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ID APPLICATION FORM
LASTMNAME: FIEL FIRSTNAME: ANLEWVCA miE
10 NUMBER:  H4g paciic . |LILLLSTAEYD sss: YT HELIIML
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IN CASE OF EMERGENCY
CONTACT PERSON; __ PRIST  FEL __EMERGENCY CONTACT #: _ @A ¥ 181 44%d
ADDRESS: TOLBONWGA  1BAGAD toafbracion RELATIONSHIP: MOTHEK
e SIGNATURE

OCCUPATION OF CONTACT PERSON:  HousBlWiFE

BIRTHDATE OF CONTACT PERSON:  IME  ng, 14 39




EDUCATIONAL ATTAINMENT

EDUCATION TYPE: CoVLELE UNDELG L OUATE
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SCHOOL ADDRESS: %" Foroalge CameTES LEm

COURSE: 8aurewan  oF Joivee  im Bervisumy  HONORS:
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DATE STARTED: JWE 15 qa DATE GRADUATED: makth 1y g4y
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Pioy OPC - - -
9 Floor, Ayala Center Cebu Tower :
Baohol Street, Cebu Business Park, g .'P,oy
Cebu City 6000 =i Sy e
NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) i "ﬂ“" j’ w13

¥ T
BETWEEN

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

2. fwEuc  WME  L- T (the "Receiving Party"),

collectively referred to as the "Parties",

RECITALS

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

Disclosing Party.

OPERATIVE PROVISIONS

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

1.1.  tohold the Proprietary Information in strict confidence and to take all reasonable
precautions to protect such Proprietary Information (including, without limitation, all precautions
the Recelving 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. not to make any use whatsoever at any time of such Proprietary Information except to
evaluate internally its relationship with the Disclosing Party, and

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

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

i 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

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

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

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

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

3. Immediately upon the written request by the Disclosing Party at any time, the Receiving
Party will return to the Disclasing 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 respensibility 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 EWPWNEE

Name: Jade Lenizo Mata Name: AMEUEs  uaé (- N

Title: Onboarding Specialist Title: cir

Address: #35 Salvador Extension Labangon Address: Thamuar 1RABRD  cenfacion
Cit

Date: h!“q !?{’1’3’ Date: P} i _]3‘”’"’




PERSONAL DATA SHEET

INSTRUCTIONS:
1. Answer the questions completely and honestly in the spaces provided.
2. Pleaze PRINT legibly.
3. DO NOT LEAVE ANY SPACE BLANK. Write “n/a”, “not applicable” or “nope® —

PART 1
(Far MR uso only) {For HA use anly] |For HA use anly)
EMPLOYEE NUBBER DATE HIRED DEPARTMENT
qias (Xivgec @, 201H

PART 2 Bazic Information & Contact Details

LAST MAME: FIRST MAME: MIDDLE MAME:
FieL AnpELidd e LAR D

| HICKNAME: MOTHER'S FULL MAIDEN NAME
MGEL e Mgl  wold  FiEL

CURRENT ADDRESS [House § [ Lotk / Block # / Street, Barangay, Municipality / City, Province, 7ip Code)

furet  n gyepet  qu oA N i S OLEh L IOV LB

PROVINCIAL ADDRESS [House it/ Lot / Block 4 / Street, Barangay, Munj:rpal.—tl,l_.,-"tit-,r, Province, 2ip Code)

WRETEMR Pemag 1 £ awenes ceed
Land Phone No. Mabile No. oq S'Tb"‘--}"lqw Moblie Mo,
555 o, PAG-IEIG Mo PHILHEALTH Ma, B
gdrtgat 11018 510309 7 o1 230 “ogy
BIRTH DATE HP GENDER
Jwee z AT BIRTH PLACE e wan FET"'I""-"E BLODD TYPE o+
MARITAL STATUS NAME OF SPOUSE (Married) Email Addressis]
[Single ) Gelo il .
& mad wail - am
[ ] Legally Separated | angehic € 9
| ] Married SPOLISE TIN
[ ] Widow'Widower

hre Nﬁlrulalcd by kinship or marriage up to the 3™ degres :a‘;ﬁy current employes of iPlay?
[ ]1¥es [« Mo IfYES, give NAME and RELATIONSHIP

PART 3 Family Background

NAME OF SPOUSE (If marriad) | SPOLSE 'S EMPPLOYER SPOUSE'S DATE OF BIRTH
§/A NA
NO. OF | BIRTH ORDER
BROTHER/S i NO. OF SISTER/S NO. OF CHILDREN oy G ¥ 384 stdd
_ DATE OF BIRTH &
MAME OF CHILDREN (if any] DATE OF BIRTH NAME OF SIBLINGS CIVIL STATUS
Anifia  F GUBRWL ﬂi;.jmf
. DATE OF = DATE OF
FATHER'S NAME il OCCURATION MOTHER'S NAME T DCCUPATION
MOEL L framn Tl Fif
PART 4 Emergency Contact (List af least 2 Contact Persons)
CONTACT PERSON RELATIONSHIP TO EMPLOYEEE
e CONTACT PHONE NO. (Optll]
BEL | Devgd oqre YE T qyvi = e
I

Memiaas - 1B Flaar Dire Montage Tawar Archblaben Bavas fies Cabis Coiiv 71 MEY. 4416 Elame BMSY Tawar Basradoras Bead MSabi i




PART 5 Educational Attainment
' LEVEL NAM ' DORESS DATES ATTENDED GRADUATE
i s {mmfir) = {mmfyr) {Yes or No)
PRIMARY EDUCATION
PAde  BUWMENTaRY  fc 0L Ao - wob S
SECONDARY EDUCATION
cabAnLALAn  poTeno. ‘E‘m yaie -~ Aol =1
Course:
VOCATIONAL
& NON-DEGREE COURSES
|
Degree,/Course:
TERTIARY EDUCATION tno  ~EAd CouEle 'lﬁ" = 'Mi'ij P
BADaL  oF  £UGheE 1N
R e e Y Aoz T
Degree:
POSTGRADUATE & GRADUATE
STUDIES Degree:
Dagroe: ‘

PART &

Employment History

{From most recent and for all positions held)
ADDRESS B TEL. NO,

EMPLOYER'S NAME

Conyevi i §
JOB TITLE SALARY | PERIOD COVERED [mmyyr]
Ll el St Ve PEALELTY FROM TO
Ll dop = naid QY - Lo
SUPERVISOR'S NAME SUPERVISOR'S TITLE EMPLOYEES SUPERVISED
MEw?  cocsuv (If applicabis)
REASON FOR LEAVING
EMPLOYER'S NAME ok WD HD ADDRESS & TEL. NO.
JOB TITLE SALARY PERIOD COVERED {mim/yr]
FROM TO
Ll g Jeile  Aefesle meruk
SUPERVISOR'S NAME L W SUPERVISOR'S TITLE EMPLOYEES SUPERVISED
(if applicabla)
REASDN FOR LEAVING
EMPLOYER'S NAME ADDRESS B TEL. NO,
oA it
IOB TITLE SALARY PERIOD COVERED [mmyyr)
OITamIL AT - FROM TO
Feali Bul | OO - et | maked - 1013
SUPERVISOR'S NAME E SUPERVISOR'S TITLE EMPLOYEES SLIPERVISED
Koumime __ ] (If appHcabia) o

REASDN FOR LEAVING

EMPLOYER'S MAME ADDRESS & TEL, NO.
JIOB TITLE SALARY PERIOD COVERED {mm/yr)
FROM TQ
SUPERVISOR'S NAME SLIPERVISOR'S TITLE EMPLOYEES SUPERVISED
(it applicable)
REASOMN FOR LEAVING
EMPLOYER'S NAME ADDRESS & TEL, MO,
JOB TITLE SALARY PERIOD COVERED [mm,fyr)
FROM ] TO
SUPERVISOR'S NAME SUPERVISOR'S TITLE EMPLOYEES SUPERVISED
{If applicable)

REASOM FOR LEAVING

RMManiasna - 1866 Flaser Mins bdanicna Traasr Arshbiches Dovicos Biaa Mok ™t 7Y AARY . 440 Clans: M AE8Y TFriisis Boprarderos aad Saks




& iPloy

Pursuant to: {a) indlgenous People's Act (RA 83710, {b) Magna Corto for Disabled Persons (RA 7277 and Salo Parents Welfare Act 2000 [RA B972)
please answer the following items:

Are you @ member of any indigenous group? L YES [ NO if yes, please spacify: |
1

Do you [dentify as differently-abled? O Yes 2 NO If yes, please specify;

Are you 3 solo parent? [# ¥ES [0 WO if yes; please specify:

PART B Character References

Give name, address, ond telephone numbers of three (3] persons who know you other than those you have worked with,
X R & ADDRESS TEL. NO.
1 ArLLE oPCRiE T o card galo ge1|y§9
2 fCw 6LOMPD cow  cAny edanadol 4
3 Meyannt  maluam Oqe 1318 ¥ L]

Other Qualifications
Job-related training courses {give titie and year), Job-reloted skills {other languages, computer and information rechnology, toals, machines, ete.), doh-
refoted cortificates and Neenses {currant only), Job-relaoted mwords ond specinl accomplishments (pubications, memberships In professional or honor
socleties, leodership acthviities, public speaking, ond performonce awards), Give dotes and semd documents

DATE (mm/year) DESCRIPTION / TITLE

PART 10 ADDITIONAL IDENTIFICATION

TYPE / CONTROL NO. ISSUE DATE EXPIRY DATE

PASSPORT DETAILS

VI5A DETAILS {if applicable)

DRIVER'S LICENSE

OTHER GOV'T. IS5UED |Ds: (For
exampte: 555, TIN, SOLO PARENT
ID, PRC, ACR, elc.)

MILITARY [/ GOWT. / CIVIL

SERVICES (If any)
Have you ever been formally charged of an [ ] Yes If “Yes", please glve detalls;
administrative / civil/eriminal offensa? [ ] Na
Have you ever been convicted of an [ ] Yes If “Yes", please give details;
administrative / civilfcriminal offense? L] Na

CERTIFICATION

| CERTIFY that, to the best of my knowledge and balief, all the Information on an attached to this document fs true, correct, complete and made in goad
faith, | UNDERSTAND that false or fraudulfint Information on or sttached to this application may be grounds for ot hirkng me or terminate my
employment from iPloy. | UNDERSTAND tht any | atlon | give may be investigated,

mer\ch gy ff . HE EAPE
Sign atuqﬁ of Employes Date Slgned

Rlembnms - 181k Elamre Mna kMasiana Tracar  Brrhsehnn Beveas Sva Cald T 57 BEY- 1980 Flaor MEY Towear Pescadoras Road Cadsg



IPloy Incorporated
11th Floar MSY Tawer 'P'o
Pecadares Road Cebu Business Park,

Cebu City 6000 Haitiny bos ....

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, AnuELALh M#E L 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,
inctuding those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my gualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent,

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

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

Applicant Name: AMeELIeA L L FEL
Present Address: _ "'998  veeed  —uubenuan i i
Social Security Number; 29§ 1T 139 Date of Birth: M€ 4, @48

Signature: ﬂ/

Date: 0-—=-0A= gonl




iPloy Incorporated s N
9™ floor, Ayala Center Cebu Tower Q; 'P'o

Bohol Avenue, Cebu Business Park Stafting Solutions WD
Cebu City 6000

SIGN-ON BONUS POLICY
Policy:

The purpose of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus. The sign-on bonus is a non-
recurring and non-accumulating sum of 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 employee must meet the following criteria:

Aregular employee

Mo resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status

Must not be on Floating, AWOL, Terminated and EOC status or other forms of
separation

e Must be an active employee on the release date of the sign-on bonus.

Releasing of Sign-On Bonus:

* The release of the sign-on bonus will be on the 15" day of succeeding month of the
anniversary date of the employee.

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

| hereby acknowledge that | have read, understand, and agree to the terms and conditions
of the (25K) sign-on bonus policy.

AALE L W /%KHEL o [oq 1'15

Signature Dfer Printed Na me/ Date
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revision No 101
Effective Date ;lune 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.

[
wevs__wgf [ e | FJ.?[&?-
Employee Naﬂ'ne and Signature Date
Nated:
TroOL . MATH L“Jnm‘, Qe Thy

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 gratuities
and rewards. This policy applies to employees of the company. Employees include all permanent, part-
time, temporary and probationary status.

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

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

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

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

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

Employee Acknowledgement

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

Name:  AnuEL o AT Ui 9133

L)
Signature: Ql/’ 7 Date: P) [ fasiite

ry""l




iPloy Social Media Policy

IPloy recognizes that employees use social media tools as part of their dally 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

winrk ITT_'I”I'_-".FEI.JP"_Z

All employees should be aware that iPloy regularly monitors the internet and social media about its wark
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.
iPloy does not specifically monitor social media sites for employee content on an ongoing basis, however
employees should not expect privacy in this regard. iPloy reserves the right to utilize for disciplinary
niiranses any infarmatian that eauld have a nepative effert nn the eamnany nr its emnolavess which
management comes across in regular internet monitoring, or is brought to the organization's attention by
employees, customers, members of the public, etc.

All employees are prohibited from using or publishing Information on any soclal 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:

™ Cuklichinm

SR i ] e
]

= P Ry e
e nuiuel, alalen

matarial that e dafarmatong ahi

i
- -— - - - ¢ -

chia nr nffancive in ralatinn o anu nmnlnurmn manager
LR OIF CYFLansiuve BLAtION 1O aind apnnaotes oanager,
e oL ey | [y ey 4
UED,; CUsLOimer of CHent ol

o il the compaiy,;

s Puhlishing any confidential or husiness-sensitive Infarmation ahout [Ploy;
e Publishing material that might reasonably be expected to have the effect of damaging the
reputation or professional standing of the company.

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

s Be aware of your assodiation with the company when using online soclal 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 ot IPlay. Wherever practical,
vt must nse a disclalimer saving that while vai wark for the ramnany, anvthing vonl nuhlish is

your opinion, and not necessarily the opinions of the company.

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




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

Material in which the company has a proprietary interest — such as software, products,
darimentatinn or athar intarmal information — must nnt he tranemitted snld nr nthenise
divulged, unless the company has already released the information into the public domain. Any
deoparture from this policy requires the prior written authorization of the managemaent,

Be respectful always, in both the content and tone of what you say. Show respect to your
audience, your colleagues and customers and suppliers. Do not post or publish any comments or
content relating io the company or its employees, which would be unacceptable inthe workplace
orin conflictwith the campany’'e weheite Make cure the visws and aninione vnll exnrass ara uniir

own.

Recommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
netwarking 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
tor such a recommendation shouid be deait with Dy stating that this i5 not permitted in (ine with
eamnany nolicv and that a farmal reference can he snught thraueh HR. in line with the normal
reference policy.

Onice in the public domaln, content cannot be retracted, Therefore, always take time 1o review
your cantent in an objective manner before uploading. If in doubt, ask someone to review it for
you. Think through the conseguences of what you say and what could happen if one of your
colleagues had to defend your comments to a customer.

If worl make a mistalke ho the firct ta npint £ At and rarrect It aiilelkls Voo paai fartiiallu nnint

out misrepresentations, but do not create an argument.

This policy extends to futire developments ininternet capabillity and soclal medla usage.

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

Always remember on-line content Is never completely private;

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

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



= 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 information used.

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

e e L e R WS e Sl — K v S e A W el T e A P e R
OL LG G0 D L Wi T ] A D) 3 DAL RIS W W TG R W R T Y T

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy is not exhaustive, 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
responsibiiities towards the company. In case of any doubt, you shouid consuit with your manager.

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

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

Employee Acknowledgement

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

i i
TR

Narmie: ket Ll O € v e

ba
Signature: /}J"/l Date: i } /mb

i
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Date : February 22, 2018

To * ALL EMPLOYEES CONCERNED
From : Human Resources

Thru . Operations Manager

Subject - WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

DBIECTIVE

1.1. In conformity with Republic Act No. 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIV/AIDS as an international
nandemic oroblem. this company palicy is hereby issued for the information

O TR U T (SO o= IRy Lo . I e A e P S s ol o s b s e
e e e R T e R e - Bt AR il B e PR, 8 Rt et

HIV/AIDS in the workplace

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

CMIERARE

2.1, Tius Program shall apply to all employees regardiess of their employment
status

IMPLEMENTING STRUCTURE

21 (nlew Ine HNIKIDS Prooram shall he manaeed hy its hpalth and salfeiy
committee consists of representatives from the different divisions and
departments

POLICY STATEMENT
4,1, BASIL INFUEMATILN WUN HIV/AILS

4.1.1. What s HIV/AIDS?

4.1.1.1 It is a disease caused by a wirus called HIV (Human
immunodeficiency Virus). This virus slowly weakens a person's
ability to fight off other diseases by attaching itself to and

dactraving Imnnrtant eells that contrnt annd sunonrct the himan
|n-'|-rv'\.|-l-'=-- -.I.u:!.."u'n

41.2. How HIV/AIDS is transmitted?

4.1.2.1 Unprotected sex with an HIV infected person;
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birth through breast feeding);
4.1.2:3. Intravenous drug use with contaminated needles;

4.1.2.4. Transfusionwith infected blood and blood products; and

=
»

% 0 Bl il e = e e o ey e e e R I
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wourds of an infected person.
4.1.3. Isthereacure?

4.1.3.1 No. However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
pansts sith HIN Wallstie aara’ of arnain uing et IV DS a0

comprehensive treatment of opportunistic infections also
dramatically improve quality of life.

5. GUIDELINES
5.1. Preventive Strategies
5.1.1, Conduct of HIV-AIDS Education
5.1.1.1. Who will eanduct?

The Medical Clinic of Iploy Inc. in coordination with the Health and
safety Lommittes shall conduct HIV=AILS education (o all employees
for free. This shall also form part of the orientation of newly hired
employees. The standardized information package developed by the
Department of Llabor and Cmployment {DOLE) may be used for this

plUrpose
£112  Howwlilitbe canducted?

The HIV-AIDS education will be conducted through distribution and
posting of 1EC materials, lectures, counselling and training and

.r\‘nrm—\.rinh o] Abharanern
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workplace
5.1.2. Screening, Diagnosis, Treatment and Referral to Health Care Services

5470, Screeming for HiV as a prerequisite [o employment Is not
mandatory

5422 The company shall encourage positive health seeking hehavior
through Voluntary Counseling and Testing.
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5123  The company shall establish a reterral system and provide
access to diagnostic and treatment services for its warkers, Referral

to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company's medical clinic staff.

=0k e 2 | Tha company chall likewica farilitate arrace 0 [mlibrrr
Jeeistance for the affected employee and hisfher families, being

offered by otner government agencies.
6. S0CIAL POLICY

6.1. Non-discriminatory Policy and Practices

611 Digcrimination in  any form from pre-amployment to  posts
erigtuy e L, iuiudiog g, proiatiun ol assigintieit, ienningin i
employment based on the actual, perceived or suspected HIV status of

an indlvidual is prohibited

6.1.2. Workplace management of sick employees shall not differ from that of
any other |liness.

it N | Pl sl e e s omei ol s Bus i I i s i ey e i S S
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co-officer ar co-employee shall likewise be penalized
6.2. Confidentiality/Non-Disclosure Policy

6.2.1. Access to personal data relating to a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisians of R.A
gond and tha ILO Code of Bractice,

6.2.2. Jobapplicants and workers shall not be compelled to disclose their

HIV/AIDS status and other related medical information.

62.3. Co-employees shall not be obliged to reveal any personal information

Lelating . ik DY ATDS alalub Ul Teliuw Wit ke s,
6.3, Work-Accommodation and Arrangement

6.31. The company shall take measures to reasonably accommaodate
employees with AIDS related ilinesses.

632 Agreements made between the company and emplovee's
n:-prr:r.pnrn'riupq ehall reflect measires that will support wnrkers with

L R T i b Ela. Vels-|oe - R i - - T LI L Y -l
MV AIDD Inrougl Nesmbne oave ol ongel el iy TEBLITEULIE WL RS

time and arrangement for return ta work.
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer’'s Responsibilities

7 ey iy | The CAamaany tnearhar with amnlopese! lahor nrganizatione comnan

"
mlrk passsmenl okl
|

Fodiy mrmel b -
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racal per B
gevelop, Impiement, monitor ana evaluate the workpiace policy and
program an HIV/AIDS.

7.1.9. Pravide information, education and training on HIV/AIDS for Its
waorkforce.

713 Freiira nan-diccriminatons aractices n tha worknlasers and that tha
e Engura nan-giscriminatons arattiCas i e WRGHELE (Srkd kilde ik

QUlLY alid Progrdin adiieres (o existing [egisations ana guiaeiines.

71.4. Ensure confidentiality of the health status of its employees and the
access to medical records is limited to authorized personnel.

715 The Company, through its Human Resources Department. shall see to
it that their company policy and program is adenuately funded and maria

| PR Cra T | e i i
ATV ] AL G SRy EEa,

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

sl Dmpmarnecikilibine
L ACLpliiciisina

72.1. The employee's organization shaill underiare an aclive fale in
educating and training their members on HIV prevention and control,
Promote and practice a healthy litestyle with emphasis on avoiding high
rick behavior and other risk factors that expose workers to increased risk

Gl pily i
7.2.2. Employees shall practice non-discriminatory acts against co employees

/.23, employees and thelr organization shall not have access Lo parsonnel
data relating to a worker's HIV status

7.2.4. Employees shall comply with universal precaution and preventive
measures.
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8. IMPLEMENTATION AND MONITORING

B.1. The Safety and Health Committee or its counterpart shall periodically monitor
and evaluate the implementation of this Policy and Program

O FFFRCTIMITY

9.1, This Folicy snall take place effective Immediately and shall be made known to

every employee,

N AV
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Human Resources

Reviewed by: Alfredo P./damarillo Jr.
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Approved by: Yisroel Y, Gissinger
CEQ
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Date : January 1, 2018
To . ALL EMPLOYEES CONCERNED
From : Hurnan Resources
Thru : Operations Manager
Subiect + WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB) PREVENTION
AND CONTROL
1. DRIECTIVE

1.1.To assist the government in its campaign against Tuberculosis {(TB) in compliance
with the Department of Labor and Employment’s Department Order No, 73-05,
carips of 7005 - ﬁnir‘:plinpr. far the Imnlementatinn Af Palicy and Program an

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

2. COVERAGE

9.1.This Program shall aoolv ta all emolovees regardless of their emolovmeant statis

Lad

POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration to work of employees who contract

this dirpnca T .-..-l-..'n.-“,n H-..r .-..-\-11 =il rq,p-pL-ll.|n“r\nr arm rbriebhs s ndatael fe ndaean
L b o 4 e e T R LR T N

e

an annual physical exaimination with e fequ Uisite Cliest A-Tay.

3.2.Also, in line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency (occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TB In the
workolace. This shall be handled by the Office of Health Services (Infirmary) or
the partner health provider of IPLOY INC. in canjunction with the Operations

Marnadse and ~ffiea &F Hiiman Darnisrrn themirh Hha samasone or r'rn-":i'ru-‘
ranannr AN QUGS L B et it gl R

health providger.

3.3 The DOTS is a comprehensive strategy to control T8, and Is composed of five
components, which are:

e
i

e T T Caieii

Lisdbiment and conlrol activilies,

- i ks  amdiielems ascsbe
i
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3.32 Case detection by sputum-smear micrascopy &mang symptomatic
patients;
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3.3.3. Standard short-course chemotherapy using regimens of 6 1o 8 months for
all canfirmed active TB cases (Le., smear positive or those validated by the
TB Diagnostic Committee). Complete drug taking through direct
observation by a designated treatment partner, during the whole course of
the treatmant regimen;

3.3.4. A regular, uninterrupted supply of all anti-tuberciulnsis drugs and nther

S ok PRy =
iR e iRy

3.3.5. A standard recording and reporting system that allows assessment ol case

finding and treatment outcomes for each patient and of tuberculosis cantrol
program's performance averall

S, Cinpidyees, (MUst D given proper InTormacon on ways or strengihening - their
immune responses against TB infection, fe., information on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and good persanal hygiene
practices  However, it should be underscored that intensive efforts In the
prevention of the spread of the disease must be geared towards accurate
information on its etiology and complete performance overall,

3 5 Imnraving warkntars randibinng:

3.5.1. TU Bnsute (El conidminduon Tram 16 airporme particies 15 controilen,
workplaces must provide adequate and appropriate ventilation (DOLE-
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers.

3.5.2. The number of employees in a work area shall not exceed the required
number for a specified area and shall observe the standard for space
reauirement (OSHS Rule 10631

-_.I-l
ch

Capability building on TB awareness ralsing and training on T0 case Finding, Case
Holding, Reparting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational safety and health
committee,

e |
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3.7.1, Non-discrimination: Employees who have or had TB shall not be
discriminated against, Instead, they shall be supported with adeguate
diagnosis and treatment, and shall be entitied to work for as long as they are
certified by the Company's actredited health provider as medically fit and
shall be restored to work as soon as their iliness is controlled.

3.7.2. Work Accommodation: Through agreements made between the

manaasamant and tha asmaleoane wimrls mesranammadnklan maaseiras  sa
HHT RS 1S R S S - A S R T A BT T e e e T T L e

support employees with TB Is encouraged through flexible leave
arrangements, rescheduling of working times, and arrangements for return
{0 work.



L
El
Py incorporuted . ] lP,o
110k Fioar MEY Towes

Peacadores Ripad Cebu Business Park iy Tl
e Ly A

1.7.3. Restoration to Work: The employee may be sllowed to return to work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider.

1.8 Employee Responsibllity:

2@ 1 Ceonmlmvimar wn haia cumadame AETA shall immaadiataly paol secietanca
e S e Lyni p e b [ vy N kit = R H = A S

from the Company's Health Services Provider

3811  Anemployee who has the symptoms of TB Is required to initially
wear a face mask (especially while inside the office) and observe good
hygiene practices, at least until declared by a competent medical

PraGlitiuIEl W W sale (sl dITBFTaaIUlL.

3.81.2 similarly, for those at risk, |.e., those with family members with T8
or those exposed to a co-employee with TB, it would be prudent to
observe the same good hyglene practices until declared free from the
disease and safe from transmission.

187 Once diagnosed to be with TB. emplovees shall immediately seek
treatment aither throggh the Napartmant nf Health's [IOTS or a privata
i iyaiian Wl e EinpIUyEe 5 e, T IUWEvEl s hinperative thei wie Oie
strictly adheres to the course of treatment. Falling to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the fallure of treatment, which may make it harder to treat the infection and
result In'a longer absence,

3.6.2.1. An absence from work due {0 medical reasons ol over six [of
manths mav result in the termination of one's employment as
provided for by the Labor Code of the Philippines under Art. 284 -

Disease as Ground for Termination.

383, Employees are required to undergo an annual compulsory chest X-ray
through the Annual Physical Examination. If for any reason an employee

Falle ke eaniira a chack vorawy 3t that tima halcha chall ha dirartad ¥m canira 3

i U s o (Y | g H ol e ks a Em -~ - L] i
chest x-ray at an accreditad ciinic DY hisfher reapective infirrmary/Health

3.9 The Company shall ensure that any TB occurrence in the workplace is traced and
that all contacts are clinically assessed, a5 much as feasible.

3.10. An employee afflicted with TB, who has voluntarlly undergone the
treatment and rehabilitation program (DOTS) prescribed, and whao s finally
declared to be in @ non-communicable stage, may be aliowad back to wark

ciihiprt ta haing ajuar a madiral rlaaranca b a CAamnany decionatard nbugicrian
il il gnibac ol Lol Lol ¥ i ) w =

2 e b Emnployees (thuse affficted with the disease or those |dentified under
contact tracing) who refuse 1o cooperate and dutifully observe lawful
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Instructions ll,”'ﬂl?”-'l[] d Medical check-up .-|!'||",|l,-'|_ll treatment), may be "1I,jl'2|j|"'i| o
disciplinary action proceedings for insubordination (the penalty of which may
range up to the terminationof one's employment)

4. PROCEDURE

4.1.The respective Health Services of the Company (and/or the contracted Health

' . I
Carnnro Bravidarl ehall panrdinale with thae Mesisaklansl Cafad v Llasivs

4 Ty s
Center who shall provide preventive and technical assistance in the

rigatemientation of the Workpiace TB Control and Management Program

4.2.An employee who undergoes the Annual Physical Examination with the reguisile
chest x-ray will have his/her medical record forwarded to company clinic/HRL.
H ..-_-1:_ { ..'.: L .‘-;: LG L ::_a.-_ B _. OGSl diHeddl LHIESL &-Tdy alidil P WileELield

10 secure one at an accredited clinic or by his/her prelerred Inlirmary/Health

'.-||:1rl,rr||: fac,

4.2.1. Those with medical findings shall be required to undergo further medical
check-up. All medical records in connection with this second/ further check
up shall be submitted to company clinic/HRD and his/her respective

[+

Infirmarv/Health Services

Al - vi 1 L i e, v i
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respective Infirmary/Health Services for the next steps.

