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Employee Training Agreement

This Employee Training Agreement is made on lanuary 15, 2024 between IPloy, OPC, with its place of business at
Archbishop Reyes Avenue, Cebu City ["Employer”) and
[Emplovea's Mamel, an individual with the address of
[Employee’s Address] {"Emploves"),

L

A. The Emplayer is providing a one-week training program to the Employee ta enhance their skills and
knowledge in the field of Custermer Service and as 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 Employes has

agreed 1o the terms and conditions conceming the Pre-Employment Medical Examination (PEME] and the

submission of Employment Reguirements.

Agresment:

1. Training Obligation: The Employes agrees to attend and complete the ane-week tralning program provided by
the Employer. The tralning will commence on August 1, 2024 and conclude an August 2, 2024,

2. Salary Payment: In consideration of the Employee's completion of the training, the Employer agrees to pay the
Employee a salary for the duration of the training, payable at the nearest payout schedule (15" or 30" of the
manth] upon successful completion,

3. Non-Eligibility for Incomplete Tralnlng: The Employee acknowledges and agrees that if they fall to complete the
ane-week training program for any reasen, they will not be eligible to receive the salary payment for the
training perlod,

4. Pre- employment Physical Examination (PEME): The Employee acknowledges and agrees that |1 they fail to attain

their employment with the company up until regularzation. The cost of the pre-employment examination will
be deducted from the final pay

5. Submission of Critical and Nen- Critical Requirements: This agreement stipulates that should the Employes fail
to meet the requirements by the specified deadling, even after multiple follaw- ups, they are required to cover
a partion of any penalties imposed by government authorities

6, Entire Agreement: This Agreement constitutes the entire understanding and agreement between the parties
with respect to the sublect 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 exacuted by both parties.

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

_J " Charisse ¥, Pacot

U L% olln

Emplayee Complete Name & Signature/Date Training Associate




IPley DPC o N

9" Flear, Ayala Center Cebu Tawer ‘. :‘)] IPIO
Bahal Soreet, Cebu Bsiness Park, " y
Cbu City 6O0Q

NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) dug 1, T2

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2 %m[& ll“ﬂ!ﬂﬂﬂ*& lﬂﬂ H%Ee-"ﬂeceluing Party"),

collectively referred to as the "Parties”.
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

1.2.  not to disclose any such Proprietary Information ar any infarmation derived therefrom to
any third person,

13.  notto copy or remove and not to take pictures of any Proprietary informatian,

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

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

procure that its employees, agents and sub-contractors to whom Proprietary Information is

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By:

Name: Jade Lenizo Mata Name: Paibs, Jathone fat ¥
Title: Onboarding Specialist Titte: 8K

Address: #35 Salvador Extension Labangon Address:qw-hmi‘#’ f—bflrﬁﬂ:‘q [ ’:h;’ ; ({ Lﬂ
Cebu City
Date:__ fuguat 1, 9nty pate: __ st 4. 7914
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PERSONAL DATA SHEET
INSTRUCTHONS:
1. Answer the questions compietely and honestly in the spaces provided
2,  Moaso PRINT logibly.
3, DO NOT LEAVE ANY SPACE BLANK. Write "rifa", “nal agpllcable” of "pane"
HRE-PRS-OF
For MA e oy [P HA sl gariy | [P 1A wrpm nnky )
EMPLOYEE MUIMBEN DATE HIRED DEPARTMENT

PART 2

LAST NAMIL;
-FI

Basic Infoemation & Cortact Details
SADDLL

MmoS “Yhogmme Aot | “Bacalo < .
KNAME: L
e e UAolida pacaltes

CURRENT ADDRESS [Heuse il f Loafl [ Dlock & / Street, Basangay, Municipality | Ciy, Prenarde, Tip Cods)

Tatpk falisey oty (e, PliligPhes ol
PROVINCIAL ADDRESS (Howsed |/ Lot f Hlock & # Street, Barangay, Municipality f Cty, Prowince, 2 Code)
obunck [RUSHY oy, (el Prilippives GodS
vy | EAeurrcan |

Lt=g | PHILHEALTH Mix TIN

FUS-wamh -1 | MG e

BIRTH I:;;“Fm ! 'E,ﬁﬂ-_‘_ 'ﬂI.FI r*ll:j'ﬁ;"{ (1*.4 | Ewnrjqﬂ'ﬁk BLOGD Tm?\.-E)f-

MARITAL STATUS WAME 0% SPOUSE [Mctrried) Errul Acdress(s)
H‘E-Ingln

| | Legally Separated .

| | Married SPOUSE TIN

I | Widoe Widower I_

Mre you relsted by kinship ar m:rnagu.;p to tha 3% degres (o any oarer) employes of iPloy?
I 1Yes [ ]Ma IfYES give NAME and RELATIONSHIP

NAME OF SPOUSE {If married] SPOLSE 'S EMPFLOYER SPOUISE'S BATE CF BIRTH
o | [ no. or ssvens [ wo. or cnonen | |
. NUAAE OF CHILDREN {IF asty] DATE OF BIRTH NAME OF SIBLINGS “ﬂﬁf;:m}"s*
FATHER'S NAME th:ﬂ :F DCCLRPATION MOTHER'S Blikal . de DCCLRPATION
Peniomijy Pamigs|C H]ﬂﬂ w VA Manlip BamBvslden 208 Decease

Emsirgancy Contact [Lisi o lered 2 Comtact Perdo

CONTAGT PERSON RELATICINSHIP TO EMFLOYEEE
- First) e il (ptonal) 3
_oca \T8S, harad AT RAGTES | %ﬂf :
FEoragthe Mo ' [

Moninge - 1 Floor Ona Mamags Towsr. Archbishop Royes Ave. Cabu Gy 11 MSY- 110 Flaa MSY Towsr Peacadares Sood Cabu
Businass Park, Caby Cily 8000 (1 ACCT ~ Bth Floor, fyala Center Cabi Tovsr, Cebu Busness Park. Cabu Gy,
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DWTES ATTENDED GRADUATE
Bl ;::u_m MAASE OF SCHOOL & ADORESS Dt DRimye) Yok o Na)
PR E T

Yes

SECOMDARY EDLICATION

[T almik 8 clwo] o e

VOCATIONAL
& MON-DEGREE COURSES

8 Sohobehea's Acorithy-Tobl

Ves

TERTIARY EDUCATION

Degres ) Course:

i

POSTGRADUATE & GRADUATE
STUDIES

TacheloroF Scemre Magr toy
aheloOr e Ay, Sy

Dagrae:
Degres:

PART &

EMPLOYER'S NAME

108 TITLE SALARY PERICID COWERED [mmyyr}
FROM 0
SUPERVTEOR'S NAME “BUPERVISOR'S TITLE T | EMPLOYEES SUPERVISED
I [If apgitcatie)
REASDOM FOR LEAVING
EMPLOYER"S: NAKSE ADDRESS B TEL MO
30 TITLE SALARY PERIDD COVERED {mm/yr]

FROM Ta

SUPERWISORS TITLE

REASON FOR LEAVIRGG

EMPLOYEES SUFERAYISED

| lif applicable)

EMPLOYER'S NAME

| ADORESS & TEL MO

JOB TITLE | SALARY PERIOD EOVERED {mmjyr]
| FRCM o
SUPERVISORS NAME | SUPERVHOR'S THLE EMPLOYEES SLIPERVISED
| [ applicable)
REASCIN FOR LEANING
EASPLOYVER'S MAME ADDRESS & TEL NO
108 TILE EALARY PERMOD COVERED (mmjyr)
FROM T
SUPERVISOR'S NAME | SUPERWSCR'S TITLE EMPLOTEES SUPERVISED

