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ID APPLICATION FORM
LasTNAME: DOMWNGRN FirsTNAME: MANIE
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IN CASE OF EMERGENCY
CONTACT PERsON: MARH DR Su DO UNG RN EMERGENCY CONTACT #: 0291213593

ADDRESS: 238 “F, N. BRCRLSO PVE., maMBALING, CEBY oo\ nrionsHip: SISTER

NG

SIGNATURE

OCCUPATION OF CONTACT PERSON: NURSE

BIRTHDATE OF CONTACT PERsoN: 09 [ 24 1199



EDUCATIONAL ATTAINMENT

EDUCATION TYPE: _ COLLE GE GRRDURTE

SCHOOLNAME: _ MISEAM IS UNWERE) T

SCHOOLADDREss; _U2RM13 CAYY , MKRAmMIS  0cCIDENTRY

s
COURSE: B8 PUSINESS ADMIN IsTenrioNioNORs: N /p
MASOR W PUSINESE BCONOMICS

DATE STARTED: 06 Jo) 2014 DATE GRADUATED:  ©%/2% ) 2018
MM/DD/YYYyY MM/DD/YYYY

T

OCCUPATION OF CONTACT PERSON: NURSCE

BIRTHDATE OF CONTACT PERsoN: 0 [ 24 199 |
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) 0! ] 0% }i‘ﬂi‘i
J /

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"): and
2. MRNIE QU DHUNGRN  (the "Receiving Party"),

collectively referred to as the "Parties".
RECITALS

A, The Receiving Party understands that the Disclosing Party has disclosed or may disclose
information relating to the training which to the extent previously, pre sently, 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 Pa rty, the
Receiving Party hereby agrees:

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

1.2.  not todisclose any such Pro prietary Information or any information derived therefrom to
any third person,

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

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

1:5. not to copy or reverse source any such Proprietary Information. The Receiving Party shall

procure that its employees, agents and su b-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 appropriate d, or

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

24,  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.

i 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 i< 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 re presentation 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.

E. 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 Pa rty. 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.

r i 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 Specialis By: MEW EMPLOJEE
Name: Jade Lenizo Mata Name: MPBNIE LU DOFUNGRA

Title: Onboarding Specialist Title: CSR

2%8-F, N. BACALEC NE.,
Address: #35 Salvador Extension abangon Address: MAMBRWN G, Ceow f.nr-{_. Lvdo
Ceby City
Date: Cl ,U?!{ 2014 Date: 9| !U}/iﬁiq
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INSTRUCTIONS:
1. Answer the guestions completély and honestly in the spaces provided,
2. Please PRINT legitaly
3. DO NOT LEAVE ANY SPACE BLANK. Write "n/a”, "not applicable™ or "rona®

HRE-POS-(

[Far HE uss iy} (For MR wae andy] [Far HA use paly)
: EMPLOYEE NUMBER DATE HIRED DEPARTMENT
4584 61 JoaJ2024 |

PART 2

LAST NAME:

fiasst Information & Cont act Dot ails

hHuUﬁ-Hﬂ FIRST NAME NFpIE |MIﬂDtEN.ﬂ.ME: J.,u
MPpNiE | MOTHER'S FULL MAIDEN NAME MARY AN PNTERD  CU

CURRENT ADDRESS (House # / Loth | Block 1/ Street, Barangay, Municipality / City, Province, Zip Code)

238-F, N, pACALD PE., MAMBALING, (EBU i, vwo

NICKNAME:

PROVINCIAL ADDRESS [House i / Loté ! Block # / Street. Barg ngay, Municipality { City, Provines, Zip Cada)
L3C-F, N. BRCPLIS AVE., MAMBR L G, CBAU €1t booo

Land Phane N, I Mobile Mo quﬁgﬁiH 22 | Mokbile No T
555 Na, - PAG-TEIG N PHILHEALTH Np TIN _ =
06 -H2410r 34 12124 34 1 494 ,' - 20149153 -Y | aGr- 109 - 299 - 0po
B - ] 1 ' - | T ==

ammmrsﬂ Iflﬁ‘fl‘i’fﬂ ;nlr;fmﬁtitrmnn | GENDER MRVE | BLOOD TYiE

MARITAL STATLS NAME OF SPOUSE (Married) il | Email Addressis] =
ingle " o

ﬁi::a,w Separated |manl:,«fdc-runc}nn@gmml. Cem

[ ) Married SPOUSE TIN |

I | Widow Widower |

Are you refated by kinghip or Mmamage up to the 3™ degree 1o any current emploges of Play?
|1 Yes [ A No  If YES, give NAME snd RELATIONSHEP

Familly Background

| NAME OF SPOUSE |If mafried) SPOUSE 'S EMPPLOYER ’ SPOUSE'S DATE OF BIR'I'I'I_
i .
NO. OF | I [ BiRTH oRDER I
auuam!n;s | | | MO. oF sisTER/s [ \ | No. oF cHLoREN ) N el
NAME OF CHILDREN (If any) DATE OF BiRTH NAME OF SIBLINGS g oo

MRRUEL €U oo undGarn) 02| )8 - einep

AL D R U Gep A4 ) - sinone
| FATHER'S NAME I n;f;:; | occusarion | MOTHER'S NAME |! ”:':r:F . occuPATION
L O puNann 06 /oif6l FRRMER  [mwed miy . coren p o) [U1feq RET. NUEFE

¥

PART 4 Emergency Contact {List ot least 2 Contart

CONTACT PERSON : FtEuTIOH'SH!FTﬂ EMPLOYEEE
{Last, First) CONTALT PHONE NO, E‘EP“W” i
i T e BESPANEE Rk | JIFTEX
H§‘ Y Pofun & | 0406 b3k TogT | mQ71HEL

Moritage - 36th Fiooe Ona bage T , Archblshop Reyes Ave, Ceby Gy [7 MSY- 19 Floor MEY Tawsr Desrsde e oo d m oo
Pliimirne = Mo b e b o g o e LN Ha



Educational Attainme nt

i DATES ATTENDED GRADUATE

i i VIPGLo EvEmENTARY Whoy |0y /200y - o3 /20y e

SECONDARY EDUCATION T, FERELRG wT UF Tume ' - ' =N Bl
L ool FEL, 06/210 ~ 0330y “ES
Course:

VOCATIONAL

& NON-DEGREE COURSES

— Degree/Course: B B INELT HM|MI i

¥ EDUICATION ! - Ok |

MRS W IVER 1T DL/NH U'EE; it ¢ d
Degrea: |

POSTGRADUATE & GRADUATE

STUDIES Degree:
Degrees: ‘

PART &

EMPLOYER"S NAME

(Frovm most recent and for

Employment History

all positions held)

{.D{TH [-‘I.Il-rﬁf ADDRESS & TEL. NO), I'nb‘f
ETME k&8 ATTENDANT SALARY o [ PERIOD COVERED (mmyyr)
I TR ILE E P10, 0w |uwf£ﬁcit:_ o» [ 2023
SUPERVISOR'S NAME i SUPERVISOR'S TITLE | EMPLOVEES sUPERVISED. [
HERVITD P WENGAC f¢. PUFFET  qUfEfvidoe | {if apphicable)
REASON FOR LEAVING END  of Lo TRACT
-.EMFLD\'ER'E MAME CONCE NTR 1y | ADDRESS & TEL MO CEBY ATy
JOR TITLE SALARY PERIOD COVERED {mmyyr)
L i FROM Ta
ROVISTR 3, TeUhiicAy furrogT P23, ro0 o 255", o1 [2022
SUPERVISOR'S NAME SUPERVISON'S TITLE | EMPLOYEES suPERVISED ]
EWIL JAMEL CELWIR TERM \rpoEe | (¥ appiicable)

REASON FOR LEAVING

NEW

OF POETUN 11

EMPLOYER'S NAME

| anoREss & TEL N

OB TITLE SALARY | PERIOD COVERED {mmyyr)
FROM T
SUPERVISOR'S NAME SUPERVISOR'S TITLE | EMPLOVEES SUPERVISED
| ﬁ|l apghicable)

REASON FOR LEAYING

EMPLOYER'S NAME | ADDRESS & TEL MO,
! I R ]
108 TITLE | SALARY | PERIOD COVERED [mm/yr)
FROM o
. |
SUPERVISOR'S NAME SUPERVISOR'S TITLE | EMPLOYEES SUPERVISED

REASGN FOR LEAVING

(#f applicabie)

EMPLOYER'S NAME

| ADORESS & TEL NO

IGB TITLE

| SALARY

PERIOD COVERED (rmm,yr]

FROM T

[ SUPERVISOR'S NAME

| surERvISOR'S TITLE

EMPLOYEES SUPERVISED
[if applscabie)

REASON FOR LEAVING

Mantage - 16th Floor One Maontage Tower,

Bisiness P Cade Py #0AH

Archbeshop

& mmam o -

Rayes Ava, Cebu City (1 MSY-

T1th Floor MEY Tower Bearacarns Bhamd foi.




