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CODE OF CONDUCT AND DISCIPLINE (Table of Infractions)

1. STATEMENT OF POLICY

The Code of Conduct and Discipline is designed to ensure healthy and positive warking
environment, and hopes to maintain and upheld professionalism amang iPloy Inc. employees.
The established norms herein set forth are geared towards the attainment of the Company's
Goals and objectives. It is worthy to emphasize that the Code is net meant to he appressive nor
it is intended to threaten and intimidate ermployees, Indeed, it serves as the guiding principles
an what is expected of its’ emplayees to conduct during the entire emglayment here in Ploy,
Inc.

. DOCTRINES TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

1. The right to discipline and discharge emplcyees for just and proper causes is management’s
prerogative enshrined from the 1987 Philippine Consttution.

2. Fairness and justice shall always govern the imposition of distigiinary actions. Existing Labor
Laws, Implementing Rules and Jurisprudence will always be ohserved.

3. The full and strict maintenance of disciplinz is the management’s responsibility. Thus, it shali be
the primary cancern of immediate superio-s and department hezds to initiate any disciplinary
actions against their subardinates whenevar a violation of the rule is committed.

4, Administrative investigatians and other proceedings shall be conducted expeditiously.

5. Imposition of penalties when warranted, shall not be cancelied, nor delayed lar any reason.

6. The rights of the respondent as provided fur by Law sha!l be guaranteed.

7. The management thay mitigate the penalty to be imposed, subject however 1o management’s
approval and upon complisnce 10 the conditions set forth by the latter.

8 Incases of multiple violations of this Code, the following rute shall apply as tc the penalty to be

imposed:

tAinar offense + Serious offense = “The kigher peralty shall be imposed.
2 ar more offenses under thesame category = _ Penalty for the rext scheduie of affense shall be imposcd _

. PROCEDURE
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1. Incident Report will be submitted "o Human Resources {(HR} within 2 working days from
the date of the inddent.

2. Human Rescurces will issue a Notice to Explain (NTE} to the employe= within 3 warking
days.

3. Direct Superior shauld coach the employee within 5 working days from the {ssuance of
the NTE.

4, Coaching Form and Written Explanation of the empleyee should be sabmitted within 5
working days from the issuance of the NTE.

ssue Notice of Decision with or without sanctions within 5 days from the receipt

of the Coaching Form and Written Explanation.
a. Failure to provide WrittenExplanation shall constitute a waiver of the employee's
right to be heard and canfirms that all the details in the Incident Report are true ard
without any biases.
b. Lapses in the timeline will result to a sanction - Neglect of Duty / Insubordination
¢. Lapses in the timeline will not void the sanction.

V. GENERAL BEHAVIORAL STANDARDS
As zn iPloy emp oyee we expect that you will meet the following behaviarai standards:

a. Praper €anduct and Decarum is expecied from yau within the office and o uiside when
representing the Company. This intludes appropiate dress, attending the office ready to work, use of
proper and decent language, ubservance of proper affice and work decorurn, maintaining proper
refationships with your colleagues, customers and ather individuals notin the employ of the company,
obsarvance of a 1d campliance with existing lawsof the Philippines.

b. €nhancing Cormpany Praductivity the Company expects the Proper care and utilization of
Capital available to the Company; turning up forwork ready to work on time all the time, following the
appropriate break and finish times, getting on with the job and perfarming the job to the best of your
ahil ty, positive attitude and dedication to one’swork assignments, supporting supervisicns and those in
management.

c. Following rules on customer and clientralations and always maintaining a professional helpful
attitude with customers.

d. Mainmenance of health and safety of the office and peaple around you. A praper attitude
towards cleanliness and proper housekeeping inthe office, good health of yaurself and others around
you, assist In the security of the affice, followingbasic safety procedures.

e. Praper use of Corrpany Property, facities and security to protect company and employee
assets, Secure handling and maintenance of Company recards, keep confidentfal and protect the
integrity of al! Company operating data and infarmation, agpropriate use if all Company eguipment for
work retated purposes, praperly account for all Cempany funds received.
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I. Applicability
This Cade shall apply to ali iPloy employees, regardiess of status or pasition held.
1. Types of Offenses

Levei1 - Infractions which are minar in nature but which may hecome habitual and disruptive if nat
corrected. It has no deirimental impact of the business.

