
O piptoyiPloy OPC
| 9tf Floor Ayala Cebu center Tower

Cebu Business Park, Cebu City 6000

Date :

To:
Position :

From
Thru
Subject

July 13,2023
Elpidio Bordaje Aba-a Jr.

CSR Phones
Rebekah Joyce Yutis Ecang

Director of Operations - Alfredo Camarillo Jr.

DISCIPLINARY ACTION

This is to inform you of the decision regarding the following infraction/s:

INFRACTION AND REMEDIAL ACTION PER OFFENSE

Rules on Proper Conduct and Decorum Suspension to Dismissal
Section 27 - Sleeping on the job during working hours.

Date violation committed: June 1, 2023
Place where violation committed: 16th Floor. One Montase Tower. Archbishop Reves Ave, Cebu Citv

Upon weighing all the pieces of evidence at hand as well as accounts from witness/es, the following are our
findings:

c The claims on your written explanotion torm corroboroted upon conducting a lurther investigation
with the assistonce of your Team Lead.

. As per the conlirmotion of your Team Lead, they backed up your claim thdt you were experiencing
eyestrain due to long exposure to your desktop since you underwent the VNS Training from 77 PM

- 4 AM without your prescription eyeglasses,

.Culpable of violating the infraction/s as stated
Not-culpable of violating the infraction/s

With this, you are then sanctioned:

Coaching

_Documented Verbal Warning
,Final Written Warning
Suspension

Written Warning From:

lf you are suspended, you shall start reporting for work the day immediately after the end of your suspension

or on the schedule (and shift) provided by your immediate superior.

NO ELIICHI VEfr{ N E'M EG 1O

HR - Employee Relations
ALFREDO C" IARILtO, JR.

tper&ions

Teltime:



iPloy OPC

9ih Floor Ayala Center Cebu Tower,

Bohol St., Cebu Business Park,

Cebu City 6000

DATE

TO

POSTflON

FROM

THRU

SUBJECT

June 13, 2023
Elpidio Bordaje Aba-a Jr.

CSR Phones
Human Resources
Rebekah Joyce Yutis Ecang

NOTICE TO EXPIAIN

This is to inform you that the following incident has been brought to our attention. Kindly see below for the

following offense/s you allegedly committed:

ATLEGED INFRACTION AND REMEDIAL ACTION PER OFFENSE

Rules on Proper Conduct and Decorum

Section 27 - Sleeping on the job during working hours.

Suspension to Dismissal

Date violation committed: June 1, 2023

Place where violation committed: 16th Floor One Montage Tower, Archbishop Reves Ave. Cebu Citv

DETAILED DESCRIPTION OF THE INCIDENT:

According to an incident report received from the security guards, it has come to our attention that

on June 1,2023, you were allegedly caught sleeping. The security on duty immediately went to your

team lead to ask for assistance in checking your current situation, which your team lead confirmed

that you were indeed sleeping during your working hours.

ln view of the evidence presented against you, you are hereby required to submit a written

explanation within five (5) calendar days from the receipt of this notice. ln the event that you are

found guilty of the said charge(s), the Company may impose an appropriate penalty, including the

termination of your employment.

Your refusal, neglect, or failure to comply with the instructions stated above within the required
period shall be construed as a waiver of your right to present your side and therefore management
shall be constrained to resolve your case based on official records.

NOTE: Pleose don't forget to provide proof (if there's ony) as supporting document to counter the incident

report.

For lnvestigation
Elpidio Bordaje Aba-a

Jr.

Rules on Proper Conduct

and Decorum

Section 27 - Sleeping on the
job during working hours.

Suspension to

Dismissal
June 1,2023

ISSUED BY:

*oEffi/k,o,o
HR - Employee Relations Name, Date & Time)

-I

Table
Name lnfraction Progression of Date of

Sanction Violation

Sanction



iPloy lncorporated
9th Floor Ayala Center Cebu Tower
Bohol Road, Cebu City 6000

0r\O,ba

B\qlto ltooo tr'
Employee - Agent
Security Officer

: Operations ManagemenU Human Resourees

I INCIDENT REPORT

This report must be tmmedlatety accompllshed and fonrvErded to the FIR Ofitce wlth all necessary documents no later than :: -:
after the occurr€nce ofthe incident. ,

