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ID APPLICATION FORM
LASTNAME: DEEULJJG eirsTNAME: M . P\ﬂﬂﬂﬂ Sefia
ip Numeer: 9123 PAGIBIG #: I 1209%/83/) sss#:_0f - 94 47416 4
PHILHEALTH #: |& =~ #8 %22.5FdC- & TIN:

IN CASE OF EMERGENCY
contactperson: Karen Mae M Desuls  evepgency contacrn: 0999 2935669

poRess: [~ Ramo ¢ St. Cogon Pamos , Cebu Cilec amonsip: sisfer

ZX2 PICTURE SIGNATURE

OCCUPATION OF CONTACT PERSON:  (usifamey JErite Addutiar(

BIRTHDATE OF CONTACT PErson:  March 6%, (999



“~cDUCATIONAL ATTAINMENT

EDUCATION TYPE: & €0 107 hl@hffhmf

scHooL NAME: _Univercity of SanJase - Pecoletos

SCHOOL ADDRESS: Pas@le  Cepu

.I'IJG,FJM i f"l"i"-ian

COURSE: { Actountomoly , bl inedf | Honors: With  Hopors
ﬁ‘nﬂff[ #Mﬁh{?] gf,m}_\,%
DATE STARTED; __ 00 24 201 DATE GRADUATED: __ 0 2¢ dog)
MM/DD/YYYY MM/DD/YYYY

OCCUPATION OF CONTACT PERSON:  (usitomer Jerice Adduciale

BIRTHDATE OF CONTACT PERSON:  March 0%, 19919
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) Oct. 03 30237

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2 Mﬂ-ﬂm}ﬁlﬂl Jofia W D50 4pa "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

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

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

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

in content substantially similar to this Agreement

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

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

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

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

2.4. 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
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: __New employ {e

Name: Jade Lenizo Mata Name: Ma. hnagelo Jefin M- pedud)o

Title: Onboarding Specialist Title: _CJ K :
olay - A paguio Pk F. Reso J1.,

Address: #35 Salvador Extension Labangon Address: {,:n@an Laimod, (e pu rﬁ;; ; Co00

Cebu City

Date: Ot 0d, 304% Date: (Jct. 03,3027
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Print leglbly., Mark appropriate boxes D wilth */® and ues saparate ahaal If necassany.

L. PERSOMNAL INFORMATION

2. 5LRMAME

| FIRST MAME

YaealnlUnaidn

MI'I Amem .f!'n-n

m ln 1

(s B

rrf r"1|

EMPLOYEE PERSONAL DATA SHEET

Schoedule:

Tezawimy Le=aad:

5, PLACEGQFBIRTH

Cebw C ity

B SEX

D Mala O Female

7. EIVIL STATUS

B Single DWidowed

DMarried DSeparated

MIDDLE MAME antetillo 2. NAME EXTENSION (8.g: dr., Sr.)
4, DATE OF BIRTH (mm/dd/yyvy) l |l 3% /200] |17 resienTiALADDRESs | 0196 -A Baguwo A
Fi Rampd 1., Cogon

Ramof, Cebu Cihy

ZIF CODE

(r 000

18, TELEPHOMNE NGO,

DAnnulled DOthers, spacify

2. CITIZENSHIP Filloina
8, HEIGHT (m) L%
104 WEIGHT (ke) 49 kg
11, BLOSD TYRE )+

12, GEIS ID:NG,

1S, PERMAMNENT ADDRESS

oAl -A Daguio Apt

F" ,J'z’{',rr-&j -j'1|' {-u"'_'-‘ i
Reamtl, (ebu (i,
-

ZIPCODE

(s oCO

200 TELEPHONE MO\

13, PAG-HBIG D NO,

1213042318412

14/ PHILHEALTH MO,

|d-2853%1%426-C

15,555 N,

06 449346 -

16T TIN

24, EPOUSE'S SURMAME

FIRST MNAME
MIDBLE NARE

I, FAMILY BACKGROUMN

21 E-MAIL ADDRESS (IFany)

Aicid ed Uy L'J.L‘?:’ﬂqlm.

22 CELUPHONENG, (ifany)

0A4LIF0aX 207

22 EMPLOYEE | DING,

141

PATE OF BIRTH
{mmSdd Ay

QECURATION

EMPLOYER/BLIS, MNAME

BLUSINESS ADDRESS

TELEPH I:?N B MNCE

{Contihlie sl separata shaat [fnecess &yl

26, FATHER'S SURNANME De Suyn 04 214 /193
FIRST NAME John "Rt:-dfr"f{‘.k
 MIBDRLENAME LLD aﬁ_u.q
27, MOTHER!S MAID ERPNANE ; -
SURNAME Mopleceillo ] o ;433
FIRST NAME Belen
MIDDLE MAME Moptve

25, NAME OF CHILD

rite fullname and listall)
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37 a. Have you ever been formally charged?

b. Have youiever been gullty of any administrative offense?

DvEs Do
|f YES, glve details

Dves ,Efwcl
If ¥YES, give cetalls

38, Have You everbear convicted af any erime orvisiation of any law,
decree, ordinance orrepulaticn By any.court ertribunal?

Dves ’Ech
If YES, give detalls

35, Havayou ever been'separated frem the service Inany following modas:
resignatiomn, retlrement, drnppﬂd frefmitherdlls. dismissal, termination, endof
tarm, finlshed contract, AWOL an ﬁh-sad aut; Inthe public arprivate sectar?

Dyes PND

IT ¥YES, glve datalls

40, Have you everbeena candidate [ne national orlocal election
(exceptiBarangay electlan)?

Dves 7. [Nla]
IT YES, glve detalls

AT FUrEUBnt Lo (8} Indigeno Ul-—Fiuprﬂ 8 Al (ﬁ B37 1 (b M Egna Carta Tor Disablad
Fersons (RA ?‘z‘r?'}. fnd SalaiP arsnts Velfare Act 2000 (RA B572), pleasa anawer the
follewing items:

4. Areyoua mamberof anyindligenous Eroup?®
b. Are differentlyvabled?

c. Areybu a soloc parant?

Dves Bro
If YES, glve please spec|fy:
DvEs Pro
If ¥ES, glve please specify:
Dves Bro
I f-¥ES; Eive please specify:

42, REFEREMNCES {P arsonone trelated by ceneanguinity or affinity to Bpplicent/appaintes)

NAME ADDRESS TEL NO.
K{Lﬂﬂ{jh Uﬂﬂ[‘ffr Ph“ﬂm LifE Ffl('l-i fl‘;u V'f‘ufff—'ﬁl .Hf”_,[" DQ."@{}&J’? qn‘}
Chriion Dgfhund ok Coradp Avenul (amputhal  (ehe il |09 (8229902

al{ly Juiu.'-._ﬁ Nedator DEPED ( ebu province

09C33 285¢ 2/¢

43 EMPLOYMENT RECORD [latest)

COMPANY MANME POSITION

FROM

TO

Cudtne, SCAUICE Aot

Merehy a8, 2083

M’THE-JH GIF"F:a.ﬁ;Jn denwnee Ph;‘”?ll'lﬂf

Jeot. 9¢,2022

ragulationsofthe Republie afthe Philippinas.

I'alsoauthorize the sgency hesd/authorlzed representative to varify/valldate

44, ldeclare underoath thatthis Personal Date Sheet Has bean accomplishad by me, and|s a
trile, correctand completa statemeant pursuanttothe provisions of pertinent laws, rules and

the contents stated Rarain, | trust that this information shall remaln esffidential,

1D ploturs taken within the last
8 montha 3.6em. X 4.8cm
(pesspOo Tt slza)

COMMUNITY TAX CERTIFICATE MO,

ISSUEDTAT

if /
ISSUED ONimmydd fAnvy)

BIGHT THUMBMARK

Computer genarated or xerox
copy of ploture is not
Bceaptable

IM CASE OF EMERGEMNCY:

Kagen Mac k. Deduyo

o

Please Contact:

Contact Mumber:

£
dba
ax)

WA,
a2

SIGNN{':

04962 19 5 J0la

didtec

Relatian:

DATE ACCOMPBLISHED
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

l, Mﬂ- h""'f_ftl"“ dofiar 1A DESWS0 hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both publicand private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or abtaining other
information which may be material to my qualifications for employment, A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the eriginal
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 coples 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 arize from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

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

Applicant Name: _Ma.. hﬂﬂﬂlﬂ ofia M- Desuyo

Present Address: 0laL-A T Ranod \ﬁ-,[ﬂ_f an. Rennaf y Cebd EI{B

Soclal Security Number; 06 - 44t it -2 Date of Birth; /& [2% [>00]

Signature;




iPloy Incorporated

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

SIGN-ON BONUS POLICY

Policy:

The purpase of the sign-on bonus paolicy 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 af money that is paid to an employee as gratitude for
joining the Company. The sign-on banus is subject to taxes.

Eligibility for Sign-On Bonus:

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

e Aregular employee
* No resignation submitted befor

e the releasing date of the sign-on bonus

e Must not be on any form of floating status
# Must not be on Floating, AWOL, Terminated and EOC status or other forms of

separation
* [Must be an active employee or

Releasing of Sign-On Bonus:

* The release of the sign-on bony

the release date of the sign-on bonus.

s 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, _i.-fr.:-u will be notified immediately.

i

Acknowledgment

| hereby acknowledge that | have read:;
of the {Eﬁxlsig?ﬂ: bonus policy. |

Mg. }:nﬂ]EE- .
Signature O\%:?'ﬁﬁnted Name/Date

understand, and agree to the terms and conditions
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UNDERTAKING

This document verifies that | have read the policy listed below and have discussed any
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 :June 13. 2022

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

Ma. Angel v peduyo fﬂ/’ 0&[s023
Employek fYame and Signature Date

jmdtﬂ Mett o fﬂftﬂvi/;ua.’a

Onboarding Specialist Name and Signature Date

Noted:




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

“Gift” means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is not exchanged. Payments for travel, entertainment and
food are also considered as gifts. '

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

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

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

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

Employee Acknowledgement

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

Name: [Ma. f\mjﬁiﬂ {ofa M. Desw b

Signature: y Lo I, T £ ‘E}&J}d}‘&"}




iPloy Social Media Policy

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

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

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

* Publishing material that is defamatory, abusive or offensive in relation toany employee, manager,
office halder, shareholder, customer or ctlent of the cumpanv;

¢ Publishing any confidential or husiness—seﬁsltiue information about iPloy;

¢ Publishing material that might reasr:nr'-al:nl1,,-I be expected to have the effect of damaglng the
reputation or professional standing of the company.,

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

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

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



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

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

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

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

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

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

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

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

L ]

Always remember on-line content s never completely private;

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

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



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

Specific Managerial Responsibilities

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

Enforcement / Progression

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

Infractions for this policy is tagged under Level 2 offense and fu!lmn.i' these progression:

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

Employee Acknowledgement

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

Name: Mﬁ- #\ﬂp}{?!m - Jh“ﬂ kAL DFILEEJG

Signature: %/ Date! fﬂfﬂ} f 20%
] |
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Date February 22,2018 | 1 - |
To < ALL EMPLOYEES CONCERNED !
From : Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM UN HIV/AIDS

4q.