Leve| 2 —Serious offense which causes delay in operations, may pase threat, harm, o danger te
Company property and/or lives of individuals.

Level 3 — Infractions which will destroy the compuny’s image and reputation. It caus:s substantial loss to
the company and can result 1o critical operaticna disruption. A ¢ritical offense that has compromised
the security of the employees, the integrity of Client, the safetéy of customer's information and the
stability of the business.

. Table of Infractions

L Rules on Proper Conduct and Decorum

reating unnecessa
¢ . B . v Dacumented Final
naise or disturbance Written ) Suspension 5
1 . Level 1 Verbal 3 Written Dismissal
within the Company ) Warning . -3 Days
. Warning Warning
Premises.
Documented § Finai 5
- iPl n 3 ian
2 fa ___w.zw nnn“qu_“__n_v idd Level 1 Verbal “_..mqﬁ_m: Written :u%WMm © Dismissal
ress Ve Warning & Warning v
-participati ted Final
Non-participation in Dacumente Written a Suspensian
3 compulisory company Level 1 Verbal Warming Written _3Days Dismissal
activity or group work. Warning Warning
Failure to maintain
ord ess of cleanliness .
: ) Dacumented " Final
in the assigned work Written N Suspension
4 X . level 1 Verbal N Writien Dismissal
station. Faliure to practice . Waming ) - 3 Days
Warning Warning
Clean As You Ga Policy far
all aseas in the office.
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impropes or unruly Dacumented , Final ,
conduct as to cause tevel 1 Verbal Written Written Suspension Gismissal
disorder or disrupt work, Warning Warning Warning -3Days
8-inging of personal
mobile phones
deliberately to the
aperations or training
areas other than those
authaorized. Bringing of -
non-work related Dacumented Written ﬂ_._._m, Suspension "
electraonic gadgets Level 1 Verbal Waming \ritten - 3 Days Oisn:ssal
{laptops, flash /pastable Warning Warning;
drives, cameras, etc.)
inside the company
premises without erior
approval fram the
im nediate supervisor.
Eating in unauthorized
arezs [operations,
manhagement & support Uocumented Written T.:m_ Suspension .
area) within the company Level 1 <2.u.m_ Warning Viritean -3 Days Dismissai
premises espacially while War ning Warning
taking calis.
Speaking in another
iznguage of dialect other bacumented Written Suspension
than English within the tevel ] <mlu,m_ Warming X -3 Days Bismissal
company -designated area. Warning Warning
Fattura to log-infout in
Biometrics and other
required attendance
monitoring tool. Failure to
punch infout for braaks
and lunch per day
considered as one (1) Dacurmented final
instanice. Level1 |  verbal (,Q“H”_ _._n Weltzen wc.wumwﬂwq_ Dismissal
warning Warning
3 me nual edits in a manth
from Easyclocking tool will
merit 1 irstance.
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Tardiness.

2.3 Counts of Tardiness of
less than an hour in a

menth is considered 1 Dacumented Writt Final 4 .
. Ti
10 instance. levell Verbal .m_._ Written uspension Dismissal
Warning Waming warning -3 Days
b. 1 Count of Tardiness of ’
mare than an hour in a
month is considered 1
instance.
Undertime - Left early and Dacumented Written Final 5 )
11 failed to complete the 8 Level 1 Verhal S\mz_mm: Written :umuﬂ_.._um_o_._ Dismissal
hour shift. Warning 8 Warning ¥
Unschedutad o ted Final
12 Absence/Absence without Level 1 uMMHMmJ = Written E,H Suspension 0i
offic al leave (AWOL) for 3 Warnin Waming W " mj -3 Days Ismissal
zonsecutive days. g amink
Failure to wear ID insice
Documented . Final
office atall times. Nan- Lovel 1 Verbal Written Wit Suspension Dismissal
adharence to the No 1D, i} Warning Warning W ricten -3 Days ismissa
No Entry Palicy i
. Final
Writter i
14 No Call No Show, Level 2 " Written | SUSPENSD el
Warning . n - 5Days
Warning
Faifure to report back for Finat
) Writt
15 work on time from Level 2 Ems_ﬂs Written m:uwm_”_u._m_u Dismisszal
scheduled breaks. i Warning n a5
Withhalding vital Final
. . inal
information necessary Written Suspensio .
16 i
during investigation or any Level 2 Warning s.__..ﬁ.m_.. n - 5Days Dismissal
official inquiry. Warning
Taking partin any
gambling, lottery or any \Writt Final 5 .
i? other game of chance on Level 2 W " w: Written :wmomd_u Dismissal
company time and/or arning Wwarning n 3ys
with n company premises.
Mazlingering to escape Written _"_?B Suspensio
18 Level 2 X Written Dismissal
wark. Warning n - 5 Days
Wamning
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Loafing, d

g very little _
amd spending time in a | Firal
15 fazy, wasteful way; Level 2 &h_anhﬂzm S.%ﬂ: .nq.,:wmmm“” Dismissal
loitzring during warking Warning
hours.
Flagrant discourtesy,
either by acts or wards,
use of disrespectiul Final
20 lznguage, Impolita nq Level 2 Written written Suspensid Dismissal
ohscene language in warning Waming n-50ays
addressing ar speaking
with superiors and other
employees.
Leaving work asslgnments
ar company premlses
duriqg official work hours Final )
21 without prior permissicn Level 2 Written Written Suspensia Dismissal
and approval ?ow_.. the wWarning Warning n-50ays
immediate supervisor of
HOD/ Abandonment of
post.
InstL bordination - Failire
ta camply any directive Final
22 and/ar instructions from Level 2 <<_._:,m... Written Suspensio Dismissal
Supetiors andfor Warning Warning n-SDays
Management/Willful
disobedience.
Neglect of Duty - Failute to ) Final ,
23 implement palicies and Level 2 ﬂcﬁvﬂ”_:n Written ﬂ:.mmmﬁ_u.ww Dismissal
procedures, Warning
Failure to comply - IPley
Gift Palicy.
8. Offering, soliciting or cinal )
214 accepting favors nwa Level 2 <<_,_z.o= Written Suspersia Dismissal
anything of value in Warning Warning n-5Days
exclrange for a task, job,
wark, or favorable
am ployment conditlon.
b. Accepting "gifts" of
mere than 200php in value
without prior approval or i Fina!
2 notification to the tevel 2 | e winten | SEPUSS | Dismissa
tanagement. (Key Warning
Persannal - Management,
Admin, IT, TLs etc).
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25

Tai gating and ushering
unauthorized visitors.

Level 2

Written
Warning

2l
Written
Waring

Suspensia
n - 5Days

Disrnissal

26

PLOY Social Media Policy.

a. vc.s_:_.::m material that
Is defamatory, abusive ar
offensive in relation to any
employee, manager, office
holder, shareholder,
customer or client of the
company.

b. Publishing any
confidential or business.
sensitive informatien
about iPloy.

Level 2

£ Publishing material that
might reasonably be
expectad to have the
effact of damaging the
reputatian or professional
standing of the company.

Written
Warning

Final
Written
Warning

Suspensio
n -5 Days

Dismissal

31

Rumor-mongering or
creating intrigues that wilj
ceuse damage to the
reputation of the
employees ar the
company as a whole.

level 3

Suspansion -
5 Days

Dismissal

32

Submission of false or
fraudulent money claims,
medica! certificates, other

docum ents/engaging in
bagus transactions with
the intent to gain.

Leveld

Suspenson -
5 Days

Dismissal

3

Conducting oneselfin
grossly Indecent or
immorai nature in
company premises, while
on duty or doing business
for the Company.

Level 3

Syspension -
5 Days

Dismissa;

27

Sleeping on theicb during
working hours,

Level 3

Siyspension -
S Days

Dismissal

EL)

Com:missian of a crime or
violation by the
employees against the
comaany or its’ members,
customars and third
narties.

Level 3

Suspension -
5 Days

Dismissal

28

Enzouraging, nducing,
instigating or threatening
other employeas to
perform anact
canstituting a violation of
this Code another
cornpany palicies, rules
and regulations.

Level 3

Suspension -
5Days

Dismissal

35

E1gaping in violence
whether physical ar
seriousverbalthreats
within company premises
or during afficial company
activitias,

Level 3

$1spensioh -
5 Days

Dismissal

Borrowingflending of
maney/ LOAN sharking
inside the company
pramises.

Level 3

SUspension -
5 Days

Dismissal

36

Jrinking alcohalic
beverages while on duty
r reporting for duty while

intaxicated.

Level 3

Suspension -
S5 Days

Dismissa'

a0

Solicitation arcollecting
zontribution from
employees and suppliers
far any purpose with
whatsoever unless
char neled and authorized

Level 3

Py seniar management,

Suspension -
SDays
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. Rules on Productivity d. Constantly failing to
meet business
commitments ot
promises that have
Larnpltance to Final sipnificant business

1 wmqmnﬁam_._nm Level 2 written written Suspensioh Dismissal
mprovement Pian warning Warnin -5 Day=
(PIP). B parsanal records.

All grave actsaf £. Falsification of
dishonesty which cause 5 Campany documents Level 3 Suspension -
J ortend to cause such as reports, forms, 5 Days
: prejudice to tha et
Cornpany such a5but g Commission of
not limited to the fraudulent acts against
| following: Suspensicn - _— the Campany.

T [a knowingly giving Levei 3 5 Days Dismissal h. Willful breach of
false or misleading canfidentiality and {or]
infasrmation to qualify any violations
far a company benefit, analogous to the
promation, salary forgoing.
increase, transfer, and Stealing or attempting
iob assignment, o steal from the
Any act of harassment Company or fram its

3 including but not level 3 Suspension - customers, of from
lim ted to Sexual 5 Days others on Company
Harassment. premises af job sites at
Otk er similar or Suspensian - . any time.

[ analogues offenses to level 3 . _”‘um‘,.w Dismissal a Rabbery, theft,
the foregoing. pilferage or its attempts
Willful breach by an in any form, manner or
employee of the trust shape from the
repased in him/her by conmipany, keanm
the company stich as bmu_svmqm or customers.
but not limited to the 6 b.Concealingdefective | 4 Suspension -
foltowing: work which directly 5 Days
a. Abuse of positian resislts in prejudice t&

u wit1 tha company to L the company.
! gain prefit or advantage ¢. Other acts with
from empioyees. . ma ice and with

5 b, Using the Company’s | Level3 Suspension - | g iecal intention to hide
narie in private 5 Days | discrepancias,
transactions or business d. Willful and d efiberate
for personal prafit. destruction of Company
c Celiberately property; sabotage and
remaving, concealing, vandalism,
ar destraylng in whole e withhoiding or
or in part any Company mlsappropriation ef
dacuments without Campany funds.
authority or with
ma icious intant.
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. Customer Client Relations

V. Health and Safety

willful and premeditated
. form of fraud or deceit revel 3 Suspensian | )
sarmmitted against the -5 Days 1 Nan-ohservance of proper Pocumented written Final Suspension
3 housekeeping. tevel 1 Verbal Warning Written - 3pa Osmissal
Engaging in business that Warning Warning i
cormg etes with the Suspension P [ (ki Pecumented . Final
v : Company, or warking with Level 3 -5 Days Dlsmissal 2 m_._._o_:zmm_q_“m“o:_c;mn_ Level 1 Verbal E:ﬁm: Written Suspension | issal
a competitor i Warning Warning | yarnin - 3Days
—— g
Threztening to inflict harm Creating unsanitary Final Suspensi
an the person, property or Suspension . 3 cond tions inside the Level 2 Written Witten on- 3 Dlsmissal
3 | reputation of customer ot Level 3 5Days | Cemissa Company premises. Warring Warnin
8 Days
clients and third party. | Failure to undergo annual ] i
Extortion ar bribery Suspension 1 ujﬁmB_ axaminations as Level 2 s""__m“: m_..m_umMu_ o
4 against a customer or third | level3 s Dismissal required by the Company warning wami an- Dismissal
party. ’ and the governm ent, AnIng Days
Engaging in indecent or Viglating safety rules,
5 offensive behavior Lovel 3 Suspension Dismissal regulations, or procedures
towa ds customers ar -5 Days = 5 of thiz Company €ausing Level 4 Dismissal
clients. accident or damage to
Delibarately 3_m:m.=n::m 2 Suspension o umﬁnj or property.
[ customer transaction, Level 3 5 Days Dismtissal Zus‘u_.mn_owcs of
satvice or need. & cantzgious diiaase which Level 1 Dismi:
Dellbzrately giving false, may endanger the lives ar smissal
inaccurate or misleading health of ather employees.
farmation to the Suspensian . Using, possessing,
7 custamer or loss of Level 3 . mucmﬁ Dismissal manufacturing,
reveriue or additional cost distributing, seliing illegal
to the Company, drugsand drug
[ Substituting Company 7 paraphernadia while on Level 4 Disrnissal
products, materials ar suspension duty or in the company
. [} equit-mant with any other Level 3 .‘m Days Dismissal E.m:ﬂ%ﬁ nm=<_n»_a= of a
j product with the intent to L crime involving iliegal
i defraud. drugs.
Repaorting far work while
a under the influence of Level 4 Dismissal
egal drugs.
Unauthorized carrying and
passessian of deadly
weapons and explosives
9 inside the Company Level 4 missal
premises, while on duty or
doing business for the
Companhy.
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f. Negligence or
carelessness of the
empleyee by leaving the
computer unattended and -
14 risking the netwark to a Level3 | SuspENSIOn - | ol
possitle security viokation. 5 Days
g Tamparing of company RECEIPT OF THE CODE OF CONDUCT AND DISCIPLINE POLICY
servat/netwark
configuration. This is to acknowledge that | have read the Company's Code of Conduct and Discipline and understand
Purposely sharing that it sets forih the terms and conditicns of my employment as well as the duties and responsibilitles,
privileged and confidential suspension - and obligations of employment with the Cempany.
15 infermation to anyone in Level 3 < Days Dismissal
the company or extemal 1 also acknowiedge that the Company reserves the right to revise, delete, and add ta the provisians of
partlas. this Code of Canduct and Discipline., or condition »f empioyment can be established by any other
Unautharized possassion r 3 , statement, conduct, policy, oF practice,
16 bringig aut of Company Level 3 Suspension - | L)
property, supplies or i 5 Days
aguipment. |l - .
Unauthorized copying of
e o e [T VO fpho A
17 application packagesandall | Level3 SUSRENSIBN = | ryreinissal DATE .U\u\ 16 hH 62
acts thatviolates 50avs ! [
intellectual property rights.
erate locking-out or AND HAVE READ AND UNDERSTAND [75 ENTIRE CONTENTS.
g | Mecking a. another Lovela | PHSPEMERT N by isal EMPLOVEE SKGMATURE
emplcyee’s user name in SDays
any Server.
Placernent of computer
virus, trojar horse, and -
15 ather damaging electrenic Level 3 .Emmmzm_o; © | Dismissai
files or physicat accessoriss ays
ar servers or workstations,

V1, Saving Clause

1. Terminztion of an employee shati automatically bar him/her from re-employment.
) 2. The penalty of dismissal shall not prejudice the right of the company to initia'e court actien
agairst the erring employee.
3. This Code shall supersede all cther existing policies, rules, memas, and the like, and all policies
to beimplemented, if the same is found tc be inconsistent with the Cade of Conduct.

V. Approval

Jay Giss nger
Owner and Chief Executive OFficer



