
iPloy lncorporated
gth floor, Ayala Center Cebu Tower
Bohol Avenue, Cebu Business Park

Cebu City 6000

t wi*Iev
EMPLOYMENT CONTRACT

May 25,2022

Mr. Jason OstiaAbasolo
157-D F. Jaca St. Inayawano Cebu City

Dear Mr. Abasolo:

We are pleased to offer you employment with iPloy lncorporated (hereafter called the "Company") subject to the
following terms and conditions and tb satisfactory references, employment history verification, background and other
checks required by the Company.

This Contract together with any attachments, sets out the terms and conditions of your employment in accordance with
the rules and laws of the Philippines.

Engagement

1. The commencement date of your employment under this Contract is May 23,2022.
2. Your services are hereby engaged as CSR - Phone. The reporting requirements of this role may vary from

time to time in accordance with the needs of the Company.

3. You shall undergo a probationary period of six (6) months from commencement date of your employment
during which period you will undergo training to be able to perform your duties and tasks accordingly. During
this probationary period, you shall be expected to meet the standards imposed by the Company for
regularization of your employment and to adequately qualify and pass the training. Your failure to meet the
foregoing requirements shall be ground for termination of your probationary employment.

Remuneration

Your basic salary is ehp I 6,000.00 gross plus monthly allowance of Php2,400.00 you shall be entitled to !O%-

night differential (coveringthe period 10PM to 64M) and you shall also be eligibleto receive L3th month pay in

accordance with the Labor Code.

The Company shall deduct from your basic salary the amount of withholding taxes, Social Security System

contributions and other government mandated contributions or agreed deductions.

Working Schedule

6. Your working days shall be five (5) days a week, with two (2) days as rest days. Your working hours shall be eight
(8) hours per day, excluding L-hour break period or forty (40) hours a week. Your specific work-days and hours
will be determined by your immediate supervisor in relation to business needs.

Training

Trainees shall undergo 3 months of probationary employment training in the Areas of (areas of trainine)
necessarytoequipthemwiththeskillsandaptitudeforthejobtobeundertaken. Trainees'performanceshall
be graded accordingly as the training progresses. Trainees who shall pass the training shall be expected to
continue with their probationary employment until the 6th month when they shall be subject to a performance
evaluation necessary for regu larization.

Trainees who do not pass the training or who shall incur unexcused and unauthorized absences or tardiness in

violation of the Attendance Policy and iPloy Code of Conduct shall be asked to discontinue their probationary
contract of employment.

Holidays and Leave

9. Upon regularization, you shall be entitled to ten (10) days'vacation leave and ten (10) days slck leave. All
unused sick leaves by the end of the calendar year shall be convertible to cash (a maximum of 10 days).

4.

5.

7.

8.

Page I of4

r



lncorporated g iPw9th floor, Ayala Center Cebu Tower
Bohol Avenue, Cebu Eusiness park

Cebu City 6000

Holiday Pay

l0' youareentitledtoreceiveholidaypayduringdaysthatyoureportforworkwhichfall 
onaphilippineholiday.

Premium computations will be based on what is prescribed by the labor law.

Medical & lnsurance Scheme

l-L' vou are eligible for the benefits under the Medical Benefits Plan of the Company's Group lnsurance on month
of commencement upon the regularization of your employment.

Benefits under the Medical Benefits Plan will be subject to the rules of the plan and terms of applicable
insurance policy, which may be varied from time to time, and are conditional upon you complying with and
satisfying any applicable requirements of insurers.

The Company reserves the right to vary the terms of the Medical Benefits plan from time to time.

Annual Physical Exam

1-2' alt employees shall be required by the Company to undergo several medical laboratory tests and examinations
as part of its Annual Physical Exam. This APE shall be mandatory for all regular employees.

13 ' Further thereto, the Company may require random drug testing for all its employees when it deems necessary.
Employees shall be expected to submit themselves to a random drug test whenever required.

Employee Handbook and Code of Conduct

14' you undertake to abide by the Employee Handbook and the code of conduct issued by the company which
may be amended from time to time. Such Employee Handbook and Code of Conduct shall form an integral part
of this Contract.
Hence, you further agree, in case of any violations thereof, to the disciplinary sanctions, which includes
suspensions, reprimands and dismissal as contained therein.

ln addition, you agree that you may be placed in preventive suspension by the company shou ld it find that your
continued employment poses a serious and imminent threat to the life and/or property of the Company
including the latter's directors and officers.

Confidentiality

1 5. tn entering this Contract, you agree and undertake:
a. to maintain the confidentially of the contents of this contract, and
b' that at all times during and after your employment under this Contract you will keep confidential and

not disclose matters on compensation and benefits or any Confidential lnformation to your client or
any person other; and

c' that immediately upon the request of the company or upon the termination of your employment with
the Company you will deliver to the Company all confidential lnformation, stored in hard copy or in
any electronic, magnetic or opticalform, which is in your control or possession.

For the purposes of this Contract, "Confidential lnformation" means any trade secrets, technical knowledge, concepts,
ideas, designs, programs, processes, procedures, innovations, inventions, data bases, data surveys, customer lists or
information, sales plans or marketing plans, research, software, records or other information concerning the Company,
related entities or any of their respective customers orsupplies which is secret and confidential (that is, not in the public
domain) of which you became aware during your employment with the company.

Any instance of non-compliance on Confidential lnformation may lead to termination of employment.

"English Only" Language policy

16' yne client's demographic is in North America, all employees shall be strictly required to converse in English

f t 
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;- = ::', Ayala Center Cebu Tower
:.: - c. Avenue, Cebu Eusiness Park

aeou City 6000
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23. lfyouremploymentceasesforwhateverreason,youagreeandauthorizetheCompanytomakethenecessary

deductions from your final salary, bonuses, or other benefits that may be due to you to effect settlement or
payment of any unpaid accountability or pending obligations that you may have at the time of the cessation of
your employment. This is without prejudice to the Company's right to resort to any and all available legal
remedies to secure payment or remuneration for any of your outstanding obligations that are not covered by
your final salary, bonuses, or other benefits and any damage incurred by the Company by reason of your act or
omission.

24.tne Company reserves the right to immediately terminate your contract anytime within the probationary
period withoutthe need of a 30-Day Notice in the event of a belowsatisfactory performance, attendance issues
(unscheduled absences, tardiness, over breaks etc.), serious disregard ofcompany rules and policies and other
reasons critical to its interests.

Return of Property

25. upon termination of your employment with the company, for any cause, you must immediately return to the
Company or its authorized representative, all its property including equipment, correspondence, documents,
records, data software, disks and other information-storing medium, specifications, models and all copies,
summaries notes and reproductions thereof, any other property belonging to or relating to the business of the
Company which are in your possession, custody or control.

Entire Agreement

26. mts document together with any attachments, records the agreement between the parties. No previous
negotiations, understandings, contracts, agreements, representations, warranties, memorandum or
commitments will affect the terms and conditions of your employment by the Company.

No oral explanation or information provided by either party to the other shall affect the meaning or
interpretation of this documenU or constitute any collateral agreement, warranty or understanding between
any of the parties to this Agreement.

This Agreement and the employment terms and conditions shall be governed and construed in all respects in
accordance with the Laws of the Republic of the philippines.

As formal confirmation of your acceptance of employment and the foregoing terms and conditions, and to signify your
ign and return to us the duplicate copy of this letter.

Name and Signature/Date OY- 9l -?-'?-

Noted by:

ACCEPTANCE OF OFFER

Conduct and t
read and understood the above terms and conditions of this Agreement. I accept the offer, Code of

and gAdtbns of the employment with the Company.

Abasolo
re over Printed Name

3 0f,lD no.
Date:

.#

Yours sincerely,
For and on

or- 9 ( -,1,.,1-.
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CERTIFICATEGN

June 25,2022

*.

This is to certify that Mr. JASON OSTIA ABASOLO was a REGULAR employee of
SYKES Asia, lnc. from April 26,2021 to June 9, 2022. Fle held the position of CUSTOMER
SERVICE AGENT. His total annual compensation package is One Hundred fr,linety Five
Thousand Pesos (PHP 195,000.00).

This further certifies that he has processed his clearance and has been cleared of all
accountabilities from the Company.

For your information, SYKES Asia, lnc., with Corporate Headquarters located in Tampa,
Florida, USA, provides customer support solutions for the Asia Pacific region through its Manila
and Cebu Call Centers.

This certification is being issued to be used for whatever legal purpose this may sen/e.

M
Mae E. Blanco

Senior Manager, Site Human Resources
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ABASOLO, JASON OSTIA

rrN: 310'340-269'000
157 D F JACA ST., INAYAWAN

CEEU CITY

DATEOFBIRTH: MAY 14, 1988

DATE OF ISSUE: JULY 5,2012: .// ,/
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. Present his mrd when avalllng of discounls or rewards'

. Us of thls card is qovernBd by Terms and Conditions
emuoaiea under Pao-ldlG Fund's dqreem€nts with its partnor

;stablishmsnts sndln th€ Pao-lBlG Loyalty Card AgreemBnt'

This mrd ls non-transfer6bl6.
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or call (92)724-4244 (standsrd ratos apply)
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ABASOLO, JASON

* ' 
,iroRrANr

The lurnber r>n ihis cord is your pertnonenl PhilHeolth Number

Use the norne ond PhilHecrllh Number os indicoted in ihis

coro in oll your tronsoctior,s with PhilHeolth

ln cose of loss of this cord, pleose notify PhilHeolth ond opply

for :r replocernent. Do nol opply for o new number'

DR. REY rkr,"o
Presi,lenl [,nd CEO
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D4ttblic of the PhiliPPines
PHILIPPINE HEALTH INSUF'.I3E CORPORATION
&f, Golden Peak Tower, Gorordo Ave,,, trcario St., Cebu City 6000
(032) 233 7407 (032) 233 7s23 (032) 23T1287 (fax) (032) 233 3281 (032) 233 787 |
ivww. p h i I h eal th. iov.'p h MDR

MEMBER DATA RECORD
MEMBER INFORMATION

PhilHealth ldentification Number (PlN) :

MemberCategory
Sub-Category

ABASOLO, JASON OSTIA
I57 D F JACA ST. INAYAWAN, CEBU CITY,

CEBU 5OOO

Foreign Address : N/A

Contact No. (Foreign) : N/A
(Local) : 0322724978

12051051 1439
FORMAL ECONOMY

PRIVATE

NHTS Coverage

Effectivity Period

Sex
Date of Birth

Place of Birth

Civil Status
Tax Identiflcation Number :

: Male
: 0511411988

: CEBU CITY, CEBU

: SINGLE

EMPLOYER/ORGANIZED GROUP INFORMATION

Philhealth Number (PEN/POGN)
Name of Employer/Organized Group
Business Address

Telephone Number
Tax ldentification Number

012000022312
vcusToMER PHILTPPTNES (CEBU) INC
,90 cENERAL MAXTLOM AVE, CAMPUTHAW (POB.), CEBU CITY, CEBU

032 5126275
007964541 000

DEPENDENT INFORMATION

PIN Surname Given Name Middle Name Sex Relation Date of Birth

*** NO DECLARED DEPENDENT/S ***

*** NOTHING FOLLOWS ***

WILLIAM O. CHAVEZ
Regional Vice President

PRO - Vll Cebu City

paalala : Basahin ang nilalaman ng MDR. Kung may kulang o mali, ibalik agad upang maidagdag o maiwasto. lngatan ang orihinal na

kopya at huwag ibigay kahit kanino. Kung sakaling gagamit at makikinabang ng benepisyo, magbigay ng kopya sa @epitabr Read the

contents of the MDR. Shoutd there be any data discrepancies, return il back to amend or rectify the error. Take good care of the MDR and do not hand it over to anybody.

Provide photocopy to hospital in case of confinement and availment of benefits.)

Ihls is a system generated report. Signature is not required.
4/1ono18 8:42:O8AM 71oOOO5o 5oOO25o7 I 50002406 I tZZOt2ott 1/s2012

o
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EMPLOYEE STATIC INFORMATION

SS Number 06-29ffim2-4
Member Name ABASOLO, JASON OSTIA
Dste Birth 05-14-1988
Date of Corrsage

IvIEMBER DETAILS

E-l Flag $tatus;

Sex;

Eeporting Dats;

ReBorting lD;
Latest ER lD;
Latest ER Nanre:

Clairn Ftag $afus;
S$ Number Status ,

Transferrod to {New &S ,
Number);

Coverage Satus;
Change in Ccrv'erage Status;

Date of Loan Disqualification ;

S$ Nur$er l^/ithdravral

Page 1of I

\

E.1 FILED

MALE

NO CLAIM

SS NUMEER ACTIYE

PRIOB REGISTRANT

NO STATUSCH'AT,IGE

Reeord Location; CEBU

httpJiprs.ss e.gav.ph:177?'sss-sso/conholler?action=memberDetailr&print-ind=yer
i
I
i
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Tech
mahlndra

CERTIFICATION

This is to certify that Jason Abasolo was an emptoyee of vcusToMER pHlllpplNEs
(GEBU) lNC. (a Tech Mahindra Company) from 10/03/11 to OZt2lnA.He hetd the
position of Associate Team Lead.