OBJECTIVE

11, In conformity with Republic .I"k.dT Mo, 8504 pthanwise known as the Philippineg
AIDS Preéventidn and Control Act of 1958 whn'_';h recopmizes workplace-basqa
programis as a potent tool (in addressing HIV/AIDS: a5 an international
pandemic prablem, this company policy 15 hereby issuéd for the information
and guidance of the ert:plcwep.a in'the dawrmsli treatmient and prevention of
HIV/AIDS in the workplace

- ! : i .
1.2, This policy is also aimed at addressing the stigma attaghed to HIV/AIDS and
ensures that the workers' right against discrimination and confidentiality is
maintained

COVERAGE

211. This Program shall apply to .-_*|;1I employees repardless of their employment
status !

IMPLEMENTING STRUCTURE

3.1. Iploy Iné. HIV/AIDS Program shall be managed by Hs health and safety
committee consists of réepresentatives from the different divisions and
departments. f

POLICY STATEMENT I
4.1. BASIC INFORMATION ON HIV/AIDS

4.1.1. What is HIV/AIDS? ;
4112, It s a d!EE‘rré caused by a wirus 'called HIV |Hu|rmru
Immunodeficiency Virus). This virus slowly weakens a perso
ability to fight off other diseases by attaching itself to and
destrpying important cells that control and:support the human

| immune system.

4.1.2. How HIV/AIDS is transmitted?
] ; !
4121, Unprotected sexwith an HIV infected person;
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5. GUIDELINES | i
5.1. Preventive Strategies

15.1.1; 'cr.inildu:t- of HIV-AIDS Edugation,

14.1.3. Is there acure?

li i
2 1
. |
|

|
|
4.1_.2@;. From an :nfer.tec# mother to har' child {dhrmg pregnancy, a

hfrththugh breast feedling}, ' [

4'.1.2.3|, Intravenous drug yse with mnl‘anﬂ;inated ne‘_edies,

i } | i T

4.12.4, Transfusion with infected blood :arifd blood products; and !
' . ' 1.

4.1.2.5. Unsafe, unpmleci_ed contact with; infected blood and bleeding
wounds of an infected person, |

l | |

{ ' o

4.13.L Nc However, thare are antirets uu-ral drug mmbmatm-ﬂ that
are avallable when properly used, :repult in prolonged survival of
peapl& with HIV. Holistic care of paaple Itulng with HINV-AIDS and
| comprehensive treatment of oepportunistic  Infections alsq
dramatically improve guahw of life. | | 5 '

| | ¥ 1

4 ¥
[ i

I

(] ! |
i { | i

i | |

b

5.1.1, 1' Who will cunauc:? :? vl A
THE Medical Clinic of Ipl-bv Inc._in murd;nanan n:h thie Health aru:l'
Safptv Committee shall c‘pndur:t HIV-AIDS aducatibn to all employess
far free, IThn-:. shall also form part of thnb orientation of newly hired
-Empfwees The standanjazed information package developed by the
D&ﬁ}artmenr of Labor and Emplayment {DDLEI n,'ﬁa'g be used for th:r1'
DUHWE'E : | i ;

5 1.1.2I How will it be cnmliucted? | :

i J

L]
The HIV-AI0S Educatmn*-wﬂl be cunductpd thrﬂi,jgh distribution anj'
.pushng of IEC matenais lectures, - colinselling] and training an
mfurmatlnn on adhenence to standard’ ﬂr unw:ersa'l precautions in the
wurkpiace 1 |

| \ |

:5.1.}'!. Scrﬁenmg] Diagnosis, Treaftment and Ftefer%ral to He{plfh Care Services

' |
5.1.2.11  Screening for HE‘H’ as a prerequmte Lo émpmvment {5 not

mﬂndaimr-,r

- I 4T 2 The company shall encourage pualtwe heaﬁﬂ seeking behay :nrl

15

fhruugh Voluntary Ccrunﬁelmg and Tﬁ5t1ng i |
il
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51.23. The company shall establish a. referral! system and provide
: access to diagnostic and treatment 5che5 for its workers. Referral
| to Social Hygiene Cimn:s of LGU for HIV screening shall be farllntated

by the company's Tﬂi‘dlt3| clinic staf‘f' ; |

!

. 5.1.24. 'The company shall likewise faciliTate"atcess to livelihood

assistance for the affected empluyea and his/her families, being
| uffered by other gnvernment agertcui&

6. spcm POLICY ! - {
' i i

6.1. Non-discriminatory Policy and Practices

6.1.1, Discrimination in anh.r form from| pre- empiﬂvm?nt to  post-
employment, including hiring, promation or ass:gﬂment termination bf
employment based on the actual, percewed or stﬂ;pected HIV status of
an individual is prDh|hltEd;

B.1:2: Wcrkpiace managemerﬁt of sick emp}awes shall not differ from that of
any other iliness. : !

| 1 KA.

6.1.3. Discriminatory act dcne by an officer or an employee against their

co- ﬂfﬂcer or co-employee 511all likewise be ﬂenalized

[} g '
6.2. CanﬁdeprlaliwﬁNaniackosurq Policy i ! I
| | : | 1 o
6.2.1. Access to personal data relating to a: worker's HIV status shall be
hound by the rules of canfidentiality cnnbnstent wnh provisions of RA.
35[14 and the ILO Code of Fractrce
| : |
! 6.2.2. lobapplicants and warhers shall not be dcmpelle-ﬂ to disclose their
HIV/AIDS status and otherrelated medical Infc:rmatlfon

6.2.3. Co-employees shall nabhe obliged to réveal any personal information
relatrng to the HIV/AIDS sl:atus of fellow wm kers, ! .

| | |
i I' A 1T a
6.3, Work-Accommodation and Arr.angemen[

£3.1. The company shall take measurey iﬂ reasanably accommodate
Emplweeﬁwlthﬁlﬂﬁrelated illnesses. | [ Vg

B.3.2. Agreernentﬁ made Eetween the cumpany and employee's
representatives shall rﬂﬂeu measures that will support workers with
HIVIAIDS through flemh!e, leave armngermams. rescheduling of working

time and arrangement for return to work. | i |
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

1

7.1. Employer's Responsibilities | | !

7.1.1. The Company, togethet with ernplul,aees;‘ labor organizations, comparny
focal personnel for human resources, safety and health personnel shall
develop, m‘!plement manitor and evaluate the Wnrkplacp policy agd
program on HIV/AIDS. ! | .; _

7.1.2. Provide information, ﬁdUCHtlon and ’I.‘ram:ng on HIV/8IDS for s
workforce. . { .

7.1.3, Ensure non- dlscnmma’mw practices |r1 the warkplace and that the
puric-,r and program ﬂdhf-“‘l‘E‘b to existing legislations hnd guidelines.

7.1.4, Ensure confidentiality q:[ the health 5t.j;~tu5 of its employees and the
access to medical recordsiis limited to authorized personnel |

7.1.5, The Company, thmughitts Human Remurcea Department, shall see to
it that their company pnllw and pmgfam |r. adequate]v funded and made
known to all employees, |

7.1.6. The Health and Safet-,f Committee, Lngethﬁr w!tih employees/ labbr
organizations shall jointly review the policy and pragram and continue to
improve ‘these by networking with guvernment and organizations

promoting HIV preuentlnri .

§ | "
ha! Employées’ Responsibilities ' ' !

| -
i i

7.2.1. The employee's orgamization shall undertake an active role in
educating and training their members on HIV prevention and contral
Promote and practice a hialthy lifastyle with empﬁasis on avoiding high
risk behavior and other r:ik factors that: expcsu wm-'kers to increased rikk
of HIV infection, ;

T2 Ei-npln'graes shall practicé nun-discriminatow acts 'agains! co-employess
f |
7.2.3. Employees and their or{gamzatton shall inot havd access to personnbl
data relating to a worker's HIV status. f g 3

1.2.4. Empiuvees shall mmph with unlvers:hl precaution and preventive
measures, {
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. 8 IMPLEMENTATION AND MONITORING
! |
8.1. The Safety and Health Committee or its counterpart shall periedically manitor

and evaluate the implemerttat;irm af this Policy.and Program

9. EFFECTIVITY

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

every employee

L
I

u \; X

iy

Prepared by: Jo Hanna R lecio
Human Resources

¢

.r"-_ $ ‘-\.H_‘;
Reviewed by: .ﬁ.(fredﬂ F.I.l;'&q\ar;llmr. !
D‘Hertm of Pp}qratmrm !

i |
Approved by: Yisroel Y_Gissinger
CEQ
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Date :Januar'-.r 1, 2018
To : ALL EMPLOYEES C{)NCERNED
From : Human Resources
Thru : Operations Manager !
Subject  : WORKPLACE POLICY AMD PROGRAM ON TUEEREULDE!S (TB) PREVENTION
' AND CONTROL |
1. OBIECTIVE ]

4

1.1.To assist the government in Its chmpaign against Tuberculbsis (TB) in compliance
with the Department of Labor and Employment's Department. Order No. 73-05,
series of 2005 - Guidelines for' the Implementation of Pplicy and Program on
Tuhercu!asis (TB) Prevention and Control in the Wurkpiace.

! , |

1.2.To provide initiatives to preventithe outbreak and spread of tuberculosis in the
workplace, and to treat, care, an;ﬂ suppart employ@eg wha becume afflicted with
tuberculgsis

2. COVERAGE | 5

:. . | |
2.1.This Program shall apply to all employees regardiess of thelr employment status,

3. POLICY STATEMENT :
3.1.The company seeks the preventipn of the spread, of tubergulosis, as well as the
| treatment, rehabilitation, and restoration to wark of employaes who contradt
this disease. To achieve this goal, all employees ate strictly mandated to undergo

an annual physical examination with the requisite chest x-ray.

3.2.Al50, In line with this, a TB awila-renEﬂ urogram: shall be undertaken through
information dissemination, whlcﬁ shall include itsinature, frequency (occurrencp
in a selected population) and dransmission, treatment w[th Directly. Observed
Treatment Short Course (DOTS), and control and management of TB In the
workplace. This shail be handleg by the Office of Health Services (Infirmary) or
the partrier health provider of thD‘f INC. I cun}unrtluniwith the Operations
Manager and office of Human‘ Resource through the mmpanvs accredited
health provider, |

3.3.The DOTS is a comprehensive Eiratﬂgy to contral T8, and is composed of five
cumpunehts. which are: | i .

{

3.3.1. Political will or commitinent to Endurrng sustained and guality 8
treatment and contral activities;

3.32. Case detection by sputum-smear mlc:‘ﬂscﬂpy among sympromatic
patients, {
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3 3.3. Standard short-course ch umuthprap',r using reg:menﬁ of 6 to 8 manths for
all canfirmed active TB cases (i.e., smear pﬂsrtwe or those validated by the
TB Diagnostic Committee).  Complete :drug taking through direct
obsefvation by a des!gnatet{ treatment narl:ner .|:h.1r|r'nqlr the whole course of
: the treatment regimen; | { |
i - ! {
' 3.34. A regular, uninterrupted Eupply of all anti -tuberculosis drugs and other
mateﬂals ; |
] l . ]
| 3.3.56. A standard recording and irepurting system that allows assessment of cise
| ﬂndnng and treatment outcomes for each pﬂhEﬂ'I ahd a{ tuberculasis control
' program’s perfarmance uver,alr .