INSTRUCTIONSI Use thls form when reportlng any of thefoi[owing. Cheak the iGm referrlng to the type of incident being ie::=

ti
t:

r- i ii't./

Date
To
Position
From
I nru
Subject

-RulEs 
on Proper Conduet and Becorurn

-Rules 
on Custonner and Cllent R€lations

-Rules 
on Company Properly, Facllttles and Secwity

DEscRlPrloNOFlNClDENr: \n-M'Frt'& r}) c\Ir'f"

Date/rme: JU\+ts of 1^XA- O4tt5--o+Zg
Place: 16rh Floor Montage

SEQUENGE OF EVENTS:

d.\ q(. 1,5 , i \- .- I

-Rulas 
on Productivlty

-Rules 
on Health and SafetY

f$^

Q ',l-bl-j

\'*'f l-.-f'l
!L\r { 1*-I--

OFFTCER REPORTING

/Vofe; p/eas e don't farget to pravide proof (if tbere's anyJ as sup pattlng documents for the incident res

oa

'1,



iPloy OPC

9th Floor Ayala Center Cebu Tower,

Bohol St., Cebu Business Park,

Cebu City 6000

Date/Time: June 13, 2023

To (lmmediate Superior):

Position:

ginbv
EMPLOYEE'S WRITTEN EXPLANATION FORM

I was just done with my VNS training then, when I feel the need to.close my eyesThis is in response to

but definitely I did not sleep as I was very conscious and hear the people around.

(Employee's signature over printed name)

NOTE: Please don't forget to provide proof (if there's ony) as supporting document to counter the incident
report.

arrr{or*



Winw

HIPAA, HITECH and The Omnibus Rule

I understand I have been identified as a team member who has the responsibility of accessing, handling and securing

Protected Health lnformation (PHl). I understand PHI is contained in both hardcopy and electronic formats. Unsecured

and unencrypted PHI can lead to a breach as deflned under lhe Health lnsurance Portability and Accountability Act

(HIPAA) Breach Notification Rule 45 CFR 164.400414.

I have participated in the HIPAA training session: HIPAA, HITECH and The Omnibus Rule.

I understand that if I have questions at any time regarding HIPAA or PHl, I will consult with iPloy's appointed security and

compliance officer.

My signature below confirms my understanding of the training material, my responsibility to secure PHI and to notify my

supervisor of incidents and/or complaints related to unsecure and unencrypted PHl.

Employee Signature Date t\)u 'lQ.'0o?D

1875 5warthmore Ave. Unit 1 Lakewood, NJ 08701 I info@iPloyStaffing.com I P:855-475-6987 | F:732-553-2448
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AI.t IMPLOYIES

}IUMAN RISOURCTS DIPARTMINT

OP[NATION5 MANAGER

OTIICE SECURITY, TOG IN AND TOG OUT PBOCEDURE

Ihe lcllouing is
employcr".s orr offlco nttcndnnce una prn.iuuiiiv
To ensuro effectrvc rmpremcntation and monrtoring of offrce security

1' [mployces are requrred to rog in and rog out using the biometrrc and the RF rD, evenlf tho door ls open
2' tmployces aro allowed to bc lnsrde the office and to r-og in thirty (30)minutcs boforetheir scheduled time
3' Bags andlor personal items should be left in the roc*er before tonging inlgoing rnsidethe production area
4' Once an employee rogged in and rnsrde the productron area, they can no tonger go

outslcle until thelr Xrr break
5' Entployees ara only allowed to stay in the office for thirty (30) minutes after their shtft,

unless authorired or has approval to .xtenJ tt ui, tf *.5' Pnntry, recreailon room and rocker shourd be crosed at ail times, emproyees must usethcir RF lD to acrcsr theso rooms
7. No tallgating
8' Employee lD and RF rD shourd be worn ar ail times, rost RF rDs wiil be chargc to rheemployee
9. No cmployees are allowed to stay in the waiting area for applicant.
10' Employees who reft/rost their rDs wiil get temporary rD from HR and wiil be deah withaccording to our code of conduct and dhcipline.

11, 
S-ulmit self to magneric wand scannlng wiih the seeurity personnel

12' only water in a clear container is allowed in the operatlon area and recreation room

For guidance and strict compliance.

