeial functions;

3.5.3. inthe course of work assignments outside the office;

3.5.4, at work-related conferences, studias or training sessions; or
3.55. durning work related travel.

3.6. FORMS OF SEXUAL HARASSMENT |

|

Sexual harassmeant may be :m'nm'rtr.léd in any of the following forms:

3.6.1. Overt sexual advances; |

362, Unwelcome or improper gest res of affection;

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

1.6.4. Any other act or conduct of F sexual nature or for purposes of sexual
gratification which is generallyiannoying, disgusting or offensive to the

viGEm I
[
|
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3.7. WHAT IS NOT SEXUAL HARASSMENT |

Sexual harassment does not refer IL:i gccasional compliments of a socially
acceptable nature. It refers to behavior that is not welcome, that (s
personally offensive, that debilitates morale, and that, therefore, interferes

with work effectiveness.

3.8. 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 q:i’h::ﬂff. and employees must interact in!
the course of their employment in Iploy Inc. Sexual harassment is specificaily’
prohibited as unlawful and as a violation of dompany pelicy. The company is:
responsible for preventing sexual hjar'asqmem in the workplace, for taking
immediate corrective action to stop J:si-gxual herassment in the workplace and
for promptly investigating any allegal;ic.in of work-related sexual harassment.

4. PROCEDURE = -

4.1 COMPLAINT PROCEDURE I

4.1.1.

4.1.2,

|

Any officer or employee, who! experiences or witnesses any act of|
sexual harassment in the workplate, shall report the same immedmtelvi
to the Committee on Decorum and Investigation. They may also report|
acts of sexual harassment tb | any (other member of Iploy Inc.
managemeant ar ownership. Alllallegations of sexual harassment will be
quickly investigated. To the extant possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be F]I"LHE!‘."t{ididgﬂmST unnecessary disclosure. When/
the investigation s mrnpletEE:L all parties will be informed of the
putcome of the investigation '

A Committee on Decorum and lInvestigation shall be constituted and
shall be composed of the| management and the employees’
representative to regeive corpplaints, investigate and hear sexual
harassment cases. The Commiltée shall develop its own rules in the:
settiement and disposition of 5ﬂ}xua! harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexbal hargssment,

4.2 RETALIATION |

4.2.1

Iploy Inc. will permit no empldyment-based retaliation against anyonel
who brings a complaint of sextal harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment,

& iPloy
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4.3. WRITTEN POLICY

4.3.1. Al officers and employess of |ploy In¢. shall receive a copy of the
company's sexual harassment pdliw upon assumption of their respective
offices. If at any time an officer j;:.‘ employee would like another copy of
the policy, please contact the Office of the Committee on Decorum. If
Ipley Inc. should amend or rﬂ':::lrd-h,r its sexual harassment policy, all
officers and employeess will receliue an individual copy of the amended or
modified policy |

5.1. At the commencement of the investigation procedure at the Committee,
starting from the filing of a written| complaint, or the manifestation of an
objection to an act or behavior, all :I'fl'l&_lT.E-'i. discussed, documents reviewed,
letters and correspondences read, ard, testimonies heard, will be kept under
the strictest confidence. It is the irEtentmn of [Iploy Inc. that rights of the
parties, especially the innocent onks, are protected. At the same time,
hewever, dignity and honor shall be|preseryed for all the parties concerned
by keeping all information gathered through the Investigation process
confidential at all times, evan after the conclusion of the investigation proper.

5. CONFIDENTIALITY

6. EFFECTIVITY

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

) t' q'.“- "". \
Prepared by: lo Henna R, Melecio 5
Human Resources | [

o= | |
¥

Reviewed by: Alfredop. Eamarillo Jr.
Director TD‘peratiun:,

Approved by: Yisroel Y. Gissinger
CEQ

M Oafacle?