3.4, Empruveas* must be given prupe}r information on ways of strengthening their
immune | rEﬁpDnEES against TR 1nfe:t;nn .85 mi-’nrrnatlm'i on good nu[rmun'.
adeguate rest, avoidance of tul:tar.c,:l and aln.nhuf and gmd personal hygiene

| practices.. However, it should ‘hE underscored ithat mténswe efforts in the
prevention of the spread of the disease must be geared towards accurate
mf::-rmatiun on its etielogy and cnm plete perfnrmance averdll.

B.Q.Imprwing workplace conditions: | ‘ i !

3 5.1, Td'ensure that contamination from TB aitborne particles is controlled,
wurkplanes must provide qdequate and abprupnata ventitation (DOLE:
Uc:upatlunal Safety and Henlth Standards, EJSHS Rulg m?s 01} and there
shall be adequate sanitary famllties for workerk, | [

13.5.2.  The number of Empiﬂve&i in a work area ahall not E!t‘EE‘d the required
number for a specified arga and shall ubﬁewe the 5tandard for space
requitement, (OSHS Rule 10&11 :

I
3 IE- ;Capability building an T8 awaren;.s raising and |ratmng on TB case Finding, Casel
| Holding, HEpurtmg and Recording of cases and the’ mplemehtatlnn of DOTS shall
be given to Company health petsonnel or the n{:v.:upatmrtal safety and health
committee. ; | ]
3.7,Soclal Polices i :

. | N | 4

3.7.1. Non-discrimnination: Emplbyees who have or had TB shall net be
dlscnmfnated against, Instkad, they shall be supported with adequate
diaghosis and treatment, and shall be entitled 1o work ffi'jr as long as they are.
certifled by the Company's iccreduted health: provider!as medically fit and|

i shall be restored to work as st:rnn as their illness is contrplled.

3.7, 4. Work Acgommodation: -Thrﬂugh agreemenrs made between the
management and the employees, work am:cmmudahnn measures Lo
suppart employees with ?TE is encouraged Ihrdugh flexible leave
arrangements, rescheduling of working times, and arrangements for return

]

Lo wo I'k {

T e B e i
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3.7.3. Restoration to Work: Ti:ie employee ma',j be allowed to return to work
with' reasonable working Jrrangements. ‘a5 determm{-ct by the Cnmpanvs
. Health Caré Provider and.ﬂ'r:-i the DOTS pravider, !

3.8. Employee Responsibility:

1
3 8.1. Empluyees who have syrhptoms of TB shall |rnmer.*latetv,r spek assistance
i from the Company's HealthiServices Provider, : '
h i
38.1.1., Anemployee who has the symptoms of TB,is required to initially
wear a face mask (especially while Inside the office) and observe good
h*,.rgmne practices, at)least until ﬁ&ulﬁred by @ competent medical
| practitioner to be safefrom transmission. i i Il
i
3.8.1.2.  Similarly, for those at risk, l.e,, those with fa"'nl'l',f 'members with TB
or thase exposed to & co-employee with TB, it would be prudent to
! observe the same guqd hyglene practices until declared free from Lhe
dlﬁeasE and safe from ¢ transmissnnn ; | |
| h |
182, Dhc& diagnosed to beiwith TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee 's choice. Hnwewr it is ln'rperatwe that the one
strictly adheres to the courke of treatment. | Failing to dutifully observe the
trea;ment course may give rise to cﬂmp!i:atmns 5u1:|1 as resistance or eveh
the fallure of treatment, which may make it Hard er o ;raat the infection and
result in a longer absence, : . |
1 I |
3.8 Zli An absence frurn work due to meditai reaanns of over six [6)
5 | months may result in the termination of one's employment 3
i provided for by the llabar Code of the Phlllpplrles under Art, 284 -
' Disease as Ground Fnr‘rermmatmn

3.8.3. Employees are requlred]la undergo an anfual compulsory chest X-ray
; through the Annual Ph-,rs:q':l Examination |f far aty reason an employes
| fails to secure a chest x-ray at that time, he..fqhe shall Iie directed to securea
! chest x- ray at an BCCfEﬂltEd clinic by hi5fher fespettwe Infirmary/Health
Eerlmlces ‘:
: : ! ; :
3.8.The Company shall ensure that a!ny- T8 nccurmncd i the whrkp!ar:e s traced and
| thatall ﬁ:}:macts are clinically asspssed, as much as feasible, 1' |
3.10. An employee afflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and who Is finally
declared to be in a3 non- cumrqunlcabie stage, may be dllowed back to work
subject tm being given a medical clearante by a Cqmpanv désignated physician,
| | ~ '
3.|11_ Empiweas (those al'ﬂrcu!l:i with the disgase or lguse identified under
contact tracing) who refuse 'to cooperate and dutifully observe lawful

-

: : i
| - \ I (i
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; .
instructiohs (undergo a medmalkhmk -up .ﬂﬂfur treatiment), may be subject to
disciplinary actinn proceedings h:rt insubordinition (the nervalr,-,f of which may
range up to the termination of nr‘le employment |

4, PROCEDURE

4.1.The respective Health Services df the Company [andmr Ehe contracted Heallh
Services Providet) shall coordinate with the ULLdp;J[IlH‘]ﬂ Safety and He alth
Center who shall provide preventive and technicall assistance in the
implementation of the Workplacg T8 Control and Management Program

4.2.An Ernpm'yilee who undergoes thel Annual Physical Enarnrnaffi::n with the reguisi

chest x- raj.r will have his/her rrremral record forwarded tolcompany Lilmcfllﬂl‘_'ﬂ

Empioyees wha fall to undergo the requisite anriual chest seray. shall be directed

1o secure ani at an accredited clmlc ar by hiaf"h:-r préeferrad Infirmary/Health
Services. ! ; |

4.2.1. These with medical findings shall be requirgd to und;ergr_: further medical

| check-up. All medical records in connection with this second/ further check-

up shall be submitted to} company clinic/HRD and his/her respective

Infirmary/Health Services, |

i |

42,2 The employee shall then murd nate with company L1|ruerF!D and hi sfhE'r

respective Infirmary/Health Sprl.r ices far the next 51L|.15

4.3 An employee who Is suspected to pe afflicted with T8, whethier as a direct suspect
ot by contact tracing, shall cooperate fully  with . hisfher  respective
Infirmary/Health Services (and/of the contracted Health Services provider). |If
the employee tests positive fol TB, the employee shall undergo the DOTY

| program tp its completion ; ! T
4.4 1f the employee needs to underge a leave of absence to recuperate, hefshe will
be allowed to usé the appropriate’ leave before he/she!may request to be
i permittedito go on a Leave of Ahknce without Pay (LOA) 4 |
44.1. The employee shall umerw the requis ue: protedure in applying for a
leave.
4.4.2. The Unit concerned 5hah ensure that the requisite procedures are
observed by the employees ar;d that the compdny clinic i 5 duly infarmed

4.5/An employée may he allowed to go on a medical Iéave of absence (without pay)
for a maximum period of six (6) 'i1::r&lt15 The r_ﬂni ernad eémployee shall submit
an application for a leave of absence before gmm; an, leave. Sad leave
application shall 'be subject to appmual at the m::de drwetmn of the Eﬁmpany

| Management , |

: . §

451, Thesame procedures under 4.2.1 to 4.2.7 shall be observed

1
I £
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4.6 After treatment, with a maximumiperiod of six (6] months ot lEave (without pay)
| an employee found to be curediu:‘ in a non m"nrmﬂlcﬂb!_q stage of TB may be
allowad back to work, provided that the emploves’s health shall continue to be
monitared during the annual physical examination with the requisite chest x-ray

or as may be deemed necessary by the Unit Health Services (Infirmary) or
contracted Health Services provider '

4.?‘!.1!12 employee returning to work s;.hallf be required by the Management to secure
a medical clearance fram a medical doctor choser by the Company belfore being
allowed to returr to work | : ,

4.8 The HRD will Initiate disciplinary pj‘crr.aemnp,a dAgainst any emplovee found to havi

| discontinued treatment in defiante of medical advice, or whorefuses to undergo
' the full treatment course prescribed. Likewise, emplovees who are ordered to
undergo 3 check-up due to mnj.m tracing but refuse tg.do so will also face
disciplinary action proceedings. In both cases,' the maximum sanction applicable
for insubordinatinn will be the 1i_"~’r1‘1'||:1.1t||::1| af enels emiployment, if it is deemed
warranted : ,

5. IMFLEMENTATIDN AND MONITONNG@

5.1 The Safety and Health Eummllleew its counterpart shall permdlca!h,r manitor an:'
evaluate the implementation of thus Policy and Program
|
6, EFFECTMWITY |

6.1.This Policy shall take place ﬂlre:iw‘e immediately 'and shall be made known !L?
every employee. 1 |

|
i [aﬁe | | |
Prepared by Jo Hanna R, acio \ i
Human Resources :
|
s (i ) '
Reviewed by: Alfredo P. Chmarillo Jr. !
DII'E:&F:GT af [}para! lons :
= ! i

Approved by: Yisropl Y, Glisinger
CED
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To  ALL EMPLOYEES CONCERNED f
From : Human Resources ' '
Thru : Operations Manager

Subject  : WORKPLACE POLICY AHD PROGRAM DHJ HEPATFT!E B

1. OBIECTIVE |

11.Iploy Inc| is committed to conform to the established .slftandards assurance ol
customer satisfaction, protechbn of our environment and health and safety in
the workplaces. 1 :

1.2.The company promotes and ensures a heaithy srviranment through its variolis
health programs to safeguard: its employees. And as gart .of the company's
compliance to DOLE Department Advisory Na, 05, Series pf 2010 (Guidelines for
the Implementation of a Workplace Policy dl"l{!' Program on Hepatitis B}, this
Program has been deuelupad| This program |s aimed to address the stgma
attached to hepatitis B andto ensure Lhai the empluvees right against |
discrimination and Lunfudemlahw is mamramed b
1.3.This guideline |5 formulated fmr; everybody's Iﬂ!rbrmailﬂn-anri reference for the

diagnosis, treatment, and prevention of Heﬁamu B.: This: will infarm the
employees of their role as we!. as the cnmpany in dealmg with Hepatitis B, A
healthy environment encompagses a good wwrkupg ﬂ-‘-Jdllﬂnshrp and great Uu'lpu.
for continuous business gruwth. | !

2. COVERAGE i !

2\1.This Program shall apply to all employees regardléss af theii employment status!

3. POLICY STATEMENT

3.1 Implementing Structure
|

3.1.1. Ipgloy Inc, Hepatitis B wwkplace policy and program shall be managed h'.r

its health and safety ccrnmultee Each division ar department of the

Company shall be duly rep@ﬁem_ed

3,2.Guidelinas :

321 Education :
3.2.1.1.  Hapatitis B shall be conducted through distribution and posting of
. IEC materials and couhselling and/ er lactures; and
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J
3.21.2!  Hepatitis B educaqmn shall be ipewh?nﬂed bv Iploy Inc. Medical
I:lmn: in close cr:mrdmaqrun with the rreatth ard sal;ets_.r commities.

