s pe @'P'O.V

Bohal Avenue, Cebi Bussinesi Park,

Cebu City S000
ID APPLICATION FORM

LASTNAME; _UASTILLO FIRSTNAME: LOVELY JANE
ID NUMBER: __ 4180 PAGIBIG #: S5 !
PHILHEALTH #: TIN:
IN CASE OF EMERGENCY
CONTACT PERSON:_MA- CONSUELD M. CAUTILLO EMERGENCY CONTACT #: _ 04224460747
ADDRESS: VELAL 1 PAKILNT MINGLAMLLA RELATIONSHIP: __ MUTHERE

2X2 PICTURE SIGNATURE

OCCUPATION OF CONTACT PERSON: HOWEWIrE

BIRTHDATE OF CONTACT PERSON: L ~-26- 19



=" EDUCATIONAL ATTAINMEN1 —

EDUCATION TYPE:  VENIDE HibH (CHBoL

SCHOOL NAME: LAWAAN NATIONAL fjpHuCHOOL

SCHOOL ADDRESS: LAWAAN 1 TALivay Ciry CEBU

COURSE: _ HUMJT HONORS: WITH HlbH HONOES
DATE STARTED: _AWGWIT 2012 DATE GRADUATED: _ JuLy 9, 2029
MM/DD/YYYY MM/DD/YYYY

OCCUPATION OF CONTACT PERSON: HOWEWIFE

BIRTHDATE OF CONTACT PERSON: g ~28- 19




IPloy OPC . . ¥

9" Floor, Ayala Center Cebu Tower X )2 P ,

Bahol Street, Cebu Business Park, 9 l Oy
Cebu Chry 6000 (Mg B

NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) |0 -2-2%

BETWEEN

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

2. LovVELY JANE M. CAYTILLO  (the "Receiving Party"),

collectively referred to as the "Parties",

RECITALS

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

Disclosing Party.

OPERATIVE PROVISIONS

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

1:1: to hold the Proprietary Information in strict confidence and to take all reasonable
precautions to protect such Proprietary Information (including, without limitation, all precautions
the Receiving Party employs with respect to its own confidential materials),

1.2. notto disclose any such Proprietary Information or any information derived therefrom to
any third person,

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

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

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

procure that its employees, agents and sub-contractors to whom Proprietary Information is




iPlay OPC . . ot 1
e & iPioy
Cebu City 5000

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

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1. requires the disclosure of any Proprietary Information or

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

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 enfarce its rights under this Agreement at any time for any

period shall not be construed as a waiver of such rights. If any part, term or provision of this

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



iPloy OPC . ‘ - n

8" Floor, Ayala Centar Cebu Tower ) -

Bohel Street, Cebu Business Park, % 'P , Oy
Cebu City 5000 s :
remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not

be amended for any other reason without the prior written agreement of both Parties. This

Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

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

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

IPLOY OPC Receiving Party
By: Onboarding Specialist By: _New employed

Name: Jade Lenizo Mata Name: LOvtly Jane M. Cartil(

Title: Onboarding Specialist Title: _ CUR

Address: #35 Salvador Extension Labangon Address: PLF 10 LOT 21 VELPAL1 PAKIGNE  MIN GLANI LA
Cebu City

Date; 10-1-1% Date; W0-~2-7%




EMPLOYEE PERSONAL DATA SHEET

&) iPloy

P rint legibly, Mark appropriate bexes D with "/" and use separats shaeat if necassary. Schedule:

L. PERSOMAL INFORMATIOMN Teamm Laad:
CrnAndmTnlalnt b n

2V SURMAME

FIRST NAME fLm0uy s Eat sda A TakeolNeBs o 5 on
MIDDLE NAME MAVE CAMPo 3. NAME EXTENSION (eig. i, Sr.)
4, DATE OF BIRTH (mm/dd/yyyy) [ oL /t5 /7 o 17, RESIDENTIAL ADDRESS |BLE 1 10T 21 vELPAL 1
5. PLACESFBIRTH CoNTOLACION, DAPA, JURIGAD DEL NORTE FHEQUE M LANILLA
6.5EX D Male B Female
7. CIVIL STATUS @single DWidowad ZIP CODE Co46
DMarried DSeparated 18, TELEPHONMNE NG, d
DAnnulled DOthars, specify 19. PERMAMENT ADDRESS | BLK 10 LOT 20 VELPAL 1
B. CITIZENSHIP FILIPIND PAEIME MINBLARILLA
9, HEIGHT (rn) 1.51 LERPU
10 WEIGHT (kg) 49 kg
11, BLOOD TYPE A ZIF CODE (01ts
12.GSI5 D NO, 20, TELEPHONENO.
oy p SR . s 121229054183 21, EMAIL ADDRESS (fany)| cavTiisiovedy od gmail. com
14, PHILHEALTH NO:
15 555 NO. Ol~467590L-% 52 CELLPHONENGD. (Ifany)| 0ADT9560802
16, TIN S naA 23 EMPLOYEE (D ND, 1168
Beavmvenckasounp o o b
24, SPOUSES SURNAME DATE OF BIRTH
FIRST NAME ST SRS
MIDOLE NAME / /
CCCURATION / /
EMPLOYER/BUS, NANME I S
BUSINESS ADDRESS 7 /
TELEPHONE NO, / /
{Continueonseparate sheet [fnacessary) / /
26 FATHER'S SURNAME' CAETILLO k. A 78/ Meb
FIRST NAME LYY JAWE CEUAR / /
. MIDDLENAME AMBIP A
27, MOTHER'S MAIDENNAME L L L
SURNAME MAVECAMPD T /285 7/ 1%
EIRET MAME MAa- conCUELD / /
MIDBLE NAME MAGLAVAN Y / /
i5, N:mME OF cHILD / f
iWrlte ful name and llat all) I ra
A /
7 /
/ /!
Fi i
! Vi




37 a, Have you ever been 'Ft.'_-_’r'h"]'él'llv_.:}ha rged?

b, HaVe youiever been gulltyof'any administrative offanse?

DvEs DO
I ¥YES, give detalls

Dves Do
If YES, give detalls

28, Have vol evarbaer convictad af arnycrime arviclation ef any law,
decreas, ordlnance orregulation byany court ortribunal?

DvEes Dno
If YES, give detalls

B9, Hawve vou evar been saparated from the service Inany fol lewlng modes!
resignation; rEltIrErhEnt. drnppeu’ ﬁ'r.lm tHe ralls, dismissel, termination, end of
term, finlshad contract, AWBOL &1 phtsna ‘st [0 the public or private sectory?

Dves Drno
| f YES, give details

40. Hawe you ever beern a candldate (n'a national orlocal election
(excaptiBarangayelection)®

Dves Do
If YES, give detalls

AT R UrGUROt o (A Rdgans UaE P e plu': -En P4 =s) ™ Bgra Carta for Digabled
Feranna (FA 7277) and Solo F arents \Welfars A ot 2000 (RA B872) please anawsr the
FﬁiIDMﬂg ltems:

a. Afeyeu s member ﬂ:fanvlndlggn_ﬁus:.grjnup?
b. Are differently abled?

e AFe VAU 3 560 parent?

Dves Do
If ¥YES, glve pleasea spec|fy:
Dyes Dno
IT YES, give please specify:
Dves I BMo

IfYES, give please specify;

42, REFERENCES (Fersan notralated by aoneanguinity araffinity to applioant/appaintes)

NAME ADDRESS

TEL MO,

EARL MG LEDES W LAWARM § TALISEY CiTy CEBW

0112011 QA2

r

| THOYENN J UM A AN UPPER  CALAJC-Ak MiyiANiLLA (kg 040748 50 T21
|| KILA DEWL viCToRlA | LivAp TApidAy Gy ckey 09996788829
43! EMPLOYMENT RECORD ([atest)
CC?MPAN\" MNAME POSITIOMN FROM TO
| -, ) Ly A il Lt
b\l f
[ s e A

regulltrnﬁs gfthe Republie sfthe Philippinas.

lalsoalithorize tha'agen ey head/authorized representative to verif/ validate

COMMURNITY TAX CERTIFICATE NO,

[SSUEDAT

/ /!
ISSUED GN (mm/dd /yyyy) |

4. | declaraunderoath thatthis Persona| Data sheethas bean accomplished By me, andls a
true, eofrect and completa statement pursuantto the provisions of pertinent [aws, rules and

the dontente statediHerain, | trust that this Informatiornshall remaln earfidentlal,

RIGHT THUMBMARK

1D plature takan within the iast
Bmonthe 35 cm. X 4.5 em
{passport siza)

Clomputar generated or xercx
copyof pletura & not
acceptable

INCASE OF EM ERGEMNCY: '
IAME)  EARL  CAGTILLD
Contact Number: t"ﬁ"“} ;-n 1.;3 40 51}

Please Contact:

L0 -2-12%

SIGMATURE (Slgn Inthe box)

e

Relation:

DATE ACCONMPLISHED




iPloy Incarporated ) =
11th Floor M5Y Tower :SD
Pescadores Foad Cebu Business Park, ' oy

Cabu City 8000

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

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

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

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

Applicant Name: LOVELY JANF M. CAMTILLD

Present 'ﬁ'ddressj 'bLI: 1'] Lert i-t VELFJ‘..L 1 Fﬂﬁlﬁ”f H'HﬂLﬁutLLﬂ I}El"ﬂ

Social Security Number: De-4615960 -9 Date of Birth: 2-25-29

Signature; f"("
L,

Date; 12 -2-195




iPloy Incorporated

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

SIGNJ:DN BONUS POLICY

Policy:

The purpose of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus. The sign-on bonus is a non-

recurring and non-accumulating sum d

f money that is pald to an employee as gratitude for

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

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

e Aregular employee

mployee must meet the following criteria:

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

* Must not be on Floating, AWOL
separation

® Must be an active employee nrj
j

Releasing of Sign-On Bonus:

, Terminated and EOC status or other forms of

the release date of the sign-on bonus.

e The release of the sign-on bonds will be on the 15t day of succeeding month of the

anniversary date of the employ

cE,

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

Acknowledgment

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

Lovely CANE M- ﬁ‘hmm V-1+1%

Signature Over Printed Name/Date |

understand, and agree to the terms and conditions




P, &
Fiay Incarparated -}‘E IP'O
gth Ayada Canter Cabu Tower / 4

Cebu Business Park, Cebu City G000

UNDERTAKING

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

Policy Title : Dress Code Policy
Revision Mo 01
Effective Date tlune 13, 2022

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

LovELY IANE Mﬁﬁﬂ'ﬂb“ o-4-¢?

Employee Nahe and Signature Date

T i

Noted:

Onboarding Specialist Name and Signature Date



iPloy Gift Policy
The aim of this policy Is to establish a uniformity relating to the adceptance of gifts, including gratuities
and rewards. This policy applies to employees of the company, EMp]nyees include all permanent, part-
time, temporary and probationary status. i -

[ i |
“Gift” means any bestowal of money, any item of vhlue, 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 beneﬂt directly or indirectly any gift from
any employee/s or company that s seeking to Eunduct or is turrentl'.r 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 uftnndut:t and Discipline. Infractions for this policy is
tagged under Level 2 offense and follow these progression:

a. 1" |nstance - Written Warning
b. 2™ Instance- Final Written Warning
¢. 3" Instance- Dismissal : : |

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

——

Employee Acknowledgement

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

Name: LOvELY JANE M. CALTILLG-

: ' . i 90
Signature; ﬁ: ' i Date; 19-~-2 =%

o



iP[uv Social Media Policy

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

All employees should be aware that iPloy regularly:r maonitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presanc:e and industry/customer perceptions.
iPloy does not specifically monitor social media sltiEﬁ for employee ¢content on an ongoing basis, however
employees should not expect privacy in this regérd. 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 regularinternet muﬁitoring, or is brought to the organization's attention by
employees, customers, members of the public, etc. '

All employees are prohibited from using or publishing information bn any social media sites, where such
use has the potential to negatively affect iPloy or |f_5 staff, Exampies of such behavior include, but are not
limited to:

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

* Publishing any confidential or business-sensitive inform at'rt:jun about iPloy;

e Publishing material that might reasunaﬁiv be expected i:n have the effect of damaging the
reputation or professional standing of the'company. :

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

« Be aware of your assoclation with the c&mpanv when using online social netwaorks. You must
always identify yourself and your role if 'l|.I'DI..I mention or -::nrnment on the company. Where you
identify yourself as an employee, ensure 1,mur profile and rEI:—JtEd content is consistent with how
you would present yourself with coiFeagues and clients. ‘rbu must write in the first person and
state clearly that the views expressed are your own and npt those of iPloy. Wherever practical,
you must use a disclaimer saying that wh!le you work for @he company, anything you publish is
your opinion, and not necesssjriln_.r the opinions of the company.

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



Be aware of data protection rules — you must not post cnlleégues’ details or pictures without their
individual permission, Employees must ndt 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 |nternal information — must not be transmitted, sold or otherwise
divulged, unless the company has already. released the information inta the public domain. Any
departure from this policy requires the prior written authnfizatiun of the management.

§ |
Be respectful always, in both the cnnteﬁt 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 empluvees which wuuld be unacceptable in the workplace
or in conflict with the company's websita. Make sure the uiews and opinions you express are your
own, i
Recommendations, references or cnmmer‘jts 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 tan give the impression that the recommendation is a
reference on behalf of the iPloy, even when a disclaimer is placed on such a comment. Any request
for such a recommendation should be dealt with by stating that this is not permitted in line with
company policy and that a formal referenr:e 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 befnfre uploading. If in daubt, 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 pnir::-t it out and cc:»rré_-ct it quickly. You may factually paint
out misrepresentations, but do not create an argument.

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

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

Always remember on-line content is never completely private;

Regularly review your privacy settings on social media platforms to ensure they provide you with
sufficient persanal protection and limit ac@ess by others;

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



J ; |
. | . .
i
i ]

s At all times respect copyright and intelleétuar property rights of information you encounter on
the Internet. This may reqguire cbtaining appmpriate permi?‘siun to make use of Information. You
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities !

By their position, Managers have obligations w1th respect to genbral content posted on social media.
Managers should consider whether personal thnughts they publish may be misunderstood as expressing
the company’s apinions or positions even where disclmmers are used Managers should err on the side of
caution and should assume that their teams will read what is written. A public online forum is not the
place to communicate company policies, 5trateg[e:5 or opinions to employees.

Enforcement / Progression

Non-compliance with the general principles and tonditions of this social media pelicy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy is not exhaustive. In situations that are hot expressly go{rerned 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, you should consult with your manager.

Infractions for this policy Is tagged under Level 2 crffense and follow these progression:
a. 1% Instance = Written Warning :
b. 2™ Instance- Final Written Warning

t. 39Instance- Dismissal ! i

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 J:nnduct cnmpleted on or with the assistance of iPloy
property. Further, | agree to ablde by the Social Mﬁdm Best Practices when using social media sites on my
personal time and when my affiliation with IPloy f(egardfng those s]tes is known, identified, expected or
presumed. | '

Name: LOVELS JANE M. CArTILLL :

Signature: L}?""’ f | pate; 10- % L
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Date ' :February 22, 2018 |
To s ALL EM PLGYEES EDNCERNED

From : Human Resources

Thru ; {}peraﬂnns_ Manager |

}

1. OBJECTIVE

I
i
|
i
: |
Subject WUREPLAE:E POLICY AND PROGRAM ON HIV/AIDS
i il
4

1]
|
\

#

[l

1.1. In confarmity with Republic A¢t No. 8504 othdrwise known as the Philippine

AIDS Prevention and Control Act of 1998 wh:c#a recognizes workplace-based
programs as a potent tool {in addressing pl-‘».-’.-"#l[]& as an international
pandemic prablem, this :nmp‘}my policy Is hereby issued for the information
and guidance of the employees in the diagnosi$, treatment and prevention of

HIV/AIDS in the warkplace. | :
' )

1.2. This policy is also aimed at afidreasing the stigma attached to HIV/AIDS and
ensures that the workers’ right against discrimination and confidentiality is
maintained. ! M

| i
2. COVERAGE | :

i Th]p Program Ehatl apply to all employees rai;ardless of their employment

status, : :
3. IMPLEMENTING STRUCTURE | ] ,

3.1. Iplgy Inc. Hlv,r’ﬂl[is Program '*if'lﬂ“ be manaﬁed by its health and safety
committee consists of repregentatives frurn1 the different divisions and
departments. : !

4. POLICY STATEMENT i : '
. i :
4.1. BASIC INFORMATION ON HIV/AIDS '

4.1.1. What is HIV/AIDS?

- - - o
e e e,

4111, It is a disease caused by 3 virus called HIV (Human
' immunodeficiency Virus), This virug slowly weakens a person's
ability 1o fight off | other diseasesj by attaching itself to and
destroying pmpurtang cells that comtral and s.l.lppnrt the human

immune system. | ;

i

I !
| d H |
4.1.2. How HIV/AIDS Is transmitted? :

i i
4121 Unprotected sexiwith an HIV infetted person;

C e SRS e



IS : - oy

e Jorrs Posad Cebis Busiress Park
Fyr SN

al.2.2 From' an infected mother to hen child (during pregnancy, al
birth through breast feeding);
A ] “» B ! »
123 Intravenous drug use with contaminated neadles;
i

4.1.2.4 Transfusion with ipfected blood and blood products; and

4.1.2.5 Unsafe, unprotected contact with;infected blood ahd bleeding

|
wounds of an infected person

j
4.1.3. Isthereacure’
4i1.3.1 NG, However, there are antiretroyiral -arug comoinatic

are available when ptoperly used, result in prolonged survival of

pecple with HIV. Hollstic care of people living with HIV-AIDS and
(_ﬂr‘|;_1r|‘;1l'-|"|l_.r'-.rf- treatment ol opporiunistic infection ais0

dramaticatly improve i}u:ui"'.-' ol lie

Preventive Strategias
Conduct af HIV-AIDS Edugation

= 1 [ 5 I8 Who will conduct? :
The Medical Clinic of !pl:m:-,- Ing._in .--:.::-:.I:tla;.tu:u with the Health ant
Safety Committee shall conduct HIV-AIDS education to all employee:
for free. This shall also Jorm part of the arientation of newly hired
employveas, The standardized informat ._-..;. packape developed by thi
Department of Labor -er%: Employmeant I:II.IL']I::l may be used for

purpose

8i1.1.2 How will it be conducted?

The HIV-AIDS education iwill be conducted through distribution and

posting of |EC materials, lectures, counselling and tralining
information an adherence to standard orl universal precaulions in the
workplace f

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

2121 Screening for HIY as a prerequisite to employmeént s not

mandatory i

C.1 1 The company shall enicourage posktive health seeking behavior

through Voluntary Counseling and Testing




IPloy incorporatod
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'5.1.2.3. The company ihali establish aj referral system and provide
access to diagnostic and treatment services for its workers. Referral
to Social Hygiene Clipics of LGU for HJV screening shall be facilitated
by the company's m?rjical clinic staff.;

S S L —

5.1.2.4. The company khall likewise f'ﬁcilitate-atcess to livelihood
assistance for the dffected employee and hisfher families, being
offered by other government agencids,

Wt

]

6. SOCIAL POLICY

|
i
| . |
6.1. Nan-discriminatory Policy and‘Practices |

6.1,1. Discrimination in a l form frﬂmi pre-employment to post-
- employment, Including hiring, promotion ‘or assignment, termination of
employment based on th}e actual, perceived 'or suspected HIV status of

an individual is pmh'rblted:[ i

B.1:2. Workplace managemerst of sick emplwees shall not differ from that of
' any other illness ; i

L
C

.

6.1:3. Dlsr:rtmmatnw act dcna by an officer or an employee against their
co-officer or co-employee s}'l all likewise be #Pna!ized

6.2. Cohfidentiality/Non-Disclosu ré Policy :
I
l :

B.2/1. Access to persanal r_ia:a relating to a.w@rkers HIV status shall be
bound by the rules of confidentiality consistent with provisions of R.A.
8504and the (L0 Code of Practice '

i ; .
6.2.2. lobapplicants and workers shall not be dompelled to disclose their
- HIV/AIDS status and other related medical [nformation.
: 73
6.2.3. Co-employees shall no!:_f be obliged to rédveal any personal information
relating to the HIV/AIDS 5§atus of fellow wgrkers. |
i i
| :
6.3. Work-Accommodation and Arrangement )
, .

63.1. The company shall t@ke measures to reasonably accormmodate

employees with AlDS re!a‘ﬁed ilinesses.

1 i

6.3.2. Agreements made $&Lween the Ecnmpanv and - employee’s
representatives shall reflect measures that will support workers with
HIV/AIDS through Hex'rblai leave arrangements, rescheduling of working

. time and arrangement forireturn to work.

Y
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLDYEES

I
|
i
1

7.1, Employer’s Responsibilities

T -

711 The Company, tugerhen with emplweesa’ labor organizations, company
focal personnel for human resources, safet'y and health personnel shall
. develop, implement, mqnltq::r and Evaluate the wgrkprace policy and
program on HIV/AIDS. | :
I
7.1.2. Provide' information, Educatmn and ¢ra|r1lng oh ‘HIV/AIDS for its
workforce, | "

7.1,3. Ensure non- dL5|c:r|rmmzll!or'.|I practices lri the wurkplace and that the
policy and program adherbs to existing rr:-g:-slamons and guidelines,

F
1

7.1.4. Ensure confidentiality ¢f the health ste‘ptus of its employees and the
access to medical reu::::-rd:‘.;is limited to authorized personnel,
.a P
7.15. The Company, lhrnugh’lts Human Hemprcm Department, shall see to
it that their company pullw and program is adequately funded and made
known to all employees. | :
7.1.6. The Health and Safetvg Committee, méﬂther with employees/ labor
organizations shall jointly review the policy and program and cantinue to
improve these by nerwurkmg with g@uemment and organizations
promoting HIV pl"E'u'EI'iﬂUl‘l; '
-l-
7.2. Employees’ Respansibilities %
!
7.211. The employee's nrgamzatmn shall undertake @n active role in
educating and training lhe:r members nri HIV prevention and control.
Promote and practice a healthy lifestyle 'u'a{lth emphasis on avoiding high
' risk behavior and other r|$lu: factors that Enpasle warkers to increased risk
of HIV infection.

e T

-i
’ i
i

7.2.2. Employees shall practlcg non-discriminatory acts against co-employees,
I [}

7.23, Employees and thefr oﬂganlzatlun shali-;'ngt have access to persannel
data relating to a worker's HIV status. :
. i
; ;

1.24, Employees shall Eﬂmﬂ!‘r’ with universal precaution and preventive
measures, v

i
! 1
| :
i ]
1

'
i
|
!
!
{
;
!
|
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. 8 IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY |
8.1. This Policy shall take place Efﬁ:}ctwe |mmedjatelrll-,.- and shall be made known to
every employee, : |
| i & i
L;Lf.'_“l\}lilkh :
Prepared by: lo Ha!nnaI , Malecio .
Human Resources

¥ o i
Reviewed by: Alfredo P .}é‘marulrn Ir. |
Dkecmr ,':lf"'_)p\:‘_h.ra’riclns |

Approved by: Yisroel Y. Gissinger :
CEO '
|
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| | |
Date rdanuary 1, 2018 ! ;
To  :ALLEMPLOYEES CONCERNED !
From : Human Resources ! ;
Thru : Operations Manager | !
Subject.  : WORKPLACE POLICY AH? PROGRAM OMN TLIBEHCULDSES (TB) PREVENTION
AND CONTROL 1
1. OBIECTIVE j i

L}
i

1.1. To assist the government in its chmpaign against Tu_b_erculusji (TH) in compliance

| with the Department of Labor and Empluvment‘é Department Order No. 73-05,

| serigs of 2005 ~ Guidelines for:the Emplemer‘ttapun of Polley and Program on
Tuberculosis (TB) Prevention and Control in the Workplace.

1.2.To provide initiatives to prE\.rEntJ'nthE outhreak anﬂ spread of tuberculosis in the
workplace, and to treat, care, arﬁ:l support Empl:ﬁfﬂE& who become afflicted with

; T.uber:ulnsls ,n 1
I L]
1 v’

2. COVERAGE

2.1.This Program shall apply to all errv]plove s regardias:'s of their emplayment status.
| i
3. POLICY STATEMENT '. :. ,
} i
3.1.The company seeks the prevention of the ﬁuread:' af tuberculosis; as well as the
treatment, rehabilitation, and réstoration to wofk of emplayees who contract

this disease. To achleve this goal, all employees ate strictly mandated to undergo
an annual physical examination with the requisite chest x-ray. : |

i 1
3.2 Also, In line with this, a TB awhreness program shall be undertaken through
infarmation dissemination, whic shall Include |ts~nature frequency (occurrence
in a selected population) and transmissian, treqtment with Directly Observed
. Treatment Short Course fDDTSi and control and management of TB In the
' workplace. This shall be handlet by the Office of Health Setvites (Infirmary) or
the partner health provider of }F‘LD‘I" INC. In cohjunction with the Operations
Manager and office of Human’ Resource through the company's accredited
health pravider. ; :
.,i ;
3.3.The DOTS s a comprehensive slerateg}r to cnnlrcﬂ T8, and s cumpmed of five

companents, which are: |~ i
[}

3.3:.1. Political will or mmmltinent 1o En:lurmg sustalned ' and quality T8
treatment and control al:twrftes

‘.

| |

3.3.2. Case detection by spulurn-smear micfoscopy among symptomatic
patients; !

ST P e

b
|
e
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1 ]
333 Standard short-course chémnlherap\r usms rEE:IFTiEnE df 6 to 8 months for
|all confirmed active TB cases (i.e., smear puﬂt:ue or thase validated by the
TEB Diagnostic Commtttee} Complete Hrug taking through direct
observation by a designated treatment nartnbr dunng the whole caurse of

the treatment regimen; i :

,l I
3.3:4, A regular, uninterrupted tuppl\r of all an’rj tubz«rr.:ulnlsls drugs and other

‘materials; j |

i |

3.3.5, A standard recording and repumng system that dllows assessment of case
finding and treatment outcoimes for each p:auem and of tuberculosis control
‘program’s performance n'umﬁrl i

3.4, Employees must be given proper Information or"r ways of strengthening theair
immune responses against TB nfection, i, information on goad nutrition,
adequate rest, avoidance of mﬁacr.n and a[r,uhul and good personal hygiene
practices. However, it should be understureﬂlthat inténsive efforts. in the

| prevention of the spread of the disease must 'be geared| towards accurate
information on Its etiology and cqmplete pEchrmemcE- averall,

1.5 Improving workplace conditions:

I
1
1

i i

—

13.5.1, To ensure that mntamin?tfun from TB aitborne particles is controlled,
workplaces must provide 3dequate and agpropriate ventilation (DOLE-
ﬂccupatlﬂﬂal Safety and He+lth Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary lai:a'ht:'e:‘. for w::rl-:er}t._

3.5.2, The number of employees in a work aréa shall not exceed the required
number for a specified arda and shall observe the stanhdard for space
requirement. (OSHS Rule 1062) :

i i

3,6.Capability bullding on T8 awarena#s raising and :ralning on TB.case Finding, Case
Hoiding, Reporting and Heccrrdlng of cases and the! |mplemenmunn of DOTS shall

be glven to Company health persannel ar the ogcupatmrual safety and health
committee.

r
!

3.7.50ocial Policies: .

. S i

| |
3.7.1, Non-discrimination: Emplpyees who havé or had TB shall not be
discriminated against. Instkad, they shall be' supported with adequate
Hiagnosis and treatment, a_nr_f shall be entitled o work for as long as they are
cartified by the Company's 1curedlted health provider as medically fit and
shall be restored to work as soon as their illnegs is controlled.
3.7.2.) Work Accommodation: }fhruugh agreements made between the
! i'nanagement and the Emﬁlnvees., work apcommodation measures to
suppart employees with TB s en:auraéed through flexible |eave
arrangements, rescheduling &f working times, and, arrangements far return
to work. A
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3.7.3. Restoration to Work: T'r}e employee may be al!owed m return to wark
with reasonable working arrangements as determmed by the Company's
' Health Caré Provider and."ut the DOTS ﬂravld‘#r

3.8 Employee Responsibllity: E :

o ————
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3.8.1. Employees who have 5vri1pmrn.=. of TA shail immediately seek assistance
| from the Company's Healthf.‘;erwces Pruuideq.

3811  Anemployee whe has the syrmptoms of TB is required to initially
wear a face mask :espemally while IH'EII'."E the office) and observe good
hyglene practices, at]least untll declgred by a competent medical
practitioner to be saEEEme transmission.

] i

3.8.1.2.  Similarly, for thosk at risk, i.e., thoge with family members with TB

' or thase exposed to a co-employee with T8, it would be prudent to
observe the same gaqd hygiene practfaes until declared free from the
disease and safe from traﬁsmm:‘.mn '.

E : '
382 Once diagnosed to be, with TB, employees shall immediately seek
 treatment either through the Department lof Health's DOTS or a private
physician of the employee' choice. However, it is imperative that the one
strictly adheres to the cuur';e of treatment. 'Falling to dutifully observe the
 treatment course may give flse ] cumplrcat&':»nﬂ such as resistance or even
¢ the failure of treatment, wmch may make it narddr to treat the infection and

| result in alonger absence. : i

1 v
3821, An absence from work due to medical reasons of over six [6)
months may resultg: the termination of one’s employment as
provided far by the Labar Code of tht- Phl1|ppines under Art. 284 -
| Disease as Ground for{Termination, = |
. , ,
3.8.3. Employees are required, tt:a undergo an annual compulsary chest X-ray
through the Annual Physi:,al Examination, 1I’ far any reason an employee
' falls to secure a chest x- ravi:t that time, hefﬁm shall be directed to secure a
' chest x-ray at an actredlmd clinic by hlsfher respective Infirmary/Health
| | Services. i .

3.9, The Company shall ensure that a'm 1B m:currenr.el in the workplace |s traced and
that all contacts are clinically a 59}2552:1 as much “"’n" feasible,

3.10. An employee afflicted with T8, who has valuntarily uridergone the
treatment and rehabilitation p‘mgram {DOTS) prescribed, and who is finally
deciared to be in a non- cumn‘mmr.able stage, may be allowed back to work
EUI}JEEI to being glven a medical t!earance by a Company designated physician,

I
311 . Employees (those afﬂmtld with the dusdas.a or those identified under

| comtact tracing) who rel’use!m cooperata and ‘dutifully observe lawful
| | . I

e T T T -
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instructions (undergo a medical therk up andfur#reatmenu, may be subject to
d:scqplmarv action proceedings Tzur msuhurdmanan (the nanaﬂy of which may
range up to the termination of one's Emplﬂvmenth

= T W

| ]

i
|
i
]

4. Pnﬂ}cEm_i!ﬂE

e e T

]

4.1.The respective Health Services u;f the Campany *Elﬂdfl:lr the contracted Health
Services Provider) shall coordinate with the Ocgdpational ‘Safety and Health
Center who shall provide pfeuentwr and Iter:hmral gssistance In the
im piemenlaﬂan of the Warkp{até TB Control and Manageme nt Program,

, .

4.2.A0 employee who undergoes thelnnnual Physical Enammatlun with the requisite
chest x-ray will have his/her meﬁrcal record funﬂarded 1o company clinic/HRD.
Employees whao fail to undergo the requisite annuar chest x-ray shall be directad
' to secure one at an accredited clinic or by hrsmer prrelﬂrrad Infirmary/Health
| Services. A :

' |
|
4.2.1, Those with medical fmd":fss shall be reqmrpd to undergu further medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted to!company cllmcﬂHHD and his/her respective
| Infirmary/Health Services, : |
i i
4.2.2, The emplayee shall then d:urdinale with c-:i'pmpanv clinie/HRD-and his/her
_'respactwe Infirmary/Health jerw:ﬂ foir the néxft steps.

4.3 An employee who s suspected to ‘i.;e afflicted with fB whether as a direct suspect
or by contact tracing, shall cooperate fully' with hi.,fher respective
Infirmary/Health Services [andfq-} the contracted! Health Services provider). |f
the employee tests positive fop T8, the empinlgee sha'll underge the DOTS
pmyam to Its completion. g

" L}

8.4.1f the_ employee needs 1o undergd a leave of ah‘seﬁce o recuperate, he/she will
be allowed to use the appropriate leave beforg hi/she may request to be
permrtted to go on a Leave of Ahﬁaﬂca without F’aﬁ{t’.ﬂm.

441, The emplayee shall ubsetue the rEquisite* prntedur& in applying for a
' leave. ; ,- i
4.4.2. The Unit concerned 5hat+ ensure that the requisite procedures are
observed by the employee a;ad that the mmpa!nv Elinic is duly informed.
| ) | ,
4.5.An employee may be allowed to go on a medical leave of absence (without pay)
for aimaximum period of six (6) months. The conterned employee hall submit
an application for a leave of dhsence before going on leave. Said leave
application shall be subject to aﬁpmval at the sofe 'discretion of the Company
Management. i .

4.5 8 & The same procedures undér 4.2.1to04.2.2 shall be nh'aelr‘ued.
| ! 14

I
i
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4.6, After treatment, with a maximum perro:i of six (6) rrrunths an leave (without pay),
an emplwee found to be curedior in a non-cominunicable stage of TB may be
allowed back to work, provided that the E!‘ﬂp'lwe? s health shall continue to be

| manitored during the annual uhq'slcal examination with the requisite chest x-ray
or as may be deemed necessary by the Unit HeaHh Services (Infirmary) or
mntracted Health Services nrmrsder

'
0
|
i
]
]
|
[
i
]
]
|
|
I
]

4.7, The employee returning to work s.halel be required by the Management to secure
| @ medical clearance from a 'I"I"Il’."dl-Cﬂl doctor chnsen by the Company before being

allowed to return to work. A ,

]

4.8, The HRD will initiate disciplinary prm.eedmgs agam!t any employee found to have
d|5mn1mued treatment in defiante of medical a-:MI:E or who tefuses 10 undergo
the full treatment course anscrfbed Likewise, emplun,rees who ara ordered to
undi-rgu a check-up due to cﬂﬂlatl tracing but refuse to do so will also face
disciplinary action proceedings. hn both cases, the maximum sanction applicable
for Jps.uhurdlnatinn will be the lwmmatmn af une‘s employment, if it is deemed
warmnted i :

I p

5. IMPLEMENTATION AND MONITORING |

5.1, The Safety and Health Committes ,;c:rr its cuunterp_ari shall periodically monitar and
evaluate the implementation of t!us Palicy and Pra?.ram.

6. EFFECTIVITY

|
i
6.1.This Policy shall take place effective immediately land shall be made known to

every employee.

-

1 i

(1l
| II- -
Prepared by: 4o ng‘mﬁ lgcin
Human Hes::-urces.

Reviewed by: Alffeda P. Cimarillo Ir.
- 'Dire tor}gf p}{ratluns

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

Subject  : WORKPLACE POLICY MID PROGRAM Dl‘i HEPATITFS B

1 DB.IECI' IVE

e

1.1 Iplay Inc. Is committed to mn{urm to the Esla'-bllshed standards assurance of
customer satisfaction, prnrectupn of our environment and healthiand safety in
the workplaces. ..

1.2.The company promotes and ensures a healthy énvironment through |ts varous
health programs (o safeguarcﬂ its employees, And as part of the company's
:un"aphanr.e to DOLE Depanmeht Advisory No, DE Series of 2010 (Guidelines for
Lhe Implementation of a Workplace Policy and Frogram bn Hepatitis B), this
Program has been developed; This program 1$ aimed to address the stigma
armchen* to Hepatitis B and!to ensure that: the emplwees right against
f:lli::nmmatmn and mnhdennall‘y is maintained. !

i i 1

1.3.Thig guideline is formulated fof everybody's JnTérmalinn and referente for the
diagnosis, treatment, and prévention of Hepatitis B. This will inform the
employees of their role as well as the compan in dealing with Hepatitis B. A
healthy envirgnment en:umpa§5e5 a good wnrk-hg relationship and great output
for continuous business growth

vk
|
I

2. COVERAGE

1
J ]
2.1.This Program shall apply 1o all e r}‘rplweez‘- regard[ﬂfss ol their employment status.
] (]
3. POLICY STATEMENT i ;
. ; _
3.1.Implementing Structure | :
i .
A
3.1:1. Iploy Inc. Hepatitis B workplace policy anp program shall be managed by
its health and safety cofnmittee. Each 1:|Iw15}r:rn gr 'department of tha
' Company shall be duly repr?sented.

3.2 .Guidelines

3.21. Education

- . Sl .

3210, Hepatitis B shall be conducted thrpugh distribution and posting of
IEC materials and muhse”ing and/ or lgéctures; and

]
] ¥
|
]
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3 2.1.2. Hepatitis B edu:aﬁnn shall be speafheat;led h'f Iploy Inc. Medical
Clinic In close cnqrdmaﬂnn with the heaﬂh and safety committee.
I

i

3.2.2. Preventive Strategies j !
I ]
' ¢ i { i
3.2.2.1.  All employees are jencouraged to be immunized against Hepatitis
‘ ' B after securing clearance from their physiciah, .
b I
3.2.2.2.  Workplace sanitation and proper we;,ste management and disposal
shall be monitored bw he health and ﬂretv comrmittee on a regular
! basis. i Ii
i . !
3,2.2.3. Persfnnai nrmer,twé equipment ,halrbe made avarlabFe at all times
for all employees; and | I
| i" I |
32.24.  Employees will be ;wen training anc; information on adherence to
i standards or universal ;jrecaut:uns in thawnrkplm:e
\ I i
4. SOCIAL POLICY ! :
) i
4;51.1 I Nﬂn-discrim:namrﬁ Palicy and Practipes
! :
| 41111 There shall be no discrimjnation of lany form against
employees on the‘bas;s of ther He?ahhs B status consistent with
the international 'agreem;-nt:. on fon: «discrimination ratified by
the Philippines {Hb C111). Fmprnvtes shall not be discriminated
against, from pi‘e 10 post Emmuwnem including  hiring.
promaotion, or assignment because of their hepat|tis B status.
f |
' i
4.11.1.2. Workplace management of %u:k employees shall not differ
from that of any plher liness. Persans, with Hepatitis B related

IFIneases may wnrli for as long as they are medically fit to work:
i ]
ol |

4.1.1.2.1. Job applicants and empiwde:, shall not be compelled to
disclose their Hduatitis B status:: and other related medical
information. Co-etnployees shall rjot be obliged to reveal any
personal (nformation about their fellow employees. Access to
personal data relating to employed’s Hepatitis B status shall be
bound by the rules on cnnhn‘enuaritv and shall be strictly limited
to medical persongel or if legally reguired '

41.1.2. Confidantiality

-

' - |
| 4113 Wﬂlk-.ﬁtCﬂmmDﬂﬂ?ﬂn and Arrangengen_t |
:' i 2
4.1.1.3.1. The company shall rakeﬂ measures to reasonably
accommaodate employees who are‘ Hepat{tis E positive or with
Hepatitis B - relate!:l ilinesses.

)
i
1
L]
I
)
i
i
i
!
i
»
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| | t l |
4.1.1.3.2. Thrnughfagreernents maﬂe between management and
empioyees’ replasentative, meaﬂ:res to suppart employees with
‘Hepatitis B are encouraged n;n wark thrnugh flexible leave
arrangements, n?esched uling of working time and arrangement far

. , return to work. : h

i ! J

4.1.1.4,  Screening, Diaghosis, Trﬂatment? and Referral to Health Care
Serviges

| ' i '

| ' |
. 4.1.1.4:1. The mmf:ranv shall establith a reférral system and provide
| Becess to diagmﬁstac and treatment services for its employees for

appropriate me¢r:al evaluation, r:nunrturmg and management.

41142 Adherend‘e to the gmdehnas for healthcare providers on
the evaluatmnauf Hepatitis E positive’ émployees s highly
encouraged, : Ir

41.1.43 Screenin& for Hepatitis B 45 a prerequisite to employment
| shall not be manjdatory.
!
i
ol 1.1.5, Compensation
'1
41151, The Cﬂl‘l’fpﬂﬂ'p' shall prowide access to Social Security
System and Em?lwee& Compensation benefits under PD 626 to
an employee dontracted with HEpdhm B infection in the

performance of his duty. ;
r | |

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
]

% B [ Emplwer‘sﬂespénsiblllttes
!
ik J e Managerﬁent. together v'+uth employees’ Organizations,
company focal Termnnel for human resources, and safety and
health personnel shall develop, m‘fnpiemem, monitar and evaluate
the warkplace p:};nw and prugrarni on Hepatitis B,

515112 The Heall‘{h and Safety Cm‘,nmlttee 5ha|l ensure that their
company pullcwand program is! EIquLIEIEEhI' funded and made
known to all qu-lm.rm !

51113 The Humln Resaurces DEparTn"lent sh‘alr ensire that their
poliey and prugrim adhere 1o Emstmg legisiations and guidelines,
including prwlsw_hns on leaves, heqef’tE and insurance.

: i
]

5.1.11.4. Maﬂagmient shall provide information, education and
trainingon  Hepatitis B for its \workforce consistent with the
standardized b&sic information 1 package ,HEVEIan!-:‘f by the
Hepatitis B TWG; if not available within the establishment, then
provide access ta information.

e S
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5:1:1.1.%. The cumi‘:an-.r shall ensure non-discriminatory practices in |
the workplace. | :

e T W

3 i |
51.11.6 The mahagemenl mgetbe? with the company focal
personnel for human resources and safety and health shall
provide approptiate personal pr:crlectiue equipment to prevent
Hepatitls B exposure, especially for employees exposed to
potentially contaminated blood or bady fluid.
| |
5.1.1.1.7, The Health and Safety Committee, together with the
employees’ organizations shall jointly review the policy and
program for Ef\l'ectiveness and fontinue to Improve these by
networking with government iand organizations. promoling
Hepatitis B prew;nt'mn. .*
' Ll
5.1.1.1.8. The comj any shall ensuria confidentiality of the health
status of its em 'Icrvem, mtluding':thnsa with Hepatitjs B,
. .'
5.1.1.138, The human resources shal) ensure that access to medical
records is limited to authorized parsonnel,

]

|l
5142 Employees Responsibilities

5000390 The empfbﬁes urgdhlxatmn Is required to undertake an
active role in Edhcatmg and training their members on Hepatitis
B prevention anﬂ control. The [EC program must also aim at
promoting and practicing a healrhp ul‘eswlq with emphasis on
avoiding high “risk behavior and other risk factors that
EXpOose dmplnvEE:‘- to brjcreased risk of Hepatitis B
infection, consistent with the #andardized basic information
package develnp?d by the Hepatit{s B TWG,
! l
5i1.1.2.2] Emulovea; shall practice llf:an-dl'SCﬂrTl‘ﬂﬂtﬂW.ﬂcts against
co-employees uni!he ground of Hefp‘atllis B status.

) i |

51123, Emplwee_k and thair nrgani?a'uunf, shall not have access Lt

personnel data rglating to an Emﬁluvee 5 Hepatitis B status. The

rules of tunfldei’ltlahtv shall apqlv in Earr'-,rmg out union and
arganization functions. .
: |

5.1.1.24. Fmp!weeh shall comaly w:th the universal precaution and
the praventive measurES .’

51125, Empfm.fee.*, with Hepatitis B may inform the health care
provider or the tompany physicidn.on their Hepatitis B status,
that is, If their wirk activities may lincrease the risk of Hepatitis B
infection and tfa{tsm!ssmn or pul the Hepatitis B positive at risk
for aggravation, | |

/
]
'
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6. IMPLEMENTATION AND MONITORING

1 . |
Bi1.Within the establishment, the imhplementation ofithe policy and program shall be
2 e} U s
monitored and evaluated perigdically. The safety and health committee or its
counterpart shall be tasked for ihls purpose. :

7. EFFECTIVITY j
7.1.This Policy shall take place Elqutwe immediat E-Py gnd shall be made known to
every employee

e
Prepared by: Jo Hair’fr'rg R Welecio ':
Humar Resources ,

Reviewed by .&.Ifre(n;

Dlrect\qr nfﬁ :‘alluns 1

(] |
| ; ;
Approvad by: Yisrael Y. Gissinger |
CEQ i A
& .
| I
1 i
i |
{ |
I
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Date : January 1, 2018 - ) |
To |+ ALL EMPLOYEES CONCERNED !
From ¢ Human Resources \
Thru | : Operations Manager i’ :

Subject  : DRUG-FREE WUHKPLAU% POLICY AND PROQGRAM

; it
- :

1, OBJECTIVE

i d i I
1.1; In compliance with Article V DI‘E Republic Act Nq'r. 9165, otherwise known as
I the Comprehensive Dangerous brugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Ddpartment Order Mo. 53-08, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sec or), Iploy Inc. hereby adopts the following

policies and programs to ar.hiEu?a drug-free wnijkﬁ!ﬂt.e,

i |

1.2! Cbmfpanyr policy is to maintainia workplace free of illegal drugs. To ensure
that the objectives of the mm;ﬁany's corporate policy are met, the company
is implementing this drug-free [?rﬂgram. The prggram will have the following
elements: :

| |
!
[

o

2. COVERAGE .
2.1, This Program shall apply to all employees regardless of their employment
status. ; !

: ;
|

3. POLICY STATEMENT a
] |
3.1. The use, possession, solicitation;for, or sale of dgngerous drugs on company
premises or while performing ar] assignment. | '

J '
' |

3.2 Being Impaired or under the |I‘$]I.IE!'I€E of dangerous drugs away from the
company, if such impairment of influence adver:rseln,r affects the employee's
work perfarmance, the safety qf the employee pr af others, or puts at risk
the énmpan',r's reputation. E | '

i
i ;

3.3) Possession, use, solicitation fory or sale of dang'erpus drugs away from the
company premises, if such acgiu!tv of lnvu[uﬂnent adversely affects the
employee's work performance, Ethe safety of th+ employee ar of others, or
puts at risk the company's reput?tinn. . !

\ '

3.4, The ! presence of any detect 1hi:ﬂfa amount of dangeroys drugs in the
employee's system while at wark, while on the dre'rm;e& of the company, or
while on company business, "Dangerous Drugs” include those listed in the
Schedules annexed to the 196# Single Eonv_ﬂﬂltl'ﬂri an Narcotic Drugs, as

| amended by the 1872 Prumtni{' and in the Schedules apnexed to the 1971

]
' | f ¢ I i
{ Al

“-ri—‘-!-"b-"r"' -
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4, MAN DATC]RY DRUG TEST

4.1,

4.2,

4.3,

® r
iPloy

Single Convention on PS‘p‘Ch’bl‘erlt Substances as enumerated in the
attached annex of R.A. 9165,

I
|
|
/|
|
|
|
i
: i
|
|

-

I
|
|
I
i
it
Ta ensure that only those uuahﬁed shall be 5cr¢ened and recruited to prevent
the detrimental effects (e.qy lower productivity, poor decision making;
increased accidents; more co}npensanan claitns; and reduced team effort)
whu:h drug use and abuse may cause in tt'qe workplace, the conduct of

mandatory drug test shall be requwed for pre- e;rnplw,fment.

|pln1,f Inc. designates :nmp;nv accredited ur affiliated center, a duly
accredlted drug testing cent@r by the Depaqmerﬁ of Health (DOH), as its
authﬂFIIE‘d drug testing Iaburatuw ;
The Company may also cunduct drug tesnng under any of the following
c1rcurnﬁtance5' ! |

1 i
i

1 1 RANDOM TESTING: foy:erfemptwees rhay be selected at random for

. drug testing at any interval determined t:u,r the Company
3

432 FOR-CAUSE TESTING. T,'EhE company may ask an officer/employee to
| submit to a drug test at any time it feels that the employee may be under
the influence of drugs, ;;including, but not limited to, the following
| gireumstances; evidence th drugs on or aﬁﬂut the employee’s person or
in the employee's 1urlf:Iru‘u:'t.uqa unusual condugt on the employee's part that
suggests impairment or influence of drugs, negative performance

| patterns, or Bxcessive and\ unexplained absentﬂeism or tardiness.

4.3;3, - POST- ACCIDENT TESTING Any nfﬂcer,‘dmp[wee involved in a “Near-
Miss” incident or “Work! Accident” under ‘circumstances that suggest
possible use or influence ¢:f drugs may be hak&d to submit to a drug test.
As defined herein, “Near-ﬂv!ms means anﬂlntldent arising from or in the
course of work which cbuld have led to injuries or fatalities of the
workers and/or considergble damage to ;he empicﬂfer had it .not been
curtalled. "Work Accident” refers tol unplanned or unexpected
occurrence that may nr-i may not result in. personal injury, property
damage, work stoppage ]br interfarence :I':rr_ any combination thereof of
which arises out of and In'the course of employment.

!

43.4. All drug tests shall employ, among othets, two (2} testing methods, the

screening test which will tﬂetermine the pasitive result as well as the type
- of the drug used and theiconfirmatory tes’:t which will confirm a positive
screening test. Where | the cunflrmamw test turns positive, the
company’'s Assessment T{?am shall evaluare the results and determine




. . .
i L | L
Ploy Incorporatad ; | , IP,
131h Floar MSY Towe: ik I £
Punesdaris Road Grbu Buslress Park, A i Wity Bt s

ey CHY6000 | : .
| :

i e T .

the level of care and admrmstratlue Intementiuns that can be extended
| to the concerned EI'I"Iplﬂ'y"%E

4.35, |ploy Inc. shall inform ihe officer/employee who was subjected to a
| drug test of the test-resulfs whether positiveior negative.

4.36. All costs of drug testing shall be borne by Iploy Inc.
\ i i

5, TREATMENT, REHABILITATION, AND REFERRAL .

¥ [}
] I

5.1. An officer/femplayee who, for, the first time, |5 found positive of drug use,
shall be referred for treatment and/or rehabilitation in 8 DOH accredited
center. For this purpose, Iploy Inc. shall pruv[de a list of at least three (3)
accredited facilities which anlemployee who was tested positive for drugs
may choose from. ¢ ;

N i

5.2. Following rehabilitation, the ¢ompany’s Asse§sment Team, in consultation
with the head of the rehabilitation center, sHal| evaluate the status of the
drug dependent employee and recommend to:the emplayer the resumption
of ithe employee’s job if heﬁshe poses no sﬁenous danger to his/her co-
Empfwees and/or the workplate.

s A!t' costs for the treatmentf and rehahilitafjcm of the .drug dependent
empinvee shall be charged !:p his account, The period during which the

| employee is under treatment or rehahlhta;mn shall 1be consitdered as

authorized leaves. |

L] I
| L

5.4, Repeatad drug use even a’fter ample uppurtumw for treatment and
| rehabilitation shall be dealt wngh the currespnndlng penalties under R.A. 9165
| and is a ground for dismissal,

6. Aﬂmn:acv, EDUCATION AND Tmr{lma
i
& J. 1|:-h::1.r Inc. undertakes to 1ncrease the awareness and education of its officers
| and employees on the adyerse effects c.f dangerous drugs through
continuous advocacy, educattan and tramlngﬂ programs/activities to all its
nl‘ﬁcers and employees. | i
b . -
6.2. All officers and employees are required to undergo an orientation/education
program before assumption pf their respectfve duties. The program shall
include the following topics: | :

6.2.1. Salient features of-R,A.ﬁlﬁﬁj .
6.22. Adverse effects of al:ru;e and/or misus.p of da'ngi;mu_t. drugs on the
person, workplace, family and the community;

— . T ——— T ——— i
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6.2.3. Preventive measures ag;'ﬁnst drug abuae.l' and

| 6,24, Steps to take when Interuentmn is needéd as well 3s available services
for treatment and rehamHlatmm !
i
To encourage all officers and pmptnyees to Igiad a healthy lifestyle while at
wark and at home, Iplay Inc. uhdertakes to corjduct the following activities as
often as possible: ' :
6.3/1. Lifestyle assessment ! programs on! ‘health nutnt:nn weight
management, stress man;{gement aicuhal'ahuse smaoking cessation, and
| other indicators of risk ﬂIEPBSES '
6.3.2. Health wellness scrednings (e.g. biotm‘ pressure and heart rate,
. cholesterol test, blood g:'u%crse etc.); '
6.3.3. Sports, recreational and| fun-game activities; and
6.3.4. Other activities promotipg health and wellness.
)

r

7. ROLES, RIGHTS AND HESPDNSIBILIT&ES OF EMPLD‘EEli AND EMPLOYEES

7.

£,

7:3.

g.1.

82

|

Iploy Ine. shall ensure that fhe workplace :mhcles and prngrams on the

prevention and control of dangemuﬁ drugs, mcludlng drug testing, shall be

dlﬂemlnated to all officers #nd employees. IThe employer shall obtain a

written acknowledgement frum the emp!uvee: that the policy has been read |
and understood by them. j :

I |

I|::!f:u.-I Inc. shall maintain the canfldentralttv of ali infarmation relating to drug
tests or to the identification qf drug users in the workplace; exceptions may
be made only where requirediby law, in case of, averriding public health and
safety concerns; or where 5uc:$1 exceptions havb been authorized in writing by
the person concerned. | | |

All officers and employees shall enjoy the right to due process, absence of
which will render the referral procedure ineﬁ‘etti:'.re. |

A

 CONSEQUENCES OF POLICY VIOLATIONS 8 |

Any officer or employee who 05&5 possesses, fistributes, sells or attempts to
sell, tolerates, or transfers dangerous drugs ar otherwise commits othet
unlawful acts as defined under Article Il of RA 9165 and its Implementing
Rules and Regulations shall be subject to the r,rert[nent provisions of the said
Act. ! !

' |
l 4

Arw officer or employee fuuqd positive for u!,e ‘of dangerous drugs shall be
dealt with administratively in uttordance withthe provisions of Article 282 of
Baok VI of the Labor Code anq under RA 9165.; |

e e B
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9. IMPLEMENTATION AND MONITORING
9.1.1. The implementation of ﬂ'\E‘iE" policies and programs shall be monitored
and evaluated permdmaHv by mar‘lilgw't'rt’nl o ensure a drug-free
| workplace. For this purpose, an Iasaer\rment Teamn shall be constituted in
a:mrdance with D.0.53- EIEI

10. EFFECT N|T"|!" - i

10.1. | This Policy shall take phr:e- effective 1mmedm|elv and shall be made
known to every employee

11. ATTACHEMENT

11.1. | Drug-Free Workplace P-::'.flic»,.r and Prugrarﬂ Acknowledgement

i
# ]

Prepared by: Jo Ha AR Wielecio ; ’
Human Resources ! i

Reviewed h'n,r P.Ifre/c:P C:)L'F‘nanltajr
Drfeétgr ?jf ébeﬁtmns ; .

Approved by: Yisroel Y. Gissinger ’ .
CED [



A ————— P,
13th ey NESY Tirwar 9 ' o
qumc*ru Busirues Patk, Wittty by
Cobu City 600D |

i i T A e
e T

- w

Drug-Free Wurkpiate— Pragram hcknowie;igement

S S S LA S LT e T

|

| hn‘areel:u‘-r aclmawredge that | have rEl:ewed and read Iploy lne. Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter uﬂ' affect a drug test and a list of
local Empln-,ree Assistance Program pe-CI\rldErS or Inca!‘ drug and! alcohol treatment
prngrams [ haue had an apportunity to have all aspects of this material fuih,r explained. |
also understand that | must abide I:-'.a the Program aq a cnndrtrqn of initial andfor
cantinued eémployment, ‘and any wulalfhn may result in disciplinary action up to and
including terminnllan : :

I' i

i

| also undarttand that during my emplu\iment | may be required to submit to testing for |
the presence of drugs or alcohol in my bady. | understand that submission ta such testing
i5 a cnnditlcm of employment with Icumdam,ri and dmﬂplmaw action'up to and including

termination may result If: : i
i
1) | refuse to consent to testing. k :
2] | refuse to execute all forms of cr:mspnt and releasé of lability that are usually and
| reaspnably associated with such Examinatluns .‘ i
3) | refuse to authorize release of the test results to the campany.
4) The tests establish a violation of [tc:-mpanﬂ 5 Urug*Free w::rkplm:e Palicy.
5) [ nthr.-rwlse violate the policy. i ;

| alsu recugnlm that the Drug-Free W:;rl-:place Policy ar‘;d related documents are not
intended to tonstitute a contract betweeh Iploy Inc. and mia !

l I
The undersigned Furthn{' states that I}Eg’she has readland understands the above
acknﬂwledgdment and slgns below of histher own free wllrI

DATE

R R

SIGNATURE

S G S

WITNESS DATE

e .

— T —

e iy i e i T . g
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Date :January 1, 2018 \ !
To | :ALLEMPLOYEES CONCERNED '
From :Human Resources { :
Thru ! : Operations Manager |

Subject  : WORKPLACE POLICY AND PROGRAM D‘I"-l ANTI-SEXUAL HARASSMENT

| '
]
1 [

1. OBJECTIVE |

|
1.1. The following policies and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment in its workplace ahri to provide the procedure for
the resalution, settlement anﬂfﬂr disposition qu sexual harassment cases

2. COVERAGE ;

2.1. This Program shall apply to '.EI“ employees regardle;s of their employment
status, i i

3. POLICY STATEMENT !

3.1. Iploy Inc. believes that employees should be aﬂfurded the cpportunity to work
in'an environment free of sexual harassmernit. :Sexual harassment is a form of
misconduct that undermm@s'the Emuruvrnerit relationship. No employee,
gither male or female, shau!d be 5ubjecied verbally, or physically to
unsolicited and unwelcome 53‘:«;1511 overtures Ur conduct.

I

3.2, Sexual harassment refers to ﬁehavlnr that is riat welcome, that is personally
offensive, debilitates mordte and, therefore, Interferes with work
effectiveness. Such behavior rlpay be In the farm of unwanted physical, verbal
or visudl sexual advances, requests for sexyal favors, and other sexually
orlented conduct which is Gﬂenswe or Dblﬂctlunﬂblﬂ to the reciplent,
including, but not limited to:; eplthets cierogétuw or suggestive comments,
slurs or gestures and -::fienswﬁ_f posters, cartoons, pictures, or drawings

3.3. Iploy Inc. will not tolerate an;' behavior that amounts to sexual harassment
and any officer or Emp|Dy’E‘EifDuﬂd ta have kcgmmitted sexual harassment
shall be subjected to disciplinary action, up to and including dismissal

3,4. DEFINITION OF SEXUAL HAHAS%.MENT
|

Iploy Inc. has adopted, and :':ts policy Is baséﬂ on, the definition of sexual
harassment set forth in Se:}ian 3 of RA ?ﬂ.H It provides that sexual
harassment in workplace is cnmmltted by an emplwer gmployee, manager,

supervisar, agent of the empiwiar orany DlhE! person who, having authority,
influence or moral aﬁtendancyﬁ over anotherin'a work environment, demands,

L}
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requires or otherwise r»:uuiril any sexual favpr from the other, regardless of
whether the demand, requests or requlren':ehr far submission is accepted by

| the object of said Act. ! :

|'

In a work-related or Emﬁluyment envlrcmmenl sexupl harassment s

committed when: } Wy
] I

34.1. The sexual favor is made as a condition in the hirng or in the

| employment, re-emplngmem, or continued employment of said
individual, or in granting said individual favorable compensation, terms of
mndltruns promotions, lor privileges; ﬂrlthe refusal to grant the sexual
| favor results in limiting, #egregatmg or clessifying the employee which in
. any ‘way would disctiminate, deprive' or diminish emplnymem
E‘ nppor’tunmes or utherwme adversely aﬁ‘e;:t said employee;

" i

34.2. the above acts would }mpair the employees’ rights or privileges under
| existing labor laws; or '|I Ir '

' 3# 3. the above acts wau[:i result inan mhmldatmg. hastile, or offensive
environment for the emnlnvee .
[}

3.5. |WHERE SEXUAL HhHASSME]'JT I5 CGMMITE[i :

I 5¢xual harassment may be cqmmutted in any {mﬂrk or training environment. |t
may include, but are not hmlt%d to the fnliuwlhg

35.1. Inoroutside the -::f'fir.:ﬁn,l building or trainlng site;

35.2. at office or training- rELhtEd social functions;

35.3. inthe course of wark qﬁlgnms_’nts outsjde the office;

354, at work-related confergnces, studies or training sessions; or

3.5.5. during work related travel,
b

5 r i
3.6. FORMS OF SEXUAL HARASSMENT :
'I * ]

Sexual harassment may be ccii'nmitted I any qlif the fnﬂm'-.ring forms:
|

36.1. Overt sexual aduancesg i

3.6.2. Unwelcome or impropér gestures of afﬁaqtmn*

363 Reguest or demand f:ri;’ sexual favors lrmluding but not limited to going
out on dates, outings, or the like for the same pUrpOSE;

36.4. Any other act or cnnduf:t of a sexual mlure or for purposes of sexual
gratification which is geyeralhf annuwnm drsgusting ar Df‘fEﬂil'u’E to the
victim.

B e

e

i
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3,7. WHAT IS NOT SEXUAL HAHASSE.'HEMT :

3|8,

4 PROCEDURE

4.1,

4,2,

sexual harassment does not mfer to occasional compliments ﬂl‘ a socially
acceptable nature. It refers to behavior that is not welcome, that s
|:.IEr:—‘-t::-rmlll,'r offensive, that debllitates morale, -pnd that, therefore, interferes
with work effettiveness.

EMPLOYER'S RESPONSIBILITY

!l
1
i
]
?
i i
'.

1

I
Iploy Inc, undertakes to p_{cwide its offickrs and employees a work

environment free of sexual hprassment by mjanagement persannel, by co-

workers and by others with whom officers and employees must interact in
the course of their employment in Iploy Inc, SExual harassment is specifically
prohibited as unfawful and as d violation of company policy. The company is
respunsjh!e for preventing E@kual harassmenl in the workplace, for taking
immediate corrective action t¢ stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

]

I

b |

| A
]
|

COMPLAINT PROCEDURE

" e s

|
13

4.111. Any officer or empiﬂwe who E'?tI;IEIIEI'IEEE or witnesses any act of
sexual harassment in the ~w0rkp|ace shall, report the same immediately
to the Committee on De?arum and In'ufes{lgatinn They may also report
acts of sexual harassmient to any other member of iploy Inc.
management or nwnersh{p. All allegations of sexual harassment will be
| guickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
' alleged harasser will be prutm:ted against ‘unnecessary disclosure. When
| the investigation is c-::mmeted all parﬁes will be informed of the
outcome of the rnvestlga!:{cn i
4.112, A Committee on DEC{H#.II‘TT and Investigation shall be constituted and
shall be composed of the management and the employees'
representative to recei\ie complaints, fnvestigate and hear sexual
harassment cases. The Committee shall ‘develop its own. rules in the
 settlement and disposition of sexual harassment cases. The Committee
' shall also develop and imdplement programs to increase understanding
and awareness about sexLiat harassment.
X
RETALIATION
|
4.2.1. Iploy Inc. will permit ng employment- bdsed retaliation against anyone
who brings a complaint oF sexual hara_r.smgnt or who speaks as a witness
| in the investigation of a r_'r,:mplalnt of sexual harassment.

]
]
)
#
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4.3. WRITTEN POLICY 1
4.31. All officers and empl-:w:ees of Iploy Ing. shall receive a copy of the
| company’s sexual harassment policy upon assumption of their respective
. offices. If at any time an officer of Emplbﬁze would like anather copy of
the policy, please contact the Office of the Committee on Decorum. If
Iploy Inc, should amend| or modify its sexual harassment policy, all
officers and employees wiil receive an :ndl'irldua1 copy of the amended or
. modified policy. i !
|
4

5. E@NFID;EHTIAUW : |
I f
5.1. At the commencement of the investigation procedure at the Committee,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or hehaviqr, all matters digcussed, documents reviewed,
letters and correspondences réad, and, testimgnies heard, will be kept under
thé_ strictest confidence. It isithe intention of Iploy Inc! that rights of the
parties, especially the innacdm ones, are profected. At the same time,
however, dignity and honor sﬁall be preserved for all the parties concerned
by | keeping all information gathered through the Investigation process
I cnrfaf dential at all times, even after the cnnc!uﬂpn of the investigation proper.
T ek . ' ! '
6. EFFECTIVTY | } '

6.1. Thiﬁ Policy shall take place Efféctlue 1mmedlatew and shall be made known to

every employee. i
| ; '

. 1 (N
"

Prepated by: lo _ cio
Human Resgurces

| 1
Reviewed by: frednlt marillo Ir.
Dw th erations

- T e, T e e T

1

Approved by: Yisroel Y. Gissinger
CEG
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COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARR&SMEW POLICY
Name | Position in Establishment
Chairman: Alfred Camarillo . Director of Operations
Secretary: Abelardo Dagalea . Operations Manager
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DATE v Aprits, 2018 : | -
To 1t ALLEMPLOYEES | !
FROM | 1 HUMAN RESOURCEp DEPARTMENT | ,
THRU g OPERATIONS MANAGEMENT ¥
SUBJECT MEMO: RESTROOM GUIDELINES ||

] ; | 1 | I
Iploy tncy pmvides unisex restrooms a'-.rallahle so that emﬁ!dﬁmes can use ':hE-rh when they need
to do ‘-'-[‘.l' Onelis located inside the operafion floor and sacond is in the hailwau outtide thp
nperatmn floor. Howeaver, those who are uncomfortable, kas issue with the unisex restroom,
we have a separate single, private restrumn available for use.
|. i
Mareover, al"h,F employee with mncernﬂsspe in using the unisex restraoin, please visit Human
Heauurce.s office to get d-:er:rr ACCess pass. Pfﬁ{:E security, h.ng in and Log out procedure shall
apply. | ¥ b
Furthermore, I is essential that all Em::snyrees should -:Eurnph,r and observe the restroom
gtiguette:

1 I

2 |
1 i i L
. IKnnrk if the lcubicle appearﬂ to be otrupiﬂd.![ﬂbn't peek under the doars,
s lLockthe f.LIbIC|E door when.',mu Enter. '
Stand close. enough to the gan or urinal s6 l.fbu don’t wet the seat, walls or

floor . \ . i

1

| o Flush the tollet after use an{i wipe off the m;!m seat for the next user

o

o Papertowels goin the trasH can, not on the‘,ﬂnor or in the toilet bowl

. |Wash your hands o prevené the spread of mlds and the flu
| » Please use water and papﬂr'mwels mnﬁewapwelv ; !
| | . !
For your infarmatiqn and guidance

LoVELY JANE u{‘f CAYTILLY
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Pescadores Boad Celin Buvinen Park,

LR Hoor MSY Tower T | e} !-.E_!Qy

Cebu City 600 |
February 27, 2018 .
To % ALL EMPLOYCES , i
FROM i HUMAN RCSOURCES DEPARTMENT
THRU : OPERATIONS MANAGER |
SURJECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is Issued to ensure the effactive
employees on office attendance and punctuality

nnfnrcemept and strict observance of all

To ensure effective implementation and monitoring of office security

1.

9,

10,

11,
12,

For guidance and strict compliance. \

- Employees are allowed to be In

Employces are required to lo

Ein and log out using the biometric and the RF ID, even
il the door Is open '

side the office and to Log In thirty (30) minutes before
their scheduled time ' '

Bags and/or personal items should be left in the lackér before longing in/going inside

the production area '

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

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

Pantry, recreation room and locker s!'tnu!d be closed 4t all times, employees must use
their RF 1D to access these rooms | :

No tailgating !

Employee 1D and RF ID should be w?:rn at all times, lost RF 1Ds will be charge to the
employee : :
No employees are allowed to stay inithe waiting area for applicant.

Employees whao left/lost their IDs will get temporary 1D from HR and will be dealt with
according to our code of conduct and discipline.

Submit self to magnetic wand sca nning with the security persannel

Only water in a clear container is allowed in the op eration area and recreation room

I
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iPloy Incorporated . ' . iy ; "
9™ floor, Ayala Center Cebu Tower ! p f ' P' 0

Bohol Avenue, Cebu Business Park o A M

Cebu City 6000 j ;
DATE : November 17, 2021 f
TO | ALL EMPLOYEES :
FROM ; HUMAN RESOURCES :
SUBJECT : LOCKER POLICY .

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

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

RULES '

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

* NO storing of perishable foods/leftovers If:iside the locker. !

® Propersanitation is strictly observed (E.G. fs.ln storing of un washed containers/mugs/utensils, etc.)

e NO transferring of lockers, Transferring of lockers is subject to approval.

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

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

¢ The company will not be liable for the Iossjur damage to any personal belongings left unattended
and that includes, sharing of lockers, lockers without padlocks, placed on top of the lackers, etc.

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

* Forced Open Request due to lost padiock 1|ice1.r or forgotten ;f.-asswurdf code should be submitted a
day prior and will be subject to availability of the bolt cutter.

¢ Authorization to Forced Open a Locker, the; request must be submitted via emall to hr@iploy.com
and must wait for the approval. ; :

e  NOLOITERING inside the locker room : \

¢ Unassigned Lockers with cable ties should!not be opened. |

e Things inside unassigned lockers will be subject to disposal of the management

'y
|

This Memorandum shall take effect on Nuvemher'lﬂ. 2021, .

Failure to comply will be dealt accordingly. ':

o S é a;a
Carlos Gotiong Alfredo arillo
General Manager Directo ¢ perations

Prepared by:

‘I L]
| have read, understood, and agreed to comply with the foregoing policies, rules and conditions
governing the iPloy Locker Policy. ' ' '

LOVELY JANE ﬁﬂﬂmm 10-2-22
Employee Sjgnat‘lfre Over Printed Name/Date
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| | ;
DATE ; April 3, 2018 i :
To (  ALLEMPLOYEES | :
FROM : HUMAN RESOURCES DEPARTMENT
THRU ., OPERATIONS MANAGER |
SURJECT | MEMO: CALL IN FOR QUT OF OFFICE

In order to properly monitor'out of office erppln-,aer—vs d new F ocess to gall :ﬂfrﬁmur‘ absence will
be implemented effective Monday, April 9, EEJLE

1 ]
Guidelines: '!
1. In cases pf late and/or absences, Frimi{;n,rr:r‘ hould mpuwrt to Human Resources through
SMS or Call via HR Hotline: 0917-709, 7074 :
2. Notificatjon should contain the following infarmation .

‘5. Complete (real) Name

i |
b. Department ﬁ |
c. Team Leader ) ;
d. Callin for: (Whale day Ah:en{ Half-day Absent, Late)
£, Hpafcm [ i :

3. HR Wwill be the one te send notificatidh to Operations Management

4, Nocall in should be communicated I}]rrmpn Team ledds or any other emplovee. 1t should
be done by the employee or his/her {-: latives b

5. Motification should bk at least two |:2.,| hours before the emplayes’s shift

6. If an employee is advised to H‘-.lt-‘.l,.*'r.l.‘}r';:fir1r=:l in the hospital, number of rest days as advised
by the physician should be indicated {Otherwise, employee must send notification daily

7. Failure to notify will be tagged as N Call, No Show ahd/or unscheduled absence and will
be dealt with according to our Code of Conduct and [Qis¢ipline

| i

For your guidance and strict compliance.,

Jo H;@!{Mremﬁ l-wuuf JANE ta-rﬂu-n o-2-19

Hum'J-rn Resources {

Noted by:

ﬁlmnllﬁ ir. _.‘

Dir‘e&t/g{f bp%rmiuna
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February 18, 2020

To i ALL EMPLOYEES :
FROM : OPERATIONS MANAGEMENT !
SUBJECT : ATTENDANCE BONUS 2020 |

|
|
[
|
1
!
|
\
|
|
i
|1
I

As we end the year 2089, IPloy would like to set clear ,hev procedures and policies, This memorandum serves as
reminder to be followed:

PAYROLL ! f

1. Immaculate Attendance Bonus is for employees with perfect anendari:e. Employee should NOT commit &ny
schedule deviations like tardiness, unscheduled absences, undertime and pverhrea}:. Failure to punch in = aut for
breaks will also disgualify the employee. No walvers will be given. :

| I
2. Tardiness, Undertime and Over hreaks will be deducted from the employee’s pay.

3. Employees who tendéred their resignation before the,. release of the Sagn.ﬂn Bonus (First Half'or Second Hall) will
N longer be eligible to receive it \

4. Employees qualified for the Sign On Bonus (First Hal!‘hr Second Half) wllb receive it on the 30" of the succeeding
manth fram eligibility,

5. Eligibifity for the annual merit increase Is based on n}rl!rnﬂ per‘fnrmnnteand management discration. Pay out b5
at management's discretion, ) !

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

g 1 day absence — the medical certificate must be dated on the day of absence or the next day, If the absence
falls on a Friday, the medical certificate must be dateq the Saturday thaﬂ immediately follows = at the |atest, It
cannot be dated on the day that the agent is to report t;ar.lt to work. i I

. 2 days ahsence - the medical certificate must *He dated on the lmtht day of absence orithe next day. If tha

absence falls on 'a Thursday, the medical certificate m&st be dated either that Thursdhy or the next day - at the

latest. It cannot be dated on the Saturday that lmmediqtelv follows or that Monday that the agent is to report back

to work ) ;
§ i

. 3 days of absence or longer - the medical :enrﬂcate must be dated on the mitial day of absence or the next

day. Itcannhot be dated on the day that the agent repnrh; back to work wbth the advica to restantedated from the

initial date of absence. AISG the advyice to rest is lnl:hushre of rest days.
o Ex: If the agent is absent on a Friday er:I the medical cemﬁcate states advised to rest for 3 days,

that is inclusive of the day of absence that the agent took to rest plus Eaturda\r and Sunday - the agent must be back
to wiork on Monday,

|
'|
|’
|
!
b
!




iPloy Incorporated
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ﬂ ;
o If the doctor prescribes rest, the m:diqal certificate must im:luﬁt the number of days of rest, ThE
advice to rest cannot be antedated, ; -
o There must be a fit to work date. 1 ; \
o The only exception to the Medical Certificate date guidelines is if the employee has been
haspitalized. y i
4 :
| i
I [

VACATION LEAVES |

. { .
1. The company reserves the right to approve and dis.ap*rnw all vacation tﬁrwe (VL) requests,

2, Employee must gg_mf have the corresponding :red}t# for the request to ha approved,
1 credit = One Day i

.5 gredit = Half Day .

leaves. This is a way of rewarding employees with perfect attendance,

{
4. The company and cllent have the right to ﬁl!ﬂl‘.‘lpl'ﬁ‘ﬁ"e leave reguests sand cancel approved leaves for those
employees who committed unscheduled absences on Ihe prior manth and an the current rnnnth of the requested
time off Including poor attendance records, behavioral a}’nd productivity issqes

3. Employee with perfect attendance 60 days from the ;requesrrd VL date :wlll be given priority In the approval of

'i

= i R o

Appraved By: "
j ]
| '

Chief Executive Officer i
i ‘

] i }
ALFREDD CAMARILLO JR. LovELy JANE M/ cartiLe  10-2-22
Director of Operations | "

]

e



iPloy Incorporated
9™ floor, Ayala Center Cebu Tower A
Bohol Avenue, Cebu Busingss Park | [

1> iPloy

Cebu City 6000 : :
Date : November 17, 2021 :
TO : ALL EMPLOYEES I !
From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY A |
Sick Leave Is to be used by employees who are il or any other form of absences supported
by a valid document, : .

1. Employees are requ[red to natify the HR hatline number |:B51?~?ﬂ9-?ﬂ?4} and/or send an email to
hr@iploy.com at least two (2) hours before the #mplwee‘s shift (following call-in procedure) and/or
within 24 hours from the first day of absence.
2. Employee may use sick leave for absence due ,iu the following rEasun
Employee’s liness or injury, \
» Bersavemnent leave/s :

®  Emergency leave/s ' |

s Power Outage/Internet Outage (for tempnrarv Waork from Home set-up)

I

3. Employee must file the incurred sick leave in HRweb within 48 hnurs Fallure to file the sick leave
on the given hours will be forfeited, 1
MNote: No more Manual filing of Sick Leave excem ifthe employee 'I.l.ras hospitalized and/or
guarantine due to COVID-18. [

4, Below are the documents needed to provide m- use the paid 5!-:{( leave;
=  Employee’s iliness or injury ,

¥ Atthe discretion of the emp)o*,rer the Emplavpe should furnish a certificate from
a physician stating that the émployee was Incéltpacitated from work for the
period of absence because of sickness or injury and that the employee is again
physically able to perform hfs or her duties. (Medical Certificate with Fit to
Waork) \

# Blacklisted Doctors and clinics’ will not be hunured (Please referto the
Blacklisted Clinic/Physician I'll.-"lemu}

= Bereavement leave (Please refer to theI:Eerea'urement Leave Policy)
« Emergency leave {
¥ \alidate his/her absence [hmugh supporting dnr_umentﬁ as to why she/he was
having emergency leave on the sald date,
= Power Outage {
= Certification from their elEdrrcprWEr supply prmflder (e.g.. VECO, CEBECO,

MECO) .
& [nternet Outage : :
» Ticket number from the ]ntemet service prcwll,'ler and/or screenshot/link of
official outage announcement from the interngt/telco provider
#  Picture of the modem Eshuw!lng red, no light in "internet”)
5. Any unauthnrized sick leave will subject the Ef’n ployee to disclpllnan,r action. 5L is unauthorized
under the following circumstances: i
® The employee failed to inform the immed]ate superior ar HR[:‘r about his/her absence due to
illness unless fully justified. I .

y

1 E



iPloy Incorporated b .

9™ floor, Ayala Center Cebu Tower f : ) 'P'o
Bohol Avenue, Cebu Business Park i [ # y
Cebu City 6000 b B

o |fsickness clalmed is fictitious or non-eu{stent_

&. The employee or his/her representative mustinform his/her immediate superior or HR if an
extenslon of 5L will be needed to recover from tﬁe sickness, A medical certificate must be submitted
before the expiration of the 5L, Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the emplayee, certifies that extension of
leave is warranted. i :

This Memorandum shall take effect on Nnuembér 22, 2021, :

Flease he guided accordingly. i

Created by: . ;
- \

M |3 ARCILLA LOVELY JANE M/ Jcauriio  10= 2723
HR Klana ; ;

Noted by: )

Angelo Manal : Carl fon
Operations Manager “General Manager
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Date i November 12, 2019 ' i
To : ALL EMPLOYEES ’ :
FROM : HUMAN RESOURCES DEPARTMENT -
THRU : | OPERATIONS MANAGER |
SUBJECT : 555 SICKNESS CLAIMS — 5/CALENDAR DAYS |

I :

For those employees’ who wants to file for sl%,kness claims must submit the duly accomplished 535
notification form attached with eriginal and co mplete medical documents. It should be submitted within
& calendar days from the start of sickness, they may ask their re1atwe5 friends and workmates to submit
their form In Accounting office. !

A member is qualified to avail of this benefit if:

1, He is unable to work due to sickness or IhJur'.r and canﬂned gither In a hospital or at home for at
least four (4) days; |

2. He has pald at least three (3) months u'F contributions l.-.llthm the 12-month period immediately

befare the semester of sickness or injunyg

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

4. He has notifled the employer or the 5$, if unemployed, voluntary or self-employed member
regarding his sickness or injury. 1 )

ol

|
|
l.

Failure ta submit the documents within the pms:rlbed period wdt free IPloy from any lability of their
claims, ) i

For your guidance.

If there are any questions or clarifications, please ﬁ';el free to approach the Human Resou'tce Department.

1

Sincerely,

]
L}
]
L]
|}

LovgLy ¢ANE M.[icauTibLe 0-€-2% _

Moted by:

Ifredo warille Jr. !
Dir . Operations
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DATE February 20, 2023

TO : ALL EMPLOYEES

FROM HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

and considered part of the BLACKLUSTED

ACCEPTABLE are

The following are NOT
CLINICS/PHYSICIANS:

1. Rajah Tupas Medical Services
2, Bimbo H. Tequillo MD Clinic

3. Lolita E. Abella-Libres, DMD
4. Dr.Omar Arceo, MD

5. S§laClinic

6. Health Doc Diagnostics

7. Gaudioso Mantecillo ir., MD
8. MNow Serving

9. Dr.Guian Darnell Sumalinog
10. Tambut Medical Clinic

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

111  Doctor's name

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

115 Diagnoslis

11.6 Recommendation

11.7  Fit to work date

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

1. Must be Issued on the day of the 3bsence or the day after.

2. Allinstructions in the recammenTtiun must be strictly followed. Proof will be required such
as but not limited to proof of purdghase for medicines prescribed by the Physician, laboratory
results, and the like.

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

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

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

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

an has any of the following concerns below will not be




1Pl DR
Sth Avala Center Cebu Tower
Cebw Business Park, Cebu City 6000

1. Phone numbers shown in the med
Questionable medical certificates
HR/Company Nurse/Company Dog

3. The Clinic/Physician does not ent

4, Caters primarily on cosmetic proc

Lastly, since hospitals and clinics are now
are constantly improving since the pan

online/via phone calls. Consultation mus

®
&/ iPloy

ical certificate are incorrect and can't be validated/contacted.
due to some inconsistencles/discrepancies as validated by
tor.

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

aving less restrictions for consultations and our situations

emic hit, we will no longer accept consultation done

be done face-to-face.

This updated memaorandum shall take eff
Should you have guestions or clarification
at er@iploy.com.

For strict compliance,
Prepared by: |

N anza
Employee Relations Supervisor

Noted by:

{l.-
R
Mﬂﬂa

HR Manager

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

LOVELY JANE H-@}«JTILW ly-2 -7

[
tilla ﬁél‘/ngelg Manal o Camarillo Jr.
Operations Manager EIIE‘& r a perations
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Date : Movember 30, 2022

To . ALL Employeeas

FROM : Human Resources Department

SUBJECT 3 VACATION AND SICK LEAVE CONVERSION

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

As for the Vacation Leave (VL) mnu‘ers!un,.i all unused VL credits will be refeased on the 30" of December
2022, All employees can plot a VL request until December 8, 2022 OMLY. 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 No retraction of approved Vis. If the employee reports for work on the actual VL date, the VL
will not be reimbursed and will be voided.

e Mo rescheduling of VL once approyed.

s VL date should not fall on a local P]‘:ljdav otherwise forfeited.

Note: Appraval of VL requests will be an nl' before December 14, 2022,
|

Furthermore, if the employes resigns or EE:L'- separated from the company either voluntary or Involuntary,
all avallable VL credits will be forfeited and will not be part of their last pay if:

s  Employes filad an immediate resignation and/or failed to provide a 30-day notice,
Employee went on Absent Without Official Leave (AWOL)
Employee incur any leave, absences, and/or any form of terminal leave within the 30-day notice
perlod with the exception that the employves provided a valid documentation such as but not
limited to hospitalization due to sickness, accidents, or contagious diseases,

® Employee Incurred more than four {4) hours of accumulated and/or total late/undertime within
the 30-day notice.

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

= Incurred any behavioral inﬁa;}n such as but not limited to Sleeping, Browsing Unrelated
Websites and etc. |

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

|

Signed:
i = \rlﬂ

HR Manager Accounting Manager
Moted by |

. |# & - -
Mm‘!l! H%L':ﬂmﬂfb_lh sovely g ANESRMTILLY T #”
Operations Manager Director of Dperations
Approved by: ‘

i |

CEQ
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DATE : April 26, 2018

To ; ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMEMNT

THRL ; OPERATIONS MANAGEMENT

SUBJECT : Maxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular employees can still avall their Maxicare insurance provided they are within the
paid quarter.

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

The quarters are as follows

1°! Quarter — December, January and February

2"% Quarter — March, April and May

3™ quarter — June, July and August

4™ quarter — September, October and November 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 vour complete name and signature |f you have received, read and understood
the memo,

1D # NAME TEAM LEAD SIGNATURE
4188 LOVEL] JANE M. CayTHIO @-
Regards, Noted By:
[ ' /. /

: ' [ A AT flfm
M:hﬁ‘qlrls Arcilla Alfredg C rLbllc.lr. Aﬁéard’é Qaf:aaf;a
Human Resource Director of Operations Dperations Manager

L/

Zﬁiﬁl Manager



Ploy Incorpurabed

111h Flood BMSY Tower

Poscadores Rosd Cebu Business Park,
Cabia City 600

December 17, 2018

To ALL EMPLOYEES
FROM OPERATIONS MANAGH
SUBIECT CLEANSING PERIOD

MENT

Ploy  Staffing Solutions believes in giving emrlm,rtru'.. enough room for improvement to stralghten out

amplayment In regards to campliance to our co
mativate employees rectify passed offenses and

Cleansing Period pertains to the time whenan e
Is expected to improve performance. Ample b
committing any ather infractions.

It an employes does not commit the same infrac
disciplinary action will slide back toa level depen

Attendance | 6
Productivity | T S
Behavioral 12

The counting of the Cleansing Period will start bas
for infractions will still be kept in the Employes’s

The Cleansing Period Is effective Jandary 1, 2020

hpany's Code of Conduct. The alm of this approach is ta help
tart anaw

nployee who has been subjected to @ Disciplinary Actlan (DA

e s given to correct improper behavior and refrain from

lon for the specilied cleanding period, the progresaion of the
Hirg anits type. Please refer to table below:

bd on the date when DA was decided upon. Al documentstions
KO File regardless what period of progréassion.

Fovering DAs 6 months and older

Approved By

B/ig/1q

AARILLO JR. IAY GISSINGER

Chief Executlve Offlcer

LOVELY  J ANE Hﬁimuﬂ

& iPloy

10=1-13



Ploy Incorporsted

e A ) iPloy

CODE OF CONDUCT AND DISCIPLINE {Table of Infractions)

L. STATEMENT OF POLICY

The Code of Conduct and Discipline is designed to ensure healthy and positve working
emvironment, and hopei to maintain and uphold professionalism among (Ploy e employees.
._.—.IEE.D&EE.E EEH‘!EE ﬂ‘&liii‘ﬂggﬂ_

it is intended to threaten and intimidate employees. indeed, it serves as the guiding principles
on what is expected of its' employees 1o conduct duning the entire employment here in iPloy,
Inc.

Il. DOCTRIMES TO GOVERM THE COMPANY"S CODE OF CONDUCT AND DISCIPLINE

1. The right to discipline and discharge employess for just and proper cilunes b managernent’s
prerogative ershrined Irom the 1987 Philippine Contitution.

Z Fairmess and justice shall always goven the imposition of disciplinany actons. Existing Labor
Laws, implementing Rules snd lurisprudence will shways be chserved,

3. The full and strict maintenance of discipling is the maragement’s responsibiiity. Thus, Tt shall be
the primary concern of immediate supertors and department heads toinitiate any disciplinary
actions agairst their subordinates whenever a viclation of the rule is committed.

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

5. Imposition of penalties when warranted, shall not be cancelled, nor delayed for any reason.

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

7. The maragement may mitigate the penalty to be impased, subject however to management’s
approval and upon compliance o the conditions set forth by the latier.

8. Incasesof multiple viclations of this Code, the following rube shall apply as 1o the penalty fo be

Ploy Inecepersind
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Poacadiores. Anad Lot Buaimard Fask,

1. ncident Report will be submitted to Human Rescurces [HR) within 2 working days from
e date of the incident

2 Hueman Resources will istue a Notics o Esplain [NTE) (o the employes within 3 working
days,

3. Direct Superior shoukd coach the employes within 5 working days from the issuance of
the: NTE.

4. Coaching Form and Written Explanation of the smployes should be submitted within S
working days fram the issuance of the NTE.

L, HR will issue Notice of Decision with or without sanctions within § days. from the receipt
ol the Coschang Form 2nd Written Explanation.
2. Fadlure to provide Witten Explanation shall constitute 3 waiver of the employse’s
right 1o be heard and confirms that all the details in the Incidient Report are true and
without any biases.
b Lagraes in the tirmefine will result toa sanclicn - Neglect of Cuty [ insubordinathon
& Lapses in the timeline will oot wid the wanction.
V. GENERAL BEHAVIORAL STANDARDS
As an iMoy employee we expect that you will meet the following behavicral standards:

2 Proper Conduct snd Decorimi is expected irom you within the office and oultside wihen
representing the Company. This includes appropriate dress, anending the office ready to work, uie of
propér and decent language, cbserance of proper office and work decorum, maintaining propar
reiationships with your colleagues, customers and other individuals not in the ermploy of the company,
abserance of and compliance with existing lows of the Philippines.

b. Enhancing Company Productivity the Company expects the Proper care and ulilization of
Capital availabie to the Company; burmeng up for work ready 1o work on time all the tme, Tollowing the
appropriate break and finish times, getting on with the job and performing the job o the best of your
ahbility, potitive attitude and dedication to one’s work sssignments, supporting supervisions and thoss in
mianagement.

o Follawing neles on customer and client refations and always maintaining a professional helpful
attitude with customers.

d. Mainterance of health and safety of the office and people anourd youw. A proper attitude

towands cleanliness and proper housekeeping in the office, good health of yourssl! and others around
you, &ssist in the security of the office, following basic safety procedures.

&. Proper use of Company Property, fadlities and security to protect company and empioyes
assets, Secure handiing and maintenance of Company records, keeep confidential and protect the
inbegrity of all Company operating data and information, appropriate use if all Company equipment for
work related purposes, property account for 2l Campary funds received.
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i Applicablifiey

This Code shall apply to all iPloy employees, regardless of status or position held.
I Types of Offenses

Level | — Infractions which are mince in nature but which may become habitual and disruptive if not
corrected, It has na detrimentsl impact of the butiness.

._h__l_ 2 —Sericus olfense which causes delay in operations, may pose threat, harm, or danger to
Company progerty and/or [ives of individuals.

Level 3 - infractions which will destroy the company's image and reputation, It causes substantial logs 12
the compary and can result to critical operational disruption. A critical offense that has compromised
thie security af the employess, the integricy of Cllent, the safetéy of customer's information and the
staibllity of the business.

. Table of infractions
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.. Saving Clause

1. Termination of an employes shall automatically bar himfher from re-employment.

2 The penalty of dismissal shall not prejudica the right of the company to initiate court action
agairst the erring employee.

3. This Code shall supersede all ather existing policies, rules, memos, and the like, 2nd all policies
1o be implemented, if the same is found to be inconsistent with the Code of Canduet

VIl Approval

lay Gissinger
Cwner and Chief Executive Cfficer

Floy incarporated
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RECEWPT OF THE CODE OF CONDUCT AND DISCIPLINE POLICY

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

1 alsa acknowledge that the Compary reserves the right to revise, delete, and add to the provisions of
this Code of Canduct and Discipline., or condition of employmeant an be established by any other
statement, conduct, policy, or practice.

samME LoYELY gRNE Mo Do TS
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AND HAVE READ AND UNDERSTAND ITS ENTIRE CONTENTS.
EMPLOYEE SIGMATURE ~

J




