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* & Floor Ayala Cabu Center Tower
Cebu Business Park, Cebu Tty BOCO

Date [ July 13, 2023

To ] Elpidio Bordaje Aba-a Jr.

Position 1 CSR Phanes

From ] Rebekah Joyce Yutis Ecang

Thru ! Director of Operations - Alfredo Camarillo Ir.
Subject ; DISCIPLINARY ACTION

This is to inform you of the decision regarding the following infraction/s:
INFRACTION AND REMEDIAL ACTION PER OFFEMNSE

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 Montage Tower, Archbishop Reyes Ave, Cebu City

Upon weighing all the pieces of evidence at hand as well as accounts from witness/es, the following are our
findings:
s The claims on your written explanation form corroborated upon conducting a further investigation
with the assistance of your Team Lead.
* As per the confirmation of your Team Lead, they backed up your claim that you were experiencing
eyestrain due to long exposure to your desktop since you underwent the VNS Training from 11 PM
- 4 AM without your prescription eyeglasses.

Culpable of violating the infraction/s as stated
X MNot-culpable of violating the infraction/s

With this, you are then sanctioned:

Coaching Final Written Warning
Documented Verbal Warning Suspension
Written Warning From:

If 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,

N, oo vy 8 s

NOELNCHI VEANNEMEGIO LFREDO CAMARILLO, JR.

HR = Employee Relations Director af Operations
§|Pr4}‘ m Y-

RECE:i'JEd by (SIGN RE OVERPRINTED NAME):
I}a{eﬂima: 73(27 (23 Hﬁ'pm
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O™ Floar Ayals Center Cebu Tewes,
Bohol 5t., Cebu Business Park,

Cebia Chy 6000

DATE i June 13, 2023

TO ] Elpidio Bordaje Aba-a Jr.
POSITION ; CSR Phones

FROM : Human Resources

THRU ! Rebekah Joyce Yutis Ecang
SUBJECT i NOTICE TO EXPLAIN

This is to inform you that the following incldent has been brought to our attention, Kindly see below for the
following offense/s you allegedly committed:

ALLEGED 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 viclation committed: June 1, 2023
Place where violation committed: 16th Floor One Montage Tower, Archbishop Reyes Ave, Cebu City

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.

In 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. In 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.

Table of Progression of Sanction
Infraction Progression of Date of Sanction
Sanction Violation

Rules an Proper Conduct

| g " and Decarum |
Elpidio Bor Aba-a Suspension to
P %8 B June 1, 2023 Far Investigation

Ir. Section 27 - Sleeping on the Dismissal |
job during working hours.

I55SLED BY:
f
Nei'ﬂhcm VIAF&E MEGIO Elpidio
HR - Employee Relations (Signature aver grinted Name, Date & Time)

NOTE: Please don’t forget to provide proof fif there's any) as supporting document to counter the Incident
report,
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Bohal Road, Cebu City 6000

Date : ol

To : Bgdio Maoa ¥

Fositlon : Employse - Agant

Fram ; Becurity Officer

Thru o Operations Management/ Human Resauraes
Subject : INCIDENT REFORT

This report must be Immediately accomplished and forwarded to the HR Office with all necessary documeants no later than 2= =2
aftar the ocourranca of the incident. i

INSTRUCTIONS: Usze this form when reporting any of the following. Gheck the item referring to the type of incldent being res==

____Ruleson Proper Conduct and Decarum ___Riles on Produsgtivity
___Rules on Gustomar and Client Relatlons ____Rules on Health ahd Sefely
___Rula= on Company Property, Facllities and Security Othara:

DESCRIPTION OF INGIDENT: \(LUTER| N o) M-
DataiTime: SWIE O W2 — OALS- 04LS P

Place: 16" Flaor Montages

SEQUENCE OF EVENTS:
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WITNESS/ES with-SIGNATURE:

T S Gl e

Wy

o] ethons,
ITY OFFICER REPORTING
re Over Printed Mame)

Note: Please don't forget to provide proof (If there's any) as supporting documents for the Incident re;



o Fiaor Avala Center Cebu Tower,
Bohod 5t., Cebu Business Park,
Cebw Clty B000

& ® & iPloy

EMPLOYEE'S WRITTEN EXPLANATION FORM

Date/Time; June 13, 2023
To [Immediate Superiar):
Pasition:

This is in response to | Was just done with my VNS training then, when | feel the need to close my eyes

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

Elpidio Aba#a Jr

(Employee's signature over printed name)

NOTE: Please don't forget to provide proaf (if there's any) as sugporting document to caunter the incident
report.