J
13,242, Pr:e?uénllvm Strategies : l
i - '. J it
. i o
3.2.2.1, Allemployees are encauragrd to hF immunized against Hepatitis
B after securing clea ran‘u:e from their phvssman [
il {421
3.22. Ej Workplace ~:~an11an}:ln and propar w.‘#f.te manigeme nt and disposal-
i ‘shall be manitored hﬁr’the health and ﬁafenr mmmutee on a regular
| basls. !

) |
i [ |

322 3& Personal pmleclw? equipment shailnhe mada{avaliabre at all times
for all employees; and ! 1§ {
§ 1 | 4
! 3:.2.2 di' Employees will be hweﬂ training ané mlurmailnn on adherence to
$tandards or universal ﬁrecautmns in thmwurknla

'I |

4. SOCIAL PDLIE‘r’- j i

) I

.- =.
Nun-dis:riminamr‘.{ Policy and Practices i
} { i
.3 131117 There 5ha¢ be no tiﬁcﬂmiﬁatmn daf any form against
: employees on the1ba5|s of their Hepa‘llt:s Estatus consistent with
.: the international agreements on non- m'-:cqmmannn ratified by
' the Philippines (ILD €111) Emnlwms shall nat be discriminated
|
)

i 41.1.1]

against, from p]‘e to post En}p!uymen including  Hinng,
f promotion, or assignment because bf their htmtms B status
i 1 i it
4111.2. wﬂrkplaceimnnagempnl of $|L'i|'.' emplpyees shall not differ
. H from that of any pthEr illness, F’ér‘snns with Hepatitls B related
' [ illnesses may wnrh far as long as. lhtv are medically fit to work

41,12, Confidentiality 1 ]
1 !

i 4.1.r1.2.1. Job applicapts and emnl‘nve}es shalr nul. be compelled to!
, disclose their HE&Jautls B status! and nrrim related medical
f Information. Co-employees shall rqm be uphgad to reveal any
personal Informaton about their ?I'elluw employess. Access 10
personal data relating to emplayee's: Hepatitis B status shall be
; baund by the rules on cnnndantiahw anid shhll be strictly llmitedi'
| I tomedical persunﬁer or if legally req uired. !

4-1,1,3.; Wnrk—ﬂﬁ:nmmﬁda?un and Arrang_erhr.'n'r
a 1 5 |

4.1..1.3.1. The company shall take: maas-.:res to reasanahw .
accommodate errlpiuvees whao ill‘i’.', Hepalltli B positive -or erh
Hepalitis B - related ilinesses.

e T ey el B



1
Py bngor poratisd

i
® |
|
y ]
11tk Flaar BISY Towe 'I 9
i Maffi= !ll
i

41.1.3.2 Through! agreements maide between management and

' employees’ reptesentative, measures to support employees with
Hepatitis B ar-ig encouraged tu:,;) work I':hmugh flexible leave
arrangements, F‘EEEhEduhn? of '.-mrkmg time‘and arrangement for
return to work, |

Paricad fr Aoad Cebai Bumineria Park
Cobar iy G000

4.1.1/4. Screening, Daagﬁnsn Treatment &nd Referral to Health Care
| Services : ' ~_ !

41141, The company shall Esiahhﬁh a referral system and provide
. access to dlagnd;!stnc and treatment services for its employees for
1 \Bppropriate mEchaI evaluation/ r‘nnnilufing and management
: |
41101.4.9 Adherente to the gurdehnes for hga]lhcare providers
the evaluation|of Hepatitis B, positive | employees |5 '*ughll.f
encouraged. ! -

1 i
‘u

4.1:1.4.3. 5creennng tor Hepatitis B ds. a prerequss.zte to employment
shall not be margdamn.« !

4115  Compensation
1 | i
4.111.5.13 The c-::-n'ipanl.r shall provide actess to Social Security
System and Emfalwees Comperisation berefits under PD 626 lo
an employee contracted with ; Mepatitls 8 infection in the
perfarmance of his duty.

. 1 . ;
5. ROLES AND RESPONSIBILITIES OF EM?LD\"EHS AND EMPLOYEES ' |
i | i :
5.1.1.1. Employer's Respdnmbslitles T
51,11.1, Managenient, together with employees’ orpanizations,
company focal &ersunnel for human resolrces, and safety and
health permrme! shall develop, mplement monitar and E-ualuaqe
the workpiace pdlicy and pmgrarn on Hepatms B.
5.1.1.1.2, The Heaigh and Safety C:::»r,’nmntee ghall ensure that thelr
[ company policyland program i§ adequatély funded and made
known to all employees.
. |
I 5.1.1.1.3. The Human Resources Department shall ensure that their
' policy and program adhere to exldting legislations and guldelines,
including provisigns on leaves, benefits and nsurance.
. { ' :
5.1.1.1.4, Managenient shall provide information, education and
| training on  Heépatitis B for its 'workfaree cansistent with the
' standardized basic information: packagel developed by the
Hepatitis B TWGy if not available within the establishment, then
provide access ta information.

e Al
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S 1.1L15 The cnmpa w shall ensura non msc:nrnur‘-:mr-,r practices in
the workplace. | -

5i1.1.1.6. The mahagement together with, the company focal
personnel for human resources and safety and health !:-hlall
provide appropriate personal protective pquipment to prevent
Hepatitis B exposure, especially for employees exposed to
potentially contaminated blood or body fluld,

5:1.1.1.7, The Health and Safety Commitlee, together with the
employees’ urghruratiur:& shall fjointly r&view the policy and
program faor EFTEF.EWEHE'ES and continueite improve these by
networking with government 'and organizations promoting
Hepatitis B urev%n.l.-r;n,

9:1:1.1.8, The mrnparw shall ensure confidantiality of the health
status of its emp,rnwr;"s including those WIH" Hepatitis

SRkl e The human resources shall ensure that access ta medical
records is limited to authorized personnel. -

1,2 Employees Respomsibilities

Sl The Emulhvees‘ grganizatipn is required to undertake an
. active role In educating and training their members on Hepatitis
B prevention ard contral. The IEC program must also aim at
promoting and practicing a healthy lifestyle with emphasis dn
avoiding high risk behavior .élmri othdr| risk factors that
Bxpose qmpmyeea to Ifereased irisk of Hepatitis B
infection, f'lf]r‘SI:ﬁE‘ﬁI. with the standardized basic information
package deuelnp?d by the Hepatitis B TWG,
| |
531322 Employees shall practice nurvdmcri[‘nlnatnw acts agaun{r
co-employees on the ground of Hi?l.'bal'r'l.lﬂ B status
5.1.1.2.3. Employees and their arganizations shall not have access to
personnel data relating to an employee’s Hepahtu.-. B status. The
rules of confidentiality shall apgly in E.}i‘T'-.I’IHE out union any
grganization Functu:ms - i
51124 F*ﬂplﬂyaes shall comply wlhh the universal precaution and
the preventive :hi-:d'suan _ :
|
5.1.1.25. Fmplm.reeﬁ with Hepatitis B may inform the health care
provider or the ¢company physician on their Hepatitis 8 status,
that is, if their wérk activities may increase the risk of Hepatitis B
infection and trapsmission or put | rhe Hepahm B positive 3t risk
for aggravation. 5 - | l
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IMPLEMENTATION AND MONITORING

| 4 | | :
6.1, Within the establishment, the implementation ofithe policy and program shall be
monitored and evaluated peripdically. The safety and health committee or |ts
counterpart shall be tasked for this purpose i

EFFECTIVITY | !

7.LThis Policy. shall' take place effactive immadiately and shall be made known to
f = |
every employes, '

-l |: Illu:_l LB; v ;
Prepared by: Jo Hania B, Melecio ' ' '
Hurmiar Resources ) ' :

1
Reviewed by: Alﬁ'egf.ﬂg‘;_ arillo Jr.
Dire:tllqt of Pperations |

CEQ
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Date January 1, 2018 . ! ;

To| ﬂnLL EMPLOYEES CDNCEHNED |

Frr.l_m  Human Resources ' { |

Thru : Operations Manager | ' &

Subject  : DRUG-FREE WDRKPLACE POLICY AND PHDG RAM

1. OBIECTIVE

11

1.2.

| elements! i 11
2. COVERAGE | 1 4
2.1 This Program shall apply to all; employees regéirdiess of: their employment,
| status. \ ; '| :
3. POLICY smmi.ar—:m | : :

3L

3.2.

3.3

3.4,

{ ]
!! »

| ] ;' . |
In compliance with Article V -::F ‘Republic Act No. 9165, I:rharwﬁe known as
the Comprehensive Dangerous E}rugs Act of 2002, and its! implementing Rules
and Regulations and DOLE Dapartrnem E)r{ier No. 5,4*{13, series of 2003

[Gmdelmés for the rmpiementémn of a Drug-f Free Wc;-rkp!am Policies and

Pﬂ::grams for the Private Sectnr} Iploy Ing, hereby at‘ﬂﬂpts the lﬂllmwmé
" policies and programs to achieuta drug-free wutknlace 33

Eumpany policy s to mamtmma workplace I'reil of llieml drugs. To ensure

that the objectives of the company's corporate policy are met, the company
is implementing this drug-free program, The! pmgrarn wﬂi have the following.

The use, qusses:.mn sullcltatmn’fnr or sale of dangemumdrugs an company |,

prem:ses or while performing ar! assignment, ' T

Being rmqaired or under the 1rﬁ1uente of dangkruut. drugs away from the

company, if such impairment n[ influence advel‘seh,r affegts the employee's .,

| work performance, the safety of the employee or of nth.Prs or puts at risk

| the company's raputarmn ; ! (o

Possession, use, solicitation i‘.:'_lr:l-I or sale of dangEruuﬁ drigs away from the

company premises, if such actlwn,r ar inuatvemenl adversely affects the

| employeg’s work performance, I‘thv safety of thé Empluwﬂ or of others, or
| puts at risk the company's repuwtmn g t |

The presence of any detect b!e amount of dangergus drugs in the
employee's system while at Wﬂ;!

while on company business, D‘Hﬂgernuf. Drugs“ include those listed in the
SEhEdul’Ei annexed to the l'ﬂﬁ& Single Convention an.{iarﬁunc Drugs, as
| amended. by the 1972 Prnmcn[; and in the Schadules annexed to the 1971

4 |
1 i
‘!

I il i ey, i

while on 'the premls.es of the company, or |
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4. MANDATORY DRUG TEST

4,1,

4.2,

4.3

Single Conventibn on Fs?chmrnplc Subsiances as gnum&rated in the

attached annex of R.A. 9165. ‘ | Al

|. 1‘

— T

To ensure that only those qualiﬂed shall be s.rreezned anﬂ recruited to prevent
the detrimental effects (e.g, lower productivity; pamr decision making:
increased occidents; more r:-::}npensauan claims; and' ?educed team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be réqmred for pre- emplnymaht

Iploy Irc. designates cumpiny accredited 'or affilisted center, a du[v'

accredited drug testing centa‘r by the DEparfment r::hHeaith (DOH), as its
authorized drug testing !at::nratnr-,r
) . .

The Cqﬁﬂpanf ‘may also conduct drug testing under any of the following
circumstances: } \ |
4.3.1. RANDOM TESTING: Offijcer/employees may be 5e|ected at random for
drug testing at any interval determined by ‘the Com pany

!