This certification is issued upon the request of Jason Abasolo for employment
purposes. vGustomer Cebu shall not be held liable if this certification is used other than
the purpose indicated.

lssued this 01st day of september 2a2a, cebu city, philippines.

#re.-
//

Revnaldo Beluso ll
Manager, Human Resources Cebu.
E 

B 0! 5 ? 3 4 0 8@f e c h M a h i n d ra. c o m
ror Employee Veification, ptease send an email to

Tech Mahindra Sfte:

Fitininvest Tower 2
14m Floor FCC tower Z,
Salinas Dr. corW. Geonzon St
lT Park, Cebu City 6000

Ebloc 3
6th Floor Ebloc 3 ll IT Park Lahug ll
Cebu City, Phils 6000

JESA ITC
4h Floor JESA ITC ll 90 Maxitom Ave.
l! Cebu City, Phils.6000
Philippines

CEBU: Tel +A32 26A g7llocal 510907

(a
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iPloy OPC

9th Floor Ayala Center Cebu Tower,Bohol St., Cebu Business Park, Cebu

City 6000 WiFJ,pv

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 defined under the Health lnsurance Portability and Accountability Act
(HIPAA)Breach Notification Rule 45 CFR 164.400-414.

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 ar

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 Sig Date
O J- Zi - -.:-t--
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iPloy lncorporated
9rH floor, Ayala Center Cebu Tower
Bohol Avenue, Cebu Business Park

Cebu City 6000
ryin-,ev,

I

SIGN.ON BONUS POLICY

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

Eligibility for 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 Floating, AWOL, Terminated and EOC status or other forms of
sepa ration
Must be an active employee on the release date of the sign-on bonus.

Releasing of Sign-On Bonus:

The first release (50%) of the sign-on bonus will be on the 15th day of the succeeding
month of the first anniversary date of the employee.
The second release (50%)of the sign-on bonus will be on the L5th day of the
succeeding month of the second anniversary date of the employee.

Note: Any reschedule after May 24,2022 will forfeit the 50k sign-on bonus but will
continue to enjoy the 25k sign-on bonus.

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

Acknowledgment

I hereby acknowledge that I have read, understand, and agree to the terms and conditions
of the (50K) sign-on bonus policy.

a

a

a

ature Over Printed Name/Date
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EMPLOYEE PERSONAL

Printlegibly. Markappropriateboxes Dwith"/"anduseseparatesheetifnecessary.

DATA SHEET

2. SURNAME ABASoLO l lu

FIRST NAME J A sorJ
MIDDLE NAME oerlA 3. NAME EXTENSION (e.g. Jr., Sr.)

r. DArE oF BrRrH (mm/dd/yyyy) I og t 11 / Qoa 17. RESIDENTIAL ADDRESS

ZIP CODE

18. TELEPHONE NO.

cl,$WpA f*mP.
wrl(ovs Vt LL.fre f
b, s&a{+L&NI tt7
ruwfr Pr4ttc,f.rcl*

,-pqu c ll_*

;. PLACE OF BIRTH cYgv .|ry
5. SEX D Male D Female

7. CIVIL STATUS y'single DWidowed

DMarried DSeparated

DAnnulled DOthers, specify_

bus 6

19. PERMANENT ADDRESS

ZIP CODE

20. TELEPHONE NO.

ts? -D F.7^CA vr,
/r,/*yA\YAp @_Qt)

cft7B. CITIZENSHIP Fttt?tr,lo
l. HEIGHT (m) l'1 rn

10. wElGHr (ks) zD kq,
11. BLOOD TYPE o+ 6oo o

12, GSIS ID NO.

13. PAG-IBIG ID NO. tl,lolo38551,9 1. E-MAIL ADDRESS (if any) abotsof o'$s gnl@,
g"nqil. a rh

14. PHILHEALTH NO. loo5/oSllLl 9al

22. CELLPHONE NO. (if any)

23. EMPLOYEE ID NO.

5. SSS NO. oGLq ogbUt >qggme/?8

t6. TtN 9tb %D!/?olooo

24. SPOUSE'S SURNAME

FIRST NAME

MIDDLE NAME

DATE OF BIRTH

(mm/dd/yyw)

OCCUPATION

EMPLOYER/BUS. NAME

BUSINESS ADDRESS

TELEPHONE NO.

(Continue on separate sheet if necessary)

26. FATHER,S SURNAME

FIRST NAME

MIDDLE NAME

\9AsoLo
PVLWHb 05 tlrpt/?A3
A\M11t6

27. MOTHER'S MAIDEN NAME

SURNAME

FIRST NAME

MIDDLE NAME

osTtA

PVgvcc A
ot /ti /lEbL

01 h? /
25. NAME OF CHILD

(Write full name and list all)

,

I. PERSONAT INFORMATION Team Lead:

II. FAMITY BACKGROUN D

I



aU

b. Have you ever been guilty of any administrative offense? lOres p*o
ltf yES, give details

38. Have you ever been convicted of any crime or violation of any law, decreg
or regulation by any court or tribunal?

lf YES, give details

Have you ever been separated from the service in any following ,oa"r r"rignatiort
, dropped from the rolls, dismissal, termination, end of term, finished

'act, AWOL or phased out, in the public or private sector? lf YES, give details
?as\pnrltN - bth)owwLt

Have you ever been a candidate in a national or local election (except

lf YES, give'details

Pursuantto:(a)lndigenousePeople,5Act(RA837ro;1u1r.a.g,.@
Solo Parents Welfare Act 2000 (RA 8972), please answer the following items:

a. Are you a member of any indigenous group?

b. Are differently abled?

c. Are you a solo parent?

Dyes frro
lf YES, give please specify:_
Dyes ,Druo

lf YES, give plpase specify:_
Dves /o*o
lf YES, give please specify:

REFERENCES (Person not related by consanguinity or affinity to applicant/appointee)

EMPLOYM ENT RECORD (latest)

44.ldeclareunderoaththatthisPersonalDataSheett,as@
correct and complete statement pursuant to the provisions of pertinent laws, rules and regulations of

the Republic of the philippines.

also authorize the agency head/ authorized representative to verify/ validate

contents stated herein. I trust that this information shall remaln confidential.

lD picture taken within the last 6

months 3.5 cm. X 4.5 cm

size)

Computer generated or xerox

copy of picture is not acceptable

COMMUNITY TAX CERTIFICATE NO.

ISSUED AT

ISSUED oN (mm/dd/wwl RIGHT THUMBMARK

IN CASE OF EMERGENCY:



iPloV lncorporated
11th Floor MSY Tower

Pescadores Road Cebu Business Park,

.Cebu City 6000

(J

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

t, 5A,btl A@.SbLD lrereby authorize lploy lnc. and/or it's representatives to

make investigation of my bacl<ground, references, character, past employment, consumer reports,

education, and criminal history record infornratiort which may be in any state or local files,

includingthose maintained by both public and private organrzations, and all public records, forthe

purpose of confirming the information contairreci on rny application andlor obtainrng other

Information which may be material to nry qualrficatrorrs for employrnent. A telephone facsimile

(fax), scanned copy or xerographrc copy of thrs consent shall be considered as valid as the original

consent.

I hereby consent to the Company's verifying all the information I have provided on my application

form. lalso agree to execute as a condition of employment or a condition of continued

employment any additional wrrtten authorization necessary for the company to obtarn access to

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

that otherwise might arise from supplying the Cornpany with information it may request pursuant

to this release. I understand that any false answers or statements, or misrepresentations by

omission made by me on this applicatiorr or any relatecl document, will be sufficient for rejection

of my application or of my immediate disclrarge sl'rould such falsifications or misrepresentations

be discovered after I am emPloYed.

lrelease lploy lnc., its employees, designated representatives, agents, officers and trusteesfrom

any and all claims of liability or damage dLte to either the procurement or the true and accurate

disclosure of such records or information.

Applicant Name: JADTI fieAsoLo

zAOW-?A

Present Acldress: PUUIA

sN)vu-ApD tr
$qcy\ 9oc

Social Security Number: Date of Birth: o'- l+ -@

Signatu re:

a

Date. O5- l-9 - ?'2/



oiPIoy Incorporated

11th Floor MSY Tower

Pescadores Road Cebu Business Park,

Cebu City 6000

DRESS CODE POLICY

(What NOT to wear to work)

Policv

All iPloy Stafflng Solutions employees are expected to wear clothing that is appropriate for their 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 that is clean and in good repair, and presents

a professional image. Management may make exceptions for special occasions, and will worl< with Human

Resources to determine whether attire is unprofessional on a case by-case basis.

Examples of unprofessional attire include but are not limited to:

For Female Employees:

1. Clothing with a printed message, slogan, political messages, picture or art depicting drugs, alcohol,

smoking, sex, weapons, violence, or that is obscene or disrespectful;

2. Strapless dresses or tops unless such garments are covered by another article of clothing always

(e.9., a sweater or jacket)

3. Spaghetti straps, lingerie inspired garments unless such garments are covered by another article

of clothing always (e.9., a sweater or jacl<et);

4. Leggings, jeggings, sweat pants, jogging pants and pajamas

5. Stomach exposing tops

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

8. Flip-flops or Sandals. Anything that shows toe/s
9. Tattered pants

10. Shirts without collar

1-1. Short pants

For Male Employees

1,. Clothing with a printed message, slogan, political messages, picture or art deplcting 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.,

a 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. Jogging pants, sweat pants and pajamas

o



iPloy lncorporated

11th Floor MSY Tower

Pescadores Road Cebu Business Park,

Cebu City 6000
fffrJ.pv

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 Policy will be strictly implemented from Mondays - Thursdays. Employees can wear their

preferred clothing/s every Fridays however it should still be within the acceptable borderline of DECENCY.

Name:

of - 23 'Z'L-
Signature:

J,lroN AWoL0



iPloy Gift Policy

The aim of this policy is 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 is not exchanged. Payments for travel, entertainment and

food are also considered as gifts.

Employees are required NOT to solicit or accept for personal benefit directly or indirectly any gift from

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

Company. Any gift with a substantial monetary value of more than Php200 should be returned to the

giver.

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

tagged under Level 2 offense and follow these progression:

a. L't lnstance - Written Warning

b. 2nd lnstance- FinalWritten Warning

c. 3'd lnstance- Dismissal

lf 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 foregoing policies, rules and conditions governing

the iPloy Gift Policy.

AgAsoLo

Signatu re: Date: os-?A - L2'-

o



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:

o publishing material that is defamatory, abusive or offensive in relation to any employee, manager,

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

Publishing any confidential or business-sensitive information about 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 association with the company when using online social networks. You mus:

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

identify yourself as an employee, ensure your profile and related content is consistent with ho',.'

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

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

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

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 t .

found that any information breaches any policy, such as breaching confidentiality or bringing l-=

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.

o 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.

o 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.

o 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.

r Once 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 comments to a customer,

o 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 key guiding principles that employees should note when

using social media tools:

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

o Regularly review your privacy settings on social media platforms to ensure they provide you with

sufficient personal protection and limit access by others;

o 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



. At all times respect copyright and inter,e--a o'cperty rights of information you encounter on

the internet. This may require obtaining approcriate permission to make use of information. 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 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 policies, strategies or opinions to employees.

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related

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

This policy is not exhaustive. ln 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 consistent with your

responsibilities towards the company. ln case of any doubt, you should consult with your manager.

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

a. 1't Instance - Written Warning

b. 2nd lnstance- Final Written Warning

c. 3'd lnstance- Dismissal

Employee Acknowledgement

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

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

property. Further, I 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, identified, expected or

presumed.

JAD'J l(WoLo

O€- ?9 -'/'2-
Signature:

f''-J\./



lg;lp
1i.lst l*tfrF#;il,r.:
i 1rh r:lixr t.ti,i t,)#r
Pirr(indr)ri.r llsrd (ebu lIilrir:fst }nah.

c(bt rlrty 6$ilu

Dat*
Tu

Frorn

l hru

Subject

February 22, ?il1"S

ALL TMPLOYICS ESNCTRNED

Human Rgs*urces

CIperations Manager
wonKPLACt r$LlcYANn pfto$RAil{ SN MIV/AIES

1, OBJFTTIVI

l.l. lrr cottii;rr:ily n,ith $,*pi,thlic Aet Ns, $5i14 *tlrer"u,iise k.nowr"t e: the Fhilippirir:

AIDS fr*ver:ir*r"r ard Ci:ntrri Act r:f l?$S wirich rec*g1ni:** r,v*tkpiar*-bas*d

fliogr;trns ils i F*lBr]i t**l it;;tddrts:iing Hl\:lAlilS *: an itllern,.iiir-:llral

;.:;.irrclermic prribiern, lhis r.r:mpany pr:lity is here[:y itsuuci ir:r lh* iniotr"r:;,ili*r'l

anrJ gr:id*nr:e *f th* en.rplcye*s in the rli*g*r*sil, f r*al.menl. *nd Srr:vet:li*ri t{
HIV/AlD5,n lht workpl;r**"

.1,2. l'his pr:licy is xlso xim*d at addr*srjng thl* rttsmfr attachxc ls HlvlAllls *n*
*n!ur$i thet lhr w*rk*rs' right ag;rr*"rsl .{iscrimrnati*n aneJ ronfi**r}iolity i-

mainixir,*d.

