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ID APPLICATION FORM

LASTNAME:  DARIO FIRSTNAME:  HANNAN  MARGARETTE
ID NUMBER: _47.0] PAGIBIG #: \2\1 - 4455 - 1550 S55#:_Bh-03134 343
PHILHEALTH #:__\ L5 - 1403 -5 33 TIN:

—_—

IN CASE OF EMERGENCY
CONTACT PERSON:_ Mo 9. Bohio EMERGENCY CONTACT #: + 1211806

ADDRESS:_§on0) , Qolo \opo Lopu Xy @0BaeaTionsHip: MOTHER

SIGNATURE '

BIRTHDATE GF CONTACT PERSON:
Mordh 1, \aFy
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EDUCATIONAL ATTAINMENT

EDUCATION TYPE: CoMepe (o(aduaie

SCHOOL NAME: __Logu- Logw i Colege,

SCHOOL ADDRESS: __ 0ux-0% , Caf a0y Loagw-Logu by | (elaw

COURSE: ®& ToWrism mw%w’t HONORS:__ KA

DATE STARTED: g [10] 10|39 DATE GRADUATED: ___ 5| %0 | olb

MM)/DD/YYYY MM/DD/YYYY



IFioy OPC . . .
9™ Floor, Ayala Center Cabu Tower ) 'P'
Bohol Street, Cebu Business Park, l Oy

Cebu City 6000
NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date)_|° |a [0
BETWEEN
5. IPLOY OPC. (the "Disclosing Party"); and

2. Sonsad, Mamprete ¢ Byhvfthe "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

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

2y to hold the Proprietary Information in strict confidence and to take all reasonable
precautions to protect such Proprietary Information (including, without limitation, all precautions
the Receiving Party employs with respect to its own confidential materials),

1.2. not to disclose any such Proprietary Information or any information derived therefrom to
any third person,

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

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

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

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

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

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

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1. requires the disclosure of any Proprietary Information or

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

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

6. The failure of either party to 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.

& 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 EMQ\DE&%

Name: Jade Lenizo Mata Name: H‘M-LLL/ Mﬂr‘ﬂmﬁ‘lp P Dabud
Title: Onboarding Specialist Title: R

Address: #35 Salvador Extension Labangon Address: J‘Mﬂl ‘ ?q.iﬂ L’-A!M' LMM U‘fﬂ
Cebu City

pate: 194 (1913 pate: (01 4] vot3
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EMPLOYEE PERSONAL DATA SHEE'

Print lagibly. Mark appropriate boxes D with "/ and use separate sheet if necessary. Schedule:

I. PERSONAL INFORMATION Team Load:

2. SUBNAME e I T T e o s

FIRST NAME e ana BN ok clin: eMah bl ol Y nk o

MIDDLE NAME f1APE 3. NAME EXTENSION (2.g. Jr., Sr.)

4, DATE OF BIRTH.(mm/dd/yyvyy) 1 04 /3% / o0\ |27 mesiDENTIAL ADDRESS | baga In-ﬂﬁ" hﬂm

5. PLACEOF BIRTH 0000 Logd-Lagw Lipa-Lapa oy

6. SEX O Male &Femala

7. EIVIL STATUS ﬁsingln.nwmnwed 2IP CODE b0 (5

DMarried DSeparated 18, TELERPHONEND, oAeE55 7 1184
n.nnrrﬁ:lred DOthers, spacify 19, PERMANENT ADDRESS | noi gy J-—hﬁ' ‘fn:]‘

B, CITIZENSHIP PO D

O HE|GHT (m) \[pq i 2 ol S ut?u

18, WEIGHT (kg) 55 U)‘j

11, BLOOBITYRE LR ZIF CODE AR

= AL GO D G 20, TELEPHONE NO. Dzt FLAAA

135, PAG-IBIG B NO, 2\L- 4655 - 153 21, E-MAIL ADDRESS (Ifany) hnwﬂhmrywtﬁ(ﬁ@jrwﬂ-

14, PHILHEALTH NG, 1775 - |4o% = §3%) T

15, 855 ND, A-onHhgaa-> 22, CELLPHONE NG, (Ifany) | 0ADSSLALB A4

16 TiN T 23, EMBLOVYEE |B NO, {202

Il FAMILY BACKGROUND

24, SPOUSE'S SURNAME NA DATE OF BIRTH
FIRST NAME WA sl hdanad
MIBDLENAME WA !
OCCURATION A / /

EnAPLOYER/BLIS, NANME NA / /
BLISINESS ADDRESS NA / /
TELEPHONE M. N ! /
Contlnue orseparate sheet|fnacessary) / /

26, FATHER'S SURNAME how o o6 73l /
FIBET MAME Romon rd b
MIDDLE NANME Tidovdo / /

27, MOTHER'S MAIDEN NAME i /
SURNAME piaye &3 /7 25 / %Y
FIRST NAME _Mf},fwﬂq i /
MIDDLE NARME LE.?"I *in / !

25, NAME OF CHILD / /

iWrlte fullname and/listal)) i Fi

N pe / 4
s !

/ !

/ /

/ /




27 a, Havevou ever bean farmally charged?

b: Have you ever been guilty of any administrative offénse?

DvEes

If YES, give detalls

Crno

Dyves

IT YES, glve details

B

38, Hava "',-f_pl‘"u aanlaan convicted af anyverlmaorviclation af anyiaw,
decree;ordlinance - arregdlation by anyvcourt ertribunal?

Dyes

jNG
If YES, glve detalls

38, Havayou ever paen sdparated from'ithe sarvice Inany followlng modes
resignaticn retiramant, drbpped frnrn therolls,dismlssal, termination, end of
term; finished eontract, AWal or phased nut, Inthe public or privete sectar?

DvEs

IT¥ES, glve detalls

‘#Nﬂ

40, Have vou ever been g candidate Inie naticnal or local election
{exceptBarangayvelection)?

DvEs

If YES, give detalls

PNG

AT P drausnt 1o} H} Iﬂdlﬁnnu LsE F'aapm 8 ATl (R.ﬂ\ ﬂBT"ﬂ (BIMagns Caria for Dissblad
Bersone (R4 7277 and 86 |8 Farents Welfars Aot 2000 (RA Bo72), plaase srawar the
follewing iterme!

a, Areyous memberafanyindigenous group?
b are differently abled?

c, Al Yo U acalo parent?

Dves

If YES, give please specify:

Dyes

If ¥ES, glve pleese spaclfy:

Dives

I?ND
If¥ES, Eive please speclfy:

¢ND

(]

42, REFERENGCES (Personnot related by conaanguinity or affinity to applicant/appointess)

MAMNE ADDRESS TEL NO.,
David Joey Manaog 1S Wikmeion fambag T cebw G 094|667 (3%
Ronnie Lt prtum Ao fangl  [apw? Lapw  (ihy oaozonll 86
i uly h ~ b"'-":. Uy 0945200614
43| EMPLOYMENT RECORD (latest) 1
COMPANY MNAME POSITION FROM TO
N Nk N Nk

regulationsofthe Republlc afthe Philippines,

l'slsoauthariza the agancy head,/ aUthorized reprezentative ta varify/ valldata

the eontants statesd Here A | trustthat this |Afermation shall remaln confidential,

44, ldeclareupnderoath thatthls Parsonal Data SHeet has been accamplished by me, and |5 &
true; corract andcomplete statament pUrsuant 1o the provisions of pertinent laws, rules and

ID platura taken within the last
& maonthe 3.5 cm. X 4.5 am
(pRSSpOt slza)

EOMMUNITY TAX CERTIFICATE MO,

—

ISSUER AT

i /
ISSUED ON (/a8 /yyyy) |

RIGHT THUMBMAREK

Computer generated or xerox
copy of picture s not
accepiable

IN CASE OF EMERGEMNCY:
Please Cantact: 'ﬁ

0493192
Sigdey

a0 §0 balio
RO

Contact Mumber:

Relatlan:

SIGMNAT

ATE ACCOMPLISHED

E(Sign In the box)




IPhay Incorporated
11th Flaod MSY Tower
Pescadores Road Cebu Business Park, ' o

Cebu City 600D Sl

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, Homnah Nmmmd”lrt. ?. ®awo  hereby authorize Iploy Inc. and/or it's representatives to
makemuestlgatmn of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this caonsent 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 infermation. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other éntity 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 emplayees, 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:  Bownid M&‘I‘CEMLH‘& ?"E:ﬂk:tﬂ

Present Address: J&n@;m\"}u Lm?u ~Lapw U’I“j: Cdow  (o15

Social Security Number; %5-0%1%934-3 pate of girth: | 28120}

Signature: -QX"

Date:  Ockobtr 9, 023
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iPloy Incorporated

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

SIGN-

Policy:
The purpose of the sign-on bonus paolid
payments, and the implementation of
recurring and non-accumulating sum @

& iPloy

ON BONUS POLICY

ty is to outline the requirements, the timing of
the sign-on bonus. The sign-on bonus is a non-
f 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 eimplwee must meet the following criteria:

¢ Aregular employee

& @

separation
» Must be an active employee or

Releasing of Sign-On Bonus:

No resignation submitted tlefu[e 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

the release date of the signh-on bonus.

» The release of the sign-on bonus will be on the 15" day of succeeding month of the

anniversary date of the Empluy‘

ce.

The company reserves the right to cha:nge these terms and conditions at any time without
prior notice. If any changes are made, ‘L(uu will be notified immediately.

|
|
Acknowledgment !

