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Employee Training Agreement

This Employee Training Agreement s made on January 15, 2024 between iPloy, OPC, with its place of business at
the 16" floor One Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employer”] and
WRL_CHRUNAN [. GENERN#0 [Employee's Name], an  Individual  with the address of
YUY & APELER, VU phn 2N Fexnnioe, ceey [Employee’s Address] (“Employee”) .

Recitals:

A. The Employer Is providing a 5- day training program to the Employee to enhance thelir skills and knowledge
In the field of Customer Service and as part of the Onboarding process.

B. The Employee has agreed to participate in this 5- day training program.

C. The Employer has agreed to pay the Employee a salary for the duration of the training. D. The Emplayee has

agreed to the terms and conditions concerning the Pre-Employment Medical Examination (PEME) and the

submission of Employment Requirements.

Agreement:

1. Training Obligation: The Employee agrees to attend and complete the 5- day training program provided by the
Employer. The training will commence on March 25, 2024 and conclude on March 29, 2024,

2. Salary Payment: In consideration of the Employee's completion of the training, the Employer agrees to pay the
Employee a salary for the duration of the training, payable at the nearest payout schedule (15 ™ or 30 of the
month) upon successful completion.

3. Non-Eligibllity for Incomplete Tralning: The Employee acknowledges and agrees that If they fall to complete the
one-week training program for any reason,  they will not be eligible to recelve the salary payment for the
training period,

4. Pre- employment Physical Examination (PEME): The employee acknowledges and agrees that {f they fall ta reach
regularization or (6 months), the cost of the pre-emplayment examination will be deducted fram the final pay.

5. Submission of Government Numbers: The employee acknowledges and agrees to pay the monthly penalties in
government contributions If he/she fails tosubmit the government requirements (555, TIN,PAG-IBIG &
PHILHEALTH) within the five (5) days of training.

6. Entire Agreement: This Agreament constitutes the entire understanding and agreement between the parties
with respect to the subject matter hereof, and supersedes all prior negotiations, representations, and
agreements between the parties, whether written or oral.

7. Amendments: This Agreement may be amended only by a written instrument executed by both parties.

By signing below, the parties acknowledge that they have read this
be bound by them.

ERL CeldTin ©-CEMNGR p LB /
Employee Complete Name & Signatlire Training Coordinator & Assoclate
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) 03 )25 | 2024

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2, Er| ChrsKan § Generalao g "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 co nfidence 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.  not to disclose any such Proprietary Information or any infoarmation derived therefrom to
any third person,

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

1.4.  not to 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

2.1.  isorbecomes (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, was rightfully disclosed to jt by a third party, or

2.4, was independently 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 re spective 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 Pro prietary
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



iPloy QPC

e & iPloy
Cebu City 6000

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 relati ng to the subject matter
hereof unless any representation or warra nty made about this Agreement was made fra udulently
and, save as may be expressly referred to or referenced herein, supersedes all prior repre sentations,
writings, negotiations or understan dings 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 more 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 Emplogee
Name: Jade Lenizo Mata Name: Erl Chiisbon [ Geneveloy

Title: Onboarding Specialist Title: (SR

Address: #35 Salvador Extension Labangon Address: purok & Adolfa Tipubdon,
M Jon ;Wﬂﬂﬂdd ! lft,-f:l'vl-f
TR ﬂah!ihgq Date: 07?126 202y
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PERSONAL DATA SHEET

INSTRUCTIOMNS:

L Answer the questions completely and honestly in the spaces provided,
3. Please PRINT legibly,

3, DO NOT LEAVE ANY SPACE BLANK. Write “n/a", “not applicable” or “none”

[Far HR wse only) [For HR usa pely)
EMPLOYEE NUMBER DATE HIRED CEFANTIENT

BT Macd 36, anay

Basic Infarmation §

FIRST NAME

cantact Details

LAST MAME: MIDDLE NAME:

GENERBLID L QAHEL TIAA

NICKNAME: MOTHER'S FULL MAIDEN NAME: ; .
FL CIRILA  LASCUNA  JEGUILES
| CURRENT ADDRESS [House # { Lot | Block 1 Strees, Barangay, Municipality / City, Province, fip Code)

PURLE & DOpLFR, NTNysoAn | (AN PERIVPPOC, CERU , b OIY

PROVINCIAL ADDRESS (House # / Lot / Blocs #/ Hrrnt,ﬁarangn-. Municipality / City, Province, Tip Code)

FURLKE § ﬁ‘FJE'lFP, rjr,‘ul'.;'u.ﬂml L@ ’Fﬂ:p&!‘-‘ﬂﬂl"bl Ceau ¢ bolf

Land Phane Ma. Mg Mabile Mo l‘ﬂlﬂjﬂ"qu‘r | Mabile Mo, 00 La Bl E10 5
555 Mo, | PAG-1BIG No PHILHEALTH No TIK
BIRTH DATE __ : BIRTH FLALE © GEWDER BLOOD TYPE
09l ol MESG . ([ pau _ MALE |
MARITAL STATUS NAME GF SPOUSE |I’r1r.|rneﬂ.| Email Address{s)
I Single N .
[ | Legally Separated EelChrd hon Iy J}E"jm“'"- Lavmy
[ ] Marriad SPOLUSE TN

[ ] Widow\Widawar

Are you reiated by kinship or ma rriage up to the 3™ degres to any current employee of [Ploy?
[ 1¥es [ ] No IfYES glve NAME and RELATIONSHIP

NAME OF SPOUSE [If married) SPOUISE S EMPPLOYER SPOUSE'S DATE OF BIRTH

R b NO.OFSISTER/S | 2 | NO.OFCHWDREN | ST ::;:m?J o
NAME OF CHILDREN [1f any) DATEOFMUTH | NAME OF SIBLINGS %ﬁﬁmm‘

NICANOK GENEKALID R, 0olosT (a5 [ MAkeiED

EMQ{HIF ss:nezﬂw bﬂh-}m | M Ekico

J‘frm-n GENExn LAe oeles] il 1 Mpreitr

: | o B S | /A

i FATHER'S NAME | D:I'::FSI-. OCCUPATION MOTHER'S MAME I D:::I:' OCOUPATION

Kicenod Gengrodts| Objo k[l tngpenTER |01l Ul GENERAWRY /76 [ LI| M fEwW! FE

Emergency Contact ([jst

RELATIONSHIP TO EMPLOYEEE

CONTACT FERSON
yawt, Prol) I (Optional) A
| AiLArNgE  GorERPLeD [, 0243 O Heo g | PEGTHE
CpepSnptg  (YLiule p93 ecy1rqe SICTER

Montage - 16th Floor One Moriinge Tower, Archbishop Reyes Ave, Cabu CF y [ MEY= 11th Floor MSY Tower Pascadonas Rosd Cabu
Bugiriess Park, Cabu City 8000 © ACCT — Bth Flaar, Ayala Center Ceby Tawer, Ceb Business Park, Cebu City,



PART 5

Educational Attainment

csadict v sigh e {romye} = (men/yr) (ves or Mo}
PRIMARY EDUCAT]
" on CNp1s /TINKGDRN (NFOO. Chuu Jet
SECONDARY EDUCATION LERHE f 4QuTH "Lﬁ*,m;'lu-ittﬂu W — 020 | Jed
Coursa
VOCATIONAL
E NON-DEGREE COURSES
Degree /Course:
TERTIARY EDUCATION
Dagroe:
POSTGRADUATE & GRADUATE
STUDIES Degree:
Degroe:

PART B

EMPFLOYER'S NAME

Employment History

[Frown most recent and

for all po

ADDRESS & TEL NO.

sitions held)