KL QuiTae C‘H‘Illtﬂa,
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name Position in Establishment
Chairman: Alfred Camarillo - Director of Operations
|

Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff

Ma. Blesila Vestil {SR - Phone

Junamel Brigoli SR - Phone

Submitted by:

Yisroel Y. Gissinger
CEOQ
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DATE April 3, 2018

o ALLEMPLOYEES

FROM HUMAN RESOURCES DEPSRTNENT
THRU CPERATIONS MANAGEMENIT
SUBIECT MEMO: RESTRI "-. M GUIDHLINES

Iploy Inc. provides unisex restrooms available so that employees can use them whern they nPE[ﬂ
to do so. One is located inside the operation Hmr and segond is in the hallway outside th&s

pperation floor. However, those who are uncon

fartable has issue with the unisex restroom|

we have a separate single, private rastrpom .w.'ujial:plﬂ foriuse.

Moreover, any employee with concern/issue in using theunisex restroom, please visit Hurmar

Rasources office to gel door access pass. Office
:I“ﬂ’l’f

Furthermore, It is essential that all employess
etiquette: I

e [nock it the cubicle appears to be

e Lock the cubicle doar when vou el

o  Stand close enough to the pan or
tloar

o Flush the toilet after use and wipa

s Paper towels goin the trash can, 1

o ‘Washyour hands to prevent the

Please use water and paper towel

For your information and guidance

il _‘.g.’_"_‘_"u 10

yBSOLURCES

io Ha
Huma

MNoted by

1 amarillo Jr
p;raﬂmnn

_r.‘

sgcurity, Log In and Log out procedure shal

should icomply @and observe the rastroom

ntcupied. Don't peek under the doars

N,
ininal s@yiol don't wet the seat, walls or

aff the tollet seat for the next usar

ol on the floor or in the toilet bowl

spread aficolds and the fly

5 onservatively

| oa [Ty
L Guirav gk
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February 27, 2018
To : ALL EMPLOYEES -
FROM : HUMAN RESOURCES DEPARTMENT
THRU ! OPERATIONS MANAGER
|
SURIECT QOFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

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

To ensure effective implementation and monitering of office security

1. Employees are required to lo
i the door is open

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

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

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

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

Pantry, recreation room and locker should be closed at all times, employees must use

their RF ID to access these rooms

7. No tailgating

g in and log out using the biometric and the RF ID, even

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

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

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

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

For guidance and strict compliance. '

3 {
o HI“}'r!'ril';E li"ulflhecin

1
Hu;ﬁn Resources

MNoted by:

—
Alfredo al%arinu I,

D[rbimr éf\ﬂberations

%égm’mr[i}

kL Qulrpv EnTTR?
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Cebu City 6000

DATE : Movember 17, 2021
TO ] ALL EMPLOYEES
FROM ; HUMAN RESOURCES
SUBIECT i 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 _

» OMNE LOCKER ONLY per employee. NO sharing of iuckers.

s NO storing of perishable foods/leftovers inside tl'ie-lncke'r._

e Propersanitation is strictly observed (E.G. Na sturfng of unwashed containers/mugs/utensils, etc.)

¢ 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 willllnpt be liable for padlock replacement nor
reimbursement.

* Anysort of action that may result in damage to property s strictly prohibited. This includes but is
notlimited to graffiti/vandalism, pasting of stickers, damage to facility property such as the fc:rced
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 wItHnut padlocks, placed on top of the lockers, etc.

* The company is not responsible for loss or missin'g items due to the owner's negligence.

o Forced Open Request due tolost padlock key or ﬁcrﬁutten password/code should be submitted a
day prior and will be subject to availability of the bolt cutter,

e Authorization to Forced Open a Locker, the reque:st must be submitted via emall to hr @iploy.com
and must walt for the approval,

¢ NO LOITERING inzide the locker room

¢ Unassigned Lockers with cable ties should not balopened.

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

This Memorandurm shall take effect on November 22, 2021,

Prepared by Noted by: |
‘ganza a rcilla | o5 Gotion Alfr lo
Directo perations

Ma
Empldyee Relations Specialist }‘(Rmén er ' General Manager

Failure to comply will be dealt accordingly.

