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Employee Training Agreement

This Employee Training Agreement is made on January 15, 2024 botween iPloy, OPC, with its place of business af
the gt fcl?or Ppe Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employer”) and
uéﬁw - ATERr iz Cre il oz

[Employee's Namel, an individual with the address af
PECT Pradc JARGATT  PAlRcr htied |, Comee _|Employee's Address] ("Employee”).

Recitals:

A, The Employer is providing a one-week training program to the Employee to enhance their skills and
knowledge In the field of Customer Service and ac part of the Onboarding process.

B. The Employee has agreed to participate in this one-week training program,

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

agreed to the terms and conditions tanceming the Pre-Employment Medical Examination {FEME) and the

submission of Employment Reguirements.

Agreement:

L. Training Obligation: The Employee agrees to attend and complate the one-week training program provided by
the Employer. The training will commence on luly 25, 2024 and conclude on July 26 , 2024,

2. Salary Payment: In consideration of the Employee's completion of the tralning, the Emplayer agrees to pay the
Employee a salary for the duration of the training, payable at the nearest payout schedule {15 ar 30™ of the
month) upon successful completion,

3. Non-Eligibility for Incomplete Training: The Emplovee acknowledges and agrees that if they fall to complete the
ane-week training program for any reason; they will not be eligible to receive the salary payment for the
training period.

#. Pre- employment Physical Examination (PEME): The Employee acknowledges and agrees that if they fail to
attain their employment with the Company up until regularization. The cost of the pre-employment
“xamination will be deducted from the final pay

5. Submission of Critical and Non- Critical Requirements: This agreement stipulates that should the Employee fail
ta meet the requirements by the specified deadline, even after multiple follow- ups, they are required to cover
a portion of any penalties imposed by gavernment autharities

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
agreements between the parties, whether written or aral.

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

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

— S
ot WECE af W/éfr/w'z-f

e¥. Pacat

o—

Employee Complete Mame & Slgnature/Date Training Associate
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NON-DISCLOSURE AGREEMENT

i

THIS AGREEMENT is made on (Dare)

BETWEEN

1 IPLOY OPC. (the "Disclosing Party™): and
2. NSOV L. AEEN e 4 (the "Receiving Party”),

eollectively referred to as the "Parties",
RECITALS

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

OPERATIVE PROVISIONS

1. 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 reasonable
precautions to protect such Proprietary Information {including, without limitation, all precautians
the Receiving Party employs with respect to its own canfidential materials),

12,  not to disclose any such Proprietary Information or any information derived therefrom ta
any third persan,

13 nottocopy or remove and not to take pictures of any Proprietary information,

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

5, ROt 1o Copy or reverse source any such Proprietary Information, The Receiving Party shall

procure that its employees, AgeNts and sub-contractors to wham Proprietary Infarmation is




iPloy OFC .
57 Floar, Ayala Canter Cebi Tower _?‘};l -

Behol Street, Cebu Businesy Park, %’ '_P lﬂy
Cobu Gy &000

disclosed or who have access ta 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 thereaf or
any information that the Recelving Party can document

21,  isorbecomes (through ne improper action ar 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 un lawfully appropriated, or

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

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

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

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

G The failure of either party to enforce its rights under this Agresment at any time for any
period shall not be construed s a waiver of such rights. If any part, term or provision of this
Agreement is held to be lllegal or unenforeeable neither the validity, nor enforcea bility 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 a ny ather reason without the prior written agreement of bath 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 ar understandings with respect hereto,

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

in cannection with this Agreement to the non-exclusive of the courts in the Territory,

IPLOY OPC R’E’Cﬂmﬂi ﬂg;w

i . e AC Bpr pr oy g o
v: Qnboarding Specialist :

a7 0 . AAEV ey
Name: Jade Lenizo Mata Name: R “ 4

Title: Onboarding Specialist Title:
Addm“?wmmn_mﬂm Address: ,;55'&@ M%MM?‘QH’?& ﬂ%/“’:f'
Cebu City

Date; Date:
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INSTRUCTIONS;

L Answer the guestions campletsly and honesthy in the Spaces provided,
2. Please PRINT legibly,

3. DO NOT LEAVE ANY SPACE BLANK. Write “niaT, “ng

% applicable” ar “none”

HRA-PEFE-01

EFor WA use pely) For 1 e onkyd [Fer HE wxe onki)
EMPLOYER MUMEER DATE HERE| DEPRATMENT
§7 /1 /751q
Basic mformation & Contact Details
e ooz A ] MERE L onin
v | “TEEPTETRIY Aot s

be"EéIq e LY BLO0ET BARTONT ¢ To L MTGTRuLLA ceou Ty |
GO4G

PROVINCIAL ADDRESS (House B f Lotk f Biock 8 / Sreet. Barargiy, Municipality / City, Pravincs, Zin Coda]

Lind Phana Mo ".]-J."( V'?‘?Ir? |

WAy 351 [“Berzerscao

555 Mo, | G-I M, PHILHEALTH N TiN
| BNy DagE i GENQIE ET
ot [ 1174 AR Misuee, Aans | ™R € | e g i
MARTAL STATUS | MAME OF SPOUSE [Morried) Ermuail Addddrpasis)
regle
[ ] Legally feparatng . -
| | itarriad SFOILISE Tal
|| Widow Widower
Afg -,nuu.rclun-u h-,--iimlnip oF marriage un 1o the 30

dagiree bo any curront smploges of By F N
I'1¥es [ ] Mo 1f VES, give NAME and RELATIONSHIP

Family Backgrownd

SPOUSE 'S EMPPLOYER SPOUSE'S DATE OF BIRTH ]

MAME OF SPOUSE (If married)

O, OF | | | BIRTH ORDER )
moners | | wotsmmns | ) | NO.OFCHIDAEN | A [oy | [Onky N, 14 2 s et
EOF i | DATE OF BigTH | | DATE OF BIRTH &
NAMIE OF CHILDREN |1 any) u!. NAME OF SELINGS CIVIL STATLS
[ |
[ |
FATHER'S MAME DATE 2F

1
DCCUPATION MOTHER'S MAME “"TET? =

R e Ve R e S il

COMTACT PERSON

= W

Meniage - 18 Floar Cing Moniage Tower, Achiishop Ruyes Ave, Cobu Gy 71 MEY= 191 Fioor MSY Tovwar Poscadonss Rissd Caby
Business Park, ety Gty 6000 ACCT ~ Bth Floor, Ayals Cantor Ciaby Tomar, Caby Business Pavk, by Ciy.




Educatbonal Attainment
NAME OF SCHOOL & ADORESS g
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o 2 l_ . .
08 TITIE PERIDD COVERED [mmyyr)

FROM

‘ SALARY | i
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| FROM | 7]
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| [ apesicabe]

REASON FOR LEAVING

[MPLOYER'S MAME ADDRESS & TIL NO
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Pursuant fo: fo) indigeaou People's A1 KA 5371

;i) Magna Covta fov Disailed Persoms (R4 F377): and Sala Parswti

Welfare Act 2000 (R §972)

Are you @ member of any indlggnuu.-. growp? | O vEs BT wo  |u Yo, pleass specily:
I Do you identily ss differenthy-abled? O ¥Es = ND if yes, please specify:
e you a sobo parent? O ¥Es ] il yes, please specify:

TR LFEy

fob-related training cowrses (pher Hidtle ang'

reiated cevifficales and beenses frarent o), Job-refoied cwords and
societies, naderahip ootiviies, pukc Heaking, and perfovrmance ouar

Other Qe

alifications

i, Sob-reketed kil fedtrer langueges, computer mad Infermarion techaaiogy, reals, machings, i}, Job-
Specin! drcompkibments fpubicotions, martibersivios i professional or fomar
il e dotes and send documenty

DESCRIFTION / TITLE

PART

ADDITIONAL IDENTIFICATION

TYPE / CONTROL NG, ISSUE DATE EXPIRY DATE |

PASSPORT DETANS
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Have yau ever been convicted of an | 1] ¥es If “¥es”, please give detaiks:

administrative  civil/eriminal offensa? | Lo

CERTIFICATION
| CERTIFY that, to the best of oy nawlpdge ard bebel, af the Indormigtion an am attached b this document is true, correcs, tomplite snd made in goad
faith, | UNDERSTAND that fabse ar 4fan Infarmation on or attached to this application may be grounss for nat Fising ma cir Eerminate my
employmant fram | Ploy, | Al at #ny indormation | Rive may b investigied.
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Date Signed
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, Wi CARILLMA MENOTZA hereby authorize Iploy Inc. and/or it's representatives to

make investigation of my ba ckground, references, character, past employment, consumer reports,
education, and criminal history record infarmation 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 infarmation contained an my application and/or obtaining other
infarmation which may be material to my qualifications for employment. A telephone facsimile
{fax), scanned copy or werographic copy of this consent shall be considered as valid as the original
consent.