PHILIF TEANA

AL Fepd LT Pogk LBHUEG
108 TIME / | SALARY PERIDD COVERED [mmfyr)
CSE #/dEnTOE iz v FROM ) o
€ . u2 1922 il ez 3
SUPERVISOR'S MAME SUPEHVISOR'S TITLE EMPLOYEES SUPERVISED

[if &ppllcal:'l'n_r_i

FEASON FOR LEAVING

CALRE~ | CoMpERr RO M

EMPLOYER'S MAME ADDRESS & TEL NO,
)OB TITLE ["SALARY PERICD COVERED [mm/yr]
FROM TO
SUPERVISOR'S MAME SUPERVISOR'S TITLE EMPLOYEES SUPERVISED
[if applicable]
REASON FOR LEAVING
EMPLOYER'S NAME ADDRESS & TEL NO.
OB TITLE SALARY PFERIOD COVERED [mm/yr)
ERCM O
SUPERVISOR'S NAME SUPERVISOR'S TITLE EMPLOYEES SUPERVISED
[if applicable)
AEASON FOR LEAVING
EMPLOYER'S MAME ADDRESS & TEL ND,
IO TITLE SALARY PERIOD COVERED (mm/yr)
FROM Ta
“SUPERVISOR'S NAME SLIPERVISDR'S TITLE EMPLOYEES SUPERVISED
_ {if apphicadle|
REASON FOR LEAVING
EMPLOYER'S NAME ADDRESS & TEL. N,
" J08 TITLE [ SALARY PERIOD COVERED (mm/yr]

FROM TD

SUPERVISOR™S NAME

SLIPERVISOR'S TITLE

EMPLOYEES SUPERVISED
{If applicabde|

REASON FOR LEAVING

Montage - 18h Floor One Montage Tower, Archbishop Reyes Ave, Cabu Gy 1 MSY- 111h Floor M5Y Tower Pescadones Road Cabu

Business Park, Cabu City 6000

ACCT — 8th Flooe, Aysin Cander Cebu Tower, Caby Businass Pamk, Cobu ity
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Pursuant to; (o) indigenous Peopie’s Act (RA 83710; fb) Magna Carta for Disobled Persons {RA 72771 and Salo Parénts Welfore Act 2000 RA ga72)

pledie answer the follawing Hems:

Ara you a member of any Indigenous group? O ves | & wne if yes, please specify:
Do your ldentify as differently-abled? CC ¥ES £ NO if yes, please specify:
| Are you 2 solo parent? 3 YES £l NO | Wyes, please specify:

PART B Character References

Give name, address, and telephane Aumbers of three (2] persons wha know you ather than those you have worked with,
M ADDRESS TEL NO.

1 MRpEia  CHEENMP PING: o LOUTH Aplvcion , Jhn manime i (91

2 STEeWnMIECE/  ChuTILE BL ClUTH Pugppeden, onFes, (e ST IAL

3 JUJEpN  pRgclau pirAMUNGRIS | LU | bael Squ 40

PART 9

Other Qualifications

Job-related training courses (glve title and veor), Job-related skills fother longuages, computer end informaticn technology, fools, machines, etc.}, Job
related centificores and Neenses fourrent anlyl, Job-reloted awards and speciol ocoomplishments {publicotions, membsrshios in prafessional or hanoe
societies, leodership activities, public spésking, ond perfarmance owards). Give dotes ond send docu ments

|——_DNTE e DESCRIPTION / TITLE

ADDITIONAL IDENTIFICATION

TYPE / CONTROL NO. ISSUE DATE EXPIRY DATE

PASSPORT DETAILS

WISA DETAILS (if applicabla)
DRIVER'S LICENSE

DTHER GOW'T. ISSUED IDs: (For
example: 555, TIN, SOLD PARENT
I, PRC, ACR, etc.)

MILITARY / GOVT, / CIVIL
SERVICES (If any)

Have you ever been farmally charged of an [T Yes I “¥es*, please give detalls;
administrative / civil/criminal affense? L4 o

-FHi'I'E you ever been convicted of an _FI ] Yes If "Yes", please give details:
administrative / civil/criminal offense? A4 No

CERTIFICATION

T CERTIFY that, to the best of my kesowledge and bellet, all the information on an sttached to this document s true, correct, eomplete and made in good
faith, | UNDERSTAND that false or fraudulent informatlan on or attached to this application may be grounds for not hiring me or terminate my
emplayment from Moy, | UNDERSTAND that any information | glve may b imvestigated.

03 /25 fwzy

Date Signed

Martage - 18ih Floor One Montage Tower, Archbishop Reyes Ave, Cebu Gty [| MSY- 11th Floor MSY Tawer Pascadores Boad Cetu
Business Park, Gabu Clty 5000 (| ACCT — Bih Floor, Ayala Cantar Cebu Towes, Cabu Business Park, Qb City.
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, ERL  CheianeN £. GepegrLeo hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer repaorts,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpase of confirming the Information contained on my application and/or obtaining other
information which may be material to my gqualifications for employment. A telephone facsimile
(fax], scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent.

I hereby consent to the Company’s verifying all the information | have provided an 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 Compa ny 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 should such falsifications or misrepresentations
be discovered after | am employed.

| release Iploy Inc., its employees, designated representatives, agents, officers and trustees from

any and all claims of liability or damage due to either the procurement or the true and accurate
disclosure of such records or information.

Applicant Name: _EEL  ChensTAN 5. Genermipo

Present Address: WeoE & ApiLFA, TInydonl LV Feramot CEBY

Social Security Number: "lfﬂlﬁ gemn £ Date of Birth: _09/1e [mez

Signature;

Date: ﬂ?h‘f[ w i
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SIGN-ON BONUS POLICY

Policy:

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

Eligibility for Sign-On Bonus:
To be eligible for a sign-on bonus the employee must meet the following criteria:

A regular employee
Na resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

* The release of the sign-on bonus will be on the 15t 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
prior notice. If any changes are made, you will be notified immediately.

Acknowledgment

| hereby acknowledge that | have read, understand, and agree to the terms and conditions
of the_{25K) sign-on bonus policy.

Signature Over Printéd Name/Date
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UNDERTAKING

This document verifies that | have read the policy listed below and have discussed any
questions 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 : Dress Code Policy
Revision No (01
Effective Date :June 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.

ERL f!"'ﬂ'“i% ir. ﬁmﬂnm 5’3/'?-“f231?

Employee Nate and Signature Date

uﬁﬂt—:i!:,. METH 07 )1 & [e2d

UnhnardanSpetinllst Mame and Signature Date

Noted:




iPloy Gift Policy

The aim of this policy is to establish a uniformity relating to the acceptance of gifts, including gratuities
and rewards. This policy applies to employees of the company. Employees include all permanent, part-
time, temporary and probationary status.

“Gift" means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is not exchanged. Payments for travel, entertainment and
food are also considered as gifts.

Employees are required NOT to solicit or accept for personal benefit directly or indirectly any gift from
any employee/s or company that is seeking to conduct or Is currently conducting business with the
Comparny. Any gift with a substantial monetary value of more than Php200 should be returned to the
giver.

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

a. 1% Instance — Written Warning
b. 2" Instance- 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 to comply with the foregoing policies, rules and conditions governing
the iPloy Gift Policy.

Name: ERu CHardNé) J. Govges uifv

Signature: W Date: ﬂ?'b’r}h:"'{

[/




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 iPlay regularly monitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.
iPloy does not specifically monitor social media sites for employee content on an ongoing basis, however
employees should not expect privacy in this regard, iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes across in regular internet monitoring, or is brought to the organization's attention by
employees, customers, members of the public, etc.

All employees are prohibited from using or publishing information on any social media sites, where such
use has the potential to negatively affect iPloy or its staff. Exampies 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;

s Publishing material that might reasonably be expected to have the gifect of damaging the
reputation or professional standing of the company.

Procedure:
All employees must adhere to the following when engaging in social media.

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

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



s Beaware 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.

