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Employee Training Agreement

This Employee Tralning Agreement is made on January 15, 2024 between iPloy, OPC, with its place of business at
the 16" floor One Montage Tower, Archbishop Reyes Awvenue, Cebu City ("Employer™)  and

_Melicsa  1- (aladaga [Emplovee's Mame], an individual with the address of
I.ﬂhu_!,_ feby [Employes's Address] ["Employee).

Recitals:

A. The Employer is providing a one-week training program to the Employee to enhance thair skills and
knowledge in the field of Customer 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 Employee has

agreed to the terms and conditions coneerning the Pre-Emplayment Medical Examination (FEME] and the

submission of Employment Requiraments.

Agreement;

1. Training Obligation: The Emplovee agrees to attend and complete the one-week training program provided by
thie Employer. The training will commence on August 5, 2024 and conclude on August 9, 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 sehedule (15" or 30 of the
month) upon successful completion,

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

4. Pre- employment Physical Examination (PEME): The Employes acknowledges and agrees that if they fall to attain
thelr employment with the company up until reguiarlzation, The cost of the pre-employment examination will
b deducted from the final pay

3. Submission of Critical and Non- Critical Requirements: This agresment stipulates that should the Employes fail
to meet the requirements by the specified deadline, even after multiple follow- ups, they are required to cover
a portion of any penalties imposed by government authorities

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

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

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

Ja4

Employea Complete Name & Signature/Date Onboarding Specialist
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) Augul ¢ , gnay

BETWEEN

1. IPLOY OPC. {the "Disclosing Party"); and
2, Milicca T Saladaga (the "Receiving Party"},

collectively referred to as the "Parties”,
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

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

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

15, notto copy or reverse source any such Proprietary Information. The Receiving Party shall

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

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

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

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

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

Agreement is held to be illegal or unenfarceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement Friay 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,

" 8 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: _jh_w,_
Mame: Jade Lenizo Mata Mame: fhelicca T Caladaga
Title: Onboarding Specialist Title: _feg
Address: #35 Salvador Extension Labangon Address: _I.M
Cit

Date: g 6, 2074 Date: _4ugust ., goa
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PERSOMAL DATA SHEET
INSTRLUICTIONS:
L Answer the guestions completely and honestly in the spaces provided,
1 Please PRINT lagibly
3. DD NOT LEAVE ANY SRACE BLANK, Write “n/a", “not applicable” or “none”
- POS-
o H upe oriy) Slor ol use onbyd {Far HE use oniy]
INIFLOTIE NURBER. DATE HIBED BEPAHTMENT

14 Piguei ¢, abay

Basie Information & Contact Dotails
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n E; 38 AEN Wi
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Pugoe  PANGEUDM , TAPUL | TABGEGA | CEBLE (1009

Lard Phone Mo Maiblls Mo Mobda Mo
None 1 % 70 e | N/A

555 Mo PAG-IBIG No PHILHEALTH Ne. TIN F]
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[ ] Llegs arated ek Elh'l_'u -

[ ] Misried “SPOLISE TIN ﬂhp“:ﬂ"

[ ] WidowWidewer M M

A you related by kinship or marriage up 1o the 3 degree to ay curnent employee of iPloy?
| | Yes §#1 Mo iF YES, give NAME and RELATICNSHIP

NAME OF SPOUSE (If mrvied] SPOLSE 'S EMPPLOYER SPOUSE'S DATE OF BIRTH
KA NJA ___N/A
m [ .I MO, OF SISTER/S 4 | wo.orcuDREN | | ﬂ'::?:ﬁ:ﬂz--.m. gfth
NAME OF CHILDREN [if any) DATE OF NIRTH NAME OF SIBLINGS “;:E:.F;’“E"
[ N/ N/A | B oD bervese i, 1/ age
EWEL  CHLADAGA | eneeR 2 1 i
JESA MMHUE  CHADARS oetieER 23 Gimie
- DEWT]  SELEDRER A P AT
: | 3 {EREUARY IS, el [ gl
FATHEN'S NAME Cumry | GECUPRTION | Momews Name ”;‘JE:' | accuramon
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Emergency Contast |1

CONTACT PHOME NO.

RELATRONSHIP TG EMPLOYEEE

{Last, First) {cipsianal)
LoAtahad |, LAEpARO) LAl 2152 | FATHER
Lizue GLMERe [ETLTIEY A |
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NAME OF SCHOOL & ADDRESS

PRIMARY EDUCATION

PN courmaL SimL_ P,

SECONDARY ECUCATION

Pofl4 LiLitG MBIE WESAPAN NHE

IDATES ATTENDED GRADUATE
{menye = menfye I¥es o ol
e - 2004 Vit
ay - 2uap =3

WOCATHOMNAL
& NON-DEGREE COURSES

TAPUL ;. TABRSUL o ~ERL
Course:

Newe

TERTWARY EOLCATION

DegreeCourse: fmep HE
CTU

POSTGRADUATE & GRADUATE
STUDIES

Dhigree;

N /A

ARBAN AN OGN T, Prpucdy 020 © 2024
Degres:

N /A

N/A

PART &

EMPLOYER'S NAME

(Fram mast recemt and for oll positions held]

ADDRESS B TEL NO

Employment H story

REASON FOR LEAWING

JOBTITLL CALARY | PERIOD COVERED {rrvm,fyr]
FROIM L[+]
|
SUPERVISOR'S MAME SUPLAYISOR'S TITLE | EMPLOMEES SUPERVISID:
(i anplicable]

EMPLOYER'S BAME | ADDRESS & TEL M0
1
1O TITLE SALAHY PERIOD COVERED [mmyyr]
FaO T
SUPCRVISOR'S NAME SLFERVISOR'S TITLE EMPLOYEES SUPERVISED
[ acebcatla)
REASC FOR LEAVING
EMPLOVER'S NAME ADDRESS B TEL. NG,
JOB TITLE SALARY FERICE COVERED {mm/fyr|
FRCM 0

SUPERVISORS NAME

| SUPERWISOR'S TITLE

EMFLOYEES !U;;#‘VISED
(il applicable)

REASGIN FOR LEAVING

EMIPLOVER'S MAME

ADDRESS & TEL WO

108 TITLE

PEAPOD COVERED [mmyye)

FROM

TO

SLPERISOR'S MAME

SUPERVISORS TITLE

EMIPLOWEES SUPERVISLD
|t appicable]

REASDN FOR LEAVING

EMPLOYER'S NAME

ADDRESS B TEL. MO,

J:UB TITLE

| SaLARY

_FERIOD COVERED {ineniyr]

FRO

TQ

I-SL.'FEH'l'IEEIH."‘i MAME

SLIFERVISOR'S TITLE

EMPLOYEES SUPERVISED
[l moplicable)

| REASON FOR LEAVING
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Fursuant to; o) indigenows Peapie's Act (R4 83710 (b} Mogeae Garto for Disabled Persant (RA F2771; and Sofo Porents Welfore Ace 2000 (R4 8972)

PART 8

plegse answer the folowing fems:
Are you a member of any indigenaous group? O ¥es ERCT 'i-t‘-E. ;;lrase specify
Do you identify as differently-abled? O YES = WO \F yeos, ploase speciy:
Are you @ solo parent? O Yes BT _NO | Ifyes, please speciy. |

1) perions wha keow you other e Hose vou fowe worke

Give nowne, oudress, ond feen Mbﬁjglﬂrﬂ ' i
_ NAME TEL NO.
1 EOLMA . Phedrl 10837,

L I S o

| CAMERgAH ., TABCGeM o COEU

ped Lep wiaa

Other Qualifications

Jot-related training courses (phee Hife and yeard, Sob-rekested sidil fodfver lnngueages, computer end information fechnoiogy, tools, mochines, erc.), job
reimted certificates ond Boenies fewrrend only), Job-rekrted awards ond special occomplishments (puislicarions, memberships in orofessional o hanor
sacietles, feodersiviy oothaties, pubBc speaking, med pesfarmance owords), Give dotes ond send docsments

[ DATE[mmfean

DESCRIPTION [/ TITLE

ADDETHINAL IDENTIFFCATION
. TYPE / CONTROLND. ISSLE DATE EXPIRY DATE
PASSPORT DETAILS
WI5A DETAILS (If applicabla]
DRIVER'S. LICENSE

OTHER GOV'T. ISS5UED 1D5: [For
example: 555, TIN, SOL0 PARENT
10, PAC, ACR, etc.)