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

Dﬂrﬂ-ﬂrﬂ}
KL lBuigae EHTERP

Employee Signature Over Printed Name/Date
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DATE April 3, 2018

(o ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT

THRU CPERATIONS MANAGER ‘
SUBIECT MEMO: CALL IN FOR OUT OF (OFFICE

In order to properly monitor out of office employdps, & ngw process to call in/report absenge will
be implemented effective Monday, Apnl 9, 2018 :

Guidelines

In cases of late and/or absences, employag Bhould report to Human Resources through
aMS ar Call via HR hotline; 091 7-7089- 7074

2. Notification should contain the following:in :{)J'I'I'I.f-||t$!1
a8, Complete (real) Name '
b, Department :
c. Team Leader |
d. Callinfor: (Whole day Absent, Hall-Hay Abgent, Late) :
g. Heason
3. HR will be the one to send notification toiOpgrations Management ‘
4, No call in should be communicated througlt Team Bads ar any other employee. It should
be done by the employee ar his/her relative 5 |
5. ‘Motification should be at least two (2] haun Meforaitha emploves’s shift
6. If an employee is advised to rest/confined |hithe haspital, number of rest days as advised
by the physician should be indicated. Othar 1;59, emplovee must send notification daily
/. Fallure to notify will be tagged as No Call, E'FL-}:'lhl.J'ﬂ. and/or unscheduled absence and vl1|||
be dealt with according to our Code of Confugt and|Discipline
Far your guidance.and strict compliance |

.. | i

Human Resources i ‘
|

Moted by: [ i

| ; ‘
M(P:n marillo Ir, [ [

B

i}uﬁruimns

"; I éjﬁ:‘-’f [aT (3%

KyL  Enteea’
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February 18, 2020

Ta : ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBIECT ; ATTEMDANCE BONUS 2020

| .
As we end the year 2019, iPloy would like to set clear key prdl:m!urei Iam:i policies. This memorandum serves as
reminder to be followed:

i
PAYROLL I

1. immaculate Attendance Banus is for employees with perfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undértime and overbreak. Failure to punch in = aut for
breaks will also disqualify the employee. No waivers will be given,

I ¥
2. Tardiness, Undertime and Over breaks will be deducted lmmrtllle employee’s pay

3. Employees who tendered their resignation before the re1easei af the Sign On Bonus (First Half or Second Half) will
NO longer be eligible 1o receive it |

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

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

MEDICAL CERTIFICATE

1, When must the medical certificate be dated?

| |
* 1 day absence — the medical certificate must be dated gnthe day of absence or the next day. If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows — at the latest. | It
cannot be dated on the day that the agent is to report back to | ork.

| |
. 2 days absence - the medical certificate must be datetl dn the initial day of absence or the next day, If the
absence falls on a Thursday, the medical certificate must be ' ted elther that Thursday or the next day = at the
latest. Itcannot be dated on the Saturday that immediately fellows or that Manday that the agent is to report back
to work. bl
- 3 days of absence or longer - the medical certificate must be dated on the initial day of absence or the next
day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from the
initial date of absence. Also, the advice to rest is inclusive of rest days.

o Ex: If the agent is absent on a Friday and thaf—me dical certificate states advised to rest for 3 days,
that is inclusive of the day of absence that the apent took to rest plus Saturday and Sunday - the agent must be back
to work on Monday.
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0 If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannot be antedatad '

o There must be a fit to work data. .

o The anly exception to the Medical Certificate date guidelines Is if the employee has bepn
hospitalized. '

VACATION LEAVES

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

2. Employes must exactly have the corresponding credite for the reauest to be approved
1 credit = One Day
5 credit = Half Day

i
3. Employee with perfect attendance 60 days from the requestied VL date will be given priority in the approval jof
leaves, This is a way of rewarding emplovees with perfect attentlance

1
4. The company and client have the right to disapprove leavke racuasts and cancel approved leaves for those
employees who committed unscheduled absences on the prior month afd on the current month of the requested
time off including poor attendance records, behavioral and productivity issues.

MNoted By: Approved By: ‘

[

|
MARISHK ARCILLA JAY GISSINGER {
HR Supervigor Chief Executive {}fﬂltar

|
ALFREDO CAMARILLO IR,

Director of Operations

! 0 Qlar]a>
AL OUlTne ENTERS



iPloy Incorporated I

8™ floor, Ayala Center Cebu Tower
Bohol Avenue, Cebu Business Park
Cebu City 6000

Date : November 17, 2021 Fil .
TO : ALL EMPLOYEES I '
From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

Sick Leave Is to be used by employees who are il /jlor any other form of absences supported
by a valid document.

