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ID APPLICATION FORM

LASTNAME: __ {apnbéirn FIRSTNAME: panne
ID NUMBER: 967 PAGIBIG i: 555 #: O (p~4859309-2
PHILHEALTH #:__ 12 [n4246 9492 TIN: _(E0=86D 104 ~00000
IN CASE OF EMERGENCY
CONTACT PERSON:_Litbs  genthq EMERGENCY CONTACT #: __ 092912007
ADDRESS:_Inayagan, (i) o Nadd., Cebo RELATIONSHIP:___ Meifrer

2X2 PICTURE SIGNATURE

occUpaioN of the onacH percont  IDURIHE
piriicdate  of e witad Fu-ganl pecemper 2\, 199%




EDUCATIONAL ATTAINMENT

EDUCATION TYPE: (ditge  udecgadeate

SCHOOL NAME: __ celn Itcnnnlﬂgim! Lmrumﬁr san Tewandp k- (o pbﬁ'

SCHOOL ADDRESS: _yae, Louthh Pob-  San fermando . Ceboy

COURSE: _ #nieDh - fit HONORS:
DATE STARTED: &4- 0g- 2020 DATE GRADUATED:
MM/DD/YYYY MM/DD/YYYY

ocoUpGhon of the ®NACH perecn fousewite
Birthdate  of e @ffag percon:  DECRMper 2\, |HB
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Employee Training Agreement

This Employee Training Agreement is made on lanuary 15, 2024 between iPMloy, OPC, with its place of business at
the 16% floor One Montage Tower, Archbishop Reyes Avenue, Cebu City (“Employer’] and

m_,c_'%‘.ﬁnﬁﬂﬂ_ [Employes's  Mame], an  individual with the address of
l‘!'ﬂl.Hf!’-In. {y L .r':f mrr._ el [Employee's Address] ("Employes”] .

RS )

Recitals:

A. The Empleyver is providing a 5- day training program to the Employee to enhance thelr 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 3 salary for the duration of the training.

D. The Emplayee has agreed to the terms and conditions concerning the Pre-Employment Medical

Exarnination (PEME] and the submission of Employment Requirements,

Agresment:

1. Training Obligation: The Employee agrees to attend and complete the 5- day training program provided by the
Emplayer. The training will commence on June 3, 2024 and conclude on June 7. 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 (157 or 30" of the
manth] upon successful completion,

3. Non-Eligibility for Incomplete Training: The Employee acknowledges and agrees that if they fall to complete the
one-wieek training program for any reason, they will not be eligible to receive the salary payment for the
tralning period,

4. Pre- employment Physical Examination (PEME): The employee acknowledges and agrees that if thoy fail to reach
regularization or (6 months), the cost of the pre-employment examination will be deducted from the final pay.

3. Submission of Government Numbers: The employee acknowledges and agreos to pay the monthly penalties in
government contributions If hefshe falls 1o submit the gowernment requirements (S55TIN,PAG-IBIG &
PHILHEALTH] within the five (S) days of training.

6. Entire Agreement; This Agreement 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 amanded only by & writton instrument executed by both parties,

By signing below, the parties acknowledge that they have read this Agreement, und
be bound em.

its terms, and agree to

Training Coordinator & Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date)_0l- 03 - 3024
BETWEEN
1, IPLOY OPC. (the "Disclosing Party"); and

2, wanne O Genelo (the "Receiving Party"),
collectively referred to as the "Parties”,

RECITALS

A, The Receiving Party understands that the Disclosing Party has disclosed or may disclose
infarmation 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, tohold the Proprietary Information in strict confidence and to take all reasonable
precautions to protect such Proprietary Information (including, without limitation, all precautions
the Receiving Party employs with respect to its own confidential materials},

1.2, not to disclose any such Proprietary Information or any information derived therefrom to
any third person,

1.3.  nottocopy 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 docurment

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

2.2, wasin its possession or known by it prior to recelpt 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 it by a third party, or

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

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

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

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

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended far 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 warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

7. This Agreement shall be governed by the laws of the jurisdiction in which the Disclosing
Party is located {or if the Disclosing Party is based in 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: [NV tﬁqﬂ%ﬂt

Name: Jade Lenizo Mata Name: _ticnfe € Genehg
Title: Onboarding Speciali Title: CSR

Address: #35 Salvador Extension Labangon Address; juwﬁtj_cr,_u%gﬁpu
Cebuy City
Date: ((x-0% - 2094 Date: _ 0¢-0D ~ J074
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PERSONAL DATA SHEET
INSTRUCTIONS:
1. Answer the questions completely and hanestly in the spaces previded.
&, Please PRINT legibly.
3, DO NOT LEAVE ANY SPACE BLANK. Wirte “n/a”, “not applicable® or “nane”
HR-Pf-
{Fair B use omiy) 1For HE use ol |Far HR use onk]
EMPLOVEE MUBABES DATE HIRED CEPARTMENT

430t BG-0h - dnty

Basi Information & Conkact Detalls

LAST MAME Gf_ﬂﬂw FIRST HAML.H_‘mﬁE MIOOLE RAME: =
HICKMAME: MOTHER'S FULL MAIDEN SAME
Joniive Hi Cafio  (onwenss
CURRENT ADDRESS (Mouse & § Lail [ Biock Il,n'S:rl::L Barangay, Municipal :v,f-;_llql;:uwnm EE;:LEDHI‘I EL!} F
Pk BurgyCn, BOACNOO08 - OGO, iy, OF NOga |, Ceou, il
.PRIJ'-'IN'-"-"L ADDRESS (House & / Lote Block & [ Street, Barangay, Sunicipality £ City, Prowince, Bp Cm‘h] h
PUmE BGhon, harongay hawagon . Gl of  haga, Cev,
Land Phans Ma | [T Cqu‘ﬂ-llg | Mokile N O
55 Mo, -BIG N 7 " TN
555 Mo _yRsRA- 2 Pa-n 1BIG N mﬁbﬁwﬁ 2 | ) — oc060 |
SIRTH DATE BIATH PLACE GENDER Bl TVRE
eI~ 2% - 3001 ey city _Temngle | =
BAARITAL STATUS NAMSE OF SPOUSE (Marred] Ernpil Addressls)
Single
& ] i ate T v
I :1?:-:&&“ " SPOLISE TN . g’jfﬁ(mtfjt'mﬁmgﬁ‘(ﬂ com
[ | Widow Widowar

