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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date)Seplernbey 4C, J02.3

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2. LADY WM SAWMND AGU (the "Receiving Party"),

collectively referred to as the "Parties".

RECITALS

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

Disclosing Party.

OPERATIVE PROVISIONS

1 In consideration of the disclosure of Proprietary Information by the Disclosing Party, the
Receiving Party hereby agrees:

1.1, to hold the Proprietary Information in strict confidence and to take all reasonable
precautions to protect such Proprietary Information (including, without limitation, all precautions
the Receiving Party employs with respect to its own confidential materials),

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

1.3. notto copy or remove and not to take pictures of any Proprietary informatian,

1.4. notto make any use whatsoever at any time of such Proprietary Information except to
evaluate internally its relationship with the Disclosing Party, and

1.5. not to copy or reverse source any such Proprietary Information. The Receiving Party shall

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

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

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

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

2.3.  wasrightfully disclosed to it by a third party, or

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

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

4. The Receiving Party understands that nothing herein

4.1. requires the disclosure of any Proprietary Information or

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

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

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

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

7. This Agreement shall be governed by the laws of the jurisdiction in which the Disclosing
Party is located (or if the Disclosing Party is based in maore than one country, the country in which its

headquarters are located) (the "Territory") and the parties agree to submit disputes arising out of or

in connection with this Agreement to the non-exclusive of the courts in the Territory.

IPLOY OPC Receiving Party

By: Onboarding Specialist By: __New '!_un@w:if

Name: Jade Lenizo Mata Name: wi &

Title: Onboarding Specialist Title: CSK

Address: #35 Salvador Extension Labangon Address: _LANITEA (onsbLACY e Bl
Cebu City

Date: 5E‘l§1{en{fr 30013 Date: _ CFPirmpe  2C, 907
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EMPLOYEE PERSONAL DATA SHEET
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Frint legibly. Mark appropriate boxes D with "/® and use separate sheol If nocassary. Schedule:

I. PERSOMNAL INFORMATIONMN Team Lead:

2. 5URNANME
=

FIRST NAME

MIDDLE NAME S ALA {3. NAME EXTENSION (e.g Jr., 5r.)
4. DATE OF BIRTH (mm/dd/yyyy) |5 ritveper 21 /3001 |17 resiventiaLAbpress | LANIPEA, (ONCCLA I
5. PLACE OF BIRTH TARLA VDA, (TP : 7 (Fev
6. SEX D hMale p’Ferna;e i
7. CIVIL STATUS pSingle DWidowed 2|P CODE _htf.'* \
Diarried DSeparated 18. TELEPHOME MO, .
DAnnulled DOthers, specify 19. PERMANENT ADDRESS | fﬂmf@ql Cenaolac g,
B. CITIZENSHIP (Rhu
o HEIGHT (m) \ti'z\.
10: WEIGHT (kg) ',5 5 :
11, BLOOD TYPE 4. Z|P CODE L‘-L‘ﬁ’ll
125051510 1E 20, TELEPHONE NO.
13, PAG-BIG |0 ND, A72%\57 (1) '-} 4l 21. E-hAIL ADDRESS (ifany) \.ﬂrhﬁnfﬂ\wrmuﬁe:
14. PHILHEALTH NO, 1'1-::;2[&(;5[{“05;.; % =i Ao L
15. 555 NO. O~ 455034 -2 b2, CELLPHONE NO, (ifany) |92 4627 A0
16.TIN 3. EMPLOYEE 1D NO.

I FAMILY BACKGROUMNIC

24, 5POUSE'S SURNAME DATEOF BIRTH

FIRST MAME /e Ay )

MIDDLE NAME / /
OCEUPATION / /
EMPLOYER/BUS. NAME / /
BUSINESS ADDRESS 7 /
TELEPHEINE NG, ! !
([Continue anseparatasheet (fnecessary) ! /

26. FATHER'S SURNAME (‘__IEEITEPEF'L]\I {W} -ﬂ.ﬁh\hh&'ﬁhﬁ-ﬂﬂ 09 /2 / |q_-]- p:
FIRST NAME EDw I ala / /
M| D DLE MAME YE{TU I I
27. MOTHER'S MAIDEN NAME - ' : / /

SURNAME ChEA 0q /1% /1972
FIRST NAME A A LE ' / /
MIDDLE NAME {:P-F-“-.N'E:'?I\UE*P\\J / /!
25, NAME OF CHILD : / /
iMite full name and listail) f J /
ks ¥ /
- 7 7
/ /
: / 4
i i i




37 a. Haveyou ever been formally charged?

bi Have you ever been guilty of any administrative offense?

Dves Bro
IfYES, give details

#

vas F’ND
It "|"E5 Eive details

38, Have youl ever been canvicted aof any erime orvielation of any law,
decres, ordinance orregulation by anycourt or tribunal ? E

DvEs ABho
If ¥YES, give details

39, Have you ever been separa ted from the servige in any followingmodes!
resignation, retirement, dropped from the rolls, dismissal, termination, end of
term, finlshed contract, AWOLorphased out, Inthe public ar private sector?

Dives ,dwc:
If ¥ES, give details

40, Have you ever been a candidate in a national orlocal election
(except Barangayelection)?

Dves Do

If YES, gilve detalls

41 P OraUant to) (a) Indigeno LUse P eople s ol (RMA B37 0, (B) Megne Carta for D= Abled
Persans (RA 72771 and So lo; Farants Walfare Act 2000 (RLA BST2), please anawer the
follewing tems:

a. Are you & memberal any Indigenous Eroup?
b, Are differantlyabled?

c,Are vou a solo parent?

Dyes Bro
If YES, give please s pecify:

Dyes Druc
If YES, give please specify:
Dyes Brio

If YES, give please specify:

A2, REFEREMCES {Person not ralnted by oo nsangdinity araffinity to applicant/appo Intfngaj

M A ME ADDRESS

TEL N,

Meriyn O vondano *Pmmc:m Noon (#Wy

OAR23 I\ F94%

Fohe Ay Jace\eh 'Can Yonue LAOAO C0NM

0nla333729 29

Runeln  Caldevin Tovla \LWONY Cely 0425 Cc2344¢
43, EMPLOYMENT RECORD (latest) "
COMPANY MANME POSITIOMN FRD‘NTI TO
TOUNGENER Crand (G2 Loe \3, 2003 L';EER;Fﬁht"l' S I3

a4, | declare underoath thatthis Personal Data Sheet has baen accqrnFHshEd by me, andis g
true, earrect and camplete statament pursuant to the provisions of pertinent |aws, rules and

regulations ofthe Republicofthe Phillpplnes:

lalsoadthorize the agency head/authorized representative to verify/ validate

the contents stated heraln. | trust that this informationshall:remailn confidential.

COMMLUINITY TAX CERTIFICATE NO,

ISSUED AT

/ /
ISSUERD OMN (mm/dded fyyvyy)

RIGHT THU

1D picture taken within the last
Bmonths 36 cm,. X 4.8 am
{passpar aiza)

Computar génarated or merax
copyof picturs & nat
acoaptabla

RABNIA

IN CASE OF EMERGENCY:
[

Plaase Contact: - Wi ghhuﬂm@l‘[

A |

Clpponderd G2

1';‘.3IN \TLURE (5ign in the box)

Contact Number: E\i\mﬂw_‘tﬂ

NNUWE R

Relatian:

DATE ACCOMPLISHED
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

, LADY WiN (:AWNDIH [I‘."lir[ hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private drganizations,-é'hd’all public records, for the
purpose of confirming the information contained on my apmli_-::ét':dm and/or obtaining other
information which may be material to my qualifications for Emplc\,frhent_ A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent.

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

be discovered after | am employed. L LR
| release Iploy Inc., its employees, designated representatives, agets, officers and trustees from

any and all claims of liabllity or damage due to Elthm’the pr‘DELIFE'I'T'I'EI"It or, the true and accurate
disclosure of such records or information. !

Applicant Name: lhhj WiN 5+ Shlhhhphﬂ*‘b_\_ﬁl

Present Address: _LANIPCA (LN 60LANON LE%BL{

+

Social Security Number: [LMCqce iy __ Date of Birth:’ {}IMQ; ‘f_}m 1

Signature:

Iljate: SEPTEWMBEY  Ju 3023
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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:

e Aregular employee

* Mo resignation submitted before the releasing date of the sign-on bonus

* Must not be on any form of floating status

s Must not be on Floating, AWOL, Terminated and EOC status or other forms of
separation

o Must be an active employee on the release date of the sign-on bonus.

Releasing of Sign-On Bonus:

e The release of the sign-on bonus will be on the 15" day of succeeding month of the
anniversary date of the employee.