,- ndlfi[tJ]".,"fiffiffi;
Noted by:

rillo Jr.
,-'--"1

a[i6uo cil
oiffi",-;[o] erations

Scanned hy Cam.$cnnner



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 disciplinary

purposes any information that could have a negative effect on the company or its employees, which

management comes across in regular internet monitoring, or is brought to the organization's attention by

employees, customers, members of the public, etc,

All employees are prohibited from using or publishing information on any social media sites, where such

use has the potential to negatively affect iPloy or its staff, Examples of such behavior include, but are not

limited to:

r Publishing material that is defamatory, abusive or offensive in relation to any employee, manager,

office holder, shareholder, customer or client of the company;

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

r 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.

r Be aware of your association with the company when using online social networks. You must

always identify yourself and your role if you mention or comment on the company. Where you

identify yourself as an employee, ensure your profile and related content is consistent with how

you would present yourself with colleagues and clients. You must write in the first person and

state clearly that the views expressed are your own and not those of iPloy. Wherever practical,

you must use a disclaimer saying that while you work for the company, anything you publish is

your opinion, and not necessarily the opinions of the company.

r 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 or bringing the

company into disrepute, you may face disciplinary action up to and including dismissal.



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

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

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

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

r 0nce in the public domain, content cannot be retracted, Therefore, always take time to review
your content in an objective manner before uploading, lf in doubt, ask someone to review it for
you' Think through the consequences of what you say and what could happen if one of your
colleagues had to defend your comrnents to a customer.

r lf 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.

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

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

o Always remember on-line content is never completely private;

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

consider all online information with caution as there is no quality control process on the internet
and a considerable amount of information may be inaccurate or misreading; and



r At all tim€s respect copyright and int*lle*ual property rights of irrformation you €ncounter on

the int€rnet. This may require obtaining appropriate pernision to make use of information, You

must always give proper credit lo the source of lhe information used,

Specilic Managerial Besponsbilitle

By their position, Managers have obligations with respect to general ccfltent posted on social media,

Managers shoulc consider whether personal thoughts they publilh may be misunderstood as expressing

the compant's opinions or posilionseven where disclaimers are used, Managers should err on the side of

caution and should assume that their teams will read ryhat is written. A publit ortline forum is not the

place to 6omrnunicate company policies, strategies or opinions to employees.

Enforcement / Progresbn

Non-compliance with the general prinriples and conditions of this sodal media policy and the releted

internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal,

This policy is not exhaustive. ln situati0n$ that are not expresslyg0verned by this policy, you must ensure

that your use of social media and the intornrt is always apprapriate and consistent with your

responsibillties towards lhe company. ln case of any doubt. you should consult lvith your manager,

lnfractions for this policy is tagged under Level 2 offense and follow these progression:

a. l.'t lnstsfice - written warning

b, 2nd lnstance- Final Written Warning

c- 3rd lnstance- Dismissal

E mployee AcknowledBement

I have read, understand and agree to comdy with the foregoing policies, rules and conditions governlng

the use of all property ol iPloy and all work and conduct completed on or with the assirtance of iPloy

property, Further, I agree to abide by the Social Media Best Practices when using social media sites on my

personal time and when my affiliation with lPloy regarding those sites is known, identified, expected or

presumed,

Signature: ou,".August 28, 202A
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Date : February 22,2018

TO :ALL EMPLOYTES CONCERNED

From : Human Resources

Thru : OPerations Manager

irli., 
' 
wonrp,ocr PoLlcY AND PRoGRAM 0N Hlv/AtDS

1. OBJECTIVT !

l.l.lnconformitywithRepublicActNo.Ss04otherwiseknownasthePhilippine
AIDS prevention ino control Act of 1998 which recognizes workplace-based

programs ,, .' ;;;; root in add.ressing HlvlAlDS as an international

pandemic p'oOft*, tnii to*p'ny policy is hereby issued for the information

and guidance oilfr. *.npfoyees in the diagnosis, treatment and prevention of

HIV/AIDS in the workPlace'

1'2.ThispolicyisalsoaimedataddressingthestigmaattachedtoHIV/AIDSand
ensuresthattheworkers,rightagainstdiscriminationandconfidentialityis
maintained.

2. COVERAGE

2.l.ThisProgramshallapplytoallemploveesregardlessoftheiremployment
status.

3, IMPLEMENTING STRUCTURE

3.1. tploY lnc. HIV/AIDS

committee consists

dePartments.

Program shall be managed by its health and safety
'oi"r.pr.r.ntatives 

from the different divisions and

POLICY STATEMENT

4.1. BASIC INFORMATION ON HIV/AIDS

4.1,1. What is HIV/AIDS?