#re you related by kinghip ar martage up to the 37 degres (o any cument smplkeyes of iPloy?
| 1 ¥es [ Mo If YES, give MAME and RELATIONSHIP

MAME OF SPOUSE (If married) SPOLISE S EMPPLEVER SPOULES DATE OF BITH
WO. OF ) | J [ miRTH ORDER .
AROTHERS | | [ MO, OF ISTER/S | | | PO, OF CHILOREN | i) Jr;’J,l,[ il it 1474 | 1
NAME OF CHILDREN {1t any) i BATE OF BIRTH NAME OF SIBLINGS etk peaiiy

(- ' wie o4 ¢ Gentiea Al | Siogle
! Bty e ¢ Geneira o121 [ Y5, ook

FATHER'S MAME D;T:I:F OCCUPATION MOTHER'S NAME BATE-OF

Reberty, ¢ Genleay 1r. 91 B eyt o

Emergency Contact (LIsf of leass 2 ¢

CONTACT PERSON : RELATIONSHIP TO EMPLOYEEE
: e I:'.‘DHT:-EI'FHDPE (1T} st
. L Eembrr AT caT599WG T reiigy
_E&Fg; - Genlin parTodig Aler

Mamags - 16th Ficor Ona Montnge Towar, Archbishop Reyes fve, Cabu City |1 MSY- 111 Fleor MEY Towii Pescadorss Basd Catu
Businss Park, Gabu Clty 8000 11 ACCT - 86 Floe, Ayala Canisr Gt Tower, Cobi Businies Park, Cabu City.




Edwcatiomal Attainment
DATES ATTENDED
NAME OF SCHOOL & ADORESS i |

PRIMARY EDUCATION : . [ 2
SECONDARY EDLICATION : . Gen Coneol il 200~ 2ok Jes

koga Mafionol ¥igh Schiool | Juke- B0y et
R Comirie: |
& NON-DEGREE COURSES
TERTIARY ﬁl“!lmm:

S HIED i W20 present NO

Degree: 1
POSTGRADUATE & GRADUATE
STUDIES Dagpree:

Dingree:

FART &

(FranT mast réce

for sitions b

ADORESS & TEL NO

EMPLOYER'S NaME '|'.. Ik
OB TITLE | SALATY v PERSOID COVERED (mmyvr)
FROA T
SUPERVISOR™S NAME I SUFERVISOR'S TTTLE " EMPLOYEES SUPERVISED
i apmlicabin]

AEASDN FOR LEANING

EMPLOYER'S NAME ADDRESS & TEL, MO
DB TME SALARY __PERIDD COVERED fmm/yr]
FROSA Ta
SLIPERVISOR'S MAME SUPERVISOR'S TITLE EMPLOYEES SLIMEEVEED
[# applicablag =

REASON FOR LEAVING

EMPLOYER'S MAME ADDRESS & TEL, WD
I8 TITLE SALARY | PERIOD COVERED {mm/yr]
| EROM ™
SLIFERVISOR 5 NAME SUPERVISORS TITLE FMPLOVEES SUPEAVISED
[H applicabia)

REASDN FOR LEAVING

EMPLOYER'S NAME

ADDRESS & TEL, NO

KB TITLE

SALARY

| SUFERVTON S NAME

SUPERVISOR'S TITLE

PERIGE COWERED fmmyyr]

FROM | 10

EMPLOTEES SUBERVISED
| {if applicabie]

"REASGH FOR EAVING

EMPLOYER™ NAME

E ADDRESS B TEL. MO,

108 TITLE

CUPERNISOR'S NAME

REASCIN FOR LEAVING

i TALARY I PERKID COVERED (mmyyr)
FRO# 1=}
| SUPERVISOR'S TITLE -EMPlﬂ'\'EEisLIFEF.'I.I'ISED
|if applicabia |

Maniage - 16th Foos Ors Montage Tower, Archbliihop Reyes Ave, Cabu Cliy [ MSY- 118 Floor MEY Towar Pascadorss Road Cabu

Bausinais Pork, Cabu City 5000 /| ACCT - h Floor, Ayala Cantar Cébu Tower, Cobl Businnss Park, Cabu Ciiy.




Pursuamt ra: {o) Indigenows People's Act [RA 83 710; jib) Magne Covta for Disobled Persons (RA 7277); and Sala Parsats Wellare Act 2000 [na 89771
pledie eAswer the folowing tems:

Are yau a member of any Indigenaus groap? O ws | & ND if yes, please specify!
Do you klemily as differenty-ablod? O ¥Es & WO | iFyes, please spacify:
L Are you @ solo parent? O s [ ] if yes, please specify:

Charactor Rofera 5

PART Orther Qrusalifications

dob-related troining courses (give titte ond yeor), Job.related shifls ey fanguoges, omput ond nformarien techaoiogy, fools, mochines, erc ), Jab-
relebed certiffcotes and icenses feurverd anly), Job-relehed awards sed ipecial arcomplshments (putdications, membesshios in professonal or bosar
socidthes, leadership actinties, public speaking, sed pedformace owardsl, Ghae disles and derd docurments

DATE jmimmypecs DESCRIFTION / TITLE

ADDITIONAL IDENTIFICATION

TYPE | CONTROL ND. 185U DATE EXPIRY DATE

PALSPOAT DETAILS

VISA DETAILS [if applicabia)
DRIVER'S LICENSE

OTHER GOWV'T. ISSUED IDe: (For
avample: 555, TIN, 5040 PARENT
0, PRC, ACK, et}
MILITARY / GIOVT. f OWIL

| SERVICES {If any)
Have you ever been farmally charged af an [ Yes If "¥es”, please give detalls:
adminlgtrative [ elvilferiminal ofense? 4 he
Hawe you ever been convicted of an L] Yes If “Yes", ploase give detalls: =
adminstrative / chellfcriminal offense? LA"Hao
CERTIFICATION

| CERTIFY tha, 1o the best of my knowledpe ard belief, o the informticn on an attached ta this decument ¥ brias, correct, complete and made in good
faith. | UNDERSTAND that falsg gudident irdurmation on or attached 1o this application may be grounds Tor nat kifing me or tormingte my
emgioyment from iPloy. | UNDE 05T that any infarmation | give may bo Evestigated
WiLl (- O™ ":'E"s'_"
5igr[uﬂ.| of Employes Date Signed

Moniage - 1865 Floor Dine Momage Tower, Archisishap Riyes Ave, Gt CEy 0 MEY- 11ih Flaa: MEY Tower Pescadoms Rinil Cabis
Business Park, Caby City G000 1 ACCT - Bh Floor, Aynls Sonter Cobu Towar, Gt Busress Sark Gt Cily
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

Lo O Gonelanl hereby authorize Iploy Inc. and/er It's representatives to

make investigation of my background, references, character, past em ployment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the infarmation contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered asvalid as the ariginal
consent,

Ihereby consent to the Company’s verifying all the infarmation | 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 acress to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omlssion 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.

