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ID APPLICATION FORM

LASTNAME{ U ad €, FIRSTNAME: _ N 2seancher
D NUMBER: H§IF PAGIBIG #: (2|15 15 20¢9¥ sssi: Ay -F2HIB =Y
PHILHEALTH#:. 02 -15227 4|3 -€ Tin: g - S1G - G54a 900
IN CASE OF EMERGENCY
CONTACT PERSON: Sherg | \ala  Seqaoelo,  EMERGENCY CONTACT#; 0995 ~ 970 - Se30
ADDRESS: Lone-S £ W Bareon V1t - Tahsqy _RELATIONSHIP: B Roxdmes
I |
2X2 PICTURE SIGNATURE

OCCUPATI

NONE
BIRTHDATE OF CONTACT PERSON:

0OS- 06194y
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EDUCATIONAL ATTAINMENT

EDUCATIONTYPE:_ShS aradvedte

SCHOOL NAME: San Fianci¢o Hiju.,‘ S et

SCHOOL ADDRESS: Misais 51 Quesen (%9 Medre Momja

course: TAL Uhimadion ) HONORS:
DATE STARTED: ___ (W~ (G 2.0\S ~ DATE GRADUATED: ___O4 & 20\
MM/DD/YYYY MM/DD/YYYY

il ™ a4

QOCCUPATI

MOLNE
BIRTHDATE OF CONTACT PERSON:

OS- 06\9
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Mantage - 16t Floor Cre Montage Tower, Archbishep Reyns fve, Cobu Ciy  MEY- 118, Floor MSY Towar Pascadares Raad Caba Business Park, Cabu Cily
G000 ® ACCT - %" Floor, Ayala Canter Cebu Towss, Caby Business Park, Cabu ity

Employee Training Agreement

This Employee Training Agreement is made on January 15, 2024 between [Ploy, OPC, with its place of business at
the 16" floor One Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employer"] and

Phewandes T - Cuadio _ [Employee's  Mame], an  individual = with  the address  of
Zenc 5 Purok  ugas Jolhsay, Cehe [Employes's Address] {"Employes”) ,

Recitals:

A. The Employer is providing a 5- day training program to the Emplayee to snhance their skills and knowledge
in the field of Customer Service and as part of the Onboarding process.

B. The Employee has agreed ta participate in this 5- day training program.

C. The Employer has agreed to pay the Employee a salary for the duration of the training,

D. The Employes has agreed to the terms and conditions concerning the Pre-Employment Medical

Examination {PEME] and the submissicn of Employment Requirements.

Agresment:

L. Training Obligation: The Employee agrees to attend and complete the 5- day training program provided by the
Emplayer. The training will commence on June 3, 2024 and conclude on June 7, 2024,

2. Salary Payment: In consideration of the Employee's completion of the training, the Employer agrees to pay the
Employee a salary for the duration of the training, payable at the nearest payout schadule (15" or 30" of the
month) upen successful completon,

3. Non-Eligibility for Incomplete Training: The Employes acknowledges and agrees that if they fail to complete the
one-week training program for any reason, they will not be eligible to recelve the salary payment for the
training peried.

4. Pre- employment Physical Examination (PEME): The empioves acknowledges and agrees that |f they fail to reach
regularization or {6 months), the cost of the pre-employment examination will be deducted from the final pay.

3. Submission of Government Numbars: The employee acknowledges and agrops to pay the manthly penalties in
govermment contributions it he/she falls to submit the government requirements (555 TIN.PAG-IBIG &
PHILHEALTH] within the five (S} days of training.

6. Entire Agreement: This Agreement constitutes the entire understanding and agreement between the parties
with respect to the subject matter hereof and supersedes all prior negotiations, representations, and
dgreements between the parties, whether written or oral,

7. Amendments: This Agreement may be amended only by 3 written instrument esscuted by both parties,

By signing below, the parties acknowledge that they have read this Agreement, understand Its terms, and agree to
be bound by them.

3 Cantila
Vi Coarfinatol

-2y

plete Name & Signature/Date Training Coordinator & Associate
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) o, -3 = 2004
BETWEEN

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

2. Pesander V- Q00T (the "Receiving Party”),

collectively referred to as the "Parties”.

RECITALS

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

OPERATIVE PROVISIONS

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

11 tohold the Proprietary Information in strict confidence and to take all reasanable
precautions to protect such Proprietary Information (including, without limitati on, all precautions
the Receiving Party employs with respect to its own confidential materials),

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

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

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

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

procure that its employees, agents and sub-contractors to whom Pro prietary 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 Recelving Party can document

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

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

2.3.  wasrightfully disclosed to it by a third party, or

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

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

4, The Receiving Party understands that nothing herein

4.1, reguires the disclosure of any Proprietary Information or

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

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

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

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: Mew Employee

Name: Jade Lenizo Mata Name: pevander 1 - Guadm
Title: Speci Title: _C5%

2ome L B Ragecon St

Address: #35 Salvador Extension Labangon Address: Putee  uaag '@\*s,.rmj.
Cebu City
Date;_ G -3 -3\ Date: -3~ 24
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PERSONAL DATA SHEET
INSTRUCTIONS:
1. Answer the questians completely and honestly in the spaces provided,
2. Plaase PRINT legibly.
i. [ WOT LEAVE ANY SPACE BLAMK, Write “n/a", "nat applicable” ar "pone”
MRl PO
[For HR wse onks| |For HR wse onk] [P HA: it 2 by}
EMPLOVEE MUMBER DATE HINDD CIPA L

us\+ — %- 34

PART 1 Basic Informiatsan B Contact Details

LAST NAME FIRST MAME: MIDOLE MAME:
Cabudd i | b eseomid €3 Ln-dnw-.r [
RICENAME- MOTHER'S FULL MAIDEN NAME: Af
PACE | Onerow  baeses  Fodfqued

CURAENT ADDRESS (Houwse # / Lot | Black B { Sireet, Baramgay, Mulbicipaldy / City, Province, ip Code)
2eme -5 EH Boscon £+ Brgy  Duriog

TN S Dy Lok Celoy LoYsS
PROVINCUAL ADDRESS [Foue Tt J Block #  SEreat, Barangay, Municipality / City, Pravince, Zip Code]

fone € Emr Bascon oF.  Brgy  Pumieg

Talhfay oty [ =5 [
Land Phore M, = b Mabils Mo Mok N
oaay =\uF - 4iqa | mus. t{!r'. i

555 Mo F‘.I'IG IB-'GM: PHILHEALTH Mo
AY-FIF N0z - LIS WO A & 032572133y (.-w Sl ~hEE oo
HIR‘?HMTE BIATH PLACE GENDER HLODG TYFE

OHf3djlooc Mo jhanle, e =
KARITAL STATUS NAME OF SPOUSE | Married) Ernail Address|s)
1t
[ | Logaky Separsted i !
I | Marring SROUSE TIN ‘iu?'u 1‘}? 143
[ ] Widow/Widawes I @,qmm\ L cay

Az you related by kinship or marriage up 10 the 3 degree o ey ::u:r.oul.ernplu-.an of oy ?
[ FYes LT Mo IFYES, gve NAME and RELATIONSHIP

NAME (€ SPOUSE {If married) SPOUSE 'S BMPPLOYER | SPOUSE'S BATE OF 8IRTH
xﬁ:ﬁm | r | NG OF SISTER/S W[ p | ND, OF CHILDREN | pl# | N::m =, "LJ | i
NAME OF CHILDREN [ any) DATE OF BIMTH MAME OF SLINGS Mm'f‘f'nﬂﬂ'
MRS 1 DM = =—|
| FRAMCYS  DAGUM s/ LLI}'#IL- ~ Single |
Teohnannn  BRiele? [ \/4S © dingle

FATHER'S NAME .. “';:T:F :. CECUPATION l MOTHER'S NAME D;EEF _' OCOUPATION
Mogry Qoden | — | ——  [corgny A-popme-11-90] Nove

FART 4 Emergency Comtact (List ot A

mﬁm CONTACT PHONE N, “E""‘m"s[a;';::‘ ﬁ"'“m“E
Bemeoe L0 -

Ao Sefuire 6a8s AFoSLAe | Alonge
L ioned  Merhed ﬁfqi.-t i Sa0y =113 - G0 | Fionce's  Mokner