4.3.2. FOR-CAUSE TESTING: 'I1he company: rniw ask an officer/employee rn
submit to a drug test at any time it feels that the erﬂpinvee may be under
the' influence of drugs, lincluding, but pot limited to, the following
cumumstances evidence q]f drugs on or about the gmplwee 5 persor or
in the employee's VIEII‘IItﬁ. urusual cmndun on thelemployee's part that
suggests Impairment ori influence of -::lrugs negative performanpe
patterns, or excessive and unexplained ahsemeeu.r.rq or tardiness. '

4.3.3. F‘DSFACCIDENT TESTH*!E Any ufﬁcer,fammwee involved in a "Near-
Miss incident or “Work: Accident” under circumstances that suggest
possible use or influence of drugs may be ,asked to aqbrmt to a drug te
As defined herein, “Near-Miss” means annnmdentanslng from or in t I\E
course of work which cuuld have led m m;unes or fatalities of the
workers and/or cnnmderﬁbiﬁ damage to the empir:wer had it not been
curtailed. “Wark Acﬂqd?nt refers | to unp}anned or unexpected
occufrence that may or] may not result in personal injury, propenty
damage, work stoppage hr interference or any Lthinatmn thereaf of
which arises out of and in the course of emplnvment

4.34. Alldrug tests shall emp}nv, among Dth:-‘.'i‘ﬁ two {2} testing methods, the

screening test which will geterminie the pasitive result as well as the WPE '

of the drug used and theicnnf:rmataw rest which wlll confirm a positive
screening  test. Where | the confirmatory test! turns positive, the
cﬂmpanvs Assessment Tgam shall eualui!te the r‘esults and determine

'r

o F el Fow'e -
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the level of care and adn‘tlmstratwe mter*dentmns that can be extended
to the concerned emplayﬁe ! j

435 |ploy Inc. shall infarm 1he officer/emplbyee who was subjected to a
drug test of the test-results whether pasitive or negative.

1
4.3.6. All costs of drug testing shall be borne by Iploy Ing.

5. TREATMENT, REHABILITATION, ANE}! REFERRAL
1
5/1. An officer/employee who, rcn the first time, js found positive of drug usn
shall be referred for Lreatmer-t andfor rehabilitation %n a DOH accredited
center. For this purpose, Iplmf* Inc. shall provide & hst'ﬂf at least three (3)
accredited facilities which aneEmpruvee who \was tested positive for drugs
may choose from. \ !

5.2, Following rehabilitation, the gompany's Assessment Team, in consultatian
| with the head of the rehabilitation center, shall evaluate the status of the
drug dependant employee and recommend tol the employer the resumption
of the employee's job if heﬁshe pOsSEs No Sertous danger to his/her co-
employees and/or the wurkp!au:r.
i |
5.3. All costs for the treatmenh and rehabllitation of 'the ‘drug dependent
 employee shall be charged to his account. The ppn{ad during which the
employge is under treatmei'lt or r&habllltatmn sha#l be cansiderad as
authorized leaves. i |
: ! . |
5.4. Repeated drug use even aftar ample ag#ortunlw'i; for treatment and
rehabilitation shall be dealt with the corresponding penalties under R.A 9165
and is a ground for dismissal. |

3

6. ADVOCACY, EDUCATION AND TRAINING , |

3 ; |

6.1. Iploy Inc. undertakes to increase the awarenegs and education of its officers

and employees on the adyerse effects of dangerous drugs through

continuous advocacy, education and training pmgram;’actmtm to all its
officers and employees. : . |

6.2. All officers and employees ars.; required to undergo an ¢rientation/education
program before: assumption qJF their respentwe duties, The program shall
include the following topics: ] !

: ; |
6.2.1. Salient features of R.A. 9165; §

6.2.2. Adverse effects of abu.ée and/or misuse of dangerous drugs on the
person, workplace, family and the community;
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6.2.3. Preventive measures against drug abuse; and
6.2.4. Stepsto take when intervention is needed, as well as avallable services
for treatment and rehabilitation ! '

To encourage all officers and ‘'employees to lead a healthy lifestyle while at
work and at home, Iploy Inc. undertakes to conduct the'following activities as
often as possible: 3 -

6.3.1. Lifestyle  assessment . programs oh' healthi nutrition, weight
managemaent, stress manégement, alegholiabuse, smoking cessation, and
other indicators of risk diseases; | ?

6.3.2. Health wellness 5creﬁmng; le.g t:mbd ;Jreswre agnd heart rate,
cholesterol test, blood glugose, etc.);

£.3.3. Sports, recreational and fun-game activities; and |

6.3.4. Other activities promoting health and wellness '

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

il

7.2

N3

Iploy Inc. shall ensure that ‘he workplate golicies and programs on the
prevention and control of daggerous drugs, including irirug testing, shall H’E'
dissemninated to all officers and employees. The employer shall obtain'a
written acknowledgerment from the employees that the policy has been read
and understood by them ,

|ploy Inc. shall maintain the a::;nﬂr:lennahlv af all information relating to dr&ng
tests or'to the identification gf drug users in the wnrkplace exceptions may
be made only where required by law, in case of overriding public health and
safety concerns: or where such exceptions have been aytharized in writing by
the person cancerned. !

All officers and employees shall enjoy the right to due process, absence ol
which will render the referral éI'GEEdLIT(‘ ineffective

8. CONSEQUENCES OF POLICY VIOLATIONS

B.1,

8.2

Any officer or employee who uses, possesses, distributds, sells or attempts to
sell, tolerates, or transfers dangeruu, drugs or otherwise commits other
unlawful ‘acts a5 defined unrcir*r Article |l of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent: provisions of the said
Act. . :
Any officer or employee found positive for use of dangerous drugs shall |}{-‘
dealt with administratively in accordance withithe provisions of Article 282 of
Book VI.of the Labor Code and under RA 9165.
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9, IMPLEMENTATION AND MONITORING

9.1.1. THe implementation of these policies and programs shall be monitored
and evaluated periodically by managerhent to jensure a drug-free
waorkplace. For this purpose, an Assessment Team shall ‘be constituted in
accargance with D.0. 53-03 i

10. EFFECTIVITY
|

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

11, ATTACHEMENT

151, Drug-Free Workplace Palicy and Program Acknowledgement
¢ [. [th : |
| ) i | i
(L]
Prepdred by: Jo Ha&ﬁa%ﬁkelemo !
Human Resources )

Reviewed by: Alfrgdo P. Qﬁgnilu Ir,
Dil’Eé‘(\ﬂT Df},r.'.}l:erxalﬁons i

Approved by: Yisroel Y, Gissinger "
CEQ
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Drug-#rﬂe Workplace Program Acknowledgement
| |

| hereby acknowledge that | have receiver and read Iploy Inc. Drug—l-"ree Warkplace Policy

and Program, a summary of the drugs w’.hir:h may alter ot affect a drug test and a list of
local Empluvee .Pasasianne Program ptoviders or h.':ucal drug arid alcohol treatment
programs. | have had an opportunity to have all aspects qf this materlal fully explained, |
also understand that | must abide hw the Program as a mndllmn of initial andfof
continued &mplqyment. and any wolatl‘un may result in disciplingry action up to and
inciud#ng termination. ! : ! |

|-alsa understand that during my Emprﬂ'.!,ment | may be rﬂqurred m s*ubmlt to testing for
the presence of drugs ar-alcohol in my hudv | understand that subrhtssmn to such testing
Is a condition of employment with [Cumpjanﬂ and :llsr.lphhan,r dtthn up to and including
termlﬂatrun maﬁ,r re:-'.uft i ; . 1 |

| §

1) I | I refuse tolconsent to testing.  © | !

2] I refuse tﬂ,execute all forms of curlsent and releasé of hal:lhgy that are usually and
. reasonably associated with such qxamlnatmns :

3) | lrefuse to'authofize release of the test results to lhe :nmpaf'-v .

4) | The tests establish a violation of [tn mpany]’s D:uguFree Wﬂ'ﬂk[hlace Policy, !

5) ' 1 atherwise violate the policy. ! . L

| also recognize that the Drug-Free Wctl'kplace Palicy: aﬂd related documents are not
mtend‘ed to constitute a contract betweeh Iploy Inc. and n'rf! i

| : | || . l'
The uhﬁer;fgned further states that He/she has read and un#erstands the above
acknowledgement and signs below of h-sﬂher own free WI||.

i
8
[
[

L
|
!
_ ; ] .
| SIGNATURE | | DATE

| WITNESS |

o

e i o

T

o e S e =
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Date t January 1, 2018 - ‘, f
To t ALL EMPLOYEES CDNEE RNED | !
From : Human Resources | f ;
Thru | Operations Manager | !

Subject | WORKPLACE POLICY AND PROGRAM Gﬂ ANTI-SEXUAL HARASSMENT

T - | h
| | . 1 1
| !

OBJECTIVE ‘

1.1. The ﬁallnwmg policies and prucedure are herelw issued by Iploy Inc. to,

prevent sexudl harassment i its workplace arud to proVide the procedure for
the resolution, settlement and/or disposition q-f sexual harassment cases,
COVERAGE | ) | :

]
L]

JI 1. This Program 'shall apply to all employees regardless- of their emplmwnént
status: |

POLICY STATEMENT ; : f

3.1. Iploy Int. believes that Empluﬁ'rees should be afforded H'I_hE gpportunity to wibrk
. inan environment free of sexual harassment.  Sexual hgrassment is a form of
misconduct that undermines! the empluyment relationship. No employee,
either male or female, should be 5ubjected verhalh.r or physically to
unsolicited and unwelcome ﬁé:cual overtures °.r conduct. |
' i | .
3.2. Sexual harassment refers to behavior that Is not wchuime,- that is personally
~ offensive, debilitates mordle and, therefore, interferes with work
effectiveness. Such behavior thay be in the form of unﬁanted physical, verbal
or visual sexual advances, réquests for sexudl favors, and other sexually
oriented ' conduct which is ‘offensive or objectionable to the recipienit,
| including, but not limited to: epithets, der-:.‘agamry- or: iuggeszwe camments,
slurs orgestures and ﬂffEnslue posters, cartoons, pictures, or drawings
n. '|
3.3. Iploy Inc. will not tolerate any behavior that hmnunts 0 sexual harassment
- and any officer or employee! found to have committed sexual harassmeht
shall be subjected to disciplinary action, up to zland including dismissal.
3.4. DEFINITION OF SEXUAL HARASSMENT ; !

i

Iploy In€. has adopted, and Iits policy is based on, the definition of sexual |

| harassment set forth in Section 3 of RA. V877 It jprovides that sexual
harassment in workplace is committed by an qi-mplm.rer' employee, manager,

supervisor, agent of the Emplq\aer or any other person who, having authority,

mfluencﬂ or maral ascendanw aver another in ta work epvironment, demands,

[ I

EECS W S

Tl R -

i i
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i [ l
|  requirgs or otherwise rEqulrés any sexual favor from the other, regardless of'
| whether the demand, requests or requirement for subm:ssmn is accepted by

the object of said Act. i .

} - ;

in a work-related or emqlnymem environment, .sexual haraﬁsmem| 5

| committed when:

i
¥

]
34.1. The sexual favor is made as a condition Inj the hiring or in the

342
3.4.3.