1 agplicnble}

REASOM FOR LEAMING

EMPLOVER'S NAME

ADDRESS & TEL. WD

108 TITLE

SALARY

PERIDD COVERED [mrm/yrh

FROM O

SUPERVISOR'S NAME

SLIPERVISDR'S TITLE

REASTHN FOR LEAVENG

EMIPLOWERS SUPERVISED
|if apgficabla)
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| Porsuant to: {io) inclipenous People’s &0t (A §3710; (o) Magno Covta for Disabbed Persons (R4 7277 and Sodo Parents Welfare Acr 2000 fra 85973
plemse grswer the foffowing iteme
| Are you a mambar of any indigenouws greap? O ¥es | [F nD il pos, plesse speeify:
| Do you identify as differently-abled? 4 OO ¥es [ g il yes, please specily:
| Are you a solo parent? = W Mo il wes, please specify:
Character References
Give nomos, and teirp bers of three (3) persons who know yeu obber than those you have worked with
1En ! o
2 Leen gy Comad]
3

PART @ Other Qualifications

Jot-redeled training courses (give Htle and peard, Job-reimied skills jother Mnguoges, comyaney o iaformalion fechsolagy, feak, mochhaes, #ic ), Job-
reiated cantificanes and beeases foarent ol Job-refoted owards and specis! arcompisbments (publicmtions, membersibips in professiomal ar fonor
sacieties, leodership acrhdnies, publc speaking. o perfarmance eworasl Ghe dotes and send documensts

DATE jmm/yeor] DESCRIPTION / TITLE

ADDFTIOMNAL IDEMTIFRCA

TYPE / CONTROL NO. BSUEDATE |  OIPIRVOATE |

PASSPDRT DETAILS
_WISA DETAILS {if applicable]
DANVER'S LICERSE

COTHER GOW'T. ISSUED 1Ds: (For
examipe: S55, TN, SOLO PARENT
1D, PRC, ACR, etc.)

MILITARY f GOVT. f CIVIL

SERMVICES (I any)
Have yau ever been farmally charged of an 17 ves i "¥es", please give detalls:
administrative / civilfcriminal offense? 1] Mo
Have yau ever been convicted of an 11 ¥es I “Yes”, please give details:
administrative / civiljcriminal offensa? [ 1 Ne

CERTIFICATION

| CERTIFY that, bo the Bt of my &
faith, | UNDERSTAND thst filse ar

and beliof, all the infarmation am an stacked to this document is true, correct, comglete and made in good

Infarmatian on or attached to this application may be prounds for not biring me or terminate my
EmployTraT lxaﬂlﬁﬂp. | LIMDERST, at sny imlormation | give may e investigated

ames\h Pl Jbrie 124
}Slgnul*b*’Empriuym Date Sigred
I'n
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Brusinnss Park, Cabu City 8300 (| AGCT = 8th Fioor, Ayl Canter Cabi Tovenr, Caty Binsreas Pack Cabu Oy,




= QiPloy

Cohu Dy 6000

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

1, Famos, E‘fm‘}ftﬂ'e ,Lk:“ﬁl £ - hereby autharize iploy Inc. and/or it's representatives to
miake investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record Information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile

(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
COnsent.

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

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

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

Applicant Name;wﬂmf /ﬁ-ﬂfﬁf 'B' v
Present Mdmss:ﬁwﬁdhbk ',‘TWHLW C“\f | f%\_.h

Social Security Number: w-0elA AL A Date of Birth: étﬂﬂi.j {:, 20|
Signature: I]'

|
Date: F{‘Lﬁi‘ '1! “2{:"11'.[1
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S5IGN-ON BONUS POLICY

Palicy:

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

Eligibility for 5ign-On Bonus:
To be eligible for a sign-on bonus the employee must meet the following criteria:

Aregular employee

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

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

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

Releasing of Sign-On Bonus:

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

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

Acknowledgment

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

Yomoe, gtpe fane . slg)eg

Signature Over|Printed Name/Date
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revision No H 13l
Effective Date tJune 13, 2022

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

e . &4 /2y

Employie Name and Signature I Date

Noted:

Onboarding Specialist Name and Signature Date




iPloy Gift Policy

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

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

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

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. 17 Instance — \Written Warning
b. 2™ Instance- Final Writtem Warning
€. 3" Instance- Dismissal

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

Employes Acknowledgement

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

Name:‘qu e A.-fﬁil'“f— 'E'

Signature: "fr{r’ v Date: E !I% E"llr




iPloy Social Media Policy

iPloy recognizes that employees use social media tools as part of their daily lives. Emplayees should always
be mindful of what they are posting, who ean 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 sodal media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.
iPlay does not specifically monitor social media sites for employee content on an ongoing basis, however
employees should not expect privacy in this regard, iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes across in regular intermet monitaring, or is brought to the organization’s attention by
employees, customers, members of the public, etc.

All employees are prohibited from using or publishing information on any social media sites, where such
use has the potential to negatively affect iPloy or its staff. Examples of such behavior include, but are nat
limited to:

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

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

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

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

* Be aware of your association with the company when using online social networks, You must
always identify yoursell and your role if you mentlon or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. You rmust write in the first person and
state clearly that the views expressed are your own and not those of iPloy. Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
your apinion, and not necessarily the epinions 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 into disrepute, you may face disciplinary action up to and Including dismissal.




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

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

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

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

Onee in the public domain, content cannot be retracted. Therefore, always take time to review
your centent 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 te defend your comments to a customer,

If you make a mistake, be the first to point |t 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 usage.

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

Always remember on-line content is never completely private;

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

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




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

Specific Managerial Responsibilities

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

Enforcement / Progression

Mon-compliance with the general principles and conditions of this social media policy and the related
Irternet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal,
This policy Is not exhaustive, In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the intemet is always appropriate and consistent with your
responsibifities towards the company. In case of any doubt, you should consult with yaur manager.

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

& 1% Instance — Written Warning
b. 2 Instance- Final Written Warning
€. 3" instance- Dismissal

Employes Acknowledgement

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

Name:'}g Wmuﬁhhnﬂ'hﬁ Iﬂiftﬁt CB i
Signature: -~ I Date: g 2{"’




e iPloy

Brnrainies Aoed Colki Busises Pk, oy b ra

Eiteui (Tiby 0
Date ! February 22, 2018
To TALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBJECTIVE

1.1. In conformity with Republic Act Mo, BS04 otherwise known as the Philipgine
AIDS Prevention and Control Act of 1993 which recognizes workplace-based
programs as @ potent tool in addressing HIVAAIDS as an inltersational
pandemic problem, this company policy s hereby issued for the information
and guidance of the employees in the diagnosis, treatment and prevention of
HIV/AIDS in the warkplace,

1.2. This policy s also aimed at addressing the stignia attached to HIV/AIDS and
ensures that the workers” right against discrismination and contidentiality is
maintained,

2. COVERAGE

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

3. IMPLEMENTING STRUCTURE
3L Iploy Inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departmants.
4. POUCY STATEMENT
4.1 BASIC INFORMATION ON HIV/AIDS
4100 What is HIVAIDS?

41.1.1 It = ‘a disease caused by a virus called HiV { Hurmiar
Immuncdeficiency Virus), This wvirus slowly weakens a person's
ability o fight off other diseases by attaching itself to and
destroying important cells that contrel and support the human

immune system

4,12 How HIV/AIDS is transmitted ?