;.. covtaRA6[

,1.1.l'his Frogram sh*ll apply to *11 *nrplcye*rs r*gatell*xs *f X.hetr *nlpl*yr])ell
;t8tu r.

3. iMPl"i:r\,1t,NTt'!S ST&UCI'Uft l:

3.'t. iplny 1xs. t-ilg/Ail)S Prngrari :haii re nr;rn;r6,-.r:ri hy its h*tlNh anrj ra{*ty

**mmiilre *snsi:;ts *f repre:,enlatirre$ frelm the diffnrlltt rJivisrorrc ar']d

d*partm*rrl.l"

d. POLICY STAITMIIdT

4.1., I]ASiC INf,TJHMATION $T'I HIViAIDS

,x.1,1". Wl'r;rt i* HtvlAlSS?

4.1.1.1. lt i:; a diseii:* caus*d by a virus t,:lleej HIV iHutll.rrt
ir:tmurrrd*iici*nry Vir*sl. "{hir: virrt ri*re,ly w*aket:; a 1:,'ur:it.rri's

ai:ility lu fight t:ff oth*r diseases hy attaching itlt*f t* and

de*rr:yillg i*rp*rla*l r*lis" th.lt c*rrti*l ,trtd lupp*rrl lhc h*r'nari

irnr"lruil* Sysl*r11.

,1..1.3 H*u; ll!VlAlil:; i{ rrntfiitted?

4.1.:,1, Unpmieti*d $*x \i?i{h 'ln HIV inf"*cted perSsxi



iPlay , ${arprralr'{$
I I th !,e{,r *1 Y lasct
Fercarlores lluari C+b[ 1]u$ln$6 9srt.

tchs $rty $$$0

&'moy
rt.1.2.?. Fr*r* an inf*cteel motl-r*r tm lr*r" st^tild {**ring i}regna$ilY. st

btrth through br*ast feedirtg);

4.1.].3. lntnaveno*s drug us* with csntaminated needles;

4.1".2,4. Transflisi$n v;ith inf*cted h**nd ar:d blu*rJ products;;:nd

4.1.2"5. Unsafe, ufipriltected {$ntact v+ith infecled hl**d ancJ ble*ding
w*unds of an inf*cted Pcr*on.

ls ther"* ;l c*r*?

l.i" Ik:. Holn",ev*r, there nte antil*trcvir*l drug t*rnbi*at;,ltrs that

;:re avi:iluL,le wh*ln prupnrly u*ed, r*sr:tt in prol*ngtd :iurvival nf
pe*pfe with H?V. H*li*tic f;xre uf p*uplx living with HIV-AIL]* and

compr*h*nsiv* treatr*$ilt *f *pp{:}rtl!r}rsItc infelltons *tso

clr*n:atically irnpruv* q*ality uf li{e.

suinr tll\J[5

: 1 [)reventrve St rat*fli.*s

i. t. i. C*ndxrt c.f Hlt;'-AlD5 Eriu*ati*n.

5,1.1.1. !,\1h*willc*ndu*t?

The Medic*l Clinir r:f ipl*y lnc.-.in ***rdinatiorr with {he i-}ea}lh **d
lxfrty Comrrittee shali condu*l H,V-A|*S *dlrcatton to ail employees

f*r free. This shsll a{s* fi:rm p*rt *f th* trisnt;ti*n of n*wly hir*d
empl*y**s. The srandxrdieed inf*rmatisn p0cl{09* derml*p*d by t}t*
llepartmert uf Labor *nd Implnyn]enl {l}Sl"[i may be us*d f*r thil
purp0**.

5.1,1.2" How will it be contiucted?

The l''llV-AIDS edumtion will he cn*dutt*d thrr:r";gh distribiltio* $nd

posting *f l[{ materi*ls, l*ctures, e*uns*lling ar:d trsirtl*g *nd

inf*rmalion *n *dh*rence to *txndard cr univ*r-lol pre*autions in the
tvcnkplacn

5.1".2. Sdr*ening, Diagni:slx, Treatrnsnt and Referral ts l-'lnalth Car* Servin*s

5.1,2.1. licre**ing f*r lllV a$ a prer*quisite tqr er,'lpluyrncnt is ljot
mandat*ry.

5.1".?.:. Th* cetrnpany shall snfl*ill'*So pr:sitive hestth s*eking behavior

through Vrluntr:ry Counseling and Testing.

o



i,f"fsvbiti*y lncor0orrt€d
ilth Fl,.nrr h{$Y Tower
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5.1.2"3" The company shall establish s referr*l system cnd provide

a(cflss ta diagnostic and reatment s*rvices for it* workers. Referral

to Social Hygicne Clinics of LSU fr:r HIV screening shall be facilitated

try the c$mpsny's medical clinic staff.

5.1.2,4. The company shall likewise faciiitate access to livelihnod
". assistanc* for the affected employee and hislher families, being

offered hy other gsvernrnent agenci*s.

6. SCICIAL POLICY 
t

6.1. N*n-discriminatory Policy and Practices

6.:^1. Diseriminatian in any form from pr*-empl*yment to po!t-

employment, incl*ding hiring, promotlfin *r assignrnent, terminatir:n of
employment based on the actual, perceived sr $uspected HIV stat*s of

an individual is prohibitecl,

6.1^2. Workplace mansgement af sick *mr:loyees shail nr:t differ from that of
any *ther illness,

6.1.3. Discriminalory act done by an officer or an employee against their
co-officer or co-employee shall likewise be penalited.

6.2. ConfideiltialitylNon-Disciosure Folicy

6.2.1"^ Access to personal data relating tCI a wsrker's HIV statu$ shaln be

bound by the rules of cr*fidentiality con$istent with provlsions of R.A.

8504 and {h* ILS Code of Practice.

6.2.2. Joh applieants and workers shali n*t bc comp*llEd to disclos* rheir

HIV/AIDS status and other related mediral inf*rrnution.

S.;.3. Co-employees shall not be obliged to reveal any per$onal information

relating to the HlvlAlilS status of fellow workers'

6.3. Work-,{*cornmodation and Arrangement

6.3.1. Th* conrpany shall take mca$ure$ to reasonably accornrnodate

employees with AIES related illnesses.

5,3.2. Agreements made betw*en the csmpany and empioyee's

representatives shall reflect ffieasirre$ thal wilf support workerl with

HIV/AIDS thr*ugh flexible leave arrangem*nts, resclreduling of working

time and arrfinsernent f*r return t* wrrk'
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7. ROLES AND RISPSNSItsILIITS OT IMPLfiYIRS ANS [MPI"CIYTT"S

7. 1.. Employer's Responsibiliti*s

7.1.1. The Cornpany. together with employees/ lab*r organieationsi cftmpeny

focal"l:ersonn*l fsr hum*n res*urce$. snfety and health p*rsonnel shall

dev*l*p, implement, monitor and evaluate th* workplace puiicy anri

program on HIV/AIDS.

?.L"?.. Provicle inlormation, *ducation and training *n HtV/,AlSS for itE

workforce.

7.1.3. Ensure nan-discrimrnatory prxcti*es in ihe w*rkplxr:e afid thfft the
policy and program *dh*res tn existing legislatinns xnd Suici*lin*s.

7.1.4. Insure rcnfidentialily $f the heajth Etat{J! uf 1ts ernplay*er *nd t}:*
access to medical records is limited t* authoe"ized personnel.

7.7.5. Ihe Company, through its Human Resourc*s Dep;lrtment, rhall see to
it that their csmpany policy and progrum i.t odequately funcied anr:l made

known t* all employees,

7.1.6. Ths Health and Safety Comrnittee, iogether with enrployees/ labar

organizations shall jointty r"eview the policy and pragranr and continr"** to
impr*ve these by networking with governm€nt ond organiraticns
prOmsiins HIV prev*nti*n.

7.2, Imployees' Respcr"rs] bil ities

7.2.1. Th* *mployee's *rganirati*n shall undertake an afltive role in

*ducating and training their members sn HIV prevention and control.

Promote and practice a healthy lifestyl* with ernphasis on avoiding high

risk behavior and other risk fact*rs that *xprse work*rs to increased risk

of HIV inf*ctir:n,

7.2"2. Employees shall practic* ncn-dlscrimi*atory acts against co-employees

7.2.3. Empl*yees and their organieation shall not have access to personnel

data relating to a wrrket"s HIV status.

7.2.4. Irnpfoyees shall carxply with universal precaution arid preventive

rneasures.
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8, IMPLEMENTATION AND MONITORING

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

9. f;.r-r-ECTTV|TY

9.1". This Policy shall take place *ffective imr*ediately and shall be made known to
every employee.

o_
&'

Prepared r, *r**kffi**
i-rr;;;[-.*"*

Reviewed by:

Approved by: Yrirsei*Y,-Si:sassr
csil
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b'
January 1, 2018

ALL EMPLOYEES CONCERNED

Human Resources

Operations Manager
woRKpLAC[ Pci-lcv AND PROGRAM ON TUSERCULOSIS (TB) PREVENTION

ANN TSNTNOL

1. OBJECTIVE

L.L.To assist the gover$ment in its campaign againrl Tubetculosir {IB} in compliance

with ihe Department of Lah*r and [mployrnent's Dep:ariffent Orde'r l{er. 73-05,

seriel of ]005 * Guid*lines for tlre lrnplemenlati*n crl Folicy and Program on

Tubercuiosis {1-B} Preventir:n and Control in the Wtrkplate^

1.^2,To grovide initilltives ts prevent the *utbreak onr* spread of tuberculo$is in lhe
r,vorkplace, anrJ to trflat. car(, anri rupp*rt *mpioyees who becorn* affiicted witlr
tuberculcsis

COVERAGE

2.l".1his Program shall apply la all employ**s regardless of their empl*yment ststu$.

POLICY STATEMTNT

3.1.The cc,mpany seeks the pr*v*ntinn of thr spread of tuberculosis, a! well as the
treatmetlt, rehabilitation, and restoration tr: wtrk eif empluysss wlto ccntract

this disease, To *chieve this goal, all ernplorle**.ar* stri{Ily.rn-andglle-d.,1p VilderEg

an..An.n U 
q I nhy*ila I exa m i r{tipft with.lh$. req u i s it"q.$,hert x-r!ly.

3"2.Also" in line with this, * Tfi ;war*nesi program shail be undartaken lhrough

information dissemination, which shall include its natilre. lrequency {nccurrence
in a seleci.erj population) and transmission, treatment with Directly Obserued

Treatm*nt Short Cour$e (DilT5l, and con"rrnl and manag*m*nt of TB in the

workplace. This shali b* handied by the Oflice of Health Servlees {tnfirmary} or

the partner health provid*r of IPLOY lNC" in conjunction with th* Operations

Manager and of{ix of Human R*source through the company'l accr*diied

health provider.

3.3.The DOTS is a comprehensive strategy tc contrnl T3, and is cornposed of five

c0lxprfi ents, which are:

3.3.1. Political wili or rorrmilment to enduring sustain*d ancl quality TB

treatment *nd c*nlrol aclivities;

3.3.i, Case detection by spiltum-sfi'tear microscopy among symptomatic
patient5;

2,

a

I
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3.3 3 S:aroard slor:-cc.r!-se cnei'ir3:-:'apy using regimeris of 6 to 8 months for
aii confirrned active TB cases ('.e., smear posrtive or those validated by the

TB Diagnostic Cornmittee). Compieie drug taking through direct

observation by a designated treatment pai'tner. during the whole course ol
the treatment reglmen;

3.3.4. A regular, uninterrupled supply of all anti-tuberculosir drugs and ollrer
materials;

3,3.5. A standard recr:r<1ing and reporting systen') that allows assessmefit of case

fincling and irgalmeni sutcomes for each patienl and oi tuberculosis c*nlrol
pregram's perfnrmonre overall !

3.4.trnployees musl be given proper information on ways of strengthening their
irnmune responses against TB infection. i.e., inforn:ation on good nutrition,

adequate rest, avoidanre of tobacco and alcohol, artl good personal hygiene
prartices. Hcwever, it shculd be unders*or*d that intensive efforts in the
preuenlion oF the spread sf the disease mu$i he g*ared tnwards accurate

informatior on its etiology and ron"rpl*te performance cverall.

3.5. I mpruvi ng workplace r*nditi,-rns:

3.5.1. To ensure that contamination frsm TB airborne particles is controiled,

workplaces n:ust pravide adequat* and appropriate ventilation {CIOlt-
Occupational Saf*ty and Health Stnildards, 05H5, Rule 1076.01) and there

shall be adequaie sanitary facilitiel [or worke rs.

3.5.2. The number of employees in a wnrk ar*a rhall n*t exceeeJ the r*quired

number for * specified area and sholl oi:serve the standard for space

r*quirernent. {05HS Rule 106?}

3,6.Capability bui{ding on T'B awarenesr raisir"rg ancl training nn TB case Finding, Case

t-{olding. Rep**ing and Rec*rding *f cases and the implemenlation of DCITS shall

be given to Company health personnel cr the occ$petiunal safety and health

conrmittes.