MILITARY | GOVT, { CIVIL
SERVICES (I any]

Have you ever been formally charged of an
idrinistrative  civil/criminal offensa?

If “Yes", please give details:

Have you ever heen-m;n.u'ndnd- af an
administrative f eivil/eriminal affensa?

IF "¥os", please give detalls:

CERTIRCATION

| CERTRFY that, to the Bisst of my kiawledpe and belied, ail the indormstion an an attached to this document is true, correc, complete and made in gaod
Taith. | UNDERSTAND that false or fraudulent information on or attsched to this spplication may be grounds far rot hireg me ar terminate my
empioyment from iFioy. | BNPERSTAMD that any information | glve may be investgated,

Signofurg af Emplayen

_Hl:d&!_
Date Signed

Moniage - 1th Fioor Ona Moninge Towes, Archbishop Feyes Ava, Cebu City [1 MSY- 11th Floor MSY Towur Pescacerss Raid Cabu
Business Park. Cabu City 8000 1) ASCT - S Fioee, Ayaln Canter Cobu Tower, Cabu Businass Park, Cabu Cily,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, hereby authorize Iploy Ine. and/or it's representatives to
make investigation of mv%ackgmund. references, character, past employment, consumer reports,
education, and criminal history record information which may be In any state or local files,
including thase maintained by both public and private crganizations, and all pubtic records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my gualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this cansent shall be considered as valid as the original
cansent

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

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

Applicant Name: MEUGSA  TAurddiay  SALACAGA

Present Address: _H_ﬂu_ﬁ___w
Social Security Number: gy, - QEFEACS -~ Date of Birth: u;!n:! 2001

Signature:

Date: m.!_ b ,".'!4-
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SIGN-ON BONUS POLICY

Policy:

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

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

A regular employee

No resignation submitted before the releasing date of the sign-on bonus
Must not be on 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 Banus:

= The release of the sign-on bonus will be on the 15 day of succeeding month of the
anniversary date of the employee,

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

Acknowledgment

I hereby acknowledge that | have read, understand, and agree to the terms and conditions
of the (25K] sign-on benus policy.
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UNDERTAKING

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

Palicy Title : Dress Code Policy
Revision No ;01
Effective Date tJune 13, 2022

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

Noted:

Aodg . Moo ﬂ’-]!ﬁlw

Onboarding Specialist Name and Signature ' Date




iPloy Gift Policy

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

"GIft” means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value iz 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 fram
any employee/s or company that is seeking to conduct or s currently conducting business with the
Company. Any gift with a substantlal menetary value of more than Php200 should be returned to the
Eiver.

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

a. 1" Instance - Written Warning
b. 2" Instance- Final Written Warning
c. 37 Instance- Dismissal

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

Employee Acknowledgement

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

Name: MELscA  T-  S4rdpacd

Signature; Date: ﬂ E'! x)




iPloy Social Media Policy

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

All employees should be aware that iPloy regularly monitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions,
iPloy does not specifically monitor social media sites for employee content on an ongoing basis, however
employees should not expect privacy in this regard. iPloy reserves the right to utilize for diseiplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes across in regular internet monitering, or Is brought to the organization’s attention by
employees, custormers, 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 employes, manager,
office holder, shareholder, customer or client of the company;

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

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

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

* Be aware of your associaticn with the company when using online social networks, You must
always Identify yourself and your role if you mention or comment an the company. Where you
Identify yourself as an employee, ensure your profile and related content is cansistent with how
you would present yourself with colleagues and clients. You must write in the first persan and
state dlearly that the views expressed are your swn and not those of iPloy. Wherever practical,
you must use a disclaimer saying that while you werk for the company, anything you publish is
your opinion, and not necessarily the opinions of the company.

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




Be aware of data protection rules - you must not post colleagues’ details o pictures without their
Individual permission, Employees must not provide or use thair company passwerd in respanse
to any internet request for a password,

Material In which the company has a proprietary Interest - such as software, praducts,
documentation or other Internal information — must not be transmitted, sold or otherwise
divulged, unless the company has already released the information into the public domain, Any
departure from this policy requires the prior written authorization of the ma nagement,

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 past or publish any comments or
content relating to the company or its employees, which would be unacceptable in the workplace
of In conflict with the company's website, Make sure the views and opinions you express are your
oW,

Recommendaticns, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, custamers or suppliers on soclal media and
networking sites. Such recommendations can give the impression that the recommendation is a
reference on behalf of the IPloy, even when a disclaimer i< placed an such a comment. Any request
for such a recommendation should be dealt with by stating that this is not permitted in line with
company palicy and that a formal reference can be sought through HR, In line with the nermal
reference policy.

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

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

This policy extends to future developments in internet capability and social media Usage.

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

Abways remember on-line content is never completely private;

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

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




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

Specific Managerial Responsibilities

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

Enforcement / Progression

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

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

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

Employee Acknowledgement

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

Name: MEUSCA T (HiApsGH

Signature: Date: Q‘," g! @
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Date { February 22, 2018
To s ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBIECTIVE

L.1. In conformity with Republic Act Wo, B504 otherwise known s the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIVAADS as an intermational
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 workplace.

1.2, This policy is also mmed at addressing the stigma attached 1o HIV/AIDS and
ensures that the workers' night agalnst disctimination and confidentiality s
maintained

2. COVERAGE

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

3. IMPLEMENTING STRUCTURE
31 Iploy Inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of represemtatives from the different divisions and
departments.
4. POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
4.1.1, What |s HIV/AIDS?

4111 It Is a disease caused by a wirus called HIV  (Human
Immunodeficiency Virus). This virus slowly weakens a person's
ability 1o fight off other diseases by attaching itsell to and
destroying importarit cells that control and support the human
immune systam

4.1.2. How HIV/AIDS is transmitted?

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

4123, Intravenous drug use with contaminated needles,
4124 Transfusion with infected blood and blood products: and

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

4.1.3. Isthere a cure?

4.1.3.1. No. However, there gre antiretroviral drug combinations that
are available when properly wsed, result in prolonged survival of
people with HIV. Hollstic care of people living with HIV-AIDS and
comprehensive  treatment  of  opportunistic  infections  also
dramatically improve quality of life

5. GUIDELINES
5.1 Preventive Strategies
3.1.1. Conduct of HIV-AIDS Education

3 LLL Who will conduct?
The Medical Clinic of Iploy Inc_in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employess
for free. This shall also form part of the orientation of newly hired
emplayees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used for this
AUrposEe.

3112, How will it be conducted?
The HIV-AIDS education will be conducted through distribution and
pasting of [EC materials, lectures, counselling and traming 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 niot
mandatory

3.1.2.2. The company shall encourage positive health weeking behawior
through Voluntary Counseling and Testing,

— - o o
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51.23. The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers. Referral
1a Sockal Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company's medical clinic staff

5124 The company shall likewise facilitate dccess to flivelihood
assistance for the alfected employee and his/her families, being
offered by other government agencies

6. S0OCIAL POLICY
6.1. Non-discriminatory Policy and Practices
6.1.1. Discrimination In any form  from pre-employment to  post
employment, including hiring, promation 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 that of
any other iliness

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

6.2, Confidentiality/MNon-Disclosure Policy
6.2.1 Access to personal data relating to a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of /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-employess shall not be obliged 1o reveal any personal information
relating to the HIV/AIDS status of fellow workers.

6.3. Work-Accommodation and Arrangemant

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

6.3.2. Agreements made between the company  and  employes’s
representatives shall reflect measures that will support workers with
HIM/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for return to work,

o sy
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1, Empleyer's Responsibilities

7.11. The Company, together with employees/ labor organizations, company
tocal personnel for human resources, safety and health persannel shall
develop, implement, monitor and evaluate the workplace policy and
program on HiV/aiDs.

712, Provide wnformation, education and trairing on HIV/AIDS Tor its
workforce.