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

7. m\ul'f"'g'“"ﬁ
Signature Over Printed Name/Date

understand, and agree to the terms and conditions
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UNDERTAKING

This document verifies that | have read the policy listed below and have discussed any
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
HRW=eb | can refer to it any time:

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

HANNAY M PETTE 7. Biio _ [0 | 09 ;gujj
Employee Name and Signature Date

Ja;; ﬁ Mara jo | 09 [?..um

Dnhuardlng‘tpeciallst Name and Signature Date

Noted:




iPloy Gift Policy

The aim of this policy is to establish a uniformity relating to the acceptance of gifts, including gratuities
and rewards. This policy applies to employges 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 adcept 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
Eiver,

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 1

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

Employee Acknowledgement r

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

Name: _tiownadn  \howgardAe ¥ Do

Sighature: Date:

b |09 | o1




iPloy Social Media Policy

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

work colleagues,

All employees should be aware that iPloy regularly monitors the Internet and social media about its work

and to keep abreast of general internet com

entary, brand presence and industry/customer perceptions.

iPloy does not specifically monitor social megia sites for employee content on an ongoing basis, however
employees should not expect privacy in this regard. iPloy reserves the right to utilize for disciplinary
purposes any information that could have g negative effect on the company or its employees, which

management comes across in regular intern

t monitoring, or is brought to the organization’s attention by

employees, customers, members of the public, etc.

All employees are prohibited from using or
use has the potential to negatively affect iPl
limited to:

* Publishing material that Is defamato
office holder, shareholder, custome

ublishing information on any social media sites, where such
oy or its staff. Examples of such behavior include, but are not

v, abusive or offensive in relation to any employee, manager,
 or client of the company;

e Publishing any confidential or busingss-sensitive information about iPloy;

* Publishing material that might reasonably be expected to have the effect of damaging the

reputation or professional standing
Procedure:
All employees must adhere to the following

¢ Be aware of your association with

pf the company.

when engaging in social media.

the company when using online social networks, You must

always identify yourself and your rdle if you mention or comment on the company. Where you

identify yourself as an employee, e
you would present yourself with ¢
state clearly that the views express

sure your profile and related content s consistent with how
leagues and clients. You must write in the first person and
d are your own and not those of iPloy, Wherever practical,

you must use a disclaimer saying that while you work for the company, anything you publish is

your epinion, and not necessarily th

e You are persaonally responsible for
found that any information breache
company into disrepute, you may fa

g opinions of the company.

what you post or publish on social media sites, Where It s
s any policy, such as breaching confidentiality or bringing the
ce disciplinary action up to and Including dismissal.




|
® | ®
]
1
|
!
| . : .
Be aware of data protection rules —you must not post colleagues’ details or pictures without their

individual permission. Employees miust not provide or use their company password in response
to any internet request for a passward.

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

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

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

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

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

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

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

Always remember on-line content is never completely private;

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

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

|

1




» 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 thié source of the information used.

i

Specific Managerial Responsibilities 1

By their position, Managers have obligations with respect to general cantent posted on social media.
Managers should consider whether pEr‘SﬂnaJl 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 teamfg will read what is written. A public online forum is not the
place to communicate company policies, strrtegfes or opinions to employees.

Enforcement / Progression |

Non-compliance with the general ;;:rlnu:ipllesI and conditions of this social media policy and the related
internet, e-mail and confidentiaiity 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 [nternet is always appropriate and consistent with your
responsibilities towards the company. In case of any doubt, you should consult with your manager.

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

a. 1%Instance = Written Warning
b. 2™ Instance- Final Written Warning
€. 3" |nstance- Dismissal

Employee Acknowledgement

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

Name: W M@ﬁ-ﬁm ;! bd&l\u

jt / b A ffﬁ'?ﬂ

Signature: Date:

=
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Prscadores Road Cobu st Park,
CEbu City G000
Date : February 22, 2018
To :ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Subject : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS
OBJECTIVE

1.1. In conformity with Repu

blic Act No. 8504 otherwise known as the Philippine

AIDS Prevention and Coftral Act of 1998 which recognizes workplace-based

programs as a potent
pandemic problem, this
and guidance of the emy
HIV/AIDS in the workplac

1,2, This policy is also aimed
ensures that the workes
maintained.

COVERAGE

2.1. This Program shall apply
status.

IMPLEMENTING STRUCTLURE

3.1. Iploy Inc. HIV/AIDS Pro
committee consists of
departments,

POLICY STATEMENT

4.1. BASIC INFORMATION ON
4,1.1. What is HIV/AIDS?

4.1.1.1. It s
Immunodeficie

ability to fight

destroying Imgl

immune systen)

4.1.2, How HIV/AIDS is tq

4.1.2:1,

a4 0

tool in addressing HIV/AIDS as an Iinternational
Fompany policy is hereby issued for the information
loyees in the diagnasis, treatment and prevention of
e,

at addressing the stigma attached to HIV/AIDS and
5" right against discrimination and confidentiality is

y to all employees regardiess of their emplayment

gram shall be managed by its health and safety
representatives from the different divisions and

HIV/AIDS

isease caused by a virus called HIV {Human
hey Virus), This virus slowly weakens a person's
off other diseases by attaching itself to and
ortant cells that control and support the human

ansmitted?

Unprotectgd sex with an HIV infected person;
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4122 From an infected mother to her child (during pregnancy, at
birth through breast feeding):

4123, Intravenous/drug use with contaminated needles,
4.1.2.4. Transfusion with infected blood and bleod products; and

4.1.2.5 Unsafe, ungrotected contact with infected blood and bleeding
wounds of an inflected parson

4.1.3. Isthereacure?

41.31. No However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
people with HIM. Holistic care of people living with HIV-AIDS and
comprehensive : treatment of opportunistic  infections also
dramatically improve quality of life.

5. GUIDELINES
5.1. Preventive Strategies
5.1.1. Conduct of HIV-AIDb Education.
5111, Who will comduct?
The Medical Clinic jof Iploy Inc._in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all emplovees
for free. This shall jalso form part of the orientation of newly hired
emplovees, The standardized information package developed by the

Department of Labpr and Employment (DOLE) may be used for this
PUrpose.

5.1.1.2, How will it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of |EC materials, lectures, counselling: and training and
infarmation on adhgrence to standard or universal precautions in the
workplace

5.1.2. Screening, Diagnosi$, Treatment and Referral to Health Care Services

5121  Screening for HIV as a prerequisite to employment 5 not
mandatory.

5.12.2. The company shall encourage positive health seeking behavior
through Voluntagy Counzeling and Testing.
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51.23. The com
access to diag
to Social Hygi
by the compa

5.1.24. The com
assistance for
offered by oth

6. SOCIAL POLICY
6.1. Non-discriminatory Poli

6.1.1, Discrimination |

employment, inclu
employment based

iPloy

any shall establish a referral system and provide
pstic and treatment services for its workers. Referral
e Clinics of LGU for HIV screening shall be facilitated
's medical clinic staff

any shall likewise facilitate access to livelihood
the affected employee and his/her families, being
r government agencies.

and Practices

any form from pre-employment to post-
ing hiring, promotion or assignment, termination of
on the actual, perceived or suspected HIV status of

an Indlvidual is prohibited.

6.1.2. Woaorkplace mana
any other illness,

6.1.3. Discriminatory ac
co-officer or co-empl

6.2. Confidentiality/Non-Disc

6.2.1. Access to perso
bound by the rules

8504 and the ILO Cq

6.2.2. lob applicants ang

HIV/AIDS status and

6.2.3. Co-employees sh3
relating to the HIV/A

6.3. Work-Accommodation a

ement of sick employees shall not differ from that of
done by an officer or an employee against their

vee shall likewise be penalized.

osure Palicy

| data relating to & worker's HIV status shall be
of confidentiality consistent with provisions of R.A.

ide of Practice,

| workers shall not be compelled to disclose their
other related medical information.

Il not be obliged to reveal any persanal infarmation
|05 status of fellow workers.

hd Arrangement

6.3.1 The company shall take measures to reasonably accommodate

employees with AlD]

6.3.2. Agreements ma
representatives sha
HIV/AIDS through fl
time and arrangeme

e

b related llinesses.

bhetween the company and employee's
| reflect measures that will support workers with

pxible leave arrangements, rescheduling of working
nt for return to work.
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7. ROLES AND RESPONSIBILITIE

7.1. Employer’s Respansibilit

ﬁ‘? iPloy

b OF EMPLOYERS AND EMPLOYEES

es

7.1.1. The Company, together with employees/ labor organizations, company

focal personnel for

human resources, safety and health personnel shall

develop, implement, monitor and evaluate the workplace policy and

program on HIV/AID

5.

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

workforce,

7.1.3. Ensure non-discr
policy and program

minatory practices in the workplace and that the
adheres to existing legislations and guidelines.

7.1.4, Ensure confidentfality of the health status of its employees and the

access to medical r

ords is limited to authorized personnel.

7.1.5. The Company, through its Human Resources Department, shall see to

it that their compant

policy and program is adequately funded and made

known to all employees.

7.1.6. The Health and
organizations shall
improve these by

safety Committee, together with employees/ labor

jpintly review the policy and program and continue to

networking with government and organizations

promaoting HIV prevention,

7.2. Employees’ Responsibilities

7.2.1. The ‘employee’s

organization shall undertake an active role in

educating and trairfing their members on HIV prevention and control.
Promote and practige a healthy lifestyle with emphasis on avoiding high

risk behaviar and ot
of HIV infection.

