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ID APPLICATION FORM

LASTNAME: _RONRUILLO

FIRSTNAME:_UENT PLVEN

ID NUMBER: 4179 PAGIBIG #: _ ~ SSS #: _(p~3120857 -
PHILHEALTH ¥:_I5-0025{:(,2(:2C -0 TIN:
IN CASE OF EMERGENCY
CONTACT PERSON:_BESMART  PORLAS EMERGENCY CONTACT #: _0A95355¢:014
ADDRESS: _CRDRHUAW, TRLEMBEN, CEBU (UTY RELATIONSHIP: ___ cougiy

2X2 PICTURE SIGNATURE

e 2

OCCUPATION OF CONTACT PERSON: TT SUPPORT

BIRTHDATE OF CONTACT PERSON:




- EDUCATIONAL ATTAINMENT -

EDUCATION TYPE: __ COLLEGE GRADUPATE
SCHOOL NAME: _JOSE WI2AL MEMORIAL STPTE UNIVERSTTY

SCHOOL ADDRESS: _ DRPITAN CITY, ZAMBOANGA DEL MNORTE

COURSE: _BS BcCountamey HONORS:
DATE STARTED: ot [15l 3012 DATE GRADUATED: el 712023
MM/DD/YYYY MM/DD/YYYY

e 2 2t

OCCUPATION OF CONTACT PERSON: TT SUPPORT

BIRTHDATE OF CONTACT PERSON:
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date)__oalaela

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and

2. lent Ploen P. Ronguilly  (the "Receiving Party"),

collectively referred to as the "Parties”.
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

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

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

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

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

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

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

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

2,2, 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, was independently developed without use of any Proprietary Information of the Disclosing
Party. The Receiving Party may make disclosures required by law or court order provided the
Receiving Party uses diligent reasonable efforts to limit disclosure and has allowed the Disclosing
Party to seek a protective order,

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

4, The Receiving Party understands that nothing herein

4.1. requires the disclosure of any Proprietary Information or

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

i 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 enfarce its rights under this Agreement at any time for any
period shall not be construed as a waiver of such rights. If any part, term or provision of this

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the



IPlay OPC \. ' g2
e i & iPloy
Cebu City 000

remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: _um;_};mglméu
Name: Jade Lenizo Mata Name: Wend plden @ Eﬁ_nqts't”h

Title: Onboarding Specialist Title: _Becounting 0Pfcer
Address: #35 Salvador Extension Labangon Address: (adahuan, Talamboapn , Cebu Wﬂ,
Cebu City

Date:  (9/2£/23 Date: _0alaelan
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EMPLOYEE PERSONAL DATA SHEET
Schedule:
. PERSONAL INFORMATION Team Lead:
2. SURMAME BrOeahNa@aldaInlbnbaldn oA oA m oo 'm B [ o[ @ o 1
FIRET NAME RnEaNaTn nBral D dEcoMa o 0 o0onon
MIDDLE NAME FPORLAT 3. NAME EXTENSION [aig. Ir,, Sr.)

4. DATE OF BIRTH (mm/dd/yywy) l o1 / Ok /oco 17, RESIDENTIAL ADDRESS |CAPARURK , TALAMBAN,

5. PLACE OF BIRTH FOLPNCO , 20MBOPNGP DEL NORTE CEGU CTTY

&. 56X # Male D Female

7. CIVILBTATLS & Single DWidowed ZIP CODE (0

DMarried DSeparated 18. TELEPHONE NG.
DAnnulled DOthers, specify 19. PERMANENT ADDRESS | UPPER LOPOZ, OROGUTETF CIFY

8. CITIZENSHIP FILIPING misams; pecIbEVToL

8, HEIGHT {rm)

10, WEIGHT (Ka) GOy

11 BLOOD TYRE A+ 2 ZIF CODE 707

1ApaaalRaBiNel 20. TELEPHONE NO,

18, PAG-IBIG 1D NG, 21, E-MAIL ADDRESS (Ifan

14, PHILHEALTH Mo 15-025042620 -0 i ﬂ hororgytigSncttcom

15: 855 NC, of-31e2p87- | 22, CELLPHONENO. (Ifany) | 09770533700

160 TiN Tr 23. EMPLOVEE (D NG, 4179

24, 5POUSE'S SLUIRNAME DATE OF BIRTH
FIRST NAME il
MIBBLE NAME f /

OECUPATION / /
EMPLEYER/BLIS NANME ! /
BUSINESS ADDRESS Vi J
TELERPHONE MO, Vi !
[Contlniie onseparate shest [fnecessary) /! /

26, FATHER'S SURNAME | RONQUEILLO Q5 /[ 4 / 1ar0
FIRST MAME BONIERCIO : / /

_ MIDDLE NAME CuLIcko / /

27, MOTHER'S MAIDEN NAME e / /
SURNAME PelLLig / /
FIRST NAME SR o VITE / /
MIDDLE NAME T / /

25, NAME OF CHILD / !

(\Wrlta fUll name and llat all) / £

/ /

[/ !

/ £

== / !
! z

i

|



37 a. Have you ever been Fﬂ:_rm'jélllv_I:Eh'a reed?

b, Have you ever been gUllty of any administrative offense?

Dves

Brua

If YES, glve detalls

Dves

Bro

| fYES,; givedetalls

238 Hava Vel evarbeen convicgted efiany crimeorviclation afany law,
decree ordinance orrezulation by any court-ortribunal?

Dves

Brio

If ¥ES, give detalls

38. Have you ever beenzeparated from theservicg inany fallowlng maodes:
resignation).retirement, dropped from the rolls, dism(ssal, termination, end of
term, flnished contract, AWOL srphasedout, inthe public orprivate sector?

Dves

Bro

If YES, give details

40, Have vou ever been a cand/datel|n a naticnal orlocal election
[except Barangay election)?

Dves

Bre

If YES, give detalls

AT F uraUant tp‘:'{a]_-lnd_:ﬁan_n UbE F RO p@jg_',a,p; [FA BE7X0; (B) M BGNE Cartafor Dlaabied
Fersors (A 7377 and 8518 Parents Walfars Aol 2000 (RAESTS) pleass answer the
fo Hawling tamest

a. Are vou a8 membearefanyindigenous graup?
b, Are differentlyab|sd?

o Are Yol a.soln parent?

Dyes

Pro

If YES, give please specify:

Dwes

PBno

IT YES, give please specify:

Dyes

IT ¥ES, glve pleasa sEecff'_-,::

42. REFEREMNCES (Person notrelated by coneanguinity o r affinity ta applicant/sppo [ntee)

Bruo

MNAME ADDRESS

TEL NO,

| _ANVR EHER Bugteos

DAPITRN UTY , 2AMBOPNGA DE, NORTE

annaxheamichellebureros @ms

| LOVELY NIKYA BANA §hPANG DRVASA, NLEAINLY OCCIDEWTAL 2 (Fak:y) '@ 4]
| RAER MIE BULECER LOPEL JRENA MISAMES OCCIDENTAL 004§ IIS
43, EMPLOYMENT RECORD (latest)

COMPANY NANME POSITION FROM TO

regulatisns sfthe Republicofthe Phillppines.

l'alsosuthorize the agancy head/autherized rapresentative ta verlfy/valldates

the contents stated Hare(n, | trlustthat this Infarmationshall remaln carfidantial.

44, ldeclare underoath thetthls Perscnal Dats Sheethas been aceamplished by me, andls a
true, correct and completestatement pursuantto the provisians ef partinent laws, rules and

1D pleture taken within the last
Bmonths 38om. X4.5em
(paasport size)

CONMLUNITY TAX CERTIFIGATE MO,

[ESLECAT S 48

/ /
ISSUED ON (mm/dd /yyyy) |

RIGHT THUMBMARK

Computar generated or xercx
copyof plotura s not
acoaptable

IN CASE OF ENM ERGENCY:

Please Contact: _ ferMoart  Brlad
Contact Number: _DQQEEFE{}GM

E{Slgninthe box)

Cotln

Relatian:

DATE ACCOMPLISHED

ueadp.ph
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

l, jﬁ_ﬂld;h_mwﬂin 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 pubiic records, for the
purpose of confirming the information contalned 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 a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficlent 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 elther the procurement or the true and accurate
disclosure of such records or Informatian.

Applicant Name: _Kent. Algen €. Emﬂlﬂ

Present Address: _Cadahuan, Talamban, Cebu City
Social Security Number: _ OP-3192457- ) Date of Birth: _os/og/acol.

Signature: ; % z

Date: __oafaela2




iPloy Incorporated

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

SIGN-

Policy:

The purpose of the sign-on bonus polig

payments, and the implementation of
recurring and non-accumulating sum g
joining the Company. The sign-on bont

Eligibility for Sign-On Bonus:
To be eligible for a sign-on bonus the e

A regular employee
Must not be on any form of flo

separation
Must be an active employee or

Releasing of Sign-On Bonus:

Mo resignation submitted before

Must not be on Floating, AWOL,

®
&) iPloy

ON BONUS POLICY

y is to outline the requirements, the timing of

the sign-on bonus. The sign-on bonus is a non-

f money that is paid to an employee as gratitude for
is is subject to taxes.

mployee must meet the following criteria:

the releasing date of the sign-on bonus
ating status
Terminated and EOC status or other forms of

the release date of the sign-on bonus.

anniversary date of the emplo

The company reserves the right to cha
prior notice. If any changes are made,

Acknowledgment

| hereby acknowledge that | have read
of the (25K) sign-on bonus policy.