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

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

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

« Once in the public domain, content cannot be retracted. Therefore, always take time to review
your cantent in an objective manner before uploading. If in doubt, ack 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.

s If you make a mistake, be the first to point it out and correct it quickly. You may factually point
out misrepresentations, but de 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 social media tools:

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

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

e 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 obligations with respect 1o general content posted on social media.
Managers should consider whether personal thoughts they pu blish may be misunderstood as expressing
the company's opinions or positions even where disclaimers are used. Managers should err on the side of
caution and should assume that their teams will read what is written. A public online forum is not the
place to communicate company policies, strategies or opinions to employees.

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and cenfidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy is not exhaustive. In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet is always appropriate and consistent with your
responsibilities towards the company. In case of any doubt, you should consult with your manager.

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

a, 1% Instance — Written Warning
b. 2™ Instance- Final Written Warning
¢, 3" |nstance- Dismissal

Employee Acknowledgement

| have read, understand and agree to comply with the foregoing policies, rules and conditions governing
the use of all property of iPloy and all work and conduct completed on or with the assistance of iPloy
property. Further, | 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: ERL CHeisnm 1, GENEER LTV

Signature: : pate: L7 Jur /.bn 2y
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Date : February 22, 2018
To - ALL EMPLOYEES CONCERNED
From - Human Resources
Thru ' Operations Manager

Subject - WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBIECTIVE

1.1. In conformity with Republic Act No. 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tgol in addressing HIV/AIDS as an international
pandemic problem, this company policy is hereby Issued for the information
and guidance of the employees in the diagnasis, treatment and prevention of
HIV/AIDS in the workplace.

1.2. This policy is also aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers’ right against discrimination and confidentiality s
maintained.

2. COVERAGE

2.1. This Program shall apply to all employees regardless of thelr employment
status.

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

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

4.1.2. How HIV/AIDS is transmitted?

4171  Unprotected sex with an HIV infected person;
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41232 Erom an infected mother to her child (during pregnancy, at
birth through breast feeding);

4123 Intravenous drug use with contaminated needles;
4124  Transfusion with infected blood and blood products; and

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

4.1.3. lsthere acure?

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

5. GUIDELINES
5.1. Preventive Strategies
£ 1.1 Conduct of HIV-AIDS Education.
5111  Who will conduct?
The Medical Clinic of Iploy Inc._in coordination with the Health and
safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the orientation of newly hired
employees. The standardized information package developed by the

Department of Labor and Employment (DOLE) may be used for this
purpose.

51.12.  How will it be conducted?

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

5.1.2 Screening, Diagnosis, Treatment and Referral to Health Care Services

5121 Screening for HIV as a prerequisite 1o employment s not
mandatory.

51322  The company shall encourage positive health seeking behavior
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 staff.

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

6. SOCIAL POLICY
&.1. Non-discriminatory Policy and Practices

6.1.1. Discrimination in any form from pre-employment to post-
employment, including hiring, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited.

6.1.2. Workplace management of sick employees shall not differ from that of
any other iliness.

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

6.2. Confidentiality/Non-Disclosure Palicy

6.2.1. Access to personal data relating to a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisians of R.A.
8504 and the ILO Code of Practice.

§.2.2. Job 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 informatian
relating to the HIV/AIDS status of fellow workers,

6.1, Work-Accommodation and Arrangement

£§3.1. The company shall take measures ta reasonably accommodate
employees with AIDS related [linesses.

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

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

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

71.3. Ensure non-discriminatory practices in the workplace and that the
policy and program adheres to existing legisiations and guidelines.

714, Ensure confidentiality of the health status of its employees and the
access to medical records is limited to authorized person nel.

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

7.16. The Health and Safety Committee, together with employees/ labor
arganizations shall jointly review the policy and program and cantinue (o
improve theése by networking with government and organizations
promoting HIV prevention

7.2. Employees’ Responsibilities

7.21. The employee's organization chall undertake an attive role in
educating and training their members on HIV prevention 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 infection.

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

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

7.2.4, Employees shall comply with universal precaution and preventive
measures.
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8. IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY

g.1. This Policy shall take place effective immediately and shall be made known to
every employee.

..
Prepared by: loH anJ1 : eci

Human Resources

Reviewed by:

Approved by: Yisrgel Y. Gissinger
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Date : January 1, 2018
To - ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Dperations Manager
Subject - WORKPLACE POLICY AND PROGRAM ON TUBERCULDSIS (TB) PREVENTION
AND CONTROL
1. OBJECTIVE

1.1.To assist the government in its campaign against Tuberculasis (TB) in compliance
with the Department of Labor and Employment’s Department Order No. 73-05,
series of 2005 — Guidelines for the Implementation of Palicy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace.

1.2.To provide initiatives to prevent the outbreak and spread of tuberculosis in the
workplace, and to treat, care, and support employees who become afflicted with
tuberculosis
1. COVERAGE
2.1.This Program shiall apply to all employees regardiess of their employment status

3. POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration to work of employees who contract

this disease. To achieve this goal, all te u
an annual i inati h X

3.2 Also, in line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency (occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TB in the
workplace. This shall be handled by the Office of Health Services (Infirmary) or
the partner health provider of IPLOY INC. In conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider.

3.3.The DOTS is a comprehensive strategy to control T8, and is compased of five
compaonants, which are:

3.3.1. Political will or commitment to enduring sustained and quality TB
treatment and control activities;

332 Case detection by sputum-smear Microscopy 3mong symptomatic
patients;
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3.13. Standard short-course chematherapy using regimens of 6 to 8 months for
all confirmed active TB cases (i.e., smear positive o those valldated by the
18 Diagnostic Committee). Complete drug taking through direct
observation by a designated treatment partner, during the whole course of
the treatment regimen;

3.3.4. A regular, uninterrupted supply of all anti-tuberculosis drugs and other
materials;

335 A standard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculosis control
program’s performance overall

3.4 Employees must be given proper information on ways of strengthening their
immune respanses against TB Infection, lLe., information on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and good personal hygiene
practices. However, it should be underscored thal intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information on its eticlogy and complete performance averall.

3.5, Improving workplace conditions:

15 1. To ensure that contamination from TB airborne particles is controlled,
workplaces must provide adequate and appropriate ventilation {DOLE-
Occupational Safety and Heaith Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities for WOrkers.

162, 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
requirement. (OSHS Rule 1062)

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

1,7.5ocial Policies:

3.7.1. Non-discrimination: Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled 1o work for as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored to work as s00n as their iliness is controlled.

17.2. Work Accommodation: Through agreements made between the
management and the employees, work accommodation measures 1o
support employees with TB is encouraged through flexible leave
arrangements, rescheduling of working times, and arrangements for return
1o work.
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37.3. Restoration to Work: The employee may be allowed to return to work
with reasonable working arrangements as determined by the Company’s
Health Care Provider and/or the DOTS provider.

3.8.Employee Responsibility:

381 Employees who have symptoms of TB shall immediately seek assistance
from the Company's Health Services Provider.

381.1. Anemployee who has the symptoms of T8 is required to initially
wear a face mask (especially while inside the office) and observe good
hygiene practices, at least untll declared by a competent medical
gractitioner 1o be safe from transmissian.

3.812  Similarly, for those at risk. i ., those with family members with TR
of those exposed o 3 co-employee with T8, it would be prudent to
observe the same good hygiene practices until declared free from the
disease and safe from transmission.

382 Once diagnosed to be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee’s choice. However, IL IS imperative that the one
strictly adheres to the course of treatment. Falling to dutifully cbserve the
treatment course may give rise to complications, such as resistance of even
the failure of treatment, which may make it harder to treat the infection and
result in a longer absence.