7.2.2. Employees shall p

her risk factors that expose workers to increased risk

ractice non-discriminatory acts against co-employees,

7.2.3. Employees and tHeir organization shall not have access to personnel
data relating to a wdrker's HIV status,

7.24. Employees shall

measures,

comply with universal precaution and preventive
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8. IMPLEMENTATION AND MO

B.1. The Safety and Health C

o
&iPloy

HITORING

brmmittee or its counterpart shall periodically monitor

and evaluate the implementation of this Policy and Program

9. EFFECTIVITY

9.1. This Policy shall take pla
every employee,

re effective immediately and shall be made known to

Prepared by: lo Ha'h J\k miem

Human Hesourms

Approved by: Yisroel Y. Gissinger
CEO
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Date :January 1, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resource
Thru : Operations Manager
Su bjE'El * WORKPLACE POLICY AND PROGRAM DN TUBERCULOSIS (TB} PREVENTION
AND CONTROL
1. OBIECTIVE

1.1.To assist the government |
with the Department of L
series of 2005 — Guidelin
Tuberculosis (TB) Preventis

1.2.To provide Initiatives to pr
workplace, and to treat, cd
tuberculosis

2. COVERAGE
2.1.This Program shall apply to
3. POLICY STATEMENT

3.1.The company seeks the pr
treatment, rehabllitation,
this disease. To achieve th

n its campaign against Tuberculosis (TB) in compliance
abor and Employment’s Department Order No. 73-05,
es for the Implementation of Policy and Program on
bn and Control in the Workplace,

event the outbreak and spread of tuberculosis in the
re, and support employees who become afflicted with

all employees regardless of their employment status.

evention of the spread of tuberculosis, as well as the
and restoration to work of employees who contract
5 goal, all emplovees are strictly mandated to undergo

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

3.2.Also, in line with this; a
Information dissemination
in a selected population)
Treatment Short Course
workplace. This shall be h
the partner health pravid
Manager and office of
health provider,

3.3.The DOTS is a comprehen
components, which are:

3:3:1.

Political will or cr

18 awareness program shall be undertaken through

which shall include its nature, frequency (occurrence
and transmission, treatment with Directly Observed
(DOTS), and control and management of TB In the
andled by the Dffice of Health Services (Infirmary) or
r of IPLOY INC. in conjunction with the Operations
uman Resource through the company's accredited

sive strategy to control TB, and is composed of five

ymmitment to enduring sustalned and quality TB

treatment and control activities;

3.3.2. Case detection

patients;

by

V. sputum-smear microscopy among symptomatic
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3.3.3. Standard short-coudse chemotherapy using regimens of 6 to 8 months for
all confirmed active TP cases (I.e., smear positive or those validated by the
TE Diagnostic Committee). Complete drug taking through direct
observation by a designated treatment partner, during the whole course of
the treatment regimen;

3.3.4. A regular, uninterrypted supply of all anti-tuberculosis drugs and other
materials;

3.3.5. Astandard recording and reporting system that allows assessment of case
finding and treatment joutcomes for each patient and of tuberculosis control
program’s performance overall

3.4.Employees must be given |proper information on ways of strengthening their
immune respanses against TB infection, ie., Information on good nutrition,
adequate rest, avoidance pf tobacco and alcohal, and good personal 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 hnd complete performance overall.

3.5. Improving workplace condit{ons:

3.5.1. To ensure that contamination from TB airborne particles is controlled,
workplaces must provide adeguate and appropriate ventilation {DOLE-
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanifary facilities for workers.

3.52. The number of employees in a work area shall not exceed the reguired
number for a specified area and shall observe the standard for space
requirement, (OSHS Rule 1062)

3.6.Capability building on TB awareness raising and training on TB case Finding, Case
Holding, Reporting and Recprding of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational safety and health
committee, |

1.7.50cial Palicies:

3.7.1. Non-discrimination: | Employees who have or had TB shall not be
discriminated against.| Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company’s accredited health provider as medically fit and
shall be restored Lo work as soon as thelr Iliness is controlled.

372, Work Accommodation: Through agreements made between the
management and the employees, work accommodation measures to
support employees Wwith TB s encouraged through flexible leave
arrangements, rescheduling of working times, and arrangements for return
to work.
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3.7.3. Restoration to Work: The employee may be allowed to return to work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider,

3.8 Employee Responsibility:

3.8.1, Employees who have symptoms of TB shall immediately seek assistance
from the Company's Health Services Provider,

3811  An employee who has the symptoms of TB is required to initially
wear a face magk (especially while inside the office) and observe good
hygiene practicgs, at least until declared by a competent medical
practitioner to be safe from transmission.

38.1.2 Similarly, fiar those at risk, I.e., those with family members with TB
or those exnnseid to & co-employee with TB, it would be prudent to
observe the same good hygiene practices until declared free from the
disease and safd from transmission.

382 Once diagnosed be with TB, employees shall immediately seek
treatment either thrpugh the Department of Health's DOTS or a private
physician of the employee's choice. However, it is imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the failure of treatmept, which may make it harder to treat the infection and
result in a longer absance.

3821, An absence from work due to medical reasons of over six [B]
months may 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,

3.83. Employees are required to undergo an annual compulsory chest X-ray
through the Annual Physical Examination, |If for any reason an employee
fails to secure a chest|x-ray at that time, he/she shall be directed to secure a
thest x-ray at an aceredited clinic by his/her respective Infirmary/Health
Services.

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

3.10. An employee afflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and who is finally
declared to be in a nonjcommunicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physician,

3.11. Employees (those [afflicted with the disease or those identified under
contact tracing) who refuse to cooperate and dutifully observe lawful
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instructions (undergo a mi{
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edical check-up and/or treatment), may be subject to

disciplinary action proceeglings for Insubordination (the penalty of which may

range up to the terminatio
4. PROCEDURE

d4.1.The respective Health Sery
Services Prowvider) shall ¢
Center whao shall prow
implementation of the Wor

1 of one's employment).

ices of the Company (and/or the contracted Health
pordinate with the Occupational Safety and Health
He preventive and technical assistance in the
kplace TB Control and Management Program.

4.2 An employee who undergoes the Annual Physical Examination with the requisite

chest x-ray will have his/h

pr medical record forwarded 1o company clinic/HRD.

Employees who fail to und
{0 secure one - at an accr
Services,

4,21

rgo the requisite annual chest x-ray shall be directed
ited clinic or by his/her preferred Infirmary/Health

Those with medical findings shall be required to undergo further medical

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

up shall be submitt

Infirmary/Heaith Servig

4.2.2. The employee shall
respective Infirmary/H

d to company clinic/HRD and his/her respective
es,

then coordinate with company clinic/HRD and his/her
Balth Services for the next steps.

4.3.An employee who Is suspectied to be afflicted with TB, whether as a direct suspect

or by contact tracing,

Infirmary/Health Services (gnd/or the contracted Health Services provider).

the employee tests posit
program to its completion,

4.4,If the employee needs to u

be allowed to use the ag

permitted to go on a Leave

4.4.1,
feave.
4.4.2:

The empioyee shall

caoperate fully with his/her respective

If
ve for TH, the employee shall undergo the DOTS

shall
i
hdergo a leave of absence to recuperate, he/she will
propriate leave before he/she may request to be

of Absence without Pay (LOA).

ohserve the requisite procedure in applying for a

The Unit concernefl shall ensure that the requisite procedures are

observed by the emplolyea and that the company clinic is duly informed.

4.5 An employee may be allow
for a maximum period of 5
an application for a leav
application shall be subjec
Managemenl.

451

The same procedure

d to go on a medical leave of absence (without pay)
{6) months. The concerned employee shall submit
¢ of absence before going on leave. Said leave
{ to approval at the sole discretion of the Company

L under 4.2.1 tod.2.2 shall be observed.
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4.6.After treatment, with.a ma

iPloy

%’

mum period of six (B) months on leave (without pay),

an employee found to be fured or in & non-communicable stage of TB may be
allowed back to work, proyided that the employee’s health shall continue to be
manitared during the annyal physical examination with the regulisite chest x-ray
er as may be deemed necessary by the Unit Health Services (Infirmary) or

cantracted Health Services

4.7 .The employee returning to

a medical clearance from a

allowed to return to work

4.8.The HRD will initiate discipli
discontinued treatment in
the full treatment course
undergo a check-up due
disciplinary action proceed
for insubordination will be
warranted.

5.1.The Safety and Health Commn
evaluate the implementatig

EFFECTIVITY

6.1.This Policy shall take place
every employee

l"

I
Prepared by! Ja Hanna P. lecio
Human Resources

rf 3

Reviewed by: Alfredo P fﬁé\manlln .

provider

work shall be required by the Management to secure
medical doctor chosen by the Company before being

hary proceedings against any employee found to have
gefiance of medical advice, or whao refuses to undergo
;I:rescribed. Likewise, employees who are ordered 1o

contact tracing but refuse to do so will also face
ngs. In both cases, the maximum sanction applicable
the termination of one's employment, if it 15 deemed

IMPLEMENTATION AND MONITORING

nittee or Its counterpart shall periodically manitor and
n.of this Policy and Program.

gffective immediately and shall be made known to

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

To : ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject  ; WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

OBJECTIVE

1.1.Iplay Inc. is committed tp conform to the established standards assurance of
custamer satisfaction, protection of our enviranment and health and safety in

the workplaces.