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

2. Employee may use sick leave for absence due to the following reason:
# Employee’s illness or injury, |
o Bereavement leave/s .
e Emergency leave/s '
e Power Outage/internet Outage (for tempamrﬂWark from Home set-up)

3. Employee must file the incurred sick leave In Hﬂwebw1thln 48 hours. Failure tofile the sick leave
on the given hours will be forfeited,

Note: No more Manual filing of Sick Leave except Ifthe Empinvee was hospitalized and,/or
guarantine due to COVID-19.

4. Below are the documents needed to provide to use t:i'iE paid sick leave;
s Employee’s iliness or injury

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

¥ Blacklisted Doctors-and clinics’ WI“!I‘IDI be henored. (Please refer to the
Blacklisted Clinic/Physician Memﬂli

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

¢ Emergency leave
» Validate his/her absence through slipporting documents as to why she/he was
having emergency leave on the said date.
¢ Power Dutage
» Certification from their electric/power supply provider (e.g., VECO, CEBECO,
MECO) |

* Internet Outage
» Ticket number from the internet stnrlce provider and/or screenshot/link of
official outage announcement frnm the Internet/telco provider
¥ Picture of the modem (Showing red, na light in “internet”)

5. Any unauthorized sick leave will subject the Empla',feie to d:sﬁiplmaw action, SLis unauthorized
under the following circumstances:
e The employee failed to inform the immediate suiperiorior HRD about his/her absence due to
illness unless fully justified. '
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¢ |fsickness-claimed is fictitious or non-existent.

6. The employee or hisfher representative must infarmihis/her immediate superior or HR if an
extenslon of 5L will be needed to recover from the sickness. A medical certificate must be submitted
before the expiration of the SL. Absence of notice and gertification will be considered unauthorized
unless the company physician, after due axamination af the employee, certifies that extension of
leave is warranted. '

This Memorandum shall take effect on Navember 22, 2021.
|
Please be gulded accordingly.

Created by:

IS ARCILLA

] H
HH)ﬁanaEe:—)

Moted by:
Alfredo Camarillo Ir. Angelo Manal Ca_;lns.ﬁot?ung
Dired{un (3] eratfbna Operations Manager “General Manager

| 7
| H afact>
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Date : Movember 12, 2019 |

To - ALL EMPLOYEES !

FROM : HUMNAN RESOURCES DE PARIMEI‘;&T

THRU 4 OPERATIONS MANAGER . |
SUBRIECT : §55 SICKNESS CLAIMS — 5 CALENDAR DAYS

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

A member is qualified to avail of this benefit if:

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

least four [4) days; '

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

hefore the semester of sickness or injuny; |

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

4. He has notified the employer or the 555, if ur}ﬁmp!:}yed, voluntary or self-employed member
regarding his sickness or injury, !

P

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

For your guidance,

[
If there are any questions or clarifications, please fea| free; to appraach the Human Resource Department

Sincerely,

MNoted by:

ﬂtfré/du marillo Ir,
Durél;tp'E bberaticni

i E CJQI.’&TI'PSJ

L QuiTps EMTERA
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DATE : February 20, 2023

TO ; ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT; UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is in reference to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject. We are updating this memo adding more clinics andfor physicians that are
considered blacklisted and medical certificate/documents issued by them will not be accepted. In the
event that the employee submits any of the med certs under these clinics/Physicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

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

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Or. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Mantecillo Jr,, MD

Mow Serving

. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

11. Clinics/Physicians without complete contact details such as but not limited to the following:
11.1  Doctor’s name

11.2  Doctor’s license number
11.2  Clinic/Doctor Phone number
11.4 Date of Actual visit

11.5 Diagnosis

11.6 Recommendation

11.7  Fit to work date

L®NO s WN e

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

1. Must be issued on the day of the absence or the day after.
All instructions in the recommendation must be strictly followed, Proof will be required such
as but not limited to proof of purchase for medicines prescribed by the Physician, laboratary
results, and the like.

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

4, No erasures on the document. In case there are corrections, it has to be counter-signed by
the attending Physician,

5. The soft copy (sent out through email) must colncide with the original copy (submitted to HR).

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




-
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1. Phane numbers shown in the medical certificate are incorrect and can't be validated/contacted.
Questionable medical certificates due to some inconsistencies/discrepancies as validated by

HR/Company MNurse/Company Doctor.
3. The Clinic/Physician does not entertain phone validations for the medical certificate issued.