4:1.21 Linpratected sex with an HIV infected porson ]
- i {’
r m

i1l
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4,132 From an infected mother to her child [during pregnancy, at
birth through breast teeding);

4.1:2.3.  Imtravenous drug use with contaminated needles;
4.1.2.4.  Transfusion with infected blood and blood products: and

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

4.1.3. Isthers a cure?

4131 No. However, there are antiretroviral drug comblnations that
are available when properly used, result in prolonged survival of
peaple with HIV. Holistic care of peaple living with HIV-AIDS and
comprehensive  treatment ol opportunistic infections also
dramatically improve gquality of life

5. GUIDELINES
5.1. Preventive Strategies
511 Conduct of HIV-AIDS Education.
5111  Who will conduct?
The Medical Clinle of Iploy Inc._in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the arientation of newly hired
employees, The standardized information package developed by the

Department of Labor and Employment (DOLE) may be used far this
pUrpose

2112, Howwill it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of |EC matenals, lectures, counseling and training and
information on adherence to standard or universal precautions in the
workplace

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

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

5122, The company shall encourage positive health seeking be
thraugh Voluntary Counseling and Testing,

(‘FM. ' he /&.ntn‘ff
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5123 The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers, Referral
to Social Hygiene Clinics of LGU for HIV screening shall be Facilitated
by the company's medical clinic staff
5124, The company shall likewise facilitate access to livelinood
gssistance for the affected employee and his/her families, being
offered by other government agencies.
6. SOCIAL POLICY

6.1 Non-discrirminatory Policy and Practices

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

6.1.2. Workplace management of sick employees shall not differ from thar of
any ather illness,

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

E.2. Confidentiality/Non-Disclosure Policy
6.2.1. Access to personal data relating 10 a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of R.A
8504 and the ILD Code of Practice

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

6.2.3. Co-employeas shall not be obliged to reveal any persanal infarmation
relating to the HIV/AIDS status of fellow warkers,

6.3, Work-Accommoedation and Arrangement

B.3.1 The company shall take measures to reasonably accommodate
employees with A105 related linesses

6.3.2. Agreements made between the company and emploves's

representatives shall reflect measures thal will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working

time and arrangement for return to work k
£ames, wht Mane
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1 Employer's Responsibilities

7.1.1. The Company, together with employees/ labor organizations, company
focal personnel for human respurces, safety and health persannel shall
develop, implement, manitor and evaluate the workplace policy and
program an HIV/AIDS,

712, Provide Information, education and traming on HW/AIDS for its
workforce.

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

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

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

116, The Health and Safety Committee, together with employees/ labor
arganizations shall jointly review the policy and program and continue to
improve these by networking with government and organizations
promating HIY prevention

1.2, Employees’ Responsibilities
7.21. The employee's organization shall wndertake an active role in
educating and training their members on HIV prevention and contral,
Promate and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose warkers to increased risk
ol HIV infection,

7.2.2. Employees shall practice non-discriminatony acts againil co-employees

7.23. Employees and their organization shall not have access to persannel
data relfating to a worker's HIV status,

7.24. Employees shall comply with universal precaution and preyentiye
MEasungs.
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B. IMPLEMENTATION AND MONITORING

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

9. EFFECTIMVITY

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

N 5
Dt
Prepared by: Jo Harin lecin

Human Resources

Approved by, Yisroel Y. Gissinger
CEQ
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Date lanuary 1, Z018

To :ALL EMPLOYEES CONCERNED

Fram : Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TH) PREVENTION

AND CONTROL

1. OBJECTIVE

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

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

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

3.1.The company seeks the prevention of the spread of tuberculosis, as wall a5 the
treatment, rehabilitation, and restoration to work of empioyees who contract

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

3.2.Al50, In line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency (occurrence
in & selected population] and transmission, treatment with Directly Observed
Treatment Short Course [OTS), and control and management of T8 in the
workplace. This shall be handied by the Office of Health Services (Infirmary) or
the partner heaith provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company’s accredited
health provider.

3.3.The DOTS is a comprehensive strategy to control TB, and s composed of five
compaonents, which are:

3131 Political will er commitment to anduring sustained and quality TH
treatment and caontrol activities;

3132, Case detection by sputum-smear miCroscopy  among  symp
patients:

S
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333, Standard short-course chemotherapy using regimens of & to B maonthis for
all confirmad active T8 cases (Le., smear positive or those validated by the
T8 Diagnostic Committes),  Complete drug taking through  direct
observation by a designated treatmen| pariner, during the whole course of
the treatment regiman,

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

3.3.5. A standard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculasis control
program's performance overall

3.4.Employees must be given proper information on ways of strengthaning thelr
immune responses against TB infection, i.e., information on good nutrition,
adequate rest, avoidance of tobacco and alcohal, and good persanal hygiene
practices. However, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
infarmation on its etiology and complete performance owerall

3.5 0mproving workplace conditions:

351 To ensure that contamination from TB arborme particies s controlied,
workplaces must provide adequate and appropriate ventilation ([OLE-
Occupational Safety and Health Standards, GSHS, Rule 1076.01) and thers
shall be adequate sanitary Tacllities for workers.

3.5.2. The number of employees in a work area shall not exceed the reguired
number far a specilied area and shall observe the standard for Space
requirement. (O5HS Rule 1062)

3.6.Capability bullding on TB awareness raising and training on TB case Finding, Case
Holding, Reporting and Recording ol cases and the implementation of DOTS shall
be given to Company health personnel or the accupational safety and. health
committas,

3.7 Social Policies:

3.7.1. Non-discrimination: Employees who have or had TB shall mat be
discriminated against, Instead, they shall be supparted with adequate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Compary's accredited health provider as medically fit and
shall be restored to work as soon as their illness is controlled,

3.7.2. Work Accommodation: Through agresments made between the
management and lhe employess, work accommodation measures to
support employees with TB s encouraged through flexible  leave
arrangements, rescheduling of working times, and arrangements for furn
o work,
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3.7.3. Restoration to Work: The employee may be allowed 1o relurn to work
with reasonable working arrangements as delermined by the Company’s
Health Care Provider and/or the DOTS provider,

1.8 Employes Responsibility:

381 Employees who bave symptoms of TB shall immediately seek assistance
from the Company's Health Services Pravider

1811, An employee who has the symptoms of TB s required to imnitially
wear a face mask [especially while inside the office} and observe good
hygiene practices, at least until declared by a competent medical
practitioner to be safe from transmission,

3812 Similarly, for those at risk, e, those with family members with TB
or those exposed to a co-employes with TB, it would be prudent 1o
abserve the same good hygiene practices until declared free from the
disease and safe from transmissicn.

382 Once diagnosed to be with TB, employees shall immediately seek
treatment elther through the Department of Health's DOTS or a private
physician of the employee’s choice. However, [t 15 Imperative that the one
strictly adheres to the course of treatment. Failing to dutifully abserve the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make it harder to treat the infection and
result in a longer absence.

3821 An absence from work due to medical reasons of aver six [6]
months may resull in the termination of ene's employment as
provided for by the Labor Code of the Philippines under Art, 284 -
[isease as Ground for Termination,

383, Employees are required to undergo an annual compulsory chest X-riy
throvgh the Anrual Physical Examination. If for any reasan an employes
fails to secure & chest x-ray at that time, hefshe shall be directed to sécure a
chest x-ray at an accredited clinic by hisfhor respective infirmary/Health
Services.

3.9, The Company shafl ensure that ary TB oceurrance In the workplace s traced and
that all contacts are clinically assessed, a5 much as feasible.