1.2.The company promotes and ensures a healthy environment through its various
health programs to safdguard its employees. And as part of the company's
compliance to DOLE Department Advisory No. 05, Series of 2010 (Guidelines for

the Implementation of

Workplace Policy and Program on Hepatitis B), this

Program has been developed. This program is aimed to address the stigma

attached to hepatitis

and to ensure that the employees’ right against

discrimination and confidentiality |s maintained,

1.3.This guideline is formulated for everybedy’s information and reference for the
diagnosis, treatment, and prevention of Hepatitis B. This will inform the
employees of their role ps well as the company in dealing with Hepatitis 8. A
healthy environment encpmpasses a good working relationship and great output
for continuous business growth,

COVERAGE

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

POLICY STATEMENT
3.1.Implementing Structure

3.1.1. Iploy Inc. Hepatitis

B workplace policy and program shall be managed by

its health and safety committee. Each division or department of the

Company shall be du
4.2 Guidelines
3.2.1. Education

320121 Hepatitis B
IEC materials an

y represented.

shall be conducted through distribution and posting of
d counselling and/ or lectures; and



P Imdof s atod

11tk Flokd MSY Towet

Pescadonm Foad Cebe Busmeis Padk
Eebis Ol B0

3.21.2. Hepatitis B «
Clinic in close cog

3:2.2. Preventive Stratege
Jid
B after securing ¢
32232 Warkplace s
shall be monitors
basis

=

= by | Persanal pro

tar all employees
3224 Employees w
standards or univ

4. S0OCIAL POLICY

#4111 Nan-discrimi
i 5 1 ¥ o Therd
employesas:g
the internal
the Philippin
against, frd
pramotion,

All emplayed

iPloy

[T EFY FUSTA

©

tducation shall be spearheaded by Iploy Inc. Medical
rdinatian with the health and safety committez.

5 are encouraged to be immunized against Hepatitis
learance from their physician.

pnitation and proper waste management and disposal
ed by the health and safety committee on a regular

tective equipment shall be made available at all times
and

ill be given training and infarmation an adherence to
ersal precautions in the workolace,

natory Policy and Practices

2 shall be no discrimination of any form against
in the basis of their Hepatitis B status consistent with
ional agreements on non-discrimination ratified by
es (ILO C111). Employees shall not be discriminated
m pre to post employment, including hiring,
hr assignment because of thelr hepatitis B status

4.1.1.1.2.

from that of any ather iliness, Persons with Hepatitis

i

[linesses ma

4.1.1.2 Confidentiali

4.1.1.2.1 lob 4
disclose the
infarmation
personal Inf
persanal data
baound by th
to medical p

4.1.1.3 Work-Accom

4.1.1.3.1 The
accommaoda

Hepatitis B

Workplace management of sick employees shall not differ

B related
work for as long as they are medically fit to work

pplicants and employees shall not be compelled 1o
Mr. Hepatitis B status and other related medical
Co-employees shall not be obliged to reveal any
prmation about their fellow employees. Access to
a relating to employee's Hepatitis B status shall be
rules on confidentiality and shall be strictly limited
E,rsunnﬁl or if legally required.
nodation and Arrangement

company shall take rmeasures o reasonably
le employees who are Hepatitls B positive or with

-(refated ilinessas,
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41132 Thtough agreements made between management and
employees’ representative, measuras to support employees with
Hepatitis {B are encouraged to work through flexible leave
arrangemgpnts, rescheduling of working time and arrangement for
return to work,

4.1.14.  Screening,| Diagnosis, Treatment and Referral to Health Care
Services

41.141. The company shall establish a referral system and provide
access to fiagnostic and treatment services for its employees for
appropriate medical evaluation/ monitoring and management.

411432, Adherence to the guidelines for healthcare providers an
the evaldation of Hepatitis B positive employees is highly
encouraged.

4.1.1.43 Screening for Hepatitis B as a prerequisite to employment
shall net tle mandatory,

4.1.1.5, Compensafion

4:1.1.5.4 Theg company shall provide access to Social Security
Systern and Employees Compensation benefits under PD 626 to
an empldyee contracted with Hepatitis B infection in the
performarice of his duty.

5. ROLES AND RESPONSIBILITIES GF EMPLOYERS AND EMPLOYEES
51X Employer's|Responsibilities
9:1:1.1.1. Management, together with employees’ organizations,
company facal personnel far human resources, and safety and

health personnel shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatitis B.

51112 The Health and Safety Committee shall ensure that their
company policy and program is-adeguately funded and made
known to ll employees

51113 Thef Human Resaurces Departmeant shall ensure that their
policy and jprogram adhere to existing legislations and guidelines,
Including grovisions on leaves, benefits and insurance.

51.1.1.4. Mamagement shall provide Information, education and
training on|  Hepatitis B for its workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG, if not avallable within the establishment, then
provide acfess to information,
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5:1.3.1-5; The company shall ensure non-discriminatory practices in

the workdlace.

5:4:1.1.8, The management together with the company focal

persannell for human resources and safety and health shall
provide appropriate personal protective equipment to prevent
Hepatitis [B exposure, especially for employees exposed to
potentially contaminated blood or body Tluid.

S. 111 Thg Health and Safety Committee, together with the

employees’ organizations shall [ointly review the policy and
program lor effectiveness and continue to improve these by
networking with government and organizations promoting
Hepatitis § prevention.

5.1.1.1.8 The company shall ensure confidentiality of the health

status of its employees, including those with Hepatitis B.

51.11.9. The human resources shall ensure that access to medical

5.1.1.2.

recards Is [imited to autharized personnel.

Employees Responsibillties

o 70 B i s Thel employees’ organization is required to undertake an

active role| in educating and training their members on Hepatitis
B prevention and control. The IEC program must also aim at
promoting) and practicing a healthy lifestyle with emphasis an
avoiding high risk behavior and other risk factors that

exppse employees to increased risk of Hepatitis B
infection, consistent with the standardized basic information
package ddveloped by the Hepatitis B TWG.

BAED, Employees shall practice non-discriminatory acts against

ca-employees on the ground of Hepatitis B status,

51123, Employees and their organizations shall not have access to

personnel Hata relating to an employee's Hepatitis B status. The
rules of cpnfidentiality shall apply In carrying out union and
arganization functions,

5.1.12.4, Employees shall comply with the universal precaution and

the preveftive measures.

5:L.3.2.5. Emgloyees with Hepatitis B may Inform the health care

provider of the company physician on their Hepatitis B status,
that is, if their work activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive at risk
for ageravation,




IPiay Incongoreted

11th Floar MY Sraer

Pescatbores Rostd Cebu Busimess Fark,
Cobu Ciry G000

6. IMPLEMENTATION AND MONITORING

lPlo

ey Il.lullml

6.1.Within the establishment,(the implementation of the policy and program shall be
monitored and evaluated periodically. The safety and health committee or its

counterpart shall be taskad for this purpose,

7. EFFECTIVITY

7.1.This Policy shall take plade effective immediately and shall be made known to

every employee,

¥
N, ,_1“
Prepared by: lo Haﬁ'ﬁ"rﬁ '%{fln&elmn

1
Human Resources

Reviewed by: Alfre

Approved by: Yisroel Y. Gissinger
CED

Q@ih- rilloJr.

Director of Operatiohs
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Date :January 1, 2018

To : ALL EMPLOYEES C(?NCERNED

From : Human Resources

Thru : Operations Manager

Subject : DRUG-FREE WORKPLACE POLICY AND PROGRAM
1. DBIECTIVE

1.1. In compliance with Articl¢ V of Republic Act No. 9165, otherwise known as

1.2

2.1

3.1

3.2

3.3,

£

COVERAGE

POLICY STATEMENT

the Comprehensive Dangdrous Drugs Act of 2002, and its Implementing Rules

and Regulations and DOLE Department Order No, 53-03,

series of 2003

(Guidelines for the Implementation of a Drug-Free Workplace Policies and

Programs for the Privat
policies and programs to

Company policy is to ma
that the objectives of the

Sector), Iploy Inc. hereby adopts the following
hieve a drug-free workplace;

tain a workplace free of jllegal drugs. To ensure

company's corporate policy are met, the company

is implementing this drugifree program. The program will have the following

glements:

This Frogram shall apply
status.

The use, possession, solici

to all employees regardless of their employment

ation for, or sale of dangerous drugs on company

premises or while performjing an assignment.

Being impaired or under

work performance, the s

the influence of dangerous drugs away from the

ety of the employee ar of others, or puts at risk

campany, if such |mpeurn¥nt or influence adversely affects the employee's

the company's reputation

Possession, use, solicitatign

far, or sale of dangerous drugs away from the

company premises, if suth activity or involvement adversely affects the

employee's work perform
puts at risk the company's

The presence of any
employee's systém while

while on company busineps

Schedules annexed to th
amended by the 1972 Pr

|
|
==

ance, the safety of the employee or of others, or

reputation.

work, while on the premises of the company, or

'Dangerous Drugs" include those listed in the
1961 Single Convention on Narcotic Drugs, as
tocol, and in the Schedules annexed to the 1971

}tectabie amount of dangerous drugs in the
t
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Single Convention on
attached annex of RA. 9

4. MANDATORY DRUG TEST

4.1. Ta ensure that only thoss
the detrimental effectq
increased accidents; ma
which drug use and ab

® .
&) iPloy

Psychotropic Substances as enumerated in the
LE5.

p qualified shall be screened and recruited to prevent

{e.g. lower productivity; poor decision making;
re compensation claims; and reduced team effort)
use may cause in the workplace, the conduct of

mandatory drug test sha

4.2 Iploy Inc. designates

| be required for pre-employment.

ompany accredited or affiliated center, a duly

accredited drug testing |center by the Department of Health (DOH), as its
authorized drug testing laboratory.

