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ID APPLICATION FORM

LASTNAME: __ (ORTES FIRSTNAME: JusEri

ID NUMBER: @!Es% V18D pagimics: o 9103 808U gesu OL-32F2)3LF

PHILHEALTH #: )20 1191 LD nn: # Jyg 83| gt

IN CASE OF EMERGENCY

coNTACTPeRsON;_ebeccn  Sabeayt EMERGENCY CONTACT #: 044 813 Y6 83

aopRess: 13, ~Son Codve T Mabsh , Lopiamonsiip_ Mot

e SIGNATURE

OCCUPATION OF CONTACT PERSON: 1/

BIRTHDATE OF CONTACT PERSON: AN 1Y) Mled



__ EDUCATIONAL ATTAINMENT__

College  Undergraclvak

EDUCATION TYPE:

SCHOOL NAME: Asion  Colkge op  Tech ml’*ﬂ‘f

SCHOOL ADDRESS: Cobu  City

COuRse: __ WE1T HONORS: M/~

DATE STARTED: Ofp/ﬂ?) 20|\ DATE GRADUATED: __ O} )Lh ] 20(3
MN/DD/YYYY MM/OD/YYYY

OCCUPATION OF CONTACT PERSON: N/

BIRTHDATE OF CONTACT PERSON: AN " 1Yy MAled



iPloy OPC . . e .
9™ Floor, Ayala Center Cebu Tower | iP'o
Bohot Street, Cebu Business Park, ! y

Cebe City 6000
NON-DISCLOSURE AGREEMENT
g2/ 2%
THIS AGREEMENT is made on (Date) ‘H}/ : /
BETWEEN
1. IPLOY OPC. (the "Disclosing Party"); and

2 Tosepy 5 oy (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

154 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




gzi:;l:.cmla Center Cebu Tower . . W)
Al i & iPloy
Cebu City 6000

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

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

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

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

2.4, 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.

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

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

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




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

& 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: New En plovee

Name: Jade Lenizo Mata Name: JOSEPRH T CaUiES
Title: Onboarding Specialist Title: Cs It

Address: [24% dan  fuspue 3.0 Pobita,

Address: #35 Salvador Extension Labangon

Cebu City

Date: ’r'b}"ﬂ' ;} i Date: fﬁ/@ / o

Cedwy E.'L/



T M gy
iPloy
EMPLOYEE PERSONAL DATA SHEET
P rint tagibly. M ark appropriate boxes D with "/" and use separate shaat If nacessany. Sehedule:
I. PERSONAL INFORMATION Team Lead:
2. SURNANME AEl 0 N
FIRST NAME e SR B e e i s e R i e TR e i
MIDDBLE NAME CKBESATE 3. NAME EXTENSION (8.g. Jr., SF.) piA
4. DATE OF BIRTH {rm m/dd fyyyvy) f 01 /61 /7 |94 |17. RESIDENTIAL ADDRESS Nl Seon Vlague &,
5. PLAGE OF BIRTH = Cetar, Eﬁl‘f\f o bl G s c1jl_?
8. SEX D Mals D Female
7. CIVIL STATUS D Single DWidowed ZiP CODE (s (L0
DMarried DSeparated 18! TELEPHONEND, 0PAEN Yays
DAnn-JFuiled DOthers, specify 19. PERMANENT ADDRESS: |11,  Gan ‘E{-f;fuw!_,:i]r-,
B. CITIZENSHIE sl : !
9, HEIGHT () 'r; ) Cﬁ:., %'t""-? o {Mﬂ'“"{"‘ly
101 WEIGHT {icg) L "Hﬁ,
137 PLYOB (RS : ZIP CODE o 00
b i -2 20, TELEPHONENO. 0a > 1YL Y2
13. FAGHBIGIDNO. Lo 857 F gh&l 21, E-MAIL ADDRESS (Ifany)| Yo Iohe <ot | 294 !-'?'f:l,b'.*‘ﬂr.}ll-
14, PHILHEALTHNS, | 120Nl L1 T)A
AkeeS N O - 55\ F 22, CELLPHONE NG, (ifany)| OG8N Y
A8 TIN R W tye 33 o 23 EMPLOYEE ID NO. Yig 2
24, SPOUSE'S SURNAME faA DATE OF BIRTH
FIRST NAME (EBmra gy
MIDDLE NAME L {
OCCUPATION / /
EMPLOYER/BUS, RANME / /
BUSINESS ADDRESS / /
TELERPHOMNE NGO, f !
[Continue cnseparatesheetifnecassary) ! S
2B FATHER S SURNAME CALITES / 7
FIRST NAME SIS =P 6g / o 7 9L,
MIDBLE NAME TN OLA / /
27, MOTHER'S MAIDENTIAME = & ¢ £ /4
SURNAME SAESATE / /
FIRST NAME [Le@EllA or 7 |d 7 Mo
MIDDLE NANME SR DU / /
25, NAME OF CHILD &, y
oVrite full nema and list ail) ! i
! /
/ /
g /
F i /
/ /




37 a, Have you ever been formally charged? Dves Dro
If YES, give detalls

L

_. .. -_Ih ‘ " g .: F
b Have you ever been guilty of any administrative offense? Dves Dro
If YES, give detalls

as, Havg,vau everbeen :bnvlq‘tad af any crime orvielationof any law, | Dves Do
decree, ordinance urmgulhﬂnr’ﬁ hyahv:ﬁurt artribunal? If YES grvat:.'-l_;t_:;!_lls
39, Have you evar bearn separated from theservics |n any fallowihg modes: Dives .[;}I_ﬂ_g_

resignation;: ratlmmant,dranﬂadfrum thu rolls,; dismissal, termination, and of

term, finished contract, AWOL or nhlsed But, In the public or private sector? If YES, glve detalls

" Y

40 Ha‘t.re you ever b-uﬂ ‘a -:amtui;lute 1n | natlnnal orlocal election DvEs Do
{em:ent«Eaa‘angavalebtmn}? |f YES, give detalls

H'Fﬂuulﬂt t-h- {ﬂ} fndlaunouaa Fabph s EF{HHEF’E (B Magna CarafarDisatled
Fsreona (RA FE77) and Solo F arahts el rh A St 2000 (RABST2), pleass answer the
fallewing [tEma; :

a. Are you a memberofanyindigenous group? DvEes Dno
¥ . - IT YES, glve p'-lu_‘é;se specify:
b, Are differentlvabled? j Dves Dro
i s If YES, give pTE;sa spec|fy:
c.oAre you s solo parentt Fe Dves ‘Dno
- b i b - | A If YES, give p-ETe.;?e specify:
42. REFERENCES (FParsan nat related by coneangulnlty or affinity to appllcant/appaintes)
MNAME HDODRESS TEL MO,
n }Eeb gx_y Koad Maboly,  Celon  Cify oat, | £8C a0
emiing |~ (Gedrridon Moecdyomeo . Colon Oy 971444 2513
St Ll Goc -ong ~_Calog iy ' 040 73 M T+
43, EMPLOYMENT RECORD (latest) '
COMPANY NAME POSITIOMN FROM TO
Collwpera G FI. 2029 % . o7
Tedrteih Isq June 20 Aug- 202

44, | declare Underaath thatthis Perscnal Data Sheet has'been accomplished by me, andisa
trum; correctandcomplatestatement guksuant to the grovisions ef pertinent laws, rules and

3 rﬂiufﬂf]ﬂnifﬁf.‘tﬁl.ﬁibuﬁ]h; afthe Phl lipplnes: ID ploture taken within the last
Pk &maonths 3 5em. X4 8em
= {passport slza)

the tontuhts statﬂd hnr,uln, I truart tﬂat thrs Infs:rrnaﬂnn 5haiil remain confidential.

;'E ] N T & o
SIVIMUNITY. TAX CERTIEICATE NG, Camputer generated or ero x

| copyaf plcture s not
i accaplable

[SSUEDIAT

ISSLIED N fl'l"ll"ﬁ.l'fdd.l'r‘r"ﬁ"r’} 'I RIGHT THUMBMAR -
—
IN CASE OF EMERGEMCY:
5 ;
Plemss Contact: r IMJ'E-'f"ﬂ'f?‘"’l ‘"—E”\bﬂfﬁ_}f rﬂ/ﬁz/ %
e o ﬂ—j‘r}afflf’f?_ {pg ir SIGMNATI Signinthe box)
Relation: mjj fhe - DATE ACCOMPLISHED




iPtoy Incorporated S -
11th Floos MSY Tower ,}"P’
Pescadores Road Cebiu Business PErk, oy

e City B0G0O

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

,_ Josevd S COWAED  hereby authorize Iploy Inc. andfor it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be In any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
infarmation which may be material to my gualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent.

| hereby 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 infarmation it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications er misrepresentations
be discovered after | am employed.

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

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

Applicant Name: TDLEely - couieEl
present Address: L Sanm  Rogue S Meksle, Cedu Ui,

Social SE‘ELIrit"yr Mumber: GI{F = g?}qq"l' I:t_‘l 4 :;_ Date of Birth: xj_’i:'ﬂ' "LI m l—-{

Signature;

Date: [D._} C?/I—//ﬁa




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

SIGN-ON BONUS POLICY

Policy:

The purpose of the sign-on bonus pml{:',r is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus. The sign-on bonus is a non-

recurring and non-accumulating sum @

f money that is pald to an employee as gratitude for

joining the Company. The sign-on bonus is subject to taxes.

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

A regular employee

separation
e [Vust be an active employee or

Releasing of Sign-On Bonus:

¢ The release of the sign-on bony

mployee must meet the following criteria;

Mo resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status
Must not be on Floating, AWDL, Terminated and EOC status or other forms of

the release date of the sign-on bonus.

15 will be on the 15" day of succeeding month of the

anniversary date of the employee.

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

Acknowledgment |

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

jbsmf%é conset | 1]l

Signature Over Printed Name/ Date

understand, and agree to the terms and conditions

B
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Play Incorporated b IP'O
Oth Ayala Canter Celi Tawer #

Cebu Business Park, Cabu City 6300

UNDERTAKING

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

Policy Title : Dress Code Policy
Revision No 01
Effective Date tlune 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.

TJblegyw COTUES =g " /D 2] 2%
Employee Name and Signature Date
Noted:
‘:!rq% AT A lo /ffl-'/ 24

iI.'Inl:n::rairr.llng1I Specialist Name and Signature " Date
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| | 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, temparary and probationary status.

“Gift" means any bestowal of money, any item of vjalue, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is ni::t exchanged. Payments for travel, entertainment and
food are also considered as gifts, . | 5

| J g
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 vlt':ondul:t of is currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200 should be returned to the

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

a. 1% Instance — Written Warning : | vt
b. 2“"lnst:-|mce Final Written Warning
¢ 3" Instance- Dismissal

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

Employee Acknowledge rnent

I have read, understand and agree to comply witl'tthe faregoing policies, rules and conditions gnvern[ng
the iPloy Gift Policy. : : ! J

Name: C]'?).EF?T%: <. (o

Signature: | . Date: /6 / i / 18

e s




iPloy Snclal Media Pulicv

iPloy recognizes that employees use social media tanls as part of their daily lives, Employees should alwia '3
be mindful of what they are posting, who can see 1t and how it can be linked back to the organization and
work colleagues.

All employees should be aware that iPloy re gularlyr monitors the Internet and sacial media about its wurk
and to keep abreast of general internet commentary, brand presence and industry/customer pe rcﬁpn
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 negatwe effect on the company or its employees, which
management comes across in regular internet mummrmg, or is brought to the organization’s attention by
employees, customers, members of the public, etq - ;
All employees are pruhlbutéd 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: i

® Publmhing materialthat is defamatory, abuslve or offensive in relation to any employee, n’ltanager

office holder, shareholder, customer or clignt of the company;

e Publishing any confldential or business-sehsitive information about IPloy;
: ! .. | i
¢ Publishing material that might reasonably be expected to have the effect of damaging the
reputation or professional standing of the .company.

Procedure:

All employees must adhere to the following when?engaging in social media. ! 5

| A ]
e Be aware of your association with the company when us|ng gnline social networks. You must

always |dentify yourself and your role if you mention or comment on the company. Where you
identify yourself as an employee, ensure {Inur profile and related content is consistent with how
you wnpld present yourself with colleagues and clients. You must write In the first person ﬁnd
state clearly that the views expressed are your own and not those of iPloy. Wherever practical,
you must use a disclaimer saying that wh!le you work for the company, anything you publish Is
your opinion, and not necessarily the upirqans of the company,

e You are personally responsible for what vau post or publlsh on social media sites. Where ift is
found that any information breaches any po[l:y, such as brEathIn g confidentiality or bringing the
companly into disrepute, you may face dlsnpllnaw action up toand including dismissal.