#.1.3, Ensure non-discriminatory practices in the workplace and that the
policy and program adheres to pxisting legislations and guidelines

.14, Ensure confidentiality of the health status of its emplovees and the
access to medical records is limited to authorized personnel.

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

7.16. The Health and Safety Committee, together with employees labor
organizations shall jointly review the policy and program and continue to
improve these by networking with povernment and organizations
promoting HIY prevention.

7.2, Employees’ Responsibilities

7.2.1. The employes's organization shall undertake an active role in
educating and training their members on HIV prevention and control,
Promote and practice o healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expase workers to Increased risk
of HIV infection.

7.2.2. Employees shall practice non-discriminatory acts against co-employess,

2.3, Employees and their organization shall not have access ta personnel
data relating to a worker's HIV status,

7.2.4. Employees shall comply with universal precaution and preventive
reasures,

s iy
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B. IMPLEMENTATION AND MONITORING

8.1 The Safety and Health Committee or its counterpart shall periodically monitor
and evaluate the implementation of this Folicy and Program

9. EFFECTIMITY

8.1, This Policy shall take place effective immediately and shall be made known to
every employee,

il
Prepared by: Jo Hal'r':n lecio

Human Besources

Reviewed by, Alfredo ) amarillo Ir,
Clrector of Ehratuuns
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Approved by: Yisroel ¥, Gissinger
CEQ




Y o

-
-
s iPloy
125 Fhoowr WISY Tonms e ]

PebCadieen Boad Crtay Hunnims Pa,
Tisbu Eity B4
Date s lanuary 1, 2018
Ta :ALL EMPLOYEES CONCERMED
From : Human Resources
Thru : Operations Manager
Subject  : WORKPLACE POLICY AND PROGRAM ON TUBERCULDSSS {TH) PREVENTION
AND CONTROL
1. OBIECTIVE

L1.To assist the government in its campaign against Tuberculosis [T} in campliance
with the Department of Labor and Employment’s Department Order Na. 73-05,
serles of 2005 — Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Contral in the Workplace.

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

2. COVERAGE
2.1, This Program shall agply to all employees regardless of thair employment status
3. POLICY STATEMENT

3.1.The company seeks the prevantion of the spread of tuberculasis, as well as the
treatment, rehabilitation, and restoration ta wark of employess who contract
this disease. To achieve this goal, all employees are strictly mandated to undergn

n anmual cal examination with the requisite chest x-ray

3.2.Ms0, in line with this, a TB awareness grogram shall be undertaken through
information dissemination, which shall inelude its nature, frequency (occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and marnagemant of TB i the
workplace. This shall be handled by the Office of Health Services {Infirmary) or
the partner health provider af 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 TR, and i5 composed of five
components, which are:

331, Political will or commitment to enduring sustained and quality TR
treatment and control activities;

332 Case detection by sputum-smear MICrOstopy  among  symptomatic
patients;

N 1 Dk u—f‘.’#
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333 Standard shert-course chemaotherapy using regimsns of 6 te 8 months Tor
all confirmed active TB cases (e, smear positive or those validated by the
T8 Diagnostic Committee).  Complete drug taking through direct
observation by a designated treatment partner, during the whole course af
the treatment regimen,

3.34. A regular, uninterrupted supply of all anti-tuberculasis drugs and other
materials;

335 Astandard recording and reporting system that aliows assessment of case
finding and treatment outcomes for each patient and of tuberculosis control
program’s performance overal|

34.Employees must be glven proper information on witys of strengthening their
immune responses against T8 infection. ie. information on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and pood persanal hygiene
practices. However, it should be underscored that Intensive effarts in the
prevention of the spread of the disease must be geared ftowards accurate
information on its etiolegy and complete performance overail,

.5 mproving workplace conditions:

3.5.1. To ensure that contammation from TR airborne particles is controlled,
warkplaces must provide adequate and apprapriate ventilation |DOLE-
Dccupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities For warkers,

3.5.2. The number of employees in a work area shall not excead the required
number for a specified area and shall observe the standard for space
requirement, {D5HS Rule 1062

3.6.Capability building on TB awareness raising and training on T8 case Finding, Case
Holding, Reporting and Recording of cases and the implemantation of DOTS shall
be given to Company health personnel or the occupational safety and health
commities,

1,7.50cial Policies:

371, Non-discrimination: Employess who have o had TB shall not be
discriminated against  Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited heslith provider as medically it and
shall be restored to work as soon as their lliness is controlied.

372, Work Accommodation: Through agreements made between the
management and the employees, work accommodation messures to
support employees with T8 is  encouraged threwigh  Hexible  legue
arrangements, rescheduling of working times, and arrangements for returm
to work,

o B s il
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3.73. Restoration to Work: The employee may be allowed to return to work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider,

1.8 Employee Responsibility:

381 Employees who haye symptoms of TR shail immediately seek assistance
from the Company's Health Services Provider

3BLL  Anemployee who has the symptoms of TB is required to initiaily
wear a tace 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 Sirmilarky, for those at risk, |.e., those with family members with TR
or those exposed to a co-employee with TB, it would be prudent 1o
observe the same good hygene practices until declared free from the
disease and safe from transmission

382, Once diagnosed to be with TH, employees shall immediately seek
tregatment either through the Department of Health's DOTS or a private
physician of the employee's choice. However, it s imperative that the ane
strictly adheres to the course of treatment, Failing to dutifully observe the
treatment course may give rise to compllcations, such as resistance or even
the failure of treatment, which may make it harder to treal the infection and
result in a longer absence,

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

383 Employees are required to undergo an annual compuisory chesl X-ray
through the Annual Physical Examination. I for any reason an employes
falls Lo secure a chest x-ray at that time, he/she shall be directed 1o secure a
chest x-ray at an accredited clinic by his/her respective Infirmary/Health
Services,

3.9.The Company shall ensure that any TB occurrence in the workplace 15 traced and
that all contacts are elindcally assessed, as much as feasible,

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

311 Employees (those afflicted with the disease or those identified urider
contact tracing] who refuse 1o cooperate and dutifully observe lawful

ShLADA oA y,’r:]:,{- .
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Instructions {undergo & medical check-up and/or treatment], may be subject to
disciplinary action proceedings for insubardination (the penalty of which may
range up to the-termination af one’s employment)

4. PROCEDURE

4.1 The respective Health Services of the Company (and/or the contracted Health
Services Provider) shall coordinate with the Occupational Safety and Health
Center wha shall provide preventive and technical assistance in the
implementation of the Warkplace TB Control and Maragement Program,

4.2.An employee who undergoes the Annual Physical Examination with the reguisite
chest x-ray will have hisfhier medical record forwarded to campany chnc/HRD.
Employees who fail to undergo the requisite annual chest x-ray shall be directed
o secure one al an scoredited clinic or by histher proferred Infirmary/Health
Servicos,

4.2.1. Those with medical findings shall be required to undergo further medical
check-up. All medical recards in connection with this second/ further check-
up shall be submitted to company clinic/MRD and hisfher respective
Infirmary/Health Services:

4,22, The emplayee shall thern caordinate with company clinic/HRD and his/fher
respective Infirmary/Heaith Services for the next steps

4.3.An employee who is suspected to be afflicted with T8, whether as a direct suspect
of by contact tracing, shall cooperate fully with hisfher  rospective
Infitmary/Health Services (and/or the contracted Health Services provider). 1If
the employee tests positive for TR, the employee shall undergo the DOTS
program taits complelion

4.4.0f the employee needs 10 undergo a leaws af dbsence to recuperate, hefshie will
be allowed 10 use the appropriate leave before hefshe may requedt ta be
permitied to go on a Leave of Absence without Pay (LD

441 The employes shall observe the requisite procedure in applying for &
leave.

44.2. The Unit concerned shall ensure that the feguisite procedures are
ehserved by the employes and that the company dinie s duly irformed.

4.5 An employes may be allowsd o g0 on a medical leave of absence [without pay)
for a mamum period of six {6) months. The concerned emplayee shall submit
an application for a leave of absence belore Bong on leave.  Sad legve
application shall be subject to aporoval at the sole discretion of the Company
Management.