4.11.1'ltisadiseasecausedbyaviruscalledHlV(Human
tmmunodeiciuntv vi'oti' This vil'us slowly weakens a person's

abilitv to fight off other diseases bv attacn'l!^I"'t to and

destroyi'ig 
''ilpon'n* 

cells that control and support the human

immune system'

4.1.2. How HIV/AIDS is transmitted?

4.L.2.1. Unprotected sex with an HtV infected person;
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4.1.2?. From an rnfected mother to her child (dunng pregnancY' at

birth through breast feeding);

4.7,2.3. lntravenous drug use with contaminated needles;

4.L.2.4. Transfusion with infected blood and blood products; and

4.1..2.5. Unsafe, unprotected contact with infected blood and bleeding

wounds of an infected Person'

A.7.3. ls there a cure?

4.1'3.i.No-However,thereareantiretroviraldrugcombinationsthat
are available when properly used' result in prolonged survival of

people with HIV' Holistic care of people living with HIV-AIDS and

comprehensivetreatmentofopportunisticinfecticrnsalso
dramatically irnprove quality of life'

GUIDELINES

5.1.. Preventive Strategies

5.1.1. Conduct of HIV-AIDS Education'

5.1.1'1. Who will conduct?

TheMedicalClinicoflploylnc.-incoordinationwiththeHealthand
SafetyCommitteeshallconductHlV-AlDseducationtoallemployees
forfree'Thisshallalsoformpartoftheorientationofnewlyhired
employees'Thestandardizedinformationpackagedevelopedbythe
Department of Labor and Employment (DOLE) may be used for this

purpose.

5,1.1.2. How will it be conducted?

TheHlV.AlDseducationwillbeconductedthroughdistributionand
posting of IEC materials, lectures' counselling and training and

informationonadherencetostanclardoruniversalprecautionsinthe
workPlace

5.l.2.Screening,Diagnosis,TreatmentandReferraltoHealthCareServices

5.l.2.l.ScreeningforHlvasaprerequisit'etoemploymentisnot
mandatorY'

5'1'.2,2.Thecompanyshallencouragepositivehealthseekingbehavior
through Voluntary Counseling and Testing'
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5.1,2.3, The company shall establish a referral system and provide

access to diagnostic and treatment services for its workers Referral

tosocialHygieneClinicsofLGUforHlVscreeningshallbefacilitated

by the company's medical clinic staff'

S,T,L4.Thecompanyshalllikewisefacilitateaccesstolivelihood
assistancefortheaffectedemployeeandhis/herfamilies.being
offered by other government agencies'

SOCIAL POLICY !

6.1. Non-discriminatory Poliry and Practices

6.1.1. Discrimination in any form from pre-employment to post-

employment, including hiring' promotion or assignment' termination of

employmentbasedon.theactual,perceivedorsuspectedHlVstatusof
an individual is Prohibited'

6,l.2.Workplacemanagementofsickemployeesshallnotdifferfromthatof
anY other illness'

6.1'3'Discriminatoryactdonebyanofficeroranemployeeagainsttheir
co-officer or co-employee shall likewise be penalized'

6.2. Confidentiality/Non-Disclosure Policy

6.2.l.Accesstopersonaldatarelatingtoaworker,sHlVstatusshallbe
boundbytnerutesofconfidentialityconsistentwithprovisionsofR'A.
8504 and the ILO Code of Practice'

6.2.2.]obapplicantsandworkersshallnotbecompeltedtodisc}osetheir
HIV/AIDS status and other related medical information'

6.2,3. Co'employees shall not be obliged to reveal any personal information

relating to the HIV/AIDS status of fellow workers'

6,3. Work-Accommodation and Arrangement

6.3.l.Thecompanyshalltakemeasurestoreasonablyaccommodate
employees with AIDS related illnesses'

6.3,2. Agreements made between the company and employee's

representativesshallreflectmeasuresthatwillsupportworkerswith
HIV/AIDsthroughflexibleleavearrangements,reschedulingofworking
time and arrangernent for return to work'
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

7.1. EmPloYer:'s ResPonsibilities

7.1.1. The Comparty, together with employees/ labor organizations' company

focalpersonnelforhumanresources,safetyandhealthper.sonnelshall
develop, implement, monitor and evaluate the workplace policy and

Program on HIV/A|D5' !