4.3.An smployee who is suspected to be afflicted with TB, whether as a direct suspecl
ar by contact tracing, shall cooperate fully with his/her respective
Infirmary/Health Services (and/or the contracted Health Services pravider) If
ne einployee lesls positive for |8, tne empioyee shall undergo the DTS

program toits completion

If 1 PO L Tl ls: s b mF abcopen ba reeiianrabs o khalelbe gl
AAIf the ‘:'.'!”."‘:_I!:-rf"_" nasee 10 | gergo CaveE OFf SRSERCh 0 FCCUREErEhE MNEf31ie Wi

be allowed 1o use the appropriate legve before he/she may reguest to be
permitted to go on a Leave of Absence without Pay (LOA)

AA 1 Tha amalrminn Rl ARcarna tha ramocite . armeadoies Dn anala

4.4.4. [ne Unt concerned shall ensure that the reguisite procedures are
absarved by the emplovee and that the company clinic |5 '.’ﬂl.rh-' informed,

4 5.An employee may be allowed to go on a medical leave of absence (without pay)
for a maximum period of six {B) months The concerned employee shall sybmit
an application for a leave of absence before going on leave Said leave
anplication shall be subject to approval at the sole discretion of the Company

Manapamant
b

4.5.1. Thesame provedures onder 4.2.1 1o 4.2.2 shall be oDserved,
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4. b, After treatment, with a maximum period of 5 (B Manths on Ieave (without pay),
an emplovee found to be cured or I a nen-communicatle stage of TB may be
allowed back to work, provided that the emp oyes’s health shall continue to be
monitared during the annual physical examination with the requisite chesl x-ray
or as may be deemed necessary by the Unit Health Services (Infirmary) or
contracted Health Services provider

A7 '|'|'1:_1 :'|.|'|-|:'.||.I_L|J|:_|‘_p FatiiERinm (Tl r_h _|.'| e r..:.-'_:-|1rn_|rl h1|l.- tho r'-ﬂ'-lll_'lEI'Tll"|'|?'|ll trearnira
a medical clearance from a medical doctor chosen by the Company before being
alfowed Lo redar i Lo work

4.8.The HRD will initiate disciplinary proceedings against any empioyee found to have
discontinued treatment in defiance of medical advice, or who refuses to mc!erpn

1] " L1) i L i 1 ] ]
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ur‘dt‘-rp,u a check-up due to contact tracing ol refuse to do so will also face
disciplinary action proceedings. In both cases, the maximum sanction applicable
far Insubardination will be the termination of ane's employment. if itis deemed
warranted

5. IMPLEMENTATION AND MONITORING

51 Tha "-.ﬁthlr and Health Cammittes or its countarpart shall perindically manitar anid

i . ot ' o b Foa ] i
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6. EFFECTIVITY

6.1.This Policy shall take place effective immediately and shall be made known o
every employee,

||I |I
Frepared by ;rﬂla rﬂ Tjelﬂlu

Hurman Resources

Reviewed by: Nlr|r*i:h:| P. l'l.imdrlhu It
Durp'htm uf quaratuuns

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

To : ALL EMPLOYEES CONCERNED

From ¢ Human Resources

Thru : Operations Manager

Suhiert - \WORKDIACE BOLICY AND PROGRAN NN HEPATITIS R

1. OBIECTIVE

1.1.Iploy Inc. is committed to conform to the established standards assurance of
customer satisfaction, protection of our environment and health and safety in

s b i
B4 T AR P R

1.2.The company promotes and ensures a healthy environment through its various
health programs to safeguard its employees. And as part of the company’s
compliance to DOLE Department Advisory No. 05, Series of 2010 [Guidelines for
the Implementation of a Workplace Policy and Program on Hepatitis B}, this
Program has been deveioped. This program Is almed to address the stigma
sttached to hepatitls B and to ensure that the emplovees’” right agalnst
diserimination and confidentiality |s maintained.

1.3.This guideline is farmulated for everybody's information and reference for the
diagnosis, treatment, @ng prevenuon of Hepatitis B. This will Inform the
emplayees of their role as well as the company in dealing with Hepatitis B. A
healthy environment encompasses a goad working relationship and great output

for continuous business growtn,
2. COVERAGE
2.1 This Pragram shall apnly to all amplayees regardiess of their employment statuis
3, POLICY STATEMENT

11 Imnlamantine Strictira

311, ipiuy i, Hepatilis B workpidue paicy and Ui siidil be indnaged vy
its health and safety committee. Each division of department of the
Company shall be duly represented

3.2.Guidelines

3.2.1. FEaucation

3.2.1.1 Hepatitis B shall be conducted through distribution and posting of

Ef masbmeinle 5o ymemih d [ i et s
IEC materials and counselling and/ or lectures; and
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3.2.1.2 FEpPdlils B SOuCauon snaii o spEdrneded Dy INoy nc. vigoical
Clinic In close coordination with the health and safety committes
1:.2.2. Preventive Strategies
3.2.2.1 All employees are encouraged {0 be iImmunized against Hepatitis

B after secuning clearance from ther physician,

3,2.2.2 Waorkplace sanitation and proper waste management and disposal

¥ | ¥ o | Y. 1al q 5 b - 2
NTRT ! we | _._..[. [N =" WY e 1iIEdiL anid o)Ly W HALEE Wil a cCRUIO

1.2.2.3. Yarsonal pratective eguipment shall be made avaliable at all times

Fow wll oo - am md

32.2.4, Employees will be given training and information on adherence to

standards or universal precautions in the workplace
4. SOCIAL POLICY

4.1.1.1 MNon-discriminatory Palicy and Practice:

LRETRL hall s L I e et e T L AR ¥ i [ 5 s s o b
ol feia=gl i S e e lfRas AR PRIANANANRld k] RATY ] T M)

employees on the basis of thelr Heg

iatitis B status consistent with

the internavonal agrezments on non-aiscrimination ratited oy

the Philippires (ILO C111). Employees shall not be discriminated

,y?_-q:;‘-ql, from pre to  post employment |||i.j|_'|.r'|_f hiring

promotion, or assignment because of their hepatitis B status

q,1.1.1.2 Waorkplace management of sick employees shall not aiffer

rom that of any ather illness, Persons with Hepatitls B ralated

ilnessps may winrk for as lonp as they are medicatly fit to work

- i Confidentiality

2190719 Inbh annlirants and amnliuess cha Nt ke fAampallad tA
Aicrlmaca thair Hamatitic B oof ot e I et T o LR T r I & e 1
RISCIDSEe S8 mfgdiils: B & anld DL PR e I
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persanal Information about their fellow emplovees, Access t
personal data relating to emplovee’s Hepatitis B status shall be
bound by the rules on conflidentiality and shall e stricthy limited
|

to medical personnel or if legally required

4.1.1.3. Work-accommaocatian and Arrangement

4.1.1.3:1 The company shall take measures to reasonably
=y ey e el e 4 4l elelys e pantdle

Al Flise = v e Llesam il Ly =
i aii i bl RN YR Wl ol e NGOl B NGRS A WL

Hepatitis B - related lingssas
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4.1.4.3.2, Through agreements made between management and
employees’ representative, measuras ta suppaort employees with
Hepatitis B are encouraged to ‘work through flexible leave
arrangements, rescheduling of working time and arrangement far
return to waork,

4.1.1.4. Streening, Diagnosis, Treatment and Referral tn Health Care

Camwrilmme
e Wb

4.1.1.4.1. The company shall establish a rererral system and provide
access to diagnostic and treatment services for its employees for
appropriate medical evaluation/ monitoring and management.

o LHE, Adrisfene e guigeines [OF Neatncare oroviGers an
the evaluation of Hepatitis B positive employees [5 highly
encouraged

411435 Screening for Hepatitis B as a prerequisite to employment
shall not be mandatory.

4.1.1.5 Compensatinn

- L Tie wuinpany shdil provide access: 1o >ocial Security
System and Employees Compensation benefits under PD 626 to
an employee contracted with Hepalitis B infection in the
performance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

5:3.5.; Emplover's Resoansibilities

5 0 5l B Management, together with
company facal persannel for human resources, and safety and
health persannel shall develop, Implement, monitor and evaluate
the workplace palicy and program on Hepatitis 8.

Ln

" Aomomind ot E e
uﬂ'-p'iuvl_'!::.- Organizations,

T A e e The Health and Safety Commitiee shail ensure Lhal their
company palicy and program Is adequately funded and made
known toall employees.

5.1.1.1.3. The Human Resources Department shall ensure that their
policy and program adhere Lo existing legislations and guidelines,

. including provisions on leaves, benefits and Insurance.
E9%1.4 hAamanmsmant ehall Arsulde infarmatlan adisailas sad
llllllll . rramgb e Rt LRl R r-'-'-""\.r'\_ |'IIU'|I"'|-II"\-'".| T et b R D 0 M.

lraining on  Hepatitis B for its workforce consistent with the
standardized basic information package deveioped by the
Hepatitis B TWG; if not available within the establishment, then
provide access to informatlon,
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5.1.3.1.5, The company shall ensure non-discriminatary practices m
the workplace.

P e g The management together with the company focal
personnel for human resources and safety and health shall
provide appropriate personal oretective equipment rn prevent
Hepatitis B exposure, especially for employees exposed to
patentially contaminated blood or body fluid.

2t B L B The Health and Safety Committes, together with the
employees' arganizations shall Jointly review the policy and
nrogram for effectiveness .and continue to Improve these hy
PECWIRITTE, WL BUVERTHTIENL @nd  OfganiZalions  promoting
Hepatitis B prevention,

51118 The company shall ensure confidentiality of the health
status of its employees, including those with Hepatitis B.

5.1.1.1.9 The human resources shall ensure that access to medical
recards is limiterd toanthorized narsannel

e B Emplovees Respansibilities

5112 The employees’ organization Is required to undertake an
active role In educating and training their members on Hepatitis
B orevention and control, The IEC program must also ajm at
promoting and practicing a healthy lifestyle with emphasis an
avoiding. Digh risk. behavior and other nsk factors that
expose employees to increased risk of Hepatitis B
infection, consistent with the standardized basic informalion
nackapge developed by the Hepatitls B TWG
L o Employees shall practice non-discriminatory acts against
co-employees on the ground of Hepatitis B status
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= ] [mipioyees and thelr oiganizalions shall nul have aceess to
personnel data relating to an employee’s Hepatitis B status. The
rules of confidentiality shall apply In carrying out union and

arganization functions.

5.1.1.2.4. Employees shall comply with the universal precaution and
the preventive measures

<A iy Ao Employees with Hepatitis B may Inform the health care
provider or the company physiclan on their Mepatitis B status,
that 15, if thelr work activilies may ncrease tne risk of Hepatins B
infection and transmission or put the Hepatitis B positive at risk
for ageravation
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6. IMPLEMENTATION AND MONITORING

b.1.Within the establishment, the Implementation of the palicy and crogram shall be
monitored ang evaluated periodically. The safety and health committee ar its
caunterpart shall be tasked for this ournose.

7. EFFECTIVITY

£.4.This Hollcy shall take place etfective immediately and shall be made known to
EVery employee

!. !- :II 1 || L'\.
Prepared by: Jo Hafina R. Melecio
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Date sJanuary 1, 2018

To ¢ ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBJECTIVE

1.1. In compliance with Article V of Republic Act No. 9165, otherwise known as
the Camprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order No. 53-03, series of 2003
(Guideiiies ful Uie inpiemeniauon ul o Diug Free Worspiswe Foities dig
Programs for the Private Sector), Iploy Inc. hereby adopts the tollowing
policies and programs to achleve a drug-free workplace;

1.2. Company policy is to maintain a workplace free of lllegal drugs, To ensure
that the objectives of the company’s corporate pelicy are met, the company
is implementing this drug-free program. The program will have the following

= =
TS A

2. COVERAGE

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

L

W CTATCRACAIT
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3.1. The use, possession, solicitation for, or sale of dangerous drugs on company
premises or while performing an assignment,

3.2. Being impaired or under the influence of dangerous drugs away from the
company, if such impairment or influence adversely affects the employee's

winrk narfremanca tha cafaty nf the smnlausa nr f arhare A niote ar rick

the company's reputation,

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 performance, the safety of the employee or of others, or

puts at risk the company's reputation

3.4, The presence of any detectable ampunt of dangerpus druge in the
employee's system while at work, while on the premises of the company, or
while on company business. "Dangerous Drugs" include those listed in the
schedules annexed to the 1961 Single Convention on Marcotic Drugs, as

amended by the 1972 Protocol, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of R.A, 8165,

4. MANDATORY DRUG TEST

To ersure that only thoss qualitica ~hall be screoned and recruited to prevent
the detrimental effects (e.q. lower productivity; poar decision making,
increosed accidents; more compensation cloims; and reduced team effart)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

LI |
L e

47 Iplny Inc  designates  company accredited or affiliated center. a duly

-rodited drug tosting center by the Department of Health (DOH) as its

[

authorized drug testing laboratory

4.3, The Company may also conduct drug testing under any of the following
circumstances:

4.3.1. RANDOM TESTING: Officer/employees may be selected at random for
drug testing at any interval datermined by the Company.

A.37. FOR-CAUSE TESTING: The company may ask an officer/employee to
submit to a drug test at any time it feels that the employee may be under
the influence of drugs, Including, but not limited to, the following
circumstances: evidence of drugs on or about the employee's person or
in the employee's vicinity, unusual canduct on the employee's part that
sugeests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteelsm or tardiness.

433, POST-ACCIDENT TESTING: Any officer/employee involved in a “Mear-
Miss” incident or “Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test
Ac defined herein, “Near-Miss" means an incident arising from or in the
course of work which could have led to injuries of fatalities of the
workers and/or considerable damage to the smployer had it not been
curtailed. “Work Accident” refers to unplanned or unexpected
accurrence that may or may not resull i prrsoiial injury, property
damage, work stoppage of interference or any combination thereof of
which arises aut of and in the course of employment.

4.3.4, All drug tests snall empioy, armong others, two (£] testing Metnoas, ihe
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
sereening  lest. Where  the confirmatory test turns positive, the
company’s Assessment Tearmn shall evaluate the results and determine
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the level of care and administrative interventions that can be extended
to the concerned employee

4,35, Iploy Inc. shall inform the officer/employee who was subjected to a
drug test of the test-results whether positive or negative.
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5. TREATMENT, REHABILITATION, AND REFERRAL

Sl

L
8

An officer/employee who, for the first time, is found positive of drug use,
shall be referred for treatment and/or rehabilitation in a DOH accredited
center Eor this ournose. olov Inc. shall orovide a list of at least three (3}
accredited facilities which an emnloves who was tasted nositive for drugs

may choose from.

Following rehabllitation, the company’s Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the emplovee's lob If he/she poses no serious danger to his/her co-

amnplnvess and/ar the wiorknlare

Al costs for the treatment and rehabilitation of the drug dependent

employee shall be charged to his account. The period during which the
employee is under treatment or rehabilitation shall be considered as
authorized leaves.

Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under R.A, 9165
and i5s a ground for dismissal,

6. ADVOCACY, EDUCATION AND TRAINING

b1

b.2

Iploy Inc, undertakes to increase the awareness and education of its officers
and employees on the adverse effects of dangerous drugs through
continuous advocacy, education and tralning programs/activities to all its
officers and employees.

All afficers and employees are reguired to undergo an or lentation/education
program before assumption of their respective duties. The program shall
include the fallowing topics:

6.2.1. Sallent features of ALA. 9165;

= = - = UL SRS TLA. Rl clilr S 2 e e al [ty - L
6.2.2. Adverse effects of abise anid/or misuse of dangerous dr._;E_-. on the

person, workplace, family and the community;
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8.3

6.2.3. Preventive measures against drug abuse; and

6.2.4. Steps to take when intervention is needed, as well as avallable services
far treatment and rehabilitation

TU B ogE ail Lileeis ang siphisyees 10 \Ead @ heaty :if.’.’]'n':,-':f nls

work and at home, Iploy Inc. undertakes to conduct the following activities as

often as possible:

6,21, Lifestyle assessment programs on health  nutrition, weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

632 Health wellness screenings (e.g. blood pressure and heart rote,

T T e R (Y T
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6.3.3. Sports, recreational and fun-gdime dcbivities, an
6.3.4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

il

s

73

Iploy Inc, shall ensure that the workplace policies and programs on the
seaunntian and eantrn| nf danaaroue deuge inclidlng dria testing chall ha
disseminated to all officers and employees, The empioyer s all obtain 3
written acknowledgement from the employees that the policy has been read

and understood by them,

Iplay Inc. shall maintain the confidentiality of all information relating to drug
tests or to the identification of drug users in the workplace; exceptions may
hia mazda Aanh where recuired hy law in case of overriding oublic health and

o i A ' 0 ] i it
safety concerns; or whers such exceptions have heen authorizad in writing by

the person concerned.

All officers and employees shall enjoy the right to due process, absence aof
which will render the referral procedure ineffective.

2 CONSEOUENCES OF POLICY VIOLATIONS

8.1

0
el

. Any officer or employee who uses, possesses, distributes, sells or attempts to

sell. tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article |l of RA 9165 and its implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
ACE.

Any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Rook VI of the Labor Code and under RA 9165.
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9. IMPLEMENTATION AND MOMITORING
shall be monitored
to drug-free

The implementation of these policies and programs
and evaluated periodically by management to ensure d
Faar shall be constituted in

9.1.1

workplace. For this purpose, an Assessment

JCCOrQancE Wikl LA {1

10. EFFECTIVITY
10.1. This Policy shall take place effective immediately and shall be made
known to every employet

11, AT TACTICIVIEIY |
111 Drug-Free Workplace Policy and Program Acknowleggement

P T
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Humarn Resources
|
Reviewed by: Alfrgdo P I'_,{."_T!L.'_ar-llllig_
At i

Mjrackar af O
el

Approved by: Yisroel Y. Gissinger
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Drug-Free Workplace Pragram Acknowledgement

| hereby acknowledge that | have received and read ploy inc, Drug-Free Workplace Folicy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Emplayee Assistance Program providers or local drug and alcohel treatment
programs. | have had an opportunity to have all aspects of this material fully explained. |
also understand that | must abide by the Program as a condition of initial and/or
continued employment, and any violation may result in disciplinary action up to and
including termination,

| also understand that during my employment | may be reguired to submit to testing for
the presence of drugs or alcohol in my body. | understand that submission to such testing
5 a condition of employment with [Company], and discipliinary action up 1o and Including
termination may result if;

1) | refuse to consent to testing.

,_|| | UsE U EE UL i TGS U1 consent and reigase or Aty tnat are usueiny and
reasonably associated with such examinations.

) | refuse to authorize release of the test results to the company.

4) The tests estahlish a vinlation of ICompany]’s Drug-Fras Workplace Policy,

5) | otherwise violate the policy.

| alsp recognize that the Drug-Free Workplace Policy and related documents are not
intended to canstitute a contract hetween Inlny Ine and mea

The undersigned further states that he/she has read and understands the above
acknowledgement and signs below of his/her own free will

SIGNATURE - DATE

WITNESS DATE
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Data * lanuyary 1. 2018

To + ALL EMPLOYEES CONCERNED

From + Human Resources

Thru : Operations Manager
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1. ORIFCTWE

1.1. The following policies and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment in its workplace and to provide the procedure for

thm pasmdiibion ambblasnas sm - [ P, T8 e Eo R e o s
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2. COVERAGE

2.1, This Program shall apply to all employees regardless of thelr employment
status.

3 POIICY STATEMENT

3.1. Iploy Inc. believes that employees should be afforded the opportunity to work
in an environment free of sexual harassment. Sexual harassment IS a form of
misconduct that undermines the employment relationship. No employee,
pither male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual overtures or conduct.

1.9 Sexuzl harassment refers to behavior that is not welcome, that is parsonally
offensive, debilitates morale and, therefore, interferes with wiork
effactiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
oriented conduct which is offensive or objectionable to the recipient,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters. cartoons. nictures, or drawings

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

31.4. DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted. and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA. 7877, It provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having autharity,
influence or moral ascendancy aver another in a work environment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demantd, requests or requirement for submission is accepted by

the object of said Act.

in a work-related or employment environment, sexual harassment is

eyt gt bue b Ll

3.4.1. The sexual favor is made as a condition in the hiring or In the
emplovment, re-employment, or continued employment of said
individual, or in granting said individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any WAy wimiild  Alerriminata r‘Inlnruu:l e dlrminich nnlfxlru_nrﬂnnf

ppportunities or ctherwise adversely affoct said employee;
3.4.2. the above acts would impair the employees' rights or privileges under
existing labor laws; or

343, the above acts would result in an intimidating, hostile, ar offensive
environment for the emnoloves

3.5, WHERE SEXUAL HARASSMENT 15 COMMITED

Sexual harassment may be committed in any work or training environment. It
may include, but are not limited to the following:

3.5.1. Inoroutside the office bullding or training site;

15.2. atoffice or training-related social functions:

353, inthe course of work assignments outside the office;

354, atwork-related conferences, studies or training sessions; or
3.5.5. during work related travel.

3.6. FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed in any of the following forms:

3.6.1. Overt sexual advances;

36,2, Unweicome or improper gestures of affection;

31.6.3. Request or demand for sexual favors including but not limited to going
out on dates, outings, or the like for the same purpose;

3.6.4. Any ather act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive 1o the
victim,
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3.7. WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature. |t refers to behavior that s not welcome, that |s
personally offensive, that debilitates morale, and that, therefore, interferes

diileh siimrl satfastiuAanAare

3.8, EMPLOYER'S RESPONSIBILITY

Iplay Inc. undertakes to provide its officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must Interact in
tha raurea af thalr emnlayment in Iplav Ine - Sevial harassment is snecifically
prohibited as unlawful and as a violation of company policy. The company I
respansible for preventing sexual harassment in the workplace, tor taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

A1 COMPLAINT PROCEDURE

4.1.1. Any officer or employee, who experiences or witnesses any acl of

sexual harassment in the workplace, shall report the same immediately

to the Committee on Decorum and Investigation. They may also report

acts of sexual harassment to any other member of Iploy Inc

management or ownership. All allegations of sexual harassment will be

quickly investigated. To the extent possible, the identity of the officer or

employee shall remain confidential and that of any witnesses and the

alleged harasser will be protected against unnecessary disclosure. When

the investigation is completed, all parties will be infermed of the
gutcome of the investigation.

4.1.2. A Committee on Decorum and Investigation shall be constituted and
chall be composed of the management and the employees’
representative to recelve complaints, Investigate and hear sexual
harassment cases. The Committee shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Commities
shall also develop and implement programs to increase understanding
and awareness about sexual harassment.

4 2. RETALIATICON
4.2.1. Iploy Inc. will permit no employment-based retaliation against anyone

who brings a complaint ol sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment,
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| 4.3. WRITTEN POLICY

4.3.1. All officers and employees of Iploy Inc. shall receive a copy of the
company’s sexual harassment policy upon assumption of their respective
offices. If at any time an officer of employee would like another copy of
tha nsliss alaacn cantant tha Offica of the Committan nn Dacarum, If
laloy Inc. should amend or modify its sexual harassiment policy, all
officers and employees will receive an individual copy of the amended or
modified policy.

5. CONFIDENTIALITY

51 At tha rommanrement af tha ';nunt.l'lu;atinn nrnr'r-'arlllrn at the Cammittes
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence. It is the intention of Iploy Inc. that rights of the
parties, especially the innocent anes, are protected. At the same time,
however, dignity and honor shall be preserved for all the parties concerned

bv keening all information eathered through the investigation process
confidential at all times, aven after the conclusion of tha investipation proper

6. EFFECTIVITY

6.1. This Policy shall take place effective Immediately and shall be made known to
every employee.

{

a2kl
(WA
Prepared by: Jo HEME R. Nelecio

Human Resources

Reviewed by Al rE:dhL' Eamarilio Ir.
l\gztg.r bf Operations

Approved by: Yisroel Y. Gissinger
CED




Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

Name Position i lish
Chairman: Alfrad Camarilla Niractar nf Onaratinone
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoli CSR - Phone

Submitted by:

Yisroel Y. Gissinger
CEO
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ro ALL EMPLOYEES
FROM HUMAN RESOURCES DI
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|ploy Inc. provides unises restroams wailable so that employees can use them when they need
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goperation floor. However, those who are uni aomiortable, nas issue- with the unisex restroom
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Resources office to get door access pass. Office security, Log In and Log out procedure shatl

Further nore, It 15 essential that all amplovee Jould. comply :=|"|.J gbserve the resiraaim
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o Flush the toilet after use and wipe aff the toilet seat or tne next user

» Paper towels go in'the trash can, nat on the floor ar in the toilet bowl
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Felnuaiy 27, 2018

To ALL EMPLOYLES

FROM : HUMAN RESOURCES DEPARTMENT
THRU OPERATIONS MANAGER

SUBECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

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

To ensure effective implementation and monitoring of office security

1

9.

10,

11.
L,

Employees are required to log in and log out using the biometric and the RF iD, even
if the door is open

Employees are allowed to be inside the office and to Log in thirty (30) minutes before
their scheduled time

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

Once an employee logged in and inside the nradiictinn area, they can na lnnger gn
outside until their 1* break

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

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

No tailgating

Employee ID and RF ID should be warn at all times, lost RF IDs will be charge to the
tiiip'mjlt:l::

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

Employees who left/lost their 1Ds will get temporary 1D fram HR and will be dealt with
according to our code of conduct and discipline.

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

For euidance and strict ramnlianca,

.*j;i-‘.m{. \
o HEnna Malecio Bk UG @ NI =
Hurran Resources

Noted by: b | o2 s

{

Alftedo Catarillo Jr.

Dirggtor dl]lﬂperatiuns

Scanned by Cam Scann»;r

)iPlov
e e
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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 ectablish a well-kept and orderly environment in
the locker room.

Please see list of rules provided below for your reference.

RULES

s ONE LOCKER ONLY per employee, NO sharing of lockers.

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

e Propersanitation s strictly observed (E.G. Nostaring of unwashed containers/mugs/utensils, etc.)

s NO transterring of lockers, Transferring of lockers is subject to approval,

e 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 he liable for padlock replacement nor
reimbursement.

s Any sort of action that may resultin damage to property is strictly prohibited. This includes but Is
not limited to graffiti/vandalism, posting of stickers, damage to facllity property such as the forced
opening of lockers without the ma nagement/HRs' knowledge or consent, etc.

« The company will not be liable for the loss or damage to any personal belongings left unattended
and that includes, sharing of lockers, lockers without padlocks, placed on top of the |ackers, etc,

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

e Forced Open Reguest due to lost padiock key or forgotten password/code should be submitted a
day prior and will be subject to availability of the bolt cutter.

e Authorization to Forced Open a Locker, the request must be submitted via emall to hr@iploy.com
and mmust wals for thie epprovan.

s NOLOITERING Inside the locker raom

s Unassigned Lockers with cable ties should not be opened.

s Things Inside unassigned lockers will be subject to disposal of the managemant

This Memorandum shall take effect on November 22, 2021.

kallure to comply will oe dealt accordingly.

Prepared by:

Gy é _g
Carlos Gnﬁung Alfredo \mln
General Manager Directo perations

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

governing the iPloy Locker Policy.
AMUE U bt M T"’|‘=“fi Loas

“ Employee Signatureflﬁwr Printed Name/Date
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DATE April 3, 2018

o ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT
THRU OPERATIONS MANAGER

aEIEL | BN, CALL TN FOR OUT OF WERIGE

in order to properly monitar aut of office employees, a new process to call infreport absence will
ve implemented effective Monday, April 9, 2018

Guidelines:

(a2 W& g

In cases of late and/or absences, employee should reporl 1o Huiman Resources through
SMS er Call via HR hotline: D917-708-7074
Matification should contain the fallowing information
g, Complete {real}j Name
b. Department
leam Leader
d. Callin for: (Whole day Absent, Half-day Absent, Lata)

= BNEd sl
HA will be the one to send notification to Operations Management
No call in should be communicated through Team leads or any other employee. it should
he done by the employee or his/hor relatives
Natification should be at least two (2] hours before the employee’s shift
If an employee is advised to rest/confined in the hospital, number of rest days as advised
by the physician should be indicated, Otherwise, employee must send notification dally
MEilre o ity Wi e LoEME w1V bl T SUUW diibiu dlseTEguiEU duseEriue did Wil

be dealt with according to our Code of Londuct and bhiscipline

For your guidance and strlet eompliance.

oLl st mm"""
= _ll'—

et Wum hE L~ Hev

§ r
i".l._,ll Hel il RESLILT DS

Mored by

'mlb"""'”’n?
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February 18, 2020

To : ALL EMPLOYEES
FROM ! OPERATIONS MANAGEMENT
SLIRIECT . ATTENNANCE ROMLIS 2020

As we end the year 2019, iPloy would like to set clear key procedures and polices. This memorandum serves as
remindar to be followed:

Pt Rkl
1, Immaculate Attendance Bonus is for employess with perfect attendance. Employee should NOT commit any

schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = out for
breaks will aiso disquaiify the employee. No waivers will be given.

2. Tardiness, Undertime and Over breaks will be deducted from the employea’s pay

3, Emplovees who tendered their resignation before the release of the Sign On Bonus {First Half or Second Half) will
NO langer be eligible to receive it.

4, Employess qualified for the Sign On Bonus (First Half or Secand Half) will recelve It on the 30" of the succeeding
manth from aflabifity,

5, Eligibility for the annual merit increase Is based on overall performance and management discretion. Pay out Is
at management’s discretion.

MEDICAL CERTIFICATE
1. When must the medical certificate be dated?

. 1 day absence - the medical certificate must be dated on the day of absence ar the next day. If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows = at the latest. It
rannot be dated on the day that the agent is to report back to work.

. 2 days absence - the medical certificate must be dated on the initial day of absence or the next day. It the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day — at the

latest. It cannot be dated on the Saturday that immediately follows or that Monday that the agent is to report back
T Wi,

. 3 days of absence or longer - the medical certificate must be dated on the initial day of absence or the nexl
day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from the
Initial date of absence. Also, the advice to rest is inclusive of rest days.

U Es: If the ageit is absent on a Friday and the medical certificats states advised 1o rest for 3 cays,
that is Inclusive of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must be back
to work on Monday.
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o If the doctor prescribes rest, the medical certificate must Include the number of days of rest. The
advice 1o rest cannot be antedated.

o There must be a fit to work date,

o The only exception to the Medical Certificate date guidelines Is If the employee has been
hospitalized.
VACATION LEAVES

1. The company reserves the right to spprove and discpprove all vacation leave (VL) reqgliests.

2. Employee must gxactly have the corresponding credits for the request to be approved,
1 credit = One Day
.5 credit = Half Day

1. Employee with perfect attendance 60 days from the requested VL date will be given priority in the approval of
leaves. This Is a way of rewarding employeas with perfect attendance.

4. The company and client have the right to disapprove lsave requests and cancel approved leaves for those

employees who committed unscheduled absences on the prior month and on the current month of the requested
time off including poar attendance records; behavioral and productivity lssues,

s e L= pEvV

p[.alw-ﬂ

Mated By: Approved By:
MARISHK ARCILLA JAY GISSINGER

HR Superviidr Chief Executive Officer
ALFREDD CAMARILLO JR,

Miractar of Mnaratiane
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Daie : Movember 17, 2021

TO + ALL EMPLOYEES

From + HUMAN RESOURCES DEPARTMENT
Subject : RE: SICK LEAVE POLICY

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

1, Emnlovees are required to notify the HR hatline number (0917-709-7074) and/or send an email to
hr@iploy.com at least twa (7] hotirs hefare the employee’s shift {fallowing call-in procediire) and/or

within 24 hours from the first day of absence.

2, Employee may use sick leave for absencc due to the following reason:
Employee's illness or injury.

Bereavement leave/s

Emergency leave/s

DAiiiae ﬁlltqgn:’ini‘arnni nl\f‘lgu [for kapamnreang VAl orly Fremes apsn o l‘.llp'l-
Drauar Ciikanadintammal LTSRS (e {Trop B AR RS
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3. Employee must file the incurred sick leave in HRweb within 48 hours. Failure to file the sick leave
on the given hours will be forfeited.

Note: No more Manual filing of Sick Leave except if the employee was hospitalized and/or
guarantine due to COVID-13.

4 Below are the documents needed to provide to use the paid sick |leave;
& EMpioyes s [lIness oF Injury

» At the discretion of the employer, the employee should furnish a certificate from
a physiclan stating that the employee was incapacitated from work for the
period of absence because of sickness ar injury and that the employee Is again
physically able to perform his or her duties. (Medical Certificate with Fitto
Wark)

» Blacklisted Doctors and clinics’ will not be honored. [Please refer to the
Blacklisted Clinic/Physician Memo)

s Bereavement leave [Please refer to the Bareavement Leave Policy)

+ Emorgency leave
% Validate his/her absence through supperting documents as to why she/he was
having emergency leave on the said date.

s Pnwer Dutage
% Certification from thair electric/power supply provider (e.g., VECO, CEBECO,
MECO)

= Internat Quiage
% Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
% Ppicture of the modem (showing red, no light in “internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action 5L Is unauthorized
under the following clrcumstances.
s The employee falled to infarm the immediate superior or HRD about his/her absence due to
iliness uniess fully justified.




iPloy Incorporated ‘

o™ flaor, Ayala Center Cebu f
Bohol Avenue, Cebu Business Park
Cebu City 6000

s [If sickness claimed is fictitious or non-existent.
6. The emplovee or his/her representative must inform his/her immediate superior or HR if an
extension of 81 will he needed to recover from the sickness. A medical certificate miist he siibmittan
before 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.

This Memarandum shall take effect on November 22, 2021,
Please be guided accordingly.

Craated-by:

IS ARCILLA

14} K
HR Ear‘ra&mjI

- ' = M% A —
Alfrfn Carﬁariliu Jr. Angelo Manal Carlog Gotlong
Dire kur. Oseratibns Dperations Manager “General Manager
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Date MNovember 12, 2019

To ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT
THRU DPERATIONS MANAGER

555 SICKNESS CLAIMS — 5 CALENDAR DAYS

SUBJECT

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

TR SRR | 1 4 S L A | et 2 d 11 T b =l LS
A meinber [sguakitied to avall of this bensnt i

1. Heis unable to work due to sickness or injury and confined either In a hospital or at home for at
least four (4) days;
He has paid at least three (3) months of contributions within the 12-month perlod immediately
before the semester of sickness or injury;
3. He hasused up all current campany slck leave with pay; and
He has notified the employer or the S55, if unemployed, voluntary or self-employed member
regarding his sickness ar injury.

Pt

Failure to submit the dacuments within the prescribed period will free iPloy from any liability of their
claims.

For your guidance,

IF there are any guestions or clarifications, please feel free to anproach the Human Resource Department.

Sincerely,
\
Marishka |ffs Rrcilla
Humah HEE:;ZH' ﬁwq\. {(7"] i - "'.’“TU
o [f-“‘ P
Noted by
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DATE : February 20, 2023

TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

Bimbo H. Tequilla MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecillo Ir., MD

Now Serving

. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

11. Clinics/Physicians without complete contact details such as but not limited to the following:
11.1  Doctor's name

11.2  Doctor's license number
11,3 Clinic/Doctor Phone number
11.4  Date of Actual visit

11.5 Diagnaosis

11.6  Recommendation

11.7  Fit to work date

WeNO LW N

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

1. Must be issued on the day of the absence 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 purchase for medicines prescribed by the Physician, laboratory
results, and the like.

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

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

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

Kindly take note that if the clinic/Physician has any of the following concerns below will not be

accepted as valid medical certificate:



-
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1. Phone numbers shown in the medical certificate are incorrect and can’t be validated/contacted.
Questionable medical certificates due to some inconsistencies/discrepancies as validated by
HR/Company Nurse/Company Doctor.

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

4. Caters primarily on cosmetic procedures and consultations.

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

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

This updated memorandum shall take effect on March 1, 2023.
Should you have questions or clarification regarding this, please do not hesitate to send us an emall

at er@iploy.com.

For strict compliance. £

Wia
Prepared by: i sy be Wl
gL~
AL
Niged)'Atganza "‘("‘*} WLy
Employee Relations Supervisor
Noted by:
|""". i |
S ﬁguw
astafiares Marishka reilla Nifib Angelo Manal Alfretlo Ca \a\r‘il.ln Ir.

HR Manager Manager Operations Manager Dire rof pera}:inns
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Date i Nowernber 30, 2022

Ta 1 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 5L credits are to be converted thus, SL application Is no longer
allowed untll the end of the year,

As for the Vacation Leave (VL) conversion, all unused VL credits will be released on the 30" of December
2022. All employees can plot a VL request until December 8, 2022 ONLY. The actual VL dates will cover
only until Agril 30, 2023. Kindly take note of the reminders below in reference to filing of VL

No retraction of approved Vis. If the employee reports for worl on the actual VL date, the VL
will not be relmbursed and will be volded.

Mo rescheduling of VL once approved.

VL date shauld not fall on a local holiday otherwise forfeited.

MNote: Approval of VL requests will be on or before December 14, 2022,

Furthermore, if the employes resigns or gets separated from the company efther valuntary or Involuntary,
all available VL credits will be forfeited and will not be part of thelr last pay if:

Employee filed an immediate resignation and/or failed to provide a 30-day notice.

Employee went on Absent Without Official Leave [AWOL)

Employee Incur any leave, absences; and/or any form of terminal leave within the 30-day notice
period with the exception that the employee provided a valid documentation such as but not
limited to hospitalization due to sickness, accidants, or contagious diseases.

Employee Incurred more than four (4) hours of accumulated and/or total late/undertimea within
the 30-day notice. 3

Employee will have Issues with performance Including but not limited to quality, productivity, &
dient escalation within the duration of the 30-day natice.

Incurred any behavioral infraction such as but not limited to Sleeping, Browsing Unrelated
\Websites and atc,

Furthetmore, 5L and VL conversion maybe subject to tax. Should you have questions pertaining to this
memo, feel free Lo reach out to our Accounting personngl at Accounting@iploy.com.

v

Accounting Manager

Noted by:

E -

Operations Manager i of Dperations

Approved by:

ubdinte

CED

AVELI oh € L-
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DATE : April 26, 2018

To : ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT

THRU f OPERATIONS MAMAGEMENT

SUBJECT : Maxlcare Guldelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular emplovees can still avall their Maxicare Insurance provided they are within the
paid quarter.

The use of the insurance will be shouldered by the separated employee and deducted from their last pay
in the amount of Php 861.33, this includes the Php 760.33 for medical services and Php 101.00 for dental
services, The employee will shoulder the remaining amount of the guarter,

The guarters are as follows

1% Quarter — December, January and February

279 Quarter — March, April and May

3 Quarter - lune, July and August

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

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

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

iD# | ~ NAME TEAM LEAD ‘ SIGNATURE

| Mk

q@s pwELICH A€ . FiEL

Regards, MNoted By:
\
/ 4
{ s ,/r.? {fn
Iris Arcilla Alfred@lvar lodr. Abéardé D!ga(ea
Human @source Director of Operations Operations Manager

1,

:
m
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December 17, 2019

To ALL EMPLOYEES
FROM CPERATIONS MANAGEMENT
SUBJECT CLEANSING PERIOD

iPloy Staffing Solutions believes in gwving employess anough room for improvement to straighten out
emplayment in regards to compliance to-our company’s Code of Conduct. The aim of this approach s to help
mativale employees rectify passed offenses and start anow

Cleanging Period pertains to the time when an employes who has been subjected Lo a Disciplinary Action (DA)
15 E"l:ﬂ-!'fll"l.'] o improwve Dt‘”ﬂl’r‘l’l._lr:-l.'l_' .ﬂuﬂl[llll-_' Lirme Qs EiveEn to correct improper behavior and refrain from
cammitting any other infractions

It an employee does not cammit the same infraction for the specilied cleanung perod, the progression of the
disciplinary action will slide back to a level depending on its type. Pleass refer to table below;

| Attendance . 6 :
Productivity 6 |
Behavioral 12 |

The counting of the Cleansing Period willstart based on the date when DA was decided upon, Al dscumentations
far infractions will still Ba kept in the Employee’s 201 File regardless what petod of progression

The Cleansing Period s sffective January 1, 2020 covering DAs 6 months and older

Sincerely vours, ﬁi Nated By Approved By,
18/l 2
ALFREDQ CAMARILLO JR. IAY GISSINGER
Draktof of Operations Chiel Expcutive Oficer

AVELIGH - Fn

b}q {wﬂ
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CODE OF CONDUCT AND DISCIPLINE [Table of Infractions)

L STATEMENT OF POLICY

The Code of Conduct and Diecipline is designed to ensune healthy and positive working
environment, and hopes to maintzin and uphold professionalism among (Poy ine. smployess.
The estabiished norms herein set forth are geared towands the attainment of the Company's
Goals and objectives. It & worthy to emphasize that the Code (= not maant 1o be oppressive noe
it i intended to threaten snd intimidate smployees. indeed, it serves as the guiding principles
on what is expected of its’ employess to conduct during the entire employment here in iFloy,
I

DOCTRINES TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

The right to discipline and discharge employess for just and proper causes |s managemenkt’s

prenogative enshrined from the 1387 Philippine Constitution.

Fairmess and justice shall always govern the imposition of disciplinary acticns. Existing Labor

Laws, implementing Rules and Jurisprudencs will always be observed.

The full and strict maintenance of discipline is the manapement’s responsibility. Thas, it shall be

the primmary concern ol immediate superiors and departrment heads o inltlate any diseiplinary

actions against their subordinates whenever a wiclation of the rule is commitied,

Administrative investigations and other proceedings shall be conducted expeditiously.

Impasition of penalties when warranted, shall not be cancellad, nor delxyed for any reason.

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

The management may mitigate the penalty to be imposed, subject however (o Managements

spproval and upon compliance to the conditions set forth by the latter.

£ incases of multiple violations of this Code, the following rule shall apply as to the penaliy to be
imposed:

opop F

(it b

Minor offerse + Sarous offmnie = The higher penalty shall be imposed.
| 2 or more ofenses under the same categony = | Penairy for the next schedule of affenss shall be imposed |

B e &) iPloy

1. Incident Report will be submitted to Human Resources (HR] within 2 working days from
the date of the incident.
2. Human Resources will issue a Notice to Explain (NTE} ta the empioyee within 3 working
days.
3. Direct Superior should coach the employee within 5 working days from the issuance of
the NTE.
4. Coaching Form and Written Explanation of the employes should be submitied within 5
working days from the issuance of the NTE
5. HA will isswe Notice of Decision with or withcut sanctions within 5 days from the receipt
of the Coaching Form and Written Explanation.
a. Fallure to provide Written Explanation shall constitute a waiver of the employee's
right o e heard and confliems that all the detalls in the Incident Report 2re true and
without any biases.
b. Lapses in the bimeline will result to 2 sanction = Neghect of Duty / insuborgination
£, Lapses in the tmellne will not vaid the sarction.

IV, GEMERAL BEHAVIORAL STANDARDS
As an iPloy employes we expect that you will meet the following behavioral smndards!

a, Proper Conduct and Decorurm is expect=d from you within the office and cutside when
representing the Company. This includes appropriate dress, attending the office ready 1o work, use of
proper and decent language, observance of proper office and work decorum, maintaining proper
telatiorahips with your eoileagues, custamers and ather individuals not in the employ of the compamy,
chservance of and compliance with existing laws of the Philippines.

. Enhanicing Company Productivity the Company expects the Proper care and utilization of
Capital svailable to the Company: turning up for work ready te work on time all the ime, following the
appropriate break and finfsh times, petting on with the job and perferming the job to the best of yousr
abillity, positive attitude and dedication to one’s work assipnments, supporting supervisions and those In
management

. Foflowing rules on customer and client relations and atways maintaining a professional helpful
attitude with customers.

d. Maintenance of health and safety of the office and people around you_ & proper attitude
towards cleanliness and proper housekeeping in the affice, good health of yourself and others around
woul, assist in the security of the office, foliowing basic safety procedures.

& Proper use of Company Property, facilities and security o protect company and employes
assets. Secure handling and maintenance of Company records, keep confidential and protect the
integrity of all Comparny operating data and informatian, appropriste use if 8l Company equipment for
work refated purposss, properly account for all Company turds received.
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L Applicablliny
This Code shall apply to all iPloy employees, regardless of status or position held,
I Types of Offenses

Level 1 = Infractions waich ane mindr i asture Bt which riay beosme rabitusl and diruptive if st
corrected. It has no detrimental mpact of the business.

Level 7 = Serious offerse which causes delay in operationg, may pose threat, harm, ar danges 1o
Coempany property andfor [fves of Individuals.

Level 3 - Imfractions which will destroy the company's image and reputation, It causes substantial ioss 1o
the company and can result to critical operational disruption. A critical affense that has compromised
the sscurity of the ampioyees, the integrity of Client, the safebby of customer”s informationand the
stability of the business.

L. Table of Intractions

I Rules an Proper Conduct and Decorum
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1. Termination of an employes shall automatically ber himfher from ne-employment.

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

3, This Code shall supersede all other existing policies, rules, memaos, and the fice, and all polices
to be implemented, if the same is found to be inconsistent with the Code of Conduct.

WL Approval

lay Gissinger
Owmer and Chief Executinee Officer
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RECEIPT OF THE CODE OF COMDUCT AND DISCIPLNE POLICY

This is to acknowledge that | have read the Company's Code af Conduct and Discipline and underst:
that it sets forth the terme and cenditions of my employment a5 wedl as the duties and responsibifit
and obligations of employment with the Company.

| alzn arknowledgs that the Company reserves the fght torevise, delete, and add to the provisions
this Cade of Conduct and Discipline., or condition of employrment can be established by any other
statement, conduct, policy, or practice.

NAmE _AMEU R € L. HEV
DATE T M =,

AND HAVE READ AND UNDERSTAND TS ENTIRE CONTENTS.
EMPLOYEE SKSNATURE pe—