HIPAA, HITECH and The Omnibus Rule

| understand | have been identified as a team member who has the responsibility of accessing, handling and securing
Protected Health Information (PHI). | understand PHI is contained in both hardcopy and electronic formats. Unsecured
and unencrypted PHI can lead to a breach as defined under the Health Insurance Portability and Accountability Act
(HIPAA) Breach Notification Rule 45 CFR 164 .400-414,

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

| understand that if | have questions at any time regarding HIPAA or PHI, | will consult with iPloy's appointed secunty and
compliance officer.

My signature below confirms my understanding of the training material, my responsibility to secure PHI and to notify my
superviser of incidents and/or complaints related to unsecure and unencrypted PHI.

c
Employee Signature {'z]p’r’ﬁtu Al J. pate WV 10, 96

,///

1875 Swarthmore Ave. Unit 1 Lakewood, NJ 08701 | info@|PloyStafing.com | P: B55-475-6987 | F: 732-553-2448
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DATE April 3, 1018

To ALL EMPLOVEES

FROM T HUMAN RESOURCES DEPARTMENT
THAL OPERATIONS MANAGEMENT
SUBIECT MEMD! RESTROOM GUIDELINES

Iploy InC. provides unisex restrogms avaliable so that employees can use them when they nesd
to do so, One is located nside the operation floor and second i in the hallway outside the
aperation floor. However, those who are uncomtartable, has issue with the unisex restroom
wie havie a separate single, private restroom available for use

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

apply

Furthermare, it s essential that all employees should comply and observe the restroom
ehiquette

s Knockif the tubicle appears to be cotupied. Don't peek under the doors

& Lockthe cubikcle door when you enter,

o Stand close enough to the pan or urinal so you don't wet the seat, walls or
floar

o Flush the toiler after use and wipe off the toilet seat far the next user

o Paper towels go in the trash can, not on the floor or In the tailet bowl

& Wash your hapds to prevent the spread of colds and the flu

e Please use water and paper towils Conservativesy

For your information and guidance

Jo Hags mium
Hurmah Resources

Moted by:

idio Aba-a Jr

Augusi 28, 2020
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February 27, 2018

To : ALL EMPLOYCES

FROM t HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGER .
SURIECT OFFICE SECURITY, LOG IN AND LOG DUT PROCEDURE

The following Is issued to ensure the effective enforcement
employees on office altendance and punctuality

To ensure effective implementation and monitoring of office secu rity

and strict observance of all

1. Employees are required to log in and log out using the biometric and the RE ID, even
If the door Is open

2. Employees are allowed to be
their scheduled time

3. Bags and/or personal items should be left in the locker before longing In/gaing inside
the production area

4. Once an employee logged in and inside the production area, they can no longer go
outside until their 1 break

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

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

7. No tallgating

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

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

10. Employees who left/lost their IDs will Eet temporary |0 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 persannel
12. Only water in a clear container is allowed in the operation area and recreation room

Inside the office and to Log in thirty (30) minutes before

For guidance and strict compliance.

l?:f*llﬁs 5 I
Q Hin 2]
Human Resources

Noted by:

=t |
4 lo Jr

Dirgetor o rations

Scanned by CamScanner



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:

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

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

e 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 assoclation with the company when using online soclal 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.

» 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. Emplayees 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 permitted in line with
company policy and that a formal reference can be sought through HR, in line with the normal
reference policy,

Once in the public domain, content cannot be retracted. Therefore, always take time to review
your content in an objective manner before uploading. if 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 comments to a custamer.

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

This policy extends to future developments in internet ca pability and social media usage.

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

Always remember on-line content is never com pletely 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 misleading; and



»  Atall times respect copyright and intellectual property rights of information you encounter on
the internet. This may require obtaining appropriate permission to make use of information. You
must always glve proper credit to the source of the Infarmation used.

Specific Managerial Responsibilities

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

Enforcement f Progression

Non-compliance with the general principles and conditions of this social media palicy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy Is not exhaustive. In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet is always appropriate and cansistent 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:

3. 1%Instance - Written Warning
b. 2™ Instance- Final Written Warning
¢ 3% instance- Dismissal

Employee Acknowledgement

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

e AUGUSt 28, 2020
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By adaie Exad Caby Besses Park,

Cebu ity $000
Date : February 22, 2018
To . ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1, OBJECTIVE

1.1. In conformity with Republic Act No. 8504 otherwise known as the Fhilippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIV/AIDS as an international
pandemic problem, this company policy is 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 aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers’ right against discrimination and confidentiality is
maintained.

2, COVERAGE

7.1. This Program shall apply to all employees regardless of their empltoyment
status,

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

4111 It is a disease caused by a virus called HIV (Human
immunodeficiency Virus). This virus slowly weakens a person’s
ability to fight off other diseases by attaching itself to and
destroying impartant cells that control and support the human
immune system.

412 HuwHIWAIUSisHansmuttEd?

4121 Unprotected sex with an HIV infected person;




4123, Intravenous drug use with contaminated needles;
4124, -Tﬁm!us_marwnhMheeted-himdzandfhlmd.ﬁmdu;ts:aﬁd

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

L]

413 lsthere acure?

4131  No However, there are antiretroviral drug combinations that
are avallable when properly used, result in prolonged survival of
people with HIV. Holistic care of people Jiving with HIV-AIDS and
comprehensive  treatment  of opportunistic infections  also
dramatically improve quality of life.

5. GUIDELINES
5.1. Preventive Strategies
5.1.1. Conduct of HIV-AIDS Education,
5111  Whowil conduct?

The Medical Clinic of Iploy Inc._in coordination with the Health and
‘safety Committee shall conduct HIV-AIDS education to all employees
~ for free. This shall also form part of the orientation of newly hired
~ employees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used for this
purpose;

5112, Howwil it be conducted?

The HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures, counselling and training and
information on adherence to standard or universal precautions in the
workplace

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

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

5.1.2.2. The company <hall encourage positive health seeking behavior
through Voluntary Counseling and Testing.



Fuw Sl

1 1t oo WY o
Frcadone e ety Beosas P
Ll City 50O

& iPioy

5123  The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers. Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company's medical clinic staff.

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

6. SOCIAL 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.

§.1.2. Workplace management of sick employaes 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 ar co-employee shall likewise be penalized,

6.2 Confidentiality/Non-Disclosure Policy

€.2.1. Access to personal data relating to a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of RA,
8504 and the |LO 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-employees shall not be obliged to reveal any personal information
relating to the HIV/AIDS status of fellow waorkers.

6.3. Work-Accommodation and Arrangement

6.3.1. The company shall take measures 10 reasonably accommodate
employees with AIDS related illnesses.

6.3.2. Agreements made between the company and employee’s
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for return to work.
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer's Responsibilities

7.1.1. The Company, together with employees/ labor organizations, company
focal personnel for hurnan resources, safety and health personnel shall
develop, implement, monitor and evaluate the workplace policy and
program on HIV/AIDS,

71.2. Provide information, education and training on HIV/AIDS for its
workforce.

713 Ensure non-discriminatory practices in the workplace and that the
policy and program adheres 1o existing legislations and guidelines.

7.1.4. Ensure confidentiality of the heaith status of its employees and the
access to medical records is limited to authorized personnel.

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

7.16. The Health and Safety Committes, together with employees/ labor
organizations shall jointly review the policy and program and continue to

improve these by networking with government and organizations
promoting HIV prevention.

7.2. Employees’ Responsibilities

721 The employee's organization shall undertake an active role in
educating and training their members on HIV prevention and control.
Promate and practice a healthy lifestyle with emphasis an avoiding high
risk behavior and other risk factors that expose workers to increased risk
of HIV infection.

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

7.2.3. Employees and their organization shall not have access to personnel
data relating to a worker's HIV status.

7.2.4. Employees shall comply with universal precaution and preventive
measures.



8.1. This Policy shall take place effective immediately and shall be made known to




1 DRIECTVE

1.8, To mhaest the gasmmmmient in i campaign. agail. Tubsroalois (T8} in compiance

with th Departmeent of Latior and Ermisyrrens's Depariment Drder o, 73.0%

wereo off 200 — Guachelnet fof the Btighesnertution of Pulcy and Pregram o=
Tubsrcibses {TH) Prevamtion and Contro’ i the Witknlece

1110 provite mvatves 1o porvent The ouibross and smeed o tuberculows o thy
verrkglace, and 19 Doat, Lore, dedd suppiet ampliees whi Secorme affcted with
Tiherouiois

M, 2 COVERAGE

2.1.hin Projgram shall sl 1o AN ermsiovess fogiess of I ermipklymetd stilu
3 POLKY STATEMENT