T,t.2,Provideinformation,educationandtrainingonHlV/AlDSforits
workforce,

7.l.3.Ensurenon'discriminatorypracticesintheworkplaceandthatthe
policyandprogramadherestoexistinglegislationsandguidelines'

7.1,.4, Ensure confidentiatity of the health status of its employees and the

access to medical records is limited to authorized personnel'

7.1.5, The Company, through its Human Resources Department' shall see to

it that their co*puny piticy and program is adequately funded and made

known to all emPloYees'

7.1.6. The Health and Safety Committee, together with employees/ labor

organizationsshalljointlyreviewthepolicyandprogramandcontinueto
improvethesebynetworkingwithgovernmentandorganizations
Promoting HIV Prevention'

7.2. EmploYees' ResPonsibilities

T,2,L.Theemployee,sorganizationshallundertakeanactiverolein
educating ,ni trrining their members on Hlv prevention and control.

pro*ot."und practicei healthy lifestyle with emphasis on avoiding high

risk behavior and other risk factors that expose workers to increased risk

of HIV infection'

T.2,2,Employeesshallpracticenon.discriminatoryactsagainstco-employees.

7,2,3'Employeesandtheirorganizationshallnothaveaccesstopersonnel
data relating to a worker's HIV status'

T.2.4.Employeesshallcomplywithuniversalprecautionandpreventive
measures'



8.

Reviewed by:

or its counterpart shall periodically rnonitsr

and Program.

9. €FFtCTTVITY

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

Approved by: YtsroelY. QissinssI
cE0

WiPIw

;lrt 
I

Prepared uy ro nJ'niljklkrr,io
Hrni]i,Er*-"*-

pidio A6aa Jr
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iPloy Gift Policy

The aim of this policy ls to establish a uniformity relating to the acceptance of gifts, including gratuities

and rewardr. This folicy applies io employeer of thr company. fmployees include all permanent, part-

time, temporary and probat'ronary status.

"Gift' means any bestorval of money, any item ofvaluq service, loan, thing or promise, discount or rebate

for which ssnething of equal or greater value is not exchanged. Payments for travel, entertainment and

food are also considered as gifts.

Emplayees are required NOT to solicit or accept for personal benefit dlrectly or lndirectly any gift from

any employee/s or company that is seeking to conduct or is currently conducting business with the

Company. Any gift with a substanlial monetary value of more than Fhp200 should be returned to th€

giver,

Any violations will be subject to the iPloy Code of Conduct and Discipline. lnfractions lor this policy is

tagged under Level 2 offense and lollow these progfession;

a. 1't lnstance - \,Vritten Warning

b, 2"d lnstance- FinalWritten Warning

c. 3'd lnstance- Dismissal

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

Employee Adcnowledgement

I have read; understand and agree to comply with the foregoing policier, rules and conditions gorrerning

the iPloy Gift Poticy,

Elpidio Aba-a Jr

Signature: o,*M20
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(What NOI to wear to work|

Polltv

All iPloy staffing solutions employees are expected to wear clothing that is apfropriats for theirjob and
w0rkrite' Clothing and appearance should be neat, clean, in good business taste, and shall flot (.nstitute
a safety hazard. e following standards of dress code are established to provide direction for employees to
maintain the professionalism that iploy Slaffi16 Solutions advocates,

Procedure

Employees shall practice good personal hy8iene, select attire that it clean and in good repai[ and presents
a professional image. Management may make exceptions for special occasions, and will worl with Human
Resources to d€termin€ whether attlre is unprofesslonal on s cas€ by-case basir.

Examples of unprofessional attire include bfi are not limited to:

For Female Employees:

1' Clothing with a printed message, slogan, political messages, picture or art depicting drugr, alcohol,
smoking, se& weapons, viotencq or that is ohscene or disrespectful;

2' Strapless dresser or tops unless such garrnents are covered by anuther afticle of dothirrg always
{e.g., a sweater orJacket)

3' Spaghetti straps, lingerie inspired garments unless such garments are covered by another article
of clothing always (e,g., a sweater or jacket);

4" Leggings. jeggings, sweat pants, jogging pants and pajamas
5. Stomach exposing top,s

6. Sheer or mesh clothing that exposes undergarments or midriffs;
7. Skirts above the knee

8. Flipflops or Sandals, Anything that shows toe/s
9. Tattered pants

10. Shirts without collar

11. Short pants

For Male Employees

1' Clothingwlth a printed messagq slogan, political mEssager, plcture or art depirting drugs, alcohol,
smoking, sex, weaBons, violence, or that is obscene or disrespectfirl;

2' Tank or mu$cle tops unles suth garments are covered by another article of clothin6 always (e,g,,
a rweater oriacket);