4. Caters primarily on cosmetic procedures and consultations.

Lastly, since haspitals and clinics are now having less restrictions for consultations and our situations
are constantly improving since the pandemic hit, we will no longer accept consultation done
online/via phone calls. Consultation must be done face-to-face.

This updated memorandum shall take effect on March 1, 2023,
Should you have questions or clarification regarding this, please do not hesitate to send us an email

at er@iploy.com.

For strict compliance.

Prepared by:

Employee Relations Supervisor

Moted by:
'-'"'_ "
B ﬁéu.is-m‘—-
stafiares Nifit Angelo Manal
HR Manager Cperations Manager

oglas (62
e QU (ThH EMTERA
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Date - November 30, 2022

To ! ALL Employees

FROM 1 Human Resources Department

SUBJECT ; VACATION AND SICK LEAVE CONVERSION

We are plessed to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remaining SL credits are to be converted thus, SLapplication is no longer
allowed until the end of the year,

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

e Mo retraction of approved Vis. If the employee reports for work on the actual VL date, the VL
will not be relmbursed and will be voided. |

s Normeschedullng of VL onca approvid.

e VL date should not fall on a local hollday otherwise forfeited.

Naote: Approval of VL requests will be on or before Decamber 14, 2022,

Furtharmore, If the employee resigns or gets separated from the company either voluntary or Inveluntary,
all available VL credits will be forfelted and will not be part of thelr last pay if:

Employee filed an immediata resignation and/or falled to provide a 30-day notice.
Employes went on Absent Without Official Leave (AWOL)
s Employee Incur any leave, absences, and/or any form of tarminal leave within the 30-day notice
period with the exception that the employee provided a valid documentation such as but not
limited to hospitalization due to sickness, accidents, or contaglous diseases,
¢ Employee incurred mare than four {4) hours of accumulated and/or total latefundertime within
the 30-day notice. |
s  Employee will have issues with performance Including but not limited o quality, productivity, &
client escalation within the duration of the 30-day notice.
¢ Incurred any behavioral Infraction such as but not limited to Sleeping, Browsing Unrelated
Websites and etc.
|
|

Furthermore, 5L and VL conversion maybe subject to tax, Should you have questions pﬁmlnfr'g to this
memo, {eel free to reach out to our Accounting personnel at Accounting@|ploy.com.

Slgned:

afuatfh Cistatiares

HR Manager

Moted by:

fhgt il

Operations Manager Director of Dperations

Approved by:

G

CEO

0q[8r |23
KAL QUITAY oMY
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DATE : April 26, 2018

To ALL EMPLOYEES

FROM ] HUMARN RESOURCES DEPARTMENT

THRLU : OPERATIONS MANAGEMENT

SUBIECT : Maxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

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

The use of the insurance will be shouldered by the separated employee and deducted from their last pay
in the amount of Php 861,33, this includes the Php 760.33 for medical services and Php 101.00 for dental
services. The employes will shoulder the remaining amount of the quarter.

The guarters are as follows

1** Quarter — December, January and February

279 quarter — March, April and May

39 Quarter — June, July and August

4" Quarter — Septermnber, October and November and so on and so forth.

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

MNaote: Kindly indicate vour complete name and slgnature if vou have received, read and understood
the mema,

ID# NAME TEAM LEAD ] SIGNATURE
HINA | KL @uirkd euteeh h#f)
Regards, Moted By:
+ LN
MM‘QI:’E Arcilla Alfredg C lLar loJr. Léﬁélﬁgﬁd‘g;é‘;
HL-.rnei.n Resource Director of Operations Dperations Manager

e

- R
/Ear:ral Manager
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Decembear 17, 2019

Te ! ALL EMPLOYEES
FROM ! OPERATIONS MANAGEMENT
SUBIECT ! CLEANSING PERIOD

iPloy Staffing Solutions believes In giving employees encugh room for improvement 1o stralghten out
employment in regards to compliance to our company’s Code of Conduct. The aim of this approach |s.to help
motivate employees rectify passed offenses and start anew

Cleansing Period pertains 1o the time when an employes who has been subjected 1o a Disclplinary Action (D4)
Is expected to improve performance. Ample time |5 given to correct improper behavior and refrain fram
committing any ather infractions.