5 i1

S



i

» Beaware of data protection rules — you must not post colleagues” details or pictures without their
individual permission. Employees must nqt provide or use their company password in respapse
to any |51ternet request for a password. |

e Material in which the company has a proprietary interest — such as software, products,
documentation or 'other internal mfnrrnhtmn — 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 mnteﬁt 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 wprkplé—ce
or in conflict with the company’s website. Make sure the views and opinions you express are ybur
own,

. Hemmmendatlunﬁ, references or cummem:s relating to professional attributes, are not permitted
to be made about employees, former emplwees customers or suppliers on social media ?nd
networking sites. Such recommendations can give the impression that the recommendation is a
referente on behalf of the iPloy, even when a disclaimer is placed on such a comment. Any request
for such a recommendation should be deiflt with by stating that this |s not permitted in line with
company policy and that a formal refererice can be saughjt through HR, in liné with the normal
reference policy. ' ! E

| k i 1

* (Once in the public domain, content cannot be retracted. fhereﬁ:re, always take time to review
your content in an objective manner before uploading. If in doubt, ask someone to review it for
you. Think through the consequences of what you say and what could happen if one of yrpur
cnlleag-.,les had to defend your comments tn a customer. | | ;

s |[f you nﬁake a mistake, be'the first to pulnt it out and carrect it quickly. You may factually paint
out mistepresentations, but do not createian argument. |

¢ This pui'}w extends to future deuelupmenr:s in Internet capability and social media usage. I i

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

* Always remember on-line content is neuer; completely private; {

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

. Cnnsuder all online information with cautir:m as there |s no quaiiw control process on the lnter?:et
and a considerable amount of informatlun may be inaccurate or misleading; and



e At all times respect copyright and intellectual property rights of information you enmqnteﬂ on

the internet. This may require obtaining appropriate permission to make use of information. You
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities i
. ' ]

By their pUSitiUil"t, Managers have obligations with respect to general content posted on social rneéila.
Managers should consider whether personal thoughts they publish may be misunderstood as expressing
the company’s opinions or pasitions even where disclaimers are used, Managers should-err an the side of
caution and should assume that their teams will read what |s written. A public online forum Is nat ;he

place to cnmmqnlcate company policies, 5trateg|e5 or opinions to employees.

Enforcement / Frngresslon

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

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

a. 1% |nstance — Written Warning
b. 2" Instance- Final Written Warning
¢, 3" Instance- Dismissal
|
Employee Acknowledgement

| have read, understand and agree to comply W|th the foregoing puIEnES rules and conditions guuernlng
the use of all pmpemf of iPloy and all work and t:onduct cnmpleted on or with the assistance jof IF’,'Jl:ﬂ,-r
property. Further, | agree to abide by the Social Mgdfa Best Practices when using social media sites onmy
personal time and when my affiliation with iPloy regarding those sites is known, |dentified, expected or
presumed.

e | & (WA

Name:

Signature; . Date: fﬂl/ gL ) ’1:]}

A
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Pesgadnris Hoad Cots Business Pak, | i _. L
Cabli City G000 | ¥
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DL:te . :February 22, 2018 " :
- ALL EMPLOYEES CONCERNED
Ffom |  :HumanResources | : |
Thru ; Opemtl‘nns Manager | e Wi

Yb]eﬂ : WDRKPLA{.'E POLICY #.HD PROGRAM BN HIV/AIDS }

1, DB,IECTIUE | 5

111

2. COVERAGE 5 |

211

L]

3. NwLEMENﬂNG srn’ucmnf

11

a1,
|

L )
X 1
W

: 1
In cnnfnrmlt-,v with Republic Att No. 8504 othf#mrnse knawn: as the ;’hlllﬂﬁrfll?
AIDS Prevention and Control M of 1998 whidh recognizes workplace-based
programs as 3 potent tool lin addressing HIV/AIDS as an international
pandemic pmbl‘em this compiiny policy is hereby tssued for the information
and gu:dance of the employees in the dlﬂgnus:s treatment and prevention Tri ;
HW;‘AIDS in the workplace. é

; Thlﬁ _ﬂ'mll.':'f is also aimed at addre-f.s!ng the sngma attached to HIV/AIDS and

erpsures that the workers' nglh: against dtscnminatlnn and. mnlldennahw i
malntmrled ' -

I
¥ i ¥
] i
]
i i
: |
|
)

I employees mgardless of their Emplu'l.rn'tf:*nl

This Prokram shall apply to
status, |

i e i st e ot

Iploy !m: HIWNDS Program § 5hall be mana*&ﬂ by its health and safety
ccimminee consists of rEprmEntatwes fmm. the' different divisions and
departments. | d I

L
‘| X

POLICY STMEMENT' 5 |

BhSic |NFOHMM|-::N ON wamus |
il ! : 1.
4.1.1. What is HIWAIDS? : ; .

4.1.1.3. It is a d1seasf caused by @ wvirus called HIV (Human

Immunudeﬂclenw Virus). This virug slowly weakens a person's _'

| ability to fight off | other diseases; by attaching itself to arid
destmwng mpnrtan; cells that l:::-n!lrul and support the human
wnrnune system. |

4, J, i Haw HIWNIJS is 1ran5m}ned?

i
|
|
1 i
|

4 p I 1 Unpmteclad 5ex¢wnh an Hiy mfetted persan; |

o -

Al e

R S L

b g
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i [ 1

i | |
L]

. | I

| ’ i

- '
o A | @' iPloy
Pescadare Road Citbu l..nan Park || 1 i T i
Gt ity u.pun [ ] | | .

3 |

.I 4.1.2.25. From anh mfecteq' mother to heri child (during pregnancy, at

birth through breast feeding); |
i | ! \

| 5 . . -
4.1.2.3.  Intravenous drug use with contaminated needles; I!

[
|I 5 |

[ 4124 Transfusion with ibfected bload al'fd blood products; and

I ]
|
413

4.1.25. Unsafe, unpmteded contact th infected blood and bleeding,

wounds of an infected, person. _ |

| |

s there & cure? :

4131 Ng. However, thdre are antiretrokiral drug combinations that

i:ErE avallable when ptoperly used, result in prolonged survival -:J;
people with HIV. Holistic care of people living with HIV-AIDS an
comprehensive treatment of opportunistic infections also

dramatically improve quality of life
[ [

5. GUIDELINES |

Sli Prwentiuér Etra_tégmﬁ

5.1,

5.1.2.

5.1, 1.1;_ How will it be conducted? !

& -

|
‘]
H

Conduct of HIV-AIDS Eduéation.
. - |

5111, Who will conduct? | |

T'hql MEﬁii:al Clinic of Ip['i‘.w Inc._in cc-l::lrd'inauun with the Health and
Safety Committee shall mnduct HIV- AII:}‘.f education to all employees
for! free. This shall also h:urm part of the orientation of newly hrmj;
empinyeek The standardued ininrmatmp packape developed by the!
Debartmeht of Labor and Employment {!‘.‘.'DLE] may be used far this
purpnse ' ] |

: E 5

; -5 ; | |
The HIV-AIDS education will be conducted through distribution and
paﬂtmg of IEC materials, lectures, mhnse!hng and training and
Jnfcrmathn on adherencp to standard ur' universal precautions in the
wurkplace .

Screening,i Diagnosis, Tredtment and Hefeﬂral to Health Care Services

g.1.2. 1' Sl:reenlng far HI‘? as a prarequlsliﬂ to employment Is not

mandatnw : i

;} B E. Thie campany 5ha!l Encourage p-nslrwe health seeking behdwm

e e e e i 7t b

thmugh Voluntary Counseling and Testing
i

e e e

e i
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5 L2 The campany !}hall establish a' referral system and provide

' to Social Hygiene Clifiics of LGU for HIV screening shall be facilitatéd
| by the company's medical clinic staff.
5.1.24. ' The company %hall likewise frcilitate access to livelihood
: | assistance for the gffected empluyée and his/her families, being
: | | offered by other gnvernm&nt agencias !.

6. SDCMLFDUE? | .

ﬁl Non- dlstrimlrmmry Policy and uPrach:es | |
- ! [

| 6.1.1. Discrimipation in arw form from | pre-employment to  past-

! employment, including hiring promaotion or assignment, termination of

. employment based on the actual, perceived or suspected HIV status of

L2 individual is pmhnhatedﬁ .

.' I

j' B. 1 2 W@rkpﬁce managemerit of sick emplo\rees shall not differ from that nf

' an ~,r. other iIJne&s i

6.1.3. E}Ls:rlmmatuw act donet by an officer or an employee against thEIr

| ED -'.:Jﬁ‘:r.er i:-r co-employee 5z'hall likewise be penalized. |

' E:,!. CnnﬁdehtlaIIth'Nnn-Disclnsurq Policy 5

| 6.2.1. Access to personal data relating to ai worker's HIV status shall be
: bound by :the rules of confidentiality r:onﬁlstent with provisions of er
i 8504 and l‘ihe ILO Cede ofi’ractice. .

I 1

. 8.2.2. Jeb appl|::ant5 and wnrl»:ers shall nmbe&nmpelled to disclose their

i | HIVIAIDS, Hiatus and nther’related medical infurmatlmn

| 823, Euvemplnvees shall rmtE be obliged to réveal any personal ininrmatlnl'n
! relating to the HIV/AIDS sEatus of fellow waorkers,

6,3. Wnrkrﬂcmmmudatmn and Armngement

I i ] | |
i 5.3.1. The company shall tpke measures o reasonably aEEDmdeal'e
! Emploreesr with AIDS related illnesses.

i
E 6.3.2. Agreernﬁ:ntﬁ made between the ct}mnanv and employee's

HW(AFE)S through flexible; leave arrangen"qents, rescheduling of worki
time and arrangement forireturn to work, |

|
f
i B
f

I
B L e

| access to diagnostic and treatment services for its workers. Referral .

representatives shall reflpct measures tI'Iat will support workers WI.Ih .

T

=
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7. I1EJLE$ AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

| .
7.1. Employer’s Respansibilities

' )
|

T

7.1.1 The Company, mgetheﬂ with emplnveesf labor organizations, company |

fun::at persbnnel for human resources, safety and health personnel 5hlall
develop, implement, monitor and Evalu_ate the workplace policy and
program on HIV/AIDS.

workforce,

7.1.3. Ensure hun dlacrlmmaﬁuw practices In the workplace and: that the
puliw anr.l prugram adhergs to existing }Eglalatlana and puidelines,
| i '-
7.1.4, Ensure confidentiality gl‘ the health status of its emplayees and the
access ta medical records.ls limited to authorized personnel.

elmm e

7.1.5. The Carp:‘lpanv. thruugh;'its Human Resources Department, shall see to
it that their company poligy and program is adequately funded and made
known to i:tl| employees. | !

71.6. The Health and Safety, Committee, together with employees/ labor
urganlzatldns shall jointly review the policy and program and continue to
improve these by netw:rrk:ng with government and organizations
promoting HIV prevention. |

7i2. Employees’ Hasponsihlllties
I S The emplavee 5 nrgafnzannn shall undartake an active role in
! ! eﬂunatlng and training lhe:r members nn HIV' prevention and contrgl.
1: Promote and practice a héalth',.r lifestyle with emphasis on avoiding high
| risk behavior and other nqk factors that expose workers to increased risk
of HI‘-.ur infection. :

| Eéhplmifeies and their m}gani:atiﬂn shall 'not have access to persannel
data relating to a worker's HIV status.
i 4

MmedsLUres. | :

Al

T L RS EE A

! i : |
[ } | i

=TH L

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

Jigd. Emptuvms shall practice non-discriminatory acts against co-employegs, |

7.2.4. Employees shall comply with universal precaution and preventive |

i
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| , |
IMFLEMEN'FATIDN AND MONITORING

ﬂ,l. The Safety and Health Cummiftee or its counterpart shall periodically monitor
| and evaluate the implementation of this Policy.and Program.

9. ﬁ'ﬂ:fc"nww j |

! : :
9.1. This Policy shall take place effectwe |mm.¢_-::f|at¢h,r and shall be made known to

every Emp[uvae ! !