OAlY - Fori- sAnyy

Montaga « 16ith Floor Onu Montage Towss, Archbishop Royos Ave, Cebi City 1) MSY- 11ih Floer M3Y Towsr Pescadores Road Cata
Buimirwns Park. Caloos City 6000 (1 ACCT ~ Bih Floer, Ayala Canier Cabu Towar, Cab Butiness Bark, Coby iy,




amal Attodnment

DATES ATTENDED
H = m#mm:m:m e e [¥ies o Mo}
PRIBLARY EDUCATION ¥ [T = 1 S e
Beaon e Nomio - |06-do3-c4-2 s
SECONDARY EDLUCATION '
:m Courset Techaway YVocofionat
& NON-DEGREE COURSES Wolmesd,  Sys fem Aol - A0 \E wel
!'d.“'ll'ﬂﬂr'f\ar\
Dagres fCourie:
TERTLARY EDUCATION
Degree;
POSTGRADUATE & GRADUATE
STUDIES Degrae:
Degree;

Froum moasf | osifians fur
I

EMPLOYER'S Biis ADDRESS & TEL, NO
Celou 4 Paik L
OB TITLE SALARY PLRICIL COWERED [mmfyr
Seles Qe 2% . 845 m-rﬁlnthl ad| oF- Jn".ﬁ'-'f
FAAPERVISOR™S NAME SUPERWISORS TITLE PP LOWEES SUPEAVISED
Z TR Eﬂamﬁ Y | I applicabis]
REASOM FOR LEAVING “
Unaole dawmeck Rl ExpecieXion
EMPUOYER'S NAME | ADDRESS & TEL MO -
Sikel Mqt}ia.\wmﬁ. Caty
08 TITLE | SALARY - PEREID COVERED [mimyyr)
7 oo FROM T
CA% Vi O
SUPERVISCI S MAME | SUPERWISCR'S TILE EMPLOVEES SUPERWISED
ST % T Y l 1eomh  \epder [if appkcabin)
REASOIN FOR LEANING “ :
S,
EMPLOYER'S NAME | DORELS & TEL MO, .
\Gog ‘?33.551_ Vew Glyeson Cx;s; : —
OB TITLE SALARY i PERIOD COVERED (mm/ye]
RO T2
Lan ) LU oo ) il =13 . | 12 - 22
SUPERVISOR'S NAME N | SUPERVEOH'S TITLE EMPLOYEES SUPERVISED
arty  Phtag | town hposch [# 3plieabln}
REASON FOR LEAVING A
ACOrSEar W (el
EMPLOYER'S NAME _ ADDAHESS & TEL ND. .
[ Towuiow Guekon  Crigy
IBA TITLE SALARY | Pia_|'|_:§9_cnvnirmm.n,.r|
i 19.. SO FROM 10
SUPERVISOR'S NAME CUPERVISOR'S TITLE “EMPLOVEES SUPERVIED
| Chedrise Mogog feam o {if applicabda)
REASON FOR LEAVING e . =
Pecounts YO | Saharu  spuked
EMPLOYER'S MAME = | ADDRESS & TEL. N, :
Comiendnig Sk WO BASe Guelgn D
J0B TITLE SALARY PERIDD th“mE\m—w
TS™ 1%, oom oW | B
SLPERVISOR'S NAME SUPERVISOR'S TITLE EMAPLOWEES SUPERVISED
_‘&Gs[m_a.m"; e ourey if appiicatiie]
REASOH PO [EAvanG 5
Conr  padienk

Mernags - 36th Floor One Moniage Towsr, Archbishop Reyes Ave, Cabu City 17 MSY. 13ih Flaar MEY Towar Pescadcres Road Caby
Business Park. Cabu Gty 8000 11 ACCT - 9 Fleer, Ayala Conler Cabu Towsr, Cobi Businasa Park, Cabu City.
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Purswant fo: faf roligevous Peare’s Act (R4 23720; (b Mognaa Carta for Disabied Pereans (R4 72775 and Solo Pavants Welfeve At 2000 R4 BO72)

miease answer the fallawing dems: .

Are you 3 memier of any indigencus growp? | O ves | @ wo if yes, pleass specHy
Do you identity as differanthy-abled? O wEs ef i8] IF yes, plosie specify:
Are you a solo parent? (] -}!‘FNU it yes, plesse specify:

Give name, address, and teie

Chafacter References

mambers af three (3] persons wie know pou other than those you hiowe warked with,

! NAME ADDRESS NO.
1 Moxw  Laros Guﬂ!;.ygg “(:L}_ L Ol T H 115'?[!'
. | ovean [y ALy To) gaut

PART ©

Dither Clugals

Aab-reited trvining cowraes (give itk avd yeor), fob-reloted skity father languoges, computer and infarmatian lechnelogy, tools, mochings,

#fc ), Job-
reiated certifismies gad Nremses fournnat anfy, Job-related awards ond saeciol mesompishments imblrations, mamberthins b profersonal o honge
socketies, leodership activties, pubiic speoking, end performonce awands). Giwe doler ad tend docwments

DESCRIFTION / TITLE

W

3]

ADDITIOMAL IDENTIFICA

_ THPE / CONTROL KD,

ISSUE DATE

PASSPORT DETAILS

V154 DETAILS [if apolicahia)

PESILATS A

SCRyerCryL e Geghembaeryol e

DRIVER'S LICENSE

OTHER GOV'T, ISSUED 1Ds: (For
scample: 555, TIN, SOL0 PARENT
ID, PRC, ACR, ett.]

MILITARY [ GONT. J CIVIL
SERVICES [If any)

| CERTIFY that, b ke best of my kncradedge snd belief, ali the infarmation on an sttached

laith. | UNDERSTAND 1hat falie or fra
smployment fram Pley, | UNDERSTAND

Have you ever been formally charged of an I ¥Yes If "Yes", please give details;
administrative / civilfcriminal offense? [ No
Have you ever been convicted of an [lve I "Yus", please give detalls:
administrative f eivil/criminal offemnse? [4 Mo |
— i . L —
CERTIFICATION

O

e this dooument is trug, corvect, complete and made in good
farmation an or alached to this application may be grounds far not hiring me or terminate my
urmgation | give migy be investigated,

= 0% - N

Date Signed

Maniage - 16 Floor Dna Mortage Tower, Archbiaog Reyes S Calinj Sy 17 MIZY- 1180 Floor MEBY Towsr Pescodores Road Cabu
Businass Park, Cabu City 6300 (| ACCT - Bih Finor, Ayaia Cisrter Crbi Tover, Cab Businsss Bars, Cabu Clly,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

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

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

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

Applicant Name: Mewender B . Cyoudrs

Present Address: 200e 5 E.W Baccen S+ Jafsay | Cebo
pr

Social Security Number: 24 F1F 103 Y Date of Birth: _04 - 28 -~ 2000
5ignawre;}/g

Date: o6 -0%- Joan
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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 nan-
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-0n Bonus:
To be eligible for a sign-on bonus the employee must meet the following criteria:

A regular employee

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

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

# Must bie an active employee on the release date of the sign-on bonus.

Releasing of Sign-On Bonus:

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

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

Acknowledgment

| hereby acknnwledge that | have read, understand, and agree to the terms and conditions
of the [25K) bonus policy.

OG- 3- ay

ure Ovt/ﬁnnted MName/Date




e &) iPloy

Corbra Buwneen Park, Cabu City $000

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 Tithe : Dress Code Policy
Revision Mo 101
Effective Date :June 13. 2022

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

06 -0%- 3034
Date
Noted:
ke, OhL-03- Joid

Speclalist Name and Signature Date




iPloy Gift Policy

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

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

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

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

a. 1" |Instance — Written Warning
b. ™ instance- Final Written Warning
€. 3" Instance- Dismissal

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

Employee Acknowledgement

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

Name: Bleyander  Rodi lguez Cutelie

Slanatuj? : Date: _ G -3—-2Y




iPloy Social Media Policy

iPloy recognizes that employees use social media tools as part of their dally lives. Employees should always
be mindful of what they are posting, who can see I, 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 soclial media abaut its work
and to keep abreast of general Internet commentary, brand presence and industry/customer perceptions,
iPloy does not specifically monitor social media sites for employee content on an ongoing basis, however
employees should not expect privacy in this regard. (Ploy 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 monitoring, or is brought to the arganization's attention by
employees, customers, members of the public, etc.

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

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

s Publishing any confidential or business-sensitive information about iPloy;

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

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

= Be aware of your association with the company when using online social networks. You must
always identify yourself and your role if you mention or comment on the company. Where you
Identify yourself as an employee, ensure your profile and related content Is consistent with how
you would present yourself with colleagues and clients. You must write in the first person and
state clearly that the views expressed are your ewn and not those of iPloy. Wherever practical,
¥ou must use a disclaimer saying that while you wark for the company, 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 socal media sites, Where it is
found that any information breaches any policy, such as breaching confidentlality or bringing the
company into disrepute, you may face disciplinary action up to and including dismissal.




Be aware of data protection rules — you must not post colleagues’ details or plctures 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 commants ar
content relating to the company or its employees, which would be unaceeptable in the werkplace
or in conflict with the company’'s website, Make sure the views and oplnions 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 soclal media and
networking sites. Such recommendations can give the impression that the recommendation Is a
reference on behalf of the iPloy, even when a disclaimer is placed on such a comment. Any request
for such a recommendation should be dealt with by stating that this is not permitted in line with
eompany policy and that a formal reference can be sought through HR, in line with the narmal
reference policy.

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

If you make a mistake, be the first to point it cut and correet [t 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 toals:

Always remember on-line content is never completely private;

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

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




« At all times respect copyright and intellectual property rights of information you encounter on
the intermet, 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 s written. A public online forum is not the
place to communicate company policies, strategies or opinions to employees.

Enforcement / Progression

Mon-compllance with the general principles and conditions of this social media pelley and the related
internet, e-mail and confidentiality policies may lead to discplinary 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 cansult with your manager,

Infracticns 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

Employee Acknowledgement

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

name: Al euarier 19:!'-!4'*11.-':1 G.QJE

S'""%' pate: &~ B~ 2024
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Date : February 22, 2018
To : ALL EMPLOYEES COMCERNED
From : Human Resources
Thru { Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1 CRIECTIVE

1.1 In conformity with Republic Act Mo, 8504 otherwise known as the Philippineg
AIDS Pravention and Control Act of 1998 which recognizes warkplace-hased
programs As 3 potent tool in addressing HIVAAIDS a5 an international
pandemic problem, this company policy 5 hereby issued for the information
and guidance of the employees in the diagnosis, treatment and preventan of
HIV/AIDS in the workplace.

1.2 This policy is also aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers' right against diserirminativn and confidentiality s
maintained.

2. COVERAGE

2.1, This ‘Program shall apply to all employées regardless of their employment
status.

3, IMPLEMENTING STRUCTURE

3.1, iploy Inc, HIV/AIDS Program shall be managed by Its health and safety
committee consists of regreseptatives from the different divisions and
departments

4. POLICY STATEMENT
4.1, BASIC INFORMATION O HIV/AIDS
4.1.1 What is HIV/AIDS?

41.1.1 It s @ disease caused by @ wvirus 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 celis that control and support the hurman
IMmune system

4.1.2. How HIV/AIDS s tranamirtted 7

4121 Unprotected sex with an HIV infected porson;
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4122  From an infected mother to her child {during pregnancy, at
birth through breast feeding),

24,123, Intravencus drug use with cortaminated reedles;
4.1.2.4,  Transfusion with infected blood and blood products; and

4,125,  Unsaie, unprotected contact with infected blood and bleeding
wounds of an infected person

413, Isthere acure?

4131  No However, there are antiretrovira! drug combinations that
are avallable when properly used, result in prolonged survival of
people with HIV. Holistic care of people bwing with HIV-AIDS and
comprehensive  treatment  of  ppportunstic  nfecbons  also
dramatically improve quality of life

5. GUIDELINES
5.1 Proventive Strategies
5.1.1. ' Conduct of HIV-AIDS Education
5111  Whowill conduct?

The Medical Clinic of Iploy Ine_in coordination wath the Health and
Safety Committee shall conduct HIV-AIDS education 1o all employees
for free. This shall alsa form part of the orientation of newly hired
emplovees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used for this
puUrpoLe.

5.1.1.2. How will it be conducted?

Thie' HiIV-AIDS education will be conducted through distribution and
posting of |[EC materials, lectures, counseliing and training and
infermation on adherence to standard or universal precautions in the
warkplace

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

51.2.1L  Screening for HIV as a prefequisite to employment s not
mandatory

51,22 The company shall encourage positive health seeking behavior
through volumary Counseling and Testing
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£.1.2.3,  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 com pany's medical clinic staff,

5.1.2.4. The company shall lkewise facilitale access to livelihood
assistance [or the affected employee and his/her families, being
offered by other government agencies,

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

6:1.1, Discrimination i any  form  from  pre-employment 1o post
empioyment, including hiring, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited

6.1.2. Workplace management of sick emplayees shall not differ from that of
any other lliness,

6.1.3. Discriminatary act done by an officer ar an employes against their
ca-officer or co-employes shall likewise be penalized,

6.2, Confidentiality/MNon-Disclosura Policy

G.2.1. Access to personal data relating 10 a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of R.A
8504 and the ILO Code of Practice.

6.2.2. lobapplicants and workers shall not be compelled to disclose thieir
HIV/AIDS status and other related medical information.

623, Co-employees shall not be obliged (o reveal any parsonal information
relating to the HIV/AIDS status of fellow warkers

6.3, Work-Accommodation and Arrangement

631 The company shall take measures 1o reasonably accommodate
employees with AlDS related llinesses.

6.3.2. Agreements made between the company and employee’s
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible 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

.11 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.

712 Prowide information, education and traimmg on HIV/AIDS tar its

workforce.

7.1.3. Ensure non-discriminatory practices in the workplace and that the

policy and program-adheres to existing legislations and puidedings

7.14. Ensure conflidentiality of the health status of its employees and the

access 1o medical records is limited to authorized persannel,

7,15 The Company, through its Human Resources Department, shall see to
it that their company policy and program |5 adequately funded and made

kinawn (o all employess.

7.16. The Health and Safety Committes, together with employees/ labor
arganizations shall jointly review the policy and program and continue to
improve these by networking with government and organizations

promoting HIY prevention,

1.2 Employess’ Hesponsibilities

7.2.1. The employee’s arganization shall undertake an  active rale n
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 factors that expose workers to increased risk

of HIV infection.

.22, Employees shall practice non-discriminatory acls aganst co-employess,

723 Employees and their organization shall nol have access to personnel

data relating 1o a worker's HIV status

7.24. Employees shall comply with universal precaution and preventive

measures.
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8 IMPLEMENTATION AND MONITORING

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

8. EFFECTIVITY

4.1. This Policy shall take place affective immediately and shall be made known 1o
every employes.

s
Prepared by: Jo H I'r’f’ R Malecio
Human Resources

Reviewed by: A]{fredu P.Eh\'\ﬂﬂﬂﬂ Ik

D!(gctn.rﬁf}]p%ratinns

o

Approved by Yisroe| Y. Gissinger
CEQ

G~ 3-24
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Date Hlanuary 1, 2018
To PALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Sub}ect CWORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS [TH] PREVENTION
AND CONTROL
1. OBIECTIVE

1.1.To assist the government in its campaign against Tuberculasis (TB) in compliance
with the Depariment of Labor and Employment’s Department Order No. 73-05;
saries of 2005 - Guidelnes 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 spresd of tuberculosis in the

warkplace, and o treat, care, and support employees who become afflicted with
tuberculosis

2, COVERAGE
2.1 This Program shali appty toall employess regardiess of thelr employment status;
3. POLICY STATEMENT
3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration to work of employees who contract

this disease. To achieve this goal, all employees are strictly mandated to underge
an annual physical examination with the requisite chiest 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 [occurrenca
in-a selected population) and transmission, treatment wilh Directly Observed
Treatment Short Course (DOTS), and control and management of TH in the
workplace. This shall be handled by the Office of Health Services (Infirmary) or
the® partner health provider of IPLOY INC in conjunction with thé Operations
Manager and office of Human Resource through the company's accredited
health provider.

3.3.The BOTS i3 a comprehensive strategy fo contral TR, and s composed of five
companents, which are

131 Political will or commitment to enduring sustained and gquality TH
treatment and control activities,

3332, Case detection by sputum-smear microscopy among symptomatic
patients;




- ('

s /iPloy
114k Fisnr WAF Towei
Fmcadores foad Cebu bnbne Pk, b ""'"'"‘
Cobes Doty G

3,3.3. Standard short-course chemotherapy using regimens of & to B months for
all confirmad active TB cases [|.e, smear positive of those validated by the
T8 Diagnostic Commitiee),  Compléte drug taking through direct
pbservation by a designated treatment partner, during the whole course of
the treatment regimen;

334, A regular, uninterrupted supply of all ant-tubercuiosis drugs and other
materials;

3.3.5 A standard recording and reporting system that allows assessment of case
finding and treatment sutcomes for gach patient and of tuberculosis contral
program's perlormance overall

3.4 Employees must be given proper information on ways of strengthening their
Immune responses against TB infection, Le., information on good nutrition,
adequate 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 diseéase must be geared ltowdrds accurate
infarmation on its etiology and complete performance overall

35 mproving workplace conditions!