1 |, The corpaty sisels the prisvention of the sormad of Libesculee, o well i the
troaiment, rehabitaioe, and seitoraton to work of empetyess who romiTed
s daease 10 sthews tha goal, ol employess are strictly mandated to underss
anAnni phrcal exarmnaton wiih the eguade Lt e iy

A A0, in Ime with tha, o TH awisemr program vl pe endarfalen through
ifarmmalon disrmestion, ahch ghal ischats 41 sanue, feguensy (octurrene
in & uspctid poputetion) and trarmiason, preatment with Dinectly Qe
Treatrrand ot Courw [DOTSL and comtrol ard managermant of T s the
workplace. Thi shall be handied by the Office of Haslth Serece [Infrmany) of
ihg partner Peath provdis of IFLOY BNC. o conpmezion with the Operation
Warager and office of Human Rewource theough the company's scuedied

Faailh prowder
% The DOTS & a compreherse sratingy 1o gontal TR end & compoted of five
EOMOAEAT, whith ife
31 Poluce wil o comimdmett to anduieg delumed and quaity TR
trgatment und comtiol actsied

BAL Came  detection oy spullm-imes witroicopy IMoNL WMpIDTEC
patients,

———




§58.pg




22812021 . IMG_20200802_ 185257 .jpg .

Y

“1 y -ﬂ."l.-;

i e I" ,MHM\

OF LIVE BIRTH
aTy mu‘i muuuuum RS

B ' . o L b o L.
t.uﬂmtﬁ Tankda m
o , » : Cuy . I '
5 ol Tl L
gL 3 Wem vy Tl
: E""" . This Buth h A My ar Trpter was Ele
: LA Ihdlll['l‘-htl Tooht () | I ) wed () 3k 1y Wi nim 1977
:, . R i i Lani L ) o Wegnswitng | i Ros f‘
. : : !
. m TT— Wherear— T A — Wiea of Bl ot Tue | .
LU Y S 2 demiy e
e “Yoas

e Fervonw Dolirarian ke B8 o0

T-ﬁ-‘:i:.”'- Rl [T e - .
liulz‘lﬁﬂnﬂm! = HMRE ‘H-I-J—.h-_ '

SSEAVE FOR SIXDING
FAT

- S = 1
| ke LI L )

e, Tnimmeni s by i 1_""_ -~y #m:h-—-m . w
h“"r‘. ; '3 L v ] . ’ o ' ey el :
b B T : ’ p ; =#

» l-lu mmm = g 17 - L NS T
1V .--".‘- ariirunsth-al wiin S
L+ Mty gty pd | wtumind the Voth of shie sbid b o '
AR oty Ongir e e e s ouE> Sty dupatoses o st
L e bmean L :
I Rmema B L B et
.." S s . i et bt Ny o Ahullmaq
i 4 o o -H, : = -
A s - ‘qf/}irf.rﬂ /h. L LY T Y T ——r——

T
T SRR L ST - ey :
m.ﬂ.llﬁ ‘,.“m, ATV ¢ ' ;_&-'-_-hh-hn-ni“




IMG_20200802_164823 jpg

—




ey
BORDAJE
o N wweas V172707733

R RGN

HL kO

e —

/ ; -: - :'4_'- "m , J-H,Ig:"{:'_u?lr ' ;.:" INES
N mmvg OF FINANCE
s -"- ST T

BUREAL OF INTERNAL REVENUE

B8 L v 178-724-515-000

B | Bx2.0T12WT-F
gl | BACAvAN, CEBU CITY




2282021 IMG_20200802_114543.]pg




iPloy Gift Policy

The alm of this policy Is to establish a uniformity relating to the acceptance of gifts, Including gratulties
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 maney, any ltem of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value |s not exchanged, Payments for travel, entertalnment and
food are also considered as gifts.

Employees are required NOT to soliclt or accept for personal benefit directly or Indirectly any gift fram
any employee/s or company that |s seeking to conduct ar Is currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200 should be returned to the
giver.