3. 5hirts without collar

4. Sheer or mesh clothing dret exposes undugarments or midriffq
5. tllpflops or Sandals. Anything that rhows toe/s
6. Tattered pants

7. Jogging pants, sw€at pants and pajamas
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8" Short pants

An employee unsure of what is appropriate should check with a supervisor, manager, or Human Resources

t,€partffient. Supervisors shall provide guidance as to proper attire nnd grooming,

Dress Code Poliry wlll he *rictly implemented from Mondays - Ihursdays" Employees can wear their

preferred clothingls every Fridays however it should stillbewithin the acceptable horderline of !!![$S,

Elpidio Abaa Jr
Name:

r-rl-/
r_-l
t- _/
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}-IU[\TAIT RFSOTJRCIS DF PARTfu! E T,ii

OPIHA!JONS MAilAGiR

MElvlO: CALL iN FOR 0iJT OF Of FiCi

ln order tc properl'ri mon'tor Out 0t 0ffice errlployces, a rie{ll ptoc8ss to call inirepOrt ,SuUnLg w;ii

be impiemented efftlctive fulcnCay, Apritg, 101.3,

Ljrldelines;

l. in cases of late and/or abseflcet, efiployep should repr:rt t0 l-lurxin fleroureol. through
StvlS or Callvia Ht{ h*tline: 09U-70S-7074

?. Notifrcaiion shr.ruld contain the fr:liowing rnirrrmatin*r

a. Complete {reali Narne

h. O€partmeot

{.. Trtam Leader

d. Call in {or: {tVhole day Ab;ent, Hal{-day Allsent, i,.1te]

e. fieason

3. Hfl rvillbe the one to send notriicatlon tc Operaiir*s f\4anagement

4. ltlo call in Ehould be comrnunicated tlirough Tetm leads or anrl other employeo, lt rhouleJ

be done by the employee sr hisllher reiativer

5. Noti{ication shotrltj be at least t\r,o i2ihours before the employee's shift
6. ll nn employee is arl*sed to rest/ronfined in the hosprtai, number cf rest days ar advise<!

by tlte physirian should be inclicated- 0lherwise, empioyee musuen0 nntiiieatrcn daiiy

7. Failure to notify 'ivill be taggcd as Ns Call, No Shorq, and/r:r unschedr.,ied absenre and will
be deak lvith aftording tr, our Cnde of fonduct and 0iscipline.

For your guidance ;nd strict cl.mpliante,

'ijrrlr'r1 i,,i

a-a Jr
August 28,2020

fltPtoy
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CON5 E NT FOR PRE-E MP LOYM ENT REF ERENCE ANCI BACKCROU N D CH EC KS

Elpidio Abaa Jr

make irvestigation of mY background, reference!, character, past employment, consumer reports,

education, and criminal history record infotnation lvhich may be in any state or local files,

including those malntained by both pubiic and private organlrations, and all public records, fsrthe

purpose of confirming the infsrmaticn containec on my applicatiorr and/or obtaining other

inform.ation r,vhich may be material to my qualifications for e'n:,ployment' A telephone facsimile

(fax), scanned copy orxerographic copy ofthis consent shall be considered asvalid asthe original

consent.

I hereby consent to tfie Company's verifying allthe infornation I have provided on rny application

fornr. I also agree to execute as a condition of employmert or a conclition of continued

employment any acditional written authorizatiofi necessary fsr the rompany to obtain acceis t0

and copies of records pertaining to this information. With regard to the foregoing disclosures, I

hereby agree to release any person, company, or other entity from any and all causes of action

thal othertryise might arise frorrr supplying the company wilh inf0rmation it may request ptirsuant

to this reieese. tunderstEnd that any false trrswers 0r Staternents, or misrepresentations by

smission mace by me on this application or eny related cocurnent, wilt be sufficient tor reiecticn

of my application or of rny immediate discharge should such falsifications or misrepresertations

be discoverea alter I am emPloYed.

I release lploy lr,c,, its employees, Cesignetec representatives, 68eilt5, officerE and trustees from

any and allclairns of liability or damage due to either the procurement or the true anc accurate

disclosure sf such records or inftrm*t;on"

Applicantr,rame: ElPidiO Abaa Jf
blk2 lot12 Vff-F Vilta Leyson Cebu City

Present Address:

SocialSecurity

Signatr re:

06-1488235-5

Date:

Date of Birth:
July 31 , 1972