"1.7. Social Policie.::

3,7.1^ Nan-discrirninstion: Irnployees who have or h*d TS shall not be

discriminated against. lnstead, they shall be supported with adeq*ate

diagnosis and treatmentu and shali be €niitled to work for as iong as they *re
certified by the Compony's accredited health provider as rnedically fit and

shall be reslored to work as soon as their illness is c*rtroll*d.
3.7.3. Work Accommodation: l"hrough agrfern*nts n:ad* between the

milnage{n{rni and the employe*s, tv*rk *cc*mm*dation msalllres to
.$upport employees with TB is enc*uraged through flexihie leave

arrangern€nts, rescheduling of working tirnes, and arrangements for r*iurn
lo work.
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3.7.3, ft*strratlr;r t* Wnrk; The employee maY i:e all$wed t0 return to work

wjth r*arftRa*i* w*rking arrengements as determin*d hy lhe c0ffipany's

Health Care Pr*vid*r arrdlr:r lhe DOTS provider'

3,8. Ernpl*)ree R*spn*ribilitY:

3.8,1. tmpl*yees who have iyrfipt(rms of TB shall immediately sesk alsislance

fron: the Company's l-lealth Serrrices Provider'

3,8.1,:". An ernpl*yee who has the symploms ol:18 is requir*d tu initially

wear a face mask (especially whiie inside the offirei and observe goad

hygier]e practices. at lea:t until d*clar*d hy ;r c$mpet*nt medical

prartiti*n*r to b* safle from transnrission.

3.S.1.3. Similarly, fur tho$e at rilk, i.e,, th*se with family menrb*rs with 1"t]

or those expos*d to a co-employee with TB, it wsuld be prudent to

rbserve the saffro good hygien* practices until declared free front the

disease and safe frcm transmission.

3.8.:. Once diagn*s*rj to b* with TB, employecs shall immediately r*ek

treatment eilher through th* Department r:i l-leatth's *$TS or a Brivat*
physirian of the empl*yee's ch*ice. Hr:wever, it is inperative that the one

strictly adheres to the cour$e of treatment. tailing to dutifully observe the

treatment aourstr nr*y give rise Io complicatir:ns, $uch as r*sistance or sven

thE failure of lreatrnenl, which may make it har'der to treat lhe infection and

result in a lnnger absenr*.

3,8.2,1. An absenc* lrom work due tr: medical reasons of *vur tix [tiJ

month$ may result in the lerrninalion of one's empiryment as

provided fnr hy the Labnr cod* of the Fhilippines undet F'rt. 2s4 *
. Dinease as Sr*uncl far Terminalion.

3.S.3. tmploy*es are requir*d to undergo un annual compulsory chest x-ray

t.hrcrugh the Annual Physical fixar"nination. lf for any rsason an employee

fails to secure a chest x-ray at that time, he/she sh*lf be direcled to sef,ur* ;I

chest x-ray at an accredited clinic hy his/her raspectiv€ lnfirmary/Health

Services.

3.$.l"he f,ompany shall enlure that any TS oceurrence in lhe workplace ir troced ancl

that all cc!fitarts are clinicaliy at$essed, as much as feasibl*.

3.10, An empluyee alTlicted with TB, wha has volltntarily unrlergone th*

treatment and rehabilitation program {DOT$} presrihed, and whr: is finally

declared to be in a non-csmmilnicable sta&r, may be allowed back to work

subject tCI heinfi glven a medical clearancr: by a {ornpany designated physician'

3.1i. [mplcyees {th*se afflicted with the disease or th*se identified under

contact tracing) wlro ref'ilse to cooperate and rJulifully obs*rve lawful
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inslrucl.rons (undergo a medical checx-up atd/or lreatmenii. r'nay be sub.lect io
disciplinary action proceedings for ;nsubordination tthe penalty of which may

ranse $p to ihe ternlination of one's erroloyment).

4. pRS,f[r]unE

4"1.Tlre r**pective t'{eaith Sesvieer of lhs Cornpany {onri/or tl'r* c*rrtre*t*d Health

Services Fr*vidcr) shall co$rdirlst* vdith ths *{fl$pfrtirnal S*fety *nd Hrtallh

Cent*r wh* shall provide preventiv* an*i technic*l assist*nte in th*
irnplenr*ntati*n o{ th* Workplace 'Iffi Cpntrol and M*nag*men( Frogr;*n':.

4.?"An efi$l*yee whc ur**rgr]*$ the Annual Physiral fixarflinotjon witt: fhe requisile

chest x-ray will hav* his/hcr m*dir:xl r*er:rd forwarded ts {pmpany clinic/H&[.
[mpl*ye*:s wf'ro fall tr: undergu {h$ requi$itq annua} chest x-ray shall he dir*eted
ts securr sne frI on *ccredited clinic or by his/her pref*r"r*d lnfirnraryjHeelth
c ^-. ,; -^-JHI ?'LU},

4.:.1. 'I"hose with rnedical findrngs shall tr* requir*d ts undergs further n:edic*l
ch*ck-up. Al? nredlcal r*sord* tn cunnwtion with tfiis se*ondl further check-

up shail h* suhmitted to e*rtpany ctiniclHR$ and his/her respectiv*
I nfirrnarylHeaIth Servi*es.

4,2.2" The *mplnyee shallth*r"r eo*rdin*t* with r*ffipafiy clinicll'{flil **d hi*/f:*r
respective ln{irrnarylH*alth $ilruices f*r t}Te nsxt step$.

4.3.An employ*e wi"rq: ir :;*spect*d tc Se af{licted with I*, wl"r*ther as x diroct susp*{t
or i:y contact traring, shall {osperate fuliy with hislh*r r*spettive
lrlirmarylH*alth S*rvir*s {xnd/or the c*ntr;}et*r} He*ltt-r Servi*as provider}. }{

iil* ernployeo tq$is p$sitive fr:r TB, the employ*e slinlt undergo the fiOT5
pr$gf3m l* its c*m$l*{icn.

4.4,11lhe employr* needs tr: *nd*rgu a l**ve *f ab**nce t* rg{$perate, h*,ichc wili

be aliowed t* u$€ the appr*pri*le l**v* hefor* h*/she may r*e1u*st t* he
permitted to g* un a Leave of Absenre wilhout Pay {LfrA},

r1-4.1t. The enrptoyes:hall rhserve the r*quisite prnc*dure in applying lor a

leav*.

4.4.?. The Unit conc*rri*d rhall rnl*r* that the requirile pr*ceduret arc

nhsenred by the *mpf*'yse and ih*t th* *cntpa*y clini* is titrly inf*ryned.

4"5.An emplayee n:ay he all*wed t* Ss sn a ur*dical ieave nf ahselrce {with*ut pily}

ior a m*ximurrr p*rird *i six tS) rr:onths. Th* c**cernxd emp$*yee shall submit
an application f*r a le*v* tlf *bsencc hef*r* guing un leave. $aid l**ve
appiiration shall h* suhjeet tu *pprova? al the *al* disrr*li*n *f th* Comp*ny
lr4anagem*nt,

4,5.L. i li* :am* prc.re*dur*s xnder 4.3,l t* 4,2.? shall h* ohserv*d.

I
t
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4 6.After- treatment, with a maximum pei od oi sil 15i ..nontns cn ieave (wrinout oaYl,

an emplOyee foUnd to be cured or in a non-Communicable stage of TB may Oe

ailowed back to work, provided that the employee's health shall continue to oe

monitored during the annual physical examinataon with the requisite chest x-ray

$r a$ $.)?y be deerrrrd necessary by the Unit Health Services {lnfirmary) or

c*rltra*l*d l{ea}th Servic*s provider.

4.7.The enrpl*yeq rstllrnirrg ls work shall be required by th* tu'la*agt*nnent ro $ecilre

a *:rdictl clearance $rom a rnedieal dortor ch*ssn by the C*mpa*y b*fcr* h*i*g

allowed t0 retur* to rvork,

4.8.The HRil wili initiilte disciplinary pr*ceedings against anypr'rpl*yec f*und t* havu

dilr*ntirru*d ltedlffiEitt irr d*fiance cf nr*dir*i *,lvie*, *l who r*fus*s tm uN$etg*

the full treirlm*nl ceurse pr*scrib*d. Lik*r,rriE*, employee* who ar* r:rder*qi to

**cjer6* a rheei<-utrr due to csiltact tla{in$ but refuse to d* s* will xlss fae*

discipiinary a*ti*n prr:c**c*ingr. ?n b*th nam*, the maximum $anctron appircable

for ins*bordin*tl*r: will b* the terminatl*n *f *re's empl*yment, i{ it ir Sernr:red

warri*nted.

tM PLTMENTATI*N ASi D MOI{'Tfi EIN$

5.1".The Safety xnd Hexlth Committee or ils rount*rpxrt shsllReriodically monit*r *nd

evaiuate the ireplenr*r:lati*n sf this Frlicy and Progrrn'1"

TFFETTryITY

S.l.This Foliey shali tak* piare *ffective immsdimtely xnd shall b* made tcnown t*
et:erln er*plmr,,ee ,

Frep*rer:l byr

Revier.red by:

Approx*t$ by: f is,:,pFl Y. Siriinggt
cti$

l lultrxr: $l*slrutces

\r
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February 22,2018
ALL EMPLOYEES CONCERNED

Human Resources

Operations Manager
WORKPLACE POLICY AND PROGRAM ON HHPATITIS B

1. OBJICTIVT

1,"1.lpir:y lnc. is rornmiteri lo ccnform lo the *siablished standxlds assurar:cr nf

c;tslilmer :a{islact{on, protection of our enviri:nnrEnt and healih and salety in

lhe workplaces.

1,2.fhe cnmpany promotes and ensureE n herlthy environrnant thr*ugfr its varinus

health prograrn$ to aaf*guard its ernployees. And as pa{ *f the coffipany's

uorlpliance to DOLE Department Adviso:'y lrlo. 05, Series of 301"0 {fiuidelines for

the lnrpl*mentation of a Workpl*ce Folicy and Prrgram on Hepatiti$ 8), this

Frogram has been devehned. This program is aimed to address the .stigma

attached to hepatiti$ & and to ensure that ihe ernployees' right agai*st

discrimination and confidentiality is rnaintained.

1.3.Ihis guideline is foi'nruialed for everybocly's ir:formalion afid referenc* for th*
diagnosis, treatment, and prevention oF H*patitis B. This will inform the

employees af their role as well as the canrpany in dealing with Hepatitis $, A

heallhy environrnent encornpa$$es a good working relationship and great sulput
for conlinur:us hi,lsines: growth.

COVTTAGT

7-.1, i h,s Program shall apply io aii *nrpiayees reglrdiesl of th*ir smpl*yn:*n: :taius.

PSLICY $TATEMTNT

3. 1. lm plementing Structure

3.1^,1^ lploy lnc, Hepatitis B workplace policy and Frosram *hall he managed by

its health and safely committee. Each division or department *I lh*
Cornpany shall be duly repr*sentec{.

3.2,Guidelines

3.:.1. fiducation

3":.1..1. Hepatili: B shall be conducted through distribution and pusting cf
l[C materials and counselling andl or lectur*r; *nd

3.
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Ciirra ,r ci3se coc!'tr.a:,l- ... :- :..e i,eal!r aro safety ccmiTlriiee.

).) .7. Prrverilrve Slraisg,i::,

i"2.2.1. All Lirnl:L,:y*es air erri.ci.iraged lt lie iilnrl:ireci against Hep*liti:i

B ;-ili*r s*tr-lri tt g *1** iilnt. ( ir,.'rnr I h*it pnylitia n -

3.?.2.2. il/*rkploce sanitatlon und prr:p*r wil$l0 mansseffient and clrsposal

thall he mcnit*reri by ttre hE*lth arrd sol*Ly **nryriltee *n x r*$.ul;lr

bssis.

3.;l.ri..l. l)*rui:nai prfilrclivs *{li*ntent ihalj i:e madx *vtrilabl* ;rl ai' trm*:
i*r *ii empioyrelt ard

3,1,.).4. Lrni:luyees wi;l *e gitrl* ir*inirrg and ir"ti*rn:alioil *r *dherenc* h:

It*nd;ll*5 Qr ur:iv*rsal pr*cariion.'-l rn tire wnrhplgce.

4, 50fiA1p0Ll{Y

4"1".1 .1, N*n"discr?nrinainry P*ltcy *nd Practites

4.1..1.1,1. Th*re llrall be ns r}ilrrimln;lti*n ai *ny I*rm against

t-*n:slovees oil {h* bi)*is a{ Ih*ir l-le p;}titis $ statr.ts con$iSl*nl wilh
ll* ;rrt*rr:ati*nal *gr**tr*fils *n n*n-*llsctimlnati*n raliir*d $y

i.n* Philippine: {}L* f111"}. Ir,rrplty**s shall not h* disrriminat*r:
*gi*inst. {r*nr pfe t* pl}xi elr"rf:i*'}vment, i*r:lildil6 lirin6,
prt)r'r3*tirlrl. *r il:r'ig*rn*nl h*cilu;r r:l thtir h*pfiiiii; * !iotus.