If an employes does not commit the same infraction for the specified cleansing period, the progression of the
disciplinary action will slide back to a level depending on its type. Please refer to table below:

Attendance | b
Productivity | 6
Behavioral | 12

The counting of the Cleansing Périod will start based on the date when DA was decided upon. All documentations
for infractions will still be kept in the Employee's 201 File regardless what period of progression

The Cleansing Period s effective lanuary 1, 2020 covering DAs 6 months and older.

Noted By: Approved By:

JAY GISSINGER
Chief Executive OHicer

0alasa?
L QUUTAY ENTERA
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CODE OF CONDUCT AND DNSCIPUNE [Table of Infractions)

L STATEMENT OF POLICY

The Code of Conduct and Discipline is designed o ensure healthy and positive working
ervronment, and hopes o maintain and uphold professiomalism among iPlay Inc. employees,
The established nomns herein set forth are geared bowards the attainment of the Company's
Goals and objectives. It 8 worthy to emphasize that the Code is not meant vo be oppressive nor
it B intended to threaten and intimidate employees. indeed, it serves as the guiding principles
on what is sxpected of is” employess 1o conduct during the antire ampleyment here o (Ploy,
tnc.

I DOCTRINES TOGOVERN THE COMPANY'S CODE OF CONDULCT AND DISCIFLINE

1 The right o discipline and dischar pe emiployees for just and proper causes i3 management’s
preragative enshrned from the 1987 Philippine Constitution,

2 Fairmess and justice shall slways govern the impasition of diseiplinary actiars, Existing Laber
Law, implementing Aules and Jurisprudence will always be abserved,

3. The full and strict maintenance of discipline is the mamsgement's responsibility. Thus, [t shall be

the primary concern of immediate superiors and departmen? heads toinitiate any disciplinery

actions against their subordinates whenever & vialation of the nde ks committed.

Administrative investigations and other proceedings shall be conducted expeditiosly.

Imposition of peralties when warranted, shall not be cancelied, ner delayed for any reason.

The rights of the respandent s provided for by Law shall be guaranteed.

The management may mitigate the penalty to be impoged, subject however to management's

approval and upan compliance o the conditions set Tarth by the fakter,

In cases of multiple vickations of this Code, the foflowing rule shall apply as to the penaity 1o be

imposed:

S

P

Minar offense + Seriown offsnis = The higher penalty shad be impecaed.
| 2 or more offenses under the pame calegory & | Ponsity for eha nase schedubs of affsnse skl be imposed |

ll. PROCEDURE

il Imeonyr el e

- "
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1. incident Report will be submitted e Human mwﬂERﬁn Hi_ within 2 werking days from
the date of the incident
2. Human Resources will issee 3 Notice to Explain [NTE} te the nﬂuﬁin within u wirking
days.
% Direct Superinrshoold cosch the employes within § .._____..L.r;.“n diays from the lssuance of
the NTE
4. Coaching Form and Wiitten Explarmation of the emakopes shauld be submitted withan 5
working days from the issuance of the NTE
5. . HR will issue Notice of Deciaion with ar without sanctions witmn 5 days from the receipt
al the Coscheng Form and Written Explanaticn.
a. Failurs to provide Writhen Explanation snall constitute 3 waiver of the employsee’s
right to be heard and confirms that all the details ir the Inciden: Aeport are true and
without 3ey bisses
b Laptes in the timefine will result to & sanction = Neglect of Duty / Insubordination
© Lapsesin the timeline will not weid the sanctian.