35. W

employment, re-emplu‘grnent or continued emplcwmenl of said
individual, or in granting said individual favorable compensation, terms, of
mndittuns promaotions, or privileges; or, the refu};al to grant the sexual
famr results in limiting, §egregatmg or classifying the employee which in
an?g.rr way would discfiminate, deprive or diminish employment
nppununities or ntherwﬁe adversely affectsaid Emplovee;

the above acts would +mpa1r the emplwees n@wts or privileges un]:ln-r
existinglabor laws; or :

e

S|  iPloy

T e el

Y

o

the abﬂve acts w::-ul:ﬁ result in an mhmrdallng, hostile, or offensive |

erWimnment for the emﬁlﬂvee | .
] q |
HERE SEXUAL HARMSMENT IS COMMITED i

|
[}

Sexual harassment may be cqmmllted in any w::rrk or training environment. It |

may

7
352
353
3.5.4.
3,5.5,

include, but are not Ilmlﬁrzd to the foltuwrng

In ar autside the office building or train}ng site;
at office or training- related social functions;

in the course of work dssignments nuerde the office;

at work-related conferpnces, studies ar tra[n:ng Eesslons or

during work related trave! ! ’. I

i
5

L il
\
' ]

3.6. FORMS OF SEXUAL HAMSSMENT i

. . 5
Sexual harassment may be committed in any of the following forms:

[ 36l
[ e
363.

364,

|
Overt sexual advances;

’.
!
Unwelcome or mprupar gestures of afte:ti:m*

Request or demand fu[ sexual favors including Hut not limited to going :

out on dates, outings, or the like for the same purpose;

Any other act or cnnﬁuﬂ of a sexual nature or ,fcr purposes of se:igall
gratification which is gr:nrnarralhur annoying, dlsgustlng ar offensive to the
victim, b !

(]
L1
\
i
L}
]

e B s

-
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3.7, WHAT IS NOT SEXUAL HARASSMENT

Sexual Harassment does not yefer to occasional compliments of a socially _
acceptable nature. It refers to behavior that is nbt welcome, that jis | §
personally offensive, that dEb;IItatE& morale, and thar., therefore, mterferL

with work effectiveness. |

3.8, EMPLOYER'S RESPONSIBILITY

Iploy Irc, undertakes to ptovide its officers and employees a wnlrk
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers arid employees must interact in
the course of their emplwmeﬁnt in Iploy Inc. Séxual hargssment is specifically
prohibited as uniawful and as ' violation of company Déhw The cumpanvlm
responsible for preventing sekual harassment in the wurkplace for taking
immediate carrective action 1§ stop sexual harassment.in the workplace and
for promptly investigating any ;aflegatlcrn of wark: related sexual harassment.

4, PROCEDURE
| ¢
4,1 COMPLAINT PROCEDURE ! '.

411, Any officer or Emplﬂvée, who experiences or Witnesses any act of
sexual harassment in the iwurkplace shall report lhe same immediately
to the Committee on Deanrum and Investigation. They may also report
acts of sexual harassment to any other memiber of Iploy Inc
management or uwnershtp All allegatlurﬁ of sexual harassment will be
quickly investigated. To Ehe extent puss:hte the +dent|w of the officer or
employee shall remain mnﬁdentlal and that of any witnesses and the
alleged harasser will be pmtected against ‘unnecessary disclosure When

g the  investigation is completed, all parties wil be informed of the
autcome of the mvegugatk-n

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be composed nf the management and the employeds'
representative to receide complaints, Bnueshgaliﬁf and hear sexual
harassment cases. The Committee shall idevelopits own rules in the
settlement and disposition of sexual hara';;smnnt gases. The Committee
shall also develop and implement nrograms o |n{:rE35E understanding

and awareness about 5exual harassment. | ! ,

4.2. RETALIATION : :

4.2.1. Iploy Inc. will permit nci employment-bdsed retaliation against anyone
| who brings a complaint of sexual harassment or who speaks as a witnegs
! in the investigation of a camplaint of sexual harassment.

; ;
; [}

: i !

e
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4.3. WRITTEN POLICY :: | :
4.3.1. All officers and employees of Iploy Ind. shall receive a copy of the

[ company's sexual harassment policy upen assumptipn of their respective
' offices. If at any time an officer of employee would like another copy of
the policy, please ccntacq' the Office of the Commiittee an Decarum. If

Iplay Inc, should amend; or modify its sexual harassment policy, all

officers and employees wltl recelve an individual cup'y of the amended or |

quifled policy. 0l
5. Cl;]ll"nlFI!‘SIEI'JTIALIT"lr

5.1. At the rtnmmmcemem of lhﬂ investigation pru:edurg at the Committe,

starting fr'nrn the filing of a wrltlen complaint, or thed manifestation of an
ﬂbJECfiﬂﬂ to an act or behawur all matters dlscmsed documents reviewed,

letters and correspondences rd;ad and, testimonies heard, will be kept under

the strictest confidence. It is.}the intention of Iploy Inc. that rights of the

. parties, especially the innocant ones, are p'rmected' At the same time,

| however, dignity and honor shall be preserved for all the parties concerned

| by keeping all information gathered thrnugh the Hwestlgauon process
confidential at all times, even qfter the conclusion of the;inueatlgatlnn proper

6. EFFECTIVITY : | i ,

! ; . ;. .
6.1. This Palicy shall take place efféctive immediately and 5hlbll be made known to
avery employee. : .

'
i |
b
g
'

Prepasred by: lecio }
Hu a Hesaurces ‘

Reviewed by:

Apprnved I::ﬁ..r Yisroel Y. Gissinger : | { |
| CEO .’ (.
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND IN"u"ESTIGﬁ'I'IDN ON SE){UAL]I

HARRASMENT POLICY
Name | i bli ‘|
| ; i a i
Chairman: Alfred Camarillo . . Directar of Operations |
Secretary: * Abelardo Dagalea ' Operations Manager
Members: " JoHanna Melecio " HR Staff It
- Ma. Blesila Vestil: . CSR - Phone '
Junamel Brigoli . CSR - Phone
i |
Submitted by: ?
|
| |
!f. I .:: GI - |
CEO i |
" 1
-I : (&4
: 1
| . 1
i . :
: . ,
| |
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Ploy Incorporated } [ - |
11th Flaor MSY Towsr : ! | 9 iP'oy
Pescadares Rosd Cabu Business Park, 4 i ] Ao
Cebu Cty 600 ) ! i o

H 1 | 5 | !
DATE | : April 3, 2018 ) |‘
To i ALL EMPLOYEES | ; [
FROM | ' HUMAN HFSDUHEE§ DEPARTMENT | \ |
THRU i,  OPERATIONS MANAGEMENT : 1
SUBIECT) || MEMO: RESTROOM GUIDELINES A

Ipley Inc, provides um*se« restrooms ava:lahie sothat emp!nvﬂes can P‘”E them when they need
to do so, Ong Is ludated inside the nperatmn floor and sdcond is in the hallway cutside thia
operation floor. Hm}meuar those who are lincomfortable, has issue wuh the unisex reatrﬂmﬂ
we hauera separate bmgie, private rest routn available far u5F~ !

(3

[
L

Moreover, any empluvee with concer rmsspe in using the unrsex rasqrﬂﬂm please visit Human
Resources office to get dopr access pass. ’Eh‘ﬂr.e security, Ln_g in an;.‘. Log aut procedure shall

apply. | | | : ; i & {

- " 1 | ! AR |

Furthernlmre it is essential that all EI‘I‘IDJD',EEES should r_L‘rmphr arl-:l observe the restroam
Et:qur-_'ttg 3 , {
| i i | i

! Hnm:k if the cubicle apaeaq to be occupied. 'Du::r'- t ppﬁh under the anh

. ®  Llock the cublcle door whenlyou enter. , f '

. 'Stand clﬂse egnough to the ﬂan or.urinal so ?pu don't wet tlw seat, walls ar
floor! .' .

* | Flush; the teilet after use anﬁ wipe off the tﬂhﬂt seat fpr the next user {

. Papermwels goin thetras)'lcan not on the floar or r{uhe toilet Howl | ‘

e ‘Wash your hands to prevent the spread of ::nplds and' 'ihE fiu

. F'Jease use water and p.speﬁmwels mnserva#luelv !

Far your |nformation and guidance.

A S e el Wt Sl

- e o g

—— e

|
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i I ‘
Lith Floor MAY Tower : : 9 IP, ’Oy
Pevcadorey Mgl Cebiv Dinknew Park, ! | | """

Cebu City 600 | :

February 27, 2018 ! ,

Ta : ALLEMPLOYEES : \
FROM | HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGER

SURJECT :

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The fullu'l.-l.ring Is issued to ensure the effactive enforcement and s";r‘.:t observance of all
employees on office attendance and punctuality :

To ensure effective implementation and manitoring 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

Bags and/or personal items should
the production area

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

b

bie left in the locker before longing in/going inside

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

6. Pantry, recreation room and locker should be closed at all times, employees must use |
their RF ID to access these rooms | '

7. Na tailgating : ;

8. Employee ID and RF ID should be worn at all times, lost RF IDs will be charge to the
employee . ; '

9. Noemployees are allowed to stay infthe waiting area fur 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. i

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

For guidance and strict compliance, 3 !

) | i
! : i 'Scanned by CamScanner
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iPloy Incorporated : . . ) ,,,
9™ floor, Ayala Center Cebu Tower : _ : ' P 'o
Bahol Avenue, Cebu Business Park | i J Stifton Btk Al

Cebu City 6000 !
DATE : November 17, zn;i )
TO : ALL EMPLOYEES | ..
FROM : HUMAN RESOURCES : ,
SUBIECT . : LOCKER POLICY !

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

the locker room. ; .

Please see list of rules provided below for your reference.

RULES |

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

e NOstoring of perishable foods/leftovers inside the locker.

» Proper sanitation is strictly observed (E.G. No storing of unwashed c::rntmnersfmugs;’utensusj e‘tc )

e NO transferring of lockers, Transferring nfllnckers is subject to appraval.

s Checking/audit will be done from time to time and once unassigned lockers are being used, they
will be forced open, and the cumpan!.r will not be liable for padlock replacement nar
reimbursement. (o

* Any sort of action that may result in damage to property is strictly prbhibited. This includes i:u.it s
not limited to graffiti/vandalism, posting of stickers, damage to fa Ei”t:i.l' property such as the forced
opening of lockers without the man ageméntﬁ’HRs’ knowledge or mn"sent, gte.

® The company will not be liable for the loss ar damage to any personal belongings left unattended
and that includes, sharing of lockers, lockers without padlogks, placed on top of the lockers, etc

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

* Forced Open Request due to lost padlock liew,r or fargotten password/code should be submitted a
day prior and will be subject to availabi IIt!_.n of the bolt cutter, !

e Authorization to Forced Open a Locker, th& request must be submitted via email to hr@iploy.com
and must wait for the approval. ; [ _ ! '.

e NO LOITERING inside the locker room '
* Unassigned Lockers with cable ties should not be upenerj
e Things inside unassigned lockers will be suhject to disposal | afthe management

This Memarandum shall take effect on November 22, 2021.

Failure to comply will be dealt accordingly.