.' E : |
! : '
Preppred by: lo Hag:'@ J\i mlecm !

Human Eeanu rees ! ' !

Heul&wed by: ﬁ(;;li'\&\varlllnk : i |

D ector of p rations .
x_ ..- i

Apprpved by: Yisroel Y, Eissmgg
CED
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Date :Januaw 1,2018 : :

To VALL EMFLG‘I!'EES EDNCHlMEﬂ 5 .

From : Human Resources | ! A

TILT Gperatiﬂ:rns Manager |
Subject W'UHKFIACE POLICY #ND PROGRAM ON TUBEHCULDSIS (TB) PREVENTION
AND CD”TRDL
1

. .
! ' - i

OBIECTIVE | | : !

l.i, To assist the gavernment in its cillmpalgn against Tuberculosis {TB) in campliance
" with the Deparu"nent of Labor and Emplwment‘i Department Order No. 73-05,
series of 2005 <+ Guidalines Imf'lhe Implementalion of Policy and Program on
Fuber:ulq::sﬁ !TB} Prevention and Control in the Wurkp[ar:ﬂ_ I

TI: ?. To pruvide ml:uaﬂhres to prevent? the outbreak antf spread of tuberculosis in the
wnrkp!atp, and to treat, care, aru:l support E'I'ﬂp'ﬂ'.n'EEE wha become affiicted with

. tuberculosis i a !
, .

—

C{?vEHAGE : : : !

' ' ' !
E.i.Thiﬁ Program shall apply to all employees regardless of their employment status.
e , ; ] -
POLICY STATEMENT | f
| " i
Jirih : ) : !
a.i.Tha company seeks the pre‘uentﬁ:n of the spread of tuberculosis, as well as the
traatment, rehabllitation, and restoration to work of employees who contract

this disease, To achieve this goal, all employees are strictly mandated to undergo
| an;annual Ehﬁjgi examination “Iitb the rggui;ite'glhgst X-ray.

3. # Alsg, in Ilhe with this, a TB awpraness urcgram shall be undertaken thmugL

Infnrmatmn dissl!mmatlurr which shall include its nature, frequency (occurrence
in a 5ELe¢tEd population] and transmission, tredtment with Directly Observed
i Treatment Shnrt Course {DUTS] and control and management of TB in the
1 wurkniacé This shall be handled by the Office of Health Services (Infirmary) of
| thé partner health provider of ,'IPLD"r INC. in copjunction ‘with the Dpemtmnh
[ Manager and office of Human Resource thmugh the company’s accredited
i health prﬂvlder ’

f

3‘$.Thd DOTS is a :amprehenslue sérategv to control TB, and (s composed of five
| components, which are: b - I
| : '
:331 Political wIII ar cnmmltment to Endunng SUSTatnEd and. guality TB
treatment ahd control ar:rwujues
{332 Case detection by spLﬁtum-smear rrﬂt:rﬁﬂ.'.':s,::i:n;:n..f among svmptumatnﬁ
i . patients; | | - '
|

|
1
.'

—— [ ] . b
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3.33. Standard short-course ch mmherap'y using regimens of 6 to 8 months for
b all mnﬁnﬁeﬂ active TB cases (i.e., smear positive or those validated by the
T8 Dmgnostic Cﬂmmrtteﬂ Complete drug taking through direct:
| - obsefvation by a designated treatment partner during the whole course of
| ! the lreatmant regimen;

3.3 ri A teguldr, uninterrupted #upply of all antq‘-tuherculws drugs and other
- materials; i : |

335 A sta ndard recording and repmrﬂng systam | lthat allows assessment of case
fmdnr}g and treatment Qulcni'nas far each nﬂher‘ll and of tuberculosis control
pmgriam 5 pél‘rurmance mreﬂall Fitt

3.&1. Emplwees must :be- given pmpﬁ_f information on ways of strengthening thei}'

| immune responses against TB Infection, lLe., information’ on good nutrition,

i arjequata rast, a‘uondante of tobacco and alcohol, and good personal hygiene

5 practlces Haweuer It should ¥ ;be underscored 'that intensive efforts in the

: prahrentmn of tﬂe spread of the disease must be geared towards accurate:

Infnrmatlnn on its etiology and cﬂmplete perfurmance overall. '

3 Ellmpmwng workpldce canditions: |

i3.5.1. To ensure! that cnntamin'ﬁtl-::n from TB aitborne particles is controlled,,
- workplaces 'rnust provide gdequate and appropriate ventilation (DOLE;|
‘ Occupational Safety and Helth Standards, OSHS, Rule 1076.01) and there
: { | shall be adequ ate sanitary far'rlities for workers.
|3.5.2. The number of emplwee} In a work area ,Shﬂll not exceed the required
i number for a specified arsa and shall nl:hsawe the standard for space,

e B reqmramant {OSHS Rule lﬂd:!]

3. ﬁxcapahillw bunlmng on TB awareness raising and tralnlng on TR case Finding, Case
| Holding, Rupartlng and Recording of cases and the implementation of DOTS shall
be given to Company health pj‘sunnel or the ﬂccupannnal safety and health

1 committee. | | I

3 ?‘Sumal Policies: 1!/ :

.3?1 Non- discrimination: EmpILvees who haw of had TB shall not be

| dlscﬂminated against, Instead, they shall be supported with adequam'

} diagnasis and treatment, and shall be entitled to wark for as long as they are

| | certified by the Company's dccredited health: provider as medically fit and
shall be restored to work as spon as thair lliness is controlled,

3. ?q Work Acgommadation: [Through agreements made between the
managemenl: and the emplm,rees wark accommodation measures to
‘support employees  with T8 s encouraged through flexible leave'
| arrangements, rescheduling of working times, and arrangements for return
to work. ' :

.
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¢ 3.7.3. Restoration to Work: Tl’ge employee may be allowed to return to wn#k

38.E rrm#mree: Responsibility:

[
]

[
|
i
[}
1]
|

w:th reasonable working arrangements as determined by the Company's
Heafth Care Provider ar‘:dfl:-n the DOTS provider.

l
]
.'

I }
381 Employees who have svmptums. of TB shall immediately seek assistance

from the tﬁmpany’s Health'Services Pr:}uider'

,3,3,1.1. An employee wha has the wmptnms of TB is required to initially
wear é face mask [esnemalw while inside the office) and obserye good
hvglene practices, at|least until declared by a competent medical
 practitioner to be safefrom transmission.

3 H1L 2 Similarly, for l.huée at risk, L.e,, those with family members with TB
or thdse exposed to @ co-employee with T8, it would be prudent o
ubsenga the same godd hygiene practices until declared free from thie
diseas? and safe from transmission.

{ | |

3.82. Once didgnosed to be; with TB, employees shall immediately seek
I treatment mther thraugh he Department uf Health's DOTS or a private
| physician of the employee’ s choice. Huwev&r it Is imperative that the one
strictly adheres to the tuurﬁa of treatment, |Fallir}g 10 dutifully observe the
treatment course may give ﬂse to complications, such as resistance or even
the fallure of treatment, wh;lch may make il Harder to treat the'infection and

; result in a lgnger absence. ]

'3.8.2. 1 An absence frurn work due to medical reasons of over six [éf
'monthHs may result m the termination of one’s employment as
prmrnied far by the hahur Code of the Philippines under Art, 284 —
I:hseaie as Ground fm[rerrntnatinn

|
¥

3. &3 Erhplnveeﬁ are requured to undergo an annual compulsory chest X-ray
| through the Annual thsrchl Examination. If for any reason an employes
fails to secure a chest x-ray at that time, he/she shall be directed to secure a
chest x-ray at an ac-:redll:qd clinic by hisfher respective Infirmary/Health

' Sew[ﬂes ! i

3 P The Company 5ha!| ensure that ahy' TB occurrence in the workplace s traced and

that all contacts are clinically ass’es.&e:l as much as feasible.

3.10, An employee afflicted mth 8, who has voluntarily undergone the

|
|
|
|

treatment and rehahlhtatmn g}rogram (DOTS) prescried, and who s finally
declared to be In a non- cumrqunrcable stage, may be allowed back to wark
SUbjEET. L& being glven amedical tlearance by.a Cdmpany designated physician.

311 . En:'lplnyreés (those afﬂnct\!'ad with the disease or those identified under

contact tracing) who refuse lto cooperate and dutifully observe lawful
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4.

H-!H-'ﬂhl'-l-l

Instrur.ttuhs tundemu a medical cher.k -up and/or -rreatment} may be subject t&-
disciplinary action proceedings fnr insubordination (the penalty of which may
range up 1:«:: the termination of one’s empiuymenti

— e — . —

I
FEbEEﬂUEE i
! | . i I
4. ] The: respective Health Services uF the Company 1and,-’nr the contracted Hea'llh
i Services P’mwde” shall cuurdlnale with the Occupational Safety and Health
. Center who shalr provide preuenme and (lechnical assistance in the

{ im mementatmn dﬂ' the Wurkp1ac¢ TB Contrel and Managemenl Program,

L

chest x-ray will hewe his/her medical recard forwarded to company clinic/HRD,

4 T'm Emmﬁvee whn undergoes thqﬂnnual Physical Exammarlan with the requi stté

| Employees who fall to undergo the requisite annual chest x-ray shall be directed
la Fecure ‘ong at an accredited 'n:lrnu: or by his/her preferred Infirmary/Health
Services. ! . .

i
! [ ! ] ; : ¥
|Ld 2.1. Those with medical findings shall be required to undergo further medical
. check-up. A.H medical records in connection with this second/ further check-
.| up shall be submitted tu; company clinic/HRD and his/her respective
' Inflrmarw Health Services. -
ol e . = |!
l 4.2 2 The emplayee shall then coordinate with cﬂm pany ¢linic/HRD and his/her
- rt'.ﬁpE\'.'[WE Infirmary/Health EFr\rrces for the next steps.

4, 3-.An ampfmnbe whal iis suspected to be afflicted with TB, whether as a direct suspect,

nr by mntaﬂt tracing, shall cooperate fully with his/her respective
Inﬁrmar\r.r‘Health Eemceﬁ (and/or the contracted Health Services provider), If
'. thel emp!q;n_.ree tqsts positive h:n} TR, the empioyee shall undergo the DOTS
prﬂgram tu its cumpletmn

R

441 If the emplayee nlaeﬁs. to underg? a leave of absehce to recuperate, hefshe WI|1.

| be aHm-.rEl:i to um the appmnrrate leave before he/she may request to be

I. parmitted.tn go uh a Leave of Abaence without Pay (LOA).

1441 The Emnlmiae shall uhﬂewe the quumnE procedure (h applying for a
leave. 5

E44! Thd Unit 'cuncerned shall ensure that the requisite procedures are

[ nhﬁemed b*,.r the employea and that the company clinic is duly informed.

4, 5 An emn{nwe may, he allowed to go on a medical Ieaue af absence (without pay)

| for B maximum period of six (6) months, The mnfernﬂd emplayee shall submit
ran application fgr a leave of ihﬁEr‘l-l:E before going on leave. Said leavel
application shall be subject to apnm*.ral at the sn‘re discretion of the Company
Managﬁmém ;

14 51, The‘ same ;}mcedurea um:ltir 421t04.22 s:hau be observed.

T
I i 1]
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EJ Aftar treatment, with a maximum perrnd of six (6) rhunthc. an leave (without pay),

¥
|
!
|
i

| an Emplme found to be cured ior in a non- -communicable stage of TB may be

arinwed back to work, provided ihat the employee’s health shall continue to be

. mohitored during the annual phislrar examination with the requisite chest x-ray.
or s ma‘r- he deemed nece:‘-sahr by the Unit Health Setvices (Infirmary) ot

contracted Health Services ;Jr::wrder

4. }" The employee I'ET.LII'I'IIFIE to work ﬁhall be required by the Management to secure

i
*

|
1
|
‘.

5, m;‘-l.lah.iwmnom mb'mummmus.’

t

'3 medical clearance from a medital doctor chasen by the Company before being
| allowed tu return to work, |

The'HRD I..|'|.|'i|| Inlt'a.le disciplinary proceedings against any employee found to have
msl:nntinued treatment in defiante of medical advice, or who refuses to undergo
| the full treatmenit course press:rﬁaed Likewise, employees who are ordered to

undergu a check-up due to confact tracing but refuse to do so will also face:

disciplinary action proceedings. o both cases, the maximum sanction applicable
for dnsuhurdrnaﬂun will be the ta’rmmatian of nne’s employment, if it is deemed

wananted

"
1

5. ilThe Safety and Health Committee! .ur its counterpari shall periodically monitor and

' evaluate the 1mp!hme ntation of this Policy and Prugram

6. EFFEI'..'!'I".-‘IT‘r | )

a4
o
|
i

. II.T‘hiE Pﬂllcv. shall. 'I;',‘a‘ke place EHEC‘WE‘ |mmedrater'|r and shall be made known to

Preparéd by Jo Hﬁﬁ R Melecio

HEULEW

|

| every em qh:'-.ree .
i

Hu an Hesnurc e5

Approved by: ‘ﬁ;mgl LY. Gissinger
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ﬁate | : February 22, 2018

To  :ALLEMPLOYEES CONCERNED | iy :i
i::m : Human Resources | i
' Thru ﬂper&tinns Manager | |
Subject DHHPLACE POLICY A:m PROGRAM UN HEPATITIS B |
| T ". : Al
1. OBJECTIVE | 5 : i

1 1. Iptoy lm: is committed to conform to the established standards assurance of
cu5tumer satisfaction, pr-:-te-:tlan of our environment and health and safety in |
i the workplaces. 5 8 §
| - E
112 The company promotes and en,sures a healthy @nvironment through ts various
| health grngran‘ls to s.afeguard. its employees, And as part of the company's
| cpmphance ta DOLE Departme#t Advisory No. 05, Series of 2010 (Guidelines for
the Implementh:inn of a Workplace Policy and Prugram orl Hepatitis B), this
[ Program has been develluped This program i5.aimed to address the stipma
! altached to hepatitis B and'to ensure thati the employees’ right against
" discrimination and r.n:.r'lfled:arumlnl',.r Is maintained, |

T e Al o T

13 This guideline rﬁ formulated h::t everybody's mfrarr'natiun and reference for me A ;
i diagnosis, tréatment, and pre-urenuun of Hegatitis B This will inform the !
| Emp|U\qu5 of their role as well as the company in dealing with Hepatitis B. A 1
' healthy enwrunment En:amnasses a good wurhing relationship and great output

for continuous Eusnness grnwtha

2. COVERAGE | | | |
1 \
111 This Frngrarn shali apply to all emplwee:, regardldss of their employment status.

L R R |

3. FDUCT ST#TEMENT

e T——

3- 1.!mp|ementlng Structure ]

|

S TERC g

111, Iploy lm:; Hepatitis B wu}kplace policy and program shall be managed by
i its health iand safety cummauee Each dmslan or department of (he
i Co mnarw shali pe duly repmsented

EEZ.Gquetinqs | -

T s f . SN R

3. 1 1. EFlutatInn

. 3.2.1.-1. Hepatitis B shall be conducted thruugh distribution and posting Bf |
IEC materials and l:ouflselllng and/ or lactures; and

e L ™

o R e
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32120  Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close :nnrdinaﬂlun with the health and safety committea.

3.2.2.1)

Preventive Strategles

Atl'&mp!nyees arelencouraged to bp immunized against Hepanm

R o i

B after securrng cleara nce from their ﬁhwc-an

3.2.2.2,

W&rkplace 5d mtatibﬂ and proper waste managéement and disposal

khall bl.* menitared by the health and 5a'few committee on a regular

111@

3.2.24:

has]s

e

Pulsnnai pmtectwu‘, equipment shall be made avallable at all times|
for alllemployees; and

Erployees will be glven training and information on adherence to

i standards or universal drecautions in the workplace.

4111

4.1,

4112

¥
i i
i
1

Non-discriminatory Policy and Practices

#

4. 1.'1.1.1. There shal be no discrimination of any form against

employess on the basis of their Hepatitis B status consistent with
the international ‘agreements on non-discrimination ratified by
the Philippines (ILD C111). Employees shall not be discriminated
against, from pfe to post employment, including hiring,

ﬁ_rpmmtan. or assignment because i::f their hepatitis B status,
i i

mzlil Wnrhpiace:munagemenl of 1‘.1:1: emplﬂveas shall not differ

Fra that of any pther iliness. Per;sc:-ns with Hepatitls B related
|Flﬂesses may wnrl! for as long as thw are medically fit to work.
Cnnfldenuahw : ? ' |

4,1.1.2,1. , lob applicahts and employees shall not EJE compelled 1o

4113,

disclose their Hepatitis B status| and other related medical
Informatlnn Co- e'g'npluyees shall rol be obliged to reveal any
parsnnal informagion about their 'rellaw employees. Access 1o
personal data relating to employee’s Hepatitls B status shall be
bound by the ru!es on confidentiality and shall be strictly limited
1o medical parsunner or if legally requlred

Wurk Ac:ummndaétun and Arrangemenr

A 2030, The cumnanyr shall ta!:e measures to  reasonably

accommadate employees who are Hepatitls B positive eor with
Hepatitis B - I!'Elﬂ‘tﬂf linesses.

i
1

|
1

|
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L 41132 Through | agreements ma:df.- between management and

employees’ repfeﬂﬂntatiue. measures o support employees with

Hepatitis B aré encouraged 10 work through flexible leave

arrangements, ?mcheduhng of wnrb:mg time and arrangement for
' : return to work. | 5
i 5

4.1. 14 Smaenmg, Dlagﬁusm. Treatment and Referral to Health Care

| Services

d:..‘t.l,d.li. The cum'panl,r shall establish a referral system and provide

access to diagnostic and treatment services for its employees far «

Appropriate meglcat evaluation/ monitoring and management

4,1.1.4.2, Adherence to the guidelines for healthcare providers on
| {He evaluation ! of Hepatitis B positive emplayees is highly
| encouraged. .
! ! 1
41,143 St:reemng for Hepatitis B a|s a prerequisite to employment
shall not be maﬂdamr".f

| 4.1.15.  Compensatian 1
! 3 . _
41.15.1 The cnrrl'pamr shall provide access to Social Security
! J System and Employees Compensation benefits under PD 626 to
| an employee &c-ntracteﬁ with ; Hepatitis B infection in the

: pedurmancenfhusduw i

5. HFLESAHD EESPDNSIBILFI'IES OF EME'LD‘I‘EES AND EMFLD"I’EES

5.1. 1.1. Employer's Resp@nsnbilltles

I {4 |
h

54.1.11! Management, together wrth employees’ organizations, |
campany focal ﬁersunnel for human resources, and safety ard |

I
health personnel shall develop, implement, monitor and evaluate
the workplace pglicy and program on Hepatitls B,

| | i i
IS 1 B 1 i The Health and Safety Committee shall ensure that their
| gompany policy!and program s adequately funded and made
known to all employees.

5.02.191 The Human Resources Department shall ensure that their
i golicy and progr-%m adhere to exidting legislations and guidelines,
| including provisigns on leaves, benefits and insurance. '
5.1.1.14. Managenient shall provide Information, education and
trainingon  Hepatitis B for its workforce consistent with the
standardized bdsic information| package developed by the
Hepatitis B TWGJ if not avajlable within the establishment, Ehen

' drovide access tq information, |
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= i i 1.5. The cumpan'.f shall ensure non-discriminatory practices in
the workplace. ¢ $ !

5;1.1.1.5. The rnahagement together with the company fogal
personnel for human resources and safety and health shall
« provide appropriate personal protective equipment to prevent
Hepatitis B exposure, especially for employees exposed to
potentially contaminated blood of body fluid,
L]
]

§11.1.1.7. The Heafth and Safety Commitlge, together with the

employees' organizations shall (jpintly review the policy and
program for effectiveness and rontinue to improve these by

| networking wiﬁh government land organizations promoting
HEpanns B preugntlon

5. Ll.-ﬂi_ The cnmpan*,r shall ensure confidentiality of the health
status of its employees, including those with Hepatitis 8,

51118 The hurnin resources shall ensure that access tb medical
| records is flmnred to autharized personnel.

' 5.1.1.'?.. ‘Employees Resp-::nsibillties

5. El 1.2, 1, The empﬁwees organization Is required to undertake an

, qr:tlve role in e:iucanng and training their members on Hepatitis |

_ ' B prevention am:l control. The IEC program must also alm at
: :qmmmtng and praz:t:r:mg a healthy lifestyle with emphasis on
;avmdmg high irisk behavior and other risk factors that
I ; expose dmpinyees to increased risk of Hepatitis B
infection, cnns:qiten[ with the standardized basic infnrmatlon
: na::icage dmluped by the Hepatitis B TWG,
I
5.1.1.2.2.. Emplweeﬁ shall practice r'mn -discriminatory acts against
; c;or employees uq the ground of H&patltls B status.

5,1.1&.3. Emplav&ek and their organizations shall not have access tb
persnnnel data rhiatmg to an employee’s Hepatitis B status. The
rules. of cﬂnflr:lemlallb,r shall apﬂl'yf in carrying out union and
q‘rgam:atmn I'unctlans
511|..1l2.4., Ernp!-:iwaes; shall comply with the universal precaution and
 the preventive teasures,

5.1_1.2.5.: Emplweei with Hepatitis B may inform the health care

: provider or the g:ompany physiciar an thelr Hepatitis B status;

infection and trapsmlssmn or:put the Hepatitis B positive’ at ris
f::r aggravation, ! v
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ﬂl Within the establishment, the Jmplementatmn of the policy and program shall he ;

|  monitored and evaluated perigdically. The safety and health committee or its
counterpart shall be tasked for this purpose.

7, EﬁECTIU!T"f f

]
i i
\

'.fil This Palicv 5ha1l take place eﬂ‘qctaue immediately and shall be made known to

-

Every em plnyea

ik '\r. k.

Preerad by Jn H

|
i
i
14

Hesources

Approved by: Yisroel Y. G:sﬁrnger

CEO

i e

- B A

e P T T

L s W

& =

= B o e

e . —

T T e

T W

L Nl T

R A I Sy Yo

P

e L Pl S U

i Ll ST

T

T



- =
e e B R A e

| PR

Daipe . :January 1, 2018

Tol - ALL EMPLOYEES cuwr:EﬂMEn ' I
Frtim : Hurman Resources . |
Thtu : Operations Manager |

Subject uﬁus FREE WORKPLACE POLICY AND PROGRAM

i DB;EL'I'I'U'E

I L]

i .L In cumphance Mth Article V oﬁﬂepubluc Act No. 9165, otharwise known as

the Cnmprehensive Dangerous brugs Act of EDDE and its Implementing Rulas:
~ ! and Hegu!atinns. and DOLE Dapmment Order No. 53-D3, series of 2003

| {GuldEImés for the Implementation of a Drug-Free Warkplace Policies and
| Pragrams for tI1E| Private Sector], Iplay Inc hereh-.a adopts the following
pultmes and pmgrarn.'. to achieve a drug-free wankplace
| !

1. I l:nmpanv pﬂiiw is to malntam.a warkplace free of illegal drugs. To ensure!

that the thecmﬁes of the mmmm,r 5 corporate pulu:-, are met, the company
{is implementing this drug-free ﬁrngram The program will have the following

| erements ; ‘

CO?JERAGE I

Eﬂr This Program shall apply to aIII: employees regardless of their employment
| status. | - :

POLICY STATEMENT ': f

|
3.1 The use, possession, solicitation for, or sale of dangérous drugs on company

| premises or wh‘lle performing an assignment.
| : i

3. IL BEIng Impalred i:!l' under the quﬂuence of dangemua drugs away from the |

company, if sut;h Impairment of influence a:d'n.ﬂaarsut:ﬂ',.r affects the employee's
! work performance, the safety of the employee or of others, or puts at sk
' rhr-.- cnmpanv’s reputation. ‘
3. 3; Posr.essmn use, solicitation fu::nnI or sale of dangerous drugs away from the
j company premises, if such activit'g..r or involvement adversely affects the

| empluyees wark performance, fthe safety of the employee dr of others, or
puts at risk the company's reputmknn

e

3d The presence of any detect ible amaunt uF dangerous drugs in the |

Emplnyees systam while at wnl while on the premises of the company, or
| while on tompany business. ’Dﬁngamus Drugs" include those listed in the
| Schedules annexed to the 1961 Single Convention on Marcaotic Drugs, as
| amended by the 1972 Prutur_{:l_} and In the Schgdmes annexed to the 1971

i
:

- _:-!I_I.- =

e el Rl R B o e T Rl LR

Tl TN

L i Rl ol "



4. MANDATORY DRUG TEST

4j1.