I 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 recards ar information.

Applicant Name: _ Thaliif ¢ aentiig
Present Address: WoOaon, (g of MxPu Cepu
er: _ 00 - 4859%9-2 Date of Birth: _0|=d%-32002

Social Security Nu

Signature:

Date: B~ o~ Joey
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S5IGN-ON BONUS POLICY
Policy:

The purpose of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus, The sign-on bonus is a nen-
recurring and non-accumulating sum of money that is pald te an employee as gratitude for
|eining 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:

*  Aregular employee

= No 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 15" day of succeeding month of the
anniversary date of the employee.

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

Acknowledgment

I hereby acknowledge that | have read, understand, and agree to the terms and conditions
of the [25K] sign-on bonus policy.

GEneno  Of-o
ver Printed 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:

Palicy Tithe : Dress Code Policy
Revision Mo 0
Effective Date :lune 13, 2022

I acknowledge that signing this document is a confirmation that | understand and agrea
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.

pianpe. X ["Gentho OG- 0% -2
Emplolyed Name and Signature Date
Nated
1 L- Hain Ol = &%~ g0

Onboarding tﬁhlht Mame and Signature Date




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 employess 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. Paymants 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 s currently conducting business with the
Company. Any gift with 2 substantial monetary value of more than Php200 should be returned to the
glver.

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

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

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

Employes Acknowledgement

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

Name: pange _C- Gentho

Signature: Date:_CG~©% -0y
W) ;'




iPloy Social Media Policy

iPlay recognizes that employees use social media tools as part of their daily lives. Employees should always
be mindful of what they are pasting, who can see it, and how it can be linked back ta the organization and
work colleagues.

All employees should be aware that iPloy regularly monitors the internet and social media about its work
and to keep abreast of general Internet esmmentary, brand presence and industry/customer perceptions.
iPloy does not specifically monitor social media sites for employee content on an ongolng basis, however
employees should not expect privacy in this regard. IPloy reserves the right to utilize for disciplinary
purpases any information that could have a negative effect on the company or its employees, which
management comes across in regular internet monitoring, or 1s brought to the organization’s attention by
employees, customers, members of the public, etc,

All employees are prohibited from wsing ar publishing information an any sodial media sites, where such
usa has the potential ta negatively affect iPlay or its staff. Examples of such behavior include, but are not
limited to:

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

*  Publishing any confidential or business-sensitive information about IPloy;

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

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

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

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




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

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

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

Recommendations, references or comments relating to professional attributes, are not permitted
to be made about emplayees, former employees, customers or suppliers on social media and
networking sites, Such recommendations can give the Impression that the recommendation is a
reference on behalf of the IPloy, even when a disclaimer is placed onsuch 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 saught through HR, in line with the normal
reference policy.

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

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

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

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

Always remember on-line content is never completaly private:

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

Consider all online information with caution as there is no quality contral process an 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 ta make use of information. You
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities

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

Enfarcement / Progression

Man-compliance with the general principles and conditions of this sodial media policy and the related
Internet, e-mall and confidentiality palicies may lead to disciplinary action, up 1o 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 approprate 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

Employea 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 Soclal Media Best Practices when using sacial media sites on my
personal time and when my affiliation with iPloy regarding those sites is knawn, identified, expected or
presumed,

Name: pane G Gonehn

Signature: a8 Date: _ Q- 0%~ 202¢
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by Cy EEON
Date :February 22, 2018
To tALL EMPLOYEES CONCERNED
From  Human Resources

Thru  Dperations Manoger
subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBJECTIVE

L1, In conformity with Repulilis Act No. B504 otherwise known as the Philippine
AlDS Prevention and Control ALt of 1998 which recognizes workplace-hased
programs as 3 potent tool in addressing HIV/AIDS as an international
pandemic problem, this company policy s hereby issued for the Infarmation
and guidance of the employees in the diagnosis, treatment and préevention of
HiVS A0S in the workplace.

1.2, This policy 5 also almed-al addressing the stigma attached 1o HIV/AIDS and
ensures that the workers' right against discrimination and confidentiality s
mraintalned.

2. COVERAGE

Z.1. This Frogram shall apply to all employees regardless of their employment
status

3. IMPLEMENTING STRUCTURE
31 Iploy Inc, HIV/AIRS Program shall be managed by s health and safery
committee conslsts of representatives from the different divisions and
departmernis
4, POLICY STATEMENT
a1, BASIC INFORMATION DN HIV/AMDS
411 What bs HIV/aIDST?
4:1.1.1 it s a disease caused by a wvires called MV (Human
immunodeficiency Virus), This virus slowly weakens a3 porson's
ability to fight off other diseases by attaching itself to and
destroying impartant cells that contral and support the human
IMIFINE SyEter

412 How HIV/AIDS is transmitted?

4.1.2.1 Unpratected sex with an HIY infected person;
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4122 From an infected mothér to her child (during pregnancy, at
birth through breast feeding).
4123, Intravenous drug use with cantaminated needies,

4024 Transtusion with infected bload and bload products; and

4125 Unsale, unprolected contact with infected blood and blesding
wounds af an infected parson

4.1.3. Is there g cura?

4.1.31. Noo However, there are antiretraviral drug cambinations that
are availatile when properly wsed, result in prolonged survival of
people with HIV. Holistic care of peaple living with HIV-2ID0S ard
comprehensive  treaiment  of  opportunistic  infections  ako
dramatically improve guality of life

5. GUIDELINES
5.1 Preventive Strategies
51.1 Conduct of HIV-AIDS Education

5111 Whe wil conduct?
The Medical Clinic of Iploy Inc. mn coordination with the Health and
Safety Committes shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the arlentation of newly hired
employees, The standardized information package developed by the
Department of Labor and Emplayment (DOLE) may be used for this
purpose:

5112 How will it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of IEC materials, |ectuses, counselling and trmning - and
information on adherence to standard or universal precautions in the
workplace

512, Screening Diagnosis, Treatmient and Relerral 1o Health Care Seryices

2Ll Screening for HIV as a preregquisite to employment s not
mandatory.