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

Acknowledgment

| hereby acknowledge that | have read, understand, and agreé to the terms and conditions

oyl

Signature Over Printed Name/Date
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UNDERTAKING

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

Policy Title : Drass Endé Policy
Revision No 01
Effective Date tJune 13, 2022

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

= .

e L_-w,-z:gf--j,‘#
Judpy W) Ouli A § N1 2023
YA i ey liﬁ.ﬂfh"ﬂ‘v i y 'E*‘Fif‘m'tf‘u h.5| -
[ Emplgyee Name and Signature d Date

Noted:

(¥ s "
el aj1s|»

Enbuardingdﬁpe:iali'st Name and Signature Date
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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 soliclt 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,

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

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

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

Employee Acknowledgement

| have read, understand and agree ta comply with the foregoing policies, rules and conditions governing
the iPloy Gift Policy. \ .

Name: JJMM X U-'-l“?%ﬁda_r?u}

Signature: ; {f; Date: Qi:,cfi&mb I?J‘nﬂca'ﬂj




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
émployees 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 n 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: :

s 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.

s Be aware of your association with the company when using online social networks, You must
always Identify yourself and your role if you mention or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content Is consistent with how
you would present yourself with colleagues and clients. You must write in the first person and
state clearly that the views expressed are your own and not those of IPloy. Wherever practical,
you must use a disclaimer saying that while you wark for the company, anything you publish is
your opinion, and not necessarily the opinions of the company.

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



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

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

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

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

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

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

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

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

L]

Always remember on-line content is never completely private;

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

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



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

Specific Managerial Responsibilities :

By their position, Managers have ohligations 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 pasitions even where ctisclaime::s are used. Managers should err on the side of
caution and should assume that thelr teams will read what is written. & public enline forum is not the
place to communicate company policies, strategies or opinions ta employees.

Enforcement / Progression

Mon-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and canfidentiality policies may lead to disciplinary action, up to and including dismissal.
This pollcy is not exhaustive. Insituations 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 vour
responsibilities towards the company. In case of any doubt, you should consult with your manager.

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

a. 1%"Instance — Written Warning
b. 2" Instance- Final Written Warning
«<. 3" Instance- Dismissal

Employee Acknowledgement

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

Name: "..-'EL *b{] whr': H_{'LEMJ- &‘Wu{:

Slgnature: /“@“@'HM Date: Ffolew. S WD

L/}‘" ; s )



Date February 22, 2018

To ALL EMPLOYEES CONCERNED

From Human Resources

Thru Operations Manager = '
Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

UBJEL L z
1 nformity with Republic Act Mo, 85(0M atherwise known as the Philippine

AlDS Prevention and Control Act of 1998 which récognizes workplace-based
programs as a potent tool lin addressing. HIV/AIDS as aninternational
[r.l'll-'.]r‘.'.'ilt problem, this company palicy 15 hereby Issued for the information
and guidance of the employees in the diagnasis, treatment and prevention of
HIV/AIDRS in the workplace

1.2 Thig policy 15 glso aimed at addressing the stipma attached to HIV/AIDS and
ensures that the workers' right against discrimination and confidentiality s
maintained

2. CENVERAGH E

1. This Programi shall apply fo all employees regardless of thelr employment

LatLe

3. IMPLEMENTING STRUCTURE
31 Iploy Inc. HIV/AIDS Program shall be-managed by its health and safety
mmittee consiste aof representatives from the different divisions and

I-'['.|'*I'r1|_-r|1-.
d¢. POLICY STATEMENT
4.1, BASIC INFORMATION QN RHIV/AIDS
4.1.1. What is HIV/AIDS? 0k
g e | it s .3 dispjse caused by 'a Tuirus  called. HIV (Human
Immunodeficiency Virus), This virus slowly weakens a pet
ability: to" fight off other diseases by attaching itself to and

destroving impartant cells that control’ and support the human
mmune system
1

1.1 2 How HIV/AIDS is transmitted:

- 1580 [ | Unpratected sex withan HIV infected person;
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4.1.2.2 From an Infected mother 10 her child during pregnanicy, at

Birth through breast teeding);
41.2.3 Intravernous drug use with contaminated needles;
q4.1.2.4 Fransfusion with infectec biood-and biéod products; and

8 1.5 Unsale, unprotected contact with infected blood and t'lh'i'l]:Ilf_'_

wiounds of an ||.'._'_-!"Ir.:|_j Derson

1 . | | I|'ll'|_-- 3 T e
4.1.31 No. However, there are antiretroviral drug combinations that

are avallable when properly used, result in prolonged survival of
people with-HIV. Holistic care of people living with HIV-AIDS and

comprenensive treatment ol pportunistic  infections. also

dramatically improve guality of lit

Fraventive 5l “1|l"'_l:|".":.
Conduct of HIV-AIDS Education t

2.1.1:1 Who will conduct ¢
The Medical Clinic of Iploy Inc. in coordination with the Health and
Safety Committée chall conduct HIV-AIDS education to all employees
for free. This shall alsg form part af th rientation aof newly hired
emplovees. The standardized intormation package developed by the
Department of Labor and Emplavment [DOLE) |--.1-.|J' be used for this

purpose "

k7 Hew will it be conducteai

e HIV-AIDS education will bé conducted through distribution and
poasting of IEC materials, lecturt gunselling and training and
intermation on adherence to ".1-_'i"".'|.||'.'- ar universal precautions in the
workplace : ’ ;
51 sereening, Diagnosis, Treatment and Referral to Health Care Services
121 Screening for HIV as a prerequisite to employment Is not

mancarory

The | ampany sha lencourage positive health EERINE-Qenaviorn

through Voluntary Counseling and Testing
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5123 The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers, Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated

by the company's medical clinic stafi

5124 The company shall likewlse facjlitate access to livelthood
gssistance for the affected employee and his/her families, being
affered by other government agencies

-

6. SOCIAL POLICY
B Non-diseriminatary Policy and Practices
6.1.1. Discrimination in any form from pre-employment to post-
employment, including hiring, promotion or asslgnment, termination of
employment based on the actual, ferceived or suipected HIV status of

an individual is grohibited

Workplace management af sick employees shall not differ from that of

(i 5

aniy ather iliriess

B.1.3. Discriminatory act done by an officer or an employee against their
co-officer or co employvee shall lkewise be penalized,

6.2, Confidentiality/Non-Disclosure Folicy : -
6.2.1. Access to personal data relating to a worker's HIV status shall be
bound by the rules of confidentiality cotisistent with provisions of RA.
8504 and the ILO Code of Practice S

6.2.2. lob applicants-and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical information

6.2.3. Co-employees shall not be obliged to reveal any personal information
relating to the HIV/AIDS status of fellow workers

6.3 Work-Accommodation and Arrangemnent

6.3.1. The company shall take measures to reaspnably accormmodate
employees with AIDS related (linesses

6.3.2. Agreements made between the company and employee's
representatives ‘shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of warking

time and arrangement for return to work
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

7.1 Emplover’s Responsibilities W

£ 1.1. The Company, together with employees/ labor organizatians, company
focal personnel for human resources, satety and health personnel shall
tdevelop, implement, monitor and evaluate the waorkplace policy and
program on HIV/AIGS.

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

7.1.3. Ensure non-discriminatory practices in the wr::-rkplace and that the
policy and program adheres to existing legislations and guidelines

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

7.4.5. The Campany, thraugh its Human Res aurces Repartment, shall see to
it 'that their company policy anc pmgram 5 adequately funded and made
known to all employees.

7.1.6. The Health and Safety Committee, together with employees/ labor
organizations shall jointly review the policy and program and continue to
mprove these by networking with government and organizations
promoting HIV prevention

7.2. Employees’ Responsibilities

7.2.1. The employee's organization shall Gndertake an active role in
educating and training their members on HIV grevention and control,
Promote and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose workers to increased risk
of HIV infectian,

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

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

7.2.4. Employees shall comply with universal precaution and preventive
Measuras : .
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£, 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.

8. EFFECTIVITY

3.1, This Policy'shall take place effective immediately and sHall be made known to

gvery emplovee '

s iJI-II'.l-'I..|| E".I
Prepared by: Jo Hannd R. Melecio
Hurman Resources

i
i
Reviewed by .-'-'-JI|_rl'."|.1‘i.' P tfg_t_r}_g_.-r!iln_l Ir

Director of Opkrations

Approved by: Yisroel Y. Gissinger
CEQ
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To CALL EMPLOYEES CONCERNMNED

From Human Resources

Thru » Operations Manager

Subject WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB) PREVENTION
AND CONTROL

1. OBIECTIVE

1.1.To assist the gavernment In its campaign against Tubercilesis (TB) in compliance
with the Department of Labor and Employment’s Bepartment Order No, 73-05,
series af 2005 = Guidelines for the Implementation of Policy and Program on

Tubereulosis (TB) Prevention and Control in the Workplace.