=" Yo

mhdﬁbhmwhi
mumm .

L

Single {Innventmn on Psyrchntrcnplc Substances as enumerated in the!
anachec} annex of R.A. 9165,

Y

| )
To ensure that only those guallfied shall be screened and recruited to prevent
the detrimental effects teg lower productivity; poor decision making;
increased acgidents; more mmpensarmn claims; and reduced team effort)
which drug use and abuse I‘hﬂ‘p’ cause n tHe workplace, the conduct of
mandatory drug test shall be réquired for pre-employment.

. lploy Irc. designates cnmpény accredited ‘or affiliated center, a duly
accredited drug testing centér by the Department of Health (DOH), as its
authorized drug testing Iabnrainry

. The! Cumpan'-,r rna'n.i also cunqluct drug testmg under any of the following

circu mstances:

431, HHNDGM-TEEHNG: Dﬁﬁ:erfemplnveas r:pa}r be selected at random for
drug testing at any interval determined by the Company.

4.3.2, FOR-CAUSE TESTING: fhe company may ask an officer/employee to

‘submit to a drug test at any time it feels that the employee may be under
the influence of drugs, lincluding, but not limited to, the following

circumstarnces: evidence ef drugs on or abput the employee’s person or |
1 i i s I
in the employae's vicinity unusual conduet on the employee's part that |

suggests impairment or influence of drugs, negative performance
patterns, ar excessive and unexplained absenteeism or tardiness.

4.3.3, FDST-AGCIDENT TEST IhiG: Any oﬁi:er!empluyee involved in a "Nears
Miss” incident or "W-::lrbg! Accident” under circumstances that suggest
possible use or influence &f drugs may be asked to submit to a drug test.
As defined herein, “Near-Miss” means an incident arising from ar in the
course of work which c';:uld have led to injuries or fatalities of the
workers and/or considerable damage to the employer had it not been
curtailed. | “Wark Act:tdlant refers to unplanned or unexpected
occurrence that may or: may not result in personal injury, property
damage, work stoppage pr interference or any combination thereof of
which arises out of and Init he course of emp]wment.

4.3.4. Al drug tests shall emplnv, 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 i the confirmatary test turns positive, the
company's Assessment Tieam shall evaluate the results and determme
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5. TEEATMENT HEH&EILITATEDN mn REFERRAL

541

the level of care and admjinistrative interventions that can be extended
to the coneernad emplovee.

| 4.35. Ip.rcw Inc. shall inform the nfhr:er:’emplbvee who was sublected tﬂ a

drug test of the test- reauiﬂs whether positive or negative.

4.3.6. All costs of drug testing 5hall be borne tu.- Iploy Inc.

'I
An nfﬁcér{empiovae who, fnri the first time, Is found positive of drug use,
shall be referréd for treatmept and/for rehabilitation in a DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least thres (3)
accredited facilities which an employee who was tested positive for drugs
may choose fram. ;

. Following rehabilitation, the @:ompanfs Assessment Team, in consultation

with the head ‘of the rehabilitation center, shall evaluate the status of the
drug de#endan‘t employee anl.‘_l recommend tolthe employer the resumption
of the emplwees job if hefshe poses no serious danger to his/her co-
employees and/or the workplage.

. All costs for the treatment. and rehabilitation of the drug dependent

employee shalf be charged l‘b his account. The period during which the
employee s under treatmetnt or rehabilitation shall be considered as
authorized leaves. :

. Repeated drug use even after ample opportunity for treatment and

rehabilitation shall be dealt wi!h the corresponding penalties under R.A, 9165

and is a ground for dismissal.

6. ADVOCACY, EDUCATION AND TRAINING

1. Iploy Inc, undertakes to mcre.ise the awarenes’;,s. and education of its officers
and emplwae; on the adyerse effects of dangerous drugs through

continuous advocacy, educatmn and training programs/activities to all its
officers and employees.

. All officers and employees arﬁi required to undergo an orientation/education
prngram before assumption of their respectnre duties. The program shall |

include the follbwing topics:

6.2.1. Salient features of R.A. 9165;

[
6.2.2. Adverse ‘effects of abuse and/or misuse of dangerous drugs on the

persan, warkplace, family and the communiity;

T
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I | 1
' 6.2.3. Preventive measures against drug abuse; and

| [

6.2.4. St;eps to take when inte'i*.aentiun Is neadéd. as well asiavailable services, |

| for treatment and rehabilitation.
| | |
6/3. To encolrage all officers and lemployees to lead a healthy lifestyle while at
work and at home, Iploy Inc. updertakes ta conduct the following activities as
often as possible: .

management, stress management, alcohol.abuse, smoking cessation, and

other indicators of risk diseases;

| £3.2. Health weliness screeilnings (e.g. blood pressure and heart rate,
cholesterol test, blood glucose, etc.); '

| 633, Sports, recreational and fun-game activitles; and

| 6.3.4. Other activities promoting health and wellness.

{
ROLES, RIGHTS AND: HESPUMSIBILIT!ES OF EMPLOYER AND EMPLOYEES
1. Iploy Ink. shall ensure that {‘he workplace policies and programs on the
prevention aﬁu:! control of dahgerous drugs, including drué testing, shall be
dissemiriated. to all officers and employees, The employer shall obtain a
written acknowledgement frofn the employees that the pullicv has been read
and understood by them. |

?LZ, Iploy Inc. shall 'maintain the cénﬂdentiaiiw of all information relating to drug
| tests or'to the identification of drug users in the workplace; exceptions may
. be made only where required; by law, in case of overriding public health and
| safety concerns; or where sucét exceptions have been authorized In writing by
. the person concerned. i '

J:.S. All officers and employees shall enjoy the right to due process, absence of
which will render the referral érocedure ineffective,
| I; |

CONSEQUENCES OF POLICY VIOLATIONS
l : |
Eﬁ.l. Any officer or employee who yses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other

| unlawful acts as defined under Article Il of RA 9165 and its Implementing,

Rules and Regulations shall i:m'l subject to the pertinent provisians of the said
| Act. ‘

8.2. Any officer or employee fﬂun{d positive for use of dangerous drugs shall be
' dealt with administratively in Lc:ardance with the provisions of Article 282 of
Book Viof the Labor Code and under RA 9165.;

1 ! |
6.3.1. Lifestyle. assessment ; programs on health nutrition, weight |
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9. IMPLEMENTATION AND MONITORING
| 9.1.1. The implementation of thase policies an& programs shall be mnnitﬂre:d
! and, evaluated periodically by managerent to ensure a drug-free
. workplace. For this purpose, an Assessment Team shall be constituted in
! accordance with D,0. 53-03.

10, EFFECTIVITY :

10.1. This Funw shall take piace effective immediately and shall be made
| known to every, ‘employee. ' '

11. AﬁACHEMEMT

11.1. Drug~Free Workplace Pulln\r and ngram Acknowledgement
| | ¥ j
i g ;

i

Reviewed by: Alfrédo P. i
i :
| 5 [
Apprwed by: Yisroel Y, EiSEII‘IﬂE'r \
E G ;
| -
i ' { { !
i | i
l v
. ' !
i :
' ' -:
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Drug-Free Workplace Pragram Aﬂknuwleﬁgem ent
| i 1l i |

| herelfyf acknowledge that | have received and read |ploy Inc, Drug-Free Workplace Policy
and Frogram, a summary of the drugs which may alter or affect a drug test and a list of
local Empruvee Assistance Program peoviders or local drug and alcohol treatment
prugrams | have had an Dppurtunlt'l,' to have all aspects of this material fully explained. |
also qnderstand that | ‘must abide b-.,u the Program as a condition! of Initial and/of
contirmed employment, and any woiat:pn may result in disciplinary action up to and
lncrudlng terrnmaric-n ‘

| also understand that ﬁurlng my empln»ﬁment | may be required to submit to testing for
the preserice of drugs or alcohol in my bady. | understand that submission te such tE'itmg
isa cmdrtmn of employment with 1Cum;‘,nan~.r} and disciplinary action up to and Including
termn‘ratlﬂn may result rf“ .

1) l refuse to consent to testing.  +

2) l | refuse to execute all forms of consent and release of liability that are usually am:t
reasonably assuclated with such éxaminations,

3) i I refuse toautharize release of the test results ta the company,

4) | The tests.establish a violation of [Companyl's Drug:Free Workpiate Policy.

5) | Iotherwise violate the policy,

o

| | ]

| also recagnlze that the Drug-free Workplace Policy and related documents are not |
r.?.'

mtendad to tanstitute a mntract hetween Iploy Inc. and me
The u'ndersjgne-:t ruuhel- states that na}she has read and understands the above
acknawledgem en'l: and #igns below of h|5.§her own free will,

! , i : : .
i | :  fon]an
i - ; ' DATE

f AL, i '

| WITNESS ; ! DATE

| | 5

) ;

| !
i ;

|
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Date i January 1, 2018

To ! ALL EMPLOYEES CONGERNED
From : Human Resources E

Thru | Operations Manager

_IEuhiEI:I: ! WDRKPLACE POLICY JIND PROGRAM DN ANTI-SEXUAL HARASSMENT

- T

1. OBJECTIVE K |

j.l. The fui!uwinﬁ' policies and f.:irucedure are hereby issued by Iploy Inc. to
! prevent sexual harassment irj its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases.

| [

2. COVERAGE i N

il This Program shall apply to aII employees regardless of their employment
| status, : ;
| A s

3, POLICY STMEMENT :

%.l Iplay Ing. believes that Emprniees should be afforded the opportunity to work
~in an environment free of $e:wai harassment, Sexual harassment is a form of
| misconduct that uncfermmes‘ the employment relationship. No gmployee,

i either male or female, sh;urd be subjected wverbally or physically to:

i unsalmlted and unwelcome sqx uél overtures or conduct.

3.2, Sexual harassment refers to ﬁehduicr that is r.mt welcome, that Is personally
offensive, deb:lltate.r. murﬂla and, therefore, interferes with work
effectivbnes& Such behaviar mav be in the form of unwanted physical, verbal
or 'urisual sexual advances, requests for sexual favors, and other 5exuan»_.r
unenteﬂ cundu:t which s ﬂ-ffEI‘ISWE or objectionable to the recipient,
mc!udlng but m::t limited to: -eplthets cferngalur'g,- or supgestive comments,
slurs ar gesturéﬂ. and ::nfl'ensh.rq posters, cartaans, plctures, or drawings.

3:\3, Iploy Inc will hot tolerate anF hehavior thal amounts: to sexual harassment
and anly officer or employee; found to have committed sexual harassment
shall be suhjecfed to dlscnplrnm action, up to and including dismissal

. DEFINIT 1DN L'}F:E,EXUAL HARAS:&MENT

P
=

Iploy Inc. has adopted, and its policy is based on, the définition of sexual
harassment set forth in SEct:on 3 of RA. ?E?? It provides that sexual
harassment in workplace is l:qmrnltted by an Empicwer employee, manager,
supervisor, agent of the empldyer or any ather person who, having authority,
influence or moral ascendanc-} over another in.a work ervironment, demands, -

e e LT
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-! requ:raﬁ or otherwise requires any sexual favor from the other, regardless of |
whether the demand, requests or requirement for submission is accepted by |
the object of said Act.

A L R . T T S

1

| In a work- related ar emplwment environment, saxual harassment s
| committed when

e T T

3.4.1. The 5E~'xual favar is E‘nade as a -:uni:iitiun in the hiring or in the
employment, re- Employrﬁ@m or continued employment of said.
individual, or In grantingsaid individual favorable compensation, terms of
conditions, promotions, or privileges, or the refusal to grant the sexual
favor resqlts in limiting, segregating or classifying the employee which in
any way would disctiminate, ﬂeprl+& or diminish employment
ul:ip-urtur’t_inei ar mherwi%.e adversely affe::t sald employee;

. Sl Ly g _._.l..n_l.ﬁ..,ﬂ.._'.,l_ =

3.4.2, the above acts wuuld Jmpalr the Empltsvees rlghts or privileges under
| existmg]abur laws; or .