Signature Ovgr'Printed Name/Date

The release of the sign-on bm,,T

us will be on the 15" day of succeeding month of the
ee.

nge these terms and conditions at any time without
you will be notified immediately.

understand, and agree to the terms and conditions
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UNDERTAKING

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

Policy Title i Dress Code Policy
Revision No 101
Effective Date I: June 13. 2022

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

%Wm olap 2z
ploye€ Name and Signature Date
:macﬁﬁ;m a\ >

Dnhuardln! Specialist Name and Signature Date

MNoted:




iPloy Gift Policy

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

"Gift" means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal ar 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% |nstance — Written Warning
b. 2" Instance- Final Written Warning
¢. 3™instance- Dismissal

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

Employee Acknowledgement

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

Name:  Merd Pldey, ¥ 'Frn;rur"””

5Ignature‘.':/’— P Date:  Al3p{>3




iPloy Social Media Policy

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

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

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

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

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

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

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

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

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



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

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

Be respectful always, in both the content and tone of what you say. Show respect to your
audience, your colleagues and customers and suppliers. Do not post or publish any comments or
content relating to the company or its employees, which would be unacceptable in the workplace
or in conflict with the company’s website. Make sure the views and opinions you express are your
oW1,

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

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

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

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

L]

Always remember on-line content s never completely private;

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

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



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

Specific Managerial Responsibilities

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

Enforcement / Progression

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

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

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

Employee Acknowledgement

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

Name: _ lemt Blden P E{'&r‘ﬁl'.m'"n

Signature: Z7 pate: _ 09/2¢{23
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Date : February 22, 2018 _ ,

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

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBJECTIVE !
|
1.1. In conformity with Republic Agt No. 8504 gthdrwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIV/AIDS as an interpational
pandemic problem, this company policy is hereby lssued for the information
and guidance of the employees in the diagnosis, treatment and prevention of
HIV/AIDS in the workplace. | '

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

2. COVERAGE

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

3. IMPLEMENTING STRUCTURE

3.1 Iplay Inc. HIV/AIDS Program shall be managed hy its health and salety
committee consists of representatives frum the different divisions and
departments.

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

4111, It is a disease caused by 3 virus called HIV (Human
Immunodeficiency Virus). This virus slowly weakens a person’s
ability to fight off other diseases by attaching itself to and
destroying important cells that cun_i.ml and support the human
immune system. |

4.12. How HIV/AIDS is transmitted? |

4.121. Unprotected sexwith an HIV infetted person;
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4122  From an infected mother to herl child (during pregnancy, at
birth through breast feeding);

4.1.2.3. Intravenous drug use with contaminated needles:
4.1.2.4. Transfusion with infected blood aqd blood products; and

4.1.2.5. Unsafe, unprotected cantact with infected blood and bleeding
wounds of an infected person. !

4.1.3. Isthereacure? i

4.13.1. No. However, there are antirEtrﬂL'irﬂF drug combinations that
are available when properly used, rei;ult in prolonged survival of
people with HIV. Holistic care of pecple living with HIV-AIDS and
comprehensive treatment of opportunistic  infections also
dramatically improve guality of life.

GUIDELINES ' :
5.1. Preventive Strategies ’
[

5.1.1. Conduct of HIV-AIDS Education.
5.1.1.1  Who will conducty

The Medical Clinic of Iploy Inc._in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education 10 all employess
for free. This shall also form part of thé orlentation of newly hired
employees. The standardized 'mfﬂrma!iuﬁ package developed by the
Department of Labor and Emplm,rment IDGLE] may be used for this
purpose.

51.1.2. How willit be conducted?

The HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures, counselling and training and
information on adherence to standard or universal precautions in the
workplace

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

5.1.2.1. Screening for HIV as a prerequisite to employment is not
mandatory.

5.1.2.2.  The company shall encourage positive health seeking behavior
through Voluntary Counseling and Testing.
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5123  The company shall establish a referral system and provide
access to diagnostic and treatment sgrvices for its workers. Referral
to Social Hygiene Ciif'u'cs of LGU for Hi‘l'v' screening shall be facilitated
by the company's medical clinic staff,

|

5124, The company ;hall likewise facilitate access to livelihood
assistance for the affected employee and his/her families, being
offered by other government agencids,

6. SOCIAL POLICY

6.1. Non-discriminatory Policy and Practices

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

6.1.2. Workplace management of sick employeas shall not differ fram that of
any other iliness, i
6.1.3. Discriminatory act dr:me; by an officer or an employee against their
co-officer or co-employee s.hail likewise be rje_naiized_
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 R.A.
8504 and the ILO Code of Practice .
i
6.2.2. Job applicants and workers shall not be 4mmpe|led to disclose their
HIV/AIDS status and other related medical Infﬂrmatinn.

6.2.3. Co-employees shall not| be obliged to r&veal any personal information
relating to the HIV/AIDS status of fellow workers.

6.3. Work-Accommodation and Arrangement

6.3.1. The company shall take measures lo reasonably accommodate
employees with AIDS rerat?ed ilnesses,

6.3.2. Agreements made between the company and employee's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for'return to work.
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer's Responsibilities

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

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

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

7.1.4. Ensure confidentiality of the health status of its employees and the
access to medical recordsiis limited to authorized personnel,

7.1.53. The Company, through its Human Resources Department, shall see to
it that their company policy and prﬂgrdm i5 adequately funded and made
known to all employees.

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

7.2. Employees’ Respansibilities

7.2.1. The employee's organization shall undertake an active role in
educating and training their members on HIV prevention and control
Promote and practice a hpalthy lifestyle with emphasis on avoiding high
risk behavior and other rlsk factors that expose workers to increased risk
of HIV infection,

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

7.2.3. Employees and their organization shall inot have access to personnel
data relating to a worker's HIV status.

7.2.4. Employees shall comply with universal precaution and preventive
Measures.
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8 IMPLEMENTATION AND MONITORING
8.1. The Safety and Health Cornmittee or its :numérpan shall periadically menitor
and evaluate the implementation of this Policyand Program

8. EFFECTIVITY i

9.1. This Policy shall take place effective |r'|'|n-w-_'-r:lra'fely,r and shall be made known to
every employee.

Prepared by: Jo HMJ\' Lxlecin |

Human Hesnurces

Approved by: Yisroel Y. Gissinger
CEO
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To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager |
Subject : WORKPLACE POLICY ANI:.': PROGRAM ON TUBERCULOSIS {TB) PREVENTION

AND CONTROL

OBIECTIVE

1.1.To assist the government in its campaign against Tuberculosis (TB) In compliance
with the Department of Labor and Employment’s Department Order Mo, 73-05,
series of 2005 — Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control in the Warkplate.

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

COVERAGE

2.1, This Program shall apply to all employees regardiess of their ernployment status,
POLICY STATEMENT

3.1.The company seeks the prevention of the spread’ of 'tuberculasis, as well as the
treatment, rehabilitation, and réstoration to work of employess who contract
this disease. To achieve this goal, all employees are strictly mandated to undergo
an annual physical examination with the requisite chest x-ray.
|

3.2.Als0, In line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency (occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and contral and management of TR In the
workplace, This shall be handled by the Office of Health Services (Infirmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource thruugh the company's accredited
health provider,

3.3.The DOTS is a comprehensive strategy to mnlmd TB, and is composed of five
components; which are:

3.3.1. Political will or commitment to enduring sustained and quality TB
treatment and control activities,

3.3.2. Case detection by sputum-smear micrioscopy among symptomatic
patients;




& ' N
— By

Pescadores Aoad Cr b B Pars,
Cedis City 6000

3.3.3. Standard short-course chemotherapy using regimens of 6 to 8 months for
all confirmed active TB cases (i.e,, smear positive or those validated by the
TB Diagnostic Committee), Complete drug taking through direct
observation by a designated treatment partnir, during the whale course of
the treatment regimen; | |

3.3.4. A regular, uninterrupted supply of all antl tubercuinsls drugs and other
materials;

3.3.5. Astandard recording and reporting system that allows assessment of case
finding and treatment outco mes for each patient and of tuberculosis control
program’s performance overall

3.4.Employees must be given prnpe;r information on ways of strengthening their
immune responses against TB Infection, (e, information on good nutrition,
adequate rest, avoidance of tnl:lam;n 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 camplete performance overall,

3.5 Improving workplace conditions: |

3.5.1, To ensure that contamination from T8 airborne particles is controlled,
workplaces must provide adequate and appropriate ventilation (DOLE-
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary I'aq::ililies for workers.