4.3. The Company may also
gircumstances;

conduct drug testing under any of the following

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

submit to a drug tes

at any time it feels that the employee may be under

4.3.2. FOR-CAUSE TESTIFG: The company may ask an officer/femployee to

the influence of d

ugs, including, but not limited to, the following

cireumstances: evidénce of drugs on or about the employee's person or

in the employee's v

cinity, unusual conduct on the employee's part that

suggests impairment or influence of drugs, negative performance

patterns, or excess|

e and unexplained absenteeism or tardiness.

4.3.3. POST-ACCIDENT TESTING: Any officer/employee involved in a "Near-
Miss” incident or TWork Accident” under tircumstances that suggest

passible use or infl

As defined herein, '
course of work wH
workers andfor con

nce of drugs may be asked to submit to a drug test.
Near-Miss" means an incident arising from or in the
ich could have led to injuries or fatalities of the
siderable damage to the employer had it not been

curtailed. "Work |Accident” refers to unplanned or unexpected
occurrence that mpy or may not result in personal injury, property
damage, wark stoppage or interference or any combination thereof of
which arises out of and in the course of employment.

4.3.4. All drug tests shall employ, among others, two (2) testing methods, the
screening test which will determine the positive result as well as the type

of the drug used a
screening test.

the confirmatory test which will confirm a pesitive
here the confirmatory test turns positive, the

company’s Asseﬁr:{ent Team 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.

4.36. All costs.of drug tasting shall be boerne by Iploy Inc.
5. TREATMENT, REHABILITATION, AND REFERRAL

5.1. An officer/employee whp, for the first time, is found positive of drug use,
shall be referred for tréatment and/or rehabilitation in a DOH accredited
center. For this purposd, Iploy Inc, shall provide a list of at least three (3)
accredited facilities whi¢h an employee who was tested positive for drugs
may choose fram.

5.2. Following rehabilitation,| the company's Assessment Team, in consultation
with the head of the rehahbilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee's job §f he/she poses no serious danger to his/her co-
employees and/or the workplace.

5.3. All 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.

5.4, Repeated drug use eyen after ample opportunity for treatment and
rehabilitation shall be deplt with the corresponding penalties under R.A. 9165
and is a ground for dismipsal.

6. ADVOCACY, EDUCATION AND [TRAINING

6.1. Iploy Inc. undertakes to |ncrease the awareness and education of its officers
and employees on thp adverse effects of dangerous drugs through
continuous advocacy, eflucation and training programs/activities to all its
officers and employees.

6.2, All officers and employeks are required to undergo an orientation/education

program before assumpgtion of their respective duties. The program shall
include the following topjcs:

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

6.2.2. Adverse effects E{‘L abuse and/or misuse of dangerous drugs on the
person, workplace, fpmily and the community;
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6.2.3. Preventive measufes against drug abuse; and

6.2.4, Steps to take whep intervention is needed, as well as available services
far treatment and rghabilitation.

6.3. To encourage all officers and employees to lead a healthy lifestyle while at
work and at home, Inlm,rTlnc. undertakes to conduct the following activities as
often as possible: |
6.3.1. Lifestyle assessment programs on health nutrition, weight
management, stressimanagement, alcohol abuse, smoking cessatien, and
other indicators of risk diseases;

6.3.2. Health wellness | screenings (e.g. blood pressure and heart rate,
cholesterof test, bload glucose, etc.);

6.3.3. Sports, recreationpl and fun-game activities; and

6.3.4. Other activities prpmoting health and wellness,
7. ROLES, RIGHTS AND RESPON IBILITIES OF EMPLOYER AND EMPLOYEES

7.1. Iploy Inc. shall ensure that the workplace policies and programs on the
prevention and control pf dangerous drugs, including drug testing, shall be
disseminated to all officers and employees, The employer shall obtain a
written acknowledgemefit from the employees that the policy has been read
and understood by thenj.

|
|

7.2, Iploy Inc. shall maintain rhe confidentiality of all information relating to drug
tests or to the identif:catiun of drug users in the workplace; exceptions may
be made only where re juired by law, in case of overriding public health and
safety concerns; or where such exceptions have been authorized in writing by
the person concerned,

7.3. All officers and employees shall enjoy the right to due process, absence of
which will render the refierral procedure ineffective.

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1. Any officer or employee|who uses, possesses, distributes, sells or attempts to
sell, tolerates;, or transfers dangerous drugs or otherwise commits other
uniawful acts ag defined under Article Il of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
Act,

8.2. Any officer or employes found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 8165,
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9. IMPLEMENTATION AND MONITORING
9.1.1. The implementation of these policies and programs shall be monitored
and evaluated perodically by management to ensure a drug-free

workplace. For this gurpose, an Assessment Team shall be constituted in
accordance with D.OL 53-03,

10. EFFECTIVITY

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

11. ATTACHEMENT

131 Drug-Free Workplace Policy and Program Acknowledgement

L i
| |
Prepared by lo Ha%}alﬁ k\eleuq

Hurﬂan Resaurces

Reviewed by: Aifr{uP Ei’hanll_ﬂg
DJrEc‘t\nr of Di:e:ﬁm:ni

Approved by: Yisroel Y. Gissinger
CEO
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Drug-Free Workplace Program Ack

| hereby acknowledge that | have r
and Program, @ summary of the d
local Employee Assistance Progr
programs. | have had an opportun
also understand that | must abi
continued employment, and any
Including termination.

| also understand that during my &

the presence of drugs or aicohol in
is a condition of employment with
termination may result If:

&JiPloy

nowledgement

eceived and read Iploy Inc. Drug-Free Workplace Policy
rugs which may alter or affect a drug test and a list of
am . providers or local drug and alcohol treatment
ty to have all aspects of this material fully explained. |
e by the Program as a condition of initial and/or
violation may result In disciplinary action up to and

mployment | may be required to submit to testing for
my body. | understand that submission to such testing
[Company], and disciplinary action up to and including

| refuse to execute all formg of consent and release of liability that are usually and

reasonably assoclated with such examinatlons,

1) | refuse to consent to test
2)
3)
4)
5) | otherwise violate the poli

| alsp recognize that the Drug-F
intended to constitute a contract b

The undersigned further states
acknowledgement and signs below

| refuse to authorize releasé of the test results to the company.
The tests establish a violatign of [Campany]s Drug-Free Workplace Policy.

T

rde Workplace Policy and related documents are not

gtween Iploy Inc. and me.

hat he/she has read and understands the above
of his/her own free will,

> [a |12n3

IGNATURE

DATE

WITNESS

DATE
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Date tlanuary 1, 2018

To : ALL EMPLOYEES CONCERNED

From ! Human Resources

Thru : Operations Marjager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIJECTIVE

1.1. The following policies and procedure are hereby issued by Iploy Inc. to

i

3.2,

3.3;

3.4

prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlemgnt and/or disposition of sexual harassment cases.

2. COVERAGE
2.1. This Program shall apply to all employees regardless of their employment
status.
3. POLICY STATEMENT

Iploy Inc. believes that gmployees should be afforded the opportunity to work
in an environment free pf sexual harassment. Sexual harassment is a form of
misconduct that underfines the employment relationship. Mo employee,
either male or female, should be subjected verbally or physically to
unsalicited and unwelcame sexual overtures or conduoct.

Sexual harassment refefs to behavior that is not welcome, that is personally
offensive, debilitates |morale and, therefore, interferes with work
effectiveness, Such behdvior may be in the form of unwanted physical, verbal
or visual sexual advanges, requests for sexual favors, and other sexually
oriented conduct whigh is offensive or objectionable to the recipient,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offgnsive posters, cartoons, pictures, or drawings.

Iploy Inc. will not tolerate any behavior that amounts to sexual harassment
and any officer or emgloyee found to have committed sexual harassment
shall be subjected to dis¢iplinary action, up to and including dismissal,

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, |and its policy is based on, the definition of sexual
harassment set forth ip Section 3 of R.A, 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 authority,
Influence or moral ascendancy over another in a work environment, demands,
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3.5,

3.6. FORMS OF SEXUAL HA

requiras or otherwise r

iPloy

Baffay dndiiie |.

@!

equires any sexual favor from the other, regardless of

whether the demand, requests or requirement for submission is accepted by

the object of said Act.

in a work-related or
committed when;

3.4.1. The sexual fav
employment, re-

individual, orin gr}nting said individual favorable compensation, terms of

conditions, proma
favar results in lim
any way would
opportunities or ot

3.4.2,
existing labor laws;

3.4.3.
environmeant far t

the above acts

employment environment, sexual harassment is

r is made as a condition in the hiring or in the
mployment, or continued employment of said

fons, or privileges; or the refusal to grant the sexual
ting, segregating or classifying the employee which in
discriminate, deprive or diminish employment

herwise adversely affect said employee;

the above acts would impair the employees' rights or privileges under

or

would result in an intimidating, hostile, or offensive

he employee
WHERE SEXUAL HAﬁbESMENT 15 COMMITED

Sexual harassment may

be committed in any work or training environment. It

may include, but are nog limited to the following:

3.5.1. In or outside the

office building or training site;

at office or traini
in the course of
at work-related

during work rela

352,
353,
3.54.
355

Sexual harassment may

3.6.1. Overt sexual adv,

3.6.2. Unwelcome or i

3.6.3. Request or dem
out on dates, outin

3.6.4. Any other act or
gratification which
victim.

g-related social functions;

ork assignments outside the office;
nferences, studies or training sessions; or
ed travel.