3821 An absence from work due to medical reasons of over six [6]
months may result in the termination of one's employment as
provided for by the Labor Code of the Philippines under Art. 284 -
Disease as Ground for Termination,

3.83. Employees are required to undergo an annual compulsory chest X-ray
through the Annual Physical Examination. if for any reason an employee
fails to secure a chest x-ray at that time, he/she shall be directed to secure a
chest x-ray at an accredited clinic by his/her respective infirmary/Health
Services,

3.9 The Company shall ensure that any 1B accurrence in the workplace is traced and
that all contacts are clinically assessed, as much as feasible.

3.10. An employee afflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program {DOTS) prescribed, and who is finally
declared to be in a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physician

311 Employees (those afflicted with the disease or those identified under
contact tracing) who refuse 1o cooperate  and dutifully observe lawful
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instructions (undergo a medical check-up and/or treatment), may be subject to
disciplinary action proceadings for insubordination (the penalty of which may
range up 1o the termination of ane’s employment].

4, PROCEDURE

4.1, The respective Health Services of the Company (and/or the contracted Health
services Provider) shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and technical assistance n the
implementation of the Workplace TB Contral and Management Program

4.2 An employee who undergoes the Annual Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded to company clinic/HRD.
Employees who fail to undergo the requisite annual chest x-ray shall be directed
1o secure one at an accredited clinic or by hisfher preferred nfirmary/Health
Services.

421 Those with medical findings shall be required to undergo further medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted to company clinlc/HRD and his/her respective
Infirmary/Health Services.

4.22. The employee shall then coordinate with company clinic/HRD and his/her
raspective Infirmary/Health Services far the next steps

4.3.An employee who is suspected to be afflicted with TB, whether as a direct suspect
or by contact tracing, shall cooperate fully with hisfher respective
infirmary/Health Services (and/or the contracted Health Services provider). if
the employee tests positive for TB, the employee shall undergo the DOTS
program to its completion

4.4.1f the employee needs to undergo a leave af absence to recuperate, he/she will
be allowed to use the appropriate leave before he/she may request 10 be
permitted to go on a Leave ol Absence without Pay (LOA).

441 The employee shall observe the requisite procedure in applying for a
leave.

442 The Unit concerned shall ensure that the requisite procedures are
observed by the employee and that the company clinic is duly informed.

4.5 An employee may be allowed to go on a medical leave of absence (without pay)
for a maximum period of six (6) months. The concerned employee shall submit
an application for a leave of absence before going on leave. Said leave
application shall be subject to approval at the sole discretion of the Company
Management.

451, Thesame procedures under 4.2.1 10 4.2.2 shall be observed
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4.6 Alter treatment, with a maximum periad of six {6) months on leave (without pay),
an employee found to be cured ar in 3 non-communicable stage of TB may be
allowed back to work, provided that the employee’s health shall continue to be
manitored during the annual physical examination with the requisite chest x-ray
or as may be deemed necessary by the Unit Heaith Services [Infirmary) or
contracted Health Services provider.

4.7 The employee returning to work shall be required by the Management Lo secure
a medical clearance from a medical doctor chosen by the Company before being
allowed to return to work.

4 8, The HRD will initiate disciplinary proceedings against any employee found to have
discontinued treatment in defiance of medical advice, or who refuses 1o undergo
the full treatment course prescribed. Likewise, employees who are ordered to
undergo a check-up due to contact tracing but refuse to do %0 will also face
disciplinary action proceedings. In both cases, the maximum sanction applicable
for insubordination will be the termination of ane’s employment, If it is deemed
warranted.

5 IMPLEMENTATION AND MONITORING

5 1 The Safety and Health Committee of its counterpart shall periodically monitor and
evaluate the implementation of this Policy and Program.

6. EFFECTIVITY

6.1.This Policy shall take place effectve immediately and shall be made known to
gvery employee.

Reviewed by: Alffedo P, Cama

_W.___

approved by: Yisroel Y. Gissinger
CEO
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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

DBIECTIVE

1.1.Iploy Inc. is committed to conform to the petablished standards assurance of
customer satisfaction, protection of our environment and heaith and safety in
the workplaces.

1.2.The company promotes and ensures a healthy environment through its various
health programs to safeguard its amployees. And as part af the company's
compliance to DOLE Department Advisory No. 05, Series of 2010 (Guidelines for
the Implementation of a Workplace Policy and Program on Hepatitis B), this
Program has been developed. This program IS aimed to address the stigma
attached to hepatitis B and to ensure that the employess right against
discrimination and confidentiality 15 maintained.

1.3.This guideline is farmulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B, This will infarm the
amployees of their role as well as the company in dealing with Hepatitis B, A
healthy environment encompasses a good working relationship and great output
for continuous business growth.

. COVERAGE

2.1.This Program shall apply to all employees regardless of their employment status
POLICY STATEMENT
3.1 Implementing Structure
3.1.1. Iploy Inc. Hepatitis B warkplace policy and program shall be managed by
its health and safety committee. Each division or department of the
Company shall be duly represented
3.1 Guidelines

3721 Education

3211 Hepatitis B shall be canducted through distribution and posting of
IEC materials and counselling and/ or lectures; and
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3.2.1.2. Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic In close coordination with the health and safety commitiee.

3,22, Preventive Strategies

3221 All employees are encouraged 1o be immunized against Hepatitis
R after securing clearance from their physician,

3222  Workplace sanitation and proper waste management and disposal
<hall be monitored by the health and safety committee on a regular
basis,

3223, Personal protective equipment <hall be made available at all times
for all employees; and

3224 Employees will be-given training and information on adherence 10
standards or universal precautions in the workplace.

4. SOCIAL POLICY
4.1.1.1.  Non-discriminatory Policy and Practices

41.1.1.1. There shall be no discrimination of any form against
smployees on the basis of their Hepatitis B status consistent with
the international agreements an non-discrimination ratified by
the Philippines (ILO C111). Employees shall not be discriminated
against, from pre to post employment, Including hiring,
promotion, or assignment because of their hepatitis B status,

4.1.1.0.2 Waorkplace management of sick employees shall not differ
from that of any other lliness. Persons with Hepatitis B related
ilinesses may work for as long as they are medically fit to work.

4.1.1.2 Confidentiality

41121 Job applicants and employees shall not be compelied o
disciose their Hepatitis B status and other related medical
information. Co-employees shall not be obliged to reveal any
personal information about their fellow employees. Access 10
personal data relating to employee’s Hepatitis B status shall be
bound by the rules on cenfidentiality and shall be strictly limited
to medical personnel or If legally required.

4113 Work-Accommodation and Arrangement
4:1.1.3.1. The company shall take measures 10 reasonably

accommeodate employees who are Hepatitis B positive or with
Hepatitis B - related ilinesses.
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41132 Through agreements made between management and
employees' representative, measures to support employeas with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
return to work.

4114  Screening Diagnosis, Treatment and Referral to Health Care
Services

41141, The company shall establish a referral system and provide
access to diagnostic and treatment services for its employees for
appropriate medical evaluation/ monitaring and management.

41.14.2. Adherence to the guidelines for healthcare providers on
the evaluation of Hepatitis B positive employees Is highly
encouraged.

4.1.14.3, screening for Hepatitis B as a prerequisite 10 employment
shall not be mandatory.

4,115  Compensation

41151 The company shall provide access o Social Security
Systern and Employees Compensation benefits under PD 626 to
an employee contracted with Hepatitis B infection in the
performance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
51.1.1  Employer's Responsibilities

51.1.1.1. Management, together with amployees’ organizations,
company focal persannel for human resources, and safety and
health personnel shall develop, Implement, monitar and evaluate
the workplace policy and program on Hepatitis B.

51.112 The Health and Safety Committee shall ensure that their
company policy and program is adequately funded and made
known to all employees.

51.1.1.3, The Human Resources Department shall ensure that their
policy and program adhere to existing legislations and guidelines,
including provisions on leaves, benefits and insurance.