35.2. The number of EmpiquEi in a work area Ehalr not exceed the required
number for a specified area and shall observe the standard for space
requirement. (O5HS Rule 1[.'lﬁ_1} |

3.6, Capability bullding on TB awareness raising and tralmng on TB case Finding, Case
Hoiding, Reporting and Hecurdir-:g of cases and the Implementation of DOTS shall
be given to Company health persunnel or the o;cupatlunal safety and health
committee. |

3.7.5acial Policles: |

3.7.1. Non-discrimination: Employees who have or had TB shall not be
discriminated against. Instead, they shall [:a supported with adequate
diagnasis and treatment, and shall be entitled to work for as long as they are
certified by the Company's qccredited health; provider as medically fit and
shall be restored to work as spon as their iliness iscontrolled,

3.7.2. Work Accommodation: Through agreements made between the
management and the employees, work accommedation measures 1o
support employees with TB is encouraged through flexible |eave
arrangements, rescheduling of working times, and arrangements for return
to work, '
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|
3.7.3. Restoration to Work: Tf‘;rE employee may be allowed to return to work
with reasonable working arrangements as .Hétermme:l by the Company's
Health Care Provider and/or the DOTS provider.
3.8.Employee Responsibility: :
38.1. Employees who have symptoms of TB 5hi!ll immediately seek assistance
from the Company’s Health Services Prﬂvldeq.

3811 Anemployee who has the symptoms of TB is required to initially
wear a face mask (especially while inside_ the office) and observe good
hygiene practices, at| least until declared by a competent medical
practitioner to be safe/ from transmission.

3.8.1.2.  Similarly, for those at risk, i.e., those with family members with T8
or those exposed to a co-employee with TB, it would be prudent to
observe the same good hygiene practides until declared free from the
disease and safe from transmission. |
3.8.2. Once diagnosed to be| with TB, emplovees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee’s choice. However, it is imperative that the one
strictly adheres to the course of treatment. |Failing to dutifully observe the
treatment course may give rise to f:nmpli:arfans. such as resistance or aven
the failure of treatment, which may make it Harder to treal the Infection and
result in a longer absence. |
3821  An absence from work due to medical reasons of over six [6)
months may result Iin the termination of one's employment as
provided for by the Labor Code of the Philippines under Art, 284 -
Disease as Ground for Termination.

383 Employees are required itu undergo an ;Iin'num campulsory chest X-ray
through the Annual Physical Examinatign. |f for any reason an employee
fails to secure a chest x-ray Fnt that time, he/she shall be directed to secure a
chest x-ray at an a::cre‘dltqd clinic by his/her respective Infirmary/Health
Services. '

3.9.The Company shall ensure that ahn..r TB occurrence inthe workplace is traced and
that all contacts are clinically asspssed, as much as feasible,

3.10. An employee afflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and who is finally
declared to be in a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Campany designated physician,

3,11, Employees (those aﬂ‘tictéd with the disease or those Identified under
contact tracing) who refuse to cooperate pnd dutifully observe lawful
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instructions (undergo a medical check-up and/or treatment), may be subject to
disciplinary action proceedings for -nsuhnrdinatn!m {the nenafl\r of which may
range up to the termination of one's employment}.

4. PROCEDURE

4.1.The respective Health Services c{l the Company {and/or the contracted Health
Services Provider) shall coordinpte with the Odcupational Safety and Health
Center who shall provide pleventive and technical assistance in the
implementation of the Workplace TB Control and Managemenl Frogram.

I

4.2.An employee who undergoes l.he*i Annual Physical Examinatioh with the reguisite
chest x-ray will have his/her medical record forwarded to company clinic/HRD.
Employees who fail to undergo tﬁe requisite annual chest x-ray shall be directed
to secure one at an accredited clinic or by his/Her preferred infirmary/Health

Services. !

4.2.1. Those with medical findings shall be requrrged to undergo further medical
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 employee shall then dn-::rcfurrate with company clinic/MRD and his/Her
respective Infirmary/Health Services for the néxt steps.
|

4.3.An employee who Is suspected to be afflicted with TB, whether as a direct suspect
or by contact tracing, shall cooperate fully with his/her respective
Infirmary/Health Services (and/or the contracted! Health Services provider), If
the employee tests positive for TB, the employee shall undergo the DOTS
program to its completion. g

4.4.1F the employee needs to underg@ a leave of absehce 1o recuperate, hefshe will
be allowed to use the appmpriate leave before he/she may request to be
permitted to go on a Leave of Absence without Pay (LOA),

4.4.1. The employee shall obsetve the requisitel procedure in applying for a
leave. |

44.2. The Unit concerned :.hall ensure that the requisite procedures are

abserved by the employee ar#d that the camar{ny clinic is duly informed.

| I

4.5.An employee may be allowed to go on a medical leave of absence (without pay)

for a maximum period of six (6) months. The mni:erned employee shall submit

an application for a leave of absence befare going on leave. Said leave

application shall be subject to approval at the szﬂe discretion of the Company
Management. i :

|
4.5.1. Thesame procedures under 4.2.1 to4.2.2 shall be observed.
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4.6 After treatment, with a mammum;permd of six {6) ';nl]n'[h& an leave (without pay),
an employee found to be curedior in-a non-Communicable stage of TB may be
allowed back to work, provided that the employep’s heaith shall continue to be
monitared during the annual physical EKHI‘I‘IIr‘iBtIGF’! with the requisite chest x-ray
or as may be deemed necessafy by the Unit Hmirh Services (Infirmary) or
contracted Health Services provider,

4.7 The employee returning to work shall be required L‘w the Management (o sécure
a medical clearance from a meducal doctar choser\ by the Company before being
allowed to return to work.

|

4.8.The HRD will Initiate disciplinary proceedings againgt any employee faund to have
discaontinued treatment in defiante of medical advice, or who refuses to undergo
the full treatment course prescribed. Likewise, emplayees who are ardered to
undergo a check-up due to tontact tracing but tefuse 1o do so will also face
disciplinary action proceedings. ln both cases, the maximum sanction applicable
for insubordination will be the IE,d’I'I'IInEl[IUﬂ of nne siemployment, if it is deemed
warranted. |

5. IMPLEMENTATION AND MONITORING |

5.1.The Safety and Health Committee ior its munter;}arf ghall periodically monitor and|
evaluate the implementation of this Policy and Program.

6. EFFECTIVITY ! |

6.1.This Policy shall take place effeciwe immediately arld shall be made known to

every employee. |
|

v

Prepared by: Jo H;‘Aﬁﬁgj{ﬁleng :
Human Resources | :

Reviewed by.

Approved by: Yisroel Y. Gissinger ' |
CEQ '
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Date : February 22, 2018 |
To : ALL EMPLOYEES CONCERNED !
From : Human Resources | '
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM cm  HEPATITIS B

1. OBJECTIVE

1.1 lploy Inc. is committed to cunlmm to the estgblished standards assurance of
customer satisfaction, protection of our Enwrunmerat and health and safety in
the workplaces.

1.2.The company promotes and ensures a healthy environment through its various
health programs to safeguard its employees. And as part of the company's
compliance to DOLE Department Advisory No. 05, Series of 2010 (Guidelines far
the Implementation of a Workplace Policy and Program on Hepatitis B}, this
Program has been developed. This program is aimed to address the stigma
attached to hepatitis B and to ensure that| the employees’ right against
discrimination and cunhdﬂntiahhr Is maintained.

1.3.This guideline is formulated for everybody's Information and reference for the
diagnosis, treatment, and prévention of Hepatitis B. This will inform the
employees of their role as well as the company in dealing with Hepatitis B. A
healthy environment encnmpaﬁms a good wnrkmg relationship and great output

for continuous business gmwth; .

2. COVERAGE | '

| |

2.1.This Program shall apply to all Erﬁpiuyees regardless:of their employment status,

3. POLICY STATEMENT

3.1.Implementing Structure '.

3.1.1. Iploy Inc. Hepatitis B workplace policy an:r:l program shail be managed by
its health and safety committee. Each division or department of the
Company shall be duly represented. !

| |

|

3.2.Guidelines

3.2.1. Education .

|
3.2.1.1.  Hepatitis B shall be conducted through distribution and posting of
IEC materials and counselling and/ or lactures; and
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3.2.1.2. Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close coordination with the health and safety committee.
| L]
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3:.2:2. Preventive Strategies |
{
3221, Al employees are :Enmuraged to bk immunized against Hepatitis
B after securing clearance from their physician
| I
3.2.22.  Workplace sanitatipn and proper waste management and disposal
shall be monitored by E‘Lhe heaith and salety committee on a regular
basis. : !
3.2.23. Persgnal prntectw? equipment shaIJ he made avallable at all times
for all employees, and |
i i
3224 Employees will be gruen training anq information on adherence to
standards or universal nrecautlnm in the|wmku'lace

4. SOCIAL POLICY ! |
4.1.1.1, Mnn—dlscnmmatun; Policy and Prattlli:ﬁ

4.1.1.1.1. There shall be no discrir’nfrianun af any form against
employees on theibasis of their Hepatitis B status consistent with
the international !agreemenﬁ on non-discrimination ratified by
the Philippines :ILb C111). Employees shall nat be discriminated
against, from pre to post employment, including hiring,
promotion, or assabn ment because pf their hepatitis B status.

I

4.1.1.1.2. Workplace | managument of sh:h employees shall not diffiar
fram that of any other (liness, Persors with Hepatitis B related
ilnesses may w::-rIJI for as long as they are medically fit to work.

4.1.1.2. Confidentiality |
1

4.1.1.2.1. Job applicapts and empiloyees shall not be compelled 1o
disciose their Hepatitis B status and other related medical
information. Co-employees shall not be obliged to reveal any
personal information about their fiellow employees. Access 1o
personal data relating to err:pla»,reé 4 Hepatitis B status shall be |
bound by the rules on canflden’uahw and shall be strictly limited
to medical persnnqrel or if legally requlred

4113 Wurk-Accammadndinn and Arraﬂger11ent
Ll
x|
4113.1. The cnmpan'p' shall take tmeasures to reasonably

accommaodate employees who are Hepatitis B positive or with
Hepatitis B - related ilinesses.
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4.1.1.3.3 Thraugh agreements m : e between management and
employees’ representatlue measuras to support employees wu:h
Hepatitis B aré encouraged o work through flexible leave
arrangements, rescheduling of working time and arrangement for
return ta wurk. [

4.114.  Screening, Dlagﬁnﬁlﬁ. Treatment and Referral to Health Care
Services | '

4.114.1. The company shall estahngh a referral system and provide
access to diagngstic and trealment services for its employees for
appropriate menircal evaluation/ monito ring and management

4.1.1.4.2 Adherenqe to the guidellr'ﬂe*j far healthcare providers on
the evaluation of Hepatitis B! positive employees is highly
encouraged. |

1' |
4.1.1.4.3. Screening for Hepatitis B 45‘3 prerequisite to employment
shall not be mandatory. -
4115 Compenszation -. |

41.15.1. The company shall provide access to Social Security
Bystermn and Ernf_}luvees Compensation benefits under PD 626 to
an employee contracted with Hepatitis B infection in the
performance of his duty. |

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND. EM#[:CNEES

51.1.1.  Employer's Respansibilities
147 e Bl Management, together with employees’ organizations,
company focal gersonnel for human resources, and safety and
health personnel shall develop, implement, manitor.and evaluate
the workplace p+|i':'5f and program on Hepatitis B
|

51112 The Heaﬂth and Safety Committee shall ensure that their
company palicy | \and program s, radequately funded and made
known to all Emﬁfﬂ'lj'EES !

| .

ST The Human Resources Department shall ensure that their
policy and program adhere to exi ting legistations and guidelines,
including provisions on leaves, beieﬁu and insurance.

| 12 i
5.1.1.1.4. Managem:ent shall provide information, education and
trainingon  Hepatitls B for its workforce consistent with the
standardized basic information: package developed by the
Hepatitis B TWG; if not available ,l.l.-'r'thln the establishment, then

provide access ta information. |

i
¥

|
|
|
i
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1 e The cumpanv shall ensurd nan- discriminatory practices in
the workplace. | |

|

51.1.16. The management together with the company focal
personnel for human resources and safety and health shall
grovide approptiate persanal priotective eguipment to prevent
Hepatitis B exposure, especially for employees exposed to
patentially contaminated blpod of bady fluid.

5.1.1.1.7 The Health and Safety Committee, together with the
employees’ orgpnizations shall jointly review the policy and
program for effectiveness and Eontinue to Improve these by
networking with government and organizations promoting
Hepatitis B prevention. i

§1.1.1.8. The company shall ensurg confidentiality of the health
status of its employees, including thase with Hepatitis B.

51.1.1.9, The human resources shall ensure that access to medical
records is I|m|tt=~d to authorized pﬁrsnnnel

LFa i S Emplcvemﬂespms.ibilities

S1131. The employees’ organizatipn is required to undertake an

active role in educating and tralﬂrng their members on Hepatitis

B prevention ard control. The IEC program must also aim at

promoting and practicing a healthy lifestyle with emphasis on

avoiding high risk behavior and other risk factors that

axpose qmplavees to increased risk of Hepatitis B

infection, consistent with the si‘andardlzed basic |nformation
package developed by the Hepatitjs B TWG.

ol e fp Employees shall practice r‘mn-duscruminamry acts against
co-employees on the ground of Hepatitis B status.
|
5.1.1.2.3. Employees and their organtzations shall not have access to
personnel data relating to an employee’s Hepatitis B status. The
rules of confidentiality shall apgly in carrying out union angd
organization funaotions, :

! [
5.1.1.24. Employees shall comply with the universal precaution and
the preventive measures.

5L1.25; Employeey with Hepatitis B may inform the health care
provider or the company phvsicle[n on-their Hepatitis B status,
that is, if their wark activities maylincrease the risk of Hepatitis B
infaction and [FEl[ISFT‘IISSlDI"'I ar put It‘hP Hepatitls'B positive at rusl-:
for aggravation.
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6. IMPLEMENTATION AND MONITORING
|

6.1.Within the establishment, the -rhplementamn of|the policy and program shall be
monitored and evaluated periodically. The Eaff!t'l,l' and health committee or its
counterpart shall be tasked for fhr5 purpose,

7. EFFECTIVITY ! |

7.1.This Policy shall take place elf&ciwe |mmedlatei\f and shal| be made known fo
every employee, :

"?‘\,L l‘h ! il
Prepared by: Jo Haﬁ"%{ . telecio |
Humarn Resources |

Reviewed by: Alfretio P, C

DlrEct‘{EF

Approved by: Yisroel Y. Gissinger
CEQ
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Date :January 1, 2018 . .
To : ALL EMPLOYEES CONCERNED |
From : Human Resources | :
Thru : Operations Manager !

Subject  : DRUG-FREE WORK PLACE POLICY AND PROGRAM
|

1. OBIECTIVE |
i |

1.1. In compliance with Article V ::rF'-; Republic Act No. 9165, otherwise known as

the Comprehensive Dangerous Brug:; Act of ZDD?, and its Implementing Rules

and Regulations and DOLE Deparrmem Order No. 53.03, series of 2003

{Guidelines for the Impt&menmmn of a Drlg- Free Workplace Paolicies and

Programs for the Private Sect::-r}l Iploy Inc, hersby adopts the meﬁwmg

policies and programs to achieve a drug-free workplace;
i i

1.2. Company pelicy s to maintain a workplace frelka of illegal drugs, To ensure
that the objectives of the comp{any's corparate policy are met, the compary|
is implementing this drug-free pmgram The praggram will have the following|
elements: \

2. COVERAGE i

2,1. This Program shall apply to all employees regardless of their emplﬂvment:

status. i

3. POLICY STATEMENT

3.1. The use, possession, mlicitatlan‘; for, or sale of dangerous drugs on company |
premises or while performing arj assignment,

3.2. Being impaired or under the irgﬂuence of L‘rangnraus drugs away from the
company, if such impairment of influence adveﬂsﬂlv affects the employee's |
work performance, the safety qf the employee or of ethers, or puts at risk
the company's reputation.

3.3. Possession, use, solicitation for; or sale of dnngbwus drugs pway from the
company premises, if such activity or munlu-:'qnem adversely affects the
employee's work performance, ‘The safety of rh? @inployee or of others, or
puts at risk the company's renutptiun.

|
3.4 The presence of any detectable amount nﬂ dangerous drugs in the
employee’s system while at worlr. while on the Fll'li!l'l']lEE!- afi the company, or
while on company business. "Dﬂngemus Drugs” Include those listed in the
Schedules annexed to the 196;‘1 Single Convention on Narcotic Drugs, as
amended by the 1872 Prutocnl; and in the SE’HEIE’UIEE annexed to the 1971
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Single Convention on Psv,r::hmroplc Substam:es as enumerated in IhE

attached annex of R.A, 9165. :

4. MANDATORY DRUG TEST

4.1, To ensure that only those guallfied shall be scrdened and recruited to prevent
the detrimental effects (e.qi lower productivity; poar decision making,
increased accidents; more compensation claims; and reduced team effort]
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

| !

4.2, Iploy Inc. designates cnmpa;ny accredited |or | affillated center, a duly
accredited drug testing center by the Depariment of Health (DOH), as its
authorized drug testing Iahnraiury.

4.3, The Company may also cunduct drug tesﬂng under any of the following
circumstances:

43.1. RANDOM TESTING: Dfﬁ-‘cer,’emplnyees may be selected at random for

drug testing at any interval determined by !rhe Company
' |

4.3.2. FOR-CAUSE TESTING: The company mav ask an officer/employee to

submit to a drug test at any time it feals Ih;;ll the employee may be under
the influence of drugs, lincluding, but nat limited to, the following
circumstances. evidence gf drugs on ar albuut the employee's person ar
in the employee's wclmt-n,ff, unusual mnduq:t on the employee's part that
suggests impairment or influence: of drugs negative performance
patterns, or excessive and unexplained ahslentemsm or tardiness.

4.3.3. POST-ACCIDENT TESTIH_G: Any ﬂff:l:erf&mpln'pee involved in a "Near-

Miss” incident or "Work Accident” undg#r circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test
As defined herein, “Near-Miss" means anincident arising from or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage to Fhe employer had it not been
curtailed, "Work m:cldent” refers. to, unplanned or unexpected
occurrence that may or. may not resuil in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and injthe course of employment.

' |
4.3.4. All drug tests shall employ, among others, two (2) testing methods, the

screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening test. Where |the confirmatory test turns positive, the
company’s Assessment Team shall evalupte the results and determine
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5. TREATMENT, REHABILITATION, ANI.'_ET REFERRAL |

5,1,

5.2,

5.3,

54.

6. ADVOCACY, EDUCATION AND TRAINING

b.1.