SMENT
be committed in any of the following forms:

nces;

proper gestures of affection;

nd for sexual favors including but not limited to going
5, or the like for the same purpose;

conduct of a sexual nature or for purposes of sexual
is generally annoying, disgusting or offensive to the
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3.8.

4, PROCEDURE

4.1,

4.2,

WHAT IS NOT SEXUAL HA

Sexual harassment doeg
acceptable nature. |t
personally offensive, thd
with work effectiveness.

EMPLOYER'S RESPONSIBI

iplay Inc. undertakes
environment free of se
workers and by others
the course of their empl
prohibited as unlawful

ahd as a violation of company policy.

iPloy

Bt b

°¢

RASSMENT
not refer to occasional compliments of a socially

refers to behavior that is not welcome, that is
t debilitates morale, and that, therefore, interferes

TY

to provide its officers and employees a work
ual harassment by management personnel, by co-
vith whom officers and employees must interact in
yrment in Iploy Inc. Sexual harassment is specifically
The company is

responsible for preventing sexual harassment in the workplace, for taking

immediate corrective ac

ion to stop sexual harassment in the workplace and

for promptly investigating any allegation of work-related sexual harassment,

COMPLAINT PROCEDURE

4.1.1. Any officer ar ern

|

hployee, who experiences or witnesses any act of

sexual harassment |
to the Committee
acts of sexual h
management or ow
quickly investigated
employee shall re

dlleged harasser wil
the investigation |
outcome df the inve

412 A Committee on
shall be compos
representative to

the workplace, shall report the same immediately
n Decorum and Investigation. They may also report
rassment to any other member of Iploy Inc.
ership. All allegations of sexual harassment will be
To the extent possible, the identity of the officer or
ain confidential and that of any witnesses and the
be protected against unnecessary disclosure. When
completed, all parties will be informed of the
tigation.

ecorum and Investigation shall be constituted and
d of the management and the employees'
eceive complaints, Investigate and hear sexual

harassment cases, The Committee shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Committee
shall also develop dnd implement programs to increase understanding
and awareness about sexual harassment.

RETALIATION

4.2.1. |ploy Inc. will perrLit no employment-based retaliation against anyone

who brings a compl

sint of 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 employvees of Iploy Inc. shall receive a copy of the
company’s sexual hqrassmenl policy upan assumption of their respective
offices. If at any timp an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum. If
Iploy Inc. should ammend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
modified policy.

5. CONFIDENTIALITY

5.1. At the commencement |of the investigation procedure at the Committee,
starting from the filing pf a written complaint, or the manifestation of an
objection to an act or bghavior, all matters discussed, documents reviewed,
letters and corresponderices 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 ;Err'tc:cent ones, are protected, At the same time,

however, dignity and hopnor shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, eéven after the conclusion of the investigation proper.

6. EFFECTIVITY

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

————

sl
;'L'Il'.r‘liflrl"u:lt f
Prepared by: lo Hanna R. Melecio

= ety

Human Resources

-

Reviewed by: ﬁdgedm!tjxﬁgmarllm

Dﬁg_ctgf of Chperatiofns

Approved by: Yisroel Y. Gissinger
CEQ |
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Iploy Inc.

COMPOSITION OF CDMMI’I’I’EL ON DECORUM AND INVESTIGATION ON SEXUAL

ARRASMENT POLICY
Na Position in Establishment
Chairman: Alfred Camarrillu Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR. Staff
Ma. Blesila Westil CSR - Phone
Junamel Brigoli CSR. - Phone

Submitted by:

Yisroel Y. Gissinger
CEO
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DATE } April 3, 2018
To ! ALL EMPLOYE
FROM HUMAN RESCH
THRLU : CPERATIONS
SUBIECT MEMO: RESTH

ES

LURCES DEPARTMENT
MANAGEMENT

DOM GUIDELINES

&) iPloy

Iploy Inc, provides unisex restrooms §
to do so. One is located inside the
operation floor. However, those wh
we have a separate single, private r¢f

Moreover, any employee with conce
Resources office to get door access

apply

Furthermare, It |s essential that al
etiguette:

Ktroom avalilable for use.

Available so that employees can use them when they need
bperation floor and second Is in the hallway outside the
o are uncomfortable, has issue with the unisex restroom,

rn/issue in using the unisex restroom, please visit Human
pass. Office security, Log in and Log out procedure shall

employees should comply and observe the restroom

e Knock if the cubicle agpears to be occupied. Don't peek under the doors

s Lock the cubicle door

when you enter,

* Stand close enough tq the pan or urinal 50 you don’t wet the seat, walls or

floar

= Flush the toilet after yse and wipe off the toilet seat for the next user
* Papertowels goin the trash can, not on the floar or in the toilet bowl

o Wash your hands to prevent the spread of colds and the flu

» Please use water and

For your infarmation and guidance.

lo Ha M%EEEJD

Humah ﬁesuurcea

Noted by

Am&rl”&]r.

Dirkgtof, bp)aratinns

haper towels conservatively

R\l

LA N T2 S U
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February 27, 2018 ]'

To : ALL EMPLD?[EE'.[

FROM -. HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGER

SUBJECT : OFFICE SECUHITr(, 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 1:Jr'|i:tu.e1lit1,,r

To ensure effective implementation and monitoring of office security

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

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

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

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

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

6. Pantry, recreation room and lacker should be closed at all times, employees must use
their RF 1D to access these roo ms

Mo tailgating
Employee ID and RF ID should! be worn at all times, lost RF 1Ds will be charge to the
employee
9. No employees are allowed to stay in the waiting area for applicant.

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

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

0~

For guidance and strict compliance. i
E

.:-r L 5
o ngr‘;!rila'.~ lecio
Hurran Resources B hee i bR X AN

Noted by: qulﬂ

—
Aligédo Calherillo Jr
Dirh_itff ﬁllﬂberatiu ns

rr ==

Scanned by CamScanner
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DATE ! Movember 17, 2021
TO : ALL EMPLOYEES
FROM ' HUMAN RESOURCES
SUBIECT : LOCKER POLUICY

The aim of this policy is to guide our employpes and establish a well-kept and orderly environment in
the lacker roam.

Please see list of rules provided below for yqur reference.

RULES

s ONE LOCKER OMLY per employee. ND sharing of lockers.

e MO storing of perishable foods/leftovers inside the locker,

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

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

# Checking/audit will be done from tlr}m to time and once unassigned lockers are being used, they
will be forced open, and the cdmpany will not be liable for padlock replacement nor
reimbursement. }

* Any sort of action that may result injdamage to property is strictly prohibited. This includes but is
not limited to graffitl/vandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the mansggement;"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 padiocks, placed on top of the lockers, etc.

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

s Forced Open Request due to lost padlock key or forgotten password/code should be submitted a
day prior and will be subject to avaIIFhin of the bolt cutter.

* Authorization to Forced Open a Locker, the request must be submitted via email to hr@Iiploy.com
and must wait for the approval,

¢ NOLOITERING Inside the locker roo

* Unassigned Lockers with cable ties should not be opened.

e Things inside unassigned |ockers wiiThe subject to disposal of the management

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: Noted by;

A
Carlos Gotiong

General Manager Directo

Employee Relations Specialist peratinns

governing the iPloy Locker Policy.

WAMMAY  IANBLROEY® 9 o ol

Employee Signature Over Printed Name/Date

]
| have read, understood, and agreed to cnn;pl',r with the foregoing policies, rules and conditions
|

|
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DATE

To
FROM
THRLU
SUBIECT

April 3, 2018
ALL EMPLOYEES

& iPloy

HUMAN RESQURCES DEPARTMENT

OPERATIONS M
MEMO: CALL IN

ANAGER
FOR OUT OF OFFICE

In arder to praoperly monitor out of off
be implemented effective Maonday, Ag

Guidelines:

1. In cases of late and/ar absenc
SMS or Call via HR hotline; 091

ice employees, a new process to call infreport absence will
ril 9, 2018.

es, employee should report to Human Resources through
V-709-7074

2. Notification should contain the following information:

a. Complete (real) Name
b. Department
c. Team Leader

d. Callin for: (Whole day Absent, Half-day Absent, Late)

e Reason

3. HR will be the one to send not

4. No call in should be communic
be done by the employee or hi

ication to Operations Management
agted through Team leads or any other employee. It should
L her relatives

5. Notification should be at least fwo (2) hours before the employee’s shift
B. If an employee is advised to reJ.t;‘mnfmed in the hospital, number of rest days as advised

by the physician should be indi
7. Failure to notify will be tagged

rated. Otherwise, employes must send notification daily
las Mo Call, No Show and/or unscheduled absénce and will

be dealt with according to our Lode of Conduct and Discipline.

For your guidance and strict compliang

loH nrju' nl.-lecm

Human Res

Naoted by:

Alfredo

QUICES

rillo Ir.

Difectg/, Ppdrations

e

framrw kLo F oK
i0]4]23
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February 18, 2020

To 1 ALL EMPLOYEES

FROM : CPERATIONS MANAGEMENT
SUBJECT . ATTENDANCE BOMUS 2020

]
A5 we end the year 2019, IPloy would like to set clear key procedures and palicies, This memarandum serves as

reminder ta be followed:

PAYROLL

1. Immaculate Attendance Bonus Is for employses with perfect attendance. Employee should NOT commit any
schedule deviations |ike tardiness, unscheduled dbsences, undertime and overbreak. Fallure to punch in = out for
breaks will also disqualify the employee. No waivers will be given.

2. Tardiness, Undertime and Over breaks will be deducted fram the employee’s pay,

3, Employees who tendered their resignation befgre the release of the Sign On Bonus {First Half or Second Half) will
MO lenger be eligible to receive it,

4, Employees qualified for the Sign On Bonus (Firkt Half or Second Half) will receive it on the 30" of the succeeding
manth from eligibility.