451 The same procedures under 421 to 4.2 7 shall b observed
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4.6 After treatment, with a maximum period of six [6) months on leave [without pay],
an employes found to be cured or in a non-communicable stage of TB may be
allowed back to work, providetd that the employee’s health <hall continue to be
muonitored during the annual physical examination with the requisite ches| neray
or as may be deemed necessary by the Unit Health Services (Infirmary) or
contracted Health Services provider

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

4 8.The HRD will initiate disciplinary proceedings against any emplayee found to have
discontinued treatment in deflance of medical advice, or who refuses to undergo
the full treatment course prescribed, Likewise, employeas who are ordered to
undergn a check-up due to contact tracing but refuse ta do o will also fare
disciplinary action proceedings. In both cases, the masimum sanction applicable
far insubsrdination will be the termination of one's empioyment, if it is deemed
warranted

5 IMPLEMENTATION AND MONITORING

5.1.The Safety and Health Committee o its counterpart shall periodically manitor and
evaluate the Implementation of this Policy and Program

6. EFFECTIVITY

6.1.This Palicy shall take piace effective immiediately and shall be made known 1o
every employee

Hurnan Hesources

Approved by: Yisroal Y. Grsinger
CED
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Date : February 22, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

L1 Iploy Inc. is committed to conform to the established standards assurance of
customer satisfaction, protection of our enyironment and health and safety In

the workplaces,

1.1.The company pramales and ensures a healthy environment thraugh its various
health programs to safeguard Its employees. And as part of the company’s
compliance to DOLE Departmint Advisory No, 05, Series of 2010 (Guidelings for
the Implementation of a Workplace Policy and Program on Hepatitis 8), this
Program has been developed, This program is aimed to address the stigma
altached to hepatitis B and to ensure that the employees’ right against

discrimination and canfidentiality s malntatned.

1.3.This guideline is formulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B, This will inform the
employees of their rale as well as the company in dealing with Hepatitis B, A
healthy environment encompasses a good working relationship and great output

for continuous business growth

2. COVERAGE

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

3. POLICY STATEMENT

11 Implementing Struciure

3.1.1. Iploy Inc. Hepatitls B workplace palicy and program shall be managed by
its health and safety committee. Fach divislon ar depariment of the

Company shall b duly represented.
3.2 Guidelines

3.2.1. Education

3.211.  Hepatitis 8 shall be canducted through distribution and posting of

IEC materials and counselling and/ ar lectures: and

sy
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3212 Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close coerdination with the health and salety commitiee

3.2, Prevenlive Strategios

3221 All employees are enceyraged to be immunized against Hapatitis
B after secunng clearance from thejr physician

323132 Warkplace sanitation and proper waste management and disposal
shall be monitored by the health and safety committes an a regular
basis,

3.2.23. Persanal protective equipment shall be made avallable at all times
for all employees; and

1224 Employees will be given traiming and information on adherance to
standards or universal precautions in the workplace.

4. SOCIAL POLICY
4.1LLY.  Mon-discriminatory Policy and Practices

41111 There shall be no discimination of any form against
employeas on the bass of their Hepatites 8 status consistent with
the international agreements on non-discrimination ratified by
the Philippines (ILO €111). Employess shall not be diccriminated
against, from pre ta post  employment, including  hiring.
promotion, or assignment because of thelr hepatitis B status,

41112 Workpiace management of sick emplayeas shall not differ
from that of any other iliness. Persons with Hapatitis B related
Hinesses may work for as long as they are medically fit ta wark:

4.1.1.2. Conlidentiality

41121 Job applicants and employees shall not be compelied to
disclose their Hepatitis B status and other related medical
information. Co-employees shall not be obliged Lo reveal any
personal information about thelr fellow emplovees. Access to
persorial data relating to employes’'s Hepatitis B status shall be
bound by the rules on confidentiality and shall be strictly |imited
to medical personnel or if legally required.

4.1.1.3 Work-Aecommodation and Arrargement
4.1.1.31 The company chall fake measures Lo reasonably

accommaodate employees who are Hepatitis B positive or with
Hepatitis B - retated (linesses
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41132 Through agreements made between management and
employees’ representative, measures Lo support employess with
Hepatitls B are encouraged to work through flexibie leave
arrangements, rescheduling af working time and arrangement for
return to wark

4.1.14 Screening, Diagnoss, Treatment and Reforral 1o Health Cars
Services

41.1.4.1. The company shall establish a relerral systermn and provide
access to diagnostic and treatment services for its employees for
appropriate medical evaluation/ monitoring and management,

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

41143 Screening for Hepatitis 8 as a prerequisite to employment
shall rat be mandatory.

4.1.1.5, Compensation

4.9.15.9, The company shall provide aceess to Social Security
System and Emplayees Compensation benefits under PD 626 ta
an employee contracted with Hepatitis B infection In the
performance of his duty,

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

51111 Management, topether with employees’ of ganizations,
company focal persorinel for human resouress, and safety and
hizalth personnel shall develop, implement, manitar and svaluste
the workplace policy and program on Hepatitis 8,

51112 The Health and Safety Committee shall ensure that their
company policy and program s adequately tunded and made
known Lo all employess,

51:.1.1.3. The Humian Resources Departrment shall ensure that thair
policy and program adhere to existing legislations and guidelines,
inciuding provisions on ieaves, benefits and Insurance.

5.1.1.14, Wanagement shall provide information, edueation and
training on  Hepatitis B for its workforce consistent with the
standardized basic information  package developed by the
Hepatitis B TWG, if nol avallable within the establishment, then
provide access to information

T elag
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51115 The company shall ensure non-discriminatory practices n
the waorkplace
511186, The management together with the company focal

personnel for human rescurces and safety and kealth shall
provide appropriate perscnal pratective equipment 1o prevent
Hepatitis B exposure, especially for emplovees exposed to
potentially contaminated biood or bady Auid

5.1.1.1.7 The Health and Safety Commitiee, together with the
employees’ organizations shall jointly review the palicy - and
program for effectiveness and continue to improve thesa by
nelworking with governmant and  organizations promaring
Hegatitis B praventicn.

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

51119 The human resources shall ensure that aceess to medical
records is limited to authorized parsonniel.

5112 Emplayess Responsibilities

51.132.1 The employees organizatian s reguired to undertake an

active role in educating and training their members on Hepatitis

8 prevention and control. The |EC program must alse aim at

promoting and practicing a_healthy lifestyle with emphasis on

avoiding high risk Behavior and other risk factors that

expose  employees 1o increased risk of Hepatitis B

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

51122 Employees shall practice non-giscriminatory ‘acts against
co-employees on the ground of Hepatitis B status.

51123 Employees and their organizations shall nat have access to
personnel data refating 1o an employee's Hepatitis B status, The
rutes of confidentiality shall apply In CArTYing oul unkton and
organization functions.

51124, Emplovees shall comply with the universal precaution and
the preventive measures.

5L1.Z5. Employees with Hepatitis B may itform the health care
provider or the company physician on thels Hepatitis status,
that is, if their work activities may increase the risk of Hepatitis B
infection and transmission o put the Hepatitis B positive at risk
for aggravation
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6. IMPLEMENTATION AND MONITORING
6.1 Within the establishment, the implementation of the policy and program shall be
manitored and evaluated periodically, The safety and health committee or its

counterpart shall be tasked for this purpose

7. EFFECTMVITY

7.1.This Palicy shall take place effective immediately and shall be made known to
every emplayee,

11
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Prapared by: jo ﬂggﬁ_ lecio

Hismiar! Resources

Approved by: Yisroel Y. Gissinger
CED
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Date January 1, 2018
To T ALL EMPLOYEES CONCERNED
From : Human Resources
Thiru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. ORIECTIVE

1.1 In compliance with Article V of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Mo 53-03, series of 2003
{Guidelines for the Implementation of 3 Drug-Free Workplace Policies and
Frograms for the Private Sector), Iploy Inc. hereby adopts the following
policies and programs 1o achieve a drug-free workplace;

1.2, Company pobcy is to maintain a workplace free of diegal drugs. To ensire
that the objectives of the company's corporate policy are mat, the company
is Implementing this drug-free program. The program will have the following
alements:

2. COVERAGE

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

3. POLICY STATEMENT

3.1 The use, possession, salicitation for, ar sale of dangerous drugs on company
premises or while perfarming an assignment

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

3.3. Possesslon, use, soficitation for, or sale of dangerous drugs away from the
company premises, if such activity or involvement adversely affects the
employee's work performance, the safety of the emplayee or of athers, or
pists at risk the company's reputation.