Please onswer the following ftema:

Are you a member of any indigenous group? O ¥Es £ mo if yes, please specify: |
D you identify as differentiy-abled? O YES [ NO if yes, phease spacify: dI
Are you a solo parent? | O ¥es | @ wNO if yes, plaase specify; |

Character References
ndiiress, and teiephare numbers of three (3] persans wha kngw you ather thav thoce wou hove worked with

NAME ADDRESS TEL NO.
VLT ELUEM{'%‘ Ji, LEJTE mn{!%mlll._ﬁ_ &L
2 FW JRmEST B Lﬁ;bu cid 04716 309¥ LG

3 WAUFE N T mpp i Al Ciry AN Lodg

Give nome,

-

PART 9 Other Qualifications
dob-reigted training courses (ghve ttle ang yedr), Jot-reloted skilly (other ngunges, computer and infarmation technology, tools, mochines, stc. ) dolr-
refated certificotes and fcenses fcurrent anly), Job-related owards and special accomgiishments (pubfeations, membershios in professional ar hanar
docieties, leadership activities, pubic speaking, and performance awards), Give dotes ond seid documents

- DATE fmmy/yew) DESCRIPTION / TITLE _

ADDITIONAL IDENTIFICATION

TYPE { CONTROL NO. o |SSLIE DATE EXPIRY DATE
| PASSPORT DETAILS ?qtru'fqa'r I [Tovq ] ll_h.‘rr{ %F!

| VISA DETAILS (if applicable) ]

DRIVER'S LICENSE

OTHER GOV'T. ISSUED IDs: (For

example: 555, TIN, SOLO PARENT
Iy, PRC, ACR, #ic. )

MILITARY [ GOVT, / CIVIL T

SERVICES (If any)
[ Have you ever been formally eharged of an [T ves If “Yes™, please give details:
administrative / civil/criminal offensa? | ANe
Have you ever been convicted of an [ ] ves If “¥es”, please give details: H|
administrative / civil/criminal offense? [T Ho
|- |
CERTIFICATION

| CERTIFY that, to the best of my knowledge and belied, all the information en an sttached to this document i true, codrect, completa and made in good
faith, | UNDERSTAND that falsg'r fraudufent information an or attached to this application may be grounds for not hirlng me ar terminate my
employmant from Fioy, | UN that any information | Aove migy Be Mreritigated

M E

Ve i _olfoaf2ely
Signilure of Emplayes Date Signed

Momage - 16th Flaor One Mortags Tower, Archbishap Reyas Ave, Cabu City || MSY- 17 Floge MSY Towsr Peasradoms Bnad Cabag

Biuglnesss Dardk Mab. Mo SRmm o & s &
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, _MANIE  Ju DN Gy hereby autharize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal histary record information which may be in any state or local files,
including those maintained by bath public and private organizations, and all public recards, for the
purpose of confirming the information contained on my application and/or obtaining other
infarmation which may be material to my gualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent.

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

I release Iploy Inc., its employees, designated representatives, agents, officers and trustees from

any and all claims of liability or damage due to either the procurement or the true and accurate
disclosure of such records or information.

Applicant Name: __ MANIE €U DA W GAN

Present Address: 23 Fs N. PACALD INVE., MAMBAVIN G , ey o

Social Security Numbgry 0l ~Y 24100 30 Date of Birth: U?‘lﬂ‘ laq%

Signature: A

Date: 01 J0b[20)




Bohol Avenue, Cebu Business Park sMiang Bhithams WPTE
Cebu City 6000

iPloy Incorporated .
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SIGN-ON BONUS POLICY

Policy:

The purpose of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus. The sign-on bonus is a
non-recurring and non-accumulating sum of money that is paid to an employee as gratitude
for joining the Company. The sign-on bonus is subject to taxes,

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

& A regular employee

® No resignation submitted before the releasing date of the sign-on bonus

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

® Must be an active employee on the release date of the sign-on bhonus.

Releasing of Sign-On Bonus:
® The first release (50%) of the sign-on bonus will be on the 15" day of the succeeding
month of the first anniversary date of the employee.
® The second release (50%) of the sign-on bonus will be on the 15" day of the

succeeding month of the second anniversary date of the employee.

Note: Any reschedule after January 31, 2024 will forfeit the 50k sign-on bonus but will
continue to enjoy the 25k sign-on bonus.

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

I hereby acknowledge that | have read, understand, and agree to the terms and conditions of
the (50K) sigpyon bonus policy.

MENIE “Tu DofuNGaw ’m,ft}!:fﬂq
Signature Over Printed Name/Datep
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revision No 01
Effective Date tlune 13. 2022

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

MiniE DN G a:}oﬁ/ﬂq
Employee Name and Signature 7 Date

Qﬂﬁ/mnm ol [os 24

Dnhuardh\& Specialist Name and Signature Date

Noted:




iPloy Gift Policy

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

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

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

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

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

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

Employee Acknowledgement

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

Name: M fm | E FC&) ﬁl.HhMGth]

-

Signature; i ﬁv‘ Date; U l UE:I ?q
L— J D I i




iPloy Social Media Policy

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

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

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

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

* Publishing any confidential or business-sensitive infermation about iPloy;

= Publishing material that might reasonably be expected to have the effect of damaging the
reputation or professional standing of the company.

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

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

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



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

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

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

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

s Once in the public domain, content cannot be retracted. Therefore, always take time to review
your content in an objective manner before uploading. Ifin 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 cut and correct it quickly. You may factually point
out misrepresentations, but do not create an argument.

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

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

= Always remember an-line content is never completely private;

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

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



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

Specific Managerial Responsibilities

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

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mall and confidentiality policies may lead to disciplinary action, up to and including dismissal.

This policy is not exhaustive. In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet is always appropriate and consistent with your
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
c. 37 Instance- Dismissal

Employee Acknowledgement

| have read, understand and agree to comply with the foregoing policies, rules and conditions governing
the use of all property of iPloy and all work and conduct completed on or with the assistance of iPloy
property. Further, | agree to abide by the Social 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:

MANIE '-S'_‘l.l Doy uNG RN

Signature; /...-""’ : Date: o ! u'-"}/ 2"I!

0
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Cahas Tl SODO
Date : February 22, 2018
To + ALL EMPLOYEES CONCERNED
From - Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1, OBIECTIVE

1.1. In confarmity with Republic Act No. 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIV/AIDS as an international
pandemic prablem, this company policy is hereby issued for the information
and guidance of the employees in the diagnosis, treatment and prevention of
HIV/AIDS in the workplace.

1.2. This policy is also aimed at addressing the stigma attached to HIV/AIDS and
ansures that the workers’ right against discrimination and confidentiality I=
maintained

2. COVERAGE

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

3, IMPLEMENTING STRUCTURE

3.1. iploy Inc. HIV/AIDS Program shall be managed by its heaith and safety
committee consists of representatives from the different divisions and
departments

4. POLICY STATEMENT
4.1. BASIC INFORMATION ON HIV/AIDS
4.1.1 What {s HIV/AIDS?

4111 It s a disease caused by a virus called HIV (Human
immunodeficiency Virus) This virus slowly weakens 3 person’s
ability to fight off other diseases by attaching itself to and
destroying important cells that control and support the human
immune system

4172 How HIV/AIDS is transmitted ¥

4121  Unprotected sex with an HIV infected person;
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4.1.2.2. From an infected mother to her child (during pregnancy, at
birth through breast feeding);

4.1.23.  Intravenous drug use with contaminated needles,
4.1.24. Transfusion with infected blood and blood products; and

4125  Unsafe, unprotected contact with infected blood and bleeding
wounds of an infected person.

4.13. Is there a cure?

4.13.1. No. However, there are antiretroviral drug combinations that
are avallable when properly used, résult in prolonged survival of
people with HIV. 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-AIDS Education.
5111  Who will conduct?
The Medical Chinic of Iploy Inc._in coordination with the Health and
safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also farm part of the orientation of newly hired
employees, The standardized information package developed by the

Department of Labor and Employment (DOLE) may be used for this
purpose.