! ; |

| © 343, the abpve acts would result in an Intimidating, hostile, or offensive:
i environment for the employee,

e W T -

3.5 WHERE SEXUAL HARASSMENT IS COMMITED
| Sexual harassment may be c:immltted in any work or training environment, It
| may include, but are not limited to the following:

L = R W -

| 3.5.1. Inor outside the office building or training site;
| 352. atoffice or training: rEFHted sacial functions;
. 3.53. in the course of work qssugnments outside the office;
3.54. at work-related confergnces, studies nrtrammg S@5510NS; Or
! 3.5.5. during work related trauel i

B s e T

}i 6. FDRME OF SF_iUhL HAH.ASEME.NT ;

Sexual harassment may be cmmltted in any nf the following forms:

o ] L

| 361 Dvert‘sgnual advan::e;;

| 36.2. Unwelcome or impropkr gestures of affection;

36.3. Request or demand fni' sexual favors Im:iudrng but not limited to going,
I out on dates, outings, nrphe like for the same purpose;

I 3.6.4. Any other act or conduct of a sexual nalure or for purposes of sexual
| gratificatipn which is genemﬁv annnwng, disgusting or offensive to the-
i vickm. - | : |

e
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317, WHAT IS NOT SEXUAL HARASSMENT

|
i

3.53. EMPLOYER'S RESPONSIBILITY |
| .'

[l
]

4. PROCEDURE :

4,1. COMPLAINT ERﬂEEDURE

i
:

f

¥
1]

|
|
|
|

!
l
|
|
|

4.2 HETMIAE‘I‘IDN

1
|

Sexual harassment does not }efer to occasional compliments of a socially

acceptable nature. It refers to behavior that is not welcome, that is
personally offensive, that debilitates morale, and that, therefore, interferes
with work effegtiveness.

d
]
\

]

Iploy Inc. undertakes to provide its officers and employees a work
environment free of sexual l‘l“arar.srment by mianagement personnel, by co-
wurkers.and tlj.r athers with whnm officers arld employees must interact In

the course of tlhelr er‘nplnvment in Iploy Inc. Sexual harassment is 5pe*.:|1'n:alr1.-r -

prohibited as_un!awful and as @ violation of company policy. The company s
responsible ﬁ_;:rf preventing sexual harassment in the workplace, for taking
immediate corgective action tg stop sexual hanassment in the workplace and
for promptly investigating any .%Hegatic:-n of work-related sexual harassment,

'|_.

e

4.1.1. Any uﬁ" icer ar emplovne who experienices or 'witniesses any act pf
sexual harassment in the! wnrkplace shall report the same immediately
to the Committee on Degorum and Investigation. They may also report
acty of q;epcual haraﬁsrrjent 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 or

employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the. investigation is completed, all parties will be informed of the
outtome of the Jnus.'stigatiun . |

L]

i

412 A Committee on Decorum and Inuest'rg;‘nnlnn shall be constituted and '

shall be | composed nF the management and the employees'
representa’twe to recewe complaints, investigate and hear sexual
harassrnﬂm cases. The (%ommmee shall /develop its own rules in the
5etﬂement and disposition of sexual harassment cases. The Committee

shall also develop and implement programs to increase understanding

and awareness about seuqal harassment.

: : i ol
4.2.1. Iploy Inc. will permit na employment-based retaliation against anyone
whao brmgs a complaint of sexual harassment or who speaks as a witness

in the investigation of a cdm;::iamt of sexual harassment
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4 3.1 Al ufﬁcera and Emp!nvees of Iploy Ing. shall receive a copy of the

company's sexual harassrﬁent policy upon assumption of their respective
offites. If at any time an officer of employee would like another copy of

the ipolicy, please contact the Office of the Committee on Decorum. Ifj |

Iploy Inc, should amend: or modify its sexual harassment paolicy, all
officers and employees will receive an individual copy of the amended or
mudlfled policy.

5. chanEmmuw !

5‘;1, At the ﬁommepcement of the investigation procedure at the Committee,

B. EFF ECTIVITY

starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavidr, all matters discussed, documents reviewed,
lettars and correspondences réad and, testimonies heard, will be kept under,
the strictest confidence. It is' 1he intention of Iploy Inc. that rights of the
parties, ESPECIH"\.I' the innocant ones, are protected. At the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping ali Information gathered thmugh the investigation process
confidential at 4ll times, even afte.r the conclusipn of the investigation proper.

B! 1 This Policy shaII take place effecttve |mmadqateiv and shall be made known to

Frepa:‘-‘ed by |

Apprc.’rved by: Yisroel ¥, Gissmgg

every employee.
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| :
COMPOSITION OF COMMITTEE ON 'DECORUM AND INVESTIGATION ON SEXUAL
' HARRASMENT POLICY

. : i fd
Chairman: Alfred Camarillo | Director of Operations !
Secretary: Abelardo Dagalea - Operations Manager

{ | g : ]

| Members: Jo Hanna Melecio . HR Staff j
Ma. Blesila Vestil CSR - Phone
Junamel Brigoli CSR - Phone :

! : ’-
Submitted by: j

| j
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DATE | . April 3, 2018 : ! E
To ' i, ALLEMPLOYEES | ’ i
CFROM | © | HUMAN RESOURCES DEPARTMENT | it
| THRU| | © | OPERATIONS MANAGEMENT i
sumﬂ:ﬂ e b} MEMD: RESTROOM, GUIDELINES }

Iploy rm:. provides unlsen re,strnnms avatlai'rre 50 that Emplq\.cees can use them when they! need
to do sm Gne is located ms:de the ﬂﬂEI‘Ehl}n floor and second is in the hallway r:rutsltler rh}a
nperatlnp floor. However, those who are uncomfortabile, har issue with the unisex restroon,
we havela separate single, prwale rest rcmm available for use. '

Mnrenvér any employee I.rlnlch cun:Ernﬂs;ﬂa in using the unisex restroom, please visit Hn::rrnah
Resuurc:?s office to get dm.':r access pass. E—ffl:e security, Log in antt Log out procedure’ sha!l
apply. | : i

Furthermﬁre it is EESEntlal that all emp}nyees should f.ﬂr'r‘lpl'.r and observe the reatraum
etiquetts: | ! ! ¢
; . ! | | . -.4
i e Knock if the cubicle appearsj to be occupied. Dan't paek under the doors. E
Lock the cubicle door when.you enter i
1 Stand close tnuugh to the Ran or urinal so vr:ru don't wet the seat, walls or
¢ floor | : !: .
| ® Flush'the thEt after use ani:l wipe off the tollet seat for the next user
! l . F"aper mwers Boin the trash can, not on the floor ar in the toilet bow!

. Wash your hands to preuEn} the spread of cu!d:-. and the flu

= e

| » F‘haaﬁt use| U'iI'EItEf and paper‘mweis c{mservatwew ,

1 . y i ! e ;.
| For your infnrmguiujrp and giidance. . g }
[ t | | 'E
: ' : .

. : f . i )
) : }
| H 1

’: ; | 1

‘- - i i E gt
iA redo arillo Jr. i ; E
Diragtol, p}rations ! |
| 3-, | :.

| i i
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February 27, 2018

T

To IiE ALLEMPLOYEES

FROM | HUMAN RESOURCES DEPARTMENT
THRU ' :  OPERATIONS MANAGER

SUBJECT |

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

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

To ensure effective implementation and menitering of office security

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

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

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

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

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

Pantry, recreation room and locker should be closed at all times, employees must use |
their RF ID to access these rooms
7. No tailgating

Employee ID and RF ID should be wi;trn at all times, lost RF IDs will be charge to the

employee .

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

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

11. Submit self to magnetic wand scannipg with the security personnel )

12. Onlly water in a clear container s allawed in the operation area and recreation room, | |

T

For guidance and strict compliance,

Jo HE#&ELM[ 5 ecio _ E. : ‘
Human Reisaurces : ;
Noted by: . % COMIER i‘t’/ 63 / 13

mf;i,-’d:tj}‘n rllo Jr. | 5

Ir@f.ﬁﬂﬂ i:rerat:‘ ons

Scanned by CamScanner
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DATE : ; November 17, 2021

10 | ; ALLEMPLOYEES | A
FROM | : HUMAN RESOURCES
SUBJECT i : LOCKER POLICY

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

Please see list of rules provided below for your reference.,

RULES | ; :

s ONE LOCKER ONLY per employee. NO shaﬁng of lockers. vid

* NO storjng of perishable foods/leftovers inside the locker, i

. Proper sanitation 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.

. Checking,’audit will be done from time to i;lme and once unassigned lockers are being used, they
will be: forced open, and the :nmpam,r will not be fiable for padiock rEplacﬁ‘mEr‘lt nur

. reimbursement. .

* Any snrt of action that may result in damage to property is strictly prohibited. This includes but is
not limited to graffiti/vandalism, posting cf stickers, damage to facility property such as the furced
opening of lockers without the managemﬁntf HRs' knowledge or consent, etc. :

» The company will not be liable for the Iass 'or damage to any personal belongings |eft unatten!!ed
and that includes, sharing of lockers, lockers without padlocks, placed on top of the lockers, etc.

* The l:u:-rl'lplar'l‘,.ur is not responsible for loss or missing items due to the owner's negligence.

« Forced Open Request due to lost padlock key or forgotten passwurd{mde should be 5ubmltted a
day prlc:»r and will be subject to availability, of the bolt cutter.

e Auth urlzatmn to Forced Open a Locker, the request must be submitted via email to hr@tptuy,mm
and must walt for the approval.

* NO LOITERING inside the locker room

. L.lnas.sleg,;ned Lockers with cable ties should'not be opened.

¢ Things inside unassigned lockers will be sulbfect to disposal of the management

| 1
This Memurand!ilm shall take effect on November 22, 2021.

Failure to comply will be dealt accordingly.

Prepared by; !

Y s {
los Gotion Alfr lo

General Manager Directo peratians
i '

| have read, understnud and agreed to comply wlth the fnregning policies, rules and conditions
governing the iPIu\r Locker Policy.,

oSN [/ S/ (oW 1‘;[1—,1,/@,

Employee Sig;gtu re Over Printed Nam Er'fDatle
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DATE : | April 3, 2018 : !
To o o ALL EMPLOYEES ! | :
FROM | 'HUMAN RESOURCES DEPARTMENT | [ b8
THRU | (OPERATIONS MANAGER ; M)
lﬁuajfcr o MEM@.—-::ALL IN FOR QUT OF OFFICE | i

|

In arder t-:: pru[:rerw munrtqr aut af office empluvees a new pfucr;'s:‘. to call infreport absence u..-ltl
be 1mpl=errientedf effective Mundav, April 9, 3018

s= SN TR

FU!dEiInESf

1 In &asﬂs of late and/or absences, empiwee should teport to Human Resources through
Si"u!S or Call vid HR Hotline: 0917- ?UQJ{]N : (i
. 2. Notification shnuld mntam the fullmbung ||'|ﬁ:|rmat|on 1 !
| o Complete (real) Name :' E
b, Department '
¢ Team Leadet |
\d. Call in for: (Whole day ﬂnbseni Half-day Abserﬂt Late)
| 1. Reasun A bty
; 3. HRiwill be the bne tp send nﬂt:flcanm to Operations Management
| 4. Nojcall in should be communicated mmugh Teamn leads or any other employee. it l,huufd
be Hone by the emplayee or his/har telatives

5. Motmcatmn should h& at least two m:r hours before rhE employee's shift
. 6. If ap employed is advised to rest/confined in the husp:ta1 number. of rest days as adwseed
’ by tle physician should be indicated.: Otherwise, employee must send notification dail'v‘
| 7. Failure to notify wi!l he tagged as Na Call, No Show and/or unscheduled absence and Lqull
be deair with acn:nrd[ﬁg to our Code E}f Conduet and Dihtlp]rﬂf‘

| .
For your gqidance an;:f strict compliance.
i | i f
| |

PR

T
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Hum nﬂe%ﬂur_ces- N
i ] ! : ]
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Noted by: |
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—

February 18, 2020

PR .
—

Ta ¢ ALL EMPLOYEES :
FROM : OPERATIONS MANAGEMENT | ;
SUBJECT ATTENDANCE BONUS 2020

As wi end the w,-ar 2019, IPloy would like to set clear hf-.q.r pracedures and policies, This memorandum semas. a}
reminder to be fdllmﬂd

PAYROLL .i

i lmrrm:ulm Attandan:e Banus is for employees wim perfect attendance, Employee should NOT cnmmit any
schedule deviatigns like tardiness, unscheduled absences, undertime and overbreak, Failure to punch in - out for
breaks will also disqualify the employee, No waivers will be given,

2. Tardiness, Unqmime and Dmr hneaies will be d:ducthi from the emplayes’s pay,

3, Er:ipiwus whp tendered their re:l,qnatlnn befare thn-,' release of the Sign On Bonus (First Half or Second HaIFI wﬂ!l
NO an,gur be allﬂhh to m::he it, : ]

4, Employees quillﬂnd far the Sign f.'.'m Bonus (First Haif or Second Half) witl receive it on the 30" of the succeading
manth fram nllmhiliw. i | i |

5. Eligibility for the annual I'I!Ill'ﬂ Im:um is based on nj.-ﬂrall performance and management discretion. I?‘autr ::ru't.lﬂ
at Wmﬁ discretion. | : !

v 4 L]
| 3
MEDICAL CERTIFICATE | ]

1. When must mp medical cantificat m dated? | ey

. ' 1 day aht-mv:e the ma:ﬂﬂl mrtlﬂl:atu must budated on the day of absence or the nextday. If the ahsem:q
falls on a Fﬂﬂlv the medical certlﬂcdte must be dated the Saturday that immediately follows < at the latest. |t
cannot be dated 'nn the day that the a.gmnt is 10 report ba:k to work, [ .