5122 The company shall encourage positive health seeking bahavior
through Valuntary Counseling and Testing
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5123  The company shall establish & referral system and provide
ateess to diagnostic and treatment servces for its workers. Referreal
1o Seclal Hygiene Clinics of LGL for HIV screening shall be facilitated
by the company's medical clinic staff.

5124,  The company shail likewise facilitate access 1o livelihood
agsistance for the affected emplovee and his/her families, being
offered by other government agenciies.

6. SOCIAL POLICY
6.1 Mon-discriminatory Policy and Practices

6.1.1, Discrimination in any form from pre-employment to  post
employment, including hiring, promotion or assignment, termination af
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 othar lliness,

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

in.d. Confidentiality/Non-Disclosure Policy

.21, Access to'personal data relating to a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions ol RA
85304 and the ILO Code of Practice.

B.2.2. lob applicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related madical information

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

6.3, Work-Accommaodation and Arrangemen

631 The company shall take measures to reasonably accommodate
employeds with AIDS related (lInesses,

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

7.1, Employer's Responsibilities

711 The Company, together with employees/ labor organizations, company
focal persohnel for human resaurces, safety 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

warkforce.

7.1.3. Ensure non-discriminatory practices in the workplace and that the

policy and program adheres to existing legislations and guidelines

714, Ensure configentiality of the health status of its employees and the

access to medical records is imited to authorized personnal

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

known 1o all employees

7.16. The Health and Safety Committes, rogether with employees/ labor
organizations shall jointly review the policy and program and continue o
improve these by networking with government and organizations

promoting HIV prevention.

7.2; Employees’ Responsibilities

72.1. The employee's organization shall undertake an  active role i
educating and'lralnmg thelr members an HIV prevention and control
Promote and practice a healthy lilestyle with emphasis on avalding high
risk behavior and other risk factors that expose workers to increased risk

af HIV infection,

722, Employees shall practice nonsdiscriminatory acts sgainst co-gmplayeds

7.23. Employees and their organization shall not have acoess to personnel

dita relating to a worker's HIV status,

1.24. Employess shall comply with universal precaution and preventive

MEAsUres,
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8 IMPLEMENTATION AND MOMITORING

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

9 EFFECTIVITY

9.1, This Policy shall take place effective immediately and shall be made known to
evary employves.

Prepared by: fo H%-LQJ \l;l,@m

Human Resources

Approved by Yisroel ¥, Gissinger
CED
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Date tanuary 1, 2018
To CALL EMPLOYEES CONCERNED
From { Human Resources
Thru : Dperations Manager
Subject : WORKPLACE POLICY AND PROGRAM OM TUBERCULDSIS [TR) PREVENTION
AND CONTRCIL
OBJECTIVE

1.1 Te assist the government in its campaign against Tuberculosis (TB) in compliance
with the Department of Labor and Employment's Department Order No, 73-05,
series of 2005 = Guidelines for the Implementation of Policy and Program an
Tuberculosis (T8) Prevention and Contral in the Weorkplace

1.2.To provide initiatives to prevent the cutbreak and spread of tuberculogis in the
workplace, and 1o treat, care; and support employees who become afflicted with
tuberculosis

COVERAGE
2.1.This Program shall apply 1o all employees regardiess of their employmant status
POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculogs, a5 well as the
treatrment, rehabilitation, and restoration 1o work of employess who contrast

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

3.2.Alo, in line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include s nature, frequency [occurrence
in @ selected population) and transmission, treatment with Directly Cbhserved
Treatment Short Course {DOTS), and cantrol and management of TB in the
workplace, This shall be handled by the Office of Health Services (nfirmary) or
the- partner health provider of IPLOY INC. In conjuriction with the Operatians
Manager and office of Human Resource through the company's accredited
health provider,

3.3.The DOTS is a comprehensive strategy 1o control TB, and is composed of five
components, which are:

131 Political will or commitment to enduring sustained and quality T
treatment and control activities,

3.2.2. Case detection by sputum-smear microscopy AMang  Symptomatic
patients;
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333, Standard shot-course chemotherapy using regimans of 6 19 8 months for
ali confirmed active TB cases {|.e, smear positive or those validated by the
TR Diagnostic Cammittee).  Complete drug taking through  direct
observation by a designated treatment partner, during the whole course ol
the treatment regimern,

334, A regular, uninterrupted supply of all anti-tuberculosis drugs-and other
maleriais,

335, Astandard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculosis contral
program’s performance overall

3.4.Employees must be given proper information on ways of strengthaning their
fmmune responses against TB Infection, Le., information on gaod nutrition,
adequate rest, avaidance of tobacco and aicohal, and good personal hygiene
practices. However, |t should be underscored that intensive efforts in the
prevention of the spread of the disease. must be geared towards accurate
information on lisetiology and complete performance overall

3.5 Improving workpiace conditions

3.5.1. To ensure that contamination from TB airbome particles is controlled,
workplaces must provide adequate and appropriate ventifation (DOLE-
Occupational Satety and Heallh Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities Tor workers

152, The number of employees in a work area shall not exceed the required
number for @ specified area and shall observe the standard for space
requirement. (0SHS Rule 1062)

3.6.Capability buliding on TB awareness raising and training an TE case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational satety and health
cemmiiiee,

3.7 . 50ocial Policies:

371 MNon-discrimination; Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with aleguate
diagnosis and treatment, and shall be entitled to wark for as long as they are
certified by the Compary's accredited hoalth provider as medically fit and
shall be restored to work as soon as their iliness is contralled

372 Work Accommodation:  Through  agreements made  botween  the
management and the employees, work accommodation  measures to
support employess with TB s encouraged through flexible leave
arrangements, rescheduling of working times, and arrangements Tar returm
Lo wiork,




. @Eﬂgy

Cebi ity 4000

m~ ™

3.7.3. Restoration to Work: The employee may be allowed to return to work
with reasonable working arrangements as determinied by the Company's
Health Care Provider and/or the DOTS provider.