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

| release Iploy Inc., its em pioyees, designated represen tatives, agents, officers and trustees from

any and all claims of liability or dam age due to either the procurement or the true and accurate
disclosure of such records or information,

Applicant Name: Jon CABILGuA MERLDZ A

(5o
Present Address: /oA HOMES Tumcopeir MINGLAMLLA CEry /Ty

Social Security Numbgr: Date of girth: 7%/ 02/ 1779

Signature:

oate:__ 07/ 2¢ /202g
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SIGN-ON BONUS POLICY

Palicy:

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 3 non-
recurring and non-accumulating sum of money that is paid to an employee as gratitude for
joining the Company. The s ign-on bonus is subject to taxes,

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

A regular employee

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 be an active employee on the release date of the sign-on bonus,

Releasing of Sign-On Bonus:

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

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

Acknowledgment

| hereby ackno ge that | have read, understand, and agree to the terms and conditions

A-on bonus policy.

S craeniooza 27/2¢ f:—u;q
(ﬁign*urg;{wer Printed Mame/Date
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UNDERTAKING

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

Palley Title : 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 (ineluding changes and additions which are deemed
incorporated herein) of this goli

EMNDD 24 ‘ 'ﬂ/"ﬁ /g_.r-z ¥
I‘\_ Empﬂuet Nafe and Signature Date

Noted:

—Unbmrdlng Specialist Name and Signature Date




iPloy Gift Policy

The aim of this pelicy is to establish a uniformity relating to the acceptance of gifts, including gratuities
and rewards. This policy applies to emplayees 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
far 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 frem
any employee/s or company that is seeking to conduct or Is currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200 should be returned to the

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

a. 1" Instance — Written Warning
b 2*Instance- Final Written Warning
€. 3 iInstance- Dismissal

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

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

Mame: S ¢ Doz

Signature: g Date: bA‘/‘Zﬂf'




iPloy Social Media Policy

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

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

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

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

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

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

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

* Be aware of your association with the company when using online sodal networks. You must
always identify yourself and your role if you mention or comment an the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. You must write in the first person and
state clearly that the views expressed are your own and not those of iPlay. Wherever practical,
you must use 3 disclalmer saying that while you wark for the company, anything you publish is
your apinien, and not necessarily the opiniens of the company,

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




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

Material in which the company has @ 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 domaln. Any
departure from this policy requires the prior written authorization of the management,

Be respectful always, in both the content and tene of what you say. Show respect to your
audience, your colleagues and customers and suppliers. Do not post or publish any camments or
content relating to the company or its employees, which would be unacceptable in the workglace
or in conflict with the company’s website, Make sure the views and opinions YOU EXPress are your
own,

Recommendations, references or comments relating to professional attributes, are not parmitted
to be made about employees, former employees, customers or suppliers on social media and
networking sites. Such recommendations can give the Impression that the recommendation is a
reference on behalf of the iPloy, even when a disclaimer is placed on such 2 com ment. Any request
for such a recommendation should be dealt with by stating that this ls not permitted in line with
company policy and that a formal reference can be sought through HR, In line with the normal
reference policy.

Once in the public domain, content cannot be retracted. Therefore, alwaye take time to review
your content in an objective manner before uploading. If in doubt, 25k someone to review it for
you. Think through the consequences of what you say and what could happen if ane of your
colleagues had to defend your comments to a customer.

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

This policy extends to future developments in internet capability and social media L53gE,

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

Always remember an-line content is never completely private:

Regularty review your privacy settings on social media platfarms to ensure they provide you with
sufficient personal pretection and limit access by others;

Censider all online information with caution as there is no quallty control process on the intarnet
and a 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 internet. This may require obtaining appropriate permission to make use of information. You
must always give proper credit to the source of the Infermatlon used.

Specific Managerial Responsibilities

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

Enforcement / Progression

Mon-compliance with the general principles and conditions of this sodal media policy and the related
internet, e-mail and confidentiallty policles may lead to disciplinary action, up to and Induding dismissal,
Thiz palicy 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 campany. In case of any doubt, you should consult with your manager.

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

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

Employee Acknowledgement

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

Name: _\JOWN _ C . MENDOZ 4

Signature: \,Wﬁ:‘: . ; Dite: {ﬁ,? /Ea /'25'.19('

E Tr A
x__J/
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Date : February 22, 2018
To CALL EMPLOYEES CONCERNED
From ! Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1L OBIECTIVE

L1 In conformity with Republic Act Mo, B304 otherwise known-as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIV/AIDS @y an international
pandemic problem, this company policy is hereby issued for the information
and guidance of the employees in the diagnesis, treatment and prevention of
HIV/AIDS In the workplace,

1.2. This policy |5 also aimed a1 addressing the stipma attached to HIV/AIDS and
ensures that the workers' right against discrimination and confidentiality (s
maintained.

2. COVERAGE

2.1, This Program shall apply to all employess regardiess of their employment
status

3. IMPLEMENTING STRUCTUIRE

3L Iploy Inc. HIM/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departmants

4, POLICY STATEMENT
4.1, BASIC INFORMATION OM HIV/ A0S
411 What is HIV/AIDS?

4.1.11 I & a disease caused by o virgs called Hiv | Hurmar
Immunodeficiency Virus). This virus slowly weakens a person's
ability to fight off other diseases by attaching itself to and
destroying important cells that control and support the human
iMmune system

4.1.2 How HIV/AIDS is transmitted 7

4121 Unprotected sex with an HIY infected person,

%ﬁ;ﬁ%ﬂ or/ze by
L ———
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41,22 From an infected mother to her child (during pregnancy, at
birth through breast feeding);

4123 Intravenous drug use with contaminated needles,
-
4124, Transfusion withinfected blood and blood products; and

4125 Unsate, unprotected contact with infected blood and bleading
wounds of an infected person

413 Isthere a cura?

4.131. No. However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
people with HIV. Holistic care of peaple living with HIV-AID5 and
comprehensive  treatment  of  opportunistic  infections  also
dramatically nprove quality of life

5. GUIDELINES
5.1. Preventive Strategies
5.1.1. Conduct of HIV-AIDS Education.
5.111 Who will conduct?
The Medical Clinic of Iploy Inc._in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees
far free. This shall also form part of the onentation of newly hired
employees. The standardized information package developed by the

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

3112 Howwillit be conducted?
The HIV-AIDS education will be conducted through distritution &ne
posting of IEC matenals, lectures, counselling and traming and
information on adherence to standard or unlversal precautions in the
workplace

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

».Lal  Screerming for HIV as a prerequisite 1o employment is not
mandatory.

51232 The company shall encourage positive health seeking behavior
through Voluntary Counseling and Testing.
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5123 The company shall establish a referral system and provide
access to diagnostic and treatment services Tor its workers. Referral
to Secial Hyglene Clinics of LGU for HIV screening shall be facilitated
by thie company’s medical clinic stafl

5124, The company shall likewise facilitate access 1o livelihood
assistance for the alfected employee and his/her families, being
offered by other government agencies.