1.2.To provide initiatives to prevent the outbreak and spredd of tuberculosis in the
workplace, and to treat, care, and support employess who becorme afflicted with

tuberculosis

Pad

COVERAGE

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

3. POLICY STATEMENT

3.1.The company seeks the prevention of the spread af tuberculosis, as well as the
treatment, rehlabilitation, and restoration to work of en ployees who contract

this disease. To achieve this goal, all employees are strictly mandated to undergo
an annual physical examination with the requisite chest x-ray

3.2, Als0, In line with this, a8 TB awareness program shall be undertaken through
Infarmation dissemination, which shall inglude |ts nature,; frequency {occurrénce
ina selected population) and transmission, treatment with Directly Dbsemved
Treatment Short Course (DOTS), and control and management of TB in the
workplace. This shall be handled by the Offjce of Health Services (Infirmary) o
the partner health provider of IPLOY INC. In conjunction.with the Opérations
Mdnager and office of Human Resource through the company's accredited

health provider.

3.3.The DOTS is a comprehensive strategy to contral TB, and +4s+composed of five

camponents, which are

3.3.1. Political will ar commitment to enduring sustained and quality TB
freatment and control activities

3-3.24. Case detection b'!.-' SpUlume-smear MmMiCrescopy .]I‘T ong sympltomatic
patiants;
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133 Standard short-course chemotherapy using regimens of 6 to 8 months for
all confirmed active TB cases (l.e,, smear positive or those validated by the
T8 Diagnaostic Committee), Complere drug taking through direct
observation by a designated treatrment partner, during the whole course of
the treatment regimen; -

3.34, A regular, uninterrupted supply of all antl-{uberculosis drugs and other
materials;

3.3.5. Astandard recording and regorting system that allows:assessment of case
finding and treatment outcomes for each patient and of tuberculosis cantral
program’s performance overall

3.4.Employees must be given proper information on ways of strengthening their
Immune’ responses against TB inlection, Le., Information on good nutrition,
adeguate rest, avoidance of tobacco and alcohal, and good persanal hygiene
practices. However, it should be understored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information on its etiology and complete performance overall,

1.5 Improving warkplace canditions

351 Ta ensure that contamination from TR alrborne particles is controlled,
.wnrkplaces must pravide adequate and appropriate ventilation (DOLE-
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers.

352 The number of employees in a work area shall not exceed the required
number for a specified area and shall observe the standard for space
reguirament. (OSHS Rule 1062)

3.6.Capability building on TB awareness raising and training gn_fﬂ' case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
te given to Company health personnel or the occupational safety and health
committee. )

3.7.5ocial Palicies:

3.7.1. Non-discrimination: Employees who have or |;':,m T8 shall not be
discriminated against. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work fot as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored to'work as soon as their iliness is controlled

372, Work Accommodation: Through agreemerits made between the
management and the emglu*,'ees'“-.mrk atcommodation measures (o
support employees. with TB s encouraged through flexible leave
arrangaments; rescheduling of working times, and arrabgements for return
te wirk ’
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3.73. Restoration to Work: The employee may be allowed to return to work
with reasonable working arrangerments as determined by the Company's
Health Care Providerand/or the DOTS provider

ol

1.8 Employee Responsibility ;

1.8.1 Emplovess who have symptoms of TB shall immediately seek assistance
from the Company's Health Sarnvices Provider

38.1.1. An employee who has the symploms'of TB s regulred Lo initially
wear a face mask (especially while Inside the office) and observe good
hyglene practices, at least until declared by a competent medical
practitioner to be safe from transmission.

1.8.1.2 Similarly, for those at risk, i.e., those with family members with T8
or those exposed to a co-employee with TB, It would be prudent to
observe the same good hygiene practices until declared free fram the
disease and safe from transmission.

1.8.2. Once disgnosed to be with TB, employees shall immedlately seak
treatment either through the Department of Health's DOTS or a private
physician of the employee’s choice, However, it s imperative thal the one
strictly adheres to the course of treatrent.  Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make i* harder to treat the infection and

esult ina longer absence.

3821, An absence from work due to medical reasons of over six [B)
months may result in the termipation of one's employment as
provided for by the Labar Code of the Philippines under Art. 284 -
Disease as Ground for Termination:

383 Emplayees are required to undergo an annus comptlsory chest X-ray
through the Annual Physical Examination. If for any reason an employee
fails to secure a chest ¥-ray at that tLime, he/sheshall be directed to secure a
chest x-ray at an accredited clinic by his/her respective Infirmary/Health

Services,

1.9. The Company shall ensure that any T8 occurrence in the workplace |s traced and
that all contacts. are clinically assessed, as much as feasibile

.10 An employee afflicted with TB, .who 'has voluntarily undergone Lhe
trsatment and rehabilitation program (DOTS) orescribed, and wha is finally
declared to be in-a non-communicable stage, may be sllowed back to work
subject Lo being given a medical clearance by a Company designated physician,

3115 Fmployess (those afflicted with the disease or those identified under
contact tracing) who refuse to cooperate and dutifully gbserve lawful
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4 after treatment, with a - maximum period. of six (&) month '.'I eave (without [1-’.1'”.
an employee found to be cured or in a non-communicable stage of TB may be
allowed back to work, provided that the employves's pealth shall continue to be
monitared during the annual physical examinatian with the reguisite chest x-ray

may be deemed necessary by tne Unit Heath Sgrvices {Infirmary} or
acied Health Services-provider

4.7,/ he employee returning to wark small be required by the Management (o secure

medical clearance ffom a medical doctor fhoasen by the Company helore being
allowed to return to work

1.8.The HRD will initiate disciplinary proceedings against any emplovee found to have

liscantinued treaiment in deliance of medical advice, ar'who refuses to undergo
the full treatment course prescribed. Likewise, employees who are ordered to
undergn a check-up due to contact tracing but refuse to do so/will also face

nsciplitary action procegdings. In Goth cages, [he max MU, sanciian .IFJIriI{.JlH‘

.

tar insubordination will be the termination of ane’s emplayment, if it'ls deemed

warranted
IMPLEMENTATION AND MONITORING

§.1. The Safety and Health Committee or ts counterpart shall periodieally monitar and

eévaluate the implementation of this Policy and Progran
EFFECTIVITY

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

ayery employeg

14 i I II
: l |l lll Il_il. { .|_I
Iran sfed by: lo |._1|.'|,-',!‘., ﬂ h.'lﬁ: acio '
Human Resources
X " i '
Reviewed by: Allnedo P Camarilla Jr
Dirpktor of [}ul.-hnmr-:;
Approved by: Yisroel ¥, Gissinger -
CEC
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Date : February 22, 2018

To : ALL EMPLOYEES CONCERNED

From Human Resources

Thru ! Operations Manager

Subject WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

L. 1 Ipioy Inc. 5 committed to conform 1o the established standards assurance’ of
custamer satisfaction, protection of our enviranment and health and safety in
the warkplaces

1.2.The company promdtes and ensures a healthy enviranment through its various
nealth programs to safeguard ils employees. And as part of the company's
compliande to DOLE Department Advisory No. 05, Series of 2010 (Guldelines for
the Implementation of a Workplace Pollcy and Program an Hepatitis B), this
Program has been developed. This ‘program is aimed to address the stigma
attached to hepatitis B and to ensure that the employees rignt against
discrimination and confidentiality is maintained ‘

1.3. Thig guideline s Tormulated for everybody's Information -and reference for the

diagnosis, treéatment, and prevention of* Hepatitis- B. This will inform the

']

employees of their role as well as the company in dealing with Hepatitis B. A
healthy enviranment encompasses a good working ralationship and great outpul

forcontinuous business growth, e
2. COVERAGE
2.1.This Pragram shall apply to all employees regardless of their employment status

3. POLICY STATEMENT

3.1, Implementing Structure

B

1.1 Iploy Inc. Hepatitis B workplace policy and program shall be managed by

ts health .and safety committee. Each division or department of the
Company shall be duly represented
3.2_Guidelines :
3.4, Education
32 1l Hepalitis B shall be conducted through distnbution and posting of

IEC materials and counselling and/ or lectures; and
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Q58 coorchination with the |
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1.2:2.1 All employees are encouraged 1o be Immunized against Hepatiti

B after ser IFINE Clearan tromhair phvsiciak

place sanitation and proper waste management and disposal

shall be monitored by the health angd sately carkemillee on a regular

19 ¥ o i HIMF iy =t

i i Persanal prote VE QLU EITE sall o ade avanagle at al times

for all employeas: and -

1.2.2.4 Employeess will be piven tralning and informatian on adhérence to
tandards or universa precaution 1ENE WOrkplace
4, S0CIAL POLICY
4.1.1.1 Nan-discriminatory Policy'and Practice

i e e Oy B | There shall be | Uscrimination of any farm dgainsi
employees on the basis of ther Hepatitis B gtatus consistent with
tne mniermational agregmeant 1 nonsdiscrimination ratified Ly

the Philippines (ILQ C111), Emplovees shall not be disoriminated

against, from pre to post employment, including hiring
promaotion, or assignment because of their hepatitis B status.