34 The presence of any detectable amount of dangerous drugs in the
erployee’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 MNarcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971

UokoA  #foc
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Single Convention on Psychotropic Substances as enumarated in the
attached annex of R.A. 9165,

4, MANDATORY DRUG TEST

4.1. To ensure that anly those qualified shall be screened and recruited to prevent
the detrimental effects (eg lower productivly; poor decision making,
incregsed accidents; more compensation claims, and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

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

4.3. The Comgany may also conduct drug testing under any of the following
circumstances:

4.3.1. RANDOM TESTING: Officer/employess may be selected at random for

432,

drug testing at any interval determined by the Company,

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

4.3.3; POST-ACCIDENT TESTING: Any officerfemployes invalved in 3 “Near-

Miss” incident or “Work Accident” under eircumstances that suggest
pussible use or influence of drugs may be asked to submit te a drug test
As defined herein, "Near-Miss” means an incident arising from or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage to the employver had it not been
curtailed. “Work Accident™ refers to  unplanned or unexpected
occurrence that may or may not result in personal injury, property
damage, work stoppage of Interference or any combination thereof of
which arises out of and in the course of employment

4.34. Al drug tests shall employ, among others, two (2} testing methods, the

screening test which will determine the pasitive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening test Where the confirmatory test furns  positive, the
company's Assessment Team shall evaluate the results and determing
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the level of care and administrative interventions that can be extended
to the concerned employee

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

#,3.6. All costs of drug testing shall be barne by Iploy Inc
5. TREATMENT, REHABILITATION, AND REFERRAL

5.L An officerfemployes wha, for the first time, is found positive of drug use,
shall be referred for treatment andfor rehabilitation i a DOH accredited
center. Far this purpose, Iploy Inc. shall provide a list of at least three (3}
accredited facilities which an employee who was tested positive for drugs
may choose fram.

3.2. 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 jobr if hefshe poses no serious danger to histher co-
employees and/or the workglace

5.3. All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account. The period during which the
employee 5 under treatment or rehabilitation shall be considered as
authorized leavas.

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

6. ADVOCACY, EDUCATION AND TRAINING

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

6.2. All officers and employees are required 10 undergo an onentation/education
program before assumption of their respective duties, The program shall
include the following topics:

6.2.1. Salient features of R.A. 9165;

£.2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community;

1 wfis) 24
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6.3

6,2.3. Preventive measures against drug abuse; and

B.2.4. Steps to take when intervention is neaded, as well as available services
for treatment and rehabilitation

To encourage all officers and employees to lead a healthy lifestyle while at
wark and at home, Iploy Inc, undertakes to conduct the following activities as
often as possibile;

6.3.1. Lifestyle assessment  programs  on o health  nutrition,  welght
management, stress management, alcohal abuse, smeking cessation, and
other indicators of risk diseases;

B6.3.2. Health wellness screenings (e.g. biood pressure and heort rate,
chalesterol test, blood glucase, etc.),

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

634, Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPOMNSIBILITIES OF EMPLOYER AND EMPLOYEES

11

Tl

7.3

pley Inc. shall ensure that the workplace policies and programs on the

prevention and control of dangerous drugs, including drug testing, shall be
disseminated to all officers and employees. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them

iplay Inc. shall maintain the confidentiality of all intormation 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 concermed.

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

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1

B.2.

Any officer or emploves who uses, possesses, distributes, seils or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unfawful acts as defined under Article || of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
Act.

Any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provistons of Article 282 af
Book Vi of the Labor Code and under RA 9165,
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9. IMPLEMENTATION AND MONITORING

511, Theimplementation of these policies and programa shall be monitored
and evaluated periodically by management to ensure a drug-fres
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with D0, 53-03

10, EFFECTIVITY

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

11, ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

Prepared by: Jo H ﬁ#
Human Resources

Reviewed by: Alfrédo P. C
Director af

N

Approved by: Yisroel Y. Gissingor
CEC

tefic] ¢
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Drug-Free Workplace Program Acknowledgement

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

| also understand that during my employment | may be required to submit to testing for
the presence of drugs or alcohal in my body. | understand that subimission to such testing
s & condition of employment with |Company|, and disciplinary action up to and including
Lermination may result |1

1} I refuse to consent ta testing,

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

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

a) The tests establish a violation of [Company|'s Drug-Free Workplace Palicy

5) | atherwise violate the policy

| also recognize that the Drug-Free Workplace Policy and related documents are nol
Intended to constitute a contract between Iploy Inc. and me,

The undersigned further stales that hefshe has read and understands the abaye
acknowledgement and signs below of hisfher own free will,

SIGNATURE DATE

WITNESS DATE
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Pecadoers: Roail Crolie Bisdties Bark,

Celia City 00N
Date tJanuary 1, 2018
To ; ALL EMPLOYEES CONCERMNED
From : Hurmman Resources
Thru : Dperations Manager

Subject  : WORKFLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

L1 The following policles and procedure are hereby lssued by Iploy Ine. to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement andy/or disposition of sexual harassment cases

2. COVERAGE

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

3. POLICY STATEMENT

3.1 Iploy Inc, believes that employees should be afforded the opportunity to work
In an environment free of sexual harassment. Sexual harassment s 3 form of
misconduct that undermines the employment relationship.  No employes,
either male or female, should be subjected wverbally ar 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 wirk
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or wisual sexual advances, requests for sexual favors, and other sexually
orented conduct which is offensive or abjectionable 1o the recipient,
including, but not limited 1o; epithets, deragatory or suggastive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings,

3.3. Iploy Inc. will not tolerate any behavior that amounts to sexual harassment
and any officer or employee found to have committed sexual harassment
shall be subjected to disciplinary action, up ta and includin 2 dismissal,

3.4. DEFINITION OF SEXUAL HARASSMENT

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

Sirvacs n/g;{zf
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requires or otherwise requires any sexual favor from the other regardléss of
whether the demand, requests or requirement for submission is accepted by
the object of said Act.

in @ work-related or employment envieonment, sexual harassment s
committed when:

341 The sexual favor is made as a condition in the hiring or in the
employment, re-employment, or continued employment of said
individual, or in granting said individual faverable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
Favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish  employment
apportunities or otherwise adversely affect said employes;

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

3.4.3. the above acts would result in an intimidating, hostile, or offensive
envirgnment far the employes.

3.5  WHERE SEXUAL HARASSMENT 1S COMMITED

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

351 Inor outside the office building or training site;

3.5.2. atoffice or training-related social functions;

3.5.3. in the course of work assignments outside the office;

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

3.6. FORMS OF S5EXUAL HARASSMENT
sexual harassment may be committed in any of the following farms

3.6.1. Owert sexual advances;

3.6.2. Unwelcome or improper gestures of affection:

3.6.3. Request or demand for sexual favors including but not limited to 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
victien,

a2y
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3.7 WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional comphments of a socially
acceptatle nature, It refers to behavior that is not welcome, that is
personally offensive, that debilitates morale, and that, therelore, Interferes
with work effectivenass,

3.8. EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to prowide its officers and employees a work
environment free of sexual harassment by management personnel, by co-
warkers and by others with whom officers and employees must interact in
the course of their employment in Iploy Inc. Sexual harassment s specifically
prohibited as unlawful and as a violation of company policy. The compary i
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

411 Any officer or employee, who experiences or withesses any act of
sexual harassment in the workplace, shall repart the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of lploy Inc.
management or ownership. All allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
dlleged harasser will be protected against unnecessary disclosure When
the Investigation is 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 management and the employees'
representative to receive complaints, investigate and hear sexual
harassment cases. The Committee shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Committes
shall also develop and implement programs to increase understanding
and awareness about sexual harassment.