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

G.1.1 Discrimination in any  form  from pre-employment to  post
employment, including hiring, promation or assignment, terminatian of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited

6.1.2. Workplace management of sick employees shall not differ from that of
any other illness,

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

6.2, Confidentiality/Non-Disclosure Policy

6.2.1. Access to personal data relating to a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of RA.
B504 and the ILO Code of Practice

6.22. Jobapplicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical information

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

6.3, Work-Accommodation and Arrangermen|

6.3.1. The company shall take measures to reasonably accommodate
employees with AIDS related illnesses

632 Agreements made between the company and employes’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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/. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1, Employer's Responsibilities

1.1.1. The Company, logether 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 ah HIV/AIDS,

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

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

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

7.1.5. The Company, through its Human Resources Depariment, shall see o
it that their company policy and prograrm is adequately funded and made
known to all employess

7.1:6. The Health and Safety Committee, together with employees/ labor
organizations shall jointly review the policy and program and continue to
improve these by networking with government and arganizations
promoting HIV prevention

1.2 Employees' Responsibliities
7.2.1. The employee’s organization shall undertake an active role in
educating and training their members on HIV prevention and control
Promote and practice a healthy lifestyle with emphasis on avolding high
nsk behavior and other risk factors that expose workers 1o increased rigk
af HIV infection,

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

123 Employees and their organization shall not have dccess to personnel
data relating to a worker's HIV status,

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

8.1. The Salety and Health Committee or its counterpart shall pariodically monitor
and evaluate the implementation of this Policy and Program

9. EFFECTIVITY

9.1, This Palicy shall take place effective immediately and shall be made known to
every employes

f i".l A
Prepared by: Jo Hapna R, [s]
Human Resources

Approved by: Yisroel Y. Gissinger
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Date Dlanuary 1, 2018
To tALL EMPLOYEES CONCERNED
From {Human Resources
Thru ! Operations Manager
Subject  : WORKPLACE POLICY AND PROGRAM ON TUBERCULDSIS (TH} PREVENTION

AND CONTROL

CBIECTIVE

1.1.Ta assist the government in Its campaign against Tuberculosis {TB) in compliance
with the Department of Labor and Employment's Department Order No. 73-06,
series of 2005 — Guidelnes for the Implementation of Policy and Pragram on
Tuberculosis (TB) Prevention and Control In the Workplace.

1.2.To provide itiatives 1o prevent the outbreak and spread of tuberculosis in the
workplace, and to treat, eare, and support employees who become alflicted with
tuberculosis

COVERAGE
#.1.This Program shall apply to all employees regardiess of their employment status.
POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatrment, rekabilitation, and restoration Lo work of employees who contract

this disease. To achieve this goal, all employees are strictly mandated to undergo
an annual physical examination with the requisite chest x-ray

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

33.The DOTS is a comprehensive strategy to control TB, and is composed of five
components, which are;

331 Peolical will or commitment to endunng sustained and quality TB
treatment and control activities:

3.3.2. Case detection by spulum-smear microscopy among  symptomatic
patients:
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333, Standard short-course chemotherapy using regimens of 6 ta B maonths Tor
all confirmed active T cases {l.e., smear positive or those validated by the
TB Diagnostic Committee) Complete drug taking through direct
observation by a designated treatment partner, during the whole course of
the treatment regimean;

334 A regular, unimerrupted supply of all anti-tuberculosts drugs and othes
materials,

3.3.5. A standard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tubereulasis contral
program's perfermance overall

d.4.Employees must be given proper information on ways of strengthening their
Immune responses against T8 infection, te, information on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and pood persanal hygiene
practices.  However, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information on its eticlogy and complete performance averall

3.5 Improving workplace conditions:

351, To ensure that contamination from T arborne particies is cantrolied,
workpiaces must provide adequate and appropriate ventilation [DOLE-
Uccupational Safety and Health Standards, OSHS, Rule 1076.01) and thers
shall be adequate sanitary facilities for workers.

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

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

3.7.50cial Policies:

371 Non-discrimination: Employees who have or mad TB shall nat be
discriminated against.  Instead, they shall be supported with adequate
cliagnosis and treatment, and shall be entitled 1o work for as long as they are
certified by the Company's accredited health provider as maedically Nt ang
shall be restored to work as spon as their iliness is contrafled:

3.7.2. Work Accommodation: Through agreements made between  the
management and the employees, work accommodalion measures to
supgort employees with TB & encouraged through flexible leave
arrangements, rescheduling of working times, and arrangements for retum
to wark,
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113, Aestoration to Work: The employes may be allowed (o return to work
with reasonable working arrangements as determined by the Campany's
Health Care Provider and/for the DOTS provider.

1.8. Employee Responsibility;

3.EB1  Employees who have symptoms of TR shall immediately seek assistance
from the Company's Health Services Provider

38.1.1 An amployes who has the symptoms of TR is required to initually
wear a face mask (especially while Inside the alfice] and observe good
hygiene practices, at least until declared by a competent medical
practitioner to be safe from transmisson.

3812 Similarly, for those at risk, i.e., those with family members with TR
or those exposed to a co-employee with TB, it would be prident to
observe the same good hygiene practices until declared free fram the
disease and safe from transmission

182, Once diagnosed to be with TH, employees shall immediately seek
treatment either through the Department of Health's DGTS or a private
physician of the emplayes's choice. However, || 1s imperative that the ane
strictly adheres to the course of treatment. Faiting to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the failure ol treatment, which may make it harder o treat the infection and
result in & longer absence

3821 An absence from work due to medical reasons of over six 6]
months may result in the termination of one's employment as
provided for by the Labor Code of the Philippines under Art, 284 -
Disease as Ground for Termiration,

383, Employees are required Lo undergo an annual compulsory chest X-ray
thraugh the Annual Physical Examination, I for any reason an employes
fails 1o secure a chest x-ray al that time, hiefshe shall be diracted to secure &
chest x-ray at an accredited clinie by hisfher respective Infirmary/Health
Services.

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

3.10. An employes aifficted with TB, who has veluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and who is finally
declared to be in a non-communicable stage, may be allowed back to werk
subject to being given a medical clearance by a Company designated physician

311, Emplovees (those afflicted with the disease or those identified under
contact  tracingl who refuse 1o cooperate and dutlfully observe lawful
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instructions (underge a medical check-up and/or treatment), may be subject to
diseiplinary action proceedings for insubordination [the penalty of which may
range up to the termination of one's employment)

4. FROCEDURE

4.1, The respective Heaith Services of the Company (and/or the contracted Health
Services Provider] shall coordinate with the Occupational Salety and Health
Center who shall provide preventive and technical assistance in 1he
implementation of the Warkplace TH Control and Managermni Frogram

4.2 An employee who undergoes the Annual Physical Examination with the reguisite
chest x-ray will have his/her medical record forwarded 1o company elinie/HRD,
Emplayees who fail to undergo the tequisite annual chest x-ray shall be directad
o secure one at an accredited clinic or by his/her preferred Infirmary/Health
Services,

4.2.1. Those with madical findings shall be required to undergo further medical
check-up. All medical records in connection with this second/ further check.
up shall be submitted to company clinlc/HRD and  hisfher respective
Infirmary/Heaith Services.

4.2.2. The emiployee shall then coordinate with company clinie/HRD and hisfher
respective Infirmary/Health Services lor the next steps.

4.3.An employes who 5 suspected 1o e affiicted with TH, whether as 3 direct suspect
or by contact tracing, shall cooperate fully with hisfher respective
Infirmary/Health Services (and/or the contracted Health Services provider), If
the employee tests positive for TB, the employee shall undergo the DOTS
program to it completion

44.00 the employee needs to undergo a leave of absence 1o recuperate, be/she will
be allowed 1o use the appropriate leave before hefshe may request to be
parmitted to go on a Leave of Absence without Pay (LDA),

441 The employes shall ohserve the requisite procedure in applying for a
e

442 The Unit concerned shall ensure that the reguisite procedures are
observed by the employes and that the company ciitic s duly informed.