IV, GENERAL BEHAVIORAL STANDARDS
As an iPloy employse we sxpast that you will meet the following behaicral standards:

a_ Proper Conduct and Dacorum is expected from you within the office and cutside winen
representing the Company. This includes appropriate dress, attending the office ready to work, use ol
proper and decent laniage, akerancs of proper affice and work decorem, maintaining proger
relationships with your coliesgues, customens and other individuals notin the empioy of the company,
chnervance o and compliance with existing |aws of the Philippines

b Ephancing Company Productivity the Company expects the Proper care and utilization ol
Capital availzbie o the Company: turning up for work ready b0 wiork on time all te time, icilowing the
appropriate break and finish irmes, getting on with the job and performing the job o the best of your
ahility, positive attitude and dedication toone’s work assignments, supporting supervisions and those in
management,

. Foliowwing rules on customer and clisnt relations and always maintaining 3 professional heipful
attitude with customers.

d. Mainterance af health and safety of the office and ﬂ”.wﬂ__u around you. A proper attitude
towards cleanfiness and proper housekeeping in the office, good health of yourseif and others around
you, assist in the' secafity of the office, hollowing basic safety procedures,

e. Proper use of Company Property, facilities and security b protect company and employes
assets. Secure handling and malntenance of Company records, keep confidential Bnd protect the
integrity of ol Company operating data and information, approgriate use if all Company cquigment for

- work, related purposes, properly account for all Company funds received
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Applicability

& iPloy

This Code shall apply to alf iPloy employees, regardless of status or pasitian held,

Level 1 — Infractions which are minor in nature but which may become hahitual and disruptive if not

Types of Offenses

torrected. [thas no detrimental impact of the business,

Level 2 — Serious olfense which causes delay in operations, may pase threat, harm, of dange: 1o
Company property and/or lives of Ingividuals

Level 3 = infractions which will destroy the company's image and reputation. It cavses substantial ioss 1o
the comparty and can result to eritical operational disruption, A critical offense that has compromited

the security of the employees, the integrity of Client, the salety of cuslomer's infarmation and the

stabibity of the business.

. Table of infrections

Rules on Proper Conduct and Decorum

sty o e 4 =
e Inptacies | Imstance | Instansa | Ingtance
Criating Uhinecewsary "
Doeimenten Final
il L A
3 :m_E ar disturbance o Mar5al .“”Em“.: e L.__m.ﬂ..luﬂ__ D et
AR He Coep ety Warning g Warning - |
PrEmyel |
Daturman ted A Final
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WTIpOpeEr Or unruly
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Writen
Warning
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I. Megligence o7
caralessness of the
employes by leaving the
comgruter unatendesd snd
risking the petwork toa
possible security violation.

g Tampering of compisny
sarver/natwork
configuration.

Level 3

5 Days

~ | Dismissal

Purposaty sharing
privileged and confidential
information te anyones in
v comany of external
parties.

16

Unauthorized poisession ar
bringing outof Company
property, suppies o
eguipment.

Level 3

Ty pangan -

5 Days

Disrmissal

tevel 3

SuspEnsion -

5 Days

17

Unautharirad copying of
licemsed software
application packages and all
s thao violates
inTeflectual property :.E_M.

Diarnissal

Leval 3

Suspansion «

5 Days

Dismissal

Deliberate locking-put or
hatking of another
employee’s URET name in
2ty SEMET,

13

Placement of cormputer
wirus, trejan horse, and
other damaging eleciromc
fiies or physical accessaries
of SATVErs Or workstations.

Levai 3

Suspension -

5 Days

Dismissal

Level3

Sarspension -

5 Darya

Disrmizeal

.S.H-:r...nﬂrﬁ.n

Termination of an employes shall sutomatically bar himfher from re-employment.
2. The penalty of dismissal shall not prejudice the right of the company o Initiate court action

i,

3.

agairst the aming employee,

This Cade shall supersede all other existing policies, rules, memos, and the like, and ail poficies
to be implemanted, if the same is found tm be inconsistent with the Code of Canduct.

Vil Approwal

lay Gissinger
Owner and Chief Exscutive Officer
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RECEIPT OF THE CODE OF CONDUCT AND DISCIPLINE POLICY ” "

e 2 2 1......
This is to acknowledge that | have read the Company’s Code of Conduct and Discipting and urder st
that it sets forth the terms and conditions of my emplayment a5 weil 25 the duties and responsinilit
and obligations of emplocyment with the Company.

| alsa acknowbedge that the Company reserves the right to revise, delote, and add ta the PrOWISIONS

this Code of Canduct and Tiscipkne., or condition of employment can be establighed by any other
statement, conduct, policy, or practice,

e AL D, EHTRP O
EHLEF| e

AND HAVE READ AND UNDERSTARD ITS ENTIRE CONTENTS.
EMPLOYEE SIGNATURE ___ St