4.2, RETALIATION
4.2.1. Iploy Inc. will permit no employment-based retaliation against anyone

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

SAdoncs  tefoc)2y
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4.3, WRITTEN POLICY

4.3.1. Al officers and employees of Iploy Inc. shall receive a copy of the
campany’s sexual harassment policy upon assumption of their respective
offices. If at any time an officer of employes would like another copy of
the policy, please contact the Office of the Committee on Decorum, If
Iploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
madified palicy

5. CONFIDENTIALITY

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

6. EFFECTIVITY

B.1. This Policy shall take place effective immediately and shall be made known to
BVery employee.

Humarn Resources

Reviewed by, | :
Dk f Ciperations

Approved by Yisroel ¥, Gissinger
CED

* /o
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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:

wfelay
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DATE : April 3, 2018

To : ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGEMENT

SURIECT : MEMD: RESTROOM GLIDELINES

Iploy Inc. provides unisex restrooms available so that employess can use them when they need
to do so. One is located inside the operation floor and second = In the hallway outside the
operation floor. However, those who are uncomfortable, has [ssue with the unisex restroonm,
we have a separate single, private restroom available for use.

Mareover, any employee with concern/issue in using the unisex restraom, please visit Human
Resources office to get door access pass. Office security, Log In and Log out procedure shall

apply

Furthermare, it is essential that all employees should comply and abserve the restraam
etlguette:

Knock if the cubicle appears to be occupied. Don't peek under the doors
®  Lock the cubicle door when you enter
* Stand close enough to the pan or urinal 50 vou don't wet the seat, walls or

floor
o Flush the toilet after use and wipe off the tollet seat for the next user
= Paper towels go in the trash can, not on the floor or in the toilet bowl
*  Wash your hands to prevent the spread of colds and the flu
& Please use water and paper towels conservitively

For your information and guidance,

S— — L e
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February 27, 2018

To H ALL EMPLOYCES

FROM : HUMAN RCSOURCES DEPARTMENT
THRU : OPERATIONS MANAGER

SUmIECT -

OFFICE SECURITY, LOG IN AND LOG QUT PROCEDURE

The tollowing 1s lssued lo chsure the effective enfercement and strict observance of all
employees on afflce atlendance and punctuality

To ensure effoctive Implementation and monitering of office security

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

1. Employees are allowed tob
their scheduled time

3. Bags and/or persanal itermns
the production area

4. Once an employee logged in
oulside until their 19 break

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

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

7. No tailgating

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

No employees are allowed to stay In the waiting area for applicant.

Emplayees who left/lost their IDs will get temporary 1D from HR and will be dealt with

according to our code of conduct and discipline.

11. Submit self to magnetic wand scanning with the security persennel

12. Only water in a clear container is allowed in the operation area and recreation room

e inside the office and te Log in thirty (30) minutes before
should be left in the locker before longing in/going inside

and inside the production area, they ean no longer go

9.
10.

Far guidance and strict compliance,

/

i
Jo HEF@?JL{'IKL lecio
Hu Resources

Noted by:

Director of|[Operations

wre >y

Scanned by CamScanner
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DATE - Movember 17, 2021

TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT ; LOCKER POLICY

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

Please see list of rules provided below for your reference,

RULES

* OMNELOCKER ONLY per empioyee. NO sharing of lockers.

*  NOstoring of perishable foods/leftovers inside the locker.

= Propersanitation is strictly ebserved (E.G. No storing of unwashed containers/mugs/utensils, ete.)

= MO transferring of lockers, Transferring of lockers is subject to approval.

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

*  Any sort of action that may result in damage to property |s strictly prohibited. This includes but is
not limited to graffitifvandalism, posting of stickers, damage ta facility property such as the forced
apening of lackers without the management/HRs’ knowledge ar consent, ete,

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

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

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

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

*  NOLOITERING inside the locker room

*  Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: MNoted by;

A=y i
Carlos Gotiong, ~ Alfr I

General Manager Directa rations

Relations Specialist

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

Employes Signa CQwver Printed Name/Date
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April 3, 2018

ALL EMPLOYEES

HUNAN RESCURCES DEFARTMENT
ODPERATIONS MANAGER

MEMO; CALL IN FDR DUT OF OFFICE

In orider to properly monitor out of office employess, a rew process 1o call infreport absence will
be implemented effective Manday, April 9, 2018,

Guidelines:

L. In cases of late and/or absences, employee should report to Human Resouroes through

S5 or

Call via HR hotline: D917-708- 7074

2. Motification should cantain the following information:

a.
b
L.
d.

=

Complete (real) Mame

Departrment

Team Leader

Call In for: {Whale day Absent, Half-d ay Abcenl, Late}
Reason

3. HR will be the one to send natification 1o Crperations Management
4. Mo callin should be cammunicated through Team leads or any other emplayes. It should
ba done by the emplovee or his/her relatives

5 Motifica

tion should be at least two (2} hours before the emploves's shift

6. Ifan employee is advised to rest/confined in the haspital, number of rest days as advised
by the physician should be indicated, Otherwize, emplayee must send notificaton daily

¥, Failure to notify will be tagged as No Call, No Shaw and/or unscheduled absence and will
be: dealt with according to our Code of Conduet and Discipline

For your guldance and strict complance.
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Ta ; ALL EMPLOYEES

FROM H OPERATIONS MAMAGEMENT
SUBJECT t ATTEMDANCE BOMUS 2020

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

PAYROLL

1. Immaculate Attendance Bonus is for employees with perfect artendance. Employes should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and averbreak. Failure ta punch in - out for
breaks will also disqualify the employes. No wabvers will be given,

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

3. Emplovees who tendered their resignation before the release of the Sign On Bonus {First Hall or Second Half) will
NO longer be sliglble 1o receive it

4, Employees guatified for the Sign On Benus (First Half or Secend Half) will receive it on the 307 of the succeading
manth from efigibility,

5. Eligibility for the annual merit Increase is based on overall perdormance and management discration. Pay out is
at management's discretion.

MEDICAL CERTIFICATE
1. When must the medical certificate be dated?

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

. 2 days absence - the medical certificote must be dated o the initisl day of absence oF the nest day. IF the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day — at the
latest. it cannot be doted on the Saturday that Immediaisly Tallows or that Monday that the agent is o report back
to work

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

day, It cannot be dated on the day that the agent reports back to work with the athice to rest antedated fram the
initial date of shsence. Alsa, the advice 1o rest s Inclusive of rest days.

o Ex: 1f the agent is absent on a Friday and the megdical certificate states advised to rest for 3 days.
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must be back
to work on Monday,

d’."ru'f#
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o If the doctor prescribes rest, the medical certificate must include the nuimber ol days of rest. The
advice 1o rest cannot be antedated,
o There must be a fit ta work date,
Q The only exception to the Medical Certificate date guidelines s If the amployee has been
haspitalized.
ACA WES

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

2, Employes must gxactly have the corresponding credits for the retuest to be approved,
1 credit = One Dany
.5 credit = Half Day

3. tmployes with perfect attendance 60 daye from the requested VL date will be Elven priority in the approval of
leaves. This Is a way of rewarding employess with perfact aftendance.

4. The company and client have the right to disapprove leave requests and cancel approved leaves for those
employees who committed unscheduled absences on the prior manth and on the current manth of the requested
time off including poor attendance records, behavioral and productivity issues.

Moted By: Appraved By:

Rl IAY GISSINGER
HR Chief Executive Officer
Director of Operations

Skareh  oefoc/ay
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Date + November 17, 2021

TO : ALL EMPLOYEES

From + HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

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

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

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

MNote: No more Manual filing of Sick Leave except if the employee was hospitalized and/or
quarantine due to COVID-19,

4. Below are the documents needed to provide to use the paid sick leave:
* Employee’sillness or injury

» At the discretion of the employer, the employee should furnish a certificate from
a physician stating that the employes was incapacitated from work far the
period of absence because of sickness or Injury and that the employee |s again
physically able to perform his or her duties. (Medical Certificate with Fit to
Wark)

#  Blacklisted Doctors and clinics’ will not be hanared, [Please refer to the
Blacklisted Clinic/Physician Mema)

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

+ Emergency leave
= Validate his/her absence through su pporting documents as to why she/he was
having emergency leave on the sald date,

*  Power Qutage
#  Certification from their electric/power supply provider {e.g.. VECO, CEBECD,
MECD)

* Internet Outage
#  Ticket number from the internet service pravider and/or sereenshot/link of
official outage announcement from the internet/telco provider
& Picture of the modem (showing red, na light in “internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action, SLis unautharized
under the following cireumstances:
* The employee falled to inform the immediate superior or HRD abaut his/her absence due to
liness unless fully justified.