5.1.1.1.4. Management shall provide information, education and
trainingon  Hepatitis B for its workforce consistent with the
standardized basic information package developed by thie
Hepatitis B TWG; if not availabie within the establishment, then
provide access to infermation.




iy I o7 e ated

T &iPloy

Pescadoiri Rnad Cebu Busires Fark,

Caou City &000

51.1.15. The company shall ensure non-discriminatory practices in
the workplace.
5.1.1.16 The management together with the company focal

personnel for human resources and safety and health shall
provide appropriate personal protective equipment to prevent
Hepatitis B exposure, especially for employees expoded to
patentially contaminated blood or body fluid.

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

5.1.1.18. The company shall ensure confidentiality of the heaith
status af its employees, including those with Hepatitis B.

5.1.1.19, The human resources shall ensure that access to medical
records is limited to authorized personnel.

51132 Employees Responsibilities

e1.1.21 The employees’ organization is required to undertake an

active role in educating and training their members on Hepatitis

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

promoting and practicing a healthy lifestyle with emphasis on

avoiding high risk Dbehavior and other risk factors that

expose employees 10 increased risk of Hepatitis B

infection, consistent with the standardized basic information
package developed by the Hepatitis B TWG.

51121 Emplayees shall practice nan-discriminatory acts against
co-employees on the ground of Hepatitis B status.

511213, Employees and their organizations shall not have access to
personnel data refating to an employee's Hepatitis B status. The
rules of confidentiality shall apply in carrying out union and
prganization functions.

5.1.1.24. Employees shall comply with the universal precaution and
the preventive measures.

51125 Employees with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis B status,
that is, If their work activities may (ncrease the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive at risk
for aggravation.
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6. IMPLEMENTATION AND MONITORING

6.1, Within the establishment, the implementatlon of the palicy and program shall be

monitored and evaluated periodically. The safety and health committee or (ts
counterpart shall be tasked for this purpose.

7. EFFECTMITY

7.1.This Policy shall take place effective immediately and shall be made known 10
every employee,

Prepared by: Jo Hﬁ gl Efl&lggig

Human Resources

Approved by: Yisroel Y. Glssinger
CED
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Date - January 1, 2018
To « ALL EMPLOYEES CONCERNED
From : Human Resources
Thru - Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBJECTIVE

1.1

1.2,

in compliance with Article V of Republic 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 a Drug-Free Workplace Policies and
Programs for the Private sactor), Iploy Inc. hereby adopts the following
policies and programs to achieve a drug-free workplace;

Company policy is to maintain a workplace free of llegal drugs. To ensure
that the objectives of the company's corporate policy are met, the company
is implementing this drug-free program. The program will have the following
alaments:

2. COVERAGE

2.1

This Program shall apply to all employees regardless of their employment
status

3. POLICY STATEMENT

3.1

3.2.

33

A

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

Being impaired or under the influence of dangerous drugs away from the -
company, if such impairment or influence adversely affects the employee's
work performance, the safety of the employee or of others, or puts at risk
the company’s reputation.

possession, use, solicitation for, or sale of dangerous drugs away from the
comparty premises, If such activity or involvement adversely affects the
employee’s work performance, the safety of the employee or of others, or
puts at risk the company's reputatior.

The presence of any detectable amount of dangerous drugs in the
employee’s system while at work, while on the premises of the company, or
while on company business. "Dangerous Drugs" include those listed in the
schedules annexed to the 1961 Single Convention on Marcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of R.A. 9165.

4. MANDATORY DRUG TEST

4.1,

4.2

4.3.

To ensure that only those qualified shall be screened and recruited to prevent
the detrimental effects (e.g. lower productivity; poor decision making,
increased accidents; more compensation claims; and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

iploy Inc. designates company accredited or affiliated center, a duly
accredited drug testing center by the Department of Health (DOH), as its
authorized drug testing laboratory.

The Company may also conduct drug testing under any of the following
gircumstances:

4.3.1. RANDOM TESTING: Officer/employees may be selected at random for
drug testing at any interval determined by the Company.

4.3.2. FOR-CAUSE TESTING: The company may ask an officer/employee to
submit to a drug test at any time it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
circumstances: evidence of drugs on or about the employee’s person or
in the employee's vicinity, unusual conduct on the employee's part that
suggests impairment orf influence of drugs, negative performance
patterns, Or excessive and unexplained absenteeism or tardiness.

433, POST-ACCIDENT TESTING: Any officer/femployee invalved in a “Near-
Miss" incident or "Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test.
As defined herein, "Near-Miss” means an incident arising from or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage 10 the employer had it not been
curtailed. "Work Accident” refers to unplanned or unexpected
occurrence that may or may not result in personal injury, property
damage, work stoppage or interference ar any combination thereof of
which arises out of and in the course of employment.

4.3.4. All drug tests shall employ, among others. two (2] testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening test,. Where the canfirmatory test tUms positive, the
company’s Assessment Team chall evaluate the results and determine
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the level of care and administrative interventions that can be extended
to the concerned employee.

435 Iploy Inc. shall inform the officer/employee who was subjected 10 @
drug test of the test-results whether positive or negative.

436, All costs of drug testing shall be borne by iploy Inc

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1.

5.2

5.3.

5.4

An officar/employee who, for the first time, is found positive of drug use,
shall be referred for treatment andfor rehabilitation in a DOH accredited
center. For this purpase, Iploy Inc. shall provide a list of at least three (3)
aceredited facilities which an employee who was tested positive for drugs
may choose from,

Following rehabilitation, the company’s Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee’s job if he/she poses no serious danger to his/her co-
employees and/or the workplace.

All casts 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 of rehabilitation shall be considered as
authorized leaves.

Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under R.A. 9165
andisagruundfardmmml.

6. ADVOCACY, EDUCATION AND TRAINING

6.1

6.2

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 tralning programs/activities to all its
officers and employees.

All officers and employees are required to undergo an orientation/education
program before assumption of their respective duties. The program shall
include the following topics:
6.2.1. Salient features of R.A. 9165

6.2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community;
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6.3.

6.2.3. Preventive measures against drug abuse; and

6.2.4. Steps to take when intervention is needed, as well as available services
for treatment and rehabilitation.

To encourage all officers and employees to lead a healthy lifestyle while at
work and at home, Iploy Inc. undertakes to conduct the following activities as
often as possible:

§.3.1. Lifestyle assessment programs on health nutrition, weight
management, 5tress ma nagement, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

$.3.2. Health wellness screenings (e.g. blood pressure and heart role,
cholesterol test, blood glucose, etc.);

§,3.3. Sports, recreational and fun-game activities; and

6.3.4, Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

71

1.2,

7.3,

iploy Inc. shall ensure that the workplace policies and programs on the
prevention and control of dangerous drugs, including drug testing, shall be
disseminated to all officers and employees. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understoad by them.

iploy Inc. shall maintain the confidentiality of all information relating 1o drug
tests of to the identification of drug users in the workplace; exceptions may
be made only where required by law, in case of overriding public health and
safety concerns; or where such exceptions have been authaorized in writing by
the parson concerned.

All officers and employees shall enjoy the right to due process, absence of
which will render the referral procedure ineffective

8 CONSEQUENCES OF POLICY VIOLATIONS

8.1

B.2.

Any officer or employee who uses, possesses, distributes, solls or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article 1| of RA 9165 and its implementing
Rules and Regulations shall be subject 1o the pertinent provisions of the said
Act,

Any officer ar employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions af Article 282 of
Book VI of the Labor Code and under RA 9165
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9, IMPLEMENTATION AND MONITORING

9,11 The implementation of these policies and programs shall be monitored
and evaluated periodically by management 10 ensure 3 drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with D.O. 53-03.

10. EFFECTIVITY

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

11. ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

P

Prepared by: JoH 2“9 . Meleci
Human Resources

reviewed by: Alfredo P. :
orof O
=

Approved by: Yisroel Y. Gissinger
CEO
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Drug-Free Workplace Program Acknowledgement

| hereby acknowledge that | have received and read Iploy Inc, 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 to have all aspects of this material fully explained. |
also understand that | must abide by the Program as a condition of initial and/or
continued employment, and any violation may result in disciplinary action up to and
including termination,

| also understand that during my employment | may be required to submit o testing for
the presence of drugs or alcohol in my body. | understand that submission to such testing
is 3 condition of employment with [Company], and disciplinary action up 1o and including
termination may result if;

1) | refuse to consent to testing.

2) | refuse to execute all forms of consent and release of liability that are usually and
reasonably associated with such examinations.

3) | refuse to authorize release of the test results to the company.

4) The tests establish a violation of [Company]'s Drug-Free Workplace Policy.

5] | otherwise violate the palicy,

| also recognize that the Drug-Free Workplace Policy and related documents are not
intended to constitute a contract between Iploy Inc. and me.

The undersigned further states that hefshe has read and understands the above
acknowledgement and signs below of his/her own free will,

SIGNATURE DATE

WITNESS DATE
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Date : January 1, 2018
To - ALL EMPLOYEES CONCERNED
Fram : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

21

OBIECTIVE

1.1. The following policies and procedure are hereby issued by lploy Inc. to

prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases.

COVERAGE

2.1

POLI

31

3.2,

33.

34

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

CY STATEMENT

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

Sexual harassment refers to behavior that is not welcame, that is personally
offensive, debilitates morale and, therefore, Interferes with work
effactiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
ariented conduct which is offensive or objectionable to the recipient,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, o drawings.

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,

DEFINITION OF SEXUAL HARASSMENT

iploy 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 workplace 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,
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requires or otherwise 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 harassment (5
committed when:

341 The sexual favor is made as a condition in the hinng or in the
employment, re-employment, or continued employment of said
individual, or in granting said individual favorable compensation, terms of
conditions, promotions, or privileges, or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish employment
opportunities or otherwise adversely affect said employee;

34,2, 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
environment for the employee.

35  WHERE SEXUAL HARASSMENT IS COMMITED

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

35.1. In or outside the office bullding or training site;

352, at office or training-related social functions;

35.3. in the course of work assignments outside the office;

354  at work-related conferences, studies or training sessions, or
355, during work related travel.

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

3.6.1. Overt sexual advances;

36.2. Unwelcome or improper gestures of affection;

3.6.3. Request or demand for sexual favors including but not limited to going
out on dates, cutings, or the like for the same purpose,

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
victim
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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 s not welcome, that is
personally offensive, that debilitates morale, and that, therefore, interferes
with work effectiveness.

EMPLOYER'S RESPONSIBILITY

iploy Inc. undertakes 10 provide its officers and employees a work
anvironment 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 policy. 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-related sexual harassment.

4. PROCEDURE

41

4.2.

COMPLAINT PROCEDURE

41.1. Any officer or employee, who experiences or witnesses any act of
coxual 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
employee 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 of the investigation.

412, A Committee on Decorum and Investigation shall be constituted and
chall be composed of the management and the employees’
representative to receive complaints, investigate and hear sexual
harassment cases, The Committee shall develop its own rules in the
sattlement and disposition of sexual harassment cases. The Committee
<hall also develop and implement programs 10 increase understanding
and awareness about sexual harassment.

RETALIATION
421 Iploy inc. will permit no employment-based retaliation agalnst anyane

who brings a complaint of sexual harassment or who speaks as 3 witness
in the investigation of a complaint of sexual harassment.



Moy noorpodted i
Lhth Finor M3 Towe F k
Pessmdees Road Cola: Busirss Pas

Caby Tty SEM00)

4.3 WRITTEN POLICY

431 Al officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy upon assumption of their respective
affices. If at any time an officer of employee would like another copy of
the policy, please contact the Office 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
madified policy.

5. CONFIDENTIALITY

5 1. At the commencement of the investigation procedure 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 carrespondences 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 honer 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

&.1. This Policy shall take place effective immediately and shall be made known to
every employee.

Reviewed by

Approved by. Yisroel Y. Gissinger
CEQ
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by:

CEO
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DATE : April 3, 2018

To . ALL EMPLOYEES

FROM ; HUMAN RESOURCES DEPARTMENT
THRU - OPERATIONS MANAGEMENT
SUBJECT MEMO: RESTROOM GUIDELINES

iploy Inc. provides unisex restrooms avallable so that employees can use them when they need
to do so. One is located inside the operation floor and second is in the hallway outside the
operation floor. However, those who are uncomfortable, has issue with the unisex restroom,
we have a separate single, privale restroom available for use.

Moreover, any employee with concern/fissue 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 observe the restroam
etiquette;

Knock if the cubicle appears to be occupied. Don't peek under the doors
Lock the cubicle door when you enter
e Stand close enough to the pan or urinal so you don’t wet the seat, walls or

floor
e FElush the toilet after use and wipe off the toilet seat for the next user
e Paper towels go in the trash can, not on the ficor ar in the toilet bowl
e Wash your hands to prevent the spread of colds and the flu

Please use water and paper towels conservatively

For your information and guldance.




b

Wiy s ated s ST
110 Wit INVSY Tvet IP’O
Pgncadorss Moad Celby Businews Park,

Colws Ty GO

February 27, 2018

To ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT
THRU OPERATIONS MANAGER

SUmIECT i

OFFICE SECURITY, LOG IN AND LOG DUT PROCEDURE

The tollowing Is issued to ensure the effective enforcement and strict observance of all
employees on office altendance and punctuality

To ensure effective implementation and manitoring of office security

:

2,

6.

?l
8.

Employees are required to log in and log out using the biometric and the RF ID, even
if the door Is open

Employees are allowed to be inside the office and to Log in thirty (30) minutes before
their scheduled time

Bags and/or personal items should be left in the locker before longing in/going inside
the production area

Once an employee logged in and inside the production area, they can no longer go
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

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

No tailgating

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

9. No employees are allowed to stay in the waiting area for applicant.
10. Employees who left/lost their IDs will get temporary ID from HR and will be dealt with

11.
12.

according to our code of conduct and discipline.
Submit self to magnetic wand scanning with the security personnel
Only water in a clear container is allowed in the operation area and recreation room

For guidance and strict compliance.

L7,
Jo EJE‘FEJJ'IELS\E:I;J
Hurman Resources

Noted by:

PG |

fredo rilla Jr.
Di oro rations

ERL Cm2ild Jf

Scanned by CamScanner
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DATE i Novemnber 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

ONE LOCKER ONLY per employee. NO sharing of lockers.

NO storing of perishable foods/leftovers inside the locker,

Proper sanitation is strictly observed (E.G. Mo storing of unwashed containers/mugs/utensils, etc.)

NO transferring of lockers. Transferring of lackers 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
relmbursement.

s 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' kn owledge or consent, etc.

s 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.

+« Thecompany is not responsible for loss or missing items due to the owner's negligence.

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

« Authorization to Forced Open a Locker, the request must be submitted via emall to hr@iploy.com
and must wait for the approval.

e NO LOITERING inside the locker room

s Unassigned Lockers with cable ties should not be opened.

s Things inside unassigned lockers will be subject to disposal of the management

This Memorandum shall take effect on Movember 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: Noted by;

e - i
; f
General Manager Directo perations

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

Eleu e LN AN §. [ GEWEK B U / lﬂ"-‘;’l-fhﬂzf
Employee Eﬁnatu e COver Printed Mame/Date
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DATE : April 3, 2018

To ' ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT
THRU : OPERATIONS MANAGER

SUBJECT ; MEMO; CALL IN FOR OUT OF OFFICE

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

Guidelines:

1. In cases of late and/or absences, employee should report to Human Resources through
SMS or Call via HR hotline: 0917-709- 7074
2. Notification should contain the following information:
a. Complete (real) Name
b. Department
c. Team Leader
d. Callin for: (Whole day Absent, Half-day Absent, Late)
e. Reason
3 HE will be the one ta send notification to Operations Management
4 Noeall in should be communicated through Team leads or any other employee. It should
be done by the employee or his/her relatives
5. Notification should be at least two (2) hours before the employee’s shift
6. If an employee is advised to rest/confined in the hospital, number of rest days as advised
by the physician should be indicated. Otherwise, employee must send notification dally
7. Failure to notify will be tagged as No Call, No Show and/or unscheduled absence and will
he dealt with according to our Code of Conduct and Discipline.

For your guidance and strict compliance

lo HaAnn lecio
Hum esources

MNoted by:

e O L GpveEERuy
Jor] w2y
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February 18, 2020

To : ALL EMPLOYEES

FROM ! OPERATIONS MANAGEMENT
SUBJECT : ATTEMDANCE BONUS 2020

Aswanndﬂmmlmﬁ,IwamﬂdlihmmuﬂfmmmwldasTHsmanmas
reminder to be followsd:

PAYROLL

L mnmmmufmm:mwmiwwumwtm
mmﬂhmﬂmmbdmmﬂmwmnﬂmawwﬂm*wtfw
breaks will also disqualify the employee. No waivers will be given.

3. Tardiness, Undertime and Over breaks will be deducted from the employee’s pay.

3. Employees who tendered their resignation before the release of the Sign On Bonus (First Half or Secand Half) will
NO longer be eligible to receive it.

4, Employees qualified for the Sign On Bonus (First Half or Second Half} will receive it on the 30" of the succeading
manth from eligibility.

5. EIMM“MMWBMMM performance and management discretion. Pay out is
ot management's discretion.

MEDICAL CERTIFICATE

1. When must the madical certificate be dated?

- 1danhum—ﬂumﬂkﬂmmmhdaudmmudnﬂ:hﬂnwmnmm. if the absence
fmmam.mmlmmhmtmmmmm follows — at the latest. |t
cannot be dated on the day that the agent is to report back to work.

- zmm+mmmmumemmﬂMmﬂwmm. If the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day — at the

latest, it cannat be dated on the Saturday that immediately follows or that Monday that the agent is to report back
to work.

- !Hﬂ!dmﬂhw—um:ﬂﬂnumummmwmumﬂmm
day. ltmhdmdmmmmnmummh:kmmwﬂanMmWhmm
initial date of absence. Also, the advice to rest is inclusive of rest days.

o Ex: lf&ummisahumunﬁﬁdwandﬂwmdulmuhumm-miudmmrmzm.
thltlsln:hdunfuud:lvﬂlahmuﬂmﬂwwmnkmmﬂmsnurdnm Sunday — the agent must be back
to work on Monday.
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o ﬁmmmmmmmmmmnmuwmdmmm The
advice to rest cannot be antedated.

o There must be a fit to work date.

o MﬂvmmhmEMdm;Mﬂhﬂﬂummmm
haspitalized.

VACATION LEAVES
1. The company reserves the right to approve and disapprove all vacation leave (VL) requests.
I.MMMMmeMmamhﬂwmmh:mm

1 credit = One Day

.5 credit = Half Day

3. Employee with perfect attendance 60 days from the requested VL date will be given priority in the approval of
leaves. This is a way of rewarding employees with perfect attendance.

4.mﬂmwmuﬂuﬂhmﬂuﬂ:htmdmwmmmmmﬂmﬂw leaves for those
mWWmMmﬂuﬁMthnﬂﬂmhwtmﬂdmumm
time off Including poor attendance records, behavioral and productivity issues.

Noted By: Approved By:
JAY GISSINGER
HR Chief Executive Officer
ALFREDO CAMARILLO JR.
Director of Operations

ERL cm!ihnm If CEVER PUi

03] 2¢[ w2
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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 (0917-709-7074) 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 following reason:
» Employee’s iliness or injury.
Bereavement leave/s
Emergency leave/s
Power Outage/Internet Qutage (for temporary Work from Home set-up)

" = @

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

Note: No mare Manual filing of Sick Leave except if the employee was hospitalized and/or
guarantine due to COVID-13.

4. Below are the documents needed to provide to use the paid sick leave;
= 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 work for the
period of absence because of sickness or injury and that the employee is again
physically able to perform his or her duties. (Medical Certificate with Fit to
Wark)

» 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
% Validate his/her absence through supporting documents as to why she/he was
having emergency leave on the said date.

+ Power Outage

» Certification from their electric/power supply provider (e.g., VECO, CEBECO,
MELC)

s Internet Outage
> 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 employee to disciplinary action. 5L is unauthorized
under the following circumstances:
» The employee failed to inform the immediate superior or HRD about his/her absence due to
illness unless fully justified.
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s |fsickness claimed is fictitious or non-existent,

<

iPloy

Siaifing Bod

6. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of SL will be needed to recover from the sickness. A medical certificate must be submitted
before the expiration of the SL. Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of

leave is warranted.

This Memorandum shall take effect on November 22, 2021.

Please be guided accordingly.
Created by:
IS ARCI
HR Man
Moted by:
r. Angelo Manal
Director, Operatipns Operations Manager

e

“General Manager

L
ErL CHeis f@wﬁ
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Date 5 Movemnber 12, 2019

o : ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT

THRU : DPERATIONS MANAGER

SUBJECT . 555 SICKNESS CLAIMS — 5 CALENDAR DAYS

For those employees’ who wants to file far 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 is qualified to avail of this benefit if:

1. He is unable to work due to sickness or injury and confined either in a hospital or at home for at
least four (4) days;

2. He has paid at least three (3) months of contributions within the 12-month period immediately
before the semester of sickness or injury;

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

4. He has notified the employer or the S5, if unemployed, voluntary or salf-employed member
regarding his sickness or injury.

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

For your guidance.

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

Sincerely,

geL oMl [} GonEF P

g 1 w2y
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DATE : October 4, 2023
TO - ALL EMPLOYEES
FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is in reference to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject. We are updating this memo adding more clinics and/or physicians that 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 culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

The following are NOT ACCEPTABLE and are considered part of the BLACKLISTED
CLINICS/PHYSICIANS:

Rajah Tupas Medical Services
Bimba H. Tequillo MD Clinic
Lolita E. Abella-Libres, DMD
Dr. Omar Arcea, MD
Sia Clinic
Health Doc Diagnostics
Gaudioso Montecillo Ir,, MD
Now Serving
Dr. Guian Darnell Sumalinog
., Tambut Medical Clinic
. Clinics/Physicians without complete contact details such as but not limited to the following:
11.1  Doctor's name
11.2  Doctor's license number
11.3  Clinic/Doctor Phone number
11.4  Date of Actual visit
11.5 Diagnosis
11.6 Recommendation
11.7  Fit to work date
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New Clinics added:
12. Enad Clinic
13. Bing Clinic
14. Gia Clinic
15, Veloso Clinic
16. Dr. Paclo N. Apuli
17. Lourdes D. Sasoy, MD

When providing medical certificates for absences, ensure the following:
1. The certificate must be issued on the day of the absence or the day after.
2. Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be requested.
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denied entry.
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4. Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physician.
& Ensure that the soft copy (sent through email) matches the original copy submitted to HR.

please be aware that the following concerns may render a medical certificate invalid and unacceptable:
1. No consultation date specified.

2. No diagnosis provided. Please note that Z codes are not considered as diagnosis.

3. No contact information displayed in the medical certificate.

4. Absence of physician's name and license number.

5. Phone numbers listed in the medical certificate are incorrect and/or unable to be verified or

contacted.