4. t. t.1.1. V'i:rkplc*e ffiilnag€iit,ilrlt ti ^sick tmpir:ytts she?i **t dil|*'r

lrom tir*t *f *o'l uti:*r illr:*s:. P*rs$ns witir l-l*patitir S relxt*d
illnesres m;ly work for as long as th*y are medic;llly fit ta wsrk.

,i..:..1.?. {*rrfie*tnttalily

,1.1.1,i.J.. .lcb appfiqarlls and *r-:plny**s sh*ll nclt hn cr:mplei|*d t*
drscir:rn thcir i-i*pal.ili$ B $tatils and oth*r relaled m*dical
infclrn'iati$n. fo-*mpleiyees sh*il n*t ** ublige$ tu r*veol ;rny

p*rs*nal in{ormali*rr ahrut iheir f*llnw *mpl*yees. &rmss t*
pers*n*i dal* reiatlrrg t* *r*ployre's Hep*tilit B $tatu$ sh*li he

bnund by th* rul*s nn e*nfidentiality xnd shall h* strietiy limiterf

to rx*dic*l pers*nnet*r if l*gelly required.

4.1,1".3. W*t"k-Accnmmnd*tion,:nd Arrangement

4.1"1.3.i. Tne coff'rpaily shall take rn*a$llt*$ t* r**:onahiy
;:cu*t"nmnciat* er:rpl*yaxs who are Hepili.ili, & positi\ifl fir wilh
lJ*p.*iitis s " r"*l*tsd lil**lsel.
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Hepaiitis B a'e :':-r.J',lgei 'ro wcrk :^.a-J- ':, : : aa.;
Sr.angeireIlts, ;'escreo.j ; i rEI ct wori(ir g lirre and a rra. gen- e. : i3r

returD to wo!'k.

4.:1..1.4. Screr.nirg" Diagnclsis, Treatment and fteferr"al to llealth Care

Se rr'riCes

4.1,1.4.1. Tl're cclrnpanv shaii cstal:lish a referral system arid provide

access to diagBosiic and treatment services f*r its empioyees fof
appropriaie m edica I eva I uati$nr./ m cn itr:ft ng i: nrJ rrianagem*ni.

4.1 1.,1.2. ,Adherenre io the Silid(linss {nr healthc*r€ prouider$ ofr

lhe evaiunti*r: *f lr*patilis B positlrre cmprluyees il hrghl,,r

*nt,lur;lge d,

4.1.1.4.3. Scre*ning fof Hepfitili$ B xs a plr*r*qiliritf t* empluyrnent
shall not be mandatory.

4.1.il.3. (ur:p*nstrion

4.1,1.5.1, Tl:e totrpirn\i $hall prr".vide scre$s to Srcjal Socurii1,

Syrtem and tmpicryee$ Cnmpenlalion benelits Llnder PD S36 io
an *mploye* contracled with f'lf ilaiilis S infnrtion rn 1.hp

p*linrnr;lnce cl his dt:ty.

5^ ROLES AND RTSPONSISITITITS OF EMPLOYTRS ANN TMFLOYTES

5.J..1.1. [rnployer'u H*spr:nsibilities

5.1.1.1".L, M*nrg*m*nt, lrlgelher w;th empiove*$' orgsnirations,
cr]lnpitny fr:ral per:r:nn*l far humal tessurces, *nrl salety and
h*alth personnel shall develop, in:plcnrxnt, ntrnilcr and evaluate
tlre workplore policy and progranr rn Hepatitis B.

5.1.i.1.2. The l{*alth and Safety Committ*e shall ensure lhat tlreir'

cornpaily policy anri prograrr is adequately fund*d anrl ,nade

knorrr,'n to ali emPloYees'

5.1.1.L.3. The Human Resnurees Department shall r:r:sure thai their
policy and prcigram adhere to existing legislalions and guidelines,

including provisions on lesvss, b*nefits and insurance.

5.1.1.:..4. Managern*nl shall prrvide inf*rmatrcn, educalion and

lraining an Hepalitis B for its wo:"kforce ransistent with the
stand*rdired hasic infr:rrnatisn package developed by the
Hepatitis B TWS; if nr:t availabie within the establishment, then
pr*vitic ;:lc*ess to information.

l/
a-L-,

J
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5.1.L.L"5. the company rhall enluie non-discriminatory practices in

the workpiare.

5.1.1.1.6, The m&nageffie$l r*gelh*r with the compuny f*cal
perscnnel fur hurnarr rerour{es *nd safety and healt}"r :hall

-provide apprcpriate personal prolective equipmcnt to preveilt
Hepatiti$ H exposure, *specially for *mployees expos*d lt:
potentially contsmirlated hlood or bndy fluid^

5.1.1.1..7. Th* Health and Safety Committde, together r,vith the
employ**s' nrganiz;tions shall jcintly review the poiicy and
pr$Hram fqr effeetiveness and csnlirrr:e to improve these by

networking with government and *rganizatlons pr*moting
Hepatilis B pr*vention.

5.1.,1.1".S. The campany shall pnsurs nsnfideiltiality of th* health
statul of its empioyees, inclucling those with Flepatitis tl.

5.i".1-.1".9. Ihe human rc$rturcfls shall enlure lhat arcess to medical
records is limited to auth*rized pers*nnel,

5.1.1".2. fnrployeesHespcnsihiiities

5.1".:..:..1". The employees' organizati*n is required tn urrlertake an

active role in educating and lrnining thrir menrbe$ nn l"iepatitis
B prerrention and contr*I, Fhe f[C Frogrom must also ainr xt
prornottng and practicing a healthy lifestyle with emphasis on
avaidin6 high risk b*havior and other risk factors that

sxp$3e employees to irrcreased risk oI Hepatiiis B

inf€cti*n" f uilrislrnt witlt the standarciized basic ini*rnration
pack;ge deveioped by the l"{*pstitis E TWG.

5.1.1.?,2. Impioyees shail practice non-discrin:inatory artl againsl
co-employees on the gror:nd o{ Hepatitis B status,

5.1.1.2.3, fmplnyees and their nrgani:ations shal] not have access t*
personnel dala relating to an *mpl*yee's l-{epatitis g stfilus, The

rules of cnr:fidentiality shall apply in carrying rut uni*n and
crganirati*n functi*ns.

5.1.1".2,4. Imployees shall compiy with th* universai precaution and

the pr*ventive meosures,

5.1"1,2.5. fimpk:yees with Hepatitis I rnoy i*f*rm the heaith care
provider or the romBany physician on tfieir Hepatiiis S si*tus,
that is, if their work artiviti*$ mey increase the risk nl Hepatitis B

infection and transmission or put the Hep$iitis S posiiive at rish

frr aggravation.

b
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6. IMPLEMENTATION AND MCINITO&If{S

6.1.Within the establishment, thp impl*m*ntation *f th* policy and program shail CIe

monitored and evaluated periodically. The safety and he*ltlr comnrittee or its
counterpart shall be tasked for thir purpose.

7. EFFECTIVITY

7.J..This Foticy shall take plac6 effective immediately and shali be made known to
every empicyee.

Prepared by:

Reviewed by:

Approved hy: Yiitngi Y, SiE*ipser
c[CI

o>-' ?4-7'1-'
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Date

To

Frcrn

Thru
Subject

January 1,201"&

ALt IMpLfiY[[S fn'!C[Rt{[il
Hurnan Res*urees

Operatiuns Manager
NBL]G-FRTI WilRKI}IAC$ PSLKY AITil PRO€RAM

1. OBJrrnV[

1,.1 l1r currrpliance with Articlr: V of Repuhlir Art frir:.9"1{i5,,*therwi:;e known a*

the t-r:n"rprnlr**siv* Dang*r*u* llrugs Art *f 3SS?, and 1ts lntplcm*ntlrtg Rul*s

xnr* llegulalian:; and S*L[ D*paftl"llenl Ord*r- N*.53"03, s*ries of ]003

{Suir.l*lin*s f*r th* tmpl*r*enlati*rr ol a Drug"Free \&I*rkploct Policie* atr<l

Progr*rns fr:r th* l3rivat* S*ttr:rr). lpl*y lrrc" h*r*by ad*pts lh* fiill*wing
prriir:ies atci pr*granrs tu i*rhieve a drr"ig-free workpla*e;

1.,2. (r:nrpany p*licy is tu rxaintalrr a wurkplac* lree of illegal drugs. T* *nsure

that tht *bjerlives *l th* cor)rparly's c*rpirrntr: p*lir:y ar* mel, tht {oiYrpalr}r

i: irnpi*rnenting thit drug"fr*e prssrain. Th* prograt* will have the frlk:wing
element:;:

2, COVIRASI

2.i.I'his Prngrarn :thall *rpiy to all erngilu\rt*: rut{arclle*s *{' their fffiploYrl*ili
!lalils.

3. POI ICY s1'ATIMEITT

The u*e, pr:$session, golicitatirn fof, $r sale *f dangerous clrug* an {$mpar}y
qr-*mis*s ar whiI* pcrfort"'l':ing ;l* assignrne:rt.

Seing irnp*ire*l *r unrlcr the iniir"lenr:e cf ditlrg*r*tts r*rugs *wxy ir*m the

t:srflpany, if such impairrnent *r influence cclv*rsely aff*ets th* employe*'*

rr:*rk p:*rf*n'r1frnc*, th* sxf*ly of th* er"nplr:y*e or of *therg, r:r puts nt li*k

the r*mpany'r r*put*tion.

Passessicn, use, s*licitatiun f*r, *r sale nf dang*rau: dr"ugs ouroy from lh*
coffpsny pr*nris*s, if such activity or inv*{vem*nt ,ildv*rs*ly aff*lcts th*
empioye*': wc;ll* p*rf*rI?1frfl{H, th* i;*f*ty *f th* *rnpl*y*e *r of *tker;, *r
put$ Jt risk the rr:mp*ny's reputatifin.

The pres*nce uf a*V rletert*ble sn]c,unt of d'lr"lger*us drugl igr th*
emplnyee's ty5terfi while at lvr:rk, wFril* CIn th* prn'mis**: n{ th* c*mpany, or
lvhrle cr {ompa*y i:usiness. "}*ngersus Sr*6$" inclurde tiras* listcd in the

Schedul*s *nnexe* t$ th* 1llSl Singt* Ccnv*nti*n or: N*reertic Orugs, as

arrended by the 1973 Pr*turq:I" and in tir* $rlr*ciule: annexeri to tl-re 1971

3.iL

3.2

-1..'r

3.4
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Single Convention *n Psychctropic

altached annex of R'A. 9165.

$ubstafic*$ &s €*umer*tgd in the

4, MANDATORYDRUGTEST

4.1. To ensurs that only those q*alified shal{ be screerrtd ,:nd r*rruited tn prev*nt

the detrimental effects ie.g. /ow*r prr:duclivity; pocr drcislon moklng;

inrressed *ccidents; mcr€ toty'penssfion clrumsi ontj reducrd feom aJforN)

which c*rug use and abuse may causi in the w6rkplac*, the conduct af

mandatory drug l*st shall be required f*r pre-employrnent'

.n.?. lploy lnr, designates comFany accredited ar ;rffiliateeJ center. a duly

accredit*d drug testing frent*r fuy the Department af H*alth {DSH}, au its

authorized drug testing labrrratory.

4.3. The Conrpany rnay also conduct drug testins under any of the following

circumstances:

4,3.I. ftANDOM T[5TlNfi: Officer/ernployees may be selected at randsm fsr

cJrug testing at any interval determined by the Cnmpany'

4,3,?. roR-cAUS[ Tt$Tlfts: The cnmpany maY ask an nfficerlemployee to

subrnit tu a drug test at any time it fe*l$ that the employee may be under

the influence cf drugs, inrluding, bui not limited to, the f*llawing

Cimumstances: evidence of drugS cn or about th* err"lpl*yee'$ pers$n Or

in th* enrployee's vicinity, un*suul condr:ct an the employ**'s pfirt that

rugg*$ts impairm*nt ar lnfluEnce of drugE, negative perforrnanc*

pntterns, or excessive rnd *nexplained absenteeism or tardiness.

4.J.3, rnST-ACCtDtNT TESTING; Any fifficer/employee invclved in a "Near-

Mits" incideflt {}r "Work Accid*nt" under circumstances that suggest

posEible use or influerrce of tirugs moy be asked t* submit ts a drug test.

As defined herein, "Near-Miss" rneans an incident arrsing from or in the

course of work which coLrld have led to inju!'ie$ or fatalities of the

workersandlorconsiderabledamagetotheenrployerhaditncltbeen
curtailed, "WSrk ACcictent" r*f*rs to unplanned or unexpected

ocrurrence that may or may i]ot rssult in perlonai inlury. property

riamage, work stoppage or interfers{'}ce or any c*nrbin*tion thereof of

which arises out o{ and in the course of enrployment'

4.3.4. All drug tests shall employ, among others, two {2}testing methods, the

screening test which will determinB the pasitiv* result as well as the type

of the drug used and the confirmat*ry tsst which will confirm a positive

screening test. Where the confirmatory telt turns positirie, the

company's Assersment Tearn shall evaluate the results and determine
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the level of care and aclministrative irrteru*ntiorts that (*n h* nxtend*d

to the cr:ncern*d e mPlaYee.

4.3.5. lploy lnc. thail infr:rm the nfficer/*mpl*yte whn was subj*ct*d tc a

drug test nf the test-resulls whether pfisitive *r negativ*"

4.3.6. All costi of drug tesling shall be horne by lpl*y tnc'

5. TREATMTNI RTHAEILITATION, AND frEFEARAL

5.'1. An r:fficerlemployee whr:, f*r the first time, is faund positive *f drug use,

shall he referred for treatment and/or rehahilitation in a DOH accredited

c*nter. for this purp$st1, lp[:y lnc. shall pr*vid* a ii.st of at least three (3]

accredited facilities wlrich an empluyee wh* was testtd positive for drugs

may cllocse fron:,

5.2. Fr:l6wing rehahrilitation, the c*mpany's Assessment Team, rn crnsult*tion

with the head af th* rehabilitati*n eenter, shall evaluate the status of th*

clrug dcpendent employee and recunrrnend to the employer the resumption

of the employea's j*b if he/she p05es no seriouts danger tCI hi$1her e0^

' employees and/or the warkPlaee.

5.3. All c$sts fsr the treatment and rehabifitation of the drug dep*ndent

emplcyee shatl be chargecl to his account. Tha period during which lhe

employee is r-lnrJer treatrnent or rehabilitxtion shxll be considered as

authorized leaves.

5.4. Repeated drug u5* even after ample crppr:rtunity {an treatment and

rehahrilitatictn shall be dealt with the corr*sponding penalties under R.A. 9165

and is a ground for dismissal.

6. ADVOCACY, EDUCATIOII ANS TRAINING

6.i". lploy lnc. undertakes to increase lhe awarerress and education of its officers

and employees gfl the adve6e effects of dangerous drugs thrnugh

continuous advocacy, educaticn and training programslactivities to all its

off icers and emPloYees.

S,?, All officers anci employess fire required tr: undergo an orientationy'eduealicn

program befor"e as*sumption of their respective dutics. The program shall

include the following toPic$:

6.2.L. Salient fe*tures of R'A, 9165;

*.2,2. Adverse effects CIf abuse and/nr mi*use *f danger*us drugs rn thg

person, workplace, family and the conrmunity;
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6.2.3. Preventive measures against drug abuse; attd

6.2.4. Steps to take when intervenlion rs needed. as well as sv*ilable servirss

for treatment and rehabilitation-

6.3. To encourage-all officers and *mployees ts iead a h**lthy lifestyle while at

work and at honre, lploy lnc. undertakes tc conduct the fcll*wing activilies as

often as Possible:
6.3.1. Lifestyl* assessment prggrfrms On health nulritiott, wei6ht

filanag€mcnt, stress rnanagernent, alcnhrl abu$c, smoktng cessaticn, and

other indicators of risk diseases;

6.3.2. Health wellness scr*enings is.$t. biood pressur* and fteorf r*fe,

cholesaero/ test, blaad $rlucose erc.);

b.3.3. Sports^ recreational and fun-game activilies; and

6.3.4. CIther activitics promotitrg health and wellness'

?. ROLHS, RIfrI.ITS AT{D RIsPON$ISILNTs OT EMPLOYEB AND IMPLOYET5

7.1. lpfuiy lnc. shall ensure that the workplace policies aad programs on the

prevention and csntrol *f dangerous drugs. ir"rcluding drug teuting, shall be

rJissemir:atecl to all *fficers and employ**s. The entployer *shali obtain a

written acknowi*dgement from the emplnyees that the pclicy has been read

anrJ understr:od bY them.

7.?. lploy tnc. shall maintain the confir:lentislity of all information relating to drug

tett$ or to the identification of r*rug users in lhe wcrkplace; ex{eptions may

be made onlv where required by law, in case nf overriding public health and

safety concsrftt, *r wl:rre such exceptions havE been authnriled in writing by

tlre perlon c*nc*rned.

7.3. All officers and erirployees shall enioy the right to due process, absence of

whirh will render th* referral pr*cedure ineffeclive'

8. CONSTQL,'INCES fiF TOLICY VIOTATIONs

8.1, Any nfficer or employee who uses, possssses, distrlbules, sells ur attempti to

sell, talerates, er transfers dangerous drugs or otherwise c*mrnits other

unlawful acts as defineql under A.rticl* ll of RA 9L65 and ils lmplern*nting

llules arrd Regulati6ns shatl be subject to the pertinenl provisions of the said

ACT.

S.?, ,Any afficer or employee fr:und pcsitive fnr use ol dangerorlr drugs shall be

dealt with adnrinistr*tively in accordance with the provisi*ns of Article 282 of

Book Vl of the I'ahor Code and under &A 9165'

o
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9. IMPLTMTNTATION AND MONITORINfi

g.1.1. The impier"nentatiorl of these poiici*s oftd prflgrams shall he rnonitsred

and evalualed periodically by rnanosemefit tc ertsure a drilS"free

v/orkplace. For this purpose, an Assessmenl Tcfrrfi shall be constituted irt

accurdarlce with D.O. 53-03.

10. EFFECTIVITY

10.i". This Policy shal! take place effective immediataly *nd shail be made

known t* every effiploy**.

1-1. ATTACHTMENT

11.1. Drug-Frte Workplace Folicy and Prngram Acknowiedgeff)ent

Prepared by:

Reviewed by:

Approved by, Lt51Ae[.Gj$igget
c[0
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D ru g- F ree Wr:rkr:lace P rr:gra m Ac knr:r,nri eclgenren I

I hereby ar:krrowledge fhat I have received and rearj lploy lnc. tlrug-Fr*e Workplar* Folicy
and Program, a $ummar'l- of the drugs whrch may alt*r *r aifect a drug l*st ond a iist nf
local Imployee Assistance Frr:gram providers or local drug and alcohol treatment
programs" I have had an opportunity to have all aspects of this materiai fully explained. I

also understand that I mr:st ahide hy ihe Frugrarri as a condition of ifiitial and/*r
continued employnrenl, and any violation may resuli in discinlinary aclion r"rp lo and
incluoing tcrrnination.

I also understand that during my employment I may b* required lo submit to i*sting for
the presence af drugs or alcohol in my body. I unrJerstand that suhrnissr*n to sucl'r testing
is a condition of empioymeni with lC*rnpanyJ, and disciplinary arcti*n up to and inclucling
tern"rination nray result if:

1)

2)

3)

4)

5)

I refuse to consent t0 tsstjng.
I re{use to execute all forms of cons*nt and ralease *f lixhility that are usually and
reasonabiy assocjated with silch examinalions.
I refuse to a\Jthorize rehase of th* t*st resuits t* the cornpany.
The tests estatllish a violation of fCrmpanyJ's Drug-Free Workplac* poiicv.

I otherwise violate ihe policy.

I also recognize thot the Drug-tree Workplace Pr:licy anri related documents are not
iniended fo constituie a (ontract between lplcly lnc. arrd me.

The undersignad further states that hillshe h*s read and undsrstands the above
ncknowledgemenl and signl b*low of his/her own free l,vill.

c2J- Lg -Z-{L.-
NATI

WITN[35 DATI
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ALL TMPLOYHTS CSNCfrR{ITD

Human Resources

0perations Manag*r
WCIfiKPtACE POLICY AND FROCRAM ON ANII-STXUAI HAqASSME$IT

L, OBJETTIVE

1.1. The foltowing policies and procrclure are h*reby issued by lploy lnc. to
preverlt sexual harassment in its workplace and to prnvide the procedure for
the resolution, settl*ment and/or disposition of sexual harassment cases,

2. CCIVERAGE

2.1. This Program shall *pply to all empk:yees r"egardless of their enrployment
status.

3. POUCY $TATTMENT

3.1. lploy lnc. believes that employ*es slrauld be afforded the appofiunity to work
in an envirnnment free of sexuol haras*rnent. Sexuai harassment is a forrr of
misconduct that underrnirr*s the employment relationship. Na empl*yee,
e ilher rnale or fenrale. should be lub;e cted verbally or physic*lly to
un:olicited and unwelcr:me sexual overtures ur r:onduct.

3.2. S*xt.ral harassnrent refers to hehavi*r that is not weicome, that is persanally
nffensive, debilitates morale and, therefore, interferes with work
eff*ctiveness. Such hehavior m*y Lle in tl"re,farrn *f unwanted physical, v*rbal
*r visual s*xual adv*nces, requf;s,ts fr:r scxual fav*r$, and *th*r lexr":ally
arient*d nCInduct whish il off*nsive or objectionable to the recipi*:nt,
rncluding, hut not limited ts: epithet"$, d*rogatury or rugge$tive (ornrnents,
:lurs nr gestures and offensive pusters, cfirtosns. pictures, ar drawings.

3.3. lploy lnc. will nat tolerate any beh*vior that anrcluf-tts to sexual harassmenl
ancl any *fficer or employee found t* have committed sexuaf harassmeni
shall be subjected to disriplinary action, up to arrd including dismrssal"

3.4. DEFINITION OF SEXUAL HARASSMENT

lploy lnc. has adopted, and its policy is based on, the definitinn of sexual
harassment set torth in Sectian 3 of R.A. 7677. tt pruvides that sexual
harassment in workpiace is cr:rnrnitled by *n empk:y*r, employee, manager,
supervisor, agent of the employer, or any r:ther person who, having authority,
influence or m*ral ascend*ncy over another in a work e*vironnrent, demands,

o
ffmmv
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ff*mpv
requires *r otherwise reqr:ires any sexual favor frcm ri-rr *th*r, r*gardlels of
whether lhe drnr*nd, requests or requir*ment fcr *ilbmissi*n is acceptnd by

the *hj*ct *f said Act.

ln a work-related sr empk:ym*nt enviroRm*nto sexual harassment is

comnritted when:

3.4.1. The sexual favor is ntade as a conditian in the iriring or in the

employrnent, re-empioyment, or continued employment of said

irrdividual, or in granting sairS individual favorxble ,cornp*n$atlon, terms of
conditions, promotinns. or prir,rileges; or the refural ts grafit the sexual

favor rrsults in limiting, r*gn*gating or classifying th* employee which in
any way would disriminate, deprive or diminish employment
opp{irtunitie$ or otherwise adverseiy affect said emploYe*;

3.4.2. the abnv* octs woulej impaii" the errrployees' rights ar privileges uncler

existing labor laws; or

3.4.3. the above xcts wculd result in an intimidating, hcstile, or offensive

environm*nt for thr employee"

3.5, WHTRT SHXUAL HARASSM(NT 15 COMMITHS

Sexual harassment may be committed in any work or training environrnent. lt
may include, but are not llmited to the f*ll*wing:

3.5.1", ln i:r outside the nffice building or trai$in& cite;

3,5.?. at r:ffice cr training-relat*d social functions;
3.5.3. in the course of wcrk assignments *utside the office;

3.5.4. *t work-related conferences, studies ar training sessions; or
3.5.5. during work relat*d trave L

3.6, TORMS OT SIXUAL HARASSMTNT

Sexual harassment may be con:mitted in any of the following f*rrns:

3.6.1. Overt sexual advances;

3.6.2. Unw*lcome or improper gestures of affection;
3.6.3. Request or denrand for lexual favors including but n*t timited to going

out cn dates, outings, or the like for th* san:* plirpCIs*;

3,6.4, Any other act or cunduct ol a sexual nature or for purp*:l*s of sexual

gratification which is generally annuying, disgusting or offensive to the
victim.
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3.7. WHAT 15 hlOT strX{.lAL }'IARASSMTNT

ts*,-.--{L"sy

Sexual haras:menl d*es not refer t* oceasirinal contplim*nts of a socially

acceptable nature. ft nefers tc: befravior that is nnt welcnme, that is

personally nffensive, that dehilitates rnaral*, and ihat. therefore, intederes

with work effectiveness.

3.8, EMPLOYER'S RESPONSIBILITY

ipl*y lnc. undertakes ts provide its officers arrl emplnyees a wark

envircrnment fre* of sexual harassmenl l:y rnarragernerlt personnel, by co-

workers and by others with whum offic*rs and empl*yee$ nList interact in

the course af their eniployrnent in lploy lnr. Sexual haratsment is sp*cifirally
prohibit*d xs unlawful and as a violation af conrpany policy. The company is

respansibl* fr:r preventing sexual harassment in the workplace, for taking

ir*mediate corrective action tCI siop sexual harassment in the workplace and

far pr*mptly investigating any allegatron cf work-related sexual harassrnent.

4, PROCEDURT

4.r,. cOMpLAlhlr P(o{EnuRr

4.1.1. Any officer *r employee, who experienc*s r:r witnesses any act *f
sexual harasrrnent in the wsrkplace, rhall report the same irnmediately

to the Committee on D*corum *nd lnvertigation. They may alsa report

acts r:f sexual harassment to any nther m*mber of lpioy lnc.

nranagement or swnership. ,{ll alhgatians sf rexual harassrnent wiil be

quickly investigaterl. Ta the extent possible, the identity of the officer or

empk:yee shall rernain canfidential and that *f any witn*sses and the

alleged harasser will be prr:lected against unnecessary disclosure. When

the investigatiCIn is rornpleted, rll parties wlil h* infornred of the

outcome of the inves{igation.