Prepared by:

ey i
Carles Gotiong Alfredo lo

General Manager Directo perations

i

| have read, understood, and agreed to comply wjth the foregoing policies, rules and conditions
)i 20T

governing the iPloy Locker Policy.
Ma. In'-i"lﬁj' fla M pe x_l.@l?

Employee 5ignaﬁfré Over Printed Name/Date
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iPlay incarporated : o . - ity
11th Floar MSH Tawer : . ! ]P ,w
Poscadores Rodd Cebu Business Park, - ; 157 Bt ey

Cebis City 600 | }
v

: - H I L; &
DATE | April 3, 2018 : I
To Y VALL EMPLOYEES : !
FROM : HUMAN RESOURCES DEPARTMENT :
THRU | ¢ (OPERATIONS MANAGER |
SUBIECT | | MEMO: CALL IN FOR q:n.r‘r OF OFFICE { ol

— r t I { ¢

I order m ;:m:.J;n:arI'-,.r monitor.aut of office PITIﬂ|EI'i,I'EES a NewW process tb call infreport absence will
be implemented E'ffE,L'tIUE Monday, April B, 1!]18 j
| | [
Guidelines: f : ! : il
1. In Easeﬁ of |E|1E and/or absences, Emplwee should I'-?[:erl I‘.L"I"HLII'I"Iui'I Resources thraugh
SMS or Call vid HR hotline: 0917-70917074 .

2. Notification should contain the Fu!lawnm Inft.rmalrﬂlh 4 ,
a. Compléte (redl) Name ' | : -
'b: Department | : ' ! 1
!c. Team Leader : f ' .
d. Callin for: (Whole day Al:rs.en[ Half-cday Absent, Late)
‘€. Reasor| : | i

3. HR will be the one to send notificatian to Operations Managpmpm - ::

4. Noicall in should be communicated ﬂ'lmugh Tearr ledds or :uruthr_\r employee |1u.huw|:1
be J:h:.!r'n.a by the emplayee or his/her talatives . .

5. Notification should be at least two (2) hours before the emplayee’s shift

6. If an employee is advised to restftnr_iﬂnmi in the hospital, number of rast days as advised
by the physician should be indicatedOtherwise, employee must send notification daily,

7. Failure to notify will be tagged as N:::' Call, Mo Show and.fnr urm heduled absence énd will
be tealt with according to our Code of Conduct and [Iu.cuphnm 1

.l [}

For your guidance and strict compliance. |} ! |

Human Resources : | \

Noted by: | ' ;

Almri!lu Ir, 1 : .‘

Diw #Jp%ratiﬂns ! 5

PAVESS
5‘-‘1 M- Deswp
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| | | & iPloy

1ith Floor MSY Tower
Pescadores Road Cebu Businiss Park,

Cabai City 500
| : | 1l
| ! : {
February 18, 2020 .
To : ALL EMPLOYEES !
FROM : OPERATIONS MANAGEMENT | : {
|

SUBJECT I ATTENDANCE BONUS 2020 _l e &

As we end the year 2019, IPIW would like to set clear inw proceduras and aalicbes Thls memorandum serves as
reminder to be fallowed: . .11

PAYROLL .
1, Immaculate Attendance Bonus is for employess wﬂ:'h perfect attendance. Empluyee should MOT commit ﬂﬂ;.i

schedule deviations like tardiness, unscheduled absences, undertime and bwrhreah Fallure to punch in - ?ut fuar
breaks will also dquuaﬂﬁ.r the employee, No waivers wl:ll' be given. !

2. Tardiness, Undertime and Over breaks will be deductéd from the ammm.qae's pay. - ‘

3. Employees who tendered their resignation before thdrelease of the Sian nn Bonus {Flrst Half or Second Half) wlll

NO longer be eligible to receive it . . | |
} 1

4, Employees qu*llﬁﬂl far the Sign On Bonus (First Half or Second Half) wilf receive s éin the 30" of the 5ucceedlnh

maonth from eligibility.

5. Eligibility for the annual merit increase |s based on nlmrull perfﬁrmm:e and munaﬂnmlmt discretion, Pay ouf Is
at management's discretion, . {
i ' ¢ 1 i

| ; {

MEDICAL CERTIFICATE

1. When must the medical certificate be dated? ::

. 1 day ahsence - the medical certificate must be.dated on the day of absence or the next day. If the abse nm
falls on a Friday, the medical certificate must be dateq the Saturday that lmmed-lanl',l fallows — at the latest. |t
cannot be dated on the day that the agent is to report back to work.

. 2 days absenge - the medical certificate must Ep dated on the initial day of absence or the next day. If the
absence falls on a Thursday, the medical certificate must be dated sither that Thursday or the next day — at t
latest. Itcannot be dated on the Saturday that lmmediatelv follows or that Monday that the agent is to repdrt hnqu
te wirk, 1
- 3 days of gbsence or longer - the medical certilitate must be dated on the initial day of shsence or the next
day. It cannot be dated on the day that the agent reports back to work with the adﬂce to rest antedated from the
Initial data -nfahsem:e Alsa, lhe advice to rest is Inclusi'e of rest days. {
| ' i
0 | Ex: IF the agent is absent on a Friday pnd the medical certificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must be back
to work an Monday. | '



Rl | i
ifloy ncorporatad i i

| 'l
11th Floor M5Y Tower. -
Pescadores Road Cebi Busintss Park, : 'J Prloy
Ceb City 600 {
| ; I
! ' ' |
0 if the doctor prescribes rest, the memda! certificate must Inc'lude the number of days of rest. The
advice to rest cannot be antedated. :
o Theré must be a fit to work date. :
a The anly exception to the Medical Ferhﬂcate date puidelines |5 if the employee ha@ heeh
haspitalized, !
VACATION LEAVES .'

1. The company reserves the right to approve and disappmve all vacation leave [VL) reguests. i

2, Employes rnu:f. exactly hwn the corresponding r_re:fir.s for the request to be approved.

1 credit=0ne Day | | . |

.5 credit = Half Day . |
3. Employes with peﬂ‘ect attendance 60 days from the }'nquested VL date -Wlll hie glmn priority in the appr?u'al :i
leaves. Thisis a Wav af rewarding Emplm,l'EES with perfeql attendance.

4, The company and client have the right to dbsapprdve teave requests ;arh:i cancel approved leaves for those
employees who committed unscheduled absences an the prior manth and on the current month of the requested
time off including poor attendance records, behavioral and productivity issues,

&

Noted By: Approved Hirr |
: 4 | 2023
HR Superv ! | Chief Executive Officer fin M- Dedt Yo

Director of Operations



iPloy Incorporated . i = »
9™ floor, Ayala Center Cebu Tower . ) ' P ' o
Bohol Avenue, Cebu Business Park ! d .s Al |

Cebu City 6000

Date
TO
From

Subject :RE: SICKLEAYE POLICY

! November 17, 2021
: ALL EMPLOYEES
PHUMARN RESOURCES DEPARTMENT

-

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

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

2. Employee may use sick leave for absence due :tu the following reason;

L ]
L ]
-

Employee’s iliness or injury.

Bereavement leave/s

Emergency leave/s \ |
Power Outage/Internet Outage (for temporary Work from Home set-up)

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

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

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

Employee’s illness or injury

» At the discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the employee Is agam
physically able to perform hrs or her duties, (Medical Certificate with Fit to
Work)

» Blacklisted Doctors and chnu:s will not be hanored. (Please refer to the
Blacklisted Clinic/Physician Memu}

Bereavement leave (Please refer to the Bereavement Leave Policy)

Emergency leave :
» Validate his/her absence through supporting documents as to why she/he was
having emergency leave on the said date. |

Power Outage
¥ Certification from their eFectrchp:::wer supply praulder {e.g., VECO, CEBECO,
MECO)

Internet Outage
¥ Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
# Picture of the modem (showing red, nolight in "internet”)

5. Any unauthorized sick leave will subject the em plt:r',fee to disciplinary action. SL is uriauthorized
under the fallowing circumstances:

The employee failed to inform the Immediate superior or HRD about his/her absence due to
illness unless fully justified.

=



iPloy Incorporated . |

8™ floor, Avala Cerdter Cebu Tower
Bohol Avenug, Cebu Business Park
Cebu City 6000

» |[fsickness claimed is fictitious or non-existent.

& iPloy

6. The employee or his/her representative mustinform 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
hefore the expiration of the 5L Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of

|eave |s warranted, |
This Memorandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by:

Noted by: |

rl MI‘“—
Alfretdo Camaritlo Jr. Angelo Manal
Diredfor, Operatipns Operations Manager

Carlos ﬁ'ﬁﬁu ng

“General Manager

f&u?ﬁ

!:,'1. uwruﬂu
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My Inearporated 1 i i

e | & iPloy

Entyu Chy 8OO0 1 '||

- |
Date | [ November 12, 2019
To ¢ ALL EMPLOYEES i
FROM : HUMAN RESOURCES DEPARTMENT .
THRU Wi OPERATIONS MANAGER | i
SUBJECT | 5§55 SICKNESS CLAIMS - 5 CALENDAR DM"S It s

' |
For those employees’ who wants to file for sickness claims must submit the duly accomplished 58%
notification form attached with nﬂglnal and :unq:lete medical documents. It should be submitted within
5 calendar ﬂwi from thn start of sickness, they may ask their relatives, friends and workmates to submit
their form In Accounting office. : . I 44

| | | 1

A member is qualified to avall of this benefit if:

: ! ! ;
| |
1. He ls unable ta work due to sickness or lmun.r and cunfmed either in & hospital or at home for Ft
least four (4) days;
2. He has paid at least three (3) months of contributions within the 12-manth period immediately
before the semester of sicknese or ln]unn,'.;
He has used up all current company sick Jeave with pay; ami -
4, He has notified ‘the employer or the 555 if unemployed, voluntary or self-employed rﬂi!m_hvhar
regalrdlng his sickness or injury. : |

w

Failure to submit the documents within the prescﬂhed period will free iPlay from any liability of their
claims, | : | '!
| | , |
| i
For your guidance,
if there are any guestions or clarifications, please f'_iel free to approach the Human Resource Department.
; ! I |
| ' | 1

Sincerely,

ap+?