3.8.Employes Responsibility:

38.1. Employess who have symptoms of TR shall immediately seek assistance
from the Company's Health Services Provider

3.8.1.1 An employee who has the symptoms of T8 is required to initially
wear a face mask (especially while Inside the atfice) and observe good
hyglene practices, at least untll declared by a competent medical
practitioner 1o be safe from transmissicon.

3812 Similarly, for those at risk, Le., thase with family members with TB
of those exposed to a co-employee with TB, It would be prudent to
observe the same good hygiene practices until declared free from the
disease and safe from transmission

182 Once diagnosed 1o be with T8, employees shall immediately seek
treatment either throsgh the Department of Health's DOTS or a private
physician of the employes’s cholce. However, L5 imperative that the one
strictly adheres to the coufse of treatment. Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or aven
the failure af treaiment, which may make it harder to treat the infection and
result in a longer absence.

3821 Anabsence from work due to medical reasons of over six [6]
months may resull in the termination of one's employmen as
provided for by the Labar Code of the Philipgines under Art. 284 -
Disease as Ground for Termination,

383 Employees are required to underga an annual compulsory chest X-ray
through the Annuat Physical Examination  If for any reason an employes
falts 1o secure a chest x-ray at thal time, hedshe shall be directed to secure a
chest xeray al an accredited climc by hisfher rospective Infirmary/Health
Services,

3.9, The Company shall ensure that any T8 occurrence in the workplace s traced and
that all contacts are clircally assessed; as much as feasible.

3.10. An employee afflicted with TB, who has voluntanly undergone tha
treatment and rehabilitation program (0OT5) prescribed, and who & finally
declared to be in 4 non-communicable stage, may be allowed back to work
subject to'being gven a medical dearance by a Company designated physician,

311, Erployees (those afflicted with the dsease or thase identified under
contact tracingl who refuse to cooperate and dutifully observe |awful
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mstructions (undergo a medical check-up and/for treatment), may be subject to
disciplinary action proceedings for insubordination (the penalty of which fmay
range up 1o the termination of one's amployment)

4. PROCEDURE

4.1.The respective Health Services of the Company (and/or the contracted Health
Services Provider] shall coordinate with the Ocoupationai Safety and Heatth
Canter who shall provide préventive and technical asostance In the
Implementation of the Warkplace T8 Comtrol and Mamagement Frogram.

4.2 Anemployes who undergoes the Annual Physical Exanmnation with the requisite
uhest x-ray will have hisfher medical recard forwarded o company clinic/HRL:
Employees whio fail to undergo the requisite annual chest x-ray shall be directed
to secure one at an accradited chinic or by his/her preferred Infirmary/Health
Services,

421, Those with medical findingt shall be required to undergo further medical
check-up, All medical recards in connection with this second) further check-
up shall be submited to company chnic/HRD and hisfher respective
infirmary/Health Sarvices

4232 The employee thall ther conrdinate with company clinic/HRD and hisfher
respective Infirmary/Health Seryices for the next steps.

4.3.An employee who 1s suspected ta be afflcted with TB, whether as 3 dirsct LATLA T
of by contact tracing. shall cooperate fully with his/her respective
Infirmary/Heaith Services (and/ar the contracted Health Services provider), I
the employes tests positive for T8, the emplayes shall urdergn the DOTS
pragram 1o its completion,

4.4.11 the employee needs to undergo o leave of absence o recuperate, hefshe will
be allowed to use the appropriate leave before he/fshe may request o be
permitted to go on a Leave of Absence without Pay (LODA),

44.1. The employes shall observe the requisite procedurs in applying lor a
|t ave

442, The Unit concerned shall ensure that the requisite procedures: sre
obierved by the employss and that the company clinic is duly informed

4.5 An employee may be allower to go on a medical lesve ol atisence [weithoug pay)
for a maximum period of six (6) months,  The tongerned am ployes shall submit
an application for o leave of absence belore going on leave.  Sad leave
application shall be subject 1o aporoval at the sale discretion of the Cormpany
Management.

451 The same procedures under 4.2.1 to 4,2.2 shall be absarved,
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4.6 Afver treatment, with a maximurm penod of sl (6) manths on (eave [witholl pay),

an employee found to be cured or in @ non-communicable stage of TB may he
allowed back 1o work, provided that the employes’s health shall cantinue 1o bie
monitorad during the annual physical examination with the reguisite chest x-ray
or a5 may be desmed necessary oy the Unit Health Services [(infirmary) or
contracted Health Services pravider

4.7 The emplayee returning Lo work shall be reguired by 1he Managemen] to secure

a medical clearance from-a medicat dogtor chosen by the Company before being
allowed to return (o work

4.8, Thie HRD will indtiste disciplinary proceedings against any emplovee ound To i

discantinusd treatment in deliance ol medical advice, or who refuses 1o undergo
the full rreatment course prescribied. Likewise, employess who are ordered o
undergo - check-up due (o contact tracing but reluse to do so will also face
disciplinary action proceedings. [n both cases; the maximum sanclion appheabie
for insubordination will be the termination of ane’s employment, il it s deemed
warrarnted.

IMPLEMENTATION AND MONITORING

5.1 The Safety and Health Committes of ks counterpart shall perlodically monitar and

evaluate the implementation of this Policy. and Program.

. EFFECTIWVITY

6.1.This Policy shall take place effective immediately and atall be made known (o

eviery employee.

Aol

Prapared by Jo H lecio

Himan Resources

Approved by ¥i | ¥ Gissinger

CED
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Date : February 22, 2018

To *ALL EMPLOYEES CONCERNED

From : Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

. DBRIECTIVE

1.1.)ploy Inc. Is committed 10 confarm to the established standards assurance of
customer satisfaction, protection of our environment and health and safety in
the workplaces.

1.2.The company promoles and ensures a haalthy environment thinugh its various
health programs to safeguard its employess. And as pant of the company's
compliance to DOLE Department Advisory No. 05, Series of 2010 (Guidelines for
the Implemantation of a Warkplace Policy and Program on Hepatitis B), this
Program has been developed. This program is aimed 1o pddress the stigma
attached to hepatitis. B and to ensure that the employees' nght against
discrimination and confidentiality is mantained

1.3.This guideline i formulated for everybody's information and refarence for the
diagnosis, treatment, and prevention of Hepatits B, This will inform the
employees of their role as well as the company in dealing with Hepatitis B &
healthy environment encompasses s good working refationshlp and great output
for continuous business growth,

. COVERAGE

2.1, This Program shall apply to all emplayees regardiess of their employment status:
POLICY STATEMENT
1.1 implementing Struciure
111 Iploy Inc. Hepatitls B workplace policy and program shall be managed by
its health and safety committee. Each divislon or department of the
Company shall be duly represented
3.2 Guidelines

321, Educstion

3211 Hepatitis 8 shall be:conducted through distribution and posting of
IEC materials and counselling and/ or lectures; and
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3212 Hepatitss B education shall be spearheaded by Iploy Inc. Medical
Clintic in elose coerdinalion with thi health and salety commitiee,

3.2.2. Preventlve Strategies

3.221,  Alemployess are encouraged to be immunized against Hepalitls
B after securing clearsnce from thesr physician

3222 Workplace sanitation and proper waste management dnd disposal
shall be monitored by the health and:safety. committee on o regular
s,

3223 Personal profective equipment shall be made svailable at all times
far all employess; and

3.2.24 Emplovees will be gren traiting and inlarmation on adherence to
standards or universal precautions in the workplace

4. SOCIAL POLICY
4.1.1.3: Non-discriminatary Policy and Practices

41111 Thers shall be no discrimination of any form against
employees on the basts of their Hepatitis B status consistent with
the internationat agreements on noh-discrimination ratifiad by
thie Philippines (ILO CLLL) Employees shall not be discaminated
against, from pre to post employment, mcluding ninng,
promotion, orassignment because of thelr hepatitis B status.

41112 Waorkplace management of sick employess shall not differ
fram that of any other iliness, Persons with Hepatitis B related
linesses may work for as long as they are medically it to wark.

411.2.  Confidentiality

41121 lob appiicants and employees shall not e compatisd 1o
disclose their Hepatitis B status and other related medical
information, Co-employees shall not be obliged 1o reveal any
parsonal information about their fellow émployees. Access to
personal dota relating to ermployee’s Hepatitis B status shall be
bound by the rules on confidentiality and shall be strictly limitad
to medical personnel or if legally requred

4.1.13 Work-Accommodation and Arrangemen
4.1.13.1, The company snall take measufes (o reasonably

accommodate emplovees whe ate Hepatitis B positive or with
Hepatitis B - related ilinesses.
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41132 Through agreements made between management and
employees’ represantative, measures to support employess with
Hepatitis B are encoutaged to work through flexible leave
arrangements, rescheduling of warking time and arrangement for
return to work.

4114 Screeming, ‘Dlagnosis, Treatment and Referral to Health Care
Services

41141 The company shall establish a referral system and provide
access to diagnostic and reatment services far its emplovees for
appropaate medical evalvation menitering and management

41142 Adherence to the guidelines for healthcare praviders an
the evaluation ol Hepatitis B positive employees |5 highly
encouraged

41143 screening for Hepatitis B-as a prerequisite to employment
shall nnt be mandatory,

4115  Compensation

41151, The company shall provide access to Socisl Security
System and Employess Compensation benefits under FD 826 to
an employee contracted with Hepatitis B infection In the
perfarmance of his duty '

ROLES AND RESPOMNSIBILITIES OF EMPLOYERS AND EMPLOYEES
5111 Employer's Responsibilities

BLLLY Management, together with employess’ organizations,
company focal personned for human resources, and salety and
health personnel shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatits B

51112 The Heaith and Salety Committee shall ensure that their
company policy and program is adeauately. funded and made
known toall employvees.

51313 The Human Resources Departmant shall snsuse that their
policy and program adhere to existing leglislations and guldetines,
Including provisions on leaves, benefits and insurance.

5.1.1.14, Management shall provide Information, education and
training on  Hepatitis B for {13 workfarce consistent with {he
standardized basic information package developed by the
Hepalitis B TWG; if nol available within the establishment, then
provide access (o infommation
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51115 The company shall ensure non-discriminatory practices in
the workplace

51116, The management  together with the company focal
personnel for human resources and safety and heaith shall
provide appropriate personal protectve equipment to prevent
Hepatitis 8 exposure, especially for employees exgosed to
potentially contaminated binod or body. fuld

5.1:1.1.7 The Health and Safety Committee, together with ke
employess’ organizations shall jointly review the policy and
program for effectiveness and conlinue ta improve these by
networking with government and  organiations  promoting
Hepatitis B prevention.

21118 The company shall ensure confidentiality of the health
status of its emplovees, including those with Hepatitis B,

51118, The human résources shall ensure that access to medical
records is limited to autharized personnel.

5117  Employess Responsibifities

51LLL The employess’ organization Is required to undértake an

active role in educating and training their mambers on Hepatitis

B prevention and control, The: 1EC program must also aim al

pramoting and practicing a healthy lifestyle with empnasis an

avoiding high risk behavior and  other risk factors that

expose employees to increased risk of Hepatitis B

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

L% b 5 Employees shall practice non-discriminatary acts against
co-employess on the ground of Hepatitis B status.

541123, Employess and their organizations shall nat have access to
pessonnel data relating Lo an employes's Hepatitis B status, The
rules of confidentiality shall apply In carrying out union and
organization functions,

2.1.1.2.4 Employees shall comply with the universal precaution and
the preventive measdres.

5:1.1.25: Employees with Hepatitis B may inform the health care
provider or {he comgany physician on their Hepatitis B status,
that i, if their work activibies may Increase the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive at sk
for aggravation
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6. IMPLEMENTATION AND MONITORING
6.1, Within the establishment, the implementation of the policy and program shall be

monitored and evaluated perjodicatly, The safety and health commitiee or its
counterpart shall be tasked for this purpose.

7. EFFECTMITY

7.1.This Policy shall take place elfective immediately and shall be made known 1o
every emploves,

Il 1&
Prepared by jo Halt E‘#“ Welecio

Huran' Resources

Approved by: Yisrael ¥, Gissinger
CEQ
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Date : January 1, 2018

Ta L ALL EMPLOYEES CONCERMED
From : Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

OBIECTIVE

11 In eompliance with Article V of Republic Act No. 9165, otherwse known as

1

the Comprehensive Dangerods Drugs Act of 2002, and (s Implementing Rules
and Regulations and DOLE Department Order Noo 5303, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc hershy adopts the (ollowing
policies and programs to achieve a drug-free workplacs;

Company polcy 15 10 mamtain a workplace free of illegal arugs. To ensure
that the objectives of the company's corporate policy are met, the company
Is implementing this drug-lree program, The program will have the following
elements,

COVERAGE

21

This Program shall apply (o all employees regardless of their employment
status

POLICY STATEMENT

i1

32

3.3

34

. The: use, possession, selicitation for, or sale of dangerous drugs on company

premisas or while performing an assgnment,

Being impaired or under the influence of dangerous drugs away fram thi
company, if such impairment or influence adversely affects the employes's
work performance, the salety of the employee or of others, or puts at risk
the company's repulation,

Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, If such activity or involvement adversely affects the
employee's work performance, the safety of the employee or of athers, o
puts at risk the:company's roputation.

The presence of any detectable amount of dangeroos drugs in the
employee’s system while at work, while on the premises of the company, or
while on company business. "Dangercus Drugs” include those listed in the
Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as
amended by the 1972 Pratocol, and in the Schedules annesied o the 1971




a ~

o ./ iPloy

Pescaduies Mol Crbo Buskine Pak, Wiy S
Lot ity 6000
Single Convention on Psychotropic Substances as enumerated in the

attached annex of FLA. 9165,

4. MANDATORY DRUG TEST

4.1, To ensure that only those qualified shall be screened and recruited to prevent
the detrimental effects (eg. lower productivity; poot decision making;
increased gocidents, more compensation claims: ond reduced téam effort)
which driag use and abuse may cause in the workplace, the conduet of
rmiandatory drug test shall be required for pre-employment

4.2 lploy Inc. deslignates company accredited or affiliated center, a duly
accredited drug testing center by the Department of Health (OH), as its
autharized drug testing laboratory

4.3. The Company may also conduct drug testing under any of the following
CIFCUMSLances:

4.3:1. RANDOM TESTING: Otficer/oamployees may be selected at random for
drug festing at any interval determined by the Campany

432 FOR-CAUSE TESTING: The company may ask an officerfemployes ta
sylbmit to 3 drug test at any tma it feels that the employes may be under
the Influence of drups, 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 or influence of drugs, negative performance
patterns, or excessive and unexplained absenteesm or tardiness

4.3.3, POST-ACCIDENT TESTING: Any officer/femployee involved in a "Near-
‘Miss" Incident or “Work Accident” under circumstances that SUpEest
possible use or influence of drugs may be asked to submit to a drug test
As defined herein, "Near-Miss” means an incident arising frem or In the
course of work which could have led to injuries or fatalities af the
workers and/or considerable damage to the employver had it not bean
curtailed. “Wark Acocident™ reters to unplanned or  unexpected
oucurrence that may or may not result in persenal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out al and in the course of employment

4.3.4. Al drug tests shall employ, amang others, twao (2] testing methods, the
sereening test which will determine the positive result as well as the type
of the drug used and the confirmatary test which will confirm a pasitive
scregnming . test. Where the confirmatory test turmns  positive; the
company’s Assessment Team shall evaluate the results and determine
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the level of care and administrative interventions that can be extended
1o the concerned employee

435, iploy Inc. shall inform the officer/employee who was subjected toa
drug test of the test-results whether positive or negative.

4.3.6. All costs of drug testing shall be borne by Iploy Inc,

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1

5.2

B3

5.4,

An officerfemployee who, for the fiest time, is found positive of drug use,
shall be referred for treatrment and/or rehabllitation In a DOH accredited
center. For this purpose, Iplay Inc. shall provide a list of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may choose from

Fellowing 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 resumphon
of the employee's job if he/she poses no serous danger to histher co
employees andfor the workplace.

All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account. The period during which the
employes s under treatment or rehabilitation shall be considered as
authorized leaves.

Repeated drug use even after ample opportunity for treatmenl and
rehabilitation shall be dealt with the corresponding penalties under R.A. 9165
and is a ground for disrmissal

6, ADVOCACY, EDUCATION AND TRAINING

b1

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 training programs/activities to all its
officers and employees.

Al afficers 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 BLA. 9165,

B.2.2. Adverse effects of shuse andfor misuse of dangerous drugs on the
person, workplace, family and the community;
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6.2.3, Preventive measures against drug abuse; and

6.2.4. Steps to take when intervention is needed, as well 33 available services
for treatrient and rehabifitation

To encourage all officers and employees to lead a healthy lifestyle while at
work and at home, |ploy Inc, undertakes to conduct the following activities as
often a5 possible:

6.3.1. Lifestyle assessment programs  on  health  nutrition,  waight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

6.3.2. Health wellness screenings (e, fiood pressure and  hedare rafe,
chaolesterol test, blood glucase, efc.);

B.3.3. Sports; recreational and fun-game activities; and

6.3.4. Other activities promoting health and weliness,

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

L

fid.

fa

Iplay 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 emplover shall obtain a
written acknowledgement from the employees that the policy has been read
angl understood by them

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

Al officers and emiployees shall enjoy the right to due process, absence of
which will render the referral procedure ineffective.

8. CONSEQUENCES OF POLICY VIOLATIONS

a1

8.2

Any officer or employee who uses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers dangerous drogs or otherwise commits other
urlawful acts as defined under Article Il of BRA 9165 and its Implementing
Rules and Regolations shall be subject to the pertinent provisions of the sad
Act,

Any officer or employes found pasitive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book Vi of the Labor Code and under RA 9165,
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9. IMPLEMENTATION AND MONITORING

9.1.1. The implermentation of these policies and programs shall be monitored
and evaluated periodically by management 1o ensure a drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with 0.0, 5303,

10. EFFECTIVITY

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

11 ATTACHEMENT

111, Drug-Free Workplace Policy and Program Acknowledgement

Hh&]l fy
Prepared by: 1o M, ; |
Human Resources

Approved by Yisroel Y, Gissinger
CEQ
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Drug-Free Workplace Program Acknowledgement

I hereby acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Policy
arid Program, a summary of the drugs which may alter or afféct a drug test and a list of
local Emploves: Assistance Program providers or local drug and alcohol treatment
programs, | have had an opportunity toe have dib aspects of this material fully explained, 1
also understand that | must abide by the Program as a condition of initial andfor
continued employment, and any vialation may result i disciplinary action up to and
including termination,

lalsa understand that duding my employment | may be required to submit to testing for
the presence of drugs or alcohal in my body. | understand that submission ta such testing
is-a condition of employment with [Company], and disciplinary action up o and ncluding
termination may result if;

1} | refuse to consent Lo testing;

2] I refuse to execute all forms of consent and release of lability that are usually and
reasonably assaciated with such examinatlons,

3 | refuse to authorize release of the test results Lo the EOMpEny.

4} The tests establish a vinlation of [Company|'s Drug-Free Warkplace Paliey
5l l utherwise violate the policy,

| also recognize that the Drug-Free Workplace Policy and refated documents are not
inténded toconstitute a contract between lplay Inc and me.

The undersigned further states thal hefohé kas read and Understande the abowe
acknowledgement and signs below of his/her own fres wil,

SIGNATURE DATE

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

Subject | WORKPLACE POLICY AND PROGRAN ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1

The following palicies and procedure arc hereby lssued by Ipley Inc. ta
prevent sexual harassment inits workplace and to provide the procedure for
the resalution, settlement and/or disposition of sexual harassment casies

2. COVERAGE

21

This Program shall apply to all employess regardless of their employment
sratus

3. POLICY STATEMENT

3.1,

3.4

X3,

a4

Iploy Inc. believes that employees should be affarded the oppartunity 1o work
in an environment free of sexual harassment. Sexual harassment is a form of
miscanduct that undermines the employment relationship.  No emplovee,
either male or female, should be subjected verbally or physically to
unsolicited and unweleome sexual avertures or candic.

Sexual harassment refers to behavior that & niot welcome, that is personally
offensive, debilitates morale  and, therefore, interferes  with  wark
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances; requests for sexual favors. and other sexually
anented conduct which 15 offensive or ohjectionable to the recipient,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings,

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

DEFINITION OF SEXUAL HARASSMENT

Iplay inc, has adopted, and its policy is based an, the definition of sexual
harassment set forth in Section 3 of RA 7877 It provides that sexual
harassment in workplace s committed by an employer, emplayee, manager,
supervisor, agent of the employer, or any other person who, ha ving authority,
influence or moral ascendancy over another in a work ervironment, demans,
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requires or otherwise requires any sexual favor from the other, regardiess of
whether the demand, requests or requirement for submission s aceepted by

the object of said Act.

In & work-related or employment environment, sexual harassment s
committed when:

341, The sexual favar 5 made as a condition in the hiring or in the
employment, re-employment, o continued employment of said
individual, or in granting said indnidual favorable compensation, terms of
conditions, promotions, or prvileges; or the refusal to grant thie sexoal
favor results in [imiting, segregating or classifying the employes which in
any way would discriminate, deprive or diminish  employment
opportunities or otherwise adversely affect said employoes;

1432 the above acts would Impair the employees' nights or privileges under
existing labor laws; or

343, the above acts would result inan intimidating, hostile, or offensive
enviranment for the employes.

35  WHEHE SEXUAL HARASSMENT |5 COMMITED

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

351 Inor outside the office building or training site;

3.5.2. atoffice or training-related social functions;

353, Inthe course of work assignments outside the office:

354, at work-related conlerences, studies or tralning sessions; or
355, during wark related travel,

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

161, Owvert sexual advances;

362, Unwelcome or improper gestures of affection;

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

3.6.4. Any other act or canduct of a <exual nature or for purposes of sexial
gratification which s generally annoying, disgusting or offensive to the
wictirri,
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37

38

WHAT 15 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, therefare, interferes
with work effectiveness.

EMPLOYER'S RESPONSIBILITY

iploy Inc. undertakes to provide its officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their emplayment in Iploy Ing, Séxual harassment is specifically
prohibited as unlawful and as a vialation of company policy. The company |5
responsible for preventing sewual harasemen 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

4.1.

4.2,

COMPLAINT PROCEDLRE

411 Any officer or employes, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation They may alsa 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 conficential and that of any witnesses and the
alleged harasser will be protected aganst unnecessary disclosure, When
the investigation s completed, all parties will be informed of the
outcome of the investigation.

412, A Committee on Decorum and investigation shall be constituted and
shall be composed of the management and the employees'
representative to receive complaints, investipate and hear sexual
harassment cases. The Committes shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Committes
shall also develop and implement programs to increase understanding
and awareness about sexual harassment

RETALIATION

421 Iploy Inc. will permit no emplayment-based retaliation against anyore
who brings-a complaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment
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4.3, \WRITTEN POLICY

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

5. CONFIDENTIALITY

5.1 At the commencement of the mvestigabon procedure at the Committee;
starting from the filing of a written complaint, o the manifestation of an
objection to an act or behavigr, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will ha kept under
the itrictest confidence. It js thie intention of Iploy Inc that rights of the
parties, especially the innocent ones, are protected. Al the same Hime.
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper.

6. EFFECTIVITY

G.1. Thig Policy shall take place effective immediately and shall be made known to
svery employes.
i

i

i
i
Prepared by: | nini R g
Hurnan Resources

Reviewed bf:f@g Carnarillo Ir.
Divectar pf Operations

fgmroved by Yisrosl V. Gissinger
CED
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COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Chairman; Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Juname! Brigoli CSR - Phone

Submitted by:

Yisroel Y, Gissinger
CED
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DATE ' April 3, 2018

To . ALL EMPLOYEES

FROM : HUMAMN RESDLRCES DEPARTRENT

THRU I OPERATIONS MANAGEMENT

SUBJECT ! MEMT: RESTROOM GUIDELINES

Iploy Ine. provides unisex restrocms avallable so that empliyess dan use them when they need
to do so. One is located inside the operation floor and second i in the hallway outside the
operation floor. Howsever, those whi-are uncomfortable; hat issue with the unises restrom,
wiz Mave a separate single, private restroam avallable for use.

Marecier, any émployes with concemn/issue In using the unises restromm plEase yisit Human
Resources:office to get door access pass Office selcunty, Log in and Log out procedurs shall

apply

Furthermore, it is essentlal that all emplovees should comply and observe the rastroom
eliguette:

Knock if this cublcle appears to be occupied, Dan't peek under the doors
Lock the cubicle doar when you enