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ID APPLICATION FORM
LasThame: Cordenis rrstuame:_Mitche  Ann
i0 NumBER: 4190 PAGIBIG #:_12/2 ~ BI827™-89Yb  sssu: 06~ 4306399 -3
PHILHEALTH #:_[2~ 26D09 5796~ TIN:
IN CASE OF EMERGENCY
contacT person:_Angelita  (erdens EMERGENCY CONTACT #: 0985 262 1[4
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SIGNATURE

OCCUPATION OF CONTACT PERSON: rbstine,

BIRTHDATE OF CONTACT PERSON:  Mardh 08 | 1486



*£DUCATIONAL ATTAINMENT -

EDUCATION TYpE: _ . EAIDT Hfgh Scha|

scHooLNAME:  UC Main  Ceby  Campy

SCHOOL ADDRESs: _ SO dngks  Siveed Cebu iy

course:  ABIN HONORS:

DATE STARTED:  June 26l DATE GRADUATED: April 09 2018

MM/DD/YYYY MM/DD/YYYY

OCCUPATION OF CONTACT PERSON: ¥pustimnle,

BIRTHDATE OF CONTACT PERSON: March 05 ] {2%6
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) OcwREL 62, 2023

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2. Mitche Ann L Cardenis (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

3 ] In consideration of the disclosure of Proprietary Information by the Disclosing Party, the
Receiving Party hereby agrees:

L1 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, notto copy or remove and not to take pictures of any Proprietary information,

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

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

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

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

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

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1. requires the disclosure of any Proprietary Information or

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

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

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

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: _New E"‘P‘“'th

Name: Jade Lenizo Mata Name: Mitthe AT“" L- CJFAE”“U

Title: Onboarding Specialist Title: _ (5K

Address: #35 Salvador Extension Labangon Address: Purk 4 B‘fql-\ E“W'FUH‘Q“ Fecons S
Cebu City Cel Cilg

Date: b= D0d- 2513 Date: 1h-v2 -2b4%
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37 a, Have you ever been formal Iy-charg'ed? Dves Bhio
If YES, give detalls

bi Have you ever been gUllty of any adminlstrative offense? Dves FNG
! If YES, glve detalils

38, Have yolueverbeen convicted of anycrimes orviolatioh of any law, |Dves /I'J_Nn
decree; crdinance orregulation by ﬂnv.cuu_rt artribunals If YES, give detalls
38; Haveyol everbeen separated from thie sarvica inany follawlng modas: Dves ,Ej,NQ

reslgnatian, retirament; dicpped frg:r.r'n therolls, dismissal, termination; end of

term, finls hed eantract, AWOL dr;phased nut imthe publicor private sactor? IT YES, glve detalls

40 I-th 'g,rcu n‘.'uer bael‘l £ danqlda‘ta [rl ‘A hatlonal orlocallelectlon Dves ,E’ND
(except Barangay Eteqt[an}? If YES, give detalls

AT Fum unnt (i=F {aj indir.renu use Faapln 8’ .-M.‘-l {FIA !:3?'1:1 |;I:|:|- h.ihun na Carta for Disabled
Farsone(RA 7277 and Solo, F‘E.rnnla‘!u‘hhﬂamﬁmt 2000 (RA BS72), please answer the
falle wlnrq ltere

2 Sl

a. Are wou s membar dil’;-an-'y indigenous group? Dves ; gmr.::r
If YES, give F"I ease specify:
b Are differentiyviabled? ! Dves NO
3 4 If YES, glve please cpeclfy:
2. Are Mau-a solo parent? ' Dyves Ano
(s If YES, glve please spec| fy:
42, REFERENGES/{Ferean not related by co neangulnity oraffinityto ‘applisant/apee ntas)
MAME ADDRESS TEL NO,
Japder Kent Al nﬂﬁ!.‘ Niver il Puscly (elas (it 0929 G| 6ey3
CAAD ] 'CE-JQJ E»Tlh-l pal L;Ij '”ﬂb
ftrdichts Y flamgnida Pardo Ceby Ciy 0923 §32 9 5/,
43, EMPLOYMENT RECORD (latest)
COMPAMNY MAME POSITION FROM TO
Congenin¥ (5K . Noy. 242 MY 2089
Wi ol March 9023 Stp1  J;4

44, | declare undar cath thatthis Fur"s'un_a'_l Cata Sheet has been aceampllished by me, and (5 &
true;earract and completestatament pUrauant to the provisiens ef partinent laws, rules and

regulaticrs ofthe Republic ofthe Bhillppines. ID pletura taken within the last
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(pasBpO M Bl2a)

I'sisoaUtiariza thu agency hand;"autharlzed reprasentatrut to varify/valldate
the santants s:ated Rarein | trust that this informatiaon sharr rermaln canfidential.

COMMUNITY TAX CERTIEICATE NO.

Compuler generated or xercx
I copyof picture s not
acoaptabls

[SEUEDAT
/! .z'
ISSUED ONTmm/acfyyyy) RIGHT THU M BIVIARK
IN CASE OF EMERGEMNCY: I E
Plesse Cantact: ﬁ‘”m{"\ﬂ‘ Cfll‘dci‘u ﬁf
R ﬂj"‘ll?‘ qa) Dﬂff' 232 |11Y = slG {Slgninthe box)
Relatlon; MQL-HI\-EF‘ k DATE ACCOMPLISHED




iPloy Intarparated 1;ﬁ' .
11th Floor M3Y Tower & lP'o
Pascadares Road Cebu Business Park,

Ceby City 6000

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, Mitche Ann L. (ardenss 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 arganizations, 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 iImmediate 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
disclasure of such records or information.

Mitche A L Cantens
Purck 4 Ejrgy Kﬂl’npu!hmﬂ Eccand 5":?&‘* Cebu Gi‘ﬁ 07}

Applicant Name:

Present Address:
Social Security Number: O~ 4306595~ 3 Date of Birth: 07 I‘-?ig 19949

Signature: @

Date:  October 02, 2025




iPloy Incorporated

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

SIGN-ON BONUS POLICY

Policy: |

The purpose of the sign-on bonus Pﬂif%‘f 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 df money that is paid 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

e Aregular employee

No resignation submitted befor

mployee must meet the following criteria:

e the releasing date of the sign-on bonus

* Must not be on any form of floating status

* Must not be on Floating, AWOL
separation

e Must be an active employee on
|

Releasing of Sign-On Bonus:

¢ The release of the sign-on bon

, Terminated and EOC status or other forms of

the release date of the sign-on bonus,

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

anniversary date of the employee.

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

Acknowledgment
I

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

mr BGico crpEns [ 10-02
Signature Over Printed Name/Date

]

understand, and agree to the terms and conditions

13
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revision No 20
Effective Date vJune 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.

M ITCHE. ﬂr-n% L. CARDENLS ocmped 6% 273

Employee Name and Signature Date

Noted:

JROE [ MATH ocmeEl 02, 20273

Onboarding Specialist Name and Signature Date




iPloy Gift Policy

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

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

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

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

a. 1" Instance — Written Warning
b. 2" |nstance- 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 with the foregoing policies, rules and conditions governing
the IPloy Gift Policy. '

Name:_Mrlﬂj'\e A‘fm L. Carlens

Date: 0-02- 29723

Signature:




iPloy Social Media Policy

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

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

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

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

e Publishing any confidential or husrnessvseijsltwe information about IPloy;
* Publishing material that might reasonably be expected to have the effect of damaging the
reputation or professional standing of the company.

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

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

® You are personally responsible for what '-y’DLl post or publish on social media sites. Where it is
found that any information breaches any @ailcy, such as breaching confidentiality or bringing the
company into disrepute, you may face disciplinary action up to and including dismissal.



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

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

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

Recommendations, references or cnmmer;ts relating to professional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
networking sites. Such recommendations can give the impression that the recommendation is 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 refererice 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 befare uploading. If in doubt, ask someone to review it for
you, Think through the consequences of what you say and what could happen if one of your
colleagues had to defend your comments to a customer.

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

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

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

L]

Always remember on-line content is never completely private;

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

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



& '
. I
|

L)
|

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

]

Specific Managerial Responsibilities

By their position, Managers have obligations witi'- respect to gr;-n'eral content posted on social media,
Managers should consider whether personal thoughts they publish may be misunderstood as expressing
the company’s opinions or positions even where disalaimers are used. Managers should err on the side of
caution and should assume that their teams will fead what is written. A public online forum is not the
place to communicate company pelicies, strategies or opinions to employees.

Enforcement / Progression

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

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

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

L

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 tonduct completed on or with the assistance of iPloy
property. Further, | agree to abide by the Social Media Best Practices when using social media sites on my
personal time and when my affillation with iPloy regarding those sites is known, Identified, expected or
presumed. |

Name: M'iﬂhe Ann Lo gzrdem.c

Signature: @ { Date: [00Z- 2023
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Date :February 22, 2018 |
To JALL EMPLOYEES CDNCQHNED
From : Human Resources
Thru : Operations Manager | .

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

:
1. OBIECTIVE ¢

1.1. In conformity with Republic Att No. 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace based
programs as a potent tool }:n addressing HIV/AIDS as an internation!
pandemic prablem, this company policy is hereby issued for the informatign
and guidance of the ermployees in the diagngsis, treatment and prevention of
HIV/AIDS in the workplace

1.2. This policy is also aimed at addressing the: stigma attached to HIV/AIDS and
ensures that the workers' flgr:ll dgainst disgrimination and confidentiality i
maintained :

2. COVERAGE |

2.1. This Program shall apply to sill employees repardiess of their employment

status ! !

i
5
I

3. IMPLEMENTING STRUCTURE !

' |

3.1, Iploy Ing. HIVFAIDS FrogramEshaIl be managed by its health and safely
committee consists of representatives from the different divisions and
departments. i

4. POLICY STATEMENT E
4.1, BASIC INFORMATION ON HIW.-"E.I[JS

4.1.1. What is HIV/AIDS?

|

4134 - IE is 8 diseaﬁij caused by a wirus called HIV (Human
Immunodeficiency Virus), This virug stowly 'weakens a. persons
ability to fight off | other diseases' by attaching itself to and
. destroying important cells that control and support the human
Immune system, .5

4.1.2. How HIM/AIDS is transmitted?

4.1.2.1. Unprotected sexiwith an HIV infetted person;

|
¥

)
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4.1.2.2. From an infected mother to heri child {during pregnancy, at
birth through breast féeding); :
H 1

I
4.1.2.3.  Intravenous drug Lse with contaminated needles;

d.l.l.a.. Transfusion with |i'+!‘er.te:i blood -aq'd blnod products; and

4125  Unsafe, unprotected contact w}thunfrcled blood and bleedmg,
wnunds of an mfer.!ecﬁ person.

4.1.3. Isthere acure? : |
4,1.3.1. No. However, there are antiretroviral drug combinations that!
are available when pinperly used, result in prolonged survival of
people with HIV, Holl’;tlc care of people living with HIV-AIDS and
tﬂniprghensive treaiment of uppurtunistlc infections also

- dramatically improve 1ualiw of life.

5. GUIDELINES |,

5.1. Preventive Strategies

{
b

5.1.1. Conduct of HIV-AIDS EduEatinn.

| 5111  Who will conduct?

L |
The Medical Clinic of Ipley Inc._in cuun:‘linalion with the Health and
Safety Committee shall gonduct HIV-AIDS education to all employees
for free. This shall also form part of the orientation of newly hired
: employeas. The standarﬁlzed mfr:-rmahmn package developed by the
Departmént of Labor an;ﬁ Employment (DOLE) may be used for this
purpose. i .
|
. { |
| 5112 How will it be contlucted? |
| 'l
1}
Thie HIV-AIDS education 'mll be C{JndutlEd through distribution and
posting of [EC materials, lectures, EEIIJFISEHH'IE and training and
information on adherence to standard un universal precautions in the
workplace
1 1 |
512, Screening, Diagnosis, Trae?tmant and Referral to Health Care Services
i
5.1.2.1; Screening for I"H*’ as a premﬁuilsbtﬂ to employment s not
' mandatory. : . .
i y -
512.2. The company shal encourage positive health seeking behavior
through Veluntary Counseling and Testing.

P o W e i
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: |
5.1,23. The company #hall establish a referral system and provide
access to diagnost u:?and treatment services for its warkers. Referrsl
to Sacial Hygiene Clinics of LGU far HIV screening Shall be facilitated
by the company's medical clinic staff )
; i
5124  The company Eshall likewise icilltate access to livelihood
assistance for the affected employee and his/her families, belng
offered by other government agencies,
6. SOCIAL POLICY g

6.1, Non-discriminatory Palicy and \Practices
]

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

]

6.1.2. Workplace management of sick employees shall not differ from that af
any otheriliness. | |
| i |
6.1.3. Discriminatory act dong by an officer or an employee against their
co-officer of co-employee shall likewise be penalized.

6.2. Confidentiality/Non-Disclosurd Policy
|
6.2.1. Access to personal data relating to alworker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of RA
8504 and the ILO Code of Practice

6.2.2. lob applicants and workers shall not be ¢compelled to disclose their
HIV/AIDS status and otherirelated medical information.

6.2.3. Co-employees shall noti be obliged to reveal any personal information
relating tathe HIV/AIDS status of fellow workers

6.3, Work-Accommeodation and Arr’angemem

)

6.3.1. The company shall take measures fo reasonably accommodate
employees with AIDS related illnesses.
(] |
6.3.2. Apreements made Emlween the |company and employee's
representatives shall reflect measures that will support workers with
HIVFAIDS through flexible leave arrangements, rescheduling of working
time and arrangement forireturn to work.
!

L |
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

7.1. Employer's Responsibllities ’

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

1

7.1.2. Provide information, f:duca!.mn and ftraining on HIV/AIDS for |is
workforce,

7.1.3. Ensure non-discriminatory practices in the workplace and that the
policy and program adher&as. to existing legislations and guidelines.

i
7.1.4. Ensure gonfidentiality pf the health status of its employees and the
access to medical recordsiis limited to authorized personnel
7.1.5; The Compary, thmughilts Human HE5uurcES Department, shall see o
it that their company puhw and program is adequately funded and made
known to all employees. |

7.1.6. The Health and SHFEI\V:E Committee, together with employees/ labor
organizations shall jointly keview the policy and program and continue to
improve these by networking with government and organizations
promoting HIV prevention,

7.2. Employees’ Responsibilities |

§

i

7.2.1. The employee's urgaﬁlzatmn shall undertake an active role. in
educating and training tHeir members of HIV prevention and control
Promote and practice a hialthy lifastyle with emphasis on avoiding high

risk behavior and other rigk factors that expose workers to increased risk

of HIV infection. {

]

1.2.2. Employees shall practice non-discriminatory acts against co-employees

7.2.3. Employees and their ofganization shall not have access to personnel
data relating to a wurker‘g‘ HIV status.

7.2.4. Employees shall mrnplv with universal precaution and preventlve
medsures.

T T R————
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8. IMPLEMENTATION AND MONITORING
8.1, The Safety andg Health (;-::mmi'tee ar its ct:runta:lrpﬂrt shall periodically monite
and evaluate the implementation of this Policy and Program. |

9, EFEECTIVITY

9.1. This Policy shall take place El’f'Fctwe immediatﬂllv and shall be made known to
every employee, i ' '

Prepared by: Jo
Human Resources

Reviewed by: Alfredo P /damarille Jr. :
3] Ectu/r‘}{uf ﬁ\ratinna : :

{
3_
Apprl!wed by: Yisroel Y. Gissinger
CED 4
i
|
\ !
; é
|
3. |
i |
\ i
'

i
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Date : January 1, 2018 ! |

To 1 ALL EMPLOYEES CONCERNED ' |

From : Human Resources ! ;

Thru : Operations Manager .

Subject  : WORKRLACE POLICY AND PROGRAM ON Tuafncumms (TB) PREVENTION

AND CONTROL ; :
: ] | |

1. OBIECTIVE :

1.1.To assist the government in its chmpaign against Tuberculosis {TB) in compliance
with the Department of Labor and Employment’s Department Order No. 73-05,
series of 2005 - Guidelines for! the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control inthe "-"n.-‘:jrkprar,e

1.2.To provide inltia'l.lues to preuemithe outbreak anFI spread of tuberculosis in the
workplace, and to treat, care, arzd support employees who become afflicted with
tuberculasis

!

2. COVERAGE | .

1
2.1, This Program shall apply to all emiployees regardle.%s of their employment status.

3. POLICY STATEMENT j
3.1.The campany seeks the preventipn of the spreadi of tuberculosis, as well as the
treatment, rehabilitation, and restoration to work of employees who contract

this disease, To achieve this goal all employees ate strictly mandated to undergo
an annual physical mmlnﬂtinn “i":h the requls_ig;bzss_xﬂ-

3.2 Also, in line with this, a TB aw‘areness programi shall be undertaken through
Information dissemination, whlc!'l shall include itsnature, frequency (occurrence
in a selected population} and transmission, rredtment with Directly Observed
Treatment Short Course (DOTS), and control and management of TB in the
workplace. Thisishall be handlel‘l by the Office ur Health Services (Infirmary) of
the partner health provider of JPLOY INC. in cnmunctmn with the Operations
Manager and office of Humaq Resource thmuah the company’s accredited
health pravider. ! :

3.3.The DOTS is a comprehensive stralegv to cont ml TB, and is composed of five
components, which are:

3.3.1. Political ‘will or i:ummltment to Endunpg sustained and quality TB
treatment and control ac:lwhes ,
|
‘ | |
332 Case detection by sp}utum SMmear I'I‘IICI‘US'CDFI'!,-' among symptomatic
' patients; -

e i g

|
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3.2.3. Standard 5hart ~Cpurse chémutherapy u.ung regimens of 6 to & months for
all confirmad activa TB casep-. (I.e., smear pc-s,ltuue or those validated by the
TB Diagnostic Committee),  Completé drug taking through direct
obiservation by a designated treatment partnir, during the whole course of
the treatment regimen; i

3.3.4. A regular, unintérrupted E‘!‘.uppi*,r of all anti-tuberculosis drugs and other
materials; 5 .

L]

3310 A standard recording and repcmng systemn that allows assessment of case
finding and treatment autcomes for each patient and of tuberculosis control
program’s performance overall

3.4.Employees mustibe given propér information 'on ways of strengthening their

immune responses against TB |nfection, Le., information on good nutrition,

adequate res!, avoidance of tofjacco and alcuhdl and good personal hygiene

practices.. However, it should fbe underscored | that intensive efforts in the

. prevention of the spread of th disease must be geared towards accurate
infarmation on its etiology and :umpiete performance overall,

|
(]

3.5.Improving workplace conditions: | !
| |
t :

.35, To ensure that contamination from TB aﬂhurne particles |s controlled,

workplaces ‘must provide #dequate and! amprnnruate ventilation HJDLE

- Occupational Safety and Hehlth Standards, OSHS, Rule 1076.01) and there
shall be adequatp sanitary I'atllu les far warkerF

352. The number of Empruveet in a work area shall not exceed the reguired’

number for a specified ar&a and shall gbserve the standard for space
requirement, {OSHS Rule IUHE}I

3.6.Capabliity building on T8 awarenehs raising and !ralmng on TB case Finding, Case
Holding, Reporting and Recmdmé of cases and the! uh‘lplEmEhI‘atan of DOTS shall
be given to Company health pefsonnel or the n:cupatmnal safaty and health
mmmrttee {
1.7.5acial Policles: \
b |

3.7.1. Non-discrimination: Emplbyees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's gccredited health provider as medically fit and

shall be restored to work as si:-cm as their {liness is controlled.
3.7.2. Work Accommodation: Ff hrough agreements made between the
management and the Em?lﬂ}fﬂﬂ'ﬁ, work, accommodation measures to
| suppart employees with TB is encouraged through flexible leave
arrangements, rescheduling of working times, and arrangements for return
to work.

L T A S
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3.7.3. Restoration to Work: THe employee maxi be allowed to return to wurk
with reasonable working arrangements as determined by the Company's
Health Care Provider and.-’m the DOTS prw!d*er

4‘. :
3.8.Employee Responsibility; ) f !
] & i

381 Empi:ﬁreﬁs who have swi'lmums of TB shall immediately seek assistance
from the Company's Health!Services Provlder‘,

38.1.1.  Apemployee whe has the s.'u,rmpl{:ims of TB is reguired to Iﬁlllallfy

: wear 3 face mask {ESFI'Ei:IE“'f while inside the office) and observe gomi

| h'y'ﬂlE!_'IE practices, atr least until declared by a competent medical
prar.titimner to be safeifrom transmission,

i8.1.2 Elmrlarly, for lhus.‘g at risk, l.e. thc:é,e with family members with TB
or thase exposed to # co-employee with T8, it would be prudent 1o
observe the same gogd hygiene uractites until declared free from the
dlseas,e and safe from 'transmlsmun
] |
382 Once di'-é.fgnuseﬂ to I:IEE' with TB, employees shall immediately seek
treatment .either through iha Department !nf' Health's: DOTS or a privalg '
| physician of the empioyeet choice. However, it Is imperative that the one
' strictly adheres to the course of treatment, 'Failing to dutifully observe the
treatment l;c:urse may give rise to cumpllcatmns such as resistance or even
the fallure nf treatment, whi.c:h may make it harder to treat the infection and
resultina Innger absence. ! '
J
3821  An absence from work due to medical reasons of over six (6]
manths may result in the termination of one's employment as
provided for by the sabor Code of the Philippines under Art, 284 —
Disease as Graund for{Termination, i
| 383, Emplovees are requiredito undergo an annual compulsory chest X-ray
through the Annual thsrc’pl Examination. |f for any reason an employee
fails to secure a chest x-ray Bt that time, he.r'!me shall be directed to secure a
chest x-ray at an accredltid clinic by hls;"l‘ler respective Infirmary/Health
Services. 3

3.9.The Company shall ensure that a*'nv TB occurrence in the workplace is traced and
that all contacts are clinically assessed, as much as feasible.

3.10. An employee afflicted i.'u'lth TB, who has voluntarily undergone the
treatment and  rehabilitation ;:{rngram (DOTS) prescribed, and who Is finally
declared to be in a non-commjunicable stage, may be allowed back to work
subject Lo being given a medical klearance by a Cdmpany designated physician.

31L Employees (those afﬂir.t;:d with the diseiasq ar those identified under
contact ‘tracing) who refuse ito cooperate and dutifully observe lawful

B . Pl N mam a
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| |nstructions (undergo a medical check-up and/or treatment);, may be subject to
disciplinaty action proceedings for insubordination (the penalty of which may
range up to the termination of ofe’s employment].

-

4. PROCEDURE

-

4. 1 The respective Health Services u! the Company I:qhd.-'ﬂr the contracted Health
services Provider) shall tumdm_a-.e with the Ddcupational Safety and Health
Center who shall provide preventive and jtechnical assistance in the
implementation of the Warkplace T8 Control and Management Program,

4.2.An employee who undergoes the Annual Physical Examination with the requisite
chest x-ray will have his/fher metical record furu.lidrded to company clinic/HRD
Employees whao fail to underga t!w requisite annual chest x-ray shall be directed
to secure one at an accredited linic or by hisu“her pteferred Infirmary/Health

. Services. ;

4:2.1. Those wléh medical findings shall be requirgd to undergo further medical
check-up, All medical recards in connection with'this second/ further check-
up shall be submitted to{ company clinicfHRD and his/her respective

' Infirmary/Health Services, | |

!

422, The Emplbvee shall then coordinate with company clinic/HRD and his/her
respective Infirmary/Health Services for the néxt steps.
| !
4.3.An employee who Is suspected to be afflicted with fH. whether as a direct suspect’
or by contact tracing, shall cooperate fully with histher respective
Infirmary/Heaith Services (and/of the contracted Health Services provider). |f
the employee tests positive fu( T8, the employee shall undergo the DOTS
pragram to its completion. ;
)
i ;) .
4.4.1f the employee regeds to undargti: a leave of absence o recuperate, ha/she will
be allowed to use the dpprupdale leave beforé he/she may request to be
permitted to go on a Leave of Ahr-m:e without Fm.: (LOAL
d41. The employee shall ﬂbsefue the ruqulsilﬁ procedure in applying for a
leave. - ’ '
442 The Unit concerned shaII ensure that the requisite ‘procedures are
observed by the employee aq-d that the mmmlru,.r clinie Is duly Iinfarmed

4.5 .An employee may be allowed to go on a medical Jq-a-.re- of absence (without pay)
| for a madimum period of $ix {6) T'rlunths The epnterned emplayee shall submiz
an apphecation for a leave of lbsence beforg };mnﬁ on leave. Said leave
" application shall be subject to appmvm at the sale discretion of the Company
Management. '

4.5.1. The same procedures undgr 4.2.1 to 4.2.2 shall be observed

T A P PSP - | S ———
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4.6 after treatment, with a mammum:pﬂrrnd of six (&) r*'.nu'vhn on leave (without pay),
an employee found to be curedjor in-a non: LDI’TITI"I.H"- cable stage of TB may be
allowed back to work, provided '_tha': the employee’s health shall continue to be
manitored during the annual physical examinatiod with the requisite chest x-ray
pr as may be deemed necessary by the Unit Health Services (Infirmary) of
contracted Health Services provider

i

4.7.The employee returning to work $hall be required by the Management to secure
a medical clearance from a medital doctor chosen by the Company before being
allowed to return to work.

4.8.The HRD will Initiate disciplinary u:i'm't*emrlgu agangt any employee found to have
discontinded treatment in defianfe of medical advice; or who refuses to undergn
the: full treatment course pregr_r;hed. Likewise, emplovees who are orderad o
undergo 4 check-up due to cortact tracing but refuse 1o do o will also face
disciplinary action proceedings, In both cases, the maximum sanction applicabie
for insubordination will be the termination of one{s employment, if it is deemed
warranted. !
i

5. IMPLEMENTATION AND MONITORING |

5.1.The Safety and Health Committee or its counterpar| shall periadically monitor and
evaluate the implementation of this Policy and Program,
]

6. EFFECTIVITY

6.1.This Policy shall take place efl’er_rwe immediately anrj shall be made known to
gvery empioyee ; |

,';_. '|1..L|_ :
Prepared by: lo Hgnng R. Welecio {

Human Hemurces

Reviewed by: Alfnedo P. ;‘,‘L‘manlln Ir
Dlre}Qar of qpératimns

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

To : ALL EMPLOYEES CONCERNED

From : Human Resources

Thru : Operations Manager | ;

Subject  : WORKPLACE POLICY AiJD PROGRAM ON HEPATITIS B

L]
l
i
|
'|

OBIECTIVE
i
11 Ipln'..r Int: is committed to :unfurm to the established standards assurance of
customer satlﬂamlnn prutectiﬂn of our envirohment and health and safetyiin
the workplaces, :
1.2,The company promates and ensures a healthy grivironment through its various
health programs to safeguard, its employees. And as part of the company’s
compliance to DOLE Departmeht Advisory No, 05, Series of 2010 (Guidelines ftar
the Jl‘np]Ernen’latiun of a Wﬂrkplate Policy an-:i Program on Hepatitis B, this
| Prugram has heen developed! This program is aimed to address the stigma
attached to h_epatltls and:m ensure’ that| the employees’ right against
discrimination and cnnffdenllalw is maintained. |
i l.
1,3.This guideline is formulated fof everybody's mibrmanmn and reference for the
diagnosis, trea'tment and préuentmn of Hepatitis B. This will inform the
employeas. of bhelr role as we[i as the company in dealing with Hepatitis 8. A
healthy environment encomna$ses a good wnrkrhg relationship and great output
far continuous buslnass growthi .

i 1 |

COVERAGE

i

) L]
2.1.This Program shall apply to all erbp!nyeas regardlqiss af their employment status,

! | i

POLICY STATEMENT: ;

' {

31.Im plamenting Structure !
. !

3.1.1. Iploy'ing. Hepatitis B wcii-kpla:e palley and program shall be managed by

ts health and safety committee. Each di'urlsncm or department of 1hﬁ
Company shall be duly rep ﬁesented |

3.2 Guidelines

i

i |

2.1 Hepam-s B shall pe conducted thrbugh distribution and posting of
IEC materials and counselling and/ or lectures; and

3.2.1. Education

T T

Ll
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3412, Hepatitis 8 ﬂduuai}nn shall be spearheaded by Iplay Inc. Medrca{-
i Clinic in close coordinagion with the health and safety committee,

L]
32.21 Al Emplnyeeﬁ are'«encnuraged ko hF immunized against Hepatitlﬂ;
L} after securmg ctearame from their phvsn:mrt
| q
3:2.2:2, 'Wprknlai:e-ﬁanhatmn and propar war.!e mandgement and disposal
shall be monitored hﬂ.r?ihe health and safety committee on a regular
basis. | . ! .

:
3.22.3. Personal protectivé equipment shall be made avallable at all times

for all émployees; and |

i ]

3224,  Employees will be }puen training ami information on adherence ta
staridards or universal :!rer:autinns. in the, workolace |!

322 Preventive Strategles | |

_I A | -||
4. SOCIAL POLICY :

i
4.1.1. 1.E Nand:scr:mmamri Policy and Practices

4.1;1.1.1. { Thete 5ha@ he no dscnminatmn al any form agamsrl
Emptwees an r.he"bas:s of their Hepatitis B status consistent with
the International ﬁgrermenn on hon discrimination ratified by
l.he Philippines {ILO C111), Emplnv@e: shall pot be discriminated
agalnst, from e to post employment, inchuding  hiring,
promotion, or assignment because bf their hepatitis B status.

il &

| il I

41112, Waorkplace management of 'ir!.'h emplayees shall not differ
frﬁm that of any }::'ther iliness: Perhani with Hepatitis B related
ilinesses may work for as long as thqn,r are meglically fit to work.

| i i |
4102, Confidentialty | |
41121 |  Job applicants and empruveps shall not be compalled to
dl‘Fthse their Hﬁipi!.rtis 8 status! and other related medical
information, Co-elnployees shall rot be obliged to reveal any,
personal information about their fellow employees. Access to
personal data fE[i!IIng to employee’s Hepatitis B status shall be
bound by the rule on confidentiality arid shall be strictly limited

tu medical persnnhei or if legally re@ulrﬁd

4.1.1.3. wark Accom mnda‘mn and .ﬁ.rrangemem
i ' : .,
a.1.;.3.1. . The company shall take;; measures 1o reasonably
accommodate Er‘n];]tnveeﬁ who are Hepatitis B positive or with

Hepatitis B - rEFatEﬁd illnesses.

—
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411332 Throughs agreements made between management and
'Emplweﬂ’ reptesentative, measures to supgort employees with
'Hepatitis B ark encouraged to work through flexible leave
arrangements, rfescheduling of working time and arrangement for

return to wurk.i I
4.1.14. Screening, Dlagmmﬁ. Treatment &nd Referral to Health Care
Services : '
i .

41141 The company shall establish a referral system and provige
access to diagngstic and treatment services for its employees for

\appropriate meﬂicai evaluation/ monitoring and management

811.104.30 Adhprenie to the guud@lm@s for healthcare providers on
‘the Eualuﬂtmm of Hepatitis B positive | empioyees. s ?1|gh|1,.f

En couraged. i
Lt

4.1.1.4.3. Screening for Hepatitis B 3s a prerequisite to employment
ishall not be mandatary

4115  Compensation

41:15.1, The company shall provide atcess to Social Security
System and Employees Compensation benefits under PD 626 1o
an employee gontracted with | Hepatitis ‘B infection in the
performance of his duty.

']

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

A
5 b e Employer’s Respgnsibilities

54133 Management, together with employees’ urgan:zamr-r'r;,
company focal gllersunnel for human resources, and safety and
health perﬁurmel shall develop, mpiement manitor and evaluate
the workplace pq:hm,r and progr‘am on Hepatitis B.

! :
5.1.1.1.2 The Health and Safety Committee shall ensure that ther
company policy!and program is adequately funded and made
known taall employees.

511108 Tha Humhn Resaurces Department shall ensure that thejr
pailcv and pragrarﬂ adnere to existing legislations and guidelines,
including pmwsmna on leaves, benefite and insurance.

51.1.1.4, Management shall provide information, education and
training on Hn}patltls B for its warkforce consistent with the
standardized basn: information | package developed by the
Hepatitis B T‘u"'.fG' if nat available within the establishment, theh
provide access td information. |

T
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5i1.1.1.8. The mmi:uam.r shall Ensurﬂ! non-diserirmmnatory practices in

the workplace. { :
]

5111116 The mabagement tlogether with the company focal
personnel for human resources and safety and health shall
provide appropriate personal pf:ﬂT.E‘EL:i'-.rE equipment to prevent
Hepatitls B exposure, especially for emplovees exposed to
potentially contaminated blood or body fluid. l

Si1.11.7 The Health and Safety Committee, together with the
‘employees’ urgamzatmns shall ljointly review the policy and
program for e!‘iectwenesg and continue to Improve these by
networking wﬂéh government and organizations promaoting
‘Hepatitis B prevention.

b= 1 1 1 8 The company shall ensure confidentiality of the health
status of its employees, including those with Hepatitis B.

< Il B 2 The human resources shall ensure that access to medical
fecords is limited to authorized personnel

5.1.1.2. Employees Respdnsibilities

| i

L Bl 250 The emplbyees’ arganization is required to undertake an
active role in educating and train|ng their members on Hepatitis
E_ prevention and control. The IEC program must also aim at
promoting and practicing a healthy lifestyle with emphasis on
avaiding. high irisk behavior and other risk factors that

expose amployees to irncreased risk of Hepatitis B

infection, consigtent with the standardized basic information
package deueluped by the Hapmur. A TWG.

51.1.2.2 EI"ﬂpb‘fEB} shall practice non-discriminatary acts against
co-employees on the ground of Hepatitis B status.

¥ g iy 4 Emplwee-}a and their organizations shall not have access 16
personnel data r&latrng ta an quluvee 5 Hepatitis B status. The
rules of mnhdeptlahw ghall apqh« in carrying out union and
tirganization fum{t,nns

51124, Emplu'-fees shall comply with the universal precaution and
the preventive measures.

51.1.25. Emplnvaei with Hepatitis B may inform the health care
[.’.im'u.rldEr or the r{}mpanv physlctan on their Hepatitis B status,
that is, if their wgrk activities may increase the risk of Hepatitis B
infection land transmission or put the Hepatitis B positive at risk
for aggravation. 3

# o mLE
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6. IMPLEMENTATION AND MDNITDHINF
}

B.1.Within the Estaﬁifshmenl the implementation of the policy and program shall be
monitored and evaluated perigdically. The safaty and health committee or its
countarpart shall be tasked for this purpose.

L}

7. EFFECTIVITY j
7.1.This Policy shall take place effactive immediately and shall be made known to
every employes, 3
f
Prepared by: Jn H kﬁ %&arecln : !
Rgsuurces } |
| ! |
| {
Reviewed by Alfrede stharillo Jr. g
Director of Operations
5
i
- | ?
Approved by: Yisroel Y. Gissinger !
CEO 5
\ |
E. |
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Date : January 1, 2018 :
To' : ALL EMPLOYEES CONCERNED
Fram : Human l:-lesﬂumes f

Thru : Operatighs Manager | |

(]

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1

| 1
OBJECTIVE i 1 .
A |
1.1. In compliance with Article V uf? Republic Act Nd. 9165, otherwise known as
| the Comprehensive Dangerous Prugs Act of 2002, and its Implementing Ruled
| and Fiegulatinnsf and DOLE Départment Order No. 53-03, series of 2003
{Guidelines for the Implementjtmn of a Drug-Free Workplace Policies and
Frugrams for the Private Secq:nr}, Iploy Inc., rieratw adopts the following
policies and programs 10 achievg a drug-free workplace;
j H |
[l
1.2, Company policy'is to maintain\a workplace free of illegal drugs. To ensure
that the objectives of the ::ﬂquny’a corparate 'pulu.u.f are met, the company
is implementing this drug-free ?mgram. The prc‘fgrarn will have the following

plements: |
|

- e

COVERAGE

. I { '
2.1. This Program s&a!l apply to als employees regardless of their employment
| I
f .
L]

status. |
POLICY STATEMENT i
3.1. The use, possession, SQIimtat'run;i for, or sale of dangerous drugs on company
premises or while performing ar: assignment, . |
i i |
3.2, Being impaired or under the influence of dangerous drugs away from the '
' company, if such Impairment of influence atyersely affacts the employee’s
work perfcrmari:m, the safety af the employee or of others, or puts at risk

the company's rgputation. 3
p ]

3.3, Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such activity or involvement adversely affects the
employee’s work perfurmance.hhe safety of the employee or of others, or
puts at risk the company's reput?ptinn. !

h

3.4 The presence of any detectdble amount of dangerous drugs in the
| employee’s systém while at work, while an the premises of the company, or
while on company business. "Dangerous Drugs"! include those listed in the
Schedules annej:ed to the 196& Single Ccm{t-:-rﬂ:l:}n an MNarcotic Drugs, as

amended by the 1972 Protocol; and in the Schedules annexed to the 1971 |
1 Ii |

|
4
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I .
Single Convention on Psychptropic Substances as enumerated in the
attached annex of R.A. 3165, |

4. MANDATORY DRUG TEST 1 .

4.1.

4.2.

43,

4

To ensure that only those quallfied shall be screened and recruited to prevent
the detrimental effects I:eg‘ lower productivity; poor decision making;
increased occidents: rmore mmpensunan claims; and reduced tearn effort)
which drug use and abuse may cause in the workplace, the cenduct pf
mandatory drug test shall be rlpqulred for pre-employment.

iploy Inc. designates cc}mpiny accredited |or . affiliated center, a duly
accredited drug testing centar by the Department of Health (DOH), as its
authorized dru,g testing lahnramw ,

The Company' may also mnduu drug lestmg under any of the following

circumstances| \

43.1, RANDOM TESTING: Officer/employees may be selected at random fpr
drug testifg at any Inter‘u.il determined by the Company

4.3.2. FOR-CAUSE TESTING: Ehe company may ask an officer/employee to
submit l::r,a drug test at ar:w,r time it feels that the employee may be under
the influence of drugs, iincluding, but pot limited to, the following
circumstances: evidence &f drugs on or about the employee’s person or
in the employee's vicinity, unusual conduct on the employee’s part that
suggests limpairment or, influence of drugs, negative perfarmance
patterns, br Bexcessive anct' unexplained abgenteeism or tardiness.

4.3.3. POST-ACCIDENT TESTII‘&_G; Any officer/émployee involved in a "Near-
Miss” incident or "Work Accident” under circumstances that suggest
possible use or influence pf drugs may be asked to submit to a drug test.
As defined herein, "NearMiss"” means an'mcn:lem arising from or in the
course of work which cbuld have led T.b injuries or fatalities of rhe
workers and/or r:r:rnssder.gble damage to the amployer had it not been
curtailed, . “Work Accident” refers to unplanned or unexpected
occurrence that may orl may not resull in personal injury, properly
damage, wark stoppage .Pr interference or any combination thereof of
which arises out of and in‘the course of employment

i

4.3.4. All drugtests shall employ, among others, two (2) testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and thejconfirmatory test which will confirm a positive
screening. test. Where o the confirmatory test | turns positive, the
company’s Assessment Team shall evaluate the results and determine |
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the level of care and a!::‘mlmstrarwe IﬁIENEHtIDHE that can be extended
to the mncern ed emplm.aqe .
| 4.3.5. Iploy Irn::;. shall inform the officer/femployee whe was subjected to'a !
drug test df the test-results whether positiye or negative,
| 1 |
4.36. Allcosts of drug testing shall be borne by Iploy Inc.
| 4 |

5. TREATMENT, REHABILITATION, AND REFERRAL
§ L

| L] 1
5.1. An nfﬂcer}’emﬁlwee whao, for, the first time, |s found positive of drug use,
shall be| referred for treatment and/or rehabilitation in a DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least three (3)
accredited facilities which anjemployee who was tested positive for drugs

may choose from. ! !

5,2. Following rehabilitation, the tompany’s Assessment Team, in consultation
with l:hH; head of the rehabilifation center, sHall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the Empin'nrﬂes job if hefshe poses no _r.,eru:rus danger to his/her co-
employees and.-’ﬁr the warkﬂla::e
5.3. All costs for -the treatment' and rehabili tat‘luun of the drug dependent .
employee shall be charged !n his account. The perlod during which thie !
employee is under treatment ar rehah:lltatmn shall be considered as

authorized leaves. ;

5.4. Repeated drug use ‘even a}ter ample uppoftun:tv'fur treatment and
rehabilitation shall be dealt wrth the correspundmg penalties under R.A. 9165
and is a ground for dismissal. :

6. ADVOCACY, EDUCATION AND Tnmmmﬁ 5
F

6.1 Iploy Inc. undertake& to mcrE%se the awarenﬂas and education of s ufﬁcers
and employees on the adverse effects of dangerous drugs through
continuous advocacy, educatﬁ:n and trammg programs/activities to all its
officers and employees.

D

6.2. Al officers and employees ard required to undergo an orientation/educatiqn
program before assumption Of their respective duties. The program shall
include the following topics: | '

|t L i

6.2.1. Salient features of R.A. 9165; !

! ) i |
| 6.2.2. Adverse effects of abue and/or misuse of dangerous drugs on the
person, workplace, family and the community;

g
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6.2.3, Preventive measures against drug abuse] and
6.2.4. Steps tn take when Jntehrentlnn is needed, as well as avallable services
far treatment and rehablhtatmn
6.3. To encourage ﬂII officers and lemployees to lead a healthy lifestyle while at
work and at hame, Iploy Inc. uhden:akes to conduct the following activities as |
often as possible: H
6.3.1, Lifestyle. assessment | programs on  health nutrition, weight
management, stress management alcohol abuse, smoking cessation, and
other indicators of risk dispases;
6.3.2. Health wellness screénings (e.g. blobd pressure and heart rate,
cholesteral test, blood glu¢ose, etc.);
6.3.3. Sports, recreational and fun-game activities; and
6.3.4. Other activities promotipg health and weliness
J .

| ¢ |
7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

)

7:1. Iploy Inc. shall ensure that ihe workplace policies and programs on the
prevention and control of dapgerous drugs, including drug testing, shall be
disseminated tn all officers and employees. iThe employer shall obtain a
written E:knnwledgement from the empin\ree.', that the policy has been read 4
and understood by them, : '

7.2. Iploy Inc. shatlu maintain the cmnﬁdentlallty of ;,;II information relating to drug

tests or to thEI identification 5f drug users in the workplace; exceptions may

be made ﬂl"ll‘p’ where required: by law, in case bf overriding public health and
safety cuncerns, or where such exceptions have been aythorized in writing by
| the person concerned. \ |

b {
7.3. All officers .an;l employees stiall enjoy the r':gin to due process, absence of
which will render the referral procedure inel’fei:tiv_e. -

8. CONSEQUENCES OF POLICY VIOLATIONS |
1 |
B.1, Any officer ar employee who gﬁes, possesses, distributes, sells or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
- unlawful acts ‘as defined under Article I of RA 9165 and its Implementing
| Rules and Regulations shall be subject to the pertinent provisions of the said
Act. /

A
8.2, Any officer or employee fourd positive for use of dangerous drugs shall be
dealt with administratively in accordance withithe provisions of Article 282 of

Book Viof the Labor Code and under RA 9165.

1
]
f
]
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9. |IMPLEMENTATION AND MONITORING
9.1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
warkplace: For this purpose, an Assessmert Team shall be constituted in

accordance with D.O. 53-03

10. EFFECTIVITY

16.1. This Palicy shall take place effective immediately and shall be made
known to every employee,

11, ATTACHEMENT

11.1. Drug-Free Workplace Pdlicy and Program Acknowledgement

.'I'I |l| Lt
Prepared by: lo Hall%r‘ﬁ)?d!%ﬁbielmuio

Human Resources

Reviewed by: Affr@ﬂ i E-.shl;driﬂu Ir
Dureétor affﬂijemllmna

Approved by; Yisroel Y. Gissinger
CEQ
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Drug-Free Workplace Pragram Acknowlefigement

| hereby acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Policy
and Program, a mmmaw of the drugs w.q'hi:h may alter or affect a drug test and a list of
local Employee Assistance Program pmwfjers or local drug and alcohol treatment
programs. | have had an opportunity to have all aspects af this material fully explained.
also understand: that | must abide h'.uthe Program as a ‘condition of initial and/or
continued employment, and any vlnlatrun may result in disciplinary action up' to and
including termination. h

| also understand that durlng iy emploﬂment I may be rﬁqmred Lo submit to testing Tqr
the presence of drugs ar'alcohol In my I:lmz‘rl:h..r | understand Thal submission to such testing
is a condition of emplayment with [Eompann.r] and d-scmhnaw action up to and including
termination may result if; |

1) | refuse to consefit to testing. \ -

2) | | refuse to) EKE:LJ’[:E all forms of cansent and releasé of liability that are usually and
, reasonably associated with such axaminations.

3} | refuse to authorize release of thi test results to the company

d) The tests Establish a violation of [Company|'s DruglFrEF Waorkplace Policy

5) | otherwise wala'ae the policy. f |

| also Erecngnlze that the Drug-Free Wn'rkplace Policy: and related documents are not
intended to constitute a tantract between Iplay Inc, and me.
l | |
L]
The undersigned further states that He/she has read and understands the above
acknowledgement and signs below of hisjher own free will| -

SIGNATURE DATE

WITNESS . A - DATE

i o ol oy s,




\PFioy ncorporated

=

o

11th Floos BASY Towatr j ! @lpio
mmw:mlmlmhfh i [ FaP s Wal

Cebu City 5000 :
\ i
Date tJanuary 1, 2018 ' :
To  ALL EMPLOYEES CONCERNED -
From t Human Resources |
Thru | Operations Manager

Subject | WORKPLACE POLICY AND PROGRAM Dﬂ ANTI-SEXUAL HARASSMENT

1. OBJECTIVE j

|
|
T
]
I

11 The fo]Fowiné policies and Frncedure are ﬁerebf issued by Iploy Inc. to

2. COVERAGE f 3

2.1,

prevent sexual harassment rrp its workplace and to provide the procedure for
the resnlul_ind, settlement and;’or disposition mf sexual harassment cases,
|

1
|

: !
This Program shall apply te all employees regardless of their employment
status, ! |

| ]
3. POLICY STATEMENT :

31,

3.2.

3.4,

Iploy Ing. believes that employees should be afforded the opportunity to work
in an environment free of sexual harassmert, | Sexual harassment is a form of
misconduct that undermines| the employment relationship. No employée,
either  male or female, shbuld be subjec';ed verbally or physically to
unsolicited and unwelcome sexual overtures 'DII' ronduct,

Sexual harassment refers to Iéehavinr that Is fiot welcame, that is persanally
offensive, debilitates mordle and, therefore, interferes with work
effectiveness. Such behavior may be in the farm of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
oriented conduct which is "::rffenswe or c:lhecnnnable to the recipient,
including, but not limited to; :eplthets derogatory or Suggestive comments,
slurs o gestures and uffenslvq posters, carmc:hs. pictures, or drawings |

\

. Iploy Jm: will not tolerate anj.r behavior that hmnuﬂts to sexual harassment

and any officér or employee: found to have committed sexual harassment
shall be EuhjE['.l‘E'd to dlscnplméry action, up to qmd including dismissal

DEFINITION GF'SEHUAL HARAS?M ENT

Iploy Int. has’adopted and its policy is based on, the definition of sexual
harassment sét forth in SEd’lﬂn 3 of RA FE?? It provides that sexual
harassment injworkplace is cammitted by an ernplo\fer employee, manager, |
supervisor, agent of the emplw_,rer ar any nthef person who, having authority,
influence or mi:-ral aﬁcendancv over another ina work environment, demands,

; i
]
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requires or otherwise requires any sexual fawpf from the other, regardless of
whether the demand, reques‘rﬁ ar requirement for sufmission s accepted by,

the obiject of said Act. :

In a work-related or qul:}wmnt enviranment, sexual harassment is

committed whEn f

3.4.1, The sexual favor is made as a condition In the hiring or in the
employment, TE-Emplu:}frnEnt, or continued employment of said
individual, or in granting said individual favorable compensation, terms of
conditions, promotions, jor privileges; orithe refusal to grant the sexual
favor results in limiting, segregatlng or clﬂsEIfyrlng the employee which' in,
any way would disctiminate, deprive or diminish Hmplm,rmenr
Dp:ﬂnnunities or utherwig.e adversely affect said employee;

\ |
34.2. the above acts would Empair the employees’ rights or privileges under
existing labor laws; or .
3.4.3. the above acts would result in an infirmidating, hostile, or offensive
environment for the employee

3.5. WHERE SEXUAL HARASSMENT IS COMMITED
Sexual harassment may be cammitted in any {worlc or training environment. It
may include, but are not limited to the fallowing:

351, Inor al;xtside the nffme{building or training site;

3.5.2. atoffide or training-relpted social functijons;

3.5.3. in the course of work assignments outside the office;

3.5.4, at work-related confereénces, studies ar‘trau‘nng 5E5510N5, Or
355, during work related travel,

| ': 1
3,6. FORMS OF SEXUAL HARASSMENT : |

Sexual harassment may be cu_mmiued in any of the following forms:

3.6.1. Overt sexual aduanr:e;t

3.6.2. Unwelccme or imprappr gestures of aff-@ctlun -

3.6.3. Reguest or demand for sexual favors mcludmg but not limited to going
out on dates, outings, or the like for the same purpose;

3.6.4. Any other act or conduct of a sexual ature or for purposes of sexual
gratification which is genﬁerallv annoying; disgusting or offensive to the
viEtirm,



L |
o | @ .
| § | -
I, | iPlo
11tk Flogs M5Y Tower H i
i LICLLTR SR

Pricadores Aoad Cabue Basehess Park,
Casbis City G000

3,7. WHAT IS NOT SEXUAL HARASSMENT |

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature. It refers to behavior that is not welcome, that is
personally affensive, that debilitates morale, and that, therefare, interferes

with work effectiveness. } : [+

3.8. EMPLOYER'S RESPONSIBILITY |
\ i
Iploy Inc. undertakes to pfovide its officprs and employees a work
environment free of sexual Harassment by management personnel, by co- |
workers'and by others with n-;rhurn officers ard employees must interact in
| the course of their Emplu»,rmer',nr in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as @ violation of company policy. The company is
responsible fﬂr preventing Ea}cual harahsmenq in the workplace, for taking
immediate corrective action 1o stop sexual harar.s-mEnt in the workplace and |
for promptly tnuastlgatpng anvfauegatrnn of work-related sexual harassment.
4. PROCEDURE | |
4.1. COMPLAINT PROCEDURE | |

1 |
I

: 4.1.1. Any officer or emplnvee who expf-rlences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on De::urum and Investigation. They may also report
acts of sexual harar-s.ment to any other member of Iploy Inc
management ar uwnErship 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 piﬂtected against'unnecessaw disclosure. When
the investigation is r:orripleted all parm&s will be informed of the
outcome of the tnvestlgaﬂan !

4.1.2, A Committee on Demmm and Inv&suglatmn shall be constituted and
shall be composed of the management and the employees’
representative to rE:En.Ee complaints, ilnvesugate and hear sexual
harassment cases. The Committee shall 'develop its own rules in the
settlement and disposition of sexual hara.-;::.ment gases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment. !

{

0 |

; .

412. RETALIATION

4.2.1. Iploy Inc. will permit nd employment- bﬂ'iﬂ'i:f retaliation against anyone
whg brings a complaint |::rI1I sexual harassmént or who speaks as a witness
in the anaat:gatmn of a camplaint of seuuql harassment.

H
1

i |
|
| 5

o e
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4.3. WRITTEN POLICY i

4.3.1. All officers and empluv,ees af Iplay Ind shall receive a copy of the
company's sexual harassmanr policy upon assumption of their respective
offices, If at any time an fficer of employee would like another 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
nfﬂr:ers and employees WHI receive an mdmdual copy of the amended or
mndlﬂed policy. f }

5. CONFIDENTIALITY :

5.1. At the commencement of the investigation procedure at the Committee,
starting from the filing of a written cnmplalrﬂ or the manifestation of an
objection to an act or behavigr, all matters discussed, documents reviewed,
letters and correspondences réad, and, testimonies heard, will be kept under
the strictest confidence. It is the intention of Iplay Inc. that rights of the
parties, ‘especlally the innocant ones, are uiutecled. At the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the Investigation process ||
confidential at all times, even dfter the conclusipn of the investigation proper

6. EFFECTIVITY : ." i

6.1, This Policy shall take place effettlve lmmediatelv and shall be made known o
every Emp[uvea ; |

1

[

M4 w&
Prepared by: Jo N% R. Melecio

Human Resaurces

Eamarillo Jr.
perations

Reviewed by: #

Approved by: Yisroel ¥. Gissinger |
. CEQ i
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT PDL[CY
Name j 'pﬁmgn in Establishment
Chairman: Alfted Camarillo | Director of Operations
Secretary: ~ Abelardo Dagalea ~ Operations Manager
Members: Jo Hanna Melecio - HR Staff
Ma. Blesila Vestil | CSR - Phone
Junamel Brigoli | - CSR - Phone |

Submitted by:

CEO
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DATE : April 3, 2018 | .

To : ALLEMPLOYEES :

FROM HUMAN RESOURCES DEPARTMENT !

THRU : OPERATIONS MANAGEMENT

SUBJECT J MEMO: RESTROOM, GLIDELINES

| .
Iploy Inc, provides uhisex réstrooms avallable so that employees canuse them when they need
to do so. One Is located inside the operation floor and second is in the hallway outside the
operation floor. However| those who are incomfortable, has issue with the unisex restroom
we have'a separate single, private restroom available for uge

Maoreovar, any employee with concern/issue in using the uhisex restroom, please visit Human
Resources office to get door access pass. Office security, Log in and Log out procedure shall
apply.

)
Furthermore, it is essential that all emgloyees should comply and observe the restraem
etigquette; ¢

e knock if the.cubicle appeard to be otcupied. Don't peek under the doors

o Lockthe cubicle door wl'uenlfmn enter

* Stand close-enough'to the pan or urinal 5o '-,li:n_J don't wet the seat, walls gr
floor

& Flushithe tollet after use and wipe off the r-.f:u:-if.-J‘f seal for the next uses

» Paper towels goin the trash can, not on the Er’i{:au af in the toilet bowl

¢ ‘Wash your hands to prevent the spread of c':L-Id'. and the Hu

¢ Please yse water and papentowels conservatively

For yaur infarmation and guidance,

Io Ham‘glecm MITGHE Ain L. Chipgnis /fﬁ‘ﬂi'

Huma‘h Fies Qurces
Noted by \ '

AI%MHIU Ir

an bpﬂ’rrdtinns
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February 27, 2018

To ; ALL EMPLOYCES
FROM : HUMAN RESOURCES DEPARTMENT
THRU : OPERATIONS MANAGER

SURJECT ; OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

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

To ensure effective implementation and manitoring of office security

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

2. Employees are allowed to be insid
their scheduled time

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

4. Once an employee logged in and inside the praduction area, they can no longer go
outside until their 1* break |
5.

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

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

7. No tailgating _ .

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

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

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

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

g in and log out using the biometric and the RF ID, even
e the office and to Log in thirty (30) minutes before

d be left in the locker before longing in/going inside

For guidance and strict compliance.

M!TE T CMDme [ 0-02-2023

Hurman Resources

MNoted by:

Scanned by CamScanner
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DATE : November 17, 2021
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 inside the locker.

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

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

Checking/audit will be done from time to time and once unassigned lockers are being used, they

will be forced open, and the company will not be liable for padlock replacement nor

reimbursement.

e 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, damage 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 loss or damage to an';.r personal belongings left unattended
and that Includes, sharing of lackers, lockars without padlocks, placed on top of the lockers, etc.

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

* Forced Open Request due to lost padlock h:{ev or forgotten password/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 email to hr@iploy.com
and must wait for the approval. !

¢ NO LOITERING inside the locker room .

¢ Unassigned Lockers with cable ties should not be opened.

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

This Memaorandum shall take effect on November 22, 2021.

Failure to comply will be dealt accordingly.

Frepared by:

Gotio Alfredo Ca lo

General Manager Directoref Operations

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

MHCHE ~ OpEny J0-02-202 3

Employee Signature Over Printed Name/Date
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DATE . lApril 3, 2018 j- |
To HY ALL EMPLOYEES ; | i
FROM | HUMAN RESOURCES DEPARTMENT |
THRU 14 | DFER&TIDNS Mﬁr«mhfﬂ |

SUBJECT - ' MEMO: CALL IN FOR EJUT OF QFFICE ,

In order to properly munriur outaf office omplweea a new hmcess m call infreport abwn: & will
be implemented effentwe Monday, April 9, 2018

Guidelines: ,
i ] i
1. In cases of late and/or absences, emnlnvee shiould rle;acurr toHuman Resources thaugh
SMS or Call via HR hotline: 0917-70947074 i
2. Nﬂbflcatlun shiould centain the following infarmation:
a. Cumplﬂte {real! Name : |
b, Department | ) | .
'c. Team Leader, ‘ ! ;
d, Callin for: {(Whole day Absenl Half-day .i'thEIh[ Late) |
. Reason \ - :
3. HR'will be the bne to send nunﬁcatmn to Operations Managemem
4. No call in should be communicated through Team Ie&ds of arn.g other employee. It should
be done by the Empltb'fee or his/her i'eiatwes
5. Notification shouid be at least two {2) hours before tﬁe Emplu\ree 5 shift
6. If ap employee is advised to rest/confined in the hﬂ5p1tal number of rest days as advised
by the physician should be indicated. Otherwise, emplayee must send notification daily
7. Failure to notify will be tagged as Nq Call, Mo Show and,«"m ungcheduled absence and will

be deait with accardmg to our Code {af Conduct and Dﬁclplme

For your gyidance anl:i_ strict compliarice.

ifmurr gt CREDEND

lo Hann Iletiq

Human Resources

| ' lo~ p2- 2019
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February 18, 2020 i i i |

To b ALL EMPLOYEES |
FROM : OPERATIONS MANAGEMENT | ;

SUBJECT ; ATTENDANCE BONUS 2020 |

As we end the véar 2019, iPloy would like to set clear key procedures and policies, This memorandum serves as
reminder to be followed: !

! i
|

PAYROLL | } [ '

1. Immaculate Atmdme Bonus Is for employees with perfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unischeduled absences, undertime and pverbreak. Fallure to punch in = out for
breaks will also disqualify the employee. No waivers will be given. :

2. Tardiness, Undertime and Over breaks will be deductéd fram the ampim{ee‘ s pay. '

3, Employess who tendered their resignation before the release of the SignOn Bonus [First Half or Secand Half) will
NO longer be eligible to receive it. ; {

4, Employees qualified for the Sign On Bonus (First Half-ur Sacond Half) 'ml'l receive iton the 30" of the succeeding
muonth from eligibility. , ! . !

5. Eligibility for the annual merit increase |s based on mruraH perfunmme anﬂ management discretion, Pay aul I
at management's discretion. ,

1. When must the medical certificate be dated? :
. 1 day absence - the medical certificate must be dated on the day uf absance gr the next day. If the absence
falls on a Friday, the medical certificate must be dated the Saturday that Inmacﬂat.-.h,r follows — at the latest, It
cannot be dated 'on the day that the agent is to report biack to work, | (!

. 2 days absence - the medn:al certificate must be dated on the initial day of absence or the next day. If the
absence falls on a Thursday, the medical certificate must be dated sither that Thursday or the next day - at the
latest, It cannot be dated on the Saturday that lmmeiiiarmr follows or that Manday mat the agent is to report back
1o werk, i

. 3 days of absence or jonger - the medical certifitatz must be dated on the InI;!ai day of absence or tﬁe next
day. It cannot be dated on the day that the agent repofts back to work with the advice to rest antedated fram the
ipitial date of absence. Also, the advice to rest is inclusivve of rest days.

(1] Ex: If the agent is absent on a Friday &nd the medical IIEI:IIﬁl‘.'ﬂIE m;te; advised to rest for 3 days,
that is inclusive of the day of absence that the agent tn-ni: to rest plus Samrt&a'.r and Suhday —the agent must be bagk
to work on Munﬂn\r



h . )
Moy incorporated . h i _I i
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ko ity B0 |

¢] If the doctor prescribes rest, the medical certificate must In|:1 ute tha number of days of rest. The
advice to rest cannot be antedated.

0 There must be a fit to work date.

o The only exception to the Medical Certificate date gun:ltline; Is if the employee has been
haspitalized. |
VACATION LEAVES

L. The company reserves the right to approve and disapprnue all vacation Isave (VL) requests.
2, Employes must exactly have the corresponding r.redlts for the request T.n-ha apprmﬁad

1 credit = One Day

.5 credit = Half Day

3. Employee with perfect atteﬁdan:e 60 days from the requested VI date will be given priarity in the approval of
leaves. This is a way of rewardlns employees with perfect attendance.

4. The company and client h;w the right to disapprave leave requests and :anmjln approved leaves for! those
employees who committed unscheduled absences on the prior month and 'on the current month of the requested
time off including poor attendance records, behavioral and productivity issues.

Approved By;

IAY G
Chief Executive Officer i

MITCHE  dnf——"TAno i
- ] | lo-02- 2023

Director of Operations



iPloy Incorporated . i X
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Cebu City 6000

Date *November 17, 2021
TO :/ALL EMPLOYEES
From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

Sick Leave is to be used by employees who agre {ll, or any other form uf absences supported
by a valid document.

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

2. Employee may use sick leave for absence due to the following reason:
* Employee's jliness or injury.
o Bereavement leave/s _
= Emergency leave/s '
Power Outage/Internet Outage (for temporary Work from Home set-up)

L

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

Mote: No more Manual filing of Sick Leave except if the emplwee WBS hospitalized and/or
guarantine due to COVID-19, i

4. Below are the documents needed to provide to use the paid sick leave;
* Employee's iliness or Injury

¥ Atthe discretion of the employer, the emplavee should furnish a certificate from
a physician stating that the employee was incapacitated from work far the
period of absence because of sickness or injury and that the employee is again
physically able to perform hns or her dutles. (Medical Certificate with Fit to
Work)

# Blacklisted Doctors and clinics’ will not be honored, (Please refer to the
Blacklisted Clinic/Physiclan Mema)

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

= Emergency leave
# Validate his/her absence through supporting documents as to why she/he was
having emergency leave on the said date,

= Power Outage
# Certification from their electric/power supply provider I:E g, VECO, CEEECG
MECO)

s Internet Outage |
» Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider '
¥ Picture of the modem (showing red, no light in "internet”)

5. Any unauthorized sick leave will subject the employee to dis:lpllnaryr action. 5L Is unauthorized
under the following circumstances:
» The employee falled to inform the immediate superior or HRD about his/her absence due to
lliness unless fully justified.



iPloy Incorporated

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

© iPloy

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

s |fsickness claimed is fictitious or non-existent.

This Memaorandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by:

b

Angelo Manal _ CarlosGotlong
Operations Manager | “General Manager
MHCHE M —CRDEN

Jos 82- 212
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Date : Movember 12,2019 | - |
To : ALL EMPLOYEES | |
FROM : HUMAN RESOURCES DEPARTMENT

THRU : GPERATIONS MANAGER | |

SUBIECT : $55 SICKNESS CLAIMS — 5 CALENDAR DAYS |

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

A member is qualified to avall of this benefit if:
i
1. He ls unable to wark due to sickness or injury and cunﬂne:'l either in a hospital or at hame for at
least four (4} days;
2. He has paid at least three (3) months of contributions wnthln the 12~munth period lmmedlatmw
befare the semester of slickness or inju n

3. He hasused up all current company sick leave with pay; aﬂd
4. He has notified the employer or the 555, If unemplwed voluntary or self-employed member

f

regarding his sickness or injury, [
| |
Fallure to submit the ﬁ@mments within the prescribed period will free iPloy from any liability of their
claims. |
|

For your guidance, ' ! {

if there are any questions or clarifications, please fieel free to approach the Human Resource Department.
i |

; F 1 10-02-95 |

Sincerely,
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DATE : February 20, 2023

TO : ALL EMPLOYEES

FROM : HUMARN RESOURCES
SUBJECT: UPDATED BLACKLISTED

o
& iPloy

LINICS AND/OR PHYSICIANS

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

mentioned subject. We are updating t
considered blacklisted and medical certifig
event that the employee submits any of
as culpable for Insubordination under Ruls

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

The following are NOT ACCEPTABLE and are considered part of the BLACKLISTED

CLINICS/PHYSICIANS:

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

Sia Clinic

Health Doc Diagnostics
Gaudioso Montecillo Jr., MD
Now Serving

. Dr. Guian Darnell Sumalinog
10. Tambut Medical Clinic

11, Clinics/Physicians without compled
11.1  Doctor’s name

DB NS W N

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

11.2 Doctor's license n.Tmeer

11.3 Clinic/Doctor Phao
11.4  Date of Actual vis
11.5 Diagnosis

11.6 Recommendation
11,7  Fit towork date

For medical certificates, the following mus

1. Must be issued on the day of the :

he number
T

t be taken into account:

bsence or the day after.

All instructions in the recommendation must be strictly followed. Proof will be required such

as but not limited to proof of purg
results, and the like,
3. Mote that all medical certificates
to-Work Certificate will be denied
4. No erasures on the document. In
the attending Physician,

hase for medicines prescribed by the Physician, laboratory

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

5. The soft copy (sent out through Erp.aii] 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




IPiay OPC
Oth Ayals Center CEbu Tower
Cebu Business Park, Cebu City 6000

1, Phone numbers shown in the med
2. QOuestionable medical certificates

HR/Company Nurse/Company Du1
3. The Clinic/Physician does not entg
4. Caters primarily on cosmetic procy

& iPloy

ical certificate are incorrect and can’t be validated/contacted,
due to some inconsistencies/discrepancies as validated by
ttor,

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

Lastly, since hospitals and clinics are now paving less restrictions for consultations and our situations
are constantly improving since the pandemic hit, wi ill no | Itation don
online/via phone calls. Consultation mustibe done face-to-face.

This updated memorandum shall take effe

ct on March 1, 2023,

Should you have guestions or clarification|regarding this, please do not hesitate to send us an email

at er@iploy.com.

For strict compliance,

Prepared by:
Nifzél Afganza

Employee Relations Supervisor

Noted by:

HR Manager

MICKE &0 RPDENL
October 07 K023

e
Nifib Angelo Manal
Operations Manager
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Data £ Movernber 30, 2022
Ta : ALL Employees
FROM - Human Resources Department
SUBJECT : VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remaining ’_5!. credits are to be converted thus, 5L application |s no longer
allowed until the end of the year,

As for the Vacation Leave (VL) conversion, all unused VL credits will be released on the 30" of December
2022. Ml employees can plot a WL request untl December B, 2032 ONLY. The actual VL dates will cover
only until April 30, 2023. Kindly take note of the reminders below n reference to filing of VL:

& Mo retraction of approved Vis. Ij‘ the employee reports for work on the actual VL date, the VL
will not be reimbursed and will be voided.

& Norescheduling of VL once apprn';[.'ed.

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

|
Mote: Approval of VL requests will be an or before December 14, 2022,

Furtharmore, If the employee resigns or gats separated from the company elther voluntary or Involuntary,
all avallable VL credits will be forfeited anf will not be part of thelr last pay If:

s Employes filed an immediate resignation and/or falled to provide a 30-day notice,
Employes went on Absent Without Official Leave (AWOL)
Employes Incur any leave, ahsen:’pi, and/or any form of terminal leave within the 30-day notice
period with the exception that the employee provided a valid documentation such as but not
limited to hospitalization dua to {1}.\:1&35, accidents, or contaglous diseases.

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

=  Employes will have issues with erl'wmanr.e Including but not limited to quality, productivity, &
client escalation within the duratién of the 30-day notice.

= Incurred any behavioral Infraction such as but not limited to Sleeping, Browsing Unrefated

VWebsites and atc.

Furthermore, 5L and VL conversion maybe subject to tax. Should you have questions pertaining to this
memo, fee! free to reach put to our Accounting personnel at Accounting@ipley.cam

Signed;

- %"fgg

i

HR Manager Accounting Manager
Hoted by:
Operstions Mansger Dirgct nd’bper:ﬂ;ns
Approved by: '
i Wioazayas
CED




Moy Incorporated
o™ fiaor, Avala Conter Cebiu Tower
Baohol Avenue, Cebu Business Park

Cebu City 500D

DATE ! April 26,2018

To ; AlLL EMPLOYEES
FROM ; HUMAN RESOURCE]
THRU ; OPERATIONS MANA
SUBIECT : Maxicare Guldelines

h DEPARTMENT
GEMENT
after Separation from the Company

& iPloy

FLEASE BE INFORMED THAT THIS WILL BE IM

Separated regular employees can still avail th
pald quarter.

The use of the insurance will be shouldered
in the amount of Php 861.33, this includes t

The quarters are as follows

1% Quarter -~ December, January and February

2"% Quarter — March, April and May
3 Quarter — June, July and August

PLEMENTED EFFECTIVE IMMEDIATELY

heir Maxicare insurance provided they are within the

v the separated employee and deducted from their last pay
Php 760.33 for medical services and Php 101.00 for dental
services. The employee will shoulder the remaining amount of the quarter.

4'" Quarter — September, October and Novenber and so on and so forth,

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

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

the memo.
1D # NAME TEAM LEAD SIGNATURE
1190 | Cardenis, Mikche A L Qe
!
Regards, Noted By:
)
' AL T AL
Marisfitka Iris Arcilla Alfred r[whﬂo]r, A!S\gardé E)é‘gaf;a
Human Resource Dirgctor f Operations Operations Manager

=

W
éeral Manager
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December 17, 2019

& iPioy

Te ALL EMPLOYEES
FROM OPERATIONS MANAGEMENT
SUBIECT CLEANSING PERICL

IPloy Staffing Solutions belleves In giving 4~mh!uvaw. enough room for improvement to straighten out

employment in regards to compliance to our co
motivate employees rectify passed offenses and

ppany’s Code of Conduct. The aim of this approach s ta help
Lart ancw.

Cleansing Period pertains to the time when an efaployee who has been subjected to a Disciplinary Action (DA]

is expected to Improve perfermance. Ample 1
committing any ather infractions

It an emploves does not commilt the same infrad
disciplinary action will sllde back to a level depen

| Attendance &
(Productivty | 6
[ Behavioral 12

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

The Cleansing Period is effective fanuary 1, 2020

Naote

AL

A
|

: %ﬂmm,

Direltef of Operations

e &5 given to correct improper bebhavior and refrain from

pion for the specilled cleansing period, the progression of the
Hing on its type. Please refer to table balow:

d o the date when DA was decided upon, All documentations
P01 File regardless what period of prograssion,

povering 0AS 6 months and older

H By: Approved By;

B/18/iq
IAY GISSINGER

Chief Executive Officer

[~ F

MICHE an CAEOERIC
[0= 02~ 2023
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1. Incident Report will be submitted 1o Hurman Resources [HR] within 2 working days from
the date of the incident.
2. Human Resources will tssee 3 Notioe o Explain [NTE) o the employes within 3 working

days.
L STATEMENT OF POLICY 3 [Erect Superior should coach the employes within 5 working days from the ssuance of
the NTE.

4. Cosching Form and Written Explanation of the employes should be submitted withinS

CODE OF CONDUCT AND DISCIPLINE [Table of infractions)

The Code of Conduwet and Discipline is designed to ersure bealthy and positive working

emironment, and hopes to maintain and uphold professionalism among iPloy Inc employees, wiorking days from the suance of the NTE.
The established norms herein set forth are geared towards the attainment of the Company's 5. HR will ivsue Notice of Decitgion with ar without sanctices within S days from the receipt
Goals and objectives. it & worthy toemphasize that the Code is not meant 1o be oppressive nor

of tha Cosching Form and Written Explanasion,
it is intended o threaten and intimidate employees. Indeed, it serves as the guiding srinciples

a_ Faiture to provide Writhen Explanation shall comtitute & waiver of the employes’s
on what is expected of i’ employess to conduct during the enfire employment here in [Ploy, right to e heard 2nd conlirms that all the details in the Incident Report ane troe and
Inc. wilthaul any bisses.

b Lapses In the timeline will result to & sanchion — Keglect of Suty J Insubordination
I DOCTRINES TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE . Lagses In the timeline will not void the sanction.

1. The right to discipline and discharge employees for just and proper causes s management's V. GEMERAL BEHAVIORAL STANDARDS
premgative enshrined from the 1987 Philippine Comstitution,

L Fairmess and justice shall always govern the imposition of disciplinary actions. Exsting Labor
Lawa, implementing Rules and Jurisprudence will always be chesrved.

3. The full and strict mainterance of discipline is the management’s resporadbility. Thus, it shall be a. Proper Conduct and Decorum s expected from you within the office and cutside when
the primary concern of immediate superions and department heads o initiate any diciplinary representing the Commpany. This includes appropriate dress, attending the office ready to work, use of
actions agairst their subordinates whenever a wolation of the nule is committed. properand decent language, chservancs of proper office and wark decorum, maintalning proper

4. Adeministrative mestigavam and other proceedings shall be conducted expeditiously. redationships with your coflespues, customerns and other indhvduals not in the employ of the company,

As an [Ploy employes we sipect tht you will mest the foilowing behavicrs! standands:

5. Imposition of penalties when warrented, shall pot be cancelled, nor delayed for any reascn. abservance of and cornpliance with existing laws ol the Phillppines.
B The rights of the respondent as pravided for by Law shall be puaranteed,
7. The management may mitigate the penalty to be imposed, subject however o management's b. Erhancing Company Productivity the Company expects the Proper care and wtilization of
approval and upon compliance to the eanditfons set forth by the latter. Capitai availabie to the Company; toming up for wark ready to work on time all the time, Tollowing the
& Incases of multiple wiolations of ths Code, the fallowing rule shail apply as 1o the penalty o be appropriate break and finish times, getfing on with the job and performing the job 1@ the best of your
impased: ability, positive attitude and dedication to one's work assignments, supporting supervisions and those in
minage et

¢ Following rules an customer and client relations and always maintaining 8 professional helpful
attitude with customers,

d Mainterance al health and walety of the office and people around you. A proper attitude
towards cheanfinegss and proper housekeeping in the office, gond heaith of yoursel! and others anound
you, assist in the security of the office, following basic safety procedures.

&, Proper use of Company Property, lacilities and security to protect company and employes
assets. Secure handling and maintenance of Company records, keep confidential and protect
Integrity of all Company operating data and information, appropriate wse if all Company equipmant for
work related purposes, properly account for all Company funds received,
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I Applicabliity

This Code shall apply to all iPloy employess, regardiess of statis or positicn held,
conduct 2t 1o cause Lewel werbal — ‘writien “n‘___- Disminal
i Types of Offenses divordes or dlsrupt work, Waming ‘Warning
Bringing of perscaad
Lervel 1 = Infractions which are minor in nature but which may become habitual and disruptive il not mabie gnones
comected. It has no detrimentad impact of the business. dellberatniy ta the
bperations of raining
Level 2 = Serious olferse which causes delay in operations, may pose threat, hasm, or danger io steas cther than thess
Company property andfar lives of indlviduais. authorized. Bringing of vl
- non-workreteted | Docimented. | o pn ey | Stpention |
Level 3 = infractions which will destrey the company’s image and reputstion, |t cButes substartial ko 1o wiecirani gadgets Waning Warning. | o ring 3 Oays
the company and £an result te eritiesl sparational disruption. A eritical olfensa that has compreriised EES:?EEEE
the security of the employees, the integrity of Chient, the saletby of customer's infarmation and the Einrﬁ!_.-_r 1,_
stability of the businsss, ki vt pelr
approval from the
[enmeniate superisor.
1L Table of Infmctions Eating [n unauihorised
arens {operadons, ocracad Foal
7 managerserihsuppot | Ly varbal WD | iy | EPETHON |l
I Ruiles on Proper Conduct and Decorum arma] within the company Wasning Warning Warring -3 ey
premises especially while
taking calls.
Speaking in another o - Einal
fguiage or dislect other | oy | wurbal WM | g | SN | st
than Engllth within the Warhing - 3 Davys
trTpany-designabes ared
Fallioran 70 Bog-inuout In
Blometrics #nd othe:
reqitired attendanos
Fallure weomaly - oy | | Documanted | o ican _f_ suspenion | wnbtar g tock Fafiure to
Cress Code Polloy. Wianing =3 Dliys punch A fout Tor Brems.
Weming szl aned lunch per day
comicernd as one (1) Documanted Fimal
Mon-pasticipation in Documented | .o Final | o speniion irstarce. Luve nrbal :......:._Eian. Wrikmn Doy | Dimissal
3 compulsary campany | Level Verbal Warning | Wriue R Warning warning
BTl O group work, Warning Warning
Failure 13 malntaln mariual edits in a montnh
orderiness of cheanlingss fram Easyclothing tood will
Docurnenied Firal
the msslgnd work e Writtan Wkite Spemion | mert 1 instance.
station. Failure to practios = Warning -3 0w
Warning WEmin
Clean Az You Go Podicy for
all arens in the olfics




Pioy inesparmed

e ¥ iPiny bnonr poswed .
117 Ficor MSY Towar nt— 11 Pt RS Towar ._r_—
Pt aiesed Road Cebu Buvoms Pek - ﬂ.‘ P mebes vt Mol Cabies Burmas: Parl. _ aw
Cabias Cliiry G000 Cotiu Tity S000

Tardines.
of Tard 1] Loafing, Going very e
4.3 County freas o and spending timein a Final :
less than an hour lng | 1 lagy, wastefii widi; el 7 ___._“_h_h_ﬂ._ drime - 5 Day | Dmisal
monih s confidensel | Documn bed Written Fos Suspension lightering dusing wasing o warming
10 instance Lievel 1 Verbal i Written Clamdssal hours. | _
Warning =3 Days £ *
% ; Warning ‘Warning Flagrant dhcourtegy, | #
b. 1 Count of Tardiness o plther By e o7 werds, |
A L s of Ghrespesthul | & _
5 ool & HE Tai il
. - | lerudpe, Mps T or Writen Sulzsnsio
i - obscane language n i Warning :...:n | =% Oay hrntan
BSTEing o speaing *
Lindertime - Lef sarly gng Documanted Firal with superion and other | |
1 | hiedmeompemmes | tveit | versa | T | wiinen SPEEN | phsrrissal amo zyees _ _
Pt ANITE Waming WS, Warring Lt Leaving work Esignmen s 1
Of LOFMPERY OFEm-GEs |
e during efficly work houns S _
e Docu without price parmission e writen gD
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1 Termiration of an employes shall avtomatically bar him/fher from re-employment.

7. The penalty of dismissal shall not prejudice the right of the company toinitiate court action
agairst the erring employee.,

3. This Code shall superiede all other exmting policees, rules, memos, and the Hee, and all poliches
to be implemented, if the same i found 1o be inconsistent with the Code of Conduct.
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