3.10, An employee afflicted with TB, whao has voluntarly undergone the
treatment and rehabilitation program (DOTS) prescribed, and who 15 finally
declared to be in a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by @ Company designated physician.

111 Employees {those afflicted with the desease or those identified under
contact tracingl who refuse 1o cooperate and dutifully olserve  lawful f :
£
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instructions {undergo a medical check-up and/or treatment), may be subject 1o
disciplinary action proceedings for insubordination (the penalty of which may
range up 1o the termination of one’s employment|

4. PROCEDURE

4.1.The respective Health Seryices of the Company (and/or the contracted Health
Services Provider] shall coordinate with the Qccupational Safety and Health
Center who shall provide preventive and technical assistance in 1he
implementation of the Warkplace TB Control and Management Frogram

4.2 An employee who undergoes the Annual Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded 1o company cline/HRD,
Employees who fail 1o undergo the reguisite annual chest x-ray shall be directed
1o secure oni at an accredited clinic or by hisfher preferred nfirmary/Health
hervices,

4.2.1. Those with madical findings shall be required to undergo further medical
check-up. All medical recards In connection with this seeand) further check-
up shall be submitted to company dinic/HRD and  his/her respective
Infirmary/Mealth Services

422 The employes shall then coordinate with company clinig/HRD and his/her
respective Infirmary/Health Services for the next steps,

4.3.An employee who is suspected o be afflicted with T8, whether as a dirsct suspect
ar by contact tracing, shall cooperate fully with hisfher respective
infirmary/Health Services (andfor the cantracted Health Services prowider). I
the employee tests positive for TB, the employee shall underga thie DOTS
program to its complalion

4.4.1f the employee needs to undergo a leave of absence to recuperate, hefshe will
be allowed to use the approoriate leave before hejthe may reguest to be
permitted 1o go on a Leave ol Absence without Pay (LOA),

441 The employes shall observe the requisite procedure |n applylng lor a
leave.

A4.2. The Unit concerned shall ensute that the requisite procadures are
observed by the employee and that the company clinic is duly miarmed

4.53.An employee may be allowed (o go on a medical keave of absence [without may)
for @ maximum period of six i6) months, The concerned employee shall submit
an application for a leave of absence belore going on feave. Said leave
appiication shall be subject 1o approval at the sele discretion af the Company
Management,

451 The same procedures under 42,1 10 4.2.2 shall be observed.
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4.6 After treatment, with a maximum period of six (&) months on leave (without pay),

an employee found to be cured or in a non-communicable stage of T8 may be
allowed back to work, provided that the employee’s health shall continue to be
manitored during the annual physical examination with the requisite chest x-ray
or as may be deemed necessary by the Unit Health Services (Infirmary} or
contracted Health Services provider,

4.7. The emploves returning Lo work shall be required by [he Management to seeyre

a medical clearance lrom a medical doctor chosen by the Company befare being
allowed to return 1o work,

4.8.The HRD will Initiate distiplinary proceedings aganst any employee found 1o have

discaontinued treatment in defiance of medical advice, or who refuses ta undergo
the full treatment course prescribed, Likewise, employees who are ordered 1o
undergo a check-up due 1o contact tracing but refuse to do o will also face
disciplinary action proceedings. In both cases, the maximum sanction applicable
for insubordination will be the termination of one's employmaent, if it is deemed
warranted,

IMPLEMENTATION AND MONITORING

+.1.The Safety and Health Committee or its counterpart shall periodically monitar and

evaluate the implementation of this Policy and Program

EFFECTIVITY

B.1.This Policy shall take place eHective immediately and shall be made known to

every employee.

1
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Prepared by: J na R. e
Human Resaures

Approved by: Yisrosl ¥ Gisgiriger
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Date i February 22, 2018

To s ALL EMPLOYEES CONCERNED

From : Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. DBIECTIVE

11 fploy Inc. is committed to conform to the established standards assurance of
customer satisfaction, protection of our enveronment and health and safety in
the workplaces.

1.4.The comparny promotes and ensures a healthy envirenment through its various
health programs to safeguard its employees. And as part of the company’s
compliance ta DOLE Repartment Advisory No. 05, Series of 2010 (Guideline: for
the Impiementation of a Workplace Policy and Program on Hepatitis 8), this
Program has been developed. This program is aimed to address the sligma
attached to hepatitis B and to ensure that the employees” right against
discrimination and confidentiality is maintained.

13.This puidedine is formulated for everybody's information and reference for the
diagnosis, treatrment, and prevention of Hepatitis B This will Inform the
employees of their role as well as the company in dealing with Hepatitic B. A
healthy environment encompasses a good working relationship and great output
for continuous business growth.
2. COVERAGE
2.1.This Program shall apply to all employees regardless of 1heir employment status
3. POLICY STATEMENT
1.1 Implementing Structure
311 iploy Inc. Hepatitls B workplace policy and program shall be managed by
lts health and salety committee. Each division or department of the
Company shall be duly represented.
3.2.Guidelines
331 Education

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

quos o
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3.2.1.2

Hepatitis B education shall be spearheaded by Iploy Inc Medscal
Clinic in close coordination with the health and safety cammities

322, Preventive Strategies

d.2.2.1.

32,12

3.2:23

3224

4. SDCIAL POLICY
4111

4.1

4.1

4.1.1.2.

41

1113

4.1

All emplayess are encouraged to be rmmunized againgt Hepatitis
B after securing clearance from thelr physician

Warkplace sanitation and proper waste management and disposal
shall be monitored by the health and safety committee on a regular
biasis,

Personal protective equipment shall be made available at all times
forall employees; and

Ernployees will be given training and information en adherence 1o
standards or unlversal precautions in the workplace.

Mon-discriminatory Policy and Practices

b There shall be no discrimination of any form against
employees on the basis of their Hepatitis B status consistent with
the international agreements on non-discrimiration ratified by
the Philippines {ILO C111). Emplovees shall not be discriminated
against, from pre to post employment, including hiring,
promotion, or assignment because of their hepatitis B status

1.1.2 Workplace management of sick employess shall nat diffar
from that of any other iliness, Persons with Hepatitis B related
linesses may work for as long as they are medically fit 1o work

Conlidentiality

% Vs B Job apphcants and employess shall not be compeiled 1o

disclose their Hepatitls B status and other related medicat
information. Co-employees shall nat be obliged to reveal any
personal informaticn about thelr fellow emplovees. Access 1o
personal data refating 1o employes's Hepatitis B status shall be
bound by the rules on confidentiality and shall ba strictly limited
to medical personnel or if legally required.

Wark-Accommodation and Arrangement

1.3.1 The company shail take measures 1o reasonatily
accommodate employiees who are Hepatitis B positive or l;h

Hepatitis B - ralated linpsses.
¢awns h\
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4.1.1.3.2. Through agreements made between management and
efmployees’ representative, measures (o suppor! employees with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of working lime and arrangement for
return {0 wark,

4114 Sereering, Diagnoss, Treatment and Relerral to Health Care
SBrvices

41141, The company shall establish a referral system and provide
access (o diagnostic and treatment services for its employess for
appropriate medical evaluation/ monitoring and management.