" A 2 Workplace management of sick employees shall not differ
from that ol any other g5, Persons with Hepatitis' B related

lInesses may work for as long as they are methcally fit to work:
d,.1. 1. Confidantialily

/i ot s BR 100 applicants and employees all not be compelled to
isi v their Hepatiti B status and other related medical

- infarmation. Co-emplovees shall nol be abliged to reveal any

nersonal rl:'rulr1|_| £ar JE0 gir Tellchw . ar ployees Arces

>3

personal data relating 1o employves s Hepatitis B status shall be

pound by the rules on confidentality and shall be strictly limited
to.medical persarinegl of epally requirgn

4113 Work-Acoommodation ang Arrangement

4.1.1.3:1 Thie company shall take "measures [0 reasonably
accommodate employees who are Hepatitls B positive or with

Hepatitis B:- related ilinesse
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4.1.1.3:2 Through agredments made between management and

Crbu Gy H000

employees’ rapresentative, measures to-support emplovess with
Hepatitis B are encouraged 1o work through fexible leave
arrangaments, rescheduling of working timeand arrangement for

feturn to work

4.1:144 Sereening, Diagnosis, Treatment and Reférral to Health Care

Services

4.1.141 The company shall establish a refercal system -and provide
gccess to diagnostic and treatment services for Its emplovees for
appropriate medical evaluation/ monitoring and management

4.1.1:4.2, Adherence to the guidelings for healthcare providers on

the evaluation of Hepatitis B positive employees is  highly

encouraged

4.1.1:4.3 Screening for Hepatitis B as a prerequisite to employment
shall not be mandatony
1015 Compensatior
4101054 The' company shall provide access to Soclal Security

Systemn and Employees Compensation benefits under PD 626 to
an empioyee contracted with Hepatitis B infegtion in the

perfarmance of his duty
3. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

L U | Employer's Responsibilities

<l 0 i e | Management, topgether with-employees’ organizations,
company focal ;nﬂl*.h"-r-'-l-l far human resources, and safety and
health persannel shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatitis B

3.4.11.2 The Heaith and Salety Committee shall ensure that their

company policy and program s .-.-1'ctq|..|7r_“y funded and made

known to all emplovess

T I i The Human Resourcas Department shall ensure that theair
policy and program adhere to existing legislations and guidelines,
inc lldirllg. provisions on |eaves, Denarnts anag insurance

T Managemenl "|:||- provide information, education and
tralningon  Hepatitls B for Tts workforce consistent with the
standardlzed basic infdrmation package developed oy the
Hepatitis B TWG: if not availabld within the establishment. then

provide access ta information
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51315, The company shall ensure non-diseriminatory practices in
the warkplace, :

5.1:1.1:6. The management together with the company focal
personnel far human resources and .l.a'!ra.w and health shall
provige appropriate parfsonal protective equipment to prevent
Hepatitis B exposure, especially for employees exposed to
potentially eontaminated blood or body fluid.

5.1.1.1.7. The Health and Safety Commiltee, together with the
employees’ organizations shall |ointly review the policy and
program for effectiveness and continue to improve these by
networking with government and organizations promating
Hepatitis B prevention,

- repbas Al The company shall ensure confidentiality of the health
status of its employees, including those with Hepatitis B.

51119 The human resources shall ensure thal access to medical
records (s limited to autharized persanngl

) Employees Respansibilitles

SENENRE e The employees organization |s required to undertake an

active role in educating and training their members on Hepatitis

B prevention and control. The IEC program must also alm at

pramoting and practicing a healthy lifestyle with emphasis on

avoiding high risk Dbehavior and other risk factors that

EXpOse. amployees to increased risk of Hepatitls B

infection, consistent with the standardized basic informastion
package developed by the Hepatitis B T‘.-!l.ff.:ul

51.1.2.2 Employees shall practice non-discriminatory acts against
co-employees on the ground of Hepatitis Bistatus

515132 .3, Employees and their arganizations shall not have access to
persannel data relating to an employee's’ Hepatitis B status. The
rules of confidentiality shall .apply In carrying out union and
organization functions. -

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

&11:2.5 Emiployees with Hepatitis B may Inform the health care
provider or the company |1'rh,.r<i|:'|dn on their Hepatitis 8 status,
that is, If their wark activities may increase the risk of Hepatitis B
u.fec[mn and transmission ar put the Hepatitis'B positive al risk
for aggravation.
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6. IMPLEMENTATION AND MONITORING

b.1.Within the establishment, the Implementation of the policy and program shall be
monitored and evaluated periodically, The safety and health committee or its
counterpart shall be tasked for this purpose

7. EFFECTIVITY

1.1 This Policy shall take place effective immediately and shall be made known Lo

BVETY L‘|I|:.:I'|'U|'|'¢:.I=:.I
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Frepared by: lp r'hil:'lli"!i.j__‘ﬁ__fﬂf_"_t_-!ti-:l
Human Resources

Reviewed by: Alfr {':*it_‘l G alrkﬂfj_l il
Director of L}:Jllehu:lmll:~

Approved by, Yisroel Y, Gissinger
CEO
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Date tJanuary 1, 2018 .
To : ALL EMPLOYEES CONCERNED :
From : Human Resources -
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

iy

L

In compliance with Article V of Repuflhc Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department: Order No. 53-03, series of 2003
(Guidelines for the Implementation of .8 Drug-Free Warkplace Policies and
Programs for the Private Sector), Iploy Inc. hereby adopts the following
policies and programs to achieve a drug-free workplace, |

Company policy Is to maintain a workplace free of illegal drugs. To ensure
that the objectives of the company’s corparate policy are met, the company
is implementing this drug-free program. The program will have the following
elements:

2. COVERAGE

2.1,

i. pOUl

3.1

3, 3

34

This Program shall apply to all empleyees regardless of their employment
staliis, -

CY STATEMENT

The use, possession, solicitation for, or sale of dangerous drugs on company
premises ar while performing an assignment..

Being Impaired or under the influence of dangerous drigs away from the
company, if such impairment or influence adversely affects the ermployvea's
work performance, the safety of the employee or of mi]ers, or puts at risk
the company's reputation. :

Possession, use, solicitation for, or salé of dangerous drugs away fram the
company premises, if such activity ar involvement adversely affects the
employee's work performance, the safety of the employee or of others, or
puts at risk the company's reputation

The presence of any detectable amount of danrgerous: drugs in the
employee’s system while at wark, while or the premrses of the company, or
whie on company business. "Dangerous Drugs” include those listed in the
Schedules annexed to the 1961 Single Corvention on®Narcotic Drugs, as
amended by the 1872 Frotocol, and in the Schedules annexed to the 1971
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4, MANDATORY DRUG TEST

reened and ri r|;;'|_||:I':||:-|_"',.'|_':|1

4.1. To ensure that only t B 51 {aric]

||-;|'4 |'||'-'nr|'|,I:'||-J|'r_— aTte T TUCTIVITY poof decision makmg
[ s and reduced tearm efjort)

INCTEQSEq aoCidet Ji
which drug use the workplace, the conduct of

et on : I [re |--!'r-|J|||'.,-'||.|--r|i

mandatory drug t: 5 he

: o iffiliated center, a duly

Z. Iploy. Inc. desig
accredited drug | " et partment of Health (DOH), @5 its
authorized drug 3

4.3 The Company may 2 _ restineg under any of the following

circumstance

431, RANDOM TE MG f ; v be selected at random for
Arug testing r ! miparey

4.3 FOR-CAUSE TE £ ; y ask an officer/employee to
submit to a arus fest 3t ! ; it the employee may be under
the influsnce of r ! t limited to, the following
circumstance i f bout the employee's person or

ir [!'_—. ST £ ot = T4 employe: part that

'=I|i;".!*'.'-“" impair = i irue BEalivi 'r”"I"-'r'-ll'“""'"
|'|:jrrr__>r|1._ If E%CE i sheantenlsm Oor tardiress
4.3.3. POST-ACCIDEN =YH Hicetfemploves Involved 'In

f'-.-l.:: Imcige I ' =

possible use or influencs = ¢ be asked to submit to a drug test

As defined harey Moar-* ) an incident arising frorm or intneg
course of work: which ] gt to injuries or fatalities of the