6. Medical certificates with inconsistencies or discrepancies determined by HR/Company
Nurse/Company Doctor to be questionable.

7. The clinic/physician does not facilitate phone validations for the issued medical certificate.

8. The clinic/physician's services are primarily related to cosmetic procedures and consultations,
making them unsuitable for absence-related medical certifications.

Lastly, since hospitals and clinics are now having less restrictions for consultations and our situations
are constantly improving since the pandemic hit, therefore, we will no longer accept consultation
done onling/via phone calls. Itation t be face-to-face.

This updated memorandum shall take effect on October 15, 2023,

should you have questions or clarification regarding this, please do not hesitate to send us an email

at er@iploy.com.
For strict compliance.
Prepared by:

N Afganza
Employee Relations Supervisor
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Date MNovember 30, 2022

To : ALL Employees

FROM - Human Resources Department

SUBJECT E VACATION AND SICK LEAVE CONVERSION

wnnmmmmﬂ-mmmmlu:ﬁmumm 15, 2022
payout. lnﬁmﬂlmsl.mﬁummhmmdmnmﬂhﬂmhmw
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 a VL request until December 8, 2022 ONLY. The actual VL dates will cover
ardy until Agril 30, 2023, Kindly take note of the reminders below in reference to filing of VL:

¢ No retraction of approved Vis. if the employee reports for work on the actual VL date, the VL
will net be reimbursed and will be voided.

» Norescheduling of VL once approved.

e YL date should not fall on a local holiday otherwise forfeited.
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Furtharmore, If the employes resigns or gets saparated from the company either voluntary or Involuntary,
all available VL credits will be forfeited and will not be part of their last pay if:

mmmﬂmmwuwmmmmunmm
Employee went on Absent Without Official Leave (AWOL)
Emnlwuummlmqmlndfmmmdmnﬂiuwwnmﬁmnmm
period with the exception that the employee provided a valid documentation such as but not
limited to hospitalization due to sicknass, sccidents, or contagious diseases.

= Employee incurred more than four (4) hours of accumulated and/or total late/undertime within
thi 30-day notice.

L mmmmmmmmmh:nmunﬂmmqwmmmml
client escalation within the duration of the 30-day notice.

. Iwmhhmmmm“hﬂmtumnﬁmmﬁmamnﬁmumm
Websites and etc.

Furthermore, 5L and VL conversion maybe subject to tax. Should you have questions pertaining to this
mama, fieel frae to reach out to our Accounting personnel at Accounting@iploy.com.
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HR Manager HR Accounting Manager

Moted by:

Bl Cohe (. cenerflin
0 |15 202y



Pl Incoirporated

11th Floas MSY Tewer T "P y
Poucadores Road Cebu Busines, Paik, @I Iq

Cebu City 800

December 17, 2019

To { ALL EMPLOYEES
FROM OPERATIONS MANAGEMENT
SUBJECT CLEANSING PERIOD

iPloy Staffing Solutions believes in glving employees enough room for improvement to straghtan out
employment In regards to compliance to our company's Code of Conduct. The aim of this approach is to help
mativate employees rectily passed offenses and itart anew.

Cleansing Period pertains 1o the time when an employee who has been subjected 1o a Ditseciplinary Action {DA)
is expected to improve performance. Ample time s given to corrett imaroger behavior and refraln from
cammitting any ather infractions.

it an employes does not commit the same infraction for the specified cleansing period, the progression of the
diseiplinary action will slide back to a level depending on its type. Pleaye refer to table below:

| Attendance 3
Productivity 6 |
Behavioral 12 1

The counting of the Cleansing Period will start based on the date when DA was decided upan All documentations
for infractions will still be kept in the Employee’s 201 File regardiess what period of progression.

The Cleansing Period is effective lanuary 1, 2020 covening DAs b months and older

Approved By:

¥
Chief Executive Officer
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CODE OF COMDUCT AND DISCIPLINE (Teble of Infractions)

ETATEMEMNT OF POLICY

The Code of Condict and Discipiine is designed 10 snsume healthy and positive working
ervironment, and hopes to mantain and uphold professioralism among [Py Ine. employees.
The established norma herein set forth are geared towards. the attainment of the Company's

Goalk snd chjectives. 1 i worthy to emphasie that the Code s not meant to be oppressive nar

it is interded to threaten and intimidste employees. indeed, it serves as the guiding principles
on what iy expected of it employees o conduct during the sntire employment hare in [Ploy,
Ing.
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fhe dite of the incident.
2. Hhuman Resources will issee @ Motice ko Explain [NTE] to the employee within 3 wirking
days
3 ﬂiii?ﬁi?n%i;mimigtﬂj#ﬁ_gl
e NTE
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wearking dinys from the imusncs of ihe NTE
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ol the Coaching Form and Wiitten Explanation.
& Esilure to provide Written Explanstion shall onstitute 2 waiver of the smployes’s
ﬁﬂfiaigwail_ﬁirﬂﬂﬁiilnﬂil
wathout any biases.
ngggi.i_nﬁniﬂgliigug
£ Lapsss in the timetine will not void the sanction

agﬁg,i_%ﬁgiii:% resdy o work, whe of
aroper and decent language, ctaervance of proper office and workl decorum, maimtaining propes
%%Eﬂi.uﬁg;%miigsnliiﬂmﬂiﬂ
ohservance of and compiiance with existing laws of the PhiSppines.

b, Enhancing Company éﬁgg?!ﬁgigl
Cacstal avaliable to the Company: turming up for work ready to wor on time all the tirrne, foliowing the
spprooriate break and finksh times, getting on with the jab and performing the b 1o the best of your
ability, poiitive sttftude and dedication to one's work assignments, supoorting supervikions end thoss in
managemenl.

¢. Fotlowing rules on custamer and client relations and always maintaining & professional heliphul
attitude with custome s,

d. Maintenance of health and safety of the office and peopie arcwnd you. A proper ititude
towimnds cleaniiness and iﬁ%li_:ﬂn%iﬁ;iiniii
yo, assist in the security of the office, following basie safety probedures.
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This Code shall apply to all |Ploy employess, regardless of status or position held.
it. Types of Offenses
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orracted. [t has no detrimental impact of the busingss.

Lavel 7 — Serious olferse which causes delay in operations, may pose threat, Rarm, or danger i
Company property andfor lives of individuals.

Lewel 3 - infractions which will destroy the comrpamny’s image and reputation. It causes substartial o 1o
the company and can resull to eriticsl operational disruption. & critical offense that has mompromised
the secutity of the employees, the integrity af Cikent, the walety of customer's information and the
stabillity of the business.,

i, Table of nfractions
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V1. Saving Clauss

1. Termination of an employes shall automaticaliy bar him/her from re-employrment.

¥ 5 iiﬂl%iﬁ%igniﬁgﬂ_iﬂigﬂf
against the erring emplayee.

3. This Code shall supersede all other existing policies, rules, memos, and the (e, and all policies
1o be implemented, if the same is found to be inconsistent with the Code of Conduct.

Wil. Approwval

Owmner and Chiel Executive Officer

RECEIPT OF THE CODE OF CONDUCT AND OESCIFLINE POLICY

Erﬁﬂﬁiﬁnﬂ:ﬁ.iﬂﬂ#ﬁnﬂ:i:ﬁuhiﬂn-nﬁiﬁlﬁ Discipline and undersand
Enxﬂ;igiiwﬁiiiggiﬂiﬂﬁaﬁlnagﬂﬁﬂﬂ.
and obligatians of employment with the Company.

| also acknowledge that the Campany reserves the Aght in revise, delete, and add o the provisions of
this Code of Conduct and Discipline., or condition of employment @n be established by @y other
statemant, conduct, policy, or practice.
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