Sraons fe]ag
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s | sickness claimed is fictitious or non-existent.

6. The employee or his/her representative must inform his/her immediate superior ar HR if an
extension of 5L will be needed to recover fraom the sickness. & medical certificate must be submitted
before the expiration of the 5L Absence of notice and certification will be considered unauthorized

unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted,

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

Created by:
HR #ana

Moted by:

hhato . mbﬁum CarlogGotiong

Diredtor, Operatipns Operations Manager ‘Géneral Manager

DAL m{u.'f;,a
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Date : November 12, 2019

Ta : ALL EMPLOYEES

FROM 1 HUMARN RESOURCES DEPARTMENT

THRU - OPERATIONS MANAGER

SUBJECT : 555 SICKMESS CLAIMS = 5 CALENDAR DAYS

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

A member is qualified to avail of this benefit If:

1. Heisunable to work due to sickness or injury and confined either in a haospital or at home for at
least four (4) days:;

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

hefore the semester of sickness or injuny;

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

4. He has notified the employer ar the 555, if unemployed, voluntary or self-emplayed mamiber
regarding his sickness or injury,

a

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

Far your guidance.

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

Sincerely,

Noted by:
Al arilia Jr
Di » Dperations
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HRM-2023-10-016
DATE : October 4, 2023
TO : ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is in reference to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject. We are updating this memo adding maore clinics and/or physicians that are
considered blacklisted and medical certificate/documents issued by them will not be aceepted. In the
event that the employee submits any of the med certs under these clinics/Physiclans 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
Bimbao H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arcea, MD

Sla Clinie

Health Doc Diagnostics

Gaudioso Mentecillo Ir., MD

Now Serving

. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

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

11.2  Doctor's license number

11.3  Clinic/Doctor Phone number
11.4  Date of Actual visit

11.5  Diagnosis

11.6  Recommendation

11.7  Fit to work date

o B L B ol T Y

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

When providing medical certificates for absences, ensure the fallowing:
1. The certificate must be issued on the day of the absence or the day after.
2. Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be requested.
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications, Remember
that no fit-to-work certificate will be denied entry.

[1¢ B

b e
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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. Noconsultation date specified,

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

Mo contact information displayed in the medical certificate.

Absence of physician’s name and ficense 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 Dactor to be questionable,

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

B. The clinic/physician's services are primarily related to cosmetic procedures and consultations,
making them unsultable for absence-related medical certifications.

L ol el

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

are constantly improving sinee the pandemic hit, therefore, we will no longer accept consultation
li lis, Consultation must be done face-to-face.

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

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

at er@iploy.cam,
Far strict compliance.
Prepared by:

M anza
Employee Relations Supervisor

MNoted by:

W

HR Manager

m&lw al --Cal arilio I,

Operations Manager  Director of Operations
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Dake £ November 30, 2022

To £ ALL Employees

FROM 1 Human Resources Department

SUBIECT 1 WACATION AMD SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all rermalning SL credits are to be converted thus, 5L application is no longer
allowed until the end of the year,

Ag for the Vacation Leave (VL) conversion, all unused VL credits will be relessed on the 30 of Decamber
2022. All employees can plot a VL reguest untll December 8, 2022 ONLY. The actusd VL dates will cover
ondy until Apell 30, 2023. Kindly take note of the reminders below In referenes to filing af VL:

@ No retraction of approved Vis. If the employee reports for work on the actual VL date, the Vi
will rvt bie reimibursed and will be walded,

® o rescheduling af VL once approved.

@ VL date should not Fall on a local holiday otherwise forfelted,

Mote: Approval of VL requests will be on or bafore Decamber 14, 2022,

Furthermore, if the employes resigns or gets separated from the company either voluntary or Inveluntary,
all available VL credits will be forfeived and will not be part of their fast pay if:

& Employes filed an immediate resignation and/or failad to provide » 30-day notice,

=  Employee want on Absent Without Official Leave [AWOL)

«  Employed incur any leave, absences, and;or avy form of terminal leave within the 30-day notice
period with the exception that the employes provided a valld docurrentation such as but nat
limited te hospitalization duw to sickness, accidents, or contaglous diseases.

* Employee incurred more than four (4) hours of accumudated and/or total lete/undertime within
the 30-day notice,

® Employee will have Issuss with performance including but not limized ta quality, productivity, &
cliznt escalation wdthin the duration of the 30-day notice.

® Incurred any behaviorsl infraction such as bul not limited to Sleeping, Browsing Unrelated
Webslbes and ate,

Furthermore, 5L and VL conversion maybe subject to ta. Should you have questions pertaining to this
memo, feel free o reach out 1o our Accounting personnel at Accounting@iploy.com.

Slgnaed:

HR Manager

Hated by:

iy )

Operations Manager af af Btions
Approved by:

iR

CEQ
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December 17, 2019

To ALL EMPLOYEES
FREM OPERATIONS MANAGENMENT
SUBIECT : CLEANSING PERIOD

IFioy Stalfing Soluthons believes in giving employees enough room for improvement to straighten out
employment in rrgards to compliance to our company™s Code of Conduct, The sim of this appraach (s 1e hiiskp
motivate employess rectity passed oHenses and start anew.

Cleansing Period pertaing 1o the time when an employes who has been wabjected o g Disciplinary Action (D)

Is expected to improve performance. Ample time |s ghen to comect Improper behaviar and refrin from
committing any other infractions

If an employes does not commit the same nfraction for the speciied cleansing period, the projression of the
disciplinary action will slide back to o fevel depending on its type. Please refier to tible beiow;

Attendance
Productivity b
Behavioral 12

The counting of the Cleansing Period will start based on the date when DA was decided upan, All Sscumentationg
for infraethens will stil be kept in the Employes's 201 File regardiess what period of progression

The Cleansing Period is efective lanuary 1, 2020 covering DAs & months and older
Approved By:

MY GISSINGER

Chiel Executive Oificer

stficoy




(

20y WUEinDS AL iR j2 360 SEUdoudon UoERULISH pue sef Bupeiaco Auecur jje jo Ay
A B P BTuapgane daay ‘sputoa AuRdiust jo eeeuapuiews pue BUgDumg naeg TR
FRCHELLIE Pl At 1aagsad o) ANaNsES puR LEeE] ALeOol AIRtLWD) jO 360 sedna @

“asanpancund RRjes ren Bupeo(ja) "o U R ANOEE g U TiEee el
PUNCUE SRI0 PO jEanch po yaesy ool ‘snye g uy Budasyasnoy jatned pus tieur e SRIRMOL
FpNAYE Ja0asd ¥ oA punoee HSosd Pul B30 By J0 K33 IS PUT YRy [0 MORE|LEN R

RIBLCTE e, SR
iy jruoeriagiut B Bunrmuen phei Pk S0 TUSID PUR SIS U0 SHN BUMOHo 3

JuSi aln
Ul SRRy PR Tk i Bunasddnd Husualate YW 1, a0 O LDRENpap pue apninie aaysod 'Agjige
Incid, jo cnt._ ﬂlulﬁrgtﬂﬂlaﬁlhirﬂr_ﬂ.‘ SN USRI pUT yEEuy gpudaidds

o
“Mabtchiicry 5 ASTEAIIE 243 U] 10U FENRARN} SAND PUR S Ela-ﬂ..ﬂ..:il!uﬂuni
Facioud Busenen wnecoap peam Ul SY0 sadned jo 300 sUasnn aR ey FaAEE Pu iadns
0 SR waneA o ASbEd i i BuipusayE iR addaadde s nu) 1| -Ruedivos g Bunuasasd
Uit SRS PUB RG0S L ok LIy PRI ) SO ERIE TINEUT R0