: the employer had it not 'been

workers and/or co i : AT 3Ee
y A i inplanned or  unexpected

curtallea g
pecurrence that 3 | t resull persanal injury, property
damage. work stopoage of 2 or any combination: therear ol
which arize L OF ang i T e of employment
4.3.4. All drug test mall emoigy,. among alhelr twi (4] testing methods, The
screening test which will determine the positive result as well as the type
of the drug used and the inbirmatony test Wihich Wil Cantirm d POSIvE
screepning test. Where the firmatary Lesl urns  positivi Lh
iment hall evaluate the results and. determing

campany s -Assessimer Team shall evaliia
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the: level of care and administrative interventions that can be extended

tothe concerned employee

435 Iploy Inc. shall inform the officer/femploves who was subjected to a

drug test of the test-resdlts whether positive of negative
4.3.6. All costs of drug testing shall be borne by Iploy Ini
5. TREATMENT, REHABILITATION, AND REFERRAL

5.1. An officer/emplovee who, far the first time, is found positive of drug use,
chall be referred for treatment and/ar rehabllitation v oa DOH accredited
center, For this purpose, Iploy Inc. shall provide a list aof at least three (3}
accredited facilities which an employee who was tested positive for drugs

may choose from

5.2. Following rehabilitation, the coampany's Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employes and recammend to the employer the resumption
of the employee’s |ob if he/she poses no serious danger to hisfher co

employees and/or the workplace

5.3, Al costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account. The period during which the
employee is under treatment or rehabilitation shall be considered ac
duthorized leavas

5.4, Repeated drug use even after ample pgpartunity. Tar treatment and

04 GE
= i il

rehabilitation shall be dealt with the corresponding penalties under RA
and is a ground for dismissal

6. ADVOCACY, EDUCATION AND TRAINING

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

afficers and employees

6.2 All officers and employees are required to undergo an orientation/education
program before assumption af their respective duties, The: program shal
nclude the following topics:

6.2.1. Salient Teatures of B.A, 9165;

£.2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the

parsan, workplace, lamily and the community
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6.2.3. Preventlve measures against drug abuse, and

§:2.4, Stepstotake when intervention |5 needed, as well as avallable services
for treatment and rehabilitat

To encourage all officers and employees 10 lead a | ealthy lifestyle while at
wark and at home, Iploy Inc. undertakes to conduct the following activities as
aften as possible

6.3.1. Lifestyle assessment programs on  health nutrition, welght

management, stress management., alco abuse, smoking cessaticn, and
other indicators of nsk diseases

6.3.2. Health weliness screenings (eg blood pressure and heart rate,
cholesterol test, blood glucose, el

6.3.3. Sports, recreational and fun-game activities

6:3.4. Other activities promaoting health and wellness

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

e

pifle ¥

73

Iploy In¢. shall ensure that the workplace policies and programs on the
prevention and conttol of dangerous drugs, inclugding drug testing shall be
disseminated to all officers and emplovees. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them,

Iptoy Inc. shall maintain the confidentiality of all information refating to drug
tests ar to the identification of drug users in the workpiace; exceptions may
be made only where required by law, in case of overriding public health and
safety concerns; or where such exceptions have been authorized in writing by
thie person concerned

All officers and employees shall enjoy the night to due process, absence of
which will render. the referral procedure inetfective

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1

&

Any officer or employee who uses, possesses, distributes, sells or attempts to
sell tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article Il of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
At

Any officer or employee found positive for use of dangerous drugs ghall be

dealt with administratively in accordance with the provisions of Article 252 of
Book VI of the Labar Code and under RA 9165
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8. IMPLEMENTATION AND MONITORING

The 4|:1H|'.'-'rr'n=*ll1.-if onof these policis
evaluated periodical y mai
workplace

accardance with 0.1

9.1.1
and

For this purpose

10. EFFECTIVITY

10.1 shall take placs

This Palicy

known to every employee
11 ATTACHEMENT

11.1 Drug-Free Workplace Policy and |

||...

Frepared by: | uHaI”'lr‘ld H. M_f’n—'l I

Human Resources

Reviewead by &Ifrqﬁliu P {_all'lhllllru Ir
Lhrr_i:"lur of ﬂPr*rdflml

Approved by: Yisroel Y. Gissinger

CED

& iPloy

and programs shall be monitored

it o ensure a -|'I|j_|.|rr-r-

ment Team shall be constituted in

be made

’ | all

Acknowledeement
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Drug-Free Workplace Program Acknowledgement

I'hereby acknowledge that | have recelved and read Iploy Ine, Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or local drug and alcohol treatment
programs. | have had.an opportunity te have all aspects of this matenal fully explained
also understand that | musl abide by the Program as a condition ol Initial and/or
continued employment, and any violation may result in' disc iplinary action up to and
including termination

| alsa understand that during my employment | may be réquired to submit 1o test ng lor
the presence of drugs ar alcohol in my body. | understand that submission to such testing
5 a condition of employment with [Company], and disciplinary action up to and Including
termination may result if

1) | refuse 1o consent to testing
2) I refuse to execute all forms of consent and release af liability that are usualty and

reasanably associated with such examinatio

3] [ refuse o authorize release of the test results to the company
4) The tests establish a viofation of [Company]’'s Drug-Free Warkplace Policy
5) I atherwise vialate' the policy

I'also recognize that the Drug-Free Waorkplace Policy and rélated documents are not
intended to constitutea contract between Iploy Inc. and me

The undersigned further states that he/she has read and understands the above
acknowledgement and signs below of hisfher own free will

SIGNATURE ' = R

WITNESS AT
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Dale : January 1, 2018

To I ALL EMPLOYEES CONCERNED
From t Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1. The following policies and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases.

2. COVERAGE

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

3. POLICY STATEMENT

3.1, Iploy Inc. belleves that employees should be afforded the opportunity to work
in an envirenment free of sextal harassment. Sexual harassment is a form of
misconduct that undermines the employment relationship. No employee,
gither male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual overtures or conduct

3.2. Sexual harassment refers to behavior that is not welcome, that is personally
offensive, debilitates morale and, therefore, interferes with  work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexiially
oriented condutt which is offensive or objectionable to the reciplent,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

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

3.4, DEFINITION OF SEXUAL HARASSMENT

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



. i
1Py [toeporates L 'P,o
Liih Figor MET Tower
Precadarrs Kpad Cobu Bymness Pam + v Bl '

Cobu City KO

requires or ntherwise reguires any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission is accepted by
the object of said Act.

In a work-related, or employment environment, sexual harassmentl s
committed when;

34.1. The sexual favor Is made as a condition in the hiring or in the

employment, re-employment, of continued employment of said
individual, or in granting said individual favorable compensation, terms of
conditions, promaotions, or privileges; or the rr:-f_L':saI to grant the sexual
favor results in limiting, segregating or classifying the employee which in
dny way would discriminate, deprive or diminish employment
oppartunities or otherwlise adversely rlﬂfql.'_‘{l. said employee;

342, the above acts would impair the employees' rights or privileges under
existing labor laws; or '

343, the above acts would result in an intimidating, hostile, or offensive
enviranment for the employee .

1.5 WHERE SEXUAL HARASSMENT IS COMMITED

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

3.5.1. In or outside the office building or trainingsite;

352 at office or training-related social fungtions;

353, Inthe course of work asslgnments outside the aoffice;

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

3.6. FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed i any of the following forms:

3.6.1. Overt sexual advances;

3.6:2. Unwelcome ar improper gestures of affection;

3.6.3. Request or demand for sexual favors including but not limited to going
aut on dates, autings, or the like for the same purposa;

3.6.4, Any other act or conduct of a sexual nature or for purposes of sexual
gratification which Is generally annoying, disgusting or offensive to the
wvictim
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3.7,

38

WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature. It refers to behavior that is not welcome, that is
persanally offensive, that debilitates rnnrnle and that, therefore, interferes
with work effectiveness.

EMPLOYER'S RESPONSIBILITY

iploy Inc, undertakes to provide its officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of.company pelicy. The company is
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-refated sexual harassment.