4.5%An employee may be allowed 1o go on a medical lsave of absence (withaut pay)
for a maximum period of six (6) months. The concerned employee shall submit
an application for a leave of absence belore pong on leave.  Said leave
application shall be subject to approval at the sole dscretion of the Company
Maragament.

451, Thesame procedures under 421 to 4.2.7 shall be obsarved,
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4.6 Afer treatment, with a maximum perod of six (B) months on leave {without payl,
an employee found to be cured or in a nan-communicable stage of T6 may be
allowed back to work, provided that the emploves’s health shall continue to be
manitored during the annual phyiical examination with the requisite chest x-ray
or a5 may he deemed mecessary by the: Unit Health Services |Infirmary) or
contracted Mealth Services provider

4.7.The employee returning 1o work shall be required by the Managemean! 1o seciite
a medical clearance lrom @ medical doctor chesen by the Company before being
allowed to return to work

4.B. The HRD will initiate disciplinary procesdings against any emploves lound to have
discontinued treatment in defiance of medical advice, or who refuses to undergo
the full treatment course prescribed. Likewise, emplovees who are ordered to
undergo a check-up due to contact Lracing bul refuse to do so will also e
disciplinary action proceedings. In both cases, the maximum sanction applicable
for insubordination will be the termination of one’s employment, it it s desmed
warranted,

5. IMPLEMENTATION AND MONITORING

5.1, The Safety and Health Commities or its counterpart shall perindically moniter and
evaluate the implementation of this Palicy and Program

6. EFFECTIVITY

6.1.This Policy shall take place effective immediately and shall be made known to
EVEry employee
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Date : February 22, 2018
To SALL EMPLOYEES CONCERNED
From : Human Resources
Thruy : Operations Manager

Subject  :WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

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

1.2, The company promotes and ensures a healthy envicanment through its various
heaith: programs to safeguard its employees, And as part ol the company's
compliance to DOLE Department Advizory No. 05, Series of 2010 (Guldelines far
the Implementation of a Workplace Polbcy and Program on Hepatitis B), this
Frogram has been developed. This program s aimed to address the stigma
altached to hepatitis B and to ensure that the employess right against
discrimination and confidentiality ls malntained

1.3.This guideline s formulated for everybody's information and reference for the
diagnosts, treatment, and prevention of Hepatits 8. This will inform the
employees of their role as well as the company in dealing with Hepatitis B A
healthy environment encompasses a good working relationship 2nd great oitput
for continuous business growth
2. COVERAGE
2.1.This Program shall apply to all employees regardless of their employment status.
3, POLICY STATEMENT

3. Limplamenting Structura

3.11. lploy inc. Hepatitis B workplace policy and program shall be managed by
its: health and safety committee, Each divisien or department of the
Company shall be duly represanted

3.2 Guidelines
321 Education

1211 Hepatitis B shall be conducted through distribution and posting of
IEC materials and counselling and/ ar leetures; and
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3.2.1.2 Hepatitis B education shall be spearheaded by Iploy inc, Medical
Clinic in close coatdination with the health and safety committes

3.2.2. Preventive Strategies

32281 All employees are encouraged 1o be immunized agalnst Hepatitis
B after securing clearance from thelr physician

3222 Waorkplace sanitabon and proper waste rranagiment and disposal
shall be monitored by the heaith and satety commiltee on a regular
basis.

3223 Personal prafective equipment shall be made available at all times
for-all ermployees; and

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

4. SOCIAL POLICY
4.1.1.1 Non-discriminatory Palicy and Practices

41111 There shall be no diserimination of any form agalnat
employees on the basis of their Hepatitis B status consistent with
the international agreements on non-discrimination ratified by
the Philippines (ILO CL11). Emplovess shall nor be discriminated
against, from pre to post employment, including  hining,
promotion, or asugnment becauss of thelt hegatit's B status

4.1.1.1.2: Workplace management of sick employiess shall not differ
from that of any other lliness. Persons with Hepatitis B related
linesses may work for as long as they are medically it to work,

4112 Conlidentiality

4.1.12.1. Job applicants and employees shall not be campelied 1o
disclose their Hepatits B status and other related madical
infarmation. Co-emplayees shall nol be abliged to reveal any
personal (nfarmation about thelr faflow employees. ACcess to
persaral data retating to employes’s Hepatitis B status <hail be
bound by the rules on confidentiality and shall be steictly lmited
ta medical persanne! or if legally requered,

4113 Work-Accommaodation and Arrangement
41131 The company shall take measures to reasanably

accommodale employers who are Hepatits B positve or with
Hepatitis B - refated (linesses
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41132 Through agreements made between management and
employees’ representalive, measures 1o support employess with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescneduling of working lime and arrangement far
feturn o work

4114 screening. Diagnos:s, Treatment and Referral to Health Care
Services

4.1.1.4.1. The company shall establish a referral system and provide
access to diagnostic and treatment services for its emplovees for
appropriate medical evaluation/ monitering and management.

41142 Adherence to the guidelines for heatthcare providers on
the evaluation of Hepatitls 8 positive employees s highly
encouraged.

41142 Screening for Hepatitis B as a prerequisite to employment
shall not be mandatory

41.15 Cempensation

4.1.151. The company shall provide access ta Social Security
System and Employees Compensation benefits under PD 626 to
an emploves contracted with Hepatitis B infection in the
performance of his duty,

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

51.LLL Management, together with emplovess’ organizalicns,
company focal personne! for human resayrces. and safety and
health personnel shall develop, implement, manitar and evaluaje
the workglace policy and program on Hepatitis B,

51.1.1.2 The Health and Safety Commitiee shall ensure that their
company policy and program s adequately funded and made
known to all employees,

5313113 The Human Resources Department shall snsure that their
policy and program adrere to exlsting legislations and Buldelines,
inciuding previsions on izaves, banefits and Insurance,

51.1.14, Management shall provide information, education and
training on  Hepatitis B for its workfaroe consistent with the
standardized. basic  information package developed by the
Hepatitss B TWG; if not avallable within the establishment, then
provide aceess to information

gff/;:ﬁ;aa&' é?/zq‘, /zotg




ot B @ iPloy

Fradoen: Road Ceda Beiness Pk,
Corbwa Tty 2000

2. LL1S5. The camparny shall énsure non-discriminatory practices in
the workplace:
5.1.1.16; The management together with the company  focal

persannel for human resources and safety and health shail
provide appropriate personal protective equipment to prevent
Hepatitis B exposure, especally for employees exposed 1o
potentially contaminated blood or body fluld,

51.1.1.7. The Health and Safety Committee, together with the
employees’ argamizations shall jointly review the policy and
pragram for effectiveness and continue to improve these by
networking  with government and  orpanizations promoting
Hegatitis B prevention

51118 The company shall ensure confidentiality of the heaith
status of its employess, including those with Hepatitis 8.

51.1.1.9. The human resources shall ensure that aceess to friedical
records s limited to authorized persarinel,

5.1.1.2. Employess Respansibilities

511320 The employess’ organization s required to undertake an

active rale in educating and training thelr members an Hepatitis

B prevention and contral, The 1EC program mist also aim at

promating and practicing a healthy lifestyle with emphasis an

avolding high risk behavior and other risk factors that

expote employees to increased risk of Hepatifls B

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

51122 Employees shall practice nan-gdiscriminatory. acts against
co-efnployees on the ground of Hepatitis B status,

51.1.2.3. Employees and their arganizations shall not have access to
personnel data refating to an employes’s Hepatitic B status The
rules of confidentiality shall apply CarTying oul unior and
arganization functions,

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

5.1.125 Employees with Hepatitis 8 may inform the health care
provider or the company physiciar on thejr Hepatitis B status,
that is, if their work activities may Increase the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive at risk
for aggravation.
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6. IMPLEMENTATION AND MONITORING

6.1.Within the establishment, the implementation of the policy and program shall be
manitored and evaluated periodically, The salety and health committee ar its
counterpart shall be tasked for this purpose.

7. EFFECTMITY

7.1.This Policy shall take place effective immediately and shall be made knows to
every employes,
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Humarn Resources
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Date ¢ January 1, 2018

To CALL EMPLOYEES CONCERMED
Froum : Human Resources

Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

s 1

1.2,

In compliance with Article ¥ of Republic Act Mo, 916%, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Moo 5303, series of 2003
(Guidelines for the Implementation of a Drup-Free Workplace Palicies and
Programs for the Private Sector), Iploy Inc. hereby adopts the flicwing
policies and peograms 1o achieve a drug-free workplace;

Lompany policy s to maintain a workplace free of llegal drugs. To ensure
that the objectives of the company's corporate policy are met, the campany
is Implementing this drug-free program. The program will have the following
elements

2. COVERAGE

21

This Pragram shall apply to all employeas repardless of thejr employment
slatus

3. POLICY STATEMENT

11

33

3.3

3.4.

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

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

Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, it such activity or involvement adversely affects the
employee's work performance, the satety of the employes or of others, or
puts at risk the company's reputation

The presence of any detectable amount of dangerous drugs in the
emplayee's system while at wark, while on the premises of the campany, or
while on company business, "Dangerous Drugs” include those listed in the
Schedules annexed 1o the 1961 Single Convention on Marcotie Drugs, as
amended by the 1972 Protocol, and in the Schadules annexad to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of R.A. 9165,

4, MANDATORY DRUG TEST

4.1. To ensure that only those qualified shall be screened and recruited to prevent
the detrimental effects (eg. lower productivity; poor decision  moking,
incregsed aocidents; maré cormpensation clowms, ond 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 Iploy Inc. designates company accredited or affifiated 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
CIFrCUMSIances:

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

4.3.2. FOR-CAUSE TESTING: The company may ask an officer/emploves to
submit to a drug 1est at any time it feels that the employes may be under
the influence of drugs, including, but not limited 1o, the following
circumstances: evidence of drugs on or about the employee's person or
in the employee's vicinity, unusual conduct an the employee’s part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unesplained absentesism or tardiness

4,33, POST-ACCIDENT TESTING: Any officer/employee involved In a “Near-
Miss" Incident or "Wark Accldent” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test
As defined herein, “Mear-Miss"™ means an incident ansing from or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage to the employer had it not been
curtalled.  "Work Accident”  refers to  unplanned or unexpected
pecurrence that may or may not resull in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment,

434 All drug tests shall employ, among othiers, two (2] testing methods, the
sereening test which will determine the positive result as wedl as the type
of the drug used and the confirmatory test which will canfirm a positive
screening  test. Where the contirmatory test turns  positive, the
company's Assessment Team shall evaluate the results and determine

o e
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the level of care and administrative interventions that can be extended
to the concermned employves

4,35, Iploy Inc. shall infoerm the officer/employee who was subjected to a
drug test of the test-results whether pasitive or negative

4.3.6. All costs of drug testing shall be borne by Iploy Inc.

5. TREATMENT, REHABILITATION, AND REFERRAL

51

52,

5.3

5.4

- An officer/femployes who, for the first time, s found positive of drug use,

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

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

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

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

6. ADVOCALCY, EDUCATION AND TRAINING

b1

62

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

All officers and employees are required to undergo an orientation/education
program before assumption of their respective duties. The program shall
include the fallowing topics:

B.2.1, Salient features of RA. 9165:

6.2.2 Adverse pffects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community,

esvpoer | T/ 2l Seor oy
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6.2.3. Preventive measures against drug abuse; and

6.2.4. Steps to take when intervention s neaded, as well a5 available services
far treatment and rehabilitation

6.3. To encourage all officers and employees to lead a healthy lifestyle while at
work and at home, Iploy Inc, undertakes to conduct the following activities as
aften as possible

6.3.1. Lifestyle assessmant  programs  on health  nutrition,  weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases,

£.3.2. Health wellness screenings (£.g. blood pressure ond heart rote,
cholesterol test, blood glucose, erc.);

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

6.3.4. Other activities promaoting health and weliness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1 Iploy Inc. shall ensure that the workplace policies and programs on the
prevention and control of dangerous drugs, including drug testing, shall be
disserminated 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

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

7.3 Al officers and employees shall enjoy the nght to due process, absence of
which will render the referral procedure ineffective,

8. CONSECQUENCES OF POLICY VIOLATIONS

8.1 Any officer or employes who uses, possesses, distnibutes, sells or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article || of BRA 9165 and its implementing
Rules and Regulations shall be subject 1o the pertinent provisions of the said
Act.

&.2. Any officer or employes found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Real V) of the Labor Code and under RA 9165,
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9, IMPLEMENTATION AND MONITORING

9.1.1. The implementation of these policies and pregrams shall be monitared
and evaluated periodically by management to ensuré a drug-free
workplace. For this purpose; an Assessment Team shall be constituted in
accordance with D.O. 5303,

10, EFFECTIVITY

10.1 This Palcy shall take place effective immediately and shall be made
known to every employes

11, ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

A
Prepared by: Jo H “‘i CMeloc
Human Resources

Reviewed by: Alfr¢do P, C
Director of Opergtions
A

Approved by: Yisroel ¥, Gissinger
CED

I"':":"/'/3' G:/"Ea"z.y
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Drug-Free Workplace Program scknowledgemen

| heretry acknowledge that | have received and read Iploy Inc. Drug-Free Workplare Podicy
ard Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program prowders or local drug and alcohol treatment
programs. | have had an appartunity to have all aspects of this materal Tully explained. |
#lso understand that | must abide by the Program as a condition of initial and/or
continued employment, and any violation may result in disciplinary actien up to and
including termination,

| alse understand that during my employment | may be required to submit ta testing for
the prasence of drugs or alcahol in my body, | understand that submission to such testing
% a condition of emplayment with [Company|, and disciplinary action up to and including
termination may result if:

1) | refuse to consent Lo testing

2 I refuse to execute all forms of consent and release of liability that are usually and
reasonably associated with such examinations

3) I refuse to authorize release of the test results te the company.

a) The tests establish a viotation of [Company]'s Drup-Free Workplace Padicy

5 | atherwise violate the palicy,

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

The undersigned further states that hefibe has read and understands the above
acknowledgement anghsigns below of histher own frae will,

/_!Z_‘ ) ,.:]7/2'?/36"?'

U SIGNATUAF DATE o

WITMESS DATE
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Date *January 1, 2018
To tALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1,

The following policies and procedure are hereby lssued by Iploy Inc. 1o
prevent sexual harassment in its wirrkplace and to provide the procedure for
thiz resolution, settlement and/or disposition of sexual harassment cases

2. COVERAGE

.