351 To ensure that contamination from TB arborne particles is controlled,
workplaces musl provide adequate and appropriate ventilation |DOLE-
Oecupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers

34,52, The number of employees in & work area shall not exceed the required
number for -a specified area and shall observe the standard for space
requirement. (D5HS Rule 1062)

3.6.Capability building on TB awareness raising and training on T8 case Finding, Case
Hokding. Reparting and Recording of cases and the implementation of DOTS shall
be-given to Company health personned or the occupational safety and health
commities.

3.7.5ocial Policins:

3.7.1. Non-gdiscrimination: Employees who have or had TB shall not be
discriminated against.  Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored to work as spon as their illness s controlled.

37.2. Work Accommodation: Through agreements made between the
managemenl and the employees, work accommodation measures 1o
support  employees with TB is encouraged  through  flexible - leave
arrangements, rescheduling of working times, and arrangements fof reluen
to wark,
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3.7.3. Restoration to Work: The employes may be allowed to return 1o work
with reasonable working arrangements as determined by the Company’s
Health Care Provider and/or the DOTS provider,

3 B.Employee Responsibility:

3.8.1. Employees wha have symploms of T8 shall immediately seek assistance
from the Company’s Health Services Provider

3B11 An employes who has the symptoms of TB s required to initially
wear a face mask (especially whils inside the office) and observe good
hyglena practices, at least until declared by a competent medical
practitioner Lo be safie from transmission,

3812, Similarly, for those at risk, |e., thase with family members with T8
or those exposed to a co-employes with T8, it would be prudent to
abserve the same good hyglena practices until declared free from the
disease and safe from transmission

3.8.2 Once diagnosed 1o be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or-a private
physiclan of the employee’s choice. However, it i imperative that the one
strietly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make it harder to treat the infection and
result in 2 longer absence:

3821  An absence from work due 16 medical reasons of over six [6]
moanths may result 0 the termination of one's employment as
provided for by the Labor Code of the Philippines under Art, 284 —
Disease as Ground for Termination.

383, Employees are required to underpo an annual compulsory chest X-ray
through the Annual Physical Examination. | for any reason an employes
fails to secure a chest x-ray at that time, hefshie shall be directed to secure a
chest xray at an accredited clinic by hisfher respectiee Infirmary/Health
Services,

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

310 An employee afllicied with TB, who has voluntarily undergone the
treatment and rehabilitation program [DOTS) prescribed, and who s fimally
declared to be In a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physician,

311 Emplovees (those afficted with the dizease of those identilied under
contact tracing)l who refuse to cooperate and dutifully observe lawful
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instructions (undergo a medical check-ug and/or treatment), may be subject to
disciplinary action proceedings for insubordination (the penalty of which may
range up to the termination of cne's employment ).

4. PROCEDURE

4.1 The respective Health Services ol the Company {and/or the contratcted Health
Services Prowider) shall coordinate with the Otcupational Safety and Health
Center who shall provide prevertive and technical assistarce in the
implementation of the Workplace TH Control and Management Program

4.2 An employee who undergoes the Annual Physical Examination with the requisite
chest x-ray will have hisfher medical record forwarded toe company clinlc/HAD,
Employees who fail to undergo the requisite annual chest x-ray shail be directed
to secure one at an accredited clinic or by his/fher preferred infirmary/Health
Services.

4.2.1. Those with medical findings shall be required 1o undergo further medical
check-up. Al medical records in connection with this second) further check-
up shall be sibmitted to company clinic/HRD and hisfher respeclive
Infirmary/Health Services

422 The emplovee shall then eoordinate with company clinle/HRD and his/her
respective Infirmary/Health Services for the next steps

4.3 Anemployee who is suspectad to be afflicted with TB, whether as a direct suspect
or by contact tracing, shall cooperate fully with hesfher  respective
Infirmany,/Health Services {and/or the contracted Health Services provider). If
the employes tests positive for T8, the employee shall underga the DOTS
program to its completion,

4.4 1 the employes needs to undergo a leave of absence o recuperate, hefshe will
be allowed to use the appropriate leave before he/she may request to be
permitted 1o go on a Leave of Absence without Pay (LOA)

A44.1. The employee shall observe the requisite procedure in applying for a
e

44.2; The Unit concerned shall ensure that the requisite proceduras are
observed by the employes and that the company clinic is duly informed

4.5 A0 employee may be allowed 10 go on a medical leave of absence (withoutl pay)
for a maximum period of s {6) months: The concerned employes shall submit
an application for a feave of absence beflore going on leave.  Said leave
application shall be subject to approval at the soke discretion of the Caompany
Management

451 Thesame procedures under 4.2 .1 to 4,27 shall be observed,
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4.6 After treatment, with a masimum period of six (6) months on leave (without pay),
an employee found to be cured or in a nop-communicable stage of T8 may be
allowed back to work, provided that the employee’s health shall continue (o be
monitored during the annual physical examination with the requisite chesl s-ray
or as may be deemead necessary by the Unit Health Servces (Infirmary] or
contracted Health Services provider

4.7 The employes returning to work shall be required by the Managemeni (o secure
i medical clearance lrom a medical doctor chosen by the Company before bieing
allowed to return to work

4.8 Tha HRD will initiate disciplinary proceedings aganst any employes found to have
discontinued treatment in defiance of medical advice, or who refuses 1o undergo
the Tull yreatment course prescribed.  Likewise, employees who are ordered (o
undergo a check-up due to contact tracing but refuse to do so will also face
disciplinary action proceedings: In both cases; the maximum sanction apphcable
far Insubordination will be the termitation al ane’s employment, if it is deemed
warranted

5. IMPLEMENTATION AND MONITORING

5.1,The 5afety and Health Committee or its counterpart shall periadically moniter and
evaluate the implementation af this Policy and Program

6. EFFECTIVITY

6.1.This Policy shall take place etective immediately and shall be made known to
every employes.

Wi

[
Prepared by; jo Y nn‘l A Nelecio

Hurhan Resources

Heviewed by

MeFonder L. Coadsd

G-h-ad

Approved by: Yisrpel ¥ Gissinger
CEQ




e @ iPloy

Pescadorr. Road Cotse Buines Pak,
Calsus ity 5000

Date February 22, 2018

To s ALL EMPLOYEES CONCERNED
From : Human Resources

Thris : Dperations Manager

Subject - WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

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

1.2.The company promotes and ensures a healthy environment threugh its various
health programs to safeguard its employess. And as part of the company's
compliance to DOLE Department Advisory No. 05, Series of 2010 (Guidalines for
the Implementation of a Workplace Policy and Program on- Hepatitis- B), this
Program has been developed. This program @ aimed o address the stigma
atached 1o hepatitis B and to ensure that the emplpyees’ right against
discrimination and confidentiality s maintained.

1.3.This guideline is formulated for everyboedy's infarmation and reference for (he
diagnosis, treaiment, and prevention of Hepatitis B This will inform the
employees of their rote as well as the company in dealing with Hepatitis B, A
healthy environment encompasses a good working relationship and great output
far cantinuous business growth,
2. COVERAGE
2.1.This Program shall apply to all employees regardless of thelr employment status.
3, POLICY STATEMENT

3.1 Implementing Structure

3.1.1. Iploy fnc. Hepatitis B workplace policy and program shall be managed by
its: health and safety committee, Each division or department of the
Company shall be duly represented

3.2 Guidalines
3.2.1. Education

1211 Hepatitis 8 shall be conducted through distribution and posting of
|EC materials and counselling and/ or lectures; and
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3412 Hepatitis B education shall be spearheadéd by Iploy Inc. Madical
Clinic in elose coarditation with the health and safety committee:

3.2.2. Prevemtive Strateges

3221 Al employess are encouraged to be immunized against Hepatitis
B after secunng clearance from ther physician.

3222 Waorkplace sanitatlon and proper waste management and disposal
shall be monitored by the health and safety commities on & regular
basis,

3223 Personal protective cquipment shall be made avaiiable at all times
for all employess; and

3224 Emplayees will Be given training and information on adherence to
standards or universal precautions in the workplace

4, SOCIAL POLICY
4111,  Neon-discriminatory Policy and Practices

41111 There shall be Ao discrimination of any form against
employees on the Dasis of ther Hepatitis B status consstent with
the. international agreements on non-discoimination ratified by
the Philippines (ILO €111}, Employesas shall not be discriminated
against, from pre to post employment, including  Rirng,
promotion, or 3ssjgnment because of their hepatitis B status.