4. PROCEDURE

4.1

4.2

COMPLAINT PROCEDURE

4.1.1. Any officer or employee, who Hxnénern:e's ar witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation, They may also report
acts of sexual harassment to any.other member of Iploy Inc.
management or ownership. All allegations of sexual harassment will be
quickly investigated, To the extent possible, the identity of the officer or
emploiyee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure, When
the investigation is completed, all parties will be informed of the
outcome af the investigation. '

4,1.2, A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees’
representative to receive complaints, *investigate and hear sexual
harassment tases. The Committes shall devalop its own rules in the
settlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment.

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

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



Ploy Incarpoiiteo lP o
14 Fload MET Tawe:
Pustariores Howd Cobo Hirsness Firk it "

Cirhia Citw SOOI

4.3. WRITTEN POLICY

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

5. CONFIDENTIALITY

5.1 At the commencement of the investigation 1}r¢3cedur'r-.~ at the Committee,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence, It is the intention of Iploy Inc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the.conclusion of the investigation proper

6; EFFECTIVITY

6.1. This Palicy shall take place effective immediately and shall be made known to
gyery empioyeg

Hl f | U |.-'.
Prapared by: lo Hanna R, lecio
Humuan Resources

.f

Reviewed by .F‘q‘-fredul Gamarille Jr
Director of Operations

Appraved by; Yisroel Y. Gissinger
CEC
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name ~ Position in Establishmen
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea 3 Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoli CSR - Phone

Submitted by:

Yisroel Y. Gissinger
CEO
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DATE : April 3, 2018 -
To ALL EMPLOYEES -
FROM HUMAN RESOURCES DEPARTMENT
THRU OPERATIONS MANAGEMENT
SUBIECT MEMO: RESTROOM GUIDELINES

Iploy Ing. provides unisex restrooms avallable sothat emplovees car use them when they need
to do so. One is located inside the operation floor and.second s in the hallway dutside the
operation tloor, However, those who are uncomitortable, has issueowith the unisex restroom,
we have a separate single; private restroom available for use

Moreover, any l:?”"}'.llﬂ'y'l?'ﬁ with concern/issue in using the unisex restroom, please visit Human
Resources office to get door access pass. Office security, Log in and Log out procedure shall
apply,

Furthermare, it is essential that all employees should comply and obsernve the restroom
etiguette:; v v

e Knock if the cubicle appears to be occupied. Don't peek under the doors.

o lockthe cubicle door when you enter

o Stand clogeenough to the pan or urinal 56 vou don't wet the seat, walls or
Hoor :

® Flush the toilet atter use and wipe off the toilet seat tor the next user

o FPaper towels goin the trash can, not on the Hoor or in the tollet bowl

» Wash your hands o prevent the spread of colds antl the flu

s Please use water and paper towels conservatively

For yaur information and guidance,

Koy
JGH&MM%EE-‘LI LAY "-"hM LHLQUD?\&UI'T

H-."n;illh F;,r;:;.{‘.nl.'rr:{--'; z : 71 ik E}:r\-"’m
. Ju,_, J€, 013

MNoted by

Alfredo famarillo J
Che : ;:h‘rdh{w
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Febiruary 27, 2018

To : ALL EMPLOYLES

FROM : HUMAN RCSOURCES DEPARTMENT
THRU : OPCRATIONS MANAGER

SUBIECT :

OFFICE SECURITY, LOG IN AND LOG OUTPROCEDURE

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

To ensure effective implementation and maonitoring of office security

observance of all

1. Employees are required to
il the door is open

2. Employees are allowed to be insid
their scheduled time

3. Bags and/or personal items should b
the production area

Once an employee logged in and inside the
outside until their 1% break

Employees are only allowed to stay in the office for thirty (30) minutes after their shift,

unless authorized or has approval to extend their time

6. Pantry, recreation room and locker sho
their RF 1D to access these rooms

7. No tailgating

log in and log out using the biometric and the RF ID, even
@ the office and to Log in thirty (30) minutes before
e leftin the rﬂ_cker;befnré longing in/going inside

production area, they can no longer go

uld be closed at all times, employees must use

Employee ID and RF ID should be warn at all times, lost RF IDs will be charge to the
employee |
9. Noemployees are allowed to stay in the waiting area for applicant,

10. Employees wha left/lost their 1Ds will get temporary ID from HR and will be dealt with
according to our code of conduct and discipline..

11. Submit self to magnetic wand scanning with the security persannel
12. Only water in a clear container is allowed in the operation area and recreation room

For guidance and strict compliance.

LAUNDAG U |

Ll \
Jo Hlﬁﬂiéﬂ.il“h[ﬁbeciﬂ
Humtan Resources

Noted by:

CepieMgre 2¢,

Scanned by CamScanner
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DATE : November 17, 2021
TO ! ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT . LOCKER POLICY

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

Please see list of rules provided below for your reference,

RULES

s  OMELOCKER ONLY per employee. NO sharing of lockers.

» NO storing of perishable foods/|eftovers inside the locker.

* Proper sanitation is strictly observed (E.G. No storing of unwashed containers/mugs/utensils, etc.)

e NO transferring of lockers. Transferring of lockers is subject to approval.

e 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, A

 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.

* The company is not responsible for loss or missing items due to the owner’s negligence.

e Forced Open Request due to lost padiock key or forgotten password/code should be submitted a
day prior and will be subject to avallability of the bolt cutter.

¢ Authorization to Forced Open a Locker, the reguest must be submitted via email to hr@iploy.com
and must wait for the approval.

e  NO LOITERING inside the locker room

¢ Unassigned Lockers with cable ties should not be opened.

e Things Inside unassigned lockers will be subject to disposal of the management

This Memaorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared hy: Noted by"
% ;‘_ _,.,

o &
Carlos Gotiong
General Manager

| have read, understood, and agreed to comply with the foregoing pnms and conditions
governing the iPloy Locker Policy. A,

( A ot
U\‘}] W ”52 C=/ PALUND A A1
Employes/Signature Over Printed Name/Date
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DATE April 3, 2018

o ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT

THRU OFERATIONS MAMAGER

SUBIECT MEMO: CALL IN FOR QUT OF OFFICE

In ordern 1o properly monitor out of office employees, a new process 1o-call imfreport absence will

benmplemented effective Monday, April 8, 2018 .
Guidelines:

1. I cases of late and/or absences, employee should report to Human Resources through
5ME& ar Call via MR hotline: 091 7-709- 7(74
4. Notihcation should contain the following information
a.  Completa (real) Name
b, Department
Team Leader
d, Callin for: (Whole day Absent, Half-day Absent, Late)
e, HReason
3. HR will be the one to send notification to Operations Management
4. No call inshould be communicated through Team Teads or any other employee. [t should
pe done by the employee of his/her relat e
5. Notification should be at least two (2) hours before the emploves’s shift
6. Ifan emploves is advised to rest/canflined in the hospital, number of rest dave az advised
by the physician should be indicated. Otherwise, employee must send notification daily
7. Failure to notify will be tagged as No Call, No Show and/or unscheduled absence and will

be dealt with according to our Code of Conduat and Discipling

For yaur guidance and strict compliance

Human Resaurces

Moted illy

M
arilio Ir
3 Al §
paranans !
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Fabruary 18, 2020

Ta : ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBJECT : ATTENDANCE BONUS 2020 '

As we end the year 2019, IPloy would like to set clear key procedures;and puh'cies This memorandum serves as
reminder to be followed: ;

PAYROLL

1. Immaculate Attendance Bonus Is for employees with perfect attendance, Employees should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak, Failure to punch in - out for
breaks will also disqualify the employee. No walvers will be given,

2. Tardiness, Undertime and Ovér breaks will be deducted from the amployes's pay,

3, Employees who tendered their resignation before the release of the Sign On Bonus (First Half or Second Half) will
ND longer be eligible to receive (L

4. Employees quallfied for the Sign On Bonus (First Half or Second Half) will receive it on the 30" of the succeeding
manth from eligibility.

&, Eligibdlity for the annual merlt increase is based on overall performance and managemeant discretion, Pay out Is
at management's discretion.

MEDICAL CERTIFICATE

1. When must the medical certiflicate be dated?

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

. 2 ciays absence - the medical certificate must be dated on the initial day of absence or the next day. If the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day — at the
latest. Itcannot be dated on the Saturday that immediately Tallows ar that Monday that the agent is to report back
to work :

. 3 days of ebzence or longer - the medical certifrcate must be dated on the inkial day of absence or the next
day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from the
initial date of absence. Also, the advice to rest is inclusive of rest days,

o Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 days;
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday — the agent must be back
to work on Monday.
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e If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannol be antedated,
o There must be a fit to'work date,

o The only exception to the Medical Certificate date guidelines s if the employee has been
hospitalized. :

VACATION LEAVES

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

2. Employee must gxactly have the corresponding credits for the request Lo be approved.
1 credit = One Day
5 credit = Hall Day

3’ Employes with perfect attendance 60 davs from the requested VI date will be given priority in the appraval of
leavas. This is & way of rewarding employees with perfect atiendance.