This Program shall apply 1o all employees regardless of their employment
status

3. POLICY STATEMENT

31

3.2,

i3

34

Iploy Inc. believes that employess should be afforded the opportunity to wark
in an environment free of sexual harassment  Sexual harassment is 3 form af
misconduct that undermines the employment relationship.  No employes,
either male or female, should be sy bjected wverbally or physically 1o
unsolicited and unwelcame sexual overtures or conduct

Sexual harassment refers to behavior that s rot welcome, that is personally
offensive, debilitates morale  and, therefore, Interferes with  wark
effectiveness: Such behavior may be in the farm of unwanted physical, verbal
or visual sexual advances, requests for sexial favors, and other sexually
oriented conduct which is offensive or objectionable to the recipient,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, 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 to and including dismissal

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based an, the definition of sexual
harassment set forth in Section 3 of R.A 7877 It provides that sexual
harassment in workplace |s committed by an employer, employes, manager,
supervisor, agent of the employer, or any other person who, having authority,
Influence or moral ascendancy over another in a work environment, demands,
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requires or otherwise reguires 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 |5
committed when

34.1 The sexual favor s made as a condition in the hiring or In the
employment, re-employment, or continuwed employment of  said
individual, or in granting sad individual favorsble compensation, terms of
conditions, promotions, or privileges; or the refusal 1o grant the sexual
favor results in limiting, segregating or classifying the emplayes which in
any way would discriminate, deprive or diminish  employment
opportunities or otherwise adversely affect said emploves;

342 the above acts would impair the employees’ rights or privileges under
existing labor laws; or

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

15 WHERE SEXUAL HARASSMENT IS COMMITED

sexual harassment may be committed in any work or training enviranment. It
may include, but are not limited to the tollowing:

351 Inor outside the office building or training site;

5.2, atoffice or training-related social funchons;

3.5.3. Inthe course of work assignments outside the office;

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

3.6 FORMS OF SEXUAL HARASSMENT

Sexual harassment may be committed in any of the (ollowing forms:

3.6.1. Overt sexual advances:

362 Unwelcome or improper gestures of affection;

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

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

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature. It refers (o behavior that 15 not welcome, that s
personally offensive, that debilitates morale, and that, therefore, interferes
with work effectiveness,

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes 1o provide its officers and employees a work
environment free of sexual harassment by management personnel, by co
wiorkers and by others with whom officers and employees must interact in
the course of their emplayment in Iplay Inc. Sexual harassment s specifically
prohibited 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 1o stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

a1

4.2

COMPLAINT PROCEDURE

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

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

RETALIATION
4.2.1. Iploy Inc. will permit no employment-based retatiation against anyone

who brings a complaint of sexual harassment or who speaks as 3 witness
petha investigation of 3 complaint of sexual harassrment

F oo 4 U?A'&/Z.ﬂ?f
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4.3 WRITTEN POLICY

4.3.1. Al officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy upon assumption of their respective
offices_ |f at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorurn, if
lploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
medified pelicy.

5. COMNFIDEMTIALITY

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

6. EFFECTIVITY

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

f | ]
s )
Prepared by: Jo H?nngﬂ lecio

Human Resourcies

Reviewed by: Alfredo P A
Divgctar $f Operations

Approved by: Yisroel ¥, Gissinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

Name Position in Establishment
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil C5R - Phone
Junamel Brigali C5R - Phone

Submitted by:

| Y. Gissinger

(
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DATE

To
FROM
THRU
SUBRIECT

April 3, 2018

ALL EMPLOYEES

HUMAN RESOURCES DEFPARTMENT
COPERATIONS MANAGEMENT
MEMO: RESTROOM GLIDELINES

Iploy Inc, provides unisex restroogms available so that employees can use them wher they need
o do so. One is located inside the operation floor and second is in the hallway outside the
aperation flaor, However, those who are uncomifortable, has issue with the unisesx restroom,
We have a separate single, private restroom avallable for use

Moreover, any employee with concern/issue in Weing thee unisex restroom. pleake vislt Human
Resources office to get door access pass. Office security, Log in and Log out procedure shall

apply.

Furthermare,

stiguette:
[ ]
[ ]
]
L]
L]
L]
-

it is essential that all employees should comply and observe the restroam

Knick if the cubite appears to be occupied. Don't peek under the doors
Lock the cubiele doar when youw enter
Stand close enough to the pan or urlnal so vou don't wet the seat. walls or

flooe

Flush the toiler after use-and wipe off the toilet seat for the next user
Paper towels go in the trash can, not on the floor of in the toilet Bow|
Wash your hands 1o pravent the spread of colds and the flu

Please use water and paper towels consenvatively

For your information and guidance

i . AMMEVOoE /76 /mr
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Feliuary 27, 2018

Ta : ALLEMPLOYLES

FROM H HUMAN RESOURCES DEPARTMEONT
THRLI H OPERATIONS MANAGER

SURIECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tollowing Is Issued to cnsure the effective enforcement and strict observance of all
employees on offlice atien dance and punctuality

To ensure effective implementation and monitering of office security

1. Employees are req
if the door is apen

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

3. Bags and/or personal items
the production area

4. Once an employee logg:

ed in and inside the production area, they can no longer go
outside until their 1 break

5. Employees are only allowed to stay in the office for thirty (30) minutes after their shift,
unless authorized or has 3 pproval to extend their time

6. Pantry, recreation reom and locker should be clased at all ti mes, employees must use
their RF ID to access these reoms

7. No tailgating

8. Employee ID and RF 1D should be worn at all
employes

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

10. Employees who left/lost their iDs 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

uired to log in and log out using the biometric and the RF ID, even

should be left in the locker before lo nging in/going inside

times, lest AF IDs will be charge to the

For guidance and strict compliance.

or i forey

Scanned by CamScanner
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DATE : Movermnber 17, 2021
TO 2 ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBIECT i LOCKER POLICY

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

Pleaze see list of rules provided below for your reference.

RULES

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

s NGO storing of perishable foods/leftovers inside the locker,

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

* NOtransferring of lockers, Transferring of lockers is subject to approval,

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

®  Any sort of action that may result in damage to property is strictly prohibited. This includes but is
not limited to graffitifvandalism, posting of stickers, damage to facillty praperty such as the forced
opening of lockers without the management/HRs' knowledge or consent, etc,

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

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

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

« Authorization to Forced Open a Lacker, the request must be submitted via emall ta hr @iploy.com
and must wait for the approval,

= MO LOITERING inside the locker room

* Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on November 22, 2021

Failure to comply will be dealt accordingly.

Prepared by: Moted by;
; Sty "
Carlos Gotiong,  Alfr
General Manager Directol perations

I have read, understood, and agreed to comply with the f
governing the iPloy Locker Policy.

z-""_'_‘_"

enpozd o jre S zen o
( jmplnffe Signature Over Printed Name/Date

.
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o
FROM
THRU
SUBIECT

April 3, 2018

ALL EMPLOYEES

HLUMAN RESOURCES DEPARTMEN
OPERATIONS MANAGER

MEMD: CALL IN FOR OUT OF QFFICE

I order to pro,

perly monitor out of office employees, 4 new process to call infreport abisence will

be implemented effective Maonday, April B, 2018,

Cuidelines:

1 In cases of late and/or absences, employes should report 1o Human Resources through

M5 or

Call via HR hatline: D91 7.7008-7074

2. Notification should cantain the fallowing information

d.
b.
C
d,
(=
3. HR will
4, Noeall

Complete (real) Name

Department

Team Leader

Call in for: (Whele day Absent, Half-day Absent. Late)

Reason

be the one to-send notification to Operations Managament

in showld be communicated through Team leads or any other empliyes. It should

be done by the employes or his/har relatives

5. Matification should be at least two (2) hours befare the employes’s shift

6. If an employee is advised to rest/eonfined In the huospital, number of rest days as advised
by the physician should be indicated, Otherwine. employes must send notification daily

7. Failure

to notify will be tagged as No Call, Mo Show and/or unscheduled absence and will

be dealt with-according 1o our Code of Conduct and Digciphng

Far your guidance and strict compliance,

W (. ATERTROZA a-.r/é 4/1—-17
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February 18, 2020

Ta ; ALL EMPLOYEES
FROM t OPERATIONS MAMAGEMENT
SUBIECT i ATTENDANCE BONUS 2020

A we and the year 2019, iFloy would like 1o set clear key procedures and policies, This memoranduny serves as
reminder to be followsd;

PAYROLL

1, Immaculate Attendance Bonus is for employees with parfect attendance. Employes should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = out for
breaks will also disquaiify the emplayee. No watvers will be given,

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

3. Employaes who tenderad their resignation before the release of the Slgn On Banus (First Hall or Second Half) will
WO longer be eligible 1o recebe it.