5. Eligibility for the annual merit increase Is based on overall performance and management discration. Pay out |s
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 or the next day. If the absence
falls on a Friday, the medical certificate must ba dated the Saturday that immediately follows = at the |atest. It
cannot be dated on the day that the agent is to réport back to work.

- 2 days absence - the medical certificate must be dated on the initial day of absence or the next day. If the
absence falls on a Thursday, the medical certifigate must be dated either that Thursday or the next day - at tha
latest. It cannot be dated on the Saturday that immediately follows or that Monday that the agent is to report back
to work,

. 3 days of absence or longer - the medica certificate must be dated on the initial day of absence or the next
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.

(1] Ex: If the agent is absent on a Friday and the medical certificate states advised to rast for 3 days,
that is inclusive of the day of absence that the angt 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
advice to rest cannot be antedated.

o There must be a fit to work data.
pdical Certificate date guidelinas s If the employee has been

o The anly exception to the M
hospitalized.

v AVES

1. The company reserves the right to approve and

disapprove all vacation leave (VL) requests.

2, Employee must exactly have the correspondin
1 credit = One Day
.5 credit = Half Day

3. Employee with perfect attendance 60 days fr

credits for the request to be approved.

the requested VL date will be given priority in the approval of

leaves. This Is a way of rewarding employees withi perfect attendance,

4. The company and client have the right to disapprove leave requests and cancel approved leaves for those
on the prior manth and on the current month of the requested

amployees who committed unscheduled absenc
time off including poor attendance recards, beh

ioral and productivity Issues,

Chief

ALFREDO CAMARILLO JR,
Director of Operations

PaRRE  a

Executive Officer

&iPloy

0ja| 2

medical certificate must include the number of days of rest, The

P Do
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Date : November 17, 2021

TO : ALL EMPLOYEES

From i HUMAN RESOURCES DEPA
Subject : RE: SICK LEAVE POLICY

iPlo

fBraffing Salufions

15

L

RTMENT

Sick Leave is to be used by employees
by a valid document,

1. Employees are required to notify the HR
hr@iploy.com at least two (2) hours befo
within 24 hours from the first day of abse

2. Employee may use sick leave for absend
Employee’s illness ar injury.
Bereavement leave/s

Emergency leave/s

:LE
CEe.

who are Ill, or any other form of absences supported

L hotline number (0917-709-7074) and/or send an email to
the employee’s shift (following call-in procedure) and/or

e due to the following reason:

Power Outage/Internet Outage (for temporary Work from Home set-up)

3. Employee must file the incurred sick leave in HRweb within 48 hours. Fallure 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 hospltalized and/or

quarantine due to COVID-19,

4, Below are the documents needed o pr$uide to use the paid sick leave;

#* Employee’s illness or injury

1
|
i

» Atthe discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated from work for the
period of absence bedause of sickness or injury and that the employee is again
physically able to perform his or her duties. (Medical Certificate with Fit to

Wark)
Blacklisted Doctors a j
Blacklisted Clinic/Phy

Bereavement leave (Please refer

Emergency leave

|

clinics’ will not be honored. (Please refer to the
cian Memo)

o the Bereavement Leave Policy)

* Validate his/her absence through supporting documents as to why she/he was

having emergency lea

Power Outage
# Certification from the
MECO)

Internet Outage

# Ticket number from th
official outage annour
Picture of the modem

L

=

5. Any unauthorized sick leave will subject
under the following clrcumstances:

The employee failed to inform th
iliness unless fully justified.

& on the sald date,

r electric/power supply provider [e.g., VECO, CEBECO,

1e Internet service provider and/or screenshot/link of

cement from the internet/telco provider
(showing red, no light in “Internet")

the employee to disciplinary action. 5L is unauthorized

immediate superior or HRD about his/her absence due to
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o |fsickness claimed is fictitious or I'BEII'I-EKiStEI'It_

6. The employee or his/her representativ4

extension of 5L will be needed to recover {
before the expiration of the 5L. Absence o
unless the company physician, after due e
leave is warranted.

This Memorandum shall take effect on No

Please be guided accordingly.

Created by:
mn@? ARCILLA
HR,FE{lana

Noted by:

Alfr waitllo Jr.

Director, Operations Q

o

| Angelo Manal

must Inform his/her immediate superior or HR if an

rom the sickness. A medical certificate must be submitted
F notice and certification will be considered unauthorized
kamination of the employee, certifies that extension of

vember 22, 2021,

nerations Manager “General Manager

FANNAS. AR - MUETTE | @D
Ioja] 22
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Date Movember 12, 2015

To ALL EMPLOYEES

FROM HUMAMN RESOURCES DEPARTMENT

THRU OPERATIONS MAMAGER

SUBIECT 555 SICKNESS CLAIiIIS ~5 CALENDAR DAYS

For those employees’ who wants to file
notification form attached with original an
5 calendar days from the start of sickness
thelr farm in Accounting office,

A member is qualified to avail of this bene

for sickness claims must submit the duly accomplished 555
tl complete medical documents, It should be submitted within
they may ask their relatives, friends and workmates to submit

it If:

1. He s unable to work due to sickndss or injury and confined either In a hospital or at home for at
least four (4) days;

2. He has pald at least three {3) mon
before the semester of sickness or

L

He has used up all current compary

4. He has notified the employer or
regarding his sickness or injury.

ths of contributions within the 12-month period immediately
injuny;

y sick leave with pay; and

the 555, if unemployed, valuntary or salf-employed member

Failure to submit the documents within the prescribed period will free IPloy from any liabllity of their

claims,

Far your guldance.

If there are any questions or clarifications, pi'ease feel free to approach the Human Resource Department.

Sincerely,

MNoted by:

Mi arillo Ir,

r, Operations

BARNAY  MRLRKLTTTS X DR
0]a|2
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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 certifidate/documents issued by them will not be accepted. In the

event that the employee submits any of
as culpable for Insubordination under Rul

e med certs under these clinics/Physicians will be tagged
1 Section 22 of our Code of Conduct and Discipline,

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

CLINICS/PHYSICIANS:

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

Sia Clinic

Health Doc Diggnostics
Gaudioso Montecillo Jr., MD
Now Serving

. Dr. Guian Darnell Sumalinog
10. Tambut Medical Clinic

L ENon AW

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 Phohe number

11.4 Date of Actual visit

11.5 Diagnosis
116 Recommendation
11,7  Fit to work date
For medical certificates, the following mus

1. Must be issued onthe day of the i

t be taken Into account:

bsence or the day after.

All Instructions in the recommenc?tlun must be strictly followed. Proof will be requlired such

as but not limited to proof of purg
results, and the like.
3. Mote that all medical certificates

hase for medicines prescribed by the Physician, laboratory

ncluding fit to work will be validated by HR/Clinic. NO Fit-

to-Work Certificate will be denledientn,r inside the production floor.
4. Mo erasures on the document. I:lcase there are corrections, it has to be counter-signed by

the attending Physiclan.
5. The soft copy (sent out through e

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

ail) must coincide with the ariginal copy (submitted to HR),

an has any of the following concerns below will not be
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1. Phone numbers shown in the meg
2. Questionable medical certificates

®
& iPloy

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

HR/Company Nurse/Company Dogtor.

3. The Clinie/Physician does not ent

rtain phone validations for the medical certificate issued.

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 pangemic hit, we will no longer accept consultation done
online/via phone calls. Consultation mustibe done face-to-face,

This updated memorandum shall take effa
Should you have guestions or clarification
at er@iploy.com,

For strict compliance.

Prepared by:

N Afganza

Employee Relations Superyisor

Noted by:
3 ’.
Pl ‘H Ly
Castafiares .15
HR Manager R Marager

gilla NI#WMnaI

cton March 1, 2023.
regarding this, please do not hesitate to send us an email

Operations Manager
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Date : November 30, 2022

To : ALL Employeas

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 AL credits are to be converted thus, 5L appilcation is no longer
allowed until the end of the year. ,

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

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

o Mo rescheduling of VL once appro

= VL date should not fall on a local Holiday otherwise forfeited.

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

Furthermors, if the employee resigns or gats separated from the company either voluntary or involuntary,
all available VL credits will be forfeited anf will not be part of their last pay if:

= Employee filed an Immediate resignation and/or failed to provide a 30-day notice,

e  Employee went on Absent Without Official Leave (AWOL)

= Employee incur any lzave, absences, and/or any form of terminal leave within the 30-day notice
perled with the exception that the employes provided a valid documentation such as but not
limited to hospitalization dus h:slzv;knesﬁ,. accidents, or contagious diseases,

= Employee incurred maore than four (4] hours of accumulated and/or total late/undertime within
thie 30-day notice.

® Employee will have Issues with parformance Including but not limitad to quality, productivity, &
dient escalation within the duration of the 30-day notice.

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

Furthermore, 5L and VL converslon maybe subject to tan. Should you have questions pertaining to this
memo, feel ree Lo reach out to our Accounting personnel at Accounting@iploy.com.

Signed:
¥l e F:
HR Manager Accounting Manager
Moted by |
Operations Manager nri%_ rnfp.perélh:ll.'ts AR T}H&W
| - PR WAL OR
Approved by: Iﬂlﬂﬂ'ﬁ

wdi

CED
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DATE : April 26, 2018

To : ALL EMPLOYEES

FROM g HUMAN RESOURCES DEPARTMENT

THRU X COPERATIONS MANAIGEMENT

SUBJIECT ; Maxicare Guidellneq after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular employees can still avail 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 quarter.