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

a 1" Instance - Written Warning
b. 2™ Instance- Final Written Warning
c. 3" Instance- Dismissal

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

Employee Acknowledgement

| have read, understand and agree to comply with the foregoing policies, rules and conditions governing

the iPloy Gift Policy.
Elpidio Aba-a Jr

Mame:

Signature; l'.'r..a\ntv.ﬂ"'.l ng USt 2 8 s 2020

Y
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DRESS CODE POLICY
{What NOT to wear to work)

All iPloy Staffing Solutions employees are expected 1o wear clothing that is appropriate for thelr job and
work site, Clothing and appearance should be neat, clean, in good business taste, and shall not constitute
a safety hazard. e following standards of dress code are established to provide direction for employees to
maintain the professionalism that iPloy Staffing Solutions advocates,

Procedure

Employees shall practice good personal hygiene, select attire thatis clean and in good repalr, and presents
a professional image. Managemeant may make exceptions for special accasions, and will work with Human
Resources to determine whether attire is unprofessional on a case by-case basis,

Examples of unprafessional attire include but are not limited lo:

For Female Employees:

A

2

1I.LI

Clothing with a printed message, slogan, political messages, picture or art depicting drugs, alcohal,
smoking, sex, weapons, violence, or that Is obscene or disrespectful;

Strapless dresses or tops unless such garments are covered by another article of clothing always
(e.g., a sweater or jacket)

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 tops

6. Sheer or mesh clothing that expases undergarments or midriffs;

7. Skirts above the knee

8. Flip-flops or Sandals. Anything that shows toefs

8. Tattered pants

10, Shirts without collar

11, Short pants

For Male Employees

1. Clathing with a printed message, slogan, political messages, picture or art depicting drugs, alcohol,
smoking, sex, weapons, violence, or that is obscene or disrespectful;

2. Tank or muscle tops unless such garments are covered by another article of clothing always (e.g.,
& sweater or jacket);

3, Shirts without collar

4. Sheer or mesh clothing that exposes undergarments or midriffs;

5. Flip-flops or Sandals, Anything that shows toe/s

6. Tattered pants

7. logging pants, sweat 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
Department, Supervisors shall provide guidance as to proper attire and grooming.

Dress Code Pollcy will be strictly implemented from Mondays = Thursdays. Employees can wear their
preferred clothing/s every Fridays however It should still be within the acceptable borderfine of DECENCY,

s Elpidio Abaa Jr

Signature: f%{/(_l Date: AUQ LlSt2 7, 2020

[
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DATE April 3, 2018

Io . ALLEMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT

THRU OPERATIONS MANAGER

SUBIECT  :  MEMO.CALL IN FOR DUT OF OFFICE

In arder to praperly monitor out of office employees, a new process to call infreport absence will
be implemented effective Manday, April 9, 2018

Guidelines:

In cases of late andfor absences, employes should report to Human Resources through
SM% ar Call via HR hotline; 0917-709-7074
Notification should contain the fellawing infarmation

a. Complete (real] Name

b. Department

c. Team Leader

d. Callinfor: [Whale day Absent, Half-day Absent, Late)

e Reason
HRt will be the one to send natification to Operations Management
No call in should be communicated through Team leads or any othier employee. It should
be doné by the empliyee ar bis/her retatives
Notifitation shauld be at least two [2) hours before the employee’s shift
If an employee is advised Lo restfconfined in the hospital, nutnber of rest days as advised
by the physician should be indicated. Otherwise, smploves must send notification daily
Failure to notify will be tagged as No Call, No Show and/or unschieduled absence and will
be dealt with according to our Code of Conduct and Disgipline.

For your guidance and strict compliance,

‘%Jn H n&ﬂq
Hu

man Resources

Noted by

Elpidio -a Jr
August 28, 2020
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

Elpidio Abaa Jr

el __ hereby authorize Iploy Inc. and/for it's representatives lo

miake Investigation of my background, references, character, past employment, cansumer reparts,
education, and criminal history record information which may be In any state or local files,
including those maintalned by both public and private organizations, and all pu blic records, for the
purpose of confirming the information containec on my application 2nd/or obtaining other
information which may be materizl to my gualifications for employment, A telephone facsimile
{fax), scanned copy o xerographic copy of this consent shall be considered as valid as the origing|
cansent,

| hereby consent to the Company's verifying ll the information | have provi ded on my application
form. | also agree to execute as a condition of employment or @ candition of continued
employment any acditional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information It may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omiseion mace by me on this application or eny refated cocument, will be sufficient far rejection
of my application or of my immediate discharge should such falsifications or misrepresertations
be discoverec after | am employed.

| release Iploy Inc,, Its employees, designated representatives, agents, officers and trustees from
any and all claims of liability or damage due to gither the procurerment or the true ane accurate
disclasure of such records or Infarmation.

applicantName:__Elpidio Abaa Jr
blk2 lot12 VLT-F Villa Leyson Cebu city

Present Address:

06-1488235-5 July 31, 1972

Social Security N%J Date of Birth:
Signature:

_ Augfist 27,2020

Da