4.1.2. A Cornrnittee on Decorunr and lnvestigatirn shall bt cclnstitut*d snd

shall be conrposed of the managernent and the *rnployees'

representative t* rec*ive complaints, investigate and hear sexual

harassrnenl cases. The Comrxittee sh;*ll develop its awn rules in the

settlement and disposition af sexual harassment ca:es. The Committee

shall also develoB and implement progranls to increate undarstanding

and awareness about sexual harassrnent.

4.?. RITALIATION

4.2-1. lploy Inc. will permit no employment^based retaliation againrt anYon*

who brings a complaint of sexual harassment or wha speaks as a witness

in the investigation uf a tonrplaittt of sexu*{ harassnrent.
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4.3, WRITTEN TSLICY

tgiPJpv

4.3^1. All i:fficers and empfoye*t of lploy 1nc. shall receive a cCIpy of the

colnS)any'5 sexual harassment p*licy upon assumpti*n cf their re.spective

sffices. lf at any time an nfficer of employee would like ancther capy nf
the policy, please cont6rt the Offir:e cl the Committee on Decorum, lf
lploy lnil should arnend or m*rlify it* sexual harassment policy, all

of{icers and employees will receive an individual copy uf the amended or

nroqJified policy.

5. CONTIOENTIALITY

5.1". 1.\t the comm*n{ement erf the investigali*n pronedure at th* Committee,

starting from the filing of a written complaint, or the manifestation of an

ohjectinn to an *ct r:r i:ehavior, atl matters discussed, documents rtviewed,

l*tt*r$ and correspondenees read, anrl, testimonies heard, *,uill be kept under

the *trictsst ccnfidenc*. lt is the intention of lploy lnc. that rights of the
pafiies, especially tlre innacent ones, are pr$tected. At the same time,

however, dignity xnd hnnar shall Lre pr*served for all the parties concerned

brl keeping all infnrmaticn gathered thr*ugh the investigation prncess

confidential at all times, *ven after the conclusion of the investigation proper,

6. EFFICTIVIW

6.:tr. t-his Policy shalltake place ef{ective immediately and shall be made knr)\$n to
every employee.

Revrewed by:

Approved by: Yisroel Y, Gilti[qst
CEO

I

Prepared by:
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Iploy lrc.

COMPOSTNON OT &MMTTTTT ON ilECORUI.{ AND INVESTIGANON ON SEXUAL

HARRASMFNT PCIUCT

ilarnq fositign, in EgtaLlieh&ent

Chairman: Alfred Camarillo Director uf Operations

Secretary; Abelarda Dagalea Operations Manager

Members: lo Hanna Melecio HR Staff
Ma. Blesila Vestil C$n - Phnne
lunamel Brigoli CSR - Fhone

Submitted by;

YisruelY- fiisEingnf
CES
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DATT

Tn

rRCIM

T}.{RU

SUBJECT

ASilt .i" 1(J tti

niL rrorpLrrye rs
r".l u MAN Rr5fi LlRC[s il r pAKTlvlIh'',f

0P[ tl.A] t0t'J5 MAFiAS L. M INT
MLivl$; Rf STR*0M fi UIDf I ll\tf S

lpl*y lnc, prcvider unisex regtrr:orns availaL:l* xr that *mpi*yr:es {ax't *se thern wh*n they n*rd
to do so. One is iorateu' inside the cper.:linn flo*r sn*i s**ond is iri the hallway outside ths
op:eraticn fl*or. Huuever, thoss wh* ars *ilcorxf$i"tah{e, har isluo with the unissx restr*om,
we have a se p*rilt* singl*, pnva{e restro*r:r *varlahl* for use.

Morsover, any enrpl*y*e rvith conr*rn/i:s** in uring th* *nisex restroom, plexs* visit Hurrran

Resourc*s r:ffi*t t* Srt dil*r ilcres$ pCIss, *ff[** sercurity, L*g in and Lr:g *ut procedur* shall

apply.

Furthermur*, it is rssential thfit oll *mployers should cr:mply *nd *bs*rve the r*stroom
etiquntte:

lt

t
t

l{n*r.k if the cubicle app*ars l* h* oc*"lpi*d. Dcn't peek r;nder the d**rs.
Lock the cubicle *r:*r whnn you enler'.

Stand clos* *ni:u6h t* the pfrn sr uri*al s* y*t: d*n't wst th* srat, walls *r
f icsr

Flush the lailel. ;ift*r i:re and wipr r:ff the toilet seat f*r lhc next us*r

Paper t*wel: gr: in th* traih ci]il, nill on the flor:r crr rr"r the toif*t hnwl

Wash yur,rr hari*s ts prevsnl the spre ari r:{ c*ids and tirrs flu

Pl**sr: ils{: wst*r und p*per t*v*elg c*nserutltirrely

Fr:r y*r;r in{rrrnaliuri ;;nil 61r:idarce

N0I*d hy:

a

a

a

f

Jo H*

/2fu
'z Sssot't Aq$Pu,c o 5^- '?,5 - '/n/

Hr"rnrah 8*
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fuhnmry 27, l0lfl

To

rftoM

Tlltttl

st,llJIcT

9apv

r ALL IMFIOYIES

: IIUMAN lltS0URCfS DIpARTMINT

: OPITIATIONS MANAGER

: OFFICI sECunITY, LoG IN AND [oG ouT PROCEDUfrE

Tlra followlng lr lrruorl
ernploycr-'s orr ofllcc attendance and punctuallty
To ensurc offcctive rmpre mcntation and rnonitoring of office security

1' [mployocs are requircd to log in and log out using the biometrlc and the RF lD. evenif the door is open
2' lrnployces are allowed to be inside the office and to Log in thirty (30) minutes before

tlreir scheduled time
3' BaBs ancl/or personal iterns should be left in the locker before longing inlgoing inside

the production area
4' once an employee logged in and inside the production area, they can no longer go

ontside until their 1ut break
5' Entployees are only allowed to stay in the office for thirty (30f minutes after their shift,

unless authorircd or has approval to extend their time6' Pantry, recreation room and locker should be closed at all times, employees must use
thcir RF lD to access these rooms

7. No tailgating
8' Employee lD and RF lD should be worn at alltimes, lost RF lDs will be charge to thc

employee
9, No employees are ailowed to stay in the waiting area for appricant.
10' Employees who left/lost their lDs will get temporary tD from Hft and will be dealt with

according to our code of conduct and discipline"
11. submit self to rnagnetic wand scanning with the security personnel
12. only water in a clear container is allowed in the operation area and recreation room

For guidance and strict compliance.

,, *dd *5*.,"
H;ffit_**r*
Noted byr

Scanned by CamScanner

rt
\-u
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DATE

TO

FROM

SUBJECT

tffiilnklr
November !7,2021.
ALL EMPLOYEES

HUMAN RESOURCES

LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

o ONE LOCKER ONLY per employee. NO sharing of lockers.
o NO storing of perishable foods/leftovers inside the locker.
o Proper sanitation is strictly observed (E.G. No storing of unwashed containers/mugs/utensils, etc.)
o NO transferring of lockers. Transferring of lockers is subject to approval.
o 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 padlock replacement nor
reimbursement,

. Any sort of action that may result in damage to property is strictly prohibited. This includes but is

not limited to graffiti/vandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs' knowledge or consent, etc.

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

o The company is not responsible for loss or missing items due to the owner's negligence.
o Forced Open Request due to lost padlock key or forgotten password/code should be submitted a

day prior and will be subject to availability of the bolt cutter.
o Authorization to Forced Open a Locker, the request must be submitted via emailto hr@iploy.com

and must wait for the approval.
o NO LOITERING inside the locker room
o Unassigned Lockers with cable ties should not be opened.
o Things inside unassigned lockers will be subject to disposal of the management

This Memorandum shall take effect on November 22,202'J,.

Failure to comply will be dealt accordingly.

GeneralManager Director'

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

figAsa-> O5'a-3 -O4z

'e Relations Specialist

governing the iPloy Locker Policy.

Employee Signature Over Name/Date

lo
perations

Prepared by:

Alf
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DATI
To

FROM

T HRU

5I]BJF-CT

Apri33. :01&
AI"I. E'\.1FLfiYL.[5

HUMAI\I RT"SSU RC[5 il[FAETIVISNT

CI{3[I1ATIONs MANA6[.R
h4[M0: CALL ltu rOR OU? Of: trrFlc[

Iri rrdrr 1o prr":periy i'r'roililor oul ol r-r{{ice sm}:liryadliri, ;r ri{:',i.r f}ro(e$5 t* r:ali inltr:i:r:rt ailsencL. r,,rill

i:e impienenter:f sff*rtiv* l\l*iiriav, ,&r:rii $, 101&.

*uicrlires;

1. irr cd:;es *{ late and/nr *hs*r1ces, *n:pioye* should r*p*ri t$ l-iilman Ret*urre: thr*uglr
SMS or Callvi;r llR irotlirre : 0!17 I*3 )014

2. l,Joti$i*otinr rlrauld r:*ntarri lh* l'r:ll*wing infr:rm;rtic'r,:
a. C*mplet* irnal] Nanr*:

b. Department
c" l*arn Le.lder
ii. C;rii in fur: iWh*l* rlay Absent, Half-ri.ly Ah:*nt, l..nfr,:i

a" fte;rsorr

HR iryill be the one t* serrd n':ti{ic;licn ia Op*rati*ns Mar:ag*ment
N* call in silould be c*mmunicatrcj lhrnup,$r Tearn l*adl *r 'inii othrr *mpl*ysCI. lt shuutd
i:e dcne try thc enr3:ioye t or hislh*r relativ*l
iriotification.shor;id i:e at lErast two (7i h*urs l:ef*r* the *mplayee'r shift
lf an err':prioyee is advised t* rtsilccr*lined in lhe lrosp:ital, nr:rrber *f res( clays a* xdvis,*rj
by llr* pnysician .rh**ld be irrcli*sted. $th*rwise, emplayee rnr;sL s*nrj n*tificalinr: dnilV

Failure la nr:tify will hc trgged ;l.s N* Call, l'.io Shor,v and/or unsch*eluled absence snrJ will
he dealt with *rccrdins to $ilr C*de r:l Conduct ar,d Discipline,

[or ynur guidan;e a*d strir:t iorilf]1i,1fif,*

Noteri by

{.

5.

6.

I

ifJ*y

m#-&*
Hurndn Resourc*s

*
-,t /- JAtD^r kgAr>/4) oS- ?3 -4L-



i0l*, lncorpsratsd

11$I ftrJ$r ld$Y Tow*r
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$wWw

February i"& ?0?S

T^

rR$M

$UBJE{T

At| eMpt*YHUS

or[ltATl*Ns M*N&SfiMrilt

ATTTHT&ilffi *Sfliu$ ?*',:s

,a,s v,ie *nd the y*ar 2S13, iFlcy vrnul* lik* ts fBt c;**r key pror*dur*s and policies, Thls nnenrorondutn server as

r*{nifld€r to be follorryed: t

r#Esu

X. lmnraculatr Atterldance Aan{,r# l$ for ernpi*y*es with per{**f olteadafies" Srn$*yee sh**ld f,l$} <{}mrfiit any

schedule cleyiatlon* lif*a tardines*, ur*rch*d*led abs*nc*s, unde*inr* and ormrkralt" f:*flur* to plneh in * sut fsr
tlrca*s will at*s riisqualifu tfte er*p**yee. f{a wairyer* wi}l he given.

3" Tardinesr, Ufid€rtifi* afid Swr brsak* wlNl ke d*du*tsd fuorn the xr*plcya*'s pay"

3. firnBloye*s who tefiderad their r*rignatlon bsfor*tlre r*lsa:ie sf the slgfi St] $snus {Flrrt Hatf ar fucc*S Half} wi}l

f,I* lory*r bs eligihls to recrlv* it,

4. 6mplayeas q*alifted for tlla $if;r! *r! S*nr*s {Fint l.iatf *r Second t{a}f} will rac**rm it on th* 3S& of th* rurca*ding

*'rr*nth fram *lig{bil*ty.

S. {l,frlbilltf for the an$$al iaeri! in(r€*ss lx baced an ovrrattr perf$n*anc* *tld m*aager*ent dis$r€tisfi, fay sut i5

at ffiEnager$ent't dirr*ti*n"

MEqtcar.c"$inrs*rs

1. Wh*n n!u$t the nn*dical certificate he datedl

r ! d*y ah*enc* * th* rned*sal ccrtilie at* must b* qJ*ted on the day af abs*n** *r th* next daY" }f ths abs*xr*
falls srr a $riday. the medlca{ certifkate rfiust b€ dated the Sa{urday that irrlm*rliat*lY f*ll*:wx * *t th* I#t*$t, lt
cannst be da*,d *n th* day tlrat thn *H*nt ifl ?* rrport back ts $,ork.