« | 2days ub!itrpci the rnadimhl mrﬁﬁmn musst I:p dated on the initial day of absence or the next day, (F Uy t

¢ falls ona Thursday, the medical certificate must be dated gither that Thursday or the next day — at
Iau it cannot be dated on the Saturday that immedidtely follows or that Monday that the agent is to report back
to work. '

. 3 days n‘f absence or longer - the medical cartiﬂlcate must be dated on the initial day of absence or the negt
day. It cannot ht dated on the day that the agent repq':s back to work with the advice to rest antedated from ':Iin
Inlﬁﬂl date of ab*ern:e_ Also, the advice to rest is Inclushe of rest days. .
0 |Ex: Ifthe agent is absent on a Friday ;md the medical certificate states advised to rest for 3 days,
that is inclusive ﬂf the day of sbsence that the agent mdt to rest plus Saturday and Sunday - the agent must be hatk
to wirk on Munﬂiw '

| i | -:- |
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0 I the doctor prescribies rest, the medl:nl cerfificate must Include the number of days of rest. Thb
advice to rest cannot be antedated. ' :

o There must be a fit te work date. i 1

Lo ffhe only exception 'to the Medical Gnrﬁl'lcatt date guldelmu I8 if the employee has heen

hospitalized.
VACATION LEAVES

i b y
1 | L |
[ | i 1 | i |

1. Tl‘q: company riasfenres the right Iu-abprwe and diupﬁfm all vacation lzawa (VL) requests, i

2. Employee must xactly have the mm!spuncﬁ ng credits for the request to be approved.
1 credit 2 i One Day |
.5 credit : = Half Day : | b,
| !
3 Enj:lwee wil:ﬂ: perfect attendanr.e su days from the h:quuted VL date wIH be glwen priority in the approval uf
leaves Thisisa u-h',f of rewarding employees with nwfer.t attendance.

4. The company ;and client have the:right to dtiappmve leave requests and cancel approved leaves for those
employees who committed unscheduled absences on the prior month and on the current month of the requesmql
time off Indudll‘ﬁ poor attendance remrds behavioral and productivity issues,

|

.l

Approved By:

JAY GISSINGER
Chief Executive Officer




iPlay Im:urpniratad
g™ floor, Ayala Center Cebu Tower 5
Bohol ﬁwenua. Cebu Business Park ;

CEI::u City Eﬂﬂﬂ

Date :November 17, 2021 !
TO : ALL EMPLOYEES ]
From :'HUMAN RESOURCES DEPARTMENT

Subject ﬂE SICK LEAVE POLICY

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

1 Empioveﬂs are required to nnt[f'n,r the HR hntllne number (0917-709-7074) and/or send an email to. :
hr@iploy.com at [east two (2) hours before the employee s shift (following call-in procedure) and/or |

within 24 haurs from the first day of absence.

2 Emp!cﬂ,,ree may use sick leave for absence due 'tn the following reason:

Em din',.ree 5 liness or infury.
Eereavement leave/s

Emdrgencv leave/s ;
PGWEI' Outage/Internet Outage (for tempnrar\r Work from Home set-up)

3. Employee must file the incurred sick leave in tg'iRweb within 48 hours, Failure to flle the sick leave
on the given hours will be forfeited, i |

Hﬂte MNo rn:pre Manual filing of Sick Leave eﬂcep‘t if the employee was hospitalized and/or
quarantine due to COVID-19,

4. Below are the documents needed to provide tr.'r use the pald sick leave;

Empll:w'ee’i illness or injury

L=

! a physician stating that the e,mplnyea was incapacitated from work for the

i period of absence because of sickness or injury and that the employee is again
physically able to perform h[s or her duties. (Medical Certificate with Fit to
Work)

» Blacklisted Doctors and clinlts will not be honored. (Please refer to the

\ Blacklisted Clinic/Physician Piﬂemn]

Bereavement leave [Please refer to the Bereavement Leave Policy)

Eme Irgenc',r leave
# \alidate his/her absence thmugh supporting documents as to why she/he was
having emergency leave on the said date,

iner QOutage
{ ¥ Certification from their ele:inc.r’puwer supply provider (e.g., VECO, CEBECO,
MECO) . \
Inm}net Outage
E ¥ Ticket number from the Internet service pravider and/or screenshot/link of
officlal outage announcement from the internet/telco provider
¥ Picture of the modem (showing red, no light in “internet”)

5 Any unaufharized sick leave will subject the employee to disciplinary action. 5L is unauthorized
under the furluwmg circumstances:

The emplweﬂ failed to Inform the immadlate superior or HRD about his/her absence due to
illness unless fully justified. ;

» At the discretion of the Emp!uver the employee should furnish a certificate from |




iPloy Incorporated . L
9™ floor, A‘y'aia Center Cebu Tower ¥ -" 'P,O |
Bohol Avenué. Cebu Business Park i | y
Cebu City 6000 : ‘ : ol .

s |f 5i::1kness claimed Is fictitious or non-existent.
B. The empl#yee or his/her representative mustinfurr‘n 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
urless the company physician, after due examination of the employee, certifies that extension of
leave is warranted. i

&

T'Hls Memurgandum shall take effect on Nwembér 22,2021,
Please be guided accordingly. i

Created I:ﬂ,.r:j

L=

Angm nal Qﬁﬁ' .. nadng [

Operations Manager “General Manager

s | el rss o1
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Date 1w November 12, 2019

To | ALL EMPLOYEES ' :

FROM o HUMAN RESOURCES DEPARTMENT Ay

THRU ] : OPERATIONS MANAGER | \

sURIECT | $55 SICKNESS CLAIMS — 5 CALENDAR DAYS

For those ei‘npluvees who wants to file for sickness claims must submit the duly accomplished 555
notification 'Fum"l attached with original and cump!ete medical docurnents. It should be submitted wlt!ﬂn
5'¢I|ll'tdlr dhvs from the start of sickness, they ﬂnav ask their relatives, friends and workmates to sub-mit
thelr form Irﬂ Accounting office.

A member Ié gualified tn; avall of this benefit if:

1. He L; unable to work due to sickness or :mun.r and confined either in a hospital or at home for at

least four (4) days; .
2. He Has paid at least three (3) months nfcantrlt:rutluns wk‘thkn the 12-month period |mmed}atal'|.n'
befare the semester of mkness ar injuny; _ {

3. He I"tas used up all :‘:urrent company sick leave with pay; and
4. He bas notified the employer or the 585 if unemployed, voluntary or self-employed memhar
ragarﬂlng his sickness or injury. '

Fallure to suhmlt the dncuments within the prqscrllhed period will free iPloy from any liabllity of: thqh'
dalms

| -
For your gul:‘ance.

if there arealh-,r guestions or clarifications, please fLeI free to approach the Human Resource I;Iepartmenl,l
' |
i ;

Sincerely,

|
1
i
1
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DATE : February 20, 2023

TO ; ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

The following are MNOT ACCEPTABL
CLINICS/PHYSICIANS:

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

Sia Clinic

Health Doc Diagnostics
Gaudiasa Maontecllla Jr., MD
Now Serving

. Dr. Guian Darnell sSumalinog
10. Tambut Medical Clinic

LWL e WwN e

and are considered part of the BLACKLISTED

11. Clinics/Physlcians without complete contact details such as but not limited to the following:

11.1  Doctor's name

11.2  Clinic/Doctor Phohe number

11.2  Doctor's license nEmber

11.4  Date of Actual vis
11.5 Diagnosis

11.6 Recommendation|
11.7  Fit to work date

Far medical certificates, the following mu1

1. Must be issued on the day of the
All instructions in the recommend
gs but not limited to proof of purg
results, and the like.

3, Note that all medical certificates
to-Work Certificate will be denied

4. Mo erasures on the document. In
the attending Physiclan.

t be taken into account:

bsence or the day after.
ation must be strictly followed. Proof will be required such
hase for medicines prescribed by the Physician; laboratory

ncluding fit to work will be validated by HR/Clinic. NO Fit-
entry Inside the production floor.
case there are corrections, it has to be counter-signed by

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

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

an has any of the following concerns below will not be




Floy OPC
Gth Ayala Centesd Cabo Tower
Ceble Busingss Park, Cebay Clby 600D

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

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

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

4. Caters primarily on cosmetic proc

dures and consultations,

Lastly, since hospitals and clinics are now having less restrictions for consultations and our situations

are constantly improving since the panglemic hit, we will no longer accept consultation done
online/via phone calls. Consultation must be done face-to-face.

This updated memorandum shall take Ef‘fT
Should you have guestions or clarification

at er@iploy.com.
For strict compliance.

Prepared by:

=

e Lol A, |

N' Afganza

Employee Ralations Supervisor

Naoted by:
r‘".

e
astafiares

HR Manager

Maris}

ct on March 1, 2023,
niregarding this, please do not hesitate to send us an emall

Nlﬂéu Angelo Manal oCa ari-llu Jr,
Operatlons Manager Dlre P :::f perations

gy - GoME m/a ’L/'LE
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Date : Movembear 30, 2032

Ta : ALL Employess

FROM - Human Resources Department

SUBJECT : VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the S-I:l:t Leave conversion will be released on December 15, 2022
payout. In this connection, all remalning 5L credits are to be converted thus, SL applicatian is no longer
allowed until the end of the year.

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

o No retraction of approved Vs, ii the employee reports for worlc on the actual VL date, the VL
will not be relmbursed and will hu! voidad,

o Mo rescheduling of VL once approved.

& \fLdate should not fall on a local holiday otherwise forfeitad.

Note: Approval of VL requests will be on d' before December 14, 2022,

Furthermore, [f the employes rasigns or gats separated from the company elther voluntary or Involuntary,
all available VL credits will be forfeited and will not be part of their last pay if:

e  Employee filed an Immediate resignation and/or failed to provide a 30-day notice.
Employee went on Absent Wll'.hl:lul't Official Leave (AWOL)

e Employee Incur any leave, abhsances, and/or any form of terminal leave within the 30-day notice
peried with the exception that the employee provided a valid documentation such as but not
limited to hospitallzation due to sickness, accldents, or contagious diseases,

* Employee Incurred mare than four (4) hours of accumutated and/or total late/undertime within
the 30-day notice.

= Employee will have issues with performance Including but not limited to quality, productivity, &
client escalation within the dumth?n of the 30-day notice.

= Incurred any behavioral Infractign such as but not limited to Sleeping, Browsing Unrelated
Websites and atc. |

Furthermore, SL and VL conversion maybe subject to tax. Shouid you have questions pertaining to this
memao, feel free to reach out to our Pm}l.rnl ng persannel at Accounting@iploy.com.

Slgned:

1II‘|

HR Manager

Moted by:
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|| DATE ol Apri] 26,2018
Ta .‘ ALL EMPLOYEES
FROM 4 HUMAN RESOURCE } DEPARTMENT
THRU : OPERATIONS MANAGEMENT
SUBIECT : Maxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular employees can still avail thelr 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 881,23, this Includes the Php 760.23 for medical services and Php 101.00 for dental
services. The employee will shoulder the remalning amount of the quarter.