51.1.2 How will it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of 1EC materials, lectures, counselling and training and
information on adherence to standard or universal precautions in the
workplace

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

5.1.2.1. Screening for HIV as a prerequisite 10 employment is not
mandatory

5122 The caompany shall encourage positive health seeking behavior
through Voluntary Counseling and Testing,
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5123 The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers. Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company's medical clinic staff,

5124  The company shall likewise facilitate access to livelihood
assistance for the affected employee and his/her families, being
offerad by other government agencies.

6. SOCIAL POLICY
6.1. Nan-discriminatory Policy and Practices

6.1.1. Discrimination in any form from pre-employment to post
employment, including hiring. promotion ar assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited.

5.1.2. Workplace management of sick employees shall not differ from that af
any other iliness,

£.1.3. Discriminatory act done by an officer or an employee against their
co-officer or co-employee shall likewise be penalized.

6.2. Confidentiality/Mon-Disclasure Policy

6.2.1. Access to personal data relating to a woarker's HIV status shall be
bound by the rules of confidentiality consistent with pravisions of R.A
B504 and the ILO Code of Practice

6.2.2. lob applicants and workers shall not be compelled to disclose thesr
HIV/AIDS status and other related medical information,

6.2.3. Co-employees shall not be obliged to reveal any personal information
relating to the HIV/AIDS status of fellow warkers.

6.3, Work-Accommuodation and Arrangement

63.1 The company shall take measures to reasonably accommaodate
employees with AIDS related llinesses.

§3.2. Agreements made between the company and employee’s
representatives shall reflect measures that will support workers with
HIV/AIDS through flexiple leave arrangements, rescheduling of working
time and arrangement for return to work.
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer’s Responsibilities

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/AIDS.

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

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

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

7.1.5. The Company, through its Human Resources Department, shall see to
it that their company policy and program is adequately funded and made
known to all employees,

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

7.2. Employees’ Responsibilities

7.2.1. The employee™s organization shall undertake an active role in
educating and training their members on HIV prevention and control.
Promote and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factars that expose workers to increased risk
af HIV infection.

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

7.2.3. Employees and their organization shall not have access to personnel
data relating to a worker's HIV status.

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

8.1. The Safety and Health Committee or its counterpart shall periodically monitar
and evaluate the implementation of this Policy and Program.

9, EFFECTIVITY

9.1, This Policy shall take place effective immediately and shall be made known to
every emplayee.

i Qh
Prepared by: Jo Hg%%\#} lecio

Human Resources

Reviewed by:

Di(er.mr of Do#rations
. |

Approved by: Yisroel Y. Gissinger
CEQ
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Date : January 1, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Subject - WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (T B) PREVENTION
AND CONTROL
1. OBIECTIVE

1.1.To assist the government in its campaign against Tuberculosis (TB) in compliance
with the Department of Labor and Employment’s Department Order No. 73-05,
saries of 2005 - Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control in the Warkplace.

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

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

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration to work of employees who contract
this disease. To achieve this goal, all @ 5 are strictly mandated to undergo
an annual physical examination with the requisite chest x-ray.

3,2 Also, in line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency {occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Shart Course (DOTS), and control and management of TB in the
workplace. This shall be handled by the Office of Health Services {Infirrmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider,

3.3.The DOTS is a comprehensive strategy to control TH, and is composed of five
companents, which are:

3.3.1. Political will or commitment to enduring sustained and quality TB
treatment and cantrol activities,

3.3.2. Case detection by sputum-smear mICroscoOpy among symptomatic
patients.



L]
Wiy Incarparated
LEh Fiiee 5T Eowers A
Pescadarns, oad Crbu Susness Fa, ]

b City D00

3.3.3. Standard short-course chemotherapy using regimens of 6 to 8 months for
all confirmed active TB cases (L.e, smear positive or those validated by the
TB Diagnostic Committee). Complete drug taking through direct
abservation by a designated treatment partner, during the whole course of
the treatment regimen;

334, A regular, uninterrupted supply of all anti-tuberculosis drugs and other
maternals;

335 A standard recording and reporting system that allows assessment of case
finding and treatment outcomes 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 responses against TB infection, i.e, information on good nutrition,
adeguate rest, avoidance of tobacco and alcohol, 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 and complete performance overall.

3.5.Improving workplace conditions:

351  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 adeguate sanitary facillties for workers,

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

3 6.Capability bullding on TB awareness raising and training on TB case Fin ding; Case
Holding, Reporting and Recarding of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational gafety and health
committes,

3.7.Sccial Policies:

371, Non-discrimination: Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adequate
diagniosis 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
<hall be restored to work as soon as their (liness is controlled.

372, Work Accommodation: Through agreements made between the
management and the employees, work accommodation measures 1o
support employees with TB s encouraged through flexible |eave
arrangements, rescheduling of working times, and arrangements for return
to wark,
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3.7.3. Restoration to Work: The employee may be allowed to return to wark
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider.

3.8. Employee Responsibility:

381 Employees who have symptoms of T8 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 mask {especially while inside the office) and observe good
hygiene practices, at least until declared by a competent medical
practitioner 1o be safe from transmission,

3812  Similarly, for those at risk, | e., those with family members with T8
of those exposad to a co-employee with TB, it would be prudent to
observe the same good hygiene practices until declared free from the
disease and safe from transmission.

382 Once diagnosed to be with TB, employees shal immediately seex
treatment either through the Department of Health's DOTS or a private
physician of the employee’s choice. However, it |s imperative that the ohe
strictly adheres to the course of treatment. Failling to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the fallure of treatment, which may make it harder to treat the infection and
result in a longer absence

3821  An absence from work due to medical reasons of over six [6]
months may result in the termination of one's employment as
provided for by the Labar 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 dirécted to secure a
chast x-ray at an accredited clinic by his/her respective Infirmary,/Health
Services.

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

3.10. aAn employee afflicted with TB, who has voluntarily undergans the
treatment and rehabilitation program (DOTS) prescribed, and who is finally
declared to be in a non-communicable stage, may be allowed back to wiork
subject to being given a medical clearance by a Company designated physician.

311 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 medical check-up and/or treatment), may be subject to
disciplinary action proceedings for insubordination (the penaity of which may
range up ta the termination of one's employment).

4. PROCEDURE

4.1.The respective Health Services of the Company (and/or the contracied Health
Services Provider) shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and technical assistance in the
implementation of the Workplace TB Control and Management Program,

4.7 An employee who undergoes the Annual Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded to comparny clinic/HRD.
Employees who fail to undergo the requisite annual chest x-ray shall be directed
to secure one at an accredited clinic or by his/her preferred Infirmary/Health
Services. -

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

4,2.2. The employee shall then coordinate with company clinic/HRD and his/her
respective Infirmary/Health Services for the next steps.

4.3.An employee who s suspected to be afficted with TB, whether as a direct suspect
of by contact tracing, shall cooperate fully with his/her respective
Infirmary/Health Services {and/or the comracted Health Services prowder) If
the employee tests positive for TB, the employee shall undergo the DOTS
program to its cormnpletion,

4.4.1f the employee needs ta undergo a leave of absence to recuperate, he/she will
be allowed to use the appropriate leave before hefshe may request to be
permitted to go on a Leave of Absence without Pay (LOAJ.

441 The employee shall observe the requisite procedure In applying for a
leave,

442 The Unit concerned shall ensure that the requisite procedures are
observed by the employee and that the company clinic is duly informed.

4.5 An employee may be allowed to go on a medical leave of absence (without pay)
for @ maximum period af six (6) months. The concerned emplioyee shall submit
an application for a leave of absence before going on leave. Said leave
application shall be subject to approval at the sole discretion of the Company
Management.