; I day* *hs*ee - the med**s{ {*{tifbata nr*st be d*frd o* the initial day o{ *bs*nr* #r tho n*xt daY" lf the

abse*ca fallr nn a ?hxsdayi the ncrdicsl *sftif*at* nr,x$ be dated elther that ?hursday ur the next day * *t tie
l$tfist. lt ranfiat hs dat*d an f.lre Satirrday ttraf i$r*"lsdiatelld iollsti{$ *}r that h$*ttday fhat ttr* agent i* t* rep*rt lw*k
ts wpr*.

r ] days *f ahsemr*l tlr lotrg*r " *h$ rnsdkst {ertifirate stu*l ba date* *n t{,rc in}tial day uf *hsrnc* er th* next

day. trt cfr$n*t he d:*ted $n the doy that t$e rgsBl repsrd$ ha*f( t* rryprk lsitb th* advit* t* r*$t ant*d*t*d fr** thq
irritial datr* uf ttt*sence. Ak*, flre sdvics tn rest is inch:dve *$ rt*t day*.

* Ex; It the ag*nt {s absenf um * fr*d*y a*d th* rnedi*atr sertifi{ste state$ sdvi$ed tn rest fnr 3 $xys,

thsti i$ ind$rlr,ls s{ th* day *:{ *bsen** that til* fr$sf}t took fs rext pl** $uturr$ay and Sunday * the ag*t* fiu$t be ba*k
(* w*rk on fucnday.
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sdv,{e t0 rest cannet b€ afitsdat*$.
s
fi

haspitalieed.

Wfpmr

lf the d#ter prascrlber resq the medics{ *a*lfi*at* rxust inc{ud* tfis nur*ber *$ dey* of rest, The

There rnust ke * fit te work datx.
The o*ly e*ception ra thx Mtdir:*[ t rt{fic*te date guidelines i* lf t}'r* *rnpl*yea has bn*n

yacATrgl{ 1EAVES

1. The c*rnpany rs.lervcs the riXht 1* approve and disappr*v* all vscati** leave {VL} requests.

2. Er*ployee rnust g4er}}f have tba ron*rpo*dlng rredits for th* rrqumt t* be xBprovxd,
1 rredit * $ne Bay
,5 credit * Half l3*y

3. firnployee with psrfett atten*sn** 6* days foom tlrs r*que*txd VL dat* will be give* prisrit$ in the approvaf *f
leayes. This ir a way nf l'awarding *npl*{ees xith p*rf*ct attendance.

4. Ihe c*nrpany a*S dia*t harr* the r{g}r{ t+ dis*pprmv* t*av* requ*s?* and cattsel appr*v*d le*v*s fsr thrse
emplcye* who eammltt*d unschedul*d *bscacer cn th* prio'r rx$ntl"l s$d on tir* er.lnent month of the reque*tad
time off inatuding poor attendanre r*cerds, beh*vi*r*rl &nd pr$d$ctiv*i,y i$s*e*,

lil*t*d 3yl Appravod &yr

jsxs$stilsgfi
Ch$ef €xeruttve Sffi**r

ALrRfpg-qAuARrLro j&
tlir6*t$f af Operati*ns

l'1 iY y#ur$,

{KiaIiffii{ad
[iti;ffi*rs*

,722
-rt ,rt iasrr.l kgLtouo or-?3-?-L
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Bohol Avenue, Cebu Business Park

Cebu City 6000 SiFJ*r
Date
TO

From
Subject

November 17,2027
AtL EMPTOYEES

HUMAN RESOURCES DEPARTMENT
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 to'notify the HR hotline number (09L7-709-7O741 and/or send an email to
hr@iploy.com at least two (2) hours before the employee'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:
o Employee's illness or injury.
o Bereavement leave/s
r Emergency leave/s
o Power outage/lnternet 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.
Note: 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;
o Employee's illness or injury

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

Blacklisted Clinic/Physician Memo)

r Bereavement leave {Please refer to the Bereavement Leave Policy}

o Emergency leave

having emergency leave on the said date.

o Power Outage

MECO)

. lnternet Outage

official outage announcement from the internet/telco provider

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

o The employee failed to inform the immediate superior or HRD about his/her absence due to
illness unless fully justified.



;1|fi ffx; :,? 1""L,". . 
" 
0,Q,",.

Bohol Avenue, Cebu Business Park

Cebu City 6000

o lf sickness claimed is fictitious or non-existent.

WtHl,,*y

6. The employee or his/her representative must inform his/her immediate superior or HR if an

extension of SL will be needed to recover from the sickness. A medical certificate must be submitted
before the expiration of the SL. 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 Novembe r 22,2Q2!.

Please be guided accordingly.

Noted by:

b+w
Anselo Manal

Operations Manager
c"rrffi#***

ffi-iratManager

Created by:



i{r10y iomrp0talerl
9r' Pleq,. Ayald Cenl*r Cehrt l'Bsr
{ebu B{sire}r Pnrl, Sehsl 5t.
Cel)u {ity L{140

piptqy
Date

Ta
FROM

THRU

SU BJTCT

Novemb*r 3.2,2fiL9
ALI EMPtCIYETS

HU MAN RESCIUR{85 NEPARTM[fiIT

CIPERATION$ MANAS[R

$s5 $I{KN[$S ClSllVl$ ." 5 {Al"[f{SAR DAYS

For those ernployees'who iuants ts file for sickners claims must stlhrnit the dr*ly accamplisheri $55

notifieation form attacherj with original and conrplete medic*l d*cuments. lt sh*uld b* subrnitted within

5 ralendar days from the atart nf sickness, they m*y xsk their relatives, frilnds and workmates to submit

their fdrm in Acea*rriing riffice"

A member is qualified to av*il *f rhis henefit if;

He is unable to work du* to sickness or injury and cafl{ined either in a hospital or st htme ftrat
least four {4} day*;
He has paicl at least three (3) monthE nf contributians within ths l?-nrnnth perind immediately

before the semesterof sickness ar injury;
He has used up all cu;rsnt (ompany sick leave with paY; and

He has notitied the employer sr the S$5, if unenrployed, voluntary or self-employed memtrer
regarding his sicknesr or injury.

Failure to subrnit the docurnentt within the presmlbed period will free iPloy frorn tnV liability of their

claims.

For your guidance,

!f there mre ahy qusstians or clarifications, plea$e feel free to approauh lhe l'lurnan Rer*urce mepflrtment.

Sincer*ly,

1.

2.

3.
4.

Nuted hy:



iPloy lncorporated
9B floor, Ayala Center Cebu T

Bohol Avenue, Cebu Business

Cebu City 600

DATE :

TO:
FROM :

SUBJECT:

o
'ower

Park

November 17,2021,

ALL EMPLOYEES

HUMAN RESOURCES

BLACKLISTED CLI NICS AN D/OR PHYSICIANS

The following clinics and/or physicians are considered blacklisted and medical certificate/documents

issued by them will not be accepted and will be tagged culpable due to some grounds.

Please see list of clinics/physicians and grounds for your reference.

1. Rajah Tupas Medical Services

2. Bimbo H. Tequillo MD Clinic

3. Lolita E. Abella-Libres, DMD

4. Dr. Omar Arceo

5. Lapu Lapu - City Health Office

6. Sia Clinic

7. Health Doc Diagnostics

8. Gaudioso Montecillo Jr., MD

9. Dr. Omar B. Arceo, MD

GROUNDS:

o Phone numbers shown in the medical certificate are incorrect and can't be validated.

. Questionable medical certificates due to some inconsistencies/discrepancies.

r The clinic does not entertain phone validations for the certificate issued.

o lssued a fraudulent dental certificate to our employee.

r Secretary Nurse is the one issuing medical certificates pre-signed by the MD and no actual

consultation is conducted.
o Caters primarily on beautification procedures and not medical consultations.

This Memorandum shalltake effect on November 22,2027.

Please be guided accordingly,

ryee Relations Specialist

General Manager

lww
Nifto Aneelo Manal

Operations Manager

Prepared by:

.//

Dire\or gf Joper)tions

EiPby



o
iPloy lnc$iporatBd

:llth Fioor [,lSY Tower

Pesradorel Road {sh{ &rlslner$ F}rk,

Cf ilu City s00

$ecenrber 17,:0L$

Tn

s&sM

)ut lt:{. I

At*" fiMr{"sYt$

*?f qATi&i\Is MrqN&GeM[,qr

CLIAN5ra{S pr*ifiil

WfFr_ry

i$lny Stafflng Solvtls$s k*li*uer in givi*g *rnpk:y*r** *u*ugh r****: fur ,*p.oui***, is straishtsi'r srat

er*ployrnent in regarri* 1* c**rplian*e to r:rr r$$}pany'* C*d* cf *$rldrict" Th* sfun *i this ;*ppr*ae h is t* help
rx$tivste smployees rt*til$ p*l*ed *ffense$ s{"}r} $i*rt at?er$.

{l*rrrsi*g peri$d perlainr t* the tirne when *$ erllpl*y** wfu* }'r*s bee* *ubiecXed r*r a Bi*ciplin*ry A*ti*n (OA}

is exp*cted {o impr*ve parftrrnancc. ,Arxple tinne }$ glyes} ts [srrf,ct i*rproper *ehaul*r and refrain frorn
{iornr,rittins any eth*r irrfrarti*nt,

lf an *nr1:l$yee ds*$ n$t t:tr$1rr:it th* ram* intr;lcti*n $*r ti-ra rrreci{'i*d *teanlin6 peri*d. i*e pr*gr*xsion *f {he
dirciBlinary ar:tion will slide bark t* x i*v*I d*pe*di*6 rlri lt$ type, fls*s* retev t* ta$le bel*lv:

Thr cr:unting *{ tIe Cle*n*i*g l*ri*rl ,*ilI st*rt h*sed an th* d*tr nrhe* SA uras *ecided upol'1, All d**ur*e*tatl*rs
fcir infracti*n* will stll{ be kest in the E*tpl*yee'* il$} ile reg*rdless *rhat peri*d of pr*grersi*n.

th* Clean*ing Fertsd is rftectiue Jeil{.}*ry l, }S?$ csv*ring l}As fr mcr*tlrs and older.

N,{tr
Appr*v*d By:

J*ysls$}tlgss
CiT ir{ il.x*culive 0ffie*r

Att*ndanc*
Sroductiyity

*eharriclral

Sinr{:r e}y y$urs, N*ti:d 8y;

s,/J*lr,?

o r- 23 -4-'L-

3l{.



iPloy lncorporated

9rH floor, Ayala Center Cebu Tower

Bohol Avenue, Cebu Business Park

Cebu City 6000

February 10,2A2L

To

rROM

SUBJECT

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT

VACATION AND SICK LEAVE CONVERSION UPDATE

trirJ,gy

The management has decided to reward all regular active employees with unused vacation leave (VL) credits for
their dedication and commitment towards work.

lnstead ofjust converting the ten (10) sick leave (SL) credits to the end of the calendar year, all remaining vacation

leave credits, maximum of ten (10) will also be converted to CASH. This is a total of twenty (20) leave credits (10

from 5L and 10 from VL) which will be converted by end of the calendar year andfor December 31.

This VL conversion update will be effective for all ACl'lVE employees with unused vacation leave credits accrued last

2020 and will be payable this February 28th payroll.

On an event of an employee resigning or leaving the company, their vacation leave conversion will be forfeited and

will not be part of their last pay and/or quit claim if:

a

a

a

Employee filed an immediate resignatiorr and/or less than 30 days notice from the last working day,

Employee went on Absent Without Official Leave (AWOL)

Employee incur any leave, absences, and/or any form of terminal leave within 30 days notice, exception

with valid documentation;
o MedicalLeave/Hospitalization
o Accidents
o Contagious diseases e.g. Tuberculosis, Chicken Pox, etc.

Employee incurring more than four (4) hours of accumulated and/or total late/undertime within the 30

days notlce.
No Performance (quality/productivity/client escalation) issues within the duration of the 30 Day notice.

Sincerely yours,

Human

Noted By: Approved By:

1r'
#4{,@/*
JAY GISS]NGER

Executive Officer

For your information

ATFRMO CAI ,intnor*,
eratibns

eneral Manager



-
iPloy lncorporated
9rH floor, Ayala center cebu Tower
Bohol Avenue, Cebu Business Park

Cebu City 6000

DATE

To

FROM

THRU

SU BJ ECT

fffPJ"pv

April26,2018
ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT

OPERATIONS MANAGEMENT

Maxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THATTHIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular employees can still avail their Maxicare insurance provided they are within the
paid quarter.

The use of the insurance will be shouldered by the separated employee and deducted from their last pay

in the amount of Php 861.33, this includes the Php 760.33 for medical services and Php 101.00 for dental
services. The employee will shoulder the remaining amount of the quarter.

The quarters are as follows

1st Quarter - December, January and February

2nd Quarter - March, April and May

3'd Quarter - June, July and August

4th Quarter - September, October and November and so on and so forth.

lf there are any questions or clarifications, please feel free to as the Human Resources Department.

Note: Kindlvindicatevourcomplete name and signature if vou have received, read and understood
the memo.

tD# NAME TEAM LEAD SIGNATURE

Rega rds, Noted By:

y,M:';n::"'
L.../

fllr
nrred{cpfiar}lo lr.

Director of Operations

rn
n'll

A$##.#dJft
Operations Manager

eral Manager
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