6.2,

the level of care and adnjimstratwe Ints!nlentnnnf. that can be e:tendeﬁ
to the concerned emplﬂyqe

4.35. Iploy Inc. shall inform ilhe officer/emplpyee who was subjected to a
drug test of the test-results whether positive or negative.

4.3.6. All costs of drug testing %ha[l be borne by Iploy Inc.

|
J

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

Following rehabilitation, the tompany's Assessment Team, In consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to, the employer the resumption
of the employee’s job If heﬁshe poses no aurmus danger to hisfher m-
employees and/or the wnrkpla;:e

All costs for the treatment'and rehabllitation of the drug dependent
employee shall be charged tn his account, The period during which the
employee is under treatmem or rEhﬂb”Itdklﬂﬂ shall be considered as
authorized leaves. |

i | .
Repeated drug use even after ample oppertunity for treatment and
rehabilitation shall be dealt with the correspontding penalties under R.A. 9165
and is a ground for dismissal. |

Iploy Inc. undertakes to increase the awarenesgs and education of its officers
and employees on the adyerse effects df dangerous drugs through
continuous advocacy, education and trammm programs/activities to all ;r,s
officers and employees. i ;
|

All officers and employees are: required to undergo an orientation/education
program before assumption of their respectr‘imre duties. The program shall

include the following topics: | i |

|
6.2.1. Sallent features of R.A. 9165;

6:2.2. Adverse effects of abui&e and/or misuse of dangerous drugs on the
persan, workplace, family and the community;
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6.3.

i :
6.2.3. Preventive measures aghinst drug abuse; and
I |
6.2.4. Steps to take when intervention is needdl.-d. as well as available services
for treatment and rehabilitation. !
To encourage all officers and iemployees to Ie!fad a healthy lifestyle while at
work and at home, Iploy Inc. undertakes to conduct the following activities as

often as possible: : l

6.3.1. Lifestyle assessment | programs ani health nutrition, waealght
management, stress management alcoholi ahus.ej smoking cessation, anrj
other indicators of risk diskases;

6.3.2, Health wellness 5creﬁmngs le.g. blobd pressure ond heart rate,
cholesterol test, blood gfuqase etc.); :

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

6.3.4. Other activities promoting health and wellness.

!
7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

it

7.2.

7.3,

8. CONSEQUENCES OF POLICY VIOLATIONS |

g1,

82.

iploy Inc. shall ensure that the workplace q-ahtie-s ang programs on the
prevention and control of dabgerous drugs, including drug testing, shall be
disserninated to all officers and employees. The employer shall obtain a
written acknowledgement frofn the employees that the policy has been read
and understood by them. | !

Iplay Inc. shall maintain the mnf dentiality of al! mfnrmatlﬂn relating to drug
tests or to the identification qf drug users in the workplace; exceptions may
be made only where required, by law, in case of overriding public health and
safety concerns; or where such exceptions have been authorized in writing by
the person concerned, | i
All officers and employees s]'+a|l enjoy the r1ght to due process, absence of
which will render the referral procedure ingffettive.

Any officer or employee who uses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers qangemus drugsl or otherwise commits other
unlawful acts as defined under Article |l of $h 9165 and its Implementing
Rules and Regulations shall be subject to the ﬁ:ertment provisions of the sard
Act, { |

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

9.1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workplace. For this purpose, an n55955m¢_r11 Team shall be constituted in

accordance with D.O. 53 D:“. |

10. EFFECTIVITY : =

10.1. This Policy shall take place affective :mmad:arelv and shall be made

known to every employee. | |

11. ATTACHEMENT

11.1. Drug-Free Workplace Pdlicy and Program Acknowledgement

Prepared by: Jo t:ﬂqﬂ\‘mw E

Human Resocurces {

Reviewed by: Alfrédo P. Catwarillo Jr. |
Direéwriél Eﬁtiuns : I

Approved by: Yisroel Y. Gissinger : I
CED ! |
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Drug-Free Workplace Program Acknnwleggement i
|

| hereby acknowledge that | have receivé'd and read |ploy fnc,'Drug»Free Workplace Poligy
and Program, @ summary of the drugs which may alter of affect a drug test and & list of
local Employee Assistance Program pfoviders or lpcal drug and alcohol treatment
programs, | have had an opportunity to have all aspects df this material fully explained. |
also understand that | must abide by!the Program aa: a condition of Initial and/or
continued employment, and any violatipn may result in disciplinary action up to and
including termination. | |
|-also understand that during my Emplcw.i_ment | may be re;qu'rred lo submit to testing for
the presence of drugs or alcohol in my bqdy. | understand [that submission ta such testing
is a condition of employment with [Company], and dis:l_piiinafy action up toand including
termination may result ift { '

1) | refuse to consent to testing, | i

2) | refuse to execute all forms of consent and releasq of llability that are usually and
reasonably assoclated with such Efxamlrrati:}ns. :

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

4) Thetests éstablish a violation of [{‘nmpanﬂ's DrugsFree Workplace Policy.

5) | otherwise violate the policy, | -

| also recognize that the Drug-Free Warkplace Palicy arid related documents are not
intended to constitute a contract betweeh Iploy Inc. and me, | :
The undersigned further states that He/she has read and understands the above
acknowledgement and signs below of hISriIhEr own free will;

SIGNATURE | i DATE

WITNESS DATE

|
f
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Date s January 1, 2018 : :
To t ALL EMPLOYEES CONCERNED
From : Human Resources .
Thru : Operations Manager |

Subject  : WORKPLACE POLICY AND PROGRAM DN ANTI-SEXUAL HARASSMENT

1. OBJECTIVE |

1.1 The following policies and procedure are hereby Issued by Iploy Inc. 1o
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases

2. COVERAGE

2.1. This Program shall apply to all employees regardless of thaeir employment
status. ' i

3. POLICY STATEMENT

3.1. Iploy Inc. believes that employees should be afforded the opportunity to work
in an environment free of sexual harassment, | Sexual harassment |5 a form of
misconduct that undermines the Emplnymerjl relationship. No employes,
either male or female, shpuld be subjected verbally ar physically to
unsolicited and unwelcome sexual overtures of conduct.

3.2. Sexual harassment refers to Behavior that Is not welcome, that is personally
offensive, debilitates morale and, lhere;f-::ure. interferes with work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and ather sexually
ariented conduct which is offensive or objectionable to the recipient,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

3.3. Iploy Inc. will not tolerate any behavior that amounts to sexual harassment
and any officer or employee! found to have committed sexual harassment
shall be subjected to disciplingry action, up to gnd Including dismissal

3.4 DEFINITION OF SEXUAL HARASSMENT

Iploy Inc, has adopted, and |:ts policy is based on, the definition of sexual
harassment set forth in Section 3 of RA. 7877. It provides that sexual
harassment in warkplace Is cammitted by an émpluver, employee, manager,
supervisor, agent of the emplayer, or any othed person who, having authority,
influence or maoral ascendancy; over another inlawork environment, demands,
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requires or otherwise requirgs any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission is accepted by
the object of said Act. ; -
in a work-related or emgloyment environment, sexual harassment | is
committed when: ' '

3.4.1. The sexual favor is made as a condition in the hiring or In the
employment, re-employment, or continued employment of said
individual, or in granting said individual favorable compensation, terms:of
conditions, promotions, jor privileges; or the refusal to grant the sexual
favor results in limiting, #Egregating or classifying the employee which in
any way would disr_fimmate, deprive or diminish employment
opportunities or otherwise adversely affect sald employee;

3.4.2. the above acts would jmpair the employees’ rights or privileges under
existing labor laws; or
|
34,3, the above acts would result in an intimidating, hostile, or offensive
environment for the employee.

3.5, WHERE SEXUAL HARASSM EI!\.IT IS COMMITED
) |
Sexual harassment may be committed in any work or training environment. It
may include, but are not limited to the following:

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

3.5.2. at office or training-related social functjons;

3.5.3. inthe course of work assignments outside the office;

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

3.5.5. during work related travel. '
3.6. FORMS OF SEXUAL HARASSMENT |

Sexual harassment may be committed in any of the following forms

3.6.1, Overt sexual advances; |

3.6.2. Unwelcome or improper gestures of affection;

3.6.3. Request or demand fot sexual favors |r‘éc|uti|r‘|g but not limited to going
out on dates, outings, or the like for the same purpose;

3.6.4. Any other act or condlict of a sexual mature or for purposes of sexlal
gratification which is geferally annoying; disgusting or offensive to the
victim |
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3.7. WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not Irefer to nccasmfrral compliments of a soclally
acceptable nature. It reiers' to hehavior that is not welecome, that |s
personally offensive, that dehllltates morale, and that, therefore, interferds
with work effectiveness.

3.8, EMPLOYER'S RESPONSIBILITY |

Iploy Inc. undertakes to provide its affu:ers and employees a work
environment free of sexual harassment by n-lanagement personnel, by co-
workers and by others with whom officers ar1d employees must interact in
the course of their employment in Iploy Ing, Sexual harassment is specifically
prohibited as unlawful and ash violation of company policy. The company Is
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action t¢ stop sexual harassment in the workplace and
for promptly investigating any allegation ufwmjk-related sexual harassment
4, PROCEDURE !

4.1 COMPLAINT PROCEDURE

4.1.1. Any officer or employée, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassn‘jﬂnl to any other member of Iploy Inc
management or ownership. All allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer ar
employee shall remain cdmﬂdentaat and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the ' investigation Is mn!meted. all parties will be informed of the
outcome of the Invastigaﬂ:ﬂn. |

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

|
[} I

4.2 RETALIATION |

4.2.1. Iploy Inc. will permit nq emplnvment based retaliation against anyone
who brings a complaint of sexual haras*.rnam or who speaks as a witness
in the investigation of 3 camplaint of sexuql harassment
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4.3. WRITTEN POLICY !

4.3.1. All officers and employees of Iplay Ing. shall receive a copy of the
company’s sexual harassment policy upon :assumptinn of their respective
offices. If at any time an dfficer of employee would like another copy of
the policy, please contact the Office of tr!m Committee on Decorum. If
Iploy Inc. should amﬂndﬁnr modify its gexual harassment policy, all
officers and employees will receive an Individual copy of the amended or
modified policy, !

| [
5. CONFIDENTIALITY : !
i | i
5.1. At the commencement of the investigation procedure at the Committeg,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behaviar, all matters discussed, documents reviewed,
letters and correspondences read, and, testimdnies heard, will be kept under
the strictest confidence. It is!the intention of Iploy Inc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved far all the parties concerned
by keeping all information pathered through the investigation process
confidential at all times, even after the conclusibn of the investigation proper
| |
6. EFFECTIVITY ) !
L |
|
6.1. This Policy shall take place effective immediately and shall be made known to
avery employee. ! |
i |
. |

f

Prepared by: lo H" nna K. Melecia
Human Resources ;

1
\
i
|
!
|
|

S e

Reviewed by: Alfredo 11 marilio Jr.

iy

e

Approved by: Yisroel ¥, Gissinger
CEQ
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I:ploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HAR%MEW POLICY
Name ition in i en
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagaiee! Operations Manager
Members: Jo Hanna Meler:lﬁ HR Staff
Ma. Blesila Vestil, CSR - Phone

Junamel Brigoli ! CSR - Phone

Submitted by:

isroel Y. Gissinger
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DATE : April 3, 2018

To -, ALL EMPLOYEES | |
FROM : HUMAN RESOURCED DEPARTMENT |
THRU : OPERATIONS MANAGEMENT
SUBJECT : MEMO: RESTROOM GUIDELINES

Iploy Inc. provides unisex restrooms availa$!e so that empldyees can use them when they need
to do so. One is located inside the operation floor and sacond is in the hallway outside the
operation floor. However, those who are uncomfartable, hasissue with the unisex restroam.
we have a separate single, private rest room available for uf,e..
| i
Moreaver, any employee with concarn/issiie in using the upisex restroom, please visit Human
Resources office to get daor access pass, bﬁ:ce sECUrity, Iip_g in-and l.og out procedure, shall
apply. | | '
Furthermiore, it is essential that all empjweeE should clJranu,r and abserve the restroom
stiquette: ! !
| |
Knock if the cubicle appears to be occupiéd. Deh't peek under the doors. |
Lock the cubicle door when|you enter. '
e Stand close enough to the pan or urinal 5o ﬂ}u don't wet the seat, walls or
floor ]u '
¢ Flush the toilet after use an*i wipe off the tollet seat for the rext user
e Paper towels go in the trash can, not on the flaor or in the toilet bowl
* ‘Wash your hands to prE'.ren:t the spread ol cblds and the flu
* Please use water and paperimwels cunmweq}iwlv

For your information and guidance.

lo Haﬂmmfe:m

HumE}'l F{esuurces

Vent, P € Qonguillo
0laglo?

|
Noted by: ] |
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February 27, 2018

To ; ALL EMPLOYCES

FROM : HUMAN RESOURCES DEPARTMENT
THRU ; OPERATIONS MANAGER |
SURJECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

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

To ensure effective implementation and monitoring of office security

1. Employees are required to lo
if the door Is apen

2. Employees are allowed to be insid
their scheduled time

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

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

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

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

7. Na tailgating

8. Employee ID and RF 1D should be wern at all times, lost RF 1Ds will be charge to the
employes

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

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

11. Submit self to magnetic wand sca nning with the security personnel

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

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

e the office and to Log in thirty (30) minutes before
|

be left in the locker before longing in/going inside

®

For guidance and strict compliance.

fent Plden ¢ F’aq,uiﬂ%r‘
Jo Eléiﬁiﬂlalthglgeciu oqllg&: hj
Hu Resources

Noted by: 5

Scanned by CamScanner
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DATE : MNovember 17, 2021

TO ; ALLEMPLOYEES '
FROM : HUMAN RESOURCES
SUBJECT : LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES |

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

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

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

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

s Checking/audit will be done from time to time and once uriassigned lockers are being used, they
will be farced open, and the company will not be liable for padlock replacement nor
reimbursement. |

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

e The company will not be liable for the loss'or damage to an'lgr personal belongings left unattended
and that includes, sharing of lockers, lockers without padlﬂgks, placed on top of the lockers, etc.

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

e Forced Open Request due to lost padlock key or forgotten password/code should be submitted a
day prior and will be subject to availability of the bolt cuttei‘

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

» NOLOITERING inside the locker room

* Unassigned Lockers with cable ties should not be opened.

» Things inside unassigned lockers will be su:i:ject to disposal of the management

This Memorandum shall take effect on November E22, 2021,

Failure to comply will be dealt accordingly.

Prepared by:

1 gl
Nﬁﬁza Carlos Gﬂtiu ng Alfredo Ca
Employeé Relations Specialist General Manager  Directoref Operations

| have read, understood, and agreed to comply with the foregoing policies, rules and conditions

governing the iPloy Locker Policy,
me 02233
EmploVee SfEnature Over Printed Name/Date
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DATE April 3, 2018 '[ !
To ALL EMPLOYEES | !
FROM HUMAN RESOURCES PEPARTMENT |
THRU OPERATIONS MANAGER :
SUBIECT = MEMO: CALL IN FOR DUT OF OFFiCE ' |
| .

in order to properly monitor out of office erhplr:wee5 a new brm:eqs to call in/report absence will
be implemented effective Monday, April 9, 2{]13 |

1

Guidelines: ; | |

@ tn

Far your guidance and strict compliance.

Jo Hann Mlecio

In cases of |late and/or absences, E‘r*ll:ﬂﬁ‘rEE should report ta Human Resources through
SMS or Call via HR hotline: 0917- fﬂei 7074
Motification should contain the follusiung rnfﬂrmdtmr!'
a. Complete (real) Name ! i
b. Department '
c. Team leader ! .
d. Call in for: (Whole day Abseni Half-day aﬁbsem Late
2. Reason
HR will be the one to send nouﬂr_andn to Operations Managpmpnt .
No call in should be communicated through Team leads or any ether employee. It should
ke done by the employee or his/her irelatlues |
Motification should be at least two {E} hours before the employee’s shift
If an employee is advised to rest;‘cnr;ﬂned in the hospital, number of rest days as advlsed
by the physician should be indicated | Otherwise, Pmpiovm must send notification daily
Failure to natify will be tagged as NuEaH No Show apd/or unscheduled absence and will
be dealt with according to our Code @I Conduct and [iscipline

| |

bent, Mgen - Rongul
kg

Human Resources
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February 18, 2020

To : ALL EMPLOYEES i

FROM : OPERATIONS MANAGEMENT
SUBIECT : ATTENDANCE BONUS 2020

]

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

) |

PAYROLL

1. Immaculate Attendance Banus is for employees mﬂ‘r perfect almndame. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absemts, undertime and amhreak. Failure ta punch In - aut for
breaks will also disqualify the employee. No waivers wﬂIEhE given, '

2, Tardiness, Undertime and Over breaks will be dm:lucttd from the Emplﬂf',u's pay.

3. Employees who tendered their resignation before thﬂ. release of the Sign| ﬂn Bonus [First Helf or Second Half) will
NO longer be eligible to recefve it. ] :

4. Employess qualified for the Sign On Bonus (First Half ;jnr Second Hatf) will receive it on the 30" of the succeading
manth fram eligibility. - |

5. Eligibility for the annual merit increase is based on nimrall perfunnnn:e ‘and management discration. Pav out Is
at management's discration, )

i |
MEDICAL CERTIFICATE ; '
; |
] |

1. When must the medical certificate be dated?

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

. 2 days absence - the medical certificate must l:ie dated on rhe-inl:ilnl tay of absence or the next day. If the
absence falls on a Thursday, the medical certificate myst be dated either that Thursday or the next day - @t the
latest. It cannot be dated on the Saturday that irnmedlamlv follows ar that: ianday that the agent is to report back
1o work, ) {

. 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 repoits 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 the medical certificate states advised to rest for 3 days,
that s inclusive of the day of absence that the agent toak to rest plus Saturday and Sunday — the agent must be back
to work on Monday. !

}
i
)

i
‘
¥
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0 If the doctor prescribes rest, the mad::al certificate must |nclude the number of days of rest. The
advice to rest cannot be antedated, )

o There must be a fit to work date, i

o The only exception to the Medical terrmn:e date guldelme; 5 if the employee has been

hospitalized.

*

VA VES

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

2, Employee must exactly have the corresponding credits for the request to'be approved,

1 credit = One Day

.5 credit = Half Day }
3. Employee with perfect attendance 60 days from the requested Vi date WI” be given priority in the approval lof
leaves. This is a way of rewarding employess with perfeqt attendance,

4. The company and client have the right to disapprave leave requests and cancel approved leaves for those
|1

employees who committed unscheduled absences on the prior menth and on the current month of the requested

time off including poor attendance records, behavioral and productivity issdes.

Moted By: Approved Eir.'
M c JAY GISSINGER Vet Rlden P mull“ﬂ

HR Supery Chief Executive Officer

09/a¢(93

ALFREDO CAMARILLO IR, |

Director of Operations
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Date : November 17, 2021

TO  ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTM ENT

Subject : RE: SICK LEAVE POLICY

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

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

2. Employee may use sick leave far absence due to the following reason:

s  Employee's iliness or injury. |
* Bereavement leave/s
e Emergency leave/s
&

Power Outage/internet Outage (for temparar\; Work from Home set-up)

’

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

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

4. Below are the documents needed to provide fﬂ use the paid sick leave;

* Employee’s iliness or injury

» At the discretion of the empﬁc’rer the empluvee should furnish a certificate from

a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the employee is again
physically able to perform his or her duties. (Medical Certificate with Fit to
Waork)
Blacklisted Doctors and ::Imu:s will not be honored. (Please refer to the
Blacklisted Clinic/Physiclan Memo)

"_."

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

=  Emergency leave
# \alidate his/her absence thu"uugh supporting documents as to why she/he was
having emergency leave on the said date,

= Power Outage
» Certification from their el&r.trsc.r’puwer supply provider (e.g., VECO, CEBECO,
MECO) |

& |nternet Outage ]
#  Ticket number from the internet service provlder and/or screenshot/link of
official outage announcement from the fnternetﬁelm provider
¥ Picture of the modem {showilng red, no light In “internet”)

5. Any unauthorized sick leave will subject the er‘,nplu-,fee to d:sclpllnaw attion. 5L is unauthorized
under the followling circumstances:
s The employee falled to Inform the immediate superior or HRD about his/her absence due to
illness unless fully justified. y |



iPloy Incorporated ’ - ;} -
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e If sickness claimed is fictitious or nﬂn-eui}stent.
6. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of SL will be needed to recover from the sickness. A medical certificate must be submitted
before the expiration of the SL. Absence of notice and certification will be considered unauthorized

unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted. ]

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

Mm ARCILLA 7

HR )li’ian a&m—-} l

Noted by:

s fhoedsr w
Alfrefio Camarillo Jr. Angelo Manal Carlos Gotlong
Dire ur.}ﬂ eratipns Operatigns Manager “General Manager

| Vet Bden P Porquillo
: 022§ 23
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Date : November 12, 2019 i

To : ALL EMPLOYEES !

FROM : HUMAN RESOURCES DEMHWENT

THRU " OPERATIONS MANAGER |

SUBRIECT : 555 SICKNESS CLAIMS — 5/CALENDAR DAYS

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

|

A member is qualified to avail of this benefit if: |
|
1. Hei¢ unable to work due to sickness or injury and confined either in a hospital or at home for at
least four (4) days; \
2. He has paid at least three (3) months c:f contributions within the 12-month period immediately
befare the semester of sickness or injuny
3. He has used up all current company sick leave with pay; and
4. He has notified the employer or the SES if unemployed, valuntary or self-employed member
regarding his sickness or injury. 1
! I
Fallure to submit the documents within the pr&scﬁhed period will free iPloy from any liability of their
claims,

For your guldance,
|

if there are any questions or clarifications, please fgel free to appraach the Human Resource Depariment.

Sincerely, 1 m w P mlll'lllb
el
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DATE February 20, 2023

TO i ALL EMPLOYEES

FROM : HUMAN RESOURCES
SUBJECT: UPDATED BLACKLISTED C

o
& iPioy

LINICS AND/OR PHYSICIANS

This is in reference to the previous men
mentioned subject. We are updating th
considered blacklisted and medical certifig
event that the employee submits any of 4]

Lu sent out |last December 9, 2022 regarding the above-
is memo adding more clinics and/or physicians that are
late/documents issued by them will not be accepted. In the
|1E 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 ACCEPTABL
CLINICS/PHYSICIANS:

- T P

10. Tambut Medical Clinic
11. Clinics/Physicians without comple!

Far medical certificates, the following mus

Kindly take note that if the clinic/Physic
accepted as valid medical certificate:

Rajah Tupas Medical Services
Bimbo H. Tequillo MD Clinic
Lolita E. Abella-Libres, DMD
Dr. Omar Arceg, MD

Sia Clinic

Health Doc Diagnostics
Gaudioso Montecillo Jr.; MD
MNow Serving

Dr. Guian Darnell Sumalinog

11,1 Doctor's name

F and are considered part of the BLACKLISTED

te contact details such as but not limited to the following:

11.2 Doctor's license number

11.2  Clinic/Doctor Pho

11.4 Date of Actual visit

11,5 Diagnosis
11.6 Recommendation)
11,7  Fit to work date

ne number

t be taken Into account:

Must be jssued on the day of the ;
All instructions in the recommen

bsence or the day after.
tion must be strictly fallowed. Proof will be reguired such

as but not limited to proof of purdhase for medicines prescribed by the Physician, laboratory

results, and the like,

Note that all medical certificates |ncluding fit to work will be validated by HR/Clinic. NO Fit-
to-Work Certificate will be denledjentry inside the production floor.

Mo erasures on the document. In
the attending Physician.

case there are corrections, it has to be counter-signed by

The soft copy (sent out through enmpail) must coincide with the original copy (submitted to HR).

an has any of the following concerns below will not be
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1. Phone numbers shown In the med
2. Questionable medical certificates
HR/Company Nurse/Company Do

& iPioy

ical certificate are Incorrect and can't be validated/contacted.
due to same inconsistencies/discrepancies as validated by
tar.

E

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

4, Caters primarily on cosmetic proc

Lastly, since hospitals and clinics are now

dures and consultations,

having less restrictions for consultations and our situations

are constantly improving since the pandemic hit, we will no longer accept consultation done

I ia ph \ls. Consultation mus

be done face-to-face.

This updated memarandum shall take effgct on March 1, 2023,

Should you have guestions or clarification

at er@iplov.com.

For strict compliance,

Prep ared by:

Noted by:

(r"
el e
stafiares

HR Manager

regarding this, please do not hesitate to send us an emall

Operations Manager p

-
HiFéLﬁ/ngeJu Manal arilln Ir.
I’J:rec r of

Nent, Piden P ﬂaqumn
ol %2,

eraﬁunns
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Date : Movernber 30, 20

To : ALL Employees |

FROM . Human Resources Department

SUBIECT : VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remalning BL credits are to be converted thus, 5L application is no longer
allowed until the end of the year,

As for the Vacation Leayve (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 nnmluf the reminders below in reference to filing of VL:

& No retraction of approved VLs. If the employee reports for work on the actual VL date, the VL
will not be reimbursed and will be vaided,

s No rescheduling of VL once appmv';ed.

e VL date should not fall on a local h!an:Ia-.r atherwise forfelted,

Mote: Approval of VL requests will be an n;' before December 14, 2022,

Furthermors, if the employee resigns or gats separated from the company either valuntary or involuntary,
all available VL credits will be forfeited and will not be part of thelr last pay if:

Emplovee filed an Immediate resignation and/or falled to provide a 30-day notice,
Employee went on Absent Without Official Leave (AWOL)
Employes incur any |eave, absences, and/ar any form of terminal leave within the 30-day notice
perlod with the excepticn that the employee provided a valid documentation such as but not
limited to hospitalization due (o sickness, accidents, or contagious diseases,

= Employes incurred more than Em.]r (4} hours of accumulated and/or total late/undertime within
the 30-day notice,

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

e Incurred any behavioral Infractign such as but not limited to Sleeping, Browsing Unrelated
Websites and etc.

Furthermare, SLand VL conversion m subject to tax. Should you have guestions pertaining to this
memiao, feel free to reach out to our Accounting personnel at Accounting@iploy.com.

Signed: - ’
= (il X
Merisfie fe Arcilla
HR Manager Hi A’ T 5;-" Amunﬂng Mana&er
|

Noted by: |

Approwed by: | et Plden P Rorguillo
il ol a]93

CEQ
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DATE : April 26, 2018

To ; ALL EMPLOYEES

FROM ; HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGEMENT

SUBJECT ; Maxicare Guidelineg 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
paid quarter.

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 Fhp 101.00 for dental
services. The employee will shoulder the remaining amount of the quarter.

The guarters are as follows

1% Quarter — December, January and FEI:II‘UJT",I'
2™ Quarter — March, April and May
3" quarter — June, July and August
4™ Quarter — September, October and November and so onand sa forth.

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

Maote: Kindly indicate vour complete name and signature if you have received, read and understood

the memo.

1D # NAME TEAM LEAD SIGNATURE

A2 | Vet Plden ¢ gorauilo e

Regards, Noted By:
| il
' Qo AT fo Al
Marisfitka Iris Arcilla Alfredq C lLar loJr. Aﬁgardf:: Ip!gaﬁ.-a
Humdn Resource Dirgctor of Operations Operations Manager
(&

W
éTEFEﬂ Wanager

be
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December 17, 2019

[ ALL EMPLOYEES
FROM CPERATIONS MANAGH
SUBIECT CLEANSING PERIOD

MENT

IPloy Staffing Solutions belleves in giving em

ployees enough reom for improvement to straighten aut

employmant in regards to compliance to our cogmpany’s Code of Conduct, The alm of this approach is to help

motivate employees rectify passed olfenses and

Cleansing Period pertaing Lo the time when an g
Is expected to improve performance. Ample ti
committing any other infractions.

It an emploves does not commit the same infra
disciplinary action will stide back to a level deper

| Attendance
‘_Erq!uﬂ_hf*tf - 6
| Behavioral 12

The counting of the Cleansing Period will start bas
for Infractions will <till be kept in the Employes's

The Cleansing Pariod s efféective lanuary 1, 2020

Mt

tart anew,

L‘:pll,‘:'gf,-e who has been subjected to a Didciplinary Action {DA)

® I8 ghien to carrect improper bebavier and refraln from

pion for the specified cleanuing petiod, the progression of the
Hing on b Type. Please raler to table balow:

bl on the date when DA was decided upon, All documentations
01 Fite regardiess what perod of progression,

Lavaring DAs & months and alder,

Approved By

1AY GISSINGER

Chief Execuitive Office:

Vet Wden P Qorguillo
olo¢ Ry
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CODE OF CONDUCT AND DESCIPUNE [Table of Infractions)

L STATEMENT OF POLICY

The Code of Conduct and Discipline is designed toensure healthy and positive working
enironment, and hopes tomaintain and uphold professionalism among iPloy Ing, employess,
The established norma herein st forth are geared toards the sttainment of the Company’s
Goals and objectives. It & worthy toemphasize that the Code i not meant to be oppressive nor
it i intended to threaten and infimidate employees. Indeed, it serves ag the guiding principles
gnwhat is expected of its’ employees 1o conduct during the entire employment hene iniPloy,
I

I, DOCTRIMES TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

1 The right to decipline and discharpe employess for just and proper cavses s management’s
preragative enshrined from the 1987 Philippine Constituy Gon.

2 Fairmess and justice dhall slways govern the impasltion of disciplinany scticns. Existing Labor
Lawes, Implementing Rules and lurisprodence will always be cbserved.

3 The full and strict maintenance of discipline is the management’s responsibility. Thus, it shall be
?%Eﬂligﬂiginﬁgigﬂ inftiate any disciplinery
actions agalnst their subordinates whenever a violation af the rule & committed.

4. Administrative investigations and other proceedings shall be conducted expeditiously.

5. impesition of penalties when warranted, shall not be cancelled, nor delayed for amy reason.

6. The rights of the respondent as provided for by Law shall be gusranteed,

7. The management may mitigate the penalty to be imposed, subject however to management's
ﬂilggsﬁl%ﬁqﬂﬁa he latter,

B, Incases of multiple violations of this Code, the following rile shall apply as to the penalty 1o be
imposed:

e & iPloy

1. Incident Report will be submitted 1o Hurman Resourtes [HR) witten 2 working days from
the date of the intident.
2. Husman Resources will issue 2 Notice 1o Explain (NTE) to the employee within 3 working
days.
3. Direct Superior should cosch the employee within 5 working days from the lsuance of
the NTE.
4, Coaching Form and Written Explanation of the employes should be submitied within S
working days from the issusnce of the NTE.
5. FR will aus Notice of Decision with ar without sanctions within 5 days from the receipt
of the Coaching Form and Written Explanation.
a. Failure to provide Wiitlen Explanation shall constitute 3 walver of the empioyee’s
right to be heard and confirrra that all the detads in the Incidert Report are troe 2
withawt any bl EE,
b. Lapses in the timefine will result o a sanction — Neglect of Duty [ insubardination
c Lapses in the timeline will not void the sanction.

V. GEMERAL BEHAVIORAL STANDARDS

s an Moy employes we expect that you will meet the following behawicral standards:

3. Proper Conduct and Decorum ls expacted from you within the office and cutside when
rapresenting the Company. This includes appropriate dress, attending the office ready to work, use of
proper and decent languape, otservance of proper office and work decorum, maintaining proper
relntionships with your colleagues, customers and other individuals not in the ernploy of the comparny,
abterance of and compliance with existing laws of the Philippines.

b Erhancing Company Productivity the Company expects the Proper care and utilization of
Capita! evailable to the Company; turming up fior work ready to work on tirme all the time, Tollowing the
appropriate break and finish Gmes, getting on with the job and pefferming the job to the beat of your
anility, positive attitude and dedication to one's work assignments, supporting supervision and those in
rmnage el

& Following rules on custamer and client relations and abways maintaining a professional helphul
attitude with customers,

d. Wainterancs of health and safety of the office and people around you. A proper attitusde
towards cheandiness and proper housekesping in the affice, good health of yourself and others anound
you, assist in the security of the office, following basic safety procedures.

&, Proper use of Company Praperty, tacilities and security to protect company and employee
assets, Secure handiing and maintenance of Company records, keep confidential and protect the
integrity of all Company operating data and information, appropriste use if all Compary equipment lor
work related purposes, properly account lor all Company funds received,




Pioy Incorr D e

& oy Incerpangted =
11* Floor MEY Tower ..v . -
Cabis Ciry BOOD y ]

I Applicability

This Code shall apply to all iPloy employees, regardiess of status or position held.
. Types of Offenses
Eringing of personal
Lewvel 1 — Infractions which are minor in nature but which may become habitual and disruptive if not mobiie phones
corrected, It has no detrimental impact of the business. deliberatedy 1 the
operations or tralning
Level 2 — Serious olfense which causes delay in operations, may pose theeat, harm, or danger 1o arean other than those
Cernpany property and/or lives of individuails. sutharized. Artaging of P
nan-wark related - Wrltian i Suspanshon
& Lewell werbal Written TDésmisial
Lewel 3~ infractions which will destry the company's image and reputation. It causes substantal loss 1o eecironk gadgets Wasning Warll | ey | TR0
the company and can result to critical operational disrupthon. A critical offense that has compromised g, Rash/poitati
the serurity of the employees, the integrity of Citent, the safetSy of customers inlormation and the tebens, ﬂ...:rﬂh
stability of the business, ; E__.___F__
spproval from the
Smmediate superisar.
Hi. Table of Infractions Eating in craatharizeo
aheas operations,
Documented Final
7 rmanagement & suppart e Wrines Suspenalon |
L Aubes on Proper Conduct and Decorum area] within 1he compeTy sk Warning Warblig -3 Days
premises especkaby whi
. = ] PR rakirg cats
-|- ........."1 P Spmaking in ancther o
e - language or dlalect other e Writhen o Suspension
] 3 Level erbal ‘Writzen Diwmiscal
e han English within tha o Warning n Days
rckse oF ghtarbaree Dopmmenied | ireen o company-designated sea, i sing
Lowl Wartal \writnen Dismisal
within the Company waming | oo -5 Days
Premises. Wi o Failiare: 1o lg-Injost In
Blometrics and othar
required aftendance
, | rowrmmespywey ||| PRI wien || suspension | monitoring tool. Failure to
Dress Code Polioy, Warding warning: | waesing -3 Dap purech infoul for breaks
and lunch per day
comtldened s ame (1) Dhci i ki Einal
Nan-participation in Documentied ; Final ! - e " Witter wri Suspansion
campulsary company Lewel 1 werbal .__.___...: n-.: Written mua””_”: [Dismiisal Warning i -3 Days Discrifgnnt
activity or group work, Warning Warning
Failure to maintain 3 mansa edits in 3 fmonth
orderiness or cloanEnes from Fasytiocking tool will
thesalgred work | | U | nen | | spenton | A et
station. Failum to practice s Warning Warning - 3 Dava
Clean As You Go Palicy for
il areas i the office.







Paricaciores Road Cxt Surinest Parck,




Company dosurmEnT

n Oher aom with

estruction of Cindrpany










S &) iPloy

1. Termination of an employes shall automatically bar him/ber from re-emaloyrment.

i ...—..n_ﬂ.n...i_-_-ﬂ._%.m&ﬁ:ﬁﬂdwﬁuﬁn.ﬂi-ﬁgnﬂzigismuiﬁnD.._..nsHﬂ.nr._
against the erring emplayee.

3, Thiz Code shall suparsede alfl other sxisting policies, rules, memes, snd the like, and all policies
to be implemented, if the same s found to be inconsistent with the Code of Conduct.

Wi, Approwal

lay Gissinger
Orwrier and Chief Evecutive Officer

Floy Intarporit o

. & iPloy

RECEIPT OF THE CODE OF CONDLICT AND DISCIPLINE POLICY

This is to acknowledge that | kave read the Company’s Code of Conduct and Discipling and understand
that it sets forth the terrs and conditions of my employment 25 well as the dutles and responsibilities,
and obligations of employment with the Company,

| alsn ackrowledge that the Company reserves the right 1o revize, delate, and add to the provisions of
this Code of Conduct and Discipline., or condition of employment can be ostablished by any other
statement, conduct, policy, or pracice.

MAME %“m PLVER ¢ EorguiLLo
DATE

AND HAVE READ AND RS RE CONTENTS.
EMIPLOYEE SIGMA "
\\hﬁ-tl