'EM . pesayd
|

Moted by:

i arill Ir.
Dir: , Operations




iPlay OPLC
Gt Ayala Centér Cebu Tawear
Cebu Busingss Park, Cebu City 6000

DATE February 20, 2023

TO : ALL EMPLOYEES

FROM : HUMAMN RESOURCES
SUBJECT: UPDATED BLACKLISTED C|

& iPloy

LINICS AND/OR PHYSICIANS

This is In reference to the previous memo sent out last December 9, 2022 regarding the above-

mentioned sublect. We are updating th
considered blacklisted and medical certific
event that the employee submits any of ¢
as culpable for Insubordination under Rulé
The following are MNOT ACCEPTABL
CLINICS/PHYSICIANS:

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

Sia Clinic

Health Doc Diagnostics
Gaudioso Montecilla Jr., MD
Now Serving

Dr. Guian Darnell Sumalinog
10. Tambut Medical Clinic

11. Clinics/Physicians without comple!

DN AW

11.1 Doctor's name
11.2 Doctor's license n
11.3 Clinic/Doctor Pho
11.4  Date of Actual vis
11.5 Diagnosis

116 Recommendation
11.7  Fit towork date

For medical certificates, the following mus

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

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

4. No erasures on the document. In
the attending Physician.

5

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

is memo adding more clinics and/or physicians that are
ate/documents issued by them will not be accepted, In the
he med certs under these clinics/Physicians will be tagged
1 Section 22 of our Code of Conduct and Discipline,

E and are considered part of the BLACKLISTED

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

e number
L

t be taken into account:

yhsence or the day after,

gtion must be strictly followed. Proof will be required such
hase for medicines prescribed by the Physician, laboratory

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

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

an has any of the following concerns below will not be




Py OPC

Otk Ayakas Center Cebu Tower
Cebu Busiress Park, Cebu City 6000

1. Phone numbers shown in the me
2. Questionable medical certificates

HR/Company Nurse}Cﬂmpan\r Do
3. The Clinic/Physician does not ent
4, Caters primarily on cosmetic proc

. -
& iPloy

ical certificate are incorrect and can’t be validated/contacted.
due to some Inconsistencies/discrepancies as validated by
tor,

rtain phone validations for the medical certificate issued.
dures and consultations.

This updated memaorandum shall take eff
Should you have guestions or clarification

at er(@iploy.com.

For strict compliance.

Prepared by:

Employee Relations Supervisor

MNoted by:

-
——
5 res Mar

HR Manager Manager

ct on March 1, 2023,
regarding this, please do not hesitate to send us an email

Nift Angelo Manal

Operations Manager Director af perations

i ENE .
B M pmmgu
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Data * Movember 30, ?_l}lll

To : ALL Employees

FROM . Human Resources Department

SUBJECT : VACATION AND SICK LEAVE CONVERSION

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

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

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

e No rescheduling of VL ance approyed.

s VL date should not fall on a locat I'irnlldal; otherwise forfeited.

Mote: Approval of VL requests will be on nr before December 14, 2022,

Furthermore, If the employee resigns or ﬂJtﬁ separated from the company either voluntary or involuntary,
all available VL credits will be forfeited and will not be part of thelr last pay if:

o  Employee filed an immediate rnsl*natlun and/or falled to provide a 30-day notlee.
Employee went on Absent wrtI1un1t Official Leave (AWOL)
Employes incur any leave, absences, and/or any form of terminal leave within the 30-day notice
period with the exception that the employes provided a-valld documentation such as but not
limited to hospitalization due to sickness, accidents, or contagious diseases.

* Employee incurrad more than four (4) hours of accumulated and/or total late/undertime within
the 30-day notice,

=  Employee will have [ssues with performancs induding but not limited to quality, productivity, &
client escalation within the duration of the 30-day notice.

s Incurred any behavioral infractign such as but not limited to Slesping, Browsing Unrelated
Websites and etc.,

Furthermore, SL and \/L conversion maybe subject to tax, Should you have questions pertalning to this
mema, feel free to reach out to our Accounting personnel &t Accounting@iploy.com.

Signed:

-
=

W

HR Manager Accounting Manager

Noted by:

! f. . -FI
Am:m a%g?ﬂluh
Operations Manager Director of Cperations

Approved by:

i

CEQ




IFley Incarparated
T Moo, Aydls Center Cebu Tower
Bohol Avenue, Cebu Business Park

Cabu City 6000

DATE i April 26, 2018

To ! ALL EMPLOYEES
FROM : HLUMAN RESQURCE!
THRLU - OPERATIONS MANA
SUBIECT g Maxicare Guidelines

& iPloy

s DEPARTMENT
GEMENT
after Separation fram the Company

PLEASE BE INFORMED THAT THIS WILL BE IM

PLEMENTED EFFECTIVE IMMEDIATELY

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

pald guarter.

inthe amount of Php 861.33, this Includes t

Php 760.33 far medical services and Php 101.00 for dental

The use of the insurance will be shouldered:}y the separated employee and deducted from their last pay

services. The employee will shoulder the remaining amount of the quarter.

The quarters are as follows

1! Quarter — December, lanuary and Februa
2" Quarter — March, April and May
3™ Quarter — June, July and August
4th Quarter — 5eptember, October and Nove

ry

mber and so-on and so forth,

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

Mote: Kindly indicate your complete name ar

vd signature if you have recejved, read and understood

the memao.

1D# MNAME TEAM LEAD _SIGNATUHE
ATIT‘ES'} Mq. Aﬁatjﬁ ljﬂﬂrm M" ﬂwlj:
Regards, Noted By:

b
Alfred 'L}mnjr. Abdlardo Dalea

Director of Operations Operations Manager

572

il

eral Manager
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11th Floor MEY Tower

Pescadore: Aoad Cebu Buslmess Park,

Cebiy City B0

December 17, 2019

To : ALL EMPLOYEES
FROM : CPERATIONS MANAGH
SUBIECT CLEANSING PERIOD

& iPloy

MENT

iPley Statfing Solutions belleves in giving employees enough toom for improvement to stralghten out
employment in regards to compllance to our cofipany’s Code of Conduct. The aim of this approach is to help

motivate employees rectify passed offenses and

Cleansing Period pertains to the time when an &
Is expected to Improve performance. Ample 1
committing any other infractions.

tart anew.

ployes who has been subijected to a Disciplinary Action (DA)
& Is given to correct Improper behavior and refrain from

If an employes does not commiit the sanse infrackion for the specified cleansing period, the progression af the

disciplinary action will slide back to i level depen

Attendance &
Productivity i B
 Behavioral | 12

{ing on ils type. Please refer ta (able below:

The counting of the Cleansing Perlod will start baspd on the date when DA was decided upon, All documentations
for infractions will still be kept in the Employee’s RO1 File regardiess what period of progrestion,

The Cleansing Pariod (4 effective January 1, 2020 Fovering DAs & months and alder

Sinceraly yours,

ALF

Dire

Noteld By: Approved By

W B8/
ARILLO JR, 1AY GISSINGER

of af O Feratlum Chief Executive Officer




oy Incorponatsd
11 Feas MILY Towes

e ol s &) iPloy

CODE OF CONDULT AND DESCIPLINE (Table of Infractions)

L STATEMENT OF POLICY

The Code of Corslinct and Discipiine is designad to ensure healthy and positive worling
emdronment, and hopes to maintain and uphald professionalism among iPloy inc. employees,
The established nomms herein set forth are geared towards the attainment af the Company's

Goals and ohjectives. it & warthy (o emphasine that the Code i not meant to be oppresshre nor
it s intended o threaten and intimidate employess. ndeed, it 1erves as the puiding principhes
on what is expected of its’ employess o conduet during the entire employment here in [Ploy,
Inc.

I, DOCTRINES TO GOVERN THE COMPANY™S CODE OF COMDUCT AND DISCIFLINE

1 The right to discipline sind discharge employess for just and proper causes is management’s
peeragative enshrined from the 1987 Philippine Constitution.

2 Fairmess and justice shall always govern the imposition of disciplinary actions. Exsting Labor
Laws, Implementing Rules and Jurisprodence will always be chssrved.

1. The full and strict maintenance of discapling ix the manageament's respoeaibility. Ths, it shall be

the primary concern of immediate superion and department heads toinitiake any disclpdinary

actions agairst their subordinates whenever a vioation of the rule is committed.

Administrative imvestigations and other proceedings shall be conducted expeditiously.

Imposition of penalties when warranted, shall rot be cancelled, nor delayed for any reason,

The Fights of the respandent as provided for by Law shall be guarantesd,

The managemant may mitigate the penalty to be imposed, subject however to management’s

approval and upon compliance to the canditions 321 torth by the latter,

& Incases of multiple viclatians of this Code, the foliowing rube shall apply as to the penalty 1o be
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1. Incident Report will be subrmitted ta Human Resources [HE) within 2 working days from
the date of the incident.

2. Human Resources will issue 3 Notice o Eaplain [NTE] to the emgiocyes within 3 working
days.

i Direct Supenor should coach the employes within 5 working days from the lssuance ol
the NTE.

4. Coaching Form and Written Explanation of the employes should be submitted within s
working days lrom the Bzuance of the NTE.

5. HRt will imaue Notoe of Decision with ar without Snctions within S days from the eceipt
of the Coaching Fonm and Written Explanation.

2. Faiture ta provide Wiitten Explanation shall constitute 3 waiver of the employses

right o ipe heard and confirems that all the details in the incident feport ane tree and
without any biases.

b, Lapzes in the timeding will resilt to @ sanciion — Keglect of Duty [ insubsrdination
. Lapses in the timeline will not void the sanction.

V. GENERAL BEHAVIORAL STANDARDS

representing the Company. This includes appropriate doess, aftending the office ready to work, use of
proper and decent languapge, chservance of proper office and work decorum, maintaining proper
relationships with your colleagues, customers and ather individusils not in the employ of the company,
observance of and compiance with existing laws of the Phillppines.

b Enhancing Company Productivity the Company expects the: Proper care and utilization af
Capital available to the Company; turming up for work ready to work on time: all the time, foliowing the
ability, positive attitude and dedication toone’s work assignments, supporting supernvisions and thoss in
management.

. Following rules on custamer© and client relations and abways maintaining a professional helphul
attitude with costomers.

d. Maintenance of health and safety of the office and peopie around you. A proper attitude
towards cleaniiness and proper housekeeping in the office, good health of yourset! and others around
you, assist in the security of the office, following bade salety procedures.

e, Proper use of Company Property, facilities and secunity to protect eompany and employes
assets, Secure handling and maintenance of Company records, krep confidentisl and protect the
integrity of all Company operating data and information, appropriate use i all Company equipment loc
work related purposes, properly scoount for all Company funds received.
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& iPloy
L Rpplicablity
This Code ahall spply to all iPloy employess, regardless of status or position hebd,

i Types of Offenses

Leved 1 — Infractions which are minge in nature but whith may become habitual and dissuptive if not
corrected. It has no detrimental impact of the business.

Lewel 2 —Seripus offense which causes delay in operations, may pose threat, harm, or danger to
Company property and/or lives of individuals.

Level 3 — invfractions wiich will destroy the company’s image and reputation. It causes substanmtial koss 1o
the compary and can reswdt to critical operational disruption. A critical ollense that has compromised
the security of the employees, the integrity of Cilent, the saletby of customer's information and the
stabllity of the buskness.

1. Tabrle of Infractions
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Delferate iocking-out or
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1. Terminationof an empioyes shall automaticaily bar him/her from re-employment.
2. The penalty of dismissal shall not prejudics the right of the company to initiate court action
against the erring employes.
3. This Code shall suparsede all other existing policies, rules, memcs, snd the like, and all polices
EE%.:#;H:I:EEEE:EEE!##EEEF
Wil Approval
lay Ghsinger

Dwner and Chisf Executive Officer

RECEIPT OF THE CODE OF CONDUCT AND DISCIPUNE POLICY

This is to acknowledge that | have read the Company’s Code of Conduct and Discipline and understand
that it sebs forth the terms and conditions of my employment 22 well as the dutfes and responsibifities,
and abligations of employment with the Company.

| alsa acknowledge that the Company reserves the right to revise, delete, and add to the provisions of
this Code of Conduct and Discigline., or condition of employmernt can be established by any other
statement, conduct, policy, or practice.
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