4. Employees qualified for the Sign On Bonus {First Half or Secand Hall] will receive 1L on the 30™ of the succeading
manth from eligibility,

5. Eligibility for the annual marit increate Is based on ovarall perlormance and managament discretion. Pay out ls
al management's discretion,

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

. 1 day absence = the medical certificate must be dated an the day of absence or the next day. If the absence
falls an a Friday, the medical certificate must be dated the Saturday that Immediately fallows — at the latest. it
cannot be dated on the day that the agent iz to report back 1o work,

. 1 days absence - the medical certificate must be dated on the initial day of absence o thie et day, I the
absence falls on a Thursday, the madical certificate must be dated either that Thursday or the next day - at the
latest, It cannot be deted on the Saturday that inumediately follows o that Manday that the agent is to repart back
o wioerk.

. 3 days of absence or longer - the medical certificate must be dated 6n the initial day of absence or the next
day, It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from the
initial date of absence. Also, the advice Lo rest is inclusive of rest days.

o Ex: i the agent ks absent on a Friday and the medical certificate states advised to rast far 3 days,
that isinclusive of the day of absence that the agent took 1o rest plus Saturday and Sunday - the agent must be back
to work on Monday,

.
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o If the doctor prescribes rest, the medical certificate must Include the number of days of rest. The
advice to rest cannot be antedated.

o There must be a fit 1o wark date.

o The only exception to the Medical Certificate date guidslings Is If the empleyes has heen
hospitalized.
VACATION LEAVES

L. The company reserves the right to approve and disapprove all vacation leave (VL) reguests.

2. Employee must gxactly have the carrespanding credits for the request 1o be approved.
1 credit = One Day
3 credit = Half Day

3. Emplayee with perfect attendance 60 days from the requested VL date will be given priarity in the approval of
leavas. This is 2 way of rewarding employees with perfoct attendance.

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

employess who committed urischeduled absences on the prior manth and on the current month of the requestad
time off including posr attendance records, behavioral and productivity Issues,

Approvid By

1AY GISSINGER

Chief Executive Officer

Directar of Operations

N o N Dy n/ﬁ;,/%}z
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Date t November 17, 2021
TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT
Subject : RE: S5ICK LEAVE POLICY

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

1. Employees are required to notify the HR hotline number (0917-708-7074) and/or send an email to
hr@lploy.com at least two (2) hours before the employee's shift {following call-in procedure) and/or
within 24 hours from the first day of absence.

2. Employee may use sick leave for absence due to the following reason:
» Employee's illness or injury,
o Bereavement leave/s
*  Emergency leave/s
# Power Outage/internet Outage {for temporary Work from Home set-up)

3. Employee must file the incurred sick leave in HRweb within 42 hours. Failure to file the sick leave
on the given hours will be forfeited,

Note: No mare Manual filing of Sick Leave except If the employee was hospitalized and/ar
quarantine due to COVID-19,

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

= Employee's illness or injury

*  Atthe discretion of the employer, the employee should furnish a certificate fram

a physician stating that the employee was incapacitated from work for the
pericd of absence because of sickness or injury and that the employes is again
physically able to perform his or her duties. (Medical Certificate with Eit ta
Work)
Blacklisted Doctors and dinics’ will not be hanared, (Please refer to the
Blacklisted Clinie/Physician Mema)

"_"

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

+  Emergency leave
* Validate his/her absence through supporti ng documents as to why she/he was
having emergency leave on the said date.

* Power Outage
= Certification from their electric/power supply provider (e.g., VECO, CEBECOD,
MECO)

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

. Any unauthorized sick leave will subject the employee to disciplinary action. 5L is unauthorized
under the following circumstances:

* The employee failed 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 his/her immediate superior ar 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 5L, Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted,

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

Created by:

(ol

1 .;"_L1.r:'!:.nl,.:.mi ARCILLA
Cr

Noted by:

Alfrefio Camariio Ir. Angelo Manal Carlo¢Botlong

Director, Operatipns Operations Manager “General Manager
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Movember 12, 2019

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT
OPERATIONS MANAGER

555 SICKMESS CLAIMS =5 CALENDAR DAYS

&/ iPloy

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

A member Is qualified to avail of this benefit if:

1. He s unable to work due to sickness or Injury and eonfined either in a hospital or at hame for at
least four (4) days;

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

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

4. He has notified the employer ar the 555, if unemployed, voluntary or self-employed member
regarding his sickmess ar injury.

Fallure to submit the documents within the prescribed perod will free iPloy from any liability of their

clalims,

For your guidance,

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

Sinceraly,

Marishka cilla

Human R rs

MO . arENPUz g J?A{E/%M
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HRM-2023-10-016

DATE October 4, 2023

TO i ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is in reference to the previous memo sent out |ast 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/Physiciane will be tapged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline,

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

-t B L o

10.
11

Rajah Tupas Medical Services

Bimbe H. Tequilla MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinle

Health Doc Diagnostics

Gaudioso Montecilla Ir,, MD

Now Serving

Dr. Guian Darnell Sumalinog

Tambut Medical Clinic

Clinics/Physicians without complete contact details such a5 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 Diagnosls
11.6  Recommendation
11.7  Fit to work date

Mew Clinics added:

12.
13,
14.
15.
16.
17.

Enad Clinic

Bing Climic

Gia Clinic

Veloso Clinic

Dr. Paclo N, Apull
Lourdes D, Sasoy, MD

When providing medical certificates for absences, ensure the following:

1.
F 5

Cin

R

The certificate must be issued on the day of the absence ar the day after.

Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be requested,

HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work eertificate will be denied entry.

TR 4 TS /pc}g;/
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4. Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physician.
5. Ensure that the soft copy (sent through email) matches the original copy submitted to HR.

Please be aware that the following concerns may render a medical certificate Invalid and unacceptable:;

Mo consultation 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.

Medical certificates with inconsistencies or discrepancies determined by HR/Company

Murse/Company Doctor to be guestionabile,

7. The clinic/physiclan does not facilitate phone valldations 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,

Lt B ol

=

Lastly, since hospitals and elinics are now having less restrictions for consultations and our situations
are constantly improving since the pandemie hit, therefore, we will no longer accept consultation

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

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

at er@iploy.com.

For strict compliance,

Prepared by:
M Afganza
Em Relations Supervisor
Moted by:
m,..’--"' &! L _— " 3
fiares Niho Angelo Manal Alfredo I,
HR Manager COperations Manager Director of peraiinns

\Sers €. fromsees o7/ TG /1’1-‘;&




llf"-

[ e [’ 14-1"- I
 Flosor, Awala Comre Crtiy T w lPloy

Cwliu Buseees Fark ikl 4

L Cliy G0

Date L Movember 30, 2023

Ta 3 ALL Employees

FROM H Human Resources Departrmaent

SUBKECT t VACATION AMD SICK LEAVE CONVERSIOMN

We are pleased o announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remaining 5L credits are 1o be converted thus, SL application 1s ne longer
allowed until the end of the year.

As for the Vacation Leave |VL) conversion, all unused YL credits will be released on the 30" of December
2002, All employees can plot a VL request untll December B, 2022 OMLY. The actual VL dates will cover
only until April 30, 2023. Kindly take note of the reminders below in reference o fiking el VL

® Mo retraction of approved Vis. If the employes reports for work on the actual VL date, the YL
will nat be reimbursed and will be voided.

& Mo rescheduling of VL once approved.

® VL date should not fall on a local holiday otherwise forfelted,

Naote: Approvel of VL reguests will be on or before December 14, 3023,

Furthermore, if the employee resigns or gets separated from the company elther voluntary ar invaluntary,
&ll available VL credits will be forfalted and will net be part of their last pay i

& Employoea filed an immediate resignation and/ar failad to prowide a 30-day notice.

e Employee went on Absert Without Official Leave (AWOL|

&  Employee Incur any leave, absences, and/or any form of terminal lesve within the 30-day notice
iperiod with the exception that the employes provided a valid docurrentation such as but not
fimited to hospitalization due to sickness, accidents, or contagious diseases.