The guarters are as follows

1*" Quarter — December, January and Fehruarv

2" Quarter — March, April and May |

3" Quarter — June, July and August

4" Quarter — September, October and N::We:rnber and so on and so forth,

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

Note: Kind|y indicate yvour complete name and signature |f vou have recelved, read and understood
the memao.

ID# NAME TEAM LEAD SIGNATURE

qrov | YoMk Narmorede 6 Mu# %ﬁe

L]

Regards, Noted By:
' / ) ..-
Marislika Iris Arcilla Alfredg € thﬂu]r. A&ﬁard” galea
Human Resource Director of- Operations Operations Manager
s

e =

rrlgmg"‘
éweral Manager
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Te ] ALL EMPLOYEES
FROM . OPERATIONS MANAG qMENT
SUBIECT : CLEANSING PERIOD

& iPloy

IPloy Staffing Solutions befisves In glving employees enough room for improvement to strajghten out
employment in regards to compliance to our cofpany’s Code of Conduct, The alm of this approach s to help
mitivate employees rectify passed offenses and ftart anew.

Cleansing Period pertains to the time when an afmployes who has been subjected to o Disciplinary Actlon [DA)
is expected to improve performance. Ample tifng 4 given to correct improper bBehavior and refrain fram

committing any other infractions.

It an employee does not commit the same infracgion for the specified eleansing period, the progression of the
disciplinary action will slide back to a level depenfiing on its type. Please refer to table below;

Attendance [ D
Productivity B
Behavioral S

The counting of the Cleansing Period will start basgd on the date whien DA was decided upon. All documentations
for infractions will still be kept in the Employee’s 01 File regardless what period of progréession,

The Cleansing Perlad i effective lanuary 1, 2020 povering DAS 6 months and older.

Sinceraly yours, . ,%/;’ ﬁ?‘?

ALF
[Crire

Mited By:

B/8/1q
ARILLO IR,

Approved By

JAY GISSINGER

Chitef Executive Officer

ofa[1
BARNAY \\oppare & pAin® '/1{
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CODE OF CONDUCT AND DISCIPLINE [Table of Infractions)

L. STATEMENT OF POLICY

The Code of Canduct mnd Discipiine is designed 1o ensure healthy and positive working
environment, and hopes to mainiain and uphald professionaliam among [Ploy Irnc employees.
The established nomns herein set forth are geared towards the sttainmant of the Company’s
Goals and objectives. It & worthy to emphasize that the Code is naot mesnt 1o be oppressive nor
it is intended to threaten and intimidate employees, indesd, it serves as the guiding principles
on what is expected of in' empioyess o canduct during the entire employmant here in iPloy,
nc.

DOCTRIMES TD GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

z.

1. The right to discipline and discharge employess for just and proper causes s management's
presogative ensheined from the 1987 Philippine Constitution.

Z  Fairmness and justice shall always govern the imposition of disciplinany actions. Existing Labor
Laws, Implementing Rubes and Jurisprudencs will atways be obasred.

i

The full and strict maintenance of discipline is the management's responsibility, Thus, it shall be

the primasy concern of immediate supericrs and departrnent heads to initiate any diseiplinery
actions against their subcrdinates whenever a victation of the nule is committed.
Administrative investigations and other proceedings shall be conducted expeditiously.

i

5. imposition of penalties when warranted, shall not be cancelled, nor delayed for any reasocn,

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

7. The management may mitigate the penalty to be imposed, subject however to management's
approval and upon compliance to the conditions set forth by the fatter.

8. Incases of multiple wiolations of this Code, the following rule shall apply &s to the penaity to be

®
11 Flogr WST Tower mv‘
Pairadoers Reail Cet Butims Park, c*
Cabui City $000

1. Incident Report will e subrritbed 10 Human Resounes [HR) within 2 working days from
thie date of the incident.
2. Human Rescurces will issue a Notice o Explain (NTE) to the empioyee within 3 working
days.
3 Direct Superior should coach the smployes within 5 working days from the Bsuance of
the NTE
4. Coaching Form and Written Explanation of the empoloyee should be submitted within 5
warking days from the Bsuance of the NTE
5. HA wiil issue Matice of Decislon with cr without sanctions within 5 days from the recelipt
af the Coaching Form and Written Explanation.
. Failure to provide Written Explanation shafl constinuts & waiver of the employse’s
right to be heard 2nd confirms. that all the details in the Incident Report are e and
without @ny blases,
b. Lapses in the timeline will nesult to @ sanction — Neglect of Duty / imubordination
& Lapses in the timeling will not vaid the sanction.

V. GENERAL BEHAVIORAL STANDARDS
A an Ploy employes we expect that you will meet the following behavicral standards:

a. Proper Conduct and Decorum is sxpected from you within the office and outside when
representing the Comgany. This includes appropriate dress, attending the office ready to work, use of
proper and decent language, obieryance of proper office and work decomum, maintaining proper
relatiorships with your collsagues, eustomers and ather individuals not in the employ of the campany,
ohasrvance of and compilance with existing laws of the Phillppines.

b Erhancing Company Productivity the Company expects the Proper cane and ulilization of
Camital avallable Lo tha Company: turming up for woek ready towond on time all the time, following the
approoriate break and finksh tmes, getting on with the job and performing the o to the best of your
ahility, pesitive attitude and dedscation to one's work assignments, supporting supervisions and those in
management.

. Following rubss on custamer and client relations and atways maintaining a professional helpful
atfitude with customers.

d. Maintenance of health and salety of the office and people around you. A proper attitude
towards cleanliness and proper houselreping in the office, good health of yoursell and others around
you, assist in the security of the office, following basic safety procedures,

& Proper use of Company Property, aclities and security to protect company and employes
assets. Secure handling and maintenance of Compary recerds, keep confidential and protect the
integrity of all Company operating data and information, appropriate use if all Company equipment for
work related purposes, properly sccount for all Company funds received.
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L Applicabliity o, nstance
This Code shall apply toadl iPloy employess; regardiess of status or position held, mpraper or unruly Cecumanted 5 Final e
5 conduct s to cate lewell Werbal o =_n: Writian ,...EH.”__E Désmiwsal
Il Types of Offenses disorder ar disrupt wark. Wrming * Warning
Level 1 - Infractions which are minoe in nature but which may become nabiiual and disruntive if et ﬁﬁ_ﬂiﬁu.ﬁ._
corrected, Ithas no detrimantal impact of the business, dellzerateiy 1 the
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‘ non-wor k related el Wrltten W Sumpamsion
Level 3 — infractions wihich will destrey the company’s image and reputation, It causes substantial loss 1o eletronic gadgets Warnlng Wiasning Weiinbing ¥ Darys
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Immediane supenesar.
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7 managemant & support e Eﬂﬁﬁnﬁ Writies ___.._u..__”_.. Sunparsion P
(8 Rulss on Proper Conduct and Decoram arma} within the company \Winrraln ‘Warning ..____L__.E - 3Days
premises especiaily whike L] el
faiing ealis.
iy Spaaking inanothar
— langusge of dlalact other ik Wrlken st Sutpamsion
3 " Lewef 1 Vierhal Written Disrriscnl
Creating unnecessary Final FAE Beg Amn e Warping Warning Warning -30an
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required attendance
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and lunch per day
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Rumor mongering or
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|
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i < Dy Cismissal pillerage o it #EBmES _

Ay fgmm, manner oF
shape from the | |
company, team 1
e mbess O SuFENETE.

b. Concpaling défed e tarvad ~ { _
werk which directiy 5 Days

rsults I prejudice 1o _
the company.

¢ Dither 8C1S wilh |
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mtentan o ride

- |
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o Wilitie ang dekberate
aesruction of Company
propeity. sabotage and
wandalim.

& Withhoding or
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[ Megligence or
carelmsness af the
employes by ledving the
computer unatiended and =
14 rizking the network 1o a8 Levei3 m..:mum:-_”: Désemiissal
& Tampering of compamy
sarverfng ok
configuration.
Purposaly sharing
privileged and confidential
15 | information to anyane in Lo Eﬂﬂﬂﬂ Dismissal
the cxmpany af externa
partins.
Unauthorled possession oF
lbringing out of Compary Suspensio -
* oy, supplies of Days
equipment.
Unautharized copying of
licensed softwere f
17 | application paciages and sil | Levers EEEEmE..a_._. Dismissal
acty that violates
Inmilectual property rights.
Deliberate bocking-out or
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1. Termination of an employee shall sutomatically bar himfher from re-employment.
2 The penalty of dismissal shall not prejudice the right of the company to Initlate court action
against the erring employee.
3. This Code shail supersede all other existing policies, rules, memas, and the like, and all polices
to be impemented, if the same is found to be inconsistent with the Code of Conduct.

Vil. Approval

lay Gissinger
Crwmer and Chief Executive Officer
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RECEIFT OF THE QODE OF CONDUCT AND DISCIPLINE POLICY

This is to atknowledge that | hawe read the Company’s Code of Conduct and Distipling and understand
that it sets forth the terms and conditions of my employment as well 25 the duties and responsibilities,
and obligations of employment with the Comparny.

| 8l acknowhedge that the Comparw reserves the rfight o revice, delate, and add to the provisions of

this Code of Conduct and Discipline., or condition of employment can be established by any other
statement, conduct, policy, or practice.
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AND HAVE READ AND UNDERSTAND ITS ENTISE CONTENTS.
EMPLOYEE SIGNATURE fl