41112 Workptace management of sick employess shall not differ
from that of any other liness Persons with Hepatitis B related
[linesses may work for as long as they are medically fit to wark.

4.1.1.2. Conlidentiality

4:1.1.2.1 Job apphcants and employees shall not be compelled to
disclase their Hepatitis B8 status and other related medical
information. Co-employees shall not be obliged to reveal any
personal Infarmation abaut thelr fellow employess. Access to
personal data relating to employee's Hepatits B status shall be
bound by the rules on confidentiality and shall be strictly limited
to medical personnel or If legally requiretd,

4,113 Wark-Accommadation and Arrangement
41131, The company -shall take measures 10 reasonatly

atcommaodate employees who are Hepatitis B pasitive or with
Hepatitis 8 - related linesses,
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41132 Through agreements made between management and
employeas’ representative, measures Lo support amployees with
Hepatitis B are encouraged to work through flegible leave
arrangements, rescheduling of working tme and arrangement for
returm to work,

41,14,  Screening, Diagriosis, Treatment and Beferral to Health Care
Services

4.1.1.41L The company shall establish a referral system and provide
access bo diagnostic and treatment services for its employvees for
approprate medical evaluation) monitoring and management.

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

4.1.1.43. Screening for Hepatlils B as a prereguisite to employment
shall el be mandatarny.

4.1.1.5. Compensation

41.151. The company shall prowde access to Social Security
System and Emplovees Compensation benefits undes PO 626 1o
an employee contracted with Hepatitls 8 infection In the
performance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5111,  Employer's Responsibilities

T R e Managemant, together with employess’ organizations,
company Tocal personnel for buman resources, and safery and
health personnel shall develop, implement, monitar and evaluate
the workplace pelicy and program an Hepatitis

5111 The Health and Safety Committes shall ensure that their
company policy and program i3 adequately funded and made
known 1o all employees.

511019 The Human Resources Department shall enuure that their
policy and program adhere (o existing legislations and guidelines,
including provisions an leaves, benefits and insurance,

51114, Management shall provide information, education and
training on  Hepatitis B for it workforce cansistent with the
standardized basic information package developed by the
Hepatitis B TWG; if not available within the establishmaent, then
provide sccess o information
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5:1:1.1.5. The company shall ensure fon-giscrminatary practices in
the warkplace.
SLL1E The management together with the company focal

persannal for human resources: and safety and health shall
provide approprate personal protective equipment 1o prevent
Hepatitis B exposure, espacially for employees exposed to
potentially contaminated blood or body fuid.

5.1.1.1.7. The Health and Safety Committes, together with the
employeas’ orgamzations shall jointly review the poboy and
program for effectiveness and continue (o improve these by
netwarking with government and organizallons promoting
Hepatitis B prevention,

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

51119 The hurman resources shall ensure that access to medical
records is limited to authorized personnel

5112, Ermployess Responsibllities

£ 1A3:Y The employees” organization |s required to underiake an

active role in educating and training their members on Hepatitis

B prevention and control The IEC program must also aim at

promoting and practicing a healthy lifestyle with emphasis on

avoiding high risk  behavior and other risk factors that

2xpose employees (o ncreased rigk of Hepatitis B

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

51122 Employess shall practice non-discriminatory acts agains
coemployees on the ground of Hepatitis B status,

51133, Employess and their organzations shall not kave access to
personnel data relating to an employes's Hepatitis B status, The
rules of confidentiality shall apply In carrying out unlen and
crganizatien functions,

51134, Employees shall comply with the universal precaution and
the preventive measures.

51125, Employess with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis 8 status,
that is, if thedr work activities may increase the risk of Hepatitis B
infection and transmission or pul the Hepatitis B positive at rick
for aggravation,
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6. IMPLEMENTATION AND MONITORING
6.1.Within the establishmant, the implementation of the policy and program shall be
monitored and evaluated periodically, The safety and health committes 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 to

‘every employes,

A .
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Prepared by ;g_l_-l_.g\'_l'& . Mdelecio
Humarn Resaurces

Approved by: Yisroel ¥, Gissinper
CEQ
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Date Slanuary 1, 2018
Ta < ALL EMPLOYEES CONCERMED
From : Human Resources
Thru : Dperations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

OBRIECTIVE

1.1 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 Mo 53-03, senes pf 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), iploy ine, hersby adopts the following
policies and programs to achieve a drug-free workplace,

1.2. Company policy 15 to mamtain a workplace free of illegal drugs. To ensure
that the objectives of the company's corporate policy are met, the company
is implementing this drug-free program. The program will Have the follewing
elements:

COVERAGE

2.1. This Program shall apply to ail employees regardiess of ther emplayment
status

POLICY STATEMENT

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

3.2, Being Impaired or under the influence of dangeraus drugs away from the
company, if such impairment or influence adversely affects the employes's
work performance, the afety af the employee or of others, or puts at risk
the company’s reputation.

1.3, Possossion, use, solicitation for, or sale of dangerous drugs away from the
company premises, If such -activity or invalvement adversely affects the
employese's work performance, the safety of the employee or af others, or
puis at risk the company's reputation,

3.4 The presence of any detectable amount of dangerous drugs in the
employee's syitem while at work, while on the premises of the company, or
while on company business, "Dangerous Drugs” include those listed in the
Schedules annexed 1o the 1961 Single Convention on Marcotic Drugs, as
amended by the 1972 Protacol, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as erumerated in the
attached annex of RA, 9165,

4. MANDATORY DRUG TEST

4.1. To ensure that only thase qualified shall be screened and recruited to prevent
the detrimental effects (eg. lower productivity! poor decision making,;
ineregsed occidents; more compensation clams; and reduced team effort|
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required 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:

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

432, FOR-CAUSE TESTING: The company may ask an officer/femployee ta
submit to a drug test at any time it feels that the employee may be under
the influence af drugs, including, but not limited to, the following
circumstances: evidence of drugs on or about the emplayee’s person or
in the employes’s vicinity, unususl conduct on 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/employes involved in a "Near-
Miss" Incident or "Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit toa drug test.
As defined hereln, “Near-Miss” means an incident arising from or in the
course of work which could have led to imuries or fatalities of the
workers and/or considerable damage to the employer had it not been
curtailed. “Work  Accident” refers o unplanned of  unexpected
accurrence that may or may not result in personal injury, propery
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
screehing test which will determing the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screeming test. Where the confirmatory test turns positive, the
company's Assessment Team shall evaluate the results and determine
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the lavel of care and administeative interventions that can be extended
to the concerned employee

4,35 iploy Inc. shall inform the officer/employes 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, REHARILITATION, AND REFERRAL

5.1

5

53

5.4,

an officerfemployee 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 ta his/her eo
employees and/or the workplaca.

Al costs for the treatment and rehabilitation of the drug depandent
employee shall be charged to his account, The period 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
rehabiltation shall be dealt with the corresponding penalties under R.A. 9165
and is a ground for dismissal

6. ADVOCACY, EDUCATION AND TRAINING

b1

6.2.

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

All officers and employees are required to undergo an orientationfeducation
program before assumption of their respective duties, The program shall
include the following topics:

6.2.1. Salient features of RLA, B165;

6:2.2. Adverse effects of abuse andfor misuse of dangerous drugs on the
person, workplace, family and the community;
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6.3.

6.2.3, Preventive measures against drug abuse; and

6.2.4. Stepsto take when intervention s needed, as well as available services
far traatment and rehabilitation.

To encourage all officers and emplovess 1o lead a healthy lifestyle while at
waork and at home, Iploy Inc. undertakes to conduct the following activities as
often as possibile;

6.3.1. Lfestyle assessment programs on health  nutrition,  weight
management, stress management, alcohol abuse, smoking cessation, and
ather indicators of risk diseases;

6.3.2. Health weliness screenings (e.q. blood pressure: and heorl rate,
chotesterol test, blood glucose, elc.);

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

6.3.4. Other activities pramoting health and weliness

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

71

7.2

7.3,

Ipioy Inc. shall ensure that the warkplace policies and programs on the
prevention and control of danperous 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 1o the dentification 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 hy
the person concerned

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

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1

a2

Any officer or employes who uses, possesses, distributes, sells or attempis (o
sell, tolerates, or transters dangerous drugs or otherwise commits ather
ynlawful acts as defined under Article Il 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 $165,
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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

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

10, EFFECTIVITY

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

11. ATTACHEMENT

1115 Drug-Free Workplace Policy and Program Acknowledgement

Prepared by: Jo Ha
Human Resources

Reviewed by; Alfréﬂ P, rillg Jr.
Dlrec’l;ﬂr af rations
A f’b

Approved by: Yisroel ¥, Gissinger
CEQ
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Drug-Free Workplace Program Acknowledgemeant

| hereby acknowledge that | have recelved 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 akcobol treatment
programs. | have had an opportunity 1o have all aspects of this matenal fully explained, 1
alss understand that | must abide by the Program as a condition of initial andfor
continued employment, and any violation may result in disciplinary action up fo and
including termination.

| also understand that during my employment | may be required o submit to testing lor
the presence of drugs or alcohol in my body. | understand that submission to sich testing
is @ condition of employment with [Company], and disciplinary action up 1o and including
termination may result f;

1) | refuse ta consent Lo Testing.