# Employee Incurred more then four (4} hours of accumiudated andfor total late/undertime within
the 30-day notice.

=  Employee will have ksues with performance including but not limited to quality, productiviey, &
dient escalation within the duration of the 30-day notice.

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

Furtharmare, 5L and V0 conversion maybe subject fo tan. Should you have questions pertaining to this
mamo, lesl free to reach out to owr Accounting persannel at Accounting@iploy.com.

Shgnad:
v

HR Manager Accounting Manager

Moted by:

Operations Manager Difector of %pﬂjuﬂu

Approved by:

i

CEQ
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December 17, 2019

Ta : ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBIECT : CLEANSING PERIOD

IPloy Staffing Solubllons believes I gving emplayees enowgh room for Improvement to straighten aut
employment in regards (o compliance 1o our company’s Code of Canduct. The sim of this apptoach s to help
motivite smplayees rectity passed offenses and start anow,

Clransing Periad pertains o the time when an employee wha has been sbjected to 4 Disciplinary Actien (D)
Is expected to Improve performance. Ample time |5 ghven (o correct improper behavior and refrain from
committing any ather infractions.

! #n employes doas not commil the same nfraction for the specified cheansing periosd, the progression of the
disciplinary action wil slide back to a bovel depending on its type. Please refer 1o table beiow

| Attendance F
| Productivity [
Bohavioral 12

The caunting of the Cleansing Period will start based on the date when DA wa decided upien. Al documentationg
for infractions will still be ket in the Employes's 201 File regardless what period of progression

The Cleansing Periad s effective lanuary 1, 3020 coveting DA b manths and alder

Sincerely yours, Noted By: Appresd By
i
Ayﬁf h B 8/
A ARILLCE IR, 1AY GISSINGER
OgrationManager i o rrtatnuni Chief Executive Officer

omm C - A EN e 4 ﬂ?'ﬁ&/z-'-'-gf
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CODE OF CONDULCT AND DISCIFLINE (Table of infactions)
STATEMENT OF POLICY
Thee Code of Condiuct and Discipline i designed to snsure healthy and poslthas werkng
environment, and hopes bo maintain and pphoid professicralizm among (Ploy Inc. employees.
The estabiished norma henedn set fonth are geannd iowands the sitsinment of the Company's
GFoals and obRciives. It & worthy [oemphasize that the Code is not meant 10 bE GOPAHWE Bor
it ks bended to threaten and intimidate empioyees. Indeed, it s i the guiding princ ples
on whal s expected of is’ empioyess 10 conduet duting the entine smployrrss hene in Ploy,
inc

Il DOCTRIMES TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPLNE

1. The right to discipline and discharge empiayees for just and proper cauwes b maragement's
nlll-ﬂnq!i._.gﬂ_n_hﬁl!linﬁiizg
i T_EEEHEE;E ggggg dbsoiplirary achiong. Eeiting Lasor
Laws, mplemeenting loles and Jurssprodence will stways be abserved,
3 The full and strict mainterende of discipline is the management’s responsibdity. Then, it shsl be
the prirmany concevn ol immediste wperiors and departrrent keads 1o inftlabe any daciplirary

BETonS againgl Thew suborEnstes whenever @ violstion of the rule & commitbed,
4, Advrdnistrative ivestigations and cther proceedings ihal be conducted sapseditionusty,
5. Imposition of penafties when warranted, shall not be canceiled, nor delayed lor any ressan.
B ﬂlglﬂﬁiiil%ﬁfinI:UnEF

- & iPloy

1 incident Repor will be submitted to Hemen Revcurces, [HR] withie 2 weeking days from
The dabe af the incident,
2 Human Rexources will issee a Nouce o Sxpiain [WTE] 10 the ergicryse wathin 3 working
dai
1 Direct Superior showld soach e emplowrs withis 5 werceg Seys from The s of
e NTE
4. Coaching Form angd Weithen Explenation of the smployee should be submitied withind
warkirg days from tes issuance of 1he STE
S R il ife Nobice of Dechsion with or without wancioms withis § days from the: recsiat
u_.w_nnul_.timﬂi. it Wirinten Explaration,
i Failure bo provide Wrinen Seplamation trall coratituts a waiver of the sployes's
FigNt 15 b Feard and confinms that all the detals in sne incidens Aeport are true and
withoist ary biges
b, Lapses in the trnefng will rewl: 1@ ssanction = Nagiest of Susy J msubondination
£ Lipses in the timefine will rot void the sarscSion.

V. GEMERAL BEHAVIORAL STANDARDS

A5 an iFloy emplowee we expect that you wili mest the Sl \j Dehantoral d

2. Proper Condurt and Decorusn b sopected from yon within the offics ard outskls whan
ripfasenting the Company. This scliedit sppropeiate drass, attending the office ready to work, v of
Eiitﬂiﬂ obserunoe of proper office and work deconem, mekaining proper

eintiorships with vour collesgue, customers and other individuals not in the emaisy of the comdny,
uiﬂ.i_ﬂu_-._nﬁiﬂ..lﬁ.{ xixting byw of the Philopines.

&, Irfercing Company Producthity the Company saipects the Proper cane and ubilastion of
Capitel puailabie bo the Company; turing up for werk reasdy 1o wers on time all the tme, fol lcrwirg the
approgriae bresk and finish times, getting on with the job and pericering the job to the Best of pour
abifity, peaitive attitude snd dedication toore's wirk Signment, wipserting wpervisions and thoss in

“?/Lﬁ /ér-!f:

. thﬂw,q

. Wainteraror of Feaith ard wafety of the office and peopie around you A progss sttilede
torweards cheantiness and proper howmeleseping in the office, good health of yourel! srd atssn sround
i, asmslst in the security of the office, Iobowing basic salety procedurnes.

e Proger ube of Company Property, facilities and security to protect company snd employes
assets. Secure hardivg and mainenance of Comnany recordy, ket confidemls ard prolecs the
iritegrity af all Company apereting data ard information, appropeiabe use il 8l Comparry equinment for
wark refated purposes, property account for all Comparry Sinds ritehed,

G

e
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1. Applicabllity

This Code shall soly to afl IFloy emplovess, regardien cf siatus or position reid,
I Types of Offenses

vl 2 — Sericun cfferne which couses delay in operations, may powe theeat, harm. or danger to
Compuany progery andfar ves of Indbdduals,

el 3= Infractions which will destroy the company's image snd reputaton. It Caupes swhslant s loss b
Th o W ang it 1 eritical opsvationel dosaption. & tritical offerae that nas somgramised

the security of the emplovees, the integrity of Chenl, the wiletty of customer's information and the

B

Final
Hirine
Warning
Final
Written
Warnng
Firai
Wil
Warring
m
tha ausigred wark e H.E:i.i_ Wiritten __--r__..hs Suspemion
slatian. Falum 1o gractice ‘ Wanieg -3 Dy
Chwan A You Go Folicy for
all et in the effice.
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W Rules on Company Fraperty, Faciiitees snd Secariy
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3. This Code shall superiede all aiher existing poligees, Fulid, femaos, and the ke, and all policies
to be implemented, i the wsms i gﬂﬂgg?nﬂuﬂgﬁr

WIL Approval

12y Ghasinger
Dwner and Chiel Exscuttive Cfficer

Ployy Inger porstad

B i & iPloy

Cabu Coy 5800

RECEIPT OF THE CODE OF CONDUCT AND HSCIPUINE POLICY

I 8k acknewiedge that the Lampany reserves the right o revise, delete, and add 1o the provisions of
tihis Code of Conduct and Eﬂiwﬂ.uﬁ;uaimqﬁn!.!ﬁ_un be estabished by gry ocher
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