451 The same procedures under 4 2.1 1o 4.2.2 shall be observed.
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4 & After treatment, with 3 maximum period of six (6] months on leave (without pay),
an employee found to be cured or in 8 non-communicable stage of TB may be
allowed back to work, provided that the employee's health shall continue to be
monitored during the annual physical examination with the requisite chest x-ray
of as may be deemed necessary by the Unit Health Sernices {Infirmary) or
contracted Health Services provider,

4.7 The employee returning to work shall be required by the Management to secure
a medical clearance from a medical doctor chosen by the Company before being
allowed to return 1o work

4.8 The HRD will initiate disciplinary proceedings against any empioyee found to have
discontinued treatment in deflance of medical advice, or who refuses to undergo
the full treatment course prescribed, Likewise, employees who are ordered to
undergo a check-up due to contact tracing but refuse 1o do so will alsa face
disciplinary action proceedings. In both cases, the maximum sanction applicable
for insubordination will be the termination of one’s employment, (f it s deemed
warranted

5. IMPLEMENTATION AND MONITORING

5.1 The Safety and Health Committee or its counterpart shall periodically monitor and
evaluate the implementation of this Policy and Frogram,

6. EFFECTIVITY

6.1.This Policy shall take place effective immediately and shall be made known 1o
avery employes

l m
Prapared by lo Hanna R lecic
Hurman Resgurces

Approved by: Yisroel ¥ 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

21

OBIECTIVE

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

1.2. The company promates and ensures a healthy environment through its various
health programs 1o safeguard it5 employees. And as part of the company's
compliance to DOLE Department Advisory No. 05, Series of 2010 (Guidelines for
the Implementation of a Workplace Policy and Program on Hepatitis B), this
Program has been developed. This program is aimed 10 address the stigma
attached to hepatitls B and to ensure that the empioyees rght against
discrimination and confidentiality |s maintained.

1.3.This guideline is farmulated for everybody's information and reference for the
diagniosis, treatment, and prevention of Hepatitie 8. This will inform the
emplaoyees of their rale as well as the company in dealing with Hepatitis B A
healthy envirenment encompasses a good working relationship and great output
for continuous business growth.
COVERAGE
2.1.This Program shall apply to all employees regardiess of their employment status.
POLICY STATEMENT
3.1 Implementing Structure
1.1.1. Iploy Inc. Hepatitis B workplace policy and program shall be managed by
its health and safety committee, Each division or department of the
Comparny shall be duly represented.

3.2.Guidelinas

3.2.1 Education

3211 Hepatitis B shall be conducted through distribution and posting of
IEC materials and counselling and/ or lectures; and



L]
e &) iPloy
LIRS Flood WY Tavew 4
ey

Pescadores Bosd b Busipeu S
e Oy SO0

32.1.2. Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close coordination with the health and safety commities.

3.2.2. Prevantive Strategies

3221 All employees are encouraged to be immunized against Hepatitis
B after securing clearance from their physician

3222, Workplace sanitation and proper waste management and disposal
shall be monitored by the health and safety committee on 3 regular
basis.

3223 Personal protective eguipment shall be made avallable at all times
far all employees, and

3224 Employees will be given training and information on adherence to
standards or universal precautions in the workplace.

4. SOCIAL POLICY
41.1.1. Non-discriminatory Policy and Practices

4.1.11.1. There shall be no discrimination of any form against
ermployees on the basis of their Hepatitis B status consistent with
the nternational agreements on non-discrimination ratified by
the Philippines (ILO C111). Employees shall not be discriminated
against, from pre te post employment, including hiring.
promotion, or assignment because of thelr hepatitis B status.

41112 Workplace management of sick employees shall not differ
from that of any ather iliness. Persons with Hepatitis B related
iIInesses may work far s long as they are medically fit to work.

4.11.2. Confidentality

41121 job applicants and employees shall not be compelied 1o
disclose their Hepatitis B status and other related medical
information, Co-emplovees shall hot be obliged to reveal any
personal information about their fellow employees Access 1o
persanal data relating to employee’s Hepatitis B status shall be
bound by the rules on confidentiality and shall be strictly limited
to medical personnel or if legally required.

4113 Work-Accommodation and Arrangemant
4.1.1.31%. The compsny shall take measures to reasonably

accommodate employees who are Hepatitis B positive or with
Hepatitis B - related ilinesses.
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41132 Through agreerments made between management and
employees’ representative, measures (0 support employees with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
return to work,

4114,  Screening, Diagnesis, Treatment and Referral to Health Care
Services

41141 The company shall establish a referral system and provide
access to diagnostic and treatment services for its employees for
appropriate medical evaluation/ monitoring and management.

41142 Adherence to the guidelines for healthcare providers on
the evaluation of Hepatitis B positive employees s highly
encouraged.

41143 screening for Hepatitis B as a prerequisite to employment
shall not be mandatory,

4115 Compensation

41.1.5.1. The company shall provide access to Secial Security
System and Employees Compensation benefits under PD 626 to
an employee contracted with Hepatitis B infection in the
performance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5.1.1.1. Employer's Responsibllities

51111, Management, together with employees' organizations,
company focal personnel for human resources, and safety and
health personnel shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatitis 8.

51.1.1.2: The Health and Safety Committee shall ensure that their
company polcy and program is adequately funded and made
knpwn 1o all employees,

531113, The Human Resources Department shall ensure that their
policy and program adnere to existing legislations and guidelines,
including provisions on leaves, benefits and insurance.

5.1.1.1.4. Management shall provide information, education and
trainingon  Hepatitis B for its workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; If not available within the estaolishment, then
provide access ta information.
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51115, The company shall ensure non-discriminatory practices in
the warkplace
5.1.1.1.6: The management together with the company focal

persannel for human resources and safety and health shall
provide approptiate personal protective equipment to prevent
Hepatitis B exposure, especially for employees exposed to
potentially contaminated blood or body fluid.

s.111.% The Health and Safety Committee, together with the
employees’ organizations shall jointly review the policy and
program for effectiveness and continue to improve these Dy
networking with government and organizations promoting
Hepatitis B prevention.

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

51119 The human resources shall ensure that access to medical
records is limited to autharized personnel,

51.1.2. Employees Responsibilities

51121 The employees organization is required to undertake an

active role in educating and training their mambers on Hepatitis

B prevention and control The IEC program must also alm at

promoting and practicing a healthy lifestyle with emphasis an

avoiding high risk behavior and other nsk factors that

expose employees to increased risk of Hepatitis B

infection, consistent with the standardized basic information
package developed by the Hepatitis B TWG.

511232 Employees shall practice non-discriminatory acts against
co-empltyees on the ground of Hepatitis B status.

5.11.23. Employees and their arganizations shall not have access to
personnel data relating to an employee's Hepatitis B status, The
rules of confidentiality shall apply in carrying out union and
organization functions.

51124 Employees shall comply with the universal precaution and
the preventive measures.

51125 Employees with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis 8 status,
that i5, if their work activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive at risk
for aggravation.
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6. IMPLEMENTATION AND MONITORING
6.1 Within the establishment, the implementation of the policy and program shall be
monitored and evaluated periodically. The safety and health commitiee or its
counterpart shall be tasked for this purpose

7. EFFECTIVITY

7.1.This Policy shall take place effective immediately and shall be made known 10
gvery gemployee.

calE
Prepared by lo Haftmg R, Melecio
Humarf Resources

Approved by: Yisroel Y. Gissinger
CEC
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Date  January 1, 2018
To + ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBJECTIVE

e o

L&

In compliance with Article V of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules’
and Regulations and DOLE Department Order No. 53.03, senes of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private sector), Iploy Inc. hereby adopts the following
palicies and programs to achieve a drug-free workplace,

Company policy (s 1o maintain a workplace free of illegal drugs. To ensure
that the cbjectives of the company's carporate policy are met, the company
is Implementing this drug-free program. The program will have the following
alements:

2. COVERAGE

2.1

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

3. POLICY STATEMENT

3.1

32

33,

34

The use, passession, solicitation for, or saie of dangerous drugs on company
premises or while performing an assignment.

Being impaired or under the influence of dangerous drugs away from the
company, if such impairment or influence adversely affects the employee's
work performance, the safety of the employee or of others, or puts at risk
the company's reputation,

Pocsession, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such activity or involvement adversely affects the
emplovee's work performance. the safety of the employee or of others, or
puts at risk the company's reputation.