"
]

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

r

Approved By

,,Qt,}lk.% 28, b2

1AY GISSINGER
Chiefl Executive Officer

ALFREDO ARILLD JR.
Director of Opearations
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Date : November 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

1. Employees are required to notify the HR hotline number (0917-705-7074) 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 fnlluw:ng reasnw
s Employee’s lliness or injury.
s Beregavement leave/s
o  Emergency leave/s
* Power Outage/Internet Outage (for temporary Work from Home set-up)

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

Note: No more Manual filing of sick Leave except if the employee was hospitalized and/ar
guarantine due to COVID-19, ix

4. Below are the documents needed to provide to use the paid sick leave;
s Employee’s iliness or injury

# At the discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated from waork for the
period of absence because of sickness or injury and that the employee s again
physically able to perform his or her duties. (Medical Certificate with Fit to
Waork) ]

# Blacklisted Doctors and clinics’” will not be honored. :Please refer to the
Blacklisted Clinic/Physician Memao)

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

* Emergency leave
» Nalidate his/her absence through su pp-:}rtlng documents as to why she/he was
having emergency leave on the said date,

* Power Outage

» Certification from their electric/power 5uppi1,r provider (e.g., VECO, CEBECO,
MECO)

¢ Internet Outage o,
# Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
» Picture of the modem {showing red, no light in “internet”)

5. Any unauthorized sick leave will subject the Emp!nyee to dlsclpllnaﬂ,.r action. 5L is unauthorized
under the following circumstances;
¢ The employee failed to inform the immediate supermr or HRD abaut his/her absence due to

iliness unfess fully justified,
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& |fsickness claimed is fictitious or non-existent. '

6. The employee or his/her representative must infarm his/her immediate superior or HR if an
extension of SLwill be needed to recover from the sickness, A medical certificate must be submitted
before the explration 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 November 22, 2021,

Please be guided accordingly.

Created by:

HADT WIN S LA oL

hl:}%j-\l&\ﬂm af , 'G'FU?}

Angelo Manal Carl on
Director, O eratrpns Operations Manager “General Manager
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Date 3 November 12, 2019

Ta : ALL EMPLOYEES

FROM - HUMAN RESOURCES DEPARTVIENT

THRU - OPERATIONS MANAGER ‘
SUBIECT - 555 SICKNESS CLAIMS ~ 5 CALENDAR DAYS

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

A member |s qualified to avail of this benefit if:

1. Heis unable to wark due to sickness or Injury and confined-either in a hospital or at home for at
least four (4) days;

2. He has paidl at least three (3) manths of contributions within the 12-month period immediately

hefore the semester of sickness or injury; :

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

4. He has notified the employer or the 585, if unemployed, voluntary or self-employed member
regarding his sickness or injury.

e

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

Far your guidance. '

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

Sincerely, %
o e m"*‘““’“

.}. I.- .
Noted by: -Wﬁu gf" Jﬂ‘l’a

ﬁ arilla Jr.
iretof

rs
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DATE December 7, 2022

TO ALL EMPLOYEES

FROM HUMAN RESOURCES

SUBIECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

The following clinics and/or physiclans are considered blacklisted and medical certificate/documents
issued by them will not be accepted. In the event that the employee submits any of the med certs
under these clinics/Physicians will be tagged as culpabli for Insubur:tmatrun under Rule 1 Section 22
of our Code of Conduct and Discipline.

The following are NOT ACCEPTABLE and are co nsidered part of the ELAEKLJSTED CLINICS/PHYSICIANS:

0 00 =1 On LN B Ll R

=
=

For medical certificates, the following must be taken into account; *

Rajah Tupas Medical Services ‘
Bimbo H. Tequillo MD Clinic R
Lofita E. Abella-Libres, DMD

Or. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecillo Ir., MD

Now Serving

Dr. Guian Darnell Sumalinog

. Clinics/Physiclans without complete contact dEtaII5 such as but not limited to the following:

101 Doctor's name

10.2  Doctor's license number _

10.3  Clinie/Doctor Phone number .

10:4  Date of Actual visit

10,5  Diagnosis

10.6 Recommendation

10.7  Fitto work date ] gl Apae

.

Must be issued on the day of the absence or the'day after,

All instructions in the recommendation must be strictly followed, Proof will be required such
as but not limited to proof of purchase for medicines prescribed by the Physician, laboratory
results, and the like,

Mote that all medical certificates including fit to work will be vaildated by HR/Clinic. NO Fit-to-
Work Certificate will be denied entry inside the production floor.

'
]

Kindly take note that if the clinic/Physician has any of the followling factors beiuw will not be accepted
as valid medical certificate:

1,

Phone numbers shown in the medical certificate are incorrect and can't be
validated/contacted. pre I ‘

Questionable medical certificates due to some inconsistencies/discrepancies as validated by
HR/Company Nurse/Company Doctor. ¥

The Clinic/Physician does not entertain phone validations for the certificate Issued.

Caters primarily on cosmetic procedures and'g:nnsultatmns.
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Since hospitals and clinics are now having less restrictions for consultations, it s highly recommended
to do a face-to-face consultation, If for whatever valid reason, a face-to-face consult is not possible,
a tele-consult will only be accepted provided that the following conditions are met:

1, Procedures required were followed/undertaken and complied prior to return to work to
ensure that the Physician will be able to get the final diagnosis and provide appropriate
recommendation. )

2. Diagnostic procedures, as needed, to rule infrule out conditions with similar presentations
were accomplished prior to return to work, .

3, Consultis done on the day of the absence.

This updated memorandum shall take effect on December 15,2022,

For strict compliance. 7 mh;é&m‘
Prepared by LADY W) S SAWNPAGU

N ganza g K 'r ;
E yee Relations Supervisor ['fflﬁ'k'“ L ?f (2023
Noted by:

~ .~ j /-' ¥ ' -
e ﬂéJMLP . P
"é’astaﬁares Mari rcilla Nifib Angelo Manal Mfré mmFrillggr.
HR Manager HA Manager Operations Manager Directb{ of'Operations




i Lol Butdnims Fagw, abal S

ﬂ T | ® L) iPloy

Cnlwi Chy 600

Date 1 Movember 30, 20232

To - ALL Employees

FROM : Human Resources Department

SUBIECT 3 VACATION ANMD SICK LEAVE CONVERSION

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

As for the Vacation Leave (VL) conversion, all unused VL credits will be released on the 30" of December
2022, All employees can plot 2 VL request untll December 8, 2022 ONLY. The actual VL dates will cover
enly until April 30, 2023. Kindly take note of the reminders below in reference to filing of YL

& No retractlon of approved Vis. If the employee reports for work on the sctual VL date, the VL
will not be relmbursed and will be vaidad. ;

» Mo rescheduling of VL once approved, ’ :

® Vi date should not fall on a local holiday otherwise forfelted. :

Mote; Approval of VL reguests will be an or before December 14, 2022,

Furthermora, If the amployee resigns or gets separated from the company elther valuntary or lnveluntary,
_all avallable VL credits will be forfelted and will not be part of their 1ast pay if;

& Employee filed an immediate resignation and/or falled to provide a 30-day notica.
Employee went on Absent Without Officlal Leave (AWOL) :
Employes Incur any leave, absences, and/or any form of terminal leave within the 30-day notice
period with the exception that the employee provided a valld documentation such as but not
limited to hospitalization due to sickness, accldents, or con Lagrﬁus diseases.

& Employee [ncurred more than four (4) hours of accumsiated and/or total fate/undartime within
the 30-day notice, ; Y

: o Employee will have Issues with performance including but not limited to quality, productivity, &

client escalation within the duration of the 30-day riotice. _'

= Incurred any behavioral (nfraction sucheas but not limited to Sleeping, Browsing Unrelated
Webs(tas and etc. Sy -

Furthermore, 5L.and VL conversion maybe subject to tax, Should you have guestions pertaining to this
memo, feel free to reach out to our Accounting personnel ak Accountl ng@iplay.cam, °

Signed: . i
- = \"f
=
HR Manager Accounting Manager
.=
Noted by: i y
i - 5] -
- Mansl %gmm
. . Dperations Manager oi r of Dperations
= :
Approved by

iy

LED
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DATE : April 26, 2018

To : ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT

THRU ! OPERATIONS MANAGEMENT

SUBIECT - Maxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Skparated 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

1* Quarter — December, January and February

279 Quarter - March, april and May

3™ Quarter - lune, July and August

4™ Quarter ~ September, October and November and se on anr:l 50 forth

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

Note: Kindly indicate your complete name and signature if you have recelved, read and understood
the memao.