4.1.14.2 Adherence 10 the guidelines for healtheare providers an
the evaluation of Hepatitis B positive employees. i Highly
encouraged,

4.1.14.3 Sereening for Hepatilis B as a prerequisite 1o amployment
shall not be mandatory,

4.1.1.5, Compensation

41151, The company shall provide access to Sacial Security
System and Employees Compensation benefits under PD 626 1o
an emplovee contracted with Hepatitis B infection in the
performance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
51.1.1 Employer's Responaibilities

h oy 4 0 Managemeni, together with employess’ organizatlans,
company fecal personnel for human resources, and safety and
health persannel shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatits B

511132 The Heaith and Safety Cammittee shall ensure that thair
campany policy and program s adequately funded and made
gnown to all employess

51.1.1:3. The Human Resources Department shall ensure that their
policy and program adnere to existing legislations and guldelings,
including provisions on leaves, benefits and insurance,

51114, Management shall provide Information, education and
training on Hepatitis B for s workforce consistent with the
standardized basic information package developed by [ the
Hepatitis B TWG; if not available within the estaplishmagt,
provide access 1o infarmation
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51.1.1.5. The company shall ensure non-giscriminatory practices in
the workplace.

51116 The management together with the company focal
personnel for human resources and safety and health shall
provide appropriate personal protective equipment 1o prevent
Hepatitis B exposure, especially for employess exposed to
potentially contaminated Slood or body Muid

51117 The Health and Safety Committes, together with the
employees’ organizations shall jointly review the policy and
program for effectiveness and continue to improve these by
networking . with government and organizatinons promaoting
Hepatitis B prevention,

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

S1.1.19 The human resources shall ensure that access o medical
recards is limited to authorized persoanngl

5112 Employees Responsibilities

51131, The emplovees’ organization is raquired to undertake an

active role in educating and training their members on Hepatitis

B prevention and contral. The 1EC program must also alm at

promating and practicing a healthy lifestyle with emphasis on

avoiding high risk behavior and other risk factors that

expose employees o increased risk of Hepatitis B

infection, consistent with the standardized basic information
package developed by the Hepatits B TWE,

5.1.1.23, Employees shall practice non-discriminatory acts against
co-employees on the ground of Hepatltis B 5tat us.

51123 Employees and their organizations shall not have access to
personnel data relating to an employee’s Hepatitis B status, The
fules of canfidentiality shall apply in carying out unlen and
organization functions,

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

511235 Employees with Hepatits B may infarm the health care
provider or the company physician on their Hepatitis B status,
that is, if their work activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive at risk

— {12l
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B IMPLEMENTATION AND MONITORING
B.1.Within the establishment, the implementation of the policy and program shall be
monitored and evaluated periodically, The safety and health committee or its
counterpart shall be tasked for this puipose.

7. EFFECTIVITY

7.1.This Policy shall take place effective immediately and snall be made known tey
evEry employes,

Prepared by:J _QHE#\# fecia
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Date tJanuary 1, 2018
To CALL EMPLOYEES COMCERNED
From : Human Resources
Thru . Operations Manaper

L

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

OBIECTIVE

L1 In comphance with Article V of Republic Act No. 9165, otherwise knowr as
the Comprehensive Dangerous Drugs Act of 2007, and its Implementing Rules
and Regulations and DOLE Department Order Noo 53-03, senes of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), iploy inc. hereby adopts the Tollowing
policies and programs to achieve a drug-froe workplace:

L2 Company policy 15 to mamtain a workplace free of illegal drugs. To ensure
that the objectives of the company's corporate policy are met, the com pany
is implementing this drug-free program. The program will have the following
elements

COVERAGE

4.1 This Program shall apply to all emplovess regardiese of thelr employment
starus

POLICY STATEMENT

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

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

3.3, Possession, use, solicitation for, or sale ol dangerous drugs away from the
company premises, it such activity or involvement adversely affects the
employee's work performance, the safety of the emplayee or of others, or
FHits at risk the company’s reputation

34. The presence of any detectable amount of dangerous drugs in the
employes's system while at work, while on the premises of the Company, or
while on company business, "Dangerous Drugs” include those listed in the
Schedules annexed to the 1961 Single- Convention on Marcotic Drugs. as

amended by the 1972 Protocol, and in the Schedules annexed to the 1“%’/
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Single Convention on Psychotropic Substances a5 enumerated in the
attached annex of R4 9165

4. MANDATORY DRUG TEST

4,1. To ensure that only those qualified shall be screened and recruited to prevent
the detrimemtal effects (e.qg Jlower productivity; poor decision making,
incregsed accidents; more compensation claims; and reduced team effort)
which drug use and abuse may cause in the workpiace, the conduct of
mandatory drug test shall be required for pre-employment

4.2 lploy Inc. designates company accredited or affiiated center, a duly
accredited drug testing center by the Department of Health (DOH), as its
authorized drug testing laboratory.

a4.3. The Company may also conduct drug testing under any of the following
circumstances:

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

4.3.2 FOR-CALISE TESTING: The company may ask an officer/employes ta
submit to a drug test at any time it feels that the employes may be under
the influence of drugs, including, but not limited to, the lollowing
circumstances: evidence of drugs on or aboul the employee's person or
in the employee's vicinity, unusual conduct on the employee's part that
suppests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absentesism or tardiness.

4,33, POST-ACCIDENT TESTING: Any officerfemployes invealved in a2 “Mear-
Miss™ incident or "Work Accidemt” under cireumstances 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 arising from or in the
course of work which could have led to injuries or fatalities of the
workers andfor considerable damage to the employer had it not been
curtalled. "Work Accident” refers 1o unplanned or  unexpected
occurrence that may or may not result in personal njury, property
damage, work stoppage or interference or any combination thereaf of
which arises out of and in the course of employment,

434, All drug tests shall employ, among others, two (2] testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will canfirm a positive
screpning test Where the confirmatery test turns positive, the
company's- Assessment Team shall evaluate the results and determine

Qanso Y.« /Iﬂﬂ’"
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the level of care and administrative interventions that can be extended
to the concerned employes.

435 Iploy Inc. shall inform the officer/employes who was subjected to a
drug test of the test-results whether positive or negative.

4.3.8, All costs of drug testing shall be borne by Iploy Inc,

5. TREATMENT, REHABILITATION, AND REFERRAL

a1,

S

5.3

a4,

An officer/employes who, for the first time, is found positive of drug use,
shall be referred for treatment and/or rehabilitation wn a3 DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at lzast three (3)
accredited facifities which an employee who was tested positive for drugs
may choose from,

Following rehabilitation, the company's Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee's job if hefshe pases no senous danger to histher oo
efmployees and/or the workplaca

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

Repeated drug wse even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under BA. 9165
and i5 a ground for dismissal

6, ADMOCALCY, EDUCATION AND TRAINING

6.1.

6.2

Iptay Inc. undertakes to increase the awarenoss and education of its officers
and employees on the adverse effects of dangerous drugs through
continupus advocacy, education and fraining programs/activities to all Jis
officers and employees,

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

6.2.1. Salient features of R.A. 9165;

B.2.2. Adverse effects of abuse andfor misuse of dangerous drugs on the

persaon, workplace, family and the community;
‘FMWS;
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6.2.3. Preventive measures against drug abuse; and

6.2.4. Steps to take when intervention is needed, as well a5 avallable services
for treatment and rehabalitation,

6.3, To encourage all officers and employees to lead a healthy litestyle while at
work and at home, Iploy Inc, undertakes to conduct the tollowing activities as
often as possible:

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

6.3.2. Health wellness screenings (eg. Blood pressure gnd heart rote,
chaolesterol test, Blood glucase, etc.),

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

6.3.4  Other activities promoting health and wellness.

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 dangeraus drugs, including drug testing, shall be
disseminated to all officers and emplayees, The employer shall obtain a
written acknowledpgement from the employess that the policy has been read
and understood by them

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

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

B, CONSEQUENCES OF POLICY VIOLATIONS

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

8.2 Any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 9165,

Qs e e
j’ll M
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9. IMPLEMENTATION AND MONITORING

9.1.1. The implementation of these policies and programs shall be monitared
and evalualed periodically by managemert to ensure a drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with D.O. 53.03

10. EFFECTIVITY

10.1. This Palicy shall take place effective immediately and shall ba made
known to every employes,

11, ATTACHEMENT

11.1. Lrug-Free Workplace Policy and Program Acknowledgement

Prepared by: Jo Hifl#!h“g;gl_em

Human Resources

Approved by: Yisroel Y. Gissinger
CED
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Drug-Free Workplace Program Acknowledgemen!

| hereby acknowledge that | have recelved and read |ploy Inc. Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employes Assistance Program providers or local drug and alcohol treatment
programs. | have had an oppartunity to have all aspects ol thes material fully exglained. |
also understand that | must abide by the Program as a condition of initial andfor
continued employment, and any violation may result in disciplinary action up to and
including termination.

| alsa understand that during my employment | may be required Lo submit to testing for
the presence of drugs or alcohol in my body, | understand that submission ta such testing
is & condition of employment with [Compary], snd disciplinary action up to and including
termination may result (f:

1) | refuse to consent to testing.

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

3) | refuse to authorize release of the test results to the campany,

4} The tests establish a violation of [Company]'s Drug-Free Warkplace Palicy

5] | otherwise vinlate the palicy,

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

The undersigned further states that hefshe has read and understands the above
acknowledgemndnt a na below of his/her own free will,
[ |2y

' DATE

WITNESS DATE
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Date ¢ Jarusary 1, 2018

To : ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

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

4. COVERAGE

2.1, This Program shall apply ta all employees regardiess of their employment
status.

3. POLICY STATEMENT

3.1. Iploy Inc. believes that employees should be afforded the opportunity 1o work
in an environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines the employment relationship. Mo employee,
either male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual overtures or conduct,

3.2, Sexual harassment refers to behavior that is not welcome, that is personally
offensive, debilitates morale and, therefore, interferes with  work
effectiveness. Such hehavicr may be in the form of unwanted physical, verhal
or visual sexual advances, requests for sexual favors. and other sextially
ariented conduct which s 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.

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

3.4, DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA 7877 |t provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the emplayer, or any other person whao, havia authority,
influence or moral ascendancy over anather in a work enviro
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission is accepted by
thie object of said Act.

In & work-related or employment environment, sexual harassment is
committed when:

3.4.1. The sewxual favor ks made as a condition in the hiring or in the
employment, re-amployment, or contineed  employment of said
individual, or in granting sald individual favorable compensation, terms of
conditions, promotions, or privileges; ar the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would disciminate, deprive o diminish  employment
opportunities or otherwlise adversely affect said employes;

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

3.4.3. the above acts would result in an intimidating, hostile, or offensive
envirgnment for the employee.

35 WHERE SEXUAL HARASSMENT IS COMMITED

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

351 Inor cutside the office building or training site;

3572, at office or training-related social functions;

35.3. nthe course of work assignments outside the office:

354, at work-related conferences, studies or training sessions: or
35.5, during work related travel.

3.6, FORMS OF SEXUAL HARASSMENT
Sexual harassmient may be committed in any of the following forms
3.6.1. Owvert sexual advances;
3.6.2. Unwelcome or improper gestures of affection:
3.6.3. Request or demand for sexual favors including but not limited te going
out on dates, outings, or the like for 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

wictim,

;g‘ll'z"l
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3.7 WHAT IS NOT SEXUAL HARASSMENT

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

3.8. EMPLOYER'S RESPONSIBILITY

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

4. PROCEDURE
4.1, COMPLAINT PROCEDURE

4.1.1. Any officer or employee, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation, They may also repor
acts of sexual harassment to any other member of Iploy Inc
management or ownership, Al aliegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected aganst unnecessary disclosure. When
the (nvestigation s completed, all parties will be informed of the
outcome of the Investigation

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be composed of the managemert and the employess'
fepresentative o recelve complaints, investigate and hear sexual
harassment cases. The Committes shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs 1o increase understanding
and awareness about sexual harassmen|

4.2, RETALIATION
4.2.1. lploy Inc. will permit no emiployment-based retallation against anyone

who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment

Fares o e
\2y
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4.3 WRITTEN POLICY

4.3.1. Al officers and employees of Iploy Inc shall recee a copy of the
company's sexual harassment policy upon assumption of their respective
offices. If at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum. If
Iptay Inc. should amend or modify s sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
medified policy.

5. CONFIDENTIALITY

5.1 At the commencement of the investigation procedure at the Committes,
starting frorn 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 s the intention of Ipioy Inc that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honar 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 ta
evary employea,

Prepared by: Jo Hann

Hurnan Resources

Approved by: Yisroel ¥ Gissinger
CEQ
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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 CSR - Phone
Junamel Brigoli CSR - Phone

Submitted by:
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DATE April 3, 2018

Teh - ALL EMPLOYEES

FROM ! HURAN RESOURCES DEPARTIMENT

THRU - OPERATIONS MANAGEMENT

SUBJECT ; MENMD: RESTROOM GUIDELIMES

iploy Inc. pravides unisex restrooms available so that employees can yse therm when they negd
to do so. One is located inside the operation floor and second & in the hallway autside the
operation floor, However, those who are uncomiortable, has issue with the unisex restrodm.
we have a separate single, private restroom available for use

Moreover, any employee with concern/fissue in using the unises restroom, please visit Human
Resources office to get door acress pass. Office security, Log in and Log out procedure shall
apply.

Furthermore, it is essential that all employees should comply and observe the restroom
Briquette:

Knock if the cubicle apgpears ta be occupied. Don't peek under the doors.
Lock the eubicle door when you enter
Stand close enoligh to the pan or urinal 5o you don't wet the seat, walls or

floor

#  Flush the toilet after use and wipe off the toilet seat for the niskt user
= Paper lowels go in the trash can, aot an the flaor or in the wilet bowl
& Wash your hands to prevent the spread of colds and the fly

*  Please use water and paper towels conservatively

For your information and guidanice.
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Felwuary 27, 2018

To : ALL EMPLOYLES

FROM : HUMAN RESOURCES DCPARTMENT
THRL ! DPERATIONS MANAGER

SUMECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tollowing 1s lssued Lo ensure the effective enfo

employees on office attendance and punctuality
To ensure offective |

L

2,

9.

10

rcement and strict observance of all
mplementation and monitaring of office security

Employees are reg
If the door is open
Employees are allowe
their scheduled time
Bags and/or personal jte
the production areg

uired to log in and log out using the biometric and the RF 1D, even
d to be inside the office and to Log in thirty {30} minutes before
ms should be left in the locker before longing in/going inside

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

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

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

Mo tailgating

Employee ID and RF 10 shoulg be worn at
emplayee

Mo employees are allowed to stay in the walting area for applicant,

Employees who left/last their IDs will gettemporary ID from HR and will be dealt with
according to our code of cond uet and discipline.

all times, lost RF IDs will be charge to the

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

For guidance and strict compliance.

|
l._;fv.lllt .
sl

Noted by:
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DATE - Maovember 17, 2021
TO ) ALL EMPLOYEES
FROM : HUMARN RESOURCES
SUBIECT % LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

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

* NO storing of perishable foodsfleftovers inside the locker.

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

= NOtransferring of lockers. Transferring of lackers is subject to approval.