The guarters are as follows

1% Quarter — December, January and February

2" Quarter — March, April and May

3™ Quarter — June, July and August

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

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

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

1D# NAME TEAM LEAD SIGNATURE

Yig2 | JusepH € conES

Regards, Noted By:
.ﬂ‘l / ,.-"!
' FrA LT A
Marisitka Iris Arcilla Alfred ;‘\}IEGJL Aﬁéﬁar:{g Qé‘gaf;a
Human Besource Director of Operations Operations Manager

="

r
4%;/
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December 17, 2019

Ta : ALL EMPLOYEES
FROM i OPERATIONS MANAGIMENT
SUBIECT : CLEANSING PERIOD

& iPloy

iPlay Stafling Solutions belleves in glving employees enough room for improvement to straighten out
employment in regards to compliance 1o our company’s Code of Conduct. The aim of this appraach s to help
motivate employees rectify passed offenses and ftart anow

Cleansing Period pertains to the time when an employes who has been subjected to a Disciplinary Action (D&)
i expected to Improve performance. Ample time s given to corréct improper behavior and refraln from

cammitting any other infractions.

If-an employee doss nat commit the same infractlon for the specified cleansing period, the progression of the
diseiplinary action will slide back to a level depenfling on its type. Please refer Lo table balow:

| Attendance | &
Productivity |
Behavioral | = 12

The counting of the Cleansing Perlod will start bas¢d on the date when DA was declded upon, Ml documentations
for Infractions will still be kept in the Employes’s P01 Flie regardless whal period of progression

The Cleansing Period Is effective January 1, 2020 povering DAs & months and alder,

MNotaH By:

IR,

ls] Hratll:m;

Approved By

JAY GISSINGER
Chief Executhve Officer

LolTes

!p/ﬂzf} 2
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1. Incadent Report will be submitted to Human Recources [HR) withen 2 working days from
CDDE OF CONDUCT AND DISCIPLINE (Table of Infractions) the date of the incident.

2. Human Resources will Bsoe @ Notice 1o Explain {NTE) to the emnployes within 3 worldng
Gays

3, Cirect Superior should coach the emplopse within 5 werking days from the lssuance of
the NTE-
The Code of Conduct and Discipline is designed to ensure healthy and posite working 4. Coasching Form and Written Explanaton of the employes should be submitied within
emdronment, and hopes to maintzin and uphold professionalism among IPloy Inc. employees. warking days from the ssuance of the NTE.
?%gin t forth are geared towards the attainment of the Company's 5. HR will issue Notice of Decition with ar without sanctions within S days from the receipt.
. Goals and objectves. i B worthy to emphasize that the Code s not meant 1o be op pressive nor ol the Coaching Form and Written Explaration,
it is intended 1o thewaben and intimidate smployees. Ideed, it senees a3 the guiding principles a. Failure to provide Written Explanation shall comtitnts a waves of the smpioyse’s
on what is expected of is" empioyess to conduct during the enlire employment hene IniPloy, right tobe heard and confirms that ail the details in the Incident Aeport are true and
I wathout army hisses
b. Lapses in the tmeline will result to a sanciion —Neglect of Duty J isubordination
Il. DOCTRINES TO GOVERN THE COMPANY'S CODE OF COMDULT AND DISCIPLINE © Lapses in the timefne will not void the sanction.
1. The right to discipline and discharge employess for just and proger causes ks managemant’s V. GENERAL BEHAVIORAL STANDARDS
preragative enshrined from the 1987 Philippine Constitution.
2. Fairmess and justice shall slways gowvern the imposition of disciplinany actions, Existing Labaor As an iPloy emphoyes we expect Bt you will maet the Tollowing behawioral standards:
Laws, implementing Rules and Jurisprudence will always be cbserved.,
3, The full and strict maintenance of discipline is the management's responsibifity. Thas, it shall be 3. Proper Condurt and Decorum is expected from you 'within the office and suttkde when
the primary concern of immediate superions and department heads te inftiate any disciplinary ropresenting the Company. This includes appropriate dress, attending the office ready to work, uwse of
actions against their subordinates whenever a vialation of the rule & committed. proper and decent language, obwsriance of proper affice and wark decorem, maintaining praper
4. Adminktrative imestigations and other procesdings thall be conducted expeditiotsly, relaticrmshies with your colisagues, customers and other individuals not in the employ of the compary,

5. Iimpesition of peralties when waranted, shall not be cancelled, nor delayed lor any reason. abeendance af ahd compliance with existing laws of the Phillppines.

£ The rights of the respondent as provided for by Law shall be guaranteed.

7. The management may mitigate the penalty to be imposed, subject however to management's b Enhancing Company Productivity te Company expects the Proper care and utilization of
approval and upon compliance to the conditons set forth by the later, Capstsl available to the Company; tarming up for work ready (o work on time: all the time, following the

8, incases of multiple violations of this Code, the foflowing rule shall apply as to the penalty o be approosiate break g finksh times, getiing on with the job and peforming the job to the beat af your
5 " ability, positive attitude and dedication to one's work assignments, supporting supenisions and those in

management_

& Following rules on custamer and chient relations and ahways maintaining a professional heipful
attitude with customens.

d. Maintenance of health and safety of the office and people around you. A proper attitude
towards cleanliness and proper housskesping in the office, gond health of yourself and others around
Vou!, assist in the security of the office, following basic safety procedures.

& Proper use of Company Property, facilities and security to protect comparny and empioyes
assets, Secure handling and maintenance of Company records, keep confidential and protect the
integrity of all Company operating data ard information, appropriate use if all Company equipment o
work related purposes, properly account. for all Company funds recefved.
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I Applicabllity

This Code shall apply 1o all iPlioy employees, negardiess of status or pesition held. Dardimested
- conduct &8 10 Cise Lmwed 1 ‘Werbal Wiriwn ‘Writmn =.w-_u;...n._1_nn Disemimal
I Types of Offenses A ROrdRr Of ST wor warning ‘Warning
Leve| 1 — Infractions which are minor in nature but which may become nabitual and disruptive if net itﬂ-_ﬂku..l
comected, It has no detrimental impact of the business, dellerately 1o the
coerators of tralning
Leve! 2 — Sarious offense which ceuses delay in operalions, may pose threat, harm, or dengsr 1o aras other than those
Company progerty andfor Hwes of [ndividuals. suthosized. Bringing of e Pl
E s vt relanied Tk _":._..: Writien Supengion | i
Level 3 = Infractions which will destroy the company's image and reputatien, It causes substantial loas to eletironi gadgets | warning WA | waming | 30
the company and canesult o critical aperational disruption. & critical cifferss that has compromised llaprsgs, Nash/fpartatle
the security of the empioyees, the inteprity of Cllent, the saletBy of custemer's infarmation and the ;ﬁlﬂnlﬂr-#._
stablity of the business, __ug._l H_Eqina."_l
approvel from the
Imemadiste yupaewiior.
. Table of Infractions Eoting in unauthorized
aneas [operathons,
management & support: Tt H.nﬂ_ina_.ﬂn Writen _Iu_l__ Sepension Po—
aman] within the compasy \darrin Warning w -3 0ays
premises eipetialy while mdrim
T = i o kg caiks.
- — — e - languags or dislect other Docmented | iwinen Pl | o sion
g Ehans Engish within the Leve Wbl Warning Welten - 30ap Drmnisaal
e Docimenied Pl rnmpany-delgRae Fea e i,
nolse of diturbance Kkt el Writien Wiirian Suspemion Samizeat
within the Company warning Waming Warning =3 Dy
Premises. Falure inlog-infout in
Bometric pnd othe
reguired aTendance
Fallure tocomaty -y | | Docurmented | e ,._"r.-:___. il manitering ook, Falre to
Dwess Code Pollcy. AW Waming | ok - 302 punch bnfout for Dregis
a7 lanchn per day
comskiered as one (1] Dooumentad Fanal
Man-participation in Documented Final ot Btanr v Wiriften ey Suspenzion
campulsary COMpany Lavel Werbal ; wiritten .u._ Days Dismiasal W Warning -3 Days e
sctivity or group work. Warning Warning
Failure 1o malntaln manual ek in 2 mon
anderiiness of claanlines frerr Easycioaking toed will
Final
the asvignes work W1 u!.u.__.__..._..“#n weitmn | AP | Sespersion | L mert 1 imEnce.
station, Falure o practice x Warning .r-.-ql_._- Doy
Clean As You Go Policy for
aif areas In the office.
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o, Comatanty falling
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comeniirran o
prOmnes That harem
significant businesy
L it Final :
raveEment Flan i WWarning .__.__i_.l.-.:m ﬂ.._..F.._ P — & Fakification ol
“_h._ : o permonal reconds
Al grave act of | utz_..a_ﬂm“_._ﬂin
Eﬂi_.._.l sack @ reparty, form,
of tend o e
prejudice te the -
Compary uc™ #s Dot Pnﬂdﬁaﬁﬂlﬁu
_unirﬁ e Susoension B Coempany
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i . - . Wil breach of
Knowinghy giving C= S aa
rflﬂalaﬁﬂ sy vickations
fara benesy e
profmotion, salany -
!n_.ln.u._ ransfer, and ”Iul_nnl.___ nijﬂ._u.i z
N Cormgany of Hom s
Any oot of hgrassment ] s
Rt Levery | PRI | pmissal e
i g or job sites 8t
HErassmantL ni*!ﬁ.i
- — :
= 2. Robbery, theft,
‘Buspensign h
analogLes offenyes to Lawei 3 e Dlamissal e e
the foregoing, e -ﬂq_.ﬂ.-_ﬂ
g EH!H shape from the
ofthe ke v
eepoed in himfher by i ﬂiﬂ x
the company such as F._I...&!._ n_hn_annunﬁ_r
but ot |imited to the: Iﬂrni-ﬂ.m.._. v dafec
. : nesalt in prishadice
& ADuse of position S
with the company 2 s
galn profit or advantage nnl!l.ln_.
Strspension P mtntion o kide
b Lising the Company's e Dy Dixmizsal gl iy
o o Willhul ard sheliberate
urafsaciions o business destruction of Comgany
. Delloeratély warialiam.
rarmowing, concesing. & Wikhholkng o
or destroying in whole misappropriation af
or In part any Company . el
authority or with
malichous Intent.
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11 Floor 5T Tower mv-n
Pescsdores Road Cetns Businens Pask, . *
Cmbeu City G000 + 28

. Megligenoe or
carglessnass ol the
employee by lenving the
computer unatended and i
14 risking the network 1o a Larwe FM.”””: Dismissal
£ Tampering of comparny
senver fng bk
eonfiguration.
. Purposely sharing
privileged and confidential
15 |informetiontoscyoneis | Level m.,ﬂﬂ_”: Dismissal
Ithe: COmpany o extemsal
Unguthorired possession or
bringing out of Company Suspenshon
16 property, supplies or Leved Days DEsmiysal
equipment.
Unauthorized copying of
licensed saltware
application packages and ail | L=wel e Disrrvssal
AT that vinlmes Ty
intellectual property fights.
Deliberate locking-out or
hacking of anathaer Susperision - P
e employes’s user name (n ey 5Dy oo
any server.
Placement of computer
virys, oA horsa, and
19 | other damaging electronic. | Level3 wnn_ﬂﬂwn Dismissal
Files oo phrysical accissories.
o SErvers ar worksations.

.mll-nn'i
Termination of an employes shall automatically bar him/her from re-employrment.
2 .__.._...u.n__.ﬁs.__.u._ demissal shall not prejudice the right of the company to Inltiate court action
3 gnﬂui%l&ﬁ.nﬁniaaﬁ“ rubes, memos, and the like, and all policies
to be implemented, if the same is found to be inconsistent with the Code of Conduct,

VL. Approval

lay Gissinger
Owner and Chicf Executive Officer

RECEIPT OF THE CODE OF CONDUCT AND DISCIPUNE POLICY
?FWEH%E.EE&?EEE?EHE%E Diecipling and understand
that it sets forth the terms and conditions of my ermployment as well as the duties and responsitilities,
!ﬁ_&ﬁgn%ﬁﬂ!ﬁgiﬁﬁiﬁni

| alsa acknowledge that the Company reserves the right to revise, delete, and add 1o the provisions of

thiis Code of Conduet and Oiscipline., or condition of employment can be establiched by any other
statement, condurt, policy, or practice.

e SOSEPH $. (Tl
DATE Ioiogl 73

AND HAVE READ AND :Emﬁ%mm CONTENTS,
EMIPLOYEE SiSMATURE ﬁ\b