SAEAEs [ERneuad Buymapty SU1 18T [ NOA TR 1005 e aalopione Aoy L By
B VONYLS TWHOANYHIB THdINTD ‘A

LOFTRIET S [PI0A 10U [} SUYRLN 34 U sty 3
LIRS [ AN (S iaaillan - UDRSLEN B ST TN M SUIRLIT B L) e g

EEIEN Are JRCR
ﬂl!.nphfunﬂniuﬁ._u_r SPAD ST FE IBYD SUBUOY pUE _E._.._.-p __..?
i apdopduus s g s e p!uu:-ﬁcﬂl!nﬂ:ﬂt_!ﬁﬁh

AN ﬂnﬂugaﬂ!h_ EEE
5 UG PRLLLGNG B Bt Saksptud gy hﬁ;iuiu.;iﬂ.iﬁu_!zﬂﬂ v

EILE ]
1 ST B ) U BT § UILE SSATOLIS S LR O AOLEG, 0] §
“SAEp
Funom £ U SRAGLE S 0] {7 LN SR OL SI00N I BN || Gunciy enany 7
SO Y3 0 A g
oy SA R Buppaose 7 ke, () Sorhin Uy o) RRERIGIY 59 BM LUDdTyY s T

Aojd! £ ———

oty iy

) o Alfeuad auy) ot S Ajdde [Eys S Bawmonoy B4 iui.i..i..ﬂl!:qu ®

“Sagiy ) A LTy 1% SLONEPUCS B 51 acusydiucs uads) pus |

£ judeuaBeuiu ) s smoy 1o “pesodie) 29 o s syn el deu euslEueu sy

‘paapuerend oo (e M AQ Iy papoasud S FUSEUOOEAL M o Ty ol 9

LR AR 0y PMERD SO PRI 3 10U (T PEjUELIRM LSuM SaEuRd j0 waotsy S

R DaER DaINEUD 3 JEYS SBUIPSE00.T JA0 PO SUnarBnsas JANROSUNIN b
PEEIELLLED ) SjU Y2 J0 UONETOM B SaAIUEM TSBUIRLICONS i) 1sele susnos
Amnupdiann AU AVERML 0F SRSy JuEuILISEE U Ot SIENLRL) 0 LSRR Aieuaud sy

89 [pegs 1 SREL N RUOcEas | Jua sURL Sl Sandonp o O SAMTUEIAEUS S e Ty Y]
TPARSEGGT Al] SARME |1 EIUApRISTITT puE sy BusTesismou sme

C !ﬁi#jﬁr!iuiﬁﬁnaﬁ;# il WP S AT R siBaey F
UDMMRRAID SO e GRS M Wy Pl R asriiosaud

SUSUSIEURLL 5 52002 sedud ot 1] oy sasiophus SlmEE pus augdonip os iy g 1

o) E%éﬁgugﬂghiiixgﬁ
amAUE e 2L o Gl 1) PesR ERADIUD SEERILEIE Pl LN (5 PR

U AnASIAII0 3G O) JURAW 100 B30T Byl 1RyY Sty 3 ALIOM B sas el ui.:l..a
SAUBOWET 5L 0 JUBIARETEE B SRIERO] PRl Al L L SULOU PRSI Sy

ERATTILS U] ADK) BT SRR DICLO DU LTSI O R0y P8 USRI A
Buspos pagrod pue g eay 3 1 Pa §) Madre) DUR 1NPHICT 0 S0 By

AJNO 40 LNEWALYLE 7

(suspsigi jo el INTJEISI GNY LINGNOD 40 3000

Aoid! &3 b




WIS I L TR

4t Azpey) £ RO Ty Ly
sirgg- | WM | g | T e o gy o
n!h!!auiﬁﬁ._.-:i- VORRTS | e S | o . pralipie i iy
PGS0 T 5D BRI R
[ L R - TH R L ] HEIUEL O RN PRy
Bunirm Tuprea ‘it dnodl Jo lEe
shagge | TR Bupsimy i = popmg | cmap | TR - e | Aedues Letpdwes
I | vommoerg | RN | P i) P M | pmumamseg e - san
g PN [} i e sasbpmuss o N
R il YU e ' Rupsons
R a2y L] g slag SRR | B, “king Apa: ¥R
wnigem AR ] Laiia, T &
ﬂj*n%:t! UCTRANITS oy URMA | aruamang Az - Bduor o angsy
S st Ot
e Do) 0 gy “ERHUAL
A Hupamg f
o | MARE- -ul.E___ B Loy ] bt
PRI — RLE UL TR e ) s i VI | e AUPLIRIRS 0
- Supns viegh N #11 wypm g ung et )
FR ueTIustrg .ﬂt]#t. URILLAR, v s g ia adrnihun — —— —
inbr e Ao u Bustady sampy) | w3t sy | o Phi=D "
i i [k all-c2N| 12
P— Ay Anadia L
ngE- Buare Buyumips, Rusptlide B quym WIICE0 Pul PInpun ) seteld so ueey b |
Lt} LRI LTEn (] L
EL TS s LM, A Lipgdns § Lenualrune
] unaeda) o
T
“tnﬁ_.__._-.,__“._.”__. ae3 LOjeaju) o SjgE) im
Pt o el
pinery WERIENG A3 JO MRS
s #47 PUT UCEPUACH §SALAIENG J0 SGuaien B e o AspBauy s ‘saak0itua sl (0 AN3Es Syl
“ . I TI e b LR L ..a.n____uiusu "LOMENSP S0 ST 1T D1 150 LD PUE ALTLLIOD S}
i - » il [ T T, s nalped suaiins & £ 4 [#{Iuiqna Leaed 1) utsiegndas puw Sle 5 Rt Sh ASUTSaR 1PN, LM U008 5| - § e
i [ I#E!t B, u..a-_t. Pl ot i
o Burlee o pazaning WS 0 B8R A puE Auscos dusduos
ﬂaﬂ””ﬂ!ﬁ 5 daRarp 25 unyg Trdagt 20 A SUOIEISED L) BHEE GEE0ED Yl sl insues - | jasen
o = kAo NSRS i 0 1t EEY
_ .ngn_znnﬁ.v_m-:..ssa 5 AANERIER PR [ETLTTY SA000 AL LI NG e Uy E:ﬁ:’i 1 [akan)
" 4 0 = sk )
PR DT ROD SR A e A SR aAnud Aong ol Ndde eyt 3p By

fora @ —n Ao s

o







}\f\ﬁ ey AL

DO Ry Ry DOS K0 PG
Koid! & TR Aoid! & TEESE




e




—

i
i
?
;

.....

—

i
R







o e/ Eﬁum.» mﬁm Luﬂ

JBIUP S AN PUR SHewG
Aer

RO )0 3PCT) Buy e JETHIUCIU| 30 00 PUNDY S SLES M ‘PRI W) 2 o
Eﬂ_znl‘&:nsnigalc_]a_&riu.uiﬁ!;iijih T
Falopuis Buua ayl el
%Eg_sgghuﬁgiiﬁigtgg T
ﬁ. EEFFEELH—_E:.!EE!%EEBE T

sy Jujses 1
‘ -

TR 10 LA 1D
. RO iy O Sy

%Eiiiﬂﬁﬁ!&ﬁ%ghﬁégmﬁﬁﬁﬂuEgmﬁ 0 Lo ¥ Al
.n\ !iﬁuﬂtﬂuﬁ?ﬂ.iﬂ.ﬁﬂﬁt!ﬂﬂzggﬂnﬁtgﬁ: u. n; Iﬂ_i

€ n

sy s pm ssusiodius jo woelmee pue -uoriuadens FRLAnULS puE ik
iﬂﬁgfqﬂzagﬂ_iﬁﬂ%uf!%ggﬂgﬁéﬂﬂfﬁ Bupmi lyssed ny
PUIETSSAPTI PUE BUNEIRIT Pl §51PUCT J0 SP0T 5 AUEDWE? 51 PRss Saey | ey S3Papmoiy = 2 5 S5 unnwiEg

ADMNOd INMAIIEIT ONY LINOD 40 3065 3H1 40 1375 o e Rk

S A ey

Aojd! £ e o Aojd! &5 e e

s PRSI M e i L e