2] | refuse to execute all forms of consent and release of liability that are usually and
reasonably associated with such examipalions.

E 1] | refuse to authorize release of the test results to the company

&) The tests astablish 2 vinlation of [Company]'s Drug-Free Workplace Policy,

5) | otherwise violate the policy,

I also recognize that the Drig-Free Workplace Policy and related documents are not
intended Lo constitute a contract between lplay Inc. and me

The undersigned further states that ho/she has read and understands the abowve
acknowledgement and signs below of hisfher own free will,

SIGMATURE DATE

WITHESS DATE
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Date tlanuary 1, 2018

Tao : ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

!I

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 harassmant cases.

COVERAGE

2.1,

This Program shall apply to all employess regardless of thelr employment
status,

POLICY STATEMENT

3:d.

3.2

33

34

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

Sexual harassment refers to behavior that is not welcome, that is personally
offensive, debilitates morale and, therefore, interferes  with  work
effectivenaess. 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 |s offensive or objectionable to the recipient,
including, but not limited 10: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

Ipley 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 to disciplinary action, up té and including dismissal,

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the defintion of sexual
harassment set forth In Section 3 of R.A 7877 It provides. that sexual
harassment in workplace is committed by an employer, employes, anager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy aver another in a work envitonment, demands,
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EXUETE T

reguires 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 s
committed when:

341

142

343

. The sexual favor is made as a cendition 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, promotions, or privileges; or the refusal 1o grant the sexual
favor results in hmiting, segregating or classifying the employee which in
any  way would discriminate, deprive or  diminish  employment
opportunities or otherwise adversely affect sald employes,

. the above acts would impair the employees' rights or privileges under
existing labor laws, or

. the above acts would result in an intimidating, hostile, or offensive
environment for the emplaoyes

35 WHERE SEXUAL HARASSMENT 1S COMMITED

Sexual harassment may be cammitted in any work or traiming environment. It
may include, but are not imited ta the following:

351

352
3153
154
3.5.5.

. I o outside the affice bullding or training site,

at office or training-refated social functions:

in the course of work assignments outside the office;

at work-related conferences, studies or training sessions; or
during work related travel.

3.6, FORMS OF SEXUAL HARASSMENT

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

361
362
363

164

. Owert sexual advances;
. Unwelcome or improper gestures of affection;

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

. Any other act or conduct of a sexual nature or tor purposes of sexsual
gratification which is generally annoying, disgusting or offensive to the
vickim,
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3.8

WHAT 15 NOT SEXUAL HARASSMENT

Saxual harassment does not refer to occasional compliments of a socially
acceptable nature It refers 1o behavior that is not welcome, that s
personally offensive, that debilitates morale, and that, therefore, Interferes
with work eflectiveness.

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to prowde s officers and employees 3 work
enviranment free of sexual harassment by management persennel, by co-
workers and by others with whom officers and employess must interact in
the course of thelr employment in Iploy Inc. Sexual harassment s specifically
prohibites as unlawful and as a violation of company policy. The company is
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 aillegation of work-related sexual harassment.

4, PROCEDURE

4.1

4.2

COMPLAINT PROCEDURE

4.1.1. Any officer or emplayee, who experiences or witnesses any act of
sewual harassment in the workplace, shall report the same immediately
ta the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iploy Inc
management or ownership. Al allegations of sexual harassment will be
guickly investigated, To the extent possible, the identity of the officer or
employee shall reman 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
outcome of the investigation

4.1.2. A Committee on Decorum and Invastigation shall be constituted and
thall be composed of the management and the employees'
representative to receive complaints, investigate and hear sexual
harassment cases. The Committes shall develop its own rules in the
sattlement and disposition of sexual harassment cases. The Committas
shall also develop and implement programs 1o increase understanding
and awareness about sexual harassment.

. RETALIATION

421, Iplay 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

431, Al officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy upon assumption of their respective
affices. If at any time an officer of employes would like another copy of
the policy, piease contact the Office of the Committee on Decorum, i
Iploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
modified policy.

5. CONFIDENTIALITY

5.1 At the commencement of the investigation procedure at the 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,
[etters and-cormespondences read, and, testimonies heard, will be kept under
thie 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 hoenor shall ke preserved tor all the parties concerned
by keeping all information gathered through the investigation process
canfidential at all times, even after the conclusion of the investigation proper.

6. EFFECTIVITY

B.1. This Policy shall take place effective immediately and shall be made known to
gvery employes.

Reviewed by: frgig%; rmarilio Ir.
Dirgctos f Cperations

Approwed by Yisroel ¥ Gissinger
CEO
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
ame Position in Establishment
Chalrman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoll C5R - Phone

Submitted by:

Yisroel Y. Gissinger
CEQ
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DATE - April 3, 2018

To : ALL EMPLOYEES

FROMA HUMAMN RESOURCES DEPARTMENT

THRL : OPERATIONS MANAGEMEM1

SUBJECT z MEMO: RESTROOM GLIDELINES

Iploy Inc. provides unisex restrooms avallable so that émployees can use them whan 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 uncomiontable, has issus with the unises restroonm,
we have a separatle single, private restraom availabls for use,

Moreover, any employes with concern/issus in using the unisex restroom, please visit Human
Resources office to get door access pass. Office security, Log in and Log out procedure shall
apply.

Furthermare, it is essential that all employess should comply and obiserve the réstroom
etiglette:

Knack if the cubicle appears to be octupied. Don't peek under the doors

*  lock the cubitle dear when you enter

*  Stand clase enough to the pan or urinal so you don't wet the seat, walls or
flacr

®  Flush the toiletafter use and wipe off the toilet seat lar the néxd user

= Papertowels go in the trash can, nat on the flaar or in the roilet bow!

*  Wash your hands to prevent the spread of colds and the fly

»  Please use water and paper towels conservatively

For yaur information and guidance

{11\:;,% Cuqn‘ﬂ-!

Alrado arilla Jr
[ i rations

o0 -2 ...j,u!-""l
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February 27, 2018

To H ALL EMPLOYEES

FROM ; HUMAN RESOURCES DEPARTMENT
THRW : OPERATIONS MANAGER

SUBIECT

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 manitoring of office security

1. Employees are required to log in and log out using the biometric and the RF ID, 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 persenal

the production area

Once an employee logged in and inside the production area, they can no longer go
outside until their 19 break

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

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

7. Notallgating

8. Employee ID and RF 1D should be worn at all times, lost RF 1Ds will be charge to the
emplayes

9. Noemployees are allowed to stay in the waiting area for applicant.

10.

Employees whao leftflost their 1Ds will get temporary 1D 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

items should be left in the locker before longing in/going inside
4.

6.

For guidance and strict compliance.

uH'Jf-'?{ld ecio
Hu Resources 7,

Noted by: A\ e - Cundta

OG-2- 21

Scanned by CamScanner
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DATE 5 Novemnber 17, 2021

TO | ALL EMPLOYEES

FROM 3 HUMAN RESOURCES

SUBIECT H LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

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

#  MNO storing of perishable foods/leftovers inside the locker.

= Proper sanitation is strictly observed (E.G. Mo storing of unwashed containers) mugs/utensils, etc.)

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

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

= Any sort of action that may result in damage to property Is strictly prohibited. This includes bit i5
not limited to graffiti 'vandalism, posting of stickers, darmage to facillty property such as the forced
opening of lockers without the management/HRs' knowledge or consent, ete,

#  The company will not be liable for the loss or damage to any personal belongings left unattended
and that includes, sharing of lockers, lockers without padlocks, placed on top of the lockers, etc.
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 avallability of the bolt cutter,

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

= NO LOITERIMG 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,

Faillure to comply will be dealt accordingly.