The presence of any detectable amount of dangerous drugs in the
employee’s system while at work, while on the premises of the company, of
while on company business. "Dangerous Drugs” include those listed in the
Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of RA 8165,

4, MANDATORY DRUG TEST

4.1. To ensure that only those qualified shall be screened and recruited to prevent
the detrimental effects le.g lower productivity, poor decision making,
increased occidents; mare compensation claims; and reduced team effort)
which drug use and abuse may causé in the workplace, the conduct of
mandatory drug test shall be reguired for pre-employment.

4.2 lploy Inc. designates company 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 conduct drug testing under any of the following
circumstances:

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

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

4.3.3. POST-ACCIDENT TESTING: Any officer/employee involved ina "Near-
Miss” incident or “Work Accident” under circumstances that suggest
passible use or influence of drugs may be asked to submit to a drug test
As defined herein, "Near-Miss” means an incident ansing from or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage to the employer had it not been
curtailed. “Work Accident” refers 1o unplanned or unexpected
occurrence that may or may not resull in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment.

4.3.4. Al 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 and the confirmatory test which will confirm a positive
screening test. Where the confirmatory test turns positive, the
company’s Assessment Team shall evaluate the results and determine
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the level of care and administrative interventions that can be extended
to the concerned employee

435 lploy 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 testing shall be borne by iploy Inc.

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1

5.

5.3.

54.

6.1

6.2.

. An officer/employee who, for the first time, is found positive of drug use,

shall be referred for treatment and/or rehabilitation in a DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may choose from.

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

All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged ta his account. The peried during which the
employee s under treatment or rehabilitation shall be considered as
authorized leaves

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

ADVOCACY, EDUCATION AND TRAINING

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

all officers and employees are required to undergo an prientation/education

program before assumption of their respective dutles. The program shall
inciude the following topics:

£.2.1, Salient features of R.A. 9165;

627 Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community;
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6.2.3. Préventive measures against drug abuse; and

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

6.3. Ta encourage all officers and employees 1o lead a heaithy lifestyle while at

work and at home, Iplay Inc. undertakes to conduct the following activities as
often as possible:

6.3.1 Lifestyle assessment programs on health nutrition, weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of nsk diseases,

6.3.2. Health wellness screenings (e.g. blood pressure and heart rate,
cholesterol test, blood glucose, etc ),

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

634 Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

P |

T2

[

iploy Inc. shall ensure that the workplace policies and programs on the
prevention and control of dangerous drugs, Including drug testing, shall be
disseminated to all officers and employees. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them

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

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

8. CONSEQUENCES OF POLICY VIOLATIONS

g1

82

Any officer or employee who uses, possesses, distributes, sells or attempts 1o
sall, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article It of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
Act, .

Any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 9165.
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9. IMPLEMENTATION AND MONITORING
9.1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
warkplace. For this purpose, an Assessment Team shall be constituted in
accordance with 2.0 53-03
10. EFFECTIVITY

10.1. This Palicy shall take place effective immediately and shail be made
known to every employee.

11. ATTACHEMENT

111, Drug-Free Workplace Policy and Program Acknowledgement

.-M%k A
Prepared by: lo Hq‘ ; .:$Iehecic

Human Resources

Reviewed by: Alfrédo P arillo Ir.

Dire&v,\cir of Operations
s

Approved by: Yisroel Y. Gissinger
CEO
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Dirug-Free Workplace Program Acknowledgement

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

| also understand that during my employment | may be required to submit to testing for
the presence of drugs or aleohol in my body. | understand that submission to such testing
15 a condition of employment with [Company|, and disciplinary action up to and including
termination may result if:

1) | refuse to consent to testing.

2) | refuse to execute all forms of consent and release of liability that are usually ‘and
reasonably assoclated with such examinations

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

4) The tests establish a violation of [Company]'s Drug-Free Warkplace Policy,

5 | otherwise viclate the policy,

| also recognize that the Drug-Free Workplace Policy and related documents are not
intended to constitute a contract between Iploy Inc. and me.

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

SIGNATLURE DATE

WITNESS DATE
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Date : January 1, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1

OBIECTIVE

1.1. The following policies and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases.

COVERAGE

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

POLICY STATEMENT

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

3.2. Sexual harassment refers to behavior that is not welcome, that is personally
offensive, debilitates morale and, therefore, interferes with work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
oriented conduct which |15 offensive or objectionable to the recipiéent,
including, but not limited to. epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

3.3 Iploy Inc. will not tolerate any behavior that amounts to sexual harassment
and any officer or employee found to have committed sexual harassment
shall be subjected 10 disciplinary action, up to and including dismissal.

3 4. DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA. 7877 It provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having autharity,
influence or moral ascendancy over another in a work environment, demands,
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requires or otherwise requires 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 employment environment, sexual harassment 14
committed when

14.1. The sexual favor is made as a condition in the hiring or in the
employment, re-employment, or continued employment of said
individual, or in granting said individual favorable compensation, terms of
conditions, promations, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would disciminate, deprive or diminish employment
opportunities or otherwise adversely affect said employee;

34,2, the above acts would Impair the employees' rights or privileges under
existing labor laws; or

34,3 the above acts would result in an intimidating, hostile, or offensive
environment for the employee.

35  WHERE SEXUAL HARASSMENT IS COMMITED

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

3.51. In oroutside the office building or training site;

3.5.2. atoffice or training-related social functions;

353 |n the course of work assignments outside the office;

3.54. at work-related conferences, studies or training sessions, ar
3.5.5. during work related travel,

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

3.6.1. Overt sexual advances,

36.2. Unwelcome or improper gestures of affection;

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

3.6.4 Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
victim,
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3.7. WHAT 15 NOT SEXUAL HARASSMENT

38

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature, It refers to behavior that is not welcome, that s
personally offensive, that debilitates morale, and that, therefore, interferes
with work effectiveness

EMPLOYER'S RESPONSIBILITY

iploy Inc. undertakes to provide its officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in iploy inc. Sexual harassment is specifically
prohibited as unlawful and as a viofation of company policy. The company I5
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

4.1. COMPLAINT PROCEDURE

4.1.1. Any officer or employee, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation, They may also report
acts of sexual harassment to any other member of iploy Inc.
management or ownership, All allegations of sexual harassment will be
quickly investigated To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation 5 completed, all parties will be informed of the
putcame of the investigation.

412, A Committee on Decorum and Investigation shall be constituted and
<hall be composed of the management and the employees
representative to receive 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 and implement programs to increase understanding
and awareness about sexual harassment.

4.2 RETALIATION

4.2.1. Iploy Inc. will permit no employment-based retaliation against anyone
who brings a complaint 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

& iPloy

43.1. All officers and employees of Ipioy Inc. shall receive a copy of the
company’s sexual harassment policy upon assumption of their respective
offices. If at any time an officer of employee would like anather copy of
the policy, please contact the Office of the Committee on Decorum, If
iploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or

miodified palicy

5. CONFIDENTIALITY

5.1 At the commencement of the investigation procedure at the Commitiee,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence. It is the intention of Iploy Inc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the Investigation process
confidential at all times, even after the conclusion of the investigation proper

6. EFFECTIVITY

6.1. This Policy shall take place effective immediately and shall be made known to

every employee.

A

| Y

Prepared by: lo Hanna B, Melacio
Human Respurces

Reviewed by AlfredoP. Eamaritlo Jr.
Direct f Dperations

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

HARRASMENT POLICY
Name Position in Establishment
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoli CSR - Phone

Submitted by:

LY. Gi r
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DATE : April 3, 2018

(=] , ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT
THRU : OPERATIONS MANAGEMENT
SUBIECT : MEMO: RESTROOM GUIDELINES

Iploy Inc. provides unisex restrooms available so that employees can use therm when they need
to do so. One is located inside the operation floor and second is in the hallway outside the
operation floor. However, those who are uncomfortable, has issue with the unisex restroom,
we have a separate single, private restroom available for use.