D # NAME TEAM LEAD SIGNATURE ™
gy (H0Y W S hum Uy Qam&QW
; 7 I'x__,r
Regards, Noted By:
R /
/o 1 kA
MM@ Iris Arcilla A!fred(y;l;ﬂ}ilu]r Abélardo Dagalea
Human Resource Director of Operations Cperations Manager

e

QF ‘ﬁﬁ# e
neral Manager
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Ia ALL EMPLOYEES i

FROM IPERATIONS MANAGEMEMT

SUBIECT CLEANSING PERIOD

Ploy Staffing Solutions beleves in glving employees enough ropm Yor improvoment o straighten  ouwl
employment in regards to campliance to our company’'s e of Conduct. The gim of this appreach 15 1o help

mativate employeds rectity passed offenses and start anew

Cleansimg Period pertaing to the tme when an amployves who ' a5 been subjected to a I'I'""-'F' rary Actlon ||:l_-'|.:|

givien to correct improper bebmdor and refrain fron

I3 expected to improve performance. Ample time is

committing any aother infractions

Ian employee does not commit the same nfraction for the specified cleansir B i 1 thi grogrésdion of the
clplinaty action will sdde back to a level depending on its type. Pleawe réler to table below
i
M — T e

Cadiee oo | casnG |
INFRACTION | peryon (manthe)
i

_:;,;:'i'[

Attendance 2]

Productivity [

Behavioral 12

The counting of the Cleansing Period will start ased on the date when DA was decided upon, 8l documentations

for infractions will stll be kept in the Employee s 201 Flle regardless what period of progressior

The Cleans ng Penod iy etflective Januar v 1 U0 covernng Uas G months and older

Stngerely yokirs y Moted By Approved By

; o '-,.'IL l:l l'l""'ll ]
nLrpEuml__cht;MmLm IR, JAY GISSINGER

Direkroy gf Operation: Chie! Expcutive OMicar

NDAGUY

(]
Lo btw 1. M2
n
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CODE OF CONDUCT AND DISCIPLINE (Table of Infractions)

I. STATEMENT OF POLICY

The Code of Conduct and Discipling [s desigred to ensure healthy and positive working
erwronment. and bopes to maintain and uphold professionalism among iPloy ing. employees.
The estabhshed norms herein set farth are geared towards the attainment of the Company's

(3oals and objectives. It i worthy toemphasize that the Code is not meant to be oppressive nor

it 5 intended to threaten and intimidate employees. indéed, it serves a3 the guiding principles
on what is expected of ils’ emplayess 1o conduct during the entire employment haoe In iPloy,
It

. DOCTRINES 7D GOVERN THE COMPANY'S CODE OF .un__zhw_n_ﬂ.hzu DISCIPLINE

1. The right to discipline and discharge employess Tor it and proper causes s management's
preragatiee enshnned from the 1987 Philppine Constitution

2. Fairmass and justice shall slways governythe imposition of déeciplinacy actions. Existing Labor
Laws, Implementing Rules and Juritprudence silll abways bie ohserved,

1 The full and strict maintenance of didcipline i the management’s responaibllity. Treis, it alall be
the primany concesrnal Immediate supstiors dod depariment heads woinitiate oy disciplinary
actions against thelr subordinates whenever a wiclation of the rule i3 committed.

&, Administrative investigations and other proceedings shall be conducted exprditioushy,

5. Imposition of penalties when warranted, shall nok be cancelled, nor delayed for any reason.

6. The rights of the respondent as provided for by Law shall be guarantesd,

7. The management may mitigate the penalty to be imposed, subject howsver to mansgement’s
approval and upon compliance to the conditions set forth by the latisr.

B. Incases of multipie viciaticns of this Code, the Tofiowing rube shall apply as Lo the sanalty 10 be
imposod:

Wimor oflane + Senour ofenie = The higher penaity shail e fmpoaed.

I 2 gr mche ol s the same categary = E]_#l.—_.lwﬂ..l- dulp of cffwnue thadl Le impzind |

iFiry I it gt wb el

-
£1% Flane t5Y Tomay : z ﬁ_—
Frsrednne Roed Cobw Bursiness Parl, _ nw

Cibn City BROG

1 inchlent Aeport wilt be ssbmitted 19 Human Resources (HR) withen 2 woring days from
ther date of the incident

2 Human Aesources will issuee @ Matce o Edplain (NTE) to the employes within 3 working
L

A Direct Superior thould coach the smployess within 5 worting days from the usance of
e NTE.

4. Coaching Form ard Written Expianation of ihe empioyes shoold be submitted within 5

wrxing days from: the issuance of the KTE

R will st Notics ol Desivisr with of witheot (8ncTines witsin S dys from the reesipr

of the Coaching Form and Written Explaration,
& Failure 1o presdde Writlen Explanation shall constitute & weiver of the employss's
right to be Feard and confirms that ail the details in the incident Report sre true and

« ‘without any bisnes

bl Eapses iry the timefine will resul? toa sanction — Megliect of Dty | imuspardination
£ Lapses o ithe timedne will not void the senction

.“-

IV, GENERAL BEHAVIORAL STANDARDS
R an iPloy employes we exbect thatyol will meet the Tollawing beheviom! stendands:

= & Proper Conduck and Decorum is nuu_m.n..ﬁn frosm you within the office and cutside when-
mepresenting the Comaamy. This ipcludes appropriate dress, attending the office ready 10 worls, use of
srrper and detent Mngusge, oietance of sroger office ard work decorem, maingaining proger
relmtiorships with your cofleagues, sustomen and ather individuals not in the employ of the company,
cheervance of @nd compliance with exsting laws of the PRifppines.

be Enhanicing Sompany Productivity the Company expects the Proper care and utdization of
Capital suailsble to the Company; turming up for work ready o work on time 8l the time, tollowing the
appropriate break and finkh times, gettimg on with the-job and performéng the job to the best ﬂ_"_._.__.n.__.ﬂ
ability, positive attitede and dedication toohe's work assipnments, supporting s penvisions and those in
minagenent.

. Follcwsng rules on custames and client relations and always mantaireng & professional hetphul
aftituche with cugtomers

d. Mairdenarce of health and salety of the office and people angund you. A proeer attitide
e cleanliness and praper housekeeping in the office, good heaith of yourself ard others around
you, @sist in the security of the office, foliowing baslc salsty procedures.

e. Proper use of Company Progeiy, facilities and securnity to protect com@any and employes

- assels. Secure handiing and maintenance of Comoany records, keep confidential and protect the

imegrity of all Company operating data and information, appropeiste use if all Company equipment for
work related purpcses properly account for alf Company funds received,
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possible security viglation. RAECEIPT OF THE CODE OF CONDUCT AND DISCIPUNE POLICY
& Tampesing of company
sarvnr/network

This is to acknowiedge that | have read the Company’s Code of Canduct and Discipline and understand
configuration,

Msmissal

Furposaly sharing _ - Wi ) e L ~ thigt it sets forth the terms and conditions of _._.e_w_.ﬂ_..._.._._..ha as well as :#. _“Ecﬂ and responsibili .,m#

i and ool ans of employmeht with the LE._._u..u:____
priviieged and confidential - = — igati
information 1o anyone in Leavel 3 m_ Dy Ditgriisal

the coempany or eternal [ glso acknowledgs Emna._- Company resenes the right o revise, desets, and add ta the provisions of
parties.

== = : this Code of Conduct and Discipline,, or condition of employment 2an be sxtahiished by any other
Unguthorized possession of , . statement, condoect, pelicy, or practice
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property, Supplies o = 5 Days "
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17 application packages and all | Lewei3 & By Tharrssal DATE .
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hacking of another i Surtpe s -
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any server.
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15 other damaging electronic Lewel 3 m_ . CHsmissal
files or physical acoesaories el
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! it E
Dismissal EMPLOYEE SIGNATUR

V1. Saving Clause

‘ 1 Termination of an empioyes shall automatically bar kim/her from re-employment.
Z  The penalty of dismissal shall not prejudice the right of the comparny to initfate court action
agaimst the erring employes.
3, This Code shall supersede all other existing policies, rules; memcos, and the ke, and all policies
to be implemented, if the tame & found to bé incorsistent with the Code of Conduct.

Vil Approval

lay Gissinger . .
Owmer and Chief Execuive Officer =
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