Frepared by: Moted by;

2A i
nza Carlos Gotiong, o
Ermpl Relations Specialist General Manager Directo perations

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

b-3-24

ployee Signature Over Printed Name/Date
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DATE April 3, 2018

To : ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT
THRU : OPERATIONS MANAGER

SUBIECT MEMO: CALL IN FOR QUT OF OFFICE

In order Lo properly manitor out of office employeess, s new process to call in/report absence will
be implemented effective Manday, April 9, 2018

Guidelines:

1. In cases of late and/ar absences, emploves should report to Human Resources through
Sh5 ar Call via HR hotline: 0917 709- 7074
2. Naotification should contain the following infarmation
a. Complete (redl) Name
b, Department
¢ Team Leader
d. Callin for; {Whole day Absent, Half-day Absent, Late)
& Reason
3. HR will be the one to send notification to Operations Management
4. Nocall in should be communicated through Team leads or any other employee. it should
be done by the employee or his/her relatives
5. ‘Notification should be at least twio {2} haurs before the employes’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, employes must send notification daily
7. Failure to notify will be tagged a5 No Call, No Shiow and/or unscheduled abcenee and will
be dealt with according to our Code of Conduct and Discipline,

For your guidance and strict compliance,

Aexap Cuaclre

G~
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February 18, 2020

Ta H ALL EMPLOYEES
FROM : OPERATIOMS MANAGERMENT
SUBJECT : ATTEMDAMCE BOMUS 2020

A we and the year 2019, iPloy woubd like to et clear key procedures and policies. This memorandum serves as
reminder to be followed:

PAYROLL

1. Immaculate Attendance Bonus is for employees with perlect attendance. Employes should NOT commit any
schedule devintions like tardiness, unscheduled absences, undertime and overbreak. Fallure to puinch in - out for
breaks will also disgualify the employes. No walvers will be given.

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

3, Employees who tendared their resignation before the release of the Sign On Bonus (Flrst Half o Second Half) will
NO longer be eligible 1o receive it

4. Emplovess gqualified for the Sign On Bonus (First Half or Second Half) wall receive it on the 30" of the succeeding
maonth from eligibility,

5. Elighbility for the annual merit Increase is based on overall performance and management discretion, Pay out is
at management’s discretion.

MEDICAL CERTIFICATE

1. When must the madical certificate be dated?

. 1 day absence - the medical certificate must be dated on the day of absence or the next day. ifthe absence
falls-on a Friday, the medical certificate must be dated the Saturday that immediately follows - at the latest, it
cannot be dated on the day that the agent is to report back to waork,

. 2 days absence - the medical certificate must be dated on the inltal day of absanca or the naxt day, 1T the
absente falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the
latest. It cannot be dated on the Saturday that immedialely follows or that Monday that the agent is to report back
1o work.

. 2 days of absence or longer - the medical eertificate must be dated on the initial day of absence or the newxt
day. It cannat be dated on the day that the agent reports back to work with the advice to rest amtedated fram the
initial date of absence. Also, the advice to rest Is inclusive of rest days.

-] 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 1o rest plus Saturday and Sunday — the agent must be back
o work on Monday.

nder’) Cuadre
G- %-2M
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] If the doctor prescribes rest, the medical certificate must include the number of days of rest, The
advice to restcannoet be antedated.

o There must be a fit to work date,

a The anly exception to the Medical Certificate date guidelines is if the employes has been
hospitalized.
VACATI

L. The company reserves thi right to approve and disapprove all vacation leave [VL) requesis.

2. Employes must gxactly have the corresponding credits far the request 1o be approved,
1 credit = One Day
-5 credit = Half Day

3. Employes with perfect attendance &80 days from the requested Vi date will ba given priovity In the approval of
leaves. This Is a way of rewarding employees with perfect attendance.

4. The company and cllent have the right to disapprove leave reguests and cancel approved leaves for those
employees who committed unscheduled absences an the prior month and on the cusrent manth of the reqguested
time off including poor attendance records, behavioral and productivity issues.

Noted By: Approved By:

NG
HR Supery Chiel Executive Officer
Directar of Operations

G-3- 24
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Date : November 17, 2021

O ¢ ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

1. Employees are required to notify the HR hotline number (0917-709-7074) and/er send an email to
hr@iploy.com at least two (2) hours before the employee’s shift [following call-in procedure) and/for
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

Emargency leavefs

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

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

Note: No more Manual filing of Sick Leave except If the employee was hospitalized andfor
guarantine due to COVID-19.

4. Below are the documents needed to provide to use the paid sick leave;

+  Employee’s illness or injury
» At the discretion of the employer, the employee should furnish a certificate from
a physician stating that the employes was incapacitated from work for the
period of absance because of sickness or injury and that the employee Is again
physically able to perform his or her duties. (Medical Certificate with Fit to
Work)
Blacklisted Doctors and clinics’ will not be honored. (Please refer to the
Blacklisted Clinic/Physician Memo)

v

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

s Emergency leave
¥ \Validate his/her absence through supporting documents as to why she/he was
having emergency leave on the sald date.

*  Power Outage
# Certification from thelr electric/power supply provider (e.g., VECO, CEBECO,
MECD)

* Internet Outage
# Ticket number from the internet service provider andfor screenshot,/link of
official outage announcement from the internet/telco provider
# Picture of the modem {showing red, no light in “internet”)

3. Any unauthorized sick leave will subject the employee to disciplinary action. SL is unauthorized
under the following circumstances:
+ The employee falled to inform the immediate superior or HRD about his/her absence due to
iliness unless fully justified.
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» |f sickness claimed is fictitious or non-existent,

6. The employee or his/her representative must inform hisfher immediate superior or HR if an
extension of 5L 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 Novembar 22, 2021,

Please be guided accordingly,
Created by:
ARCILLA
HR Kana
Moted by:

atillo ir. Angelo Manal CarlosGotlo
Dir 0 eratipns Operations Manager “Geéneral Manager
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Movember 12, 2019

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT
OPERATIONS MANAGER

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 subimit
their form in Accounting office.

A member is gualified to avail of this banefit if:

1. Heisunable to work due o sickness or injury and confined either in a hospital or at home for at
l=ast four (4] days;

2. He has paid at least three (3) months of contributions within the 12-month period Immediately
before the semester of sickness ar injury;

3. He hasused up all current company skck leave with pay; and

4. He has notitied the employer or the 555, i unemployed, valuntary or self-employed member
regarding his sickness or injury.

Failure to submit the docwments within the prescribed period will free iPloy from any kability of their

claims,

For your guidance,

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

Sincerely,

Marishka | il
Human Re 5

Noted by:

M@%\mlgm

i , Dperations

G-%- 2%




&JiPloy

Cabi Busnass Paik, Cotiu Sy 6000

HRM-2023-10-016

DATE : October 4, 2023

O ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services

Bimba H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arced, MD

Sia Clinie

Health Doc Diagnostics

Gaudiosa Montecilla Ir,, MD

MNow Sarving

. Dr. Guian Darnell Sumallnog

10. Tambut Medical Clinic

11. dinics/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
114  Date of Actual visit

11.5 Diagnosis

11.6  Recommendation

11.7  Fit to work date

LMD AW

Mew Clinics added:
12, Enad Clinic
13, Bing Clinlc
14, Gia Clinic
15. Veloso Clinic
16, Dr. Paolo M. Apuli
17. Lourdes D. Sasay, 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 laberatory results, may be requested,
3. HA/Clinle will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-waork certificate will be denied entry.
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4. Do not make erasures on the document. Any correctlons 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.

Pleaze be aware that the following concerns may render a medical certificate invalid and unacceptable:

No cansultation date specified.

Mo diagnosis provided, Please note that 7 codes are not considered as diagnosis.

Mo 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
Nurse/Company Doctor to be questionable,

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

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

S B R ek

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

are constantly improving since the pandemic hit, therefare, we will no longer accept consultation
done anling/ calls. Consultation m done face-to-face.
This updated memorandum shall take effect on October 15, 2023,

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

at er@iploy.com.
Faor strict compliance.
Prepared by

N ania
Employee Relations Supervisar

Moted by:
e
Bﬁu&_\'ﬂm itreo
HR Manager Opemtluns Manager Direc r qf perations

plevn T Coadma

OL- 3- 24
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Pate ' Movernber 30, 2022

T : ALL Ernploipess

FROM i Human Resources Departrment

SUBJECT L WACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connaction, all remaining 5L credits are to be comerted thus, 5L application is no longer
altowed until the end of the year.

A5 for the Vacation Leave (VL) comversion, all unused YL credits will be reteasad on the 30" of December
2022, All employess can plot a VL request untll December 8, 2022 OMLY. The sctusl VL dates will cover
orby untl] Apell 30, 2023, Kindly take note of the reminders below in reference to filing of YL

o Mo retraction of approved Vs, If the employee reports for worlk on the actual VL date, the VL
will ot be refmbursed and will ba voidad.