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

Furthermare, it |5 essential that all emplovees should comply and observe the restroom
ebiguette:

»  Knock If the cubicle appears to be occupled, Don't peek under the doors
Lock the cubicle door whan you enter

s Stand close enough to the pan or urinal 50 you don't wet the seat, walls or
floar

# Flush the toitet after use and wipe off the toilet seat for the next user

s Paper towels go in the trash can, not on the floor or in the toilet bowl
Wash your hands to prevent the spread of colds and the flu

o Please use water and paper lowels conservatively

“.{% ﬂ;'iuﬂ&nﬂ f 4'“‘/ o ]‘“’?‘I

For your information and guidance
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February 27, 2018

To - ALL EMPLOYLES

FROM : HUMAN RESOURCES DEPARTMENT
THRU : OPERATIONS MANAGER

SUBJECT

: OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

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

To ensure effective implementation and monitoring of office security

1. Employees are required to log in and log out using the biometric and the RF 1D, even
if the door is open

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

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

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

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

G.

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

7. No tailgating

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

9. Noemployees are allowed to stay 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 conduct and discipline.

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

For guidance and strict compliance.

'E:ff.‘.“- \

Noted by: Neve L l:.HHHN{ﬂﬁN/NIGLIE.qu

=
Alfredo Camarillo Jr.
Dirb.cinr o rations
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DATE ; November 17, 2021
TO g ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT : LOCKER POLICY

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

Please see list of rules provided below for your reference.

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

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

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

s NO transferring of lockers. Transferring of lockers is subject to app roval,

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

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

s The company will not be liable for the loss or damage to any personal belongings left upattended
and that includes, sharing of lockers, lockers without padlocks, placed on top of the lockers, ete.

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

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

« Autherization to Forced Open a Locker, the request must be submitted via email to hr@iploy.com
and must wait for the approval,

+ NO LOITERING inside the locker room

* Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on November 22, 2021.

Failure to comply will be dealt accordingly,

Prepared by:
A " s
Carlos Gotiong ~ _Alfredo
General Manager Directo perations
| have read, understood, and agreed to comply with the foregoi licies, rules and conditions

governing the iPloy Locker Policy. .
manE DO UN G fut[ua}juzq

Employee Signature Over Printed Name/Date
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DATE ! April 3, 2018

To : ALL EMPLOYEES

FROM ' HUMAN RESOURCES DEPARTMENT
THRU OPERATIONS MAMNAGER

SUBIECT MERMO: CALL IN FOR OUT OF OFFICE

In arder to properly monitor out of office employees, a new process to call infreport absence will
be implemented effective Monday, April 9, 2018.

Guidelines:

1. In cases of late and/or absences, emplayes should report to Human Resources through
SMS5 or Call via HR hotline: 0917-709-7074

2. Naotification should contain the following information
a. Complete (real) Name
b, Department
c. Team Leader
d Callin for: (Whole day Absent, Half-day Absent, Late)
& Reason

HE will be the gne ta send natification to Operations Management

4. No call in should be communicated through Team leads or any other employee. It should
be done by the employeae ar his/her relatives

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

6. If an employee is advised to rest/confined in the hospital, number of rest days as advised
by the physician should be indicated. Otherwise, emplayee must send notification daily

7. Fallure to notify will be tagged as No Call, No Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline.

o

For your guidance and strict compliance.

Human Resources mnﬂéﬁmﬂﬁﬁu f o1/ 0324

MNoted by:

Alfredo rillo dr,
Dirgctgy, Dpdrations
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February 18, 2020

To : ALL EMPLOYEES

FROM 1 OPERATIONS MANAGEMENT
SUBJECT : ATTENDANCE BONUS 2020

As we end the year 2019, iPloy would like to set clear key procedures and policies. This memorandum servas as
reminder ta be followed:

PAYROLL

1. immaculate Attendance Bonus is for employees with perfect attendance. Employee should NOT comimit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Fallure to punch in - out for
breaks will also disqualify the employee. No walvers will be given.

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

3, Employees who tendered their resignation before the release of the Sign On Bonus (First Half or Second Haif) will
NO longer be eligible 1o recejve it.

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

5. Eligibility for the annual merit increase |s based on overall performance and management discretion. Pay out I
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 be dated the Satu rday that immediately follows — at the latest. It
cannat be dated on the day that the agent Is to report back to work,

. 1Hﬂlm—tmmlﬂiurﬁﬁ:mrnustbednmdnnMwuﬁmdﬂmurthemtdﬂ Il the
absence falls on a Thursday, the medical certificate must be dated sither that Thursday or the next day — at the

latest. |t cannot be dated on the Saturday that immediately follows or that Monday that the agent is to report back
to work.

- ld.awuhbun:tnrbngm*ttunmdbual:erﬂﬁ:atrmusthemdnnmeiniﬁ.aldavnfihwmeu-thunm
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.

o Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 days,
that Is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday — the agent must be back
to work on Monday.
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i) If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannot be antedated.

o There must be a fit to wark date.

o The only exception to the Medical Cartificate date guidelines is if the employee has been
hospitalized.
VACATION LEAVES

1, The company reserves the right to approve and disapprove all vacation leave (VL) requests.

2. Employee must exactly have the corresponding credits for the request to be approved.
1 credit = One Day
S credit = Half Day

3. Employee with perfect attendance 60 days from the requested VL date will be given priority in the approval of
leaves. This is a way of rewarding emplayess with perfect attendance,

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

employees who committed unscheduled absences on the prior manth and on the current manth of the reguested
time off including poor attendance records, behavioral and productivity issues.

Approved By

INGER
Chief Executive Officer

Director of Operations maniE U Uns Gl /“lﬁﬁjﬂl
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Date : November 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

Sick Leave is to be used by employees who are ill, or any other form of absences supported
by a valld document.

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

2. Employee may use sick leave for absence due to the following reason:
« Employee's illness or injury,
» Bereavement leave/s
e Emergency leave/s
= Power Outage/Internet Outage (for temporary Work from Home set-up)

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

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

4. Below are the documents needed to provide to use the paid sick leave;
s Employee’s iliness or injury

% At the discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the employee is again
physically able to perform his or her duties. (Medical Certificate with Fitto
Waork)
Blacklisted Doctors and clinics’ will not be honored. (Please refer to the

Blacklisted Clinic/Physician Memao)

I‘ll'

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

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

s Power Dutage
» Certification from their electric/power supply provider (e.g., VECO, CEBECO,
MECO)

« Internet Outage
% Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
» Picture of the modem [showing red, no light in “internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action. SL is unauthorized
under the following circumstances:
s The employee failed to inform the immediate superior or HRD about his/her absence due to
iliness unless fully justified.
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« |fsickness claimed is fictitious or non-existent,

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

This Memaorandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by:

Noted by:
Calnat Angelo Manal Carl :
Diredtor, Operatipns Operations Manager “General Manager

mnﬁﬁwuﬂm }mmﬁq
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Date : Movember 12, 2019

To - ALL EMPLOYEES

FROM . HUMAN RESOURCES DEPARTMENT

THRU ! OPERATIONS MANAGER

SUBRJECT f 555 SICKMESS CLAIMS — 5 CALENDAR DAYS

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

A member is qualified to avail of this benefit if:

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

2. He has paid at least three (3) months of contributions within the 12-month period immediately

before the semestar of sickness or injury,;

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

4. He has notified the employer or the 555, if unemployed, voluntary or self-employed mamber
regarding his sickness or injury.

b

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

For your guidance.

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

Sincerely,
Marishka | illa
Human Re 5

M 00 dopuNeen  for fo oy
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HRM-2023-10-016

DATE : October 4, 2023
TO : ALL EMPLOYEES
FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

The following are NOT ACCEPTABLE and are considered part of the BLACKLISTED
CLINICS/PHYSICIANS:

Rajah Tupas Medical Services

Bimba H. Tequille MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecillo Ir,, MD

MNow Serving

. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

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

11.2  Doctor's license number
113  Clinic/Doctor Phone number
11.4  Date of Actual visit

11.5 Diagnosis

11.6 Recommendation

11.7  Fit to work date

PO NSO E W

Mew Clinics added:
12. Enad Clinic
13. Bing Clinic
14, Gia Clinic
15. Veloso Clinic
16. Dr. Paolo N. Apuli
17. Lourdes D. Sasoy, MD

When providing medical certificates for absences, ensure the following:
1. The certificate must be issued on the day of the absence or the day after,
2. Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be requested.
3, HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denied entry.
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4. Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physician.
5. Ensure that the soft copy (sent through email) matches the original copy submitted to HR,

Please be aware that the following concerns may render a medical certificate invalid and unacceptable:
1. Mo consultation date specified.