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

= Any sort of action that may result in damage to property ls strictly prohibited., This Includes but is
nat limited to graffiti/vandalism, posting of stickers, damage to facllity property 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 withaut padlocks, placed on top of the lockers, ete.

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

= Forced Open Request due to lost padlock key or forgotten passwerd,/code should be submitted a
day prior and will be subject to avallability of the bolt cutter.

* Authorlzation to Forced Dpen a Locker, the request must be submitted via email to hri@iploy.com
and must wait for the approval.

s WO LOITERING inside the locker room

*  Unassigned Lockers with cable ties should not be apened,

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

Thit Memorandurn shall take effect on November 22, 2021

Failure to comply will be dealt accordingly.

Prepared by: Moted by;

_.r-" .n
m arillo

Relations Specialist General Manager Directo perations

I have read, understood, and agreed to comply with the foregoing cies, rules and conditions

governing the iPloy Locker Policy.
PO e e ® . 2/)b

Employee Signature Over Printed Narne,.-'Date"
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[ATE April 3, 2018

To ALL EMPLOYEES

FROM HUMAN RESDURCES DEPARTMENT
THRU OPERATIONS MANAGER

SUBIECT 4 MEMO: CALL IN FOR OUT OF OFFICE

In order to properly monitor out of office employees, & new process to call in/report absence will
be implemented effective Monday, Apnl 9, 2018,

Guidelings:

In eases of late and/or absences, emplovee should reporl 1o Human Resources through
aMS ar Call via HR hotline: 0917-709- 7074
Notification should contain the following Information:

a. Complete {real) Name

b, Department

©. Team Leader

d. Callin for: (Whole day Absent, Hall-day Absent, Lata)

e. Heason
HR will be the one to send notitication to Cperations Management
No call in should be communicated through Team leads or any other employee. It should
be done by the employee o his/her relatives
Notification should be at least two {2} hours befare the ermplayee’s shift
If an employee is advised 1o rest/confined in the haspital, number of rest days as advised
by the physician should be indicated. Otherwise, employes must send notification dally
Failure to notify will be tagged as No Call, No Show andfor unscheduled absence and will
be dealt with according to our Code of Conduct and Discipling,

For your guidance and strict compliance.
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Febiruwary 18, 2020

To : ALL EMPLOYEES

FROM H OPERATIOMS MAMNAGEMENT

SUBJECT : ATTEMDAMNCE BONUS 2020

A= we end the year 2009, [Ploy would like to set clear key procedures and policies. This memarandum serves as
reminder to be followed:

PAYRO

1, Immaculate Attendance Bonus ks for employess with parfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = out for
breaks will also disqualify the employee, No wahwers will be given,

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

3. Employees who tenderad their resignation before the release of the Sign On Bonus [First Hall or Secand Half) wil
MO longer be eligible to recelve it

4. Employees gualified for the Sign On Banus (First Half or Second Half] will receive it on the 30" af the succeeding
month fram eligibility.

5. Elgibility for the annual marit increase is based on overall performance and management discretion, Pay out |s
at management’s discretion,

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

. 1 day absence - the medical cartificate must be dated on the day of absence or the next day. If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows — at the latest. |t
cannot be dated on the day that the agent is te report back to work.

. 2 days absence - the medical certificate must be dated on the initial day of sbsence or the next day. I the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - a1 the

latest. It cannot be dated on the Saturday that immediately follows o that Monday that the agent s Lo report back
1o wark,

] 3 days of absence or longer - the medical certificate must be dated on the initial day of absence or the next
day. Itcannot be dated on the day that the agent reporis back to work with the advice to rest antedated from the
initial date of absance. Also, the advice to rest is inclusive of rest days.

o Ex: IFthe agent is absent on a Friday and the medical certificats states advised to rest for 3 days,
that isinclusive of the day of absence that the agent took to rest plus Saturday and Sunday — the agent must be back

o wiork an Monday,
=
(?rﬂ-mbi a h /émh et
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o If the doctor prescribes rest, the medical certificate must include the number af days of rest. The
advice 1o rest cannot be antedated.

a There must be a it to work date,

o Thi only exception (o the Medical Certificate date guidelines 1s If the employes has been
hospitalized,
VACATION LEAVES

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

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

3. Employee with perfect attendance 60 days from the reguested VL date will be given priarity in the approval of
leaves. This ks a way of rewarding employess with parfect attendance.

4, The company and client have the right to disapprove leave requests and cancel approved leaves for those
emplovess who committed unscheduled absences on the prior manth and an the current month of the requested
time off including poor attendance recards, behavicral and productivity issues,

Mated By: Approved By;

¥ ER
HA Supe Chief Executive Officer
Director of Operations

Famos, e e

tlies
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Date : November 17, 2021

TO : ALL EMPLOYEES

From t HUMAN RESOURCES DEPARTMENT

Subject ; RE: SICK LEAVE POLICY

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

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

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

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

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

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

* Employee's iliness or injury
= Atthe discretion of the employer, the employee should furnish a certificate from

a physician stating that the employee was incapacitated from werk for the
period of absence because of sickness or injury and that the employee Is again
physically able to perform his or her duties, (Medical Certificate with Eit to
Work)

#  Blacklisted Doctors and dinics’ will not be honared. (Please refer to the
Blacklisted Clinic/Physician Memao)

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

s Emergency leave
®  Validate his/her absence through supporting 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., VECD, CEBECO,
MECO)

= Internet Outage
= Ticket number from the internet service pravider and/far screanshot/link of
officlal outage announcement from the internet/telco pravider
#  Picture of the modem (showing red, no light in “internet”}

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

* The employee falled to inform the immediate superior or HRD about his/her absence
iliness unless fully justified.
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* |fsickness claimed is fictitious or non-existent,

B. The emplayee or his/her representative must inform his/her immediate superiar or HR if an
extension of 5L will be needed to recover from the sickness, A medical certificate must be submitted
before the expiration of the SL. Absence of natice 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 22,2001,

Please be guided accordingly,

Created by:

MNoted by:
arillo Jr. Angelo Manal CarlogBotlong
Dire: r,J_l‘J eratipns Operations Manager “General Manager
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Date s Mowvember 12, 2019

To ; ALL EMPLOYEES

FROM . HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGER

SUBIECT % 555 SICKMESS CLAIMS — 5 CALENDAR DAYS

For those employees' who wants to file for sickness claims must submit the duly accomplished 555
notification form attached with criginal and complete medical documents. |t should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates ta submit
their form in Accounting office.

A member is qualified to avall of this benefit if:

1. He s unable to work due to sickness ar injury and confined sither in a hospltal or at hame for a1
least four (4] days;

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

before the sermester of sickness or injury;

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

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

w

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

Far your guidance,

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

Sincerely,

Marishka lla
Human He B5
Moted by:

Al aritio Jr.
Dhir , Dperations




B e &) iPloy

Cabiu fiukivasi Fark, Cebi Oy 6000

HRM-2023-10-016

DATE : October 4, 2023

TO H ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services

Bimbo H. Tequillo MO Clinic

Lolita E, Abella-Libras, DMD

Or. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Monteciile Ir., MD

Now Serving

. Dr. Guian Darnell Sumalinog

10, Tambut Medical Clinic

11, Clinfcs/Physicians without complete contact detalls such as but nat limited to the following:
11.1  Doctor's name

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

11.5  Dlagnosis

11.6  Recommendation

11,7  Fit to work date

B8N E W

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

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

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

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

Mo contact information displayed in the medical certificate.

Absence of physician's name and license number.

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

contacted,

6. Medical certificates with inconsistencies or discrepancies determined by HR/Company
Nurse/Company Doctor to be questionable.