&  Norescheduling of VL once approvisd.

& VL date should not fall an a bocal holiday otherwise Tforfeited,

Mote: Appraval of VL raquists will be on or before December 14, 2023,

Furthirrmere, if the employee rasigns or gets separated from the company either voluntary or iInvoluntary,
all available V1 credits will be forfelted and will not be part of their last pay if:

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

o Employes went on Absent Without Offidal Leave (AWOL)

e Employee Incur any leawe, absances, and/or any form of terminal leave within th 30-day notice
period with the exception that the employee provided a valid documentation such as but not
lirived to hospitalization due to sickness, accidents, or contagious diseases.

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

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

® Incurred any behavioral infraction sueh as but not limibed to Sleeping, Browsing Unrelated
Websites and etc,

Furthermore, 5L and VL conversion maybe subject o taw. Should you have guestions pertaining o this
mieme, el free to resch out to our Accounting personnel st Accountingiploy.com,

Signad:
e

HE Manager Accounting Manager

Hobed by:

Operations Monager or of Etlons

Meven Cuadiad

(- 3- U4,
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December 17, 2019

Ta - ALL EMPLOYEES
FROM ; CPERATIONS MANAGEMENT
SURIECT - CLEANSING PERIOD

I¥ey Staffing Solutions beleves wn giving ermployees enough room for improvement 1o atraighten oul
emglymant in regards to compliance to our company’s Code of Conduct. The aim of this approach is to help
muotivate empleyvess rectify passed offenses and start anew,

Cheansing Period pertaing to the time when an employee who has been subjected 1o a Disciplinary Action [DA]
Is expected 1o improve performance. Ample time |5 given 1o cormect mproper behavlor and refrain fram
committing any ather infractions.

It-an emplayes doss nol commit the same infraction for the spacifisd cleansing period, the progreselon of the
disciplinary action will slide back to a level depending on itx type, Please refor to table below:

Attendance 6
Productivity 6 !
Behavioral 12

Thee counting of the Cleansing Period will start baved on the date when DA was decided upan. Al docurmantation
for infractions will stlll be kept in the Employes’s 201 File regardiess what period of progression.

The Cleansing Period js effective lanuary 1, 3020 covering DA 6 months and older

Sincerely yours, Apgroved By

Attt

1Ay
Chiel Ewecutive Officer

ager

Levonds ol o

Cr3-2Y
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CODE OF CONDUCT AND HSCIPLENE [Table of Infactions)
L STATEMENT OF POLICY

Elﬁ.&u‘ﬁﬂiﬂ. Eﬂgﬂl&nﬂsﬁﬂlﬁnﬂn_p:ﬂgsaﬂsgi
IE Iy inimnded 1o thveaten and intimidate smgloyees. indesd, 1| wrn b the guiding principhes
‘o wihat | expected of i’ employess bo corduet durirg e endice employment hefe in Py,
I
0. DOCTRINES TO GOVERM THE COMPANY"S CODE OF CONDICT AND DISCIPLINE

1. Tha right te discipline and discharge employers for gl snd props: cacne iy mansgement's
prerogat e enshrined from the 1967 Philiapine Comtituthon.

7 Falrmess and justice shall abways govern tne impoalton of disciplinary actiore. Exiting Labor
Lanws, implementing Rotes and luriiprdence wi always be observed,

A The full and sirict maintenance of discipline i The management’s resporsibility. Thos, it shall be
the primary corosrn of immedialo seperiors and department eads 10 initiale any el piirery
Setior agsingl Thes subsrEnates whenever & Wolation of the ruls i commmitisd.

A Administradive ineestgations and obher procesdings shall be conducted supeditiously,

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

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

7. Tha managemnt may mitigate the penalty bo be imposed, subject howewer io management's
approval and upon compllanoe o the conditions set 1omth by the ketber.

8. Incases of multiple vidlations of this Code, the foflowing fule shall appdy a5 1o the penalty ta be
mporses:

e &) iPloy

L ircident Aepoed will be susenitied to Huran Resouroes [HA | within 3 working davs Trom
het daite ol the iscident
2 Human Rescouror: will Huee @ Mexice i Explain |NTE] ta the employes within 3 woriing
drys
3 Direet Supericr should cosch the employes wethin § working days {rom the BEuanes of
the WTE
4. Couching Form and Written Explanation of the employss should be jubmitied within §
warting day fram the mmance of the NTE
5. HRowill issue Mofics of Dethion with ar weiheut sanitord within § days from the receipt
il i Cosching Form and Wirltien Explanation.
leisiﬁgﬁﬂlﬂnqi_ﬂ!ﬂﬁutsﬂn!i:ui
right 1o be heard and corfermg thas & il the dwtals = e it fepcs e Srue and
without By blases.
b Lapied in i lirelice will resuit .h-rl..-..n.n.._ Sepiect of Duty | Inguborsination

= Lapses i Shes tirniebne will ot vaid the srtion
1%, GENERAL BIHAVIONAL STANDARDS
A a0 Ploy ermploves wir Expect That you will meet the foliawing bebavicral stendards
& Proper Conguct and Decorum i expacted fram yow withen the offics and auiside when

represeriing th Company, This includes appropriate dress, artending the office ready (o work, we of
_u._d_n-..-. wﬂ_n_!..-.._.__n langiape, chservanss of proper office and worl deisium, Martaining proper

ips withyour col LSO ang clier inclviduals Not R dreoioy of the company,
elrpgrvarce of and compllance with existing s of the Pnilppines.

&, Endaniing Compary Productivty the Company expects the Proper cane ard witilizetion of
Capltal available to the Cormpany; huerming up for work nead y o wors on time all the tme, Toliowing the

appropriate breaw and Gnigh tines, getting on with the job and pesforming the job 1o the best of your
abdlity, posithve attitods and dedication D one's work ssignments, supoorfing supensitions and those in
maragemant

d, Mainterance of health and safety'af the of fice and pecpie arours you. A propsr Btlude
Ewards cisaniiness and proper housekesping In the cffics, gasd health of yoursell and others sroend
o, Assict in the security of the oftice, iliersdrg basic safety pratedures.

e. Proper use of Company Progerty, fclties ard security & probect company and empioyes
adsets. Sacure handling and mairterance of Compsny records, besp confidertial and protect the
irtegrity of all Compary epsrating date and indermation, sppropriabe wee 7 & Comipany equipmend for
wowr related praparty for sl Company funds necefved.
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I Applicability

Thiz Code sheall agady k3 4l 1Ploy emglovens, regardless of status or positian held, Dol
E P [T R el I o
I Types of Ofenses Wl \Warring -1

Lewel 1 = Infractions whith ss ménce In nature Bul which may beceme hisitual 54 disfuptive ¥ nat !93:&!.&1_3: _
oTeried. it has nodetrimental impact of the busingsi.

Lewel 3 = Sevious ofle e which cautes celay in operations, may poe threat, namm, ar danger 1o amven ofher San ihowe
Cormipary pragerty andfor et of individiah. dr of

R st
1 et | veena | WRER | e | SR |
Liwsi 3 = InPractiors which will destroy the-compary's image and reputatian. i causes Labstential on 19 aspeironl fdmrts Warming WarE | wamisg | ¥
the compary and can result 1o srivcal operational danstion. & critical cifense that has comer cenived Papacpy, Smtyporisbis
1he seturity of the smployess, the bntegrity of Cllent, the safetfy ol fustomer's Inlnrmation 35d 1 SRS, ERAES, Wi
stabiiltyof the business. i

Imrediate puperviser.
L Tabrle of Infractians
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compauber unpifteodes and

Wi, Saving Clause

1 Terminationof anempioyee shall autcmatically bar himgher from re-employment.

2 The penalty of dismissal shall rot prejudice the right of the company o inltiate court sction
againgt the erring employes.

A This Cothe shall suparuede all onher exbsting policies, rules, memos, and the like, and ail policies
to be implemented, if the sime i fouhid 1o be incondistent with the Code of Conduct.

VIL Appraval

lay Glssinger
Owmer and Chissl Exsculive Officer

L & iPloy

AECEIPT OF THE CODE OF CORDUCT AMD DESCIPLENE BOLICY

This i to acknowledge that | hawe read the Company's Code of Cordwct and Cricipline and understand
that it sets forth the terrr ard tondition of iy emplownent 25 well 2 the duties and responsibilities,
and obbigatiom of employment with the Comipany.

nAME BE¥erd e . Cunden

o 3= ad
Eiﬁgrﬁczﬂﬂiu%ﬂg
EMPLOYEE SIGNATURE &3 =

D