No diagnosis provided. Please note that Z codes are not considered as diagnosis.

No contact information displayed in the medical certificate.

Absence of physician's name and license number.

Phone numbers listed in the medical certificate are incorrect and/or unable to be verified or

contacted.

6. Medical certificates with inconsistencies or discrepancies determined by HR/Company

MNurse/Company Doctor to be gquestionable.

The clinic/physician does not facilitate phone validations for the issued medical certificate,

8, The dlinic/physician's services are primarily related to cosmetic procedures and consultations,
making them unsuitable for absence-related medical certifications.

wop W

=

Lastly, since hospitals and clinics are now having less restrictions for consultations and our situations
are constantly improving since the pandemic hit, therefore, we will no longer accept consultation
done online/via phone calls. Consultation must be done face-to-face.

This updated memorandum shall take effect on October 15, 2023.

should you have questions or clarification regarding this, please do not hesitate to send us an email

at er@iploy.com.
For strict compliance.
Prepared by:

N anza
Employee Relations Supervisor

Moted by:
,,:{.L;-—"’ Jit— 4 .
n Cas! uid:; angﬂu Manal A r
HR Manager Dperations Manager Directgr of Qperations

maniE S DouNG forfos /24
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Date » Movember 30, 2022

To : ALL Employees

FROM g Human Resources Department

SUBJECT i VACATION AND SICK LEAVE CONVERSION

Mnﬂmwmuwﬂwmmmmn be released on December 15, 2022
payout. mﬂmmﬂumn:ﬂumwummnmumm
allowed until the end of the year.

As for the Vacation mqumaHMULmdllurﬂmﬂmhm‘ﬁmh«
2022. All employees can plot a VL request uniil December 8, 2022 ONLY. The actual VL dates will cover
only until April 30, 2023, Hindvtnhmuuﬂtum:ﬂndur;hahmnﬂmmmﬂﬂn;nfw:

¢ Mo retraction of approved Vie. If the employee reports for work on the actual VL date, the VL
will not be reimbursed and will be voided.
Mo rescheduling of VL once approved.
VL date should not fall on a local holiday otherwise forfeited.

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

Furthermors, if the employee resigns or gets separated from the company either voluntary or involuntary,
aii available VL credits will be forfeited and will not be part of thelr last pay if:

e Employee filed an immediate resignation and/or failed to provide a 30-day notica.
Employes went on Absent Without Official Leave (AwaL)
Employee Incur any leave, absences, and/or any form of terminal leave within the 30-day notice
period with the exception that the employee provided a valid documentation such as but not
limitad to hospitalization due Lo sickness, actidents, or contagious disaases.

« Employee incurred more than four (4) hours of accumutatad and/or total lata/undertime within
the 30-day notice.

e Employee will have Issues with performance including but not limited w quality, productivity, &
client escalation within the duration af the 30-day notice.

e Incurred any behavioral infraction such as but not limited to Steeping, Browsing Unrelated
Websites and etc.

Furthermore, SL and VL conversion maybe subject to tax. Should you have questions pertaining to this
memao, feel free to reach out to our Accounting personnel st Accounting@iploy.com.

Signed: -
HR Manager HR Actounting Manager
Noted by:

okl siana i i
Operations Managar Director of Pperations

E mm—{'% ur:»fuufm: forf+ |24
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DATE i April 26, 2018

To . ALL EMPLOYEES

FROM * HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGEMENT

SUBJECT ; Maxicare Guldelines 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 guarter.

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 quarters are as follows

1% Quarter - December, January and Febiruary

2™ Quarter — March, April and May

3" Quarter — June, July and August

4t Quarter — September, October and November and 50 on and so forth.

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

MNote: Kindly indicate your ¢ lete name and si re if you have recelved, read and understog
the memao,

ID# MNAME TEAM LEAD SIGMATURE
4366 | WANE U DojunGm %
Regards, Noted By:

i |
| S / / A

Mari Iris Arcilla Alfred lo Jr. Aﬂard’; %ﬂfﬂﬂ
Hurman Resource Director o Operatmns Operations Manager

éﬁner&l Manager
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December 17, 2019

Te : ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBJECT CLEANSING PERIOD

Ploy Staffing Solutioni believes in giving employees enough room for improvement Lo straighten out
employment in regards to compliance 1o our company’s Code of Conduct. The aim of this approach s to help
maotivate emplovess rectify passed offenses and start anew.

Cleansing Period pertains 1o the time when an employes who has been subjected to a Disciplinary Action (DA]
Is expected (o Improve performance, Ample time s given to correct improper behavior and refrain from
committing any other infractions,

If an employse does not commit the same infraction for the specified cleansing period, the progression of the
dizeiplinary action will slide back 10 3 level depending on its type. Please refer to table below:

Attendance b
Productivity | 6
Behavioral | = 12

The counting of the Cleansing Period will start based on the date when DA was decided upon, All documantatians
for mfractions will still be kept in the Employee’s 201 File regardless what period of progression,

The Cleansing Perlod |s effective lanuary 1, 2020 covering DAs & months and alder

Sincerely yours, Approved By
Aty
¥ GISSINGER
Ot ager Chief Executive Officer

i V" oGy foifos/24
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CODE OF CONDUCT AND D4SCIPLINE {Table of infractions)

I. STATEMENT OF POLICY

Tha Code of Conduct and Discipline is designed 1o ensure healthy and positive working
ervironment, and hopes te maintain and uphold professionalism among (Ploy Inc. employees.
The extablished norems herein set Torth are geared towards the sttainment of the Company's
Gouls ane objectives., It & worthy to emphasize that the Code is not mzant to be appressive nor
it Is intended to threaten and intimidate employees, indeed, t serves a3 the guiding principles
on what [s expected of its” employess (o condoct during the entire empioymesnt heoe In 1Py,
Inc

il DOCTRINES TO GOVERM THE COMPANY'S COOE OF CONDUCT AND DESCIFLINE

L dlmlnﬁ&ﬂ%i!n%%ﬁful&%ﬁ:ﬂr!i:ﬁ:?
preragative enshrined from the 1987 Philippine Constitulion.

Z Finizﬂiguﬁii"iwsuﬁ_ﬂn:n_qgnglgm_i?ﬂtuﬁ
Eiﬂigigitif%

1 The lull and strict mainterance of discipline is the mansgement’s respomibity Thias, it shall be
.n.lE.wiiﬂi!....ﬁ;i.ﬁﬁgﬂuiﬂuiii-&ﬂ%ﬂﬁﬂﬁg_s
actans against their subordinates whenewe a vigistion of the ndé & eommitted.

A, E:Eﬂirﬁmini-iﬁuiiifﬁnﬁznig.

3 %Eiigli.-gi;nﬂﬂufﬁ_:ﬂglﬁﬂﬂtg.

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

T. ?iﬁggigiiﬁiiiiiﬂgzq-
iigiﬁﬂﬁggﬁgsniii.

B, !iﬁi&*%iinﬂ#45_1;-:_-15:3!84154&235
imiposed:

Winey cfwea + Serious offenss & Thoe: highar paraliy shal be =atied
[ 7 or muste pflansey unier The SETE CRlagety © [ Faniny far the raat scheuie of afenve ihall be impared |

Wiy i et il
-

e o &) iPloy

b City 00

1 ___..._....ni?.n_n._..!.__-:..r.__u.i__—.ﬂ.uﬁéi:gﬁl.iulgui_:—&ii
thie date of Lhe Incident
3. hamar Aescurcrs will iwswe 3 Motics 1o Explain [NTE) to the employee within 1 warking
days.
i [areet Superion shoulkd coach the employes within & workg diys fram the issuanse of
the NTE
&, Cosching Form and Witten Explaration of e empioyee should be submitted within 5
working days from the tssuance of the NTE
5 A will lase Motics of Decinion with or without wanctions within 5 days from the receipt
al the Coaching Form and Written Explanation,
. Fallune to provide Written Explanation shall comtitute & waver of the ermpioyee’s
1&35:ﬂa.ﬂﬂ%:isu::qiu:!_.rﬂﬁggiqi!ﬁ
withoul &y blases.
ts. Lagses inthe tmeline will resil to 2 sanction — Negiest of Duty [ insubardination
€. Lapues in the timsime will not void the sancSon.

V. GENERAL BEHMAVIORAL STANDARDS
A an Py employoe we expect that you will meet the following behavioral standards:

v?ﬂ!nﬁnﬁiﬁnﬂsﬂ_.i.ﬁj&iﬁﬁiiﬂﬂﬁﬂgg
representing the Company. This includes appropriale dress, attending e offics ready toowark, uie of
proper ard decent language, chwrnancs of proper office and work deeorum, mgintaining propeT
telationshims with your collesgues, customers and other individuala not in the smaloy of the compary,
shservance of and compllarce with existing lows of the Phifippines.

b, Enbancing Company Productivity the Company sapects the Preper cane and otilizatian of
Capital swallabie 1o the Company; turning up for work ready (o wors on time all the time, following the
appropriate break and Tinish times, getting on with the job and parlanming the job 1o the best of your
ahility, positive attitude and dedhcation toone's wWork asshgnments, supporting yEecvisions and those in
managermend.

w%ﬁiggqniii&ilzﬁ%-%g
attiude with custome s,

d. Maintenarce of health and safety of the office and praple around you. A proper attitude
b clesnliness and proper housekeeping in the office, good headth of wourget! and others around
youi, assist in the securityof the office, lollowing basic salety procsdures.

e. Praper use of Company Property, facilities and security to probect company and empioyes
atsets, Secwre handling and maintenance of Compary records, keep confidentiz and protect the
intergrity of all Company operating data and infermation, appropriate wse i 3l Company equinment for
work related purposes, property sccount for all Compary funds received.
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I Applicabllity
This Code thall apaly to all Moy employess, regardiess of status of pesition feld, prOper o unTuly Doeumanteg ) Final
s conductmmeane | wwid | veos | Weeen | winen Supenmion | pluminal
I Typas of Offenses divonder or disrupt wore. Warnlig £ | wareng L
Liwel 1 — infractions whieh are mimor in nature bl which may become nabitual and disruptie if not !._.dt.._-_._-a ".: .
cormected, |3 has o detrimental impact of the buvinesa. aebisaralaly B the
. mperitkons or traloing
Level 7 —Serlous offense which causes delay in cperations, may pose thieat, harm, or ZEnger 1o e other thar B
Company progerty andyor lives of individuals. duthoriped. Benging of
: & Totwem Level u.un_‘.__.-a-_ iﬂ.“: Disrizsal
Level 3 = Infractions which will destroy the company’s image and reputation, [t causes subsiantial iows 1o wiectronic gadgets Warning Wamning. | e | 30
the company and ean result to eritical operational disruption. A crilical offense that has comgromised Haptopa, flash/portsble
e saciurity of the employees, the integrity of Client, the safetBy of costomer’s informatiinans the .!._c-rnh_lﬂrq.-_._
stabsliing of i he: business, e Sy
peembe il prier
approval brom the
= Irmmtlate Supenor, s
. Table of infrectbons Eatirg 'n unduthoriied
area {operations,
Dhacai
3 managemimi & wppor Lietl __u!__ul Writmn .!FE Sunpenision
Rules on Proper Conduct and Decorum aren] within the corrpary warning - 304y -
prermitied o g laiy wnlie
= taking calle
_; a ol hpsating Ik another
-— ianguage of dielec othe: | Eﬂ.ﬁi writren ANl o pensian
S Cocumentad el thari Erglish within 1 Wuiring Wirning | AR | Dzt
nelse or dhtarbancs Ll 1 arkad Wriren wrisen | SPEOR | el targa sy Anlgnates amea. Warting
within the Company warning Warming | g -3Bavs
Hremises Falbarg b log-infout
Eromatrics and other
& reulred stterdante
Follure o comaly - Py | Lo c!.vzl___ Writien !ﬂ_h_.__ SO | o moibesing e, Fallore
Dress Code Palicy. W Wanitg | g | O punch infout for bresc
arming | #nd lanch ner day
tansidensd a6 aae (1) Diotu frentad Firal
- pariicipation A Dogumenied il Final | . 5 [ \Wirlten SRR
camputsory company | Level veral ___f.i._.s_ :._.- bt .uﬂ:! Dnsmient e __“-.vu.._.;. Warning _..._.1_.. | 20 el
scthvity or groun work. Warning warning
Failure 2 malntain 3 ranul edits in 8 month
orderiiness r chaan e Trierr Esaychociing tool will
In the aigned work Docusrenied i, Finad Suspansion i 70
Level 1 verbal Wrtea Disminse
station, Fadure to practicn Warning =3 biys
Clean As You Go Policy for
il areas i the oifice.
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V. Rules on Comparry Property, Facilithes and Security

o
iRt wiifoul oreoe’ ! Warning % Db
auThorizatian o | Warning Warring
ranagemen |
Unasthacies mlatan o |
WP, s 300 T .
lige it o e LTl Ll Do miing wrizn Sisg s
Sy » W . Warning 30w
presrSed SETEETy BT
Ry atry
IrEeDe" Bt IESENRST N Domamenies Fieal
eflompary Do o” e Warmal 5..._. Ju_-.i.h_. 5 Eﬂ.u’:
o 0 i wwrning E-_._.l._!-.s._ O
Fahyng 10 covmgty - Pioy == ==
Erer Sonservebon Poficy - g Wrimss sz o :
(avEy, Computer Ughte, | Warniag Warring Waraing 3Cam Cramissn
Alrmar aiz |
AroEssing weDaiE of | P
Briegirg prTamative o Level ...._._____q_.nu.. Wit E-H—“a
porrograoes reserws | Ml | ring e
Bl B et ey |
PO ae DOty Finet
Tk Oy dunorines ._ Lave 3 . W F.“.Hﬂ.._
seueity perionrE or Warning | aeming Bemingt
Lampany mpraien it
Lnautngrines emall - Write Fingd
SORRREIL DY Smrd: rEg __._._.__ ._____i oy, | DHeles
ENtaring MeEtrte A Final
Company withgu! S ; Sanperaion
FEJIE | 2 | wareg IEHI._“ % D Coumiyin
Final
Exploiting Company [ W . o .
AN 0 e PN e w2 Warning i.!h.ﬁ:l__._.- s Dlsmiysal
Dimaging or Sestroging any Tos
W Lampeny property inroug Larvatt ecion Werieian r.a“l_r_nn ,
e - [m— Lk
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i, Hegligence of
carehesaniess of the
employee by leaving the
computer uhafte rded and - R

14 | risking the netwark to Level u._w“_...g Dismissal
pssle security vouron RECEI®T OF THE CODE OF CONDUCT AND DISCIPUNE POLICY
§ Tamparing af company
H&.ﬂx This ls to acknewiedge that | have read the Company's Code of Conduct and Discipline and underst
!-_.hﬂ_lif.l that itsets farth the terms and conditions of my employment as well 23 the duties and responsibilit
privileged and confidential and obligations of employment with the Company.

15 | information to anyune in levely | RPN | sl -
e company of external SO | als acknowledge that the Compary reserves the right to revise, delute, and add to the provisions
paries, this Code of Canduct and Discigine., r condition of amployment can be established by any other
vmythordad POEMSION 9¢ statement, conduct, policy, or practics,
bringing out of Company TuspEnsion -

& | proparty, supplies or g * 5 Days Ehoviend
eulpment.

Unauthorired copying of - _____j_a__m L Ua.______t._m.___.t
NG Lo Suspension - oare_ DI fORIZY _

17 application peckages and all | Leweld e Dismispal
acts that violates L
Intellechual property rights.

Deliberate locking-out or AND HAVE READ AND UNDERSTAN HRE CONTENTE.
hacking of anather SaragrayLion - i EMIPLOYEE SIGNATURE - :

.E empioye’s Ul name n L2 5 Days -
ary sarver
Pacernent af computer
virus, Tojan horse, and )

19 | other daraging eectronic | Lavel3 Eﬁtuuqi..u__ Dismissal
flles or physical sccessbrie
OF SETVEFS oF worsations.

Wi, Sawving Claise

1 Termination of an employes shall autematically bar hirm/her from re-employment.

1 The penaity of dismissal shall not prejudice the right of the comparny to initate court attion
against the erring employes.

3. This Code shall supersede ail other existing policies, rules, memos, and the lice, and ali polickes
HE%._H?HEFHEEHEE;&FEEEEF

Wil. Approval

lay Gissinger
Ot s Cheed Executive Officer