7. The dlinic/physician does nat facilitate phone validations for the issuad medical certificate.

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

woa W

Lastly, since hospitals and elinics are naw having less restrictions for consultations and our situations

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

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

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

at Er@ig@_tﬂﬂ A
For strict compliance,
Prepared by:

N anza
Employee Relations Supervisar

MNoted by:

e : il s
stal nal Al Ir
HR Manager Mabager Operations Manager Director of Gperations
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Date : Movember 30, 2022

Ta 5 ALL Employeas

FROM g Human Resources Department

SUBJECT i VACATION AND S1CK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
Rayout. In this conmection, all remaining SL credits are to be comertad thus, 5L application is no longer
allowed unitil the end of the vear,

Mhrﬂu'u"a:ﬂthnimtWLI:‘m‘umlun,ldlunuudﬂd‘mﬂlumliberﬂaandmmliumufnmhu
2022, All employees can plot a VL request until December B, 2022 ONLY, The actual VL dates will cover
anly until April 30, 2023, Kindly take note af the remindars bedow in refarence to filing af vi:

L] Mmﬁmﬂwmlfﬂnempin'ruarlpuﬂshrwkunﬂmlmdﬂdamﬁu‘ﬂ
urﬂlnnthtrulmhumdmdwlllbevdm

®  NWoreschedullng of VL once approvisd.

® VL date showld not fall an 3 local holiday otherwise farfeited,

Note: Approval of VL requests will ba on or bafore December 14, 2022,

Furthermare, If the employes resigns or gets separated from the company sither voluntary or involuntary,
all available VL credits will be forfalted and will not be part of their last pay if:

*  Emplovee filad an immedizte rasignation and/'or failed to provide 3 30-day notica,

“  Employee went on Absent ‘Without Officis! Loave {awoL)

*  Employes incur any leave, absences, and/or any form of terminal leave within the 30-day notice
Period with the enception that tha employee provided a valid docurnentation such as but not
!Imumhmpluﬂrwmmm!kh‘mm sccidents, or contagious diseases.,

*  Employee Incurred more than four {4} hours of accumulated and/or total late/undertime within
the 30-day notice.

*  Employes Hﬂmmmmnmimmmm not limited to quality, productivity, &
client escalation within the duration af the 30-day notice.

® Incurred any behavioral infraction such as but not Hirrited o Sieeping, Browsing Unrelated
Websftes and ste,

Furthermore, 5L and V1 conversian maybe subject to taw. Should you have GuUeStioNS partaining to this
mema, feel free to reach out 1o our Accounting personnel st Accounting@iploy.com.

W

Accounting Manager

Operations Manager Diractor of atons
Approved by

CED
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December 17, 2019

To - ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBIECT CLEANSING PERIOD

Bloy Sraffing Selutions believes in gning employees enough room for improvement 10 straighten out
employment in rogards to compliance 1o our company's Code of Conduct. The aim of this approach in to help
mativate employees ractify passed affenses and start snew

Cleansing Perlod pertaing to the time when an employes who has been subljected 1o & Dieciplinary Action (Da)
15 #ipected to improwe perlormance. Ampbs time |5 @Iven Lo correct improper behavior and refrain fram
committing any ather infractions,

If 11 employes dies not commit the same infraction for the specified clnanting period, the progression of the
disciplinary action will slids back teo g el depending on its type. Plegse refes to table Below:

Attendance
Productivity
Behavioral .

The counting of the Cieansing Period will start based on the date when DA was deeldad upon, Al decumentations
for infractions will still e kept in the Employes's 301 File regasdiess what period of Brogresilan

The Cleansing Period is effective January 1, 2000 covering DAs & months and alder.
Approvidg By:

IAY GISSINGER

Chief Execative Officer

fi-
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V. GENERAL BEHAVIORAL STANDARDS

As g My ernnloyee we EXSect Haat yey will ment the falowing bekuionl srandgroa:

2. Preper Coredust and Decorum i mapected :ﬂ:.-u...{i:nlni"nudo:fﬂi
TEpTERenting the Company, This E.i!guﬂfiigéalcﬂiﬂrrﬁn
sroper and decend language, chmerance of proper office and work decorum, maintaining preger
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This Code shall apsly 12 &1 Pley prgioyess, regardiess of stahu o fnitien Feid,

L Types of isnses

Lewel 1~ infractions whichane mencr innature but wihich sy beoone nabitesl and disruptive  not

corrected. It has no detrimental impect of ihe business.

Lewel } — Sevicun offeria which coutes olay in operations, may poe thread, hanm, or danger 1o

Company propeny andfor ives of indhaduals.

Lewed 3 = Infractions wnich will destroy the compary's image ana reg

i I8 thuses L= -

e compary and can residt to critical operabionad dansption. A ertical alesis that ke compromised
the security of the empioyees, the integrity of Cllent, the: safetty of curtomer's infarmaton gad the

stapility of the business.

. Table of infraction

8843 oTher Tan This

i

i

i










T2 uheal fom e

mlapproer Abion of




Pltadcrey
Frzad Catia
Buriram
P,

ey
endanger tht Kvwnor | P4







s &) iPloy

Cabw ity 6003
I, Negliger=e or
canphirsnisd of the
!stil.llﬂn
COMpUET Uhaie ndesd
14 | Faking the networktoa i3 Eiﬂl_.alg Dlsmissat
| possitie security wolation |
& Tampering of compary
STVl nElann
configharglion,
Purpersly charing
ana oonfideatial
1 u.!unﬁsin_.__!s!lar Levei3 ?&Hﬂ: ——
The COMPANY O SNl
parties.
E.EHE%H
Eringing out of Company Suspersicn
peoperty, nippSeticr el 3 Das Ciymizsal
Unsuthoribis copying of
Micanred waltware
spmicatian packages sd sl | Laved3 nan”ﬂ Dsritmed
2T Ehet vicgme
inselectial progerty righes
Dalierate kg ol or
hacking of uncther = Suspession
L emloyan’s user s Lewl 3 Deis Dizmissal
STy IEIVET.
Micement of camputer
W, TEaA harse, and ;
15 | other darmeging swesoaic | Lowst 3 T.ula.! Dismisal
ik o pihvysical accensaries e
OF BENVETS G WO DL,
V1. Saving Claurse
L riilﬁn.n-!-a!iunnﬁéﬂml:;g«iéi:r
2 iiﬂﬁl&li.:&!ﬂw—iﬂﬁiiﬂ?gﬂ_iﬁﬂaﬂnﬂf

pairst the erring employes,
5 ?Eﬂii-&ﬁii&ivﬂ&;éisﬁ_?_tﬂ.:iiﬂ
un.li.:&aiir-uﬁﬁsvngliﬁmln&qﬂgr

VIl Approusd

lay Gasinger
Owier and Chiel Executive Dificer

Florp Incoe porated

L - & iPloy

St Cily B300

RECEIPT OF THE CODE OF CONDUCT AND DISCIPUNE POLICY

‘
Tihis i o acknonwiedge that | have resd Ihe Compary's Code of Conduct and Discipting and understand
that it sets forth tha terms and conditions of iy employment as wel a5 nﬂu&ﬂ.ig
and ooligations of employment with the Compary.

| 2lsn acknowiedge that the Company ress ress the right 1o revise, Selete, and add to the provisions of
this Code of Conducr and Discipine,, or ronditicn of employmant san ba established by ary other
statemsent, congduct, policy, ar practice.

z.._.___.m _\ﬂmmﬁ,ﬁm._ ,.,_T.@gfn\,.\a\mm_ n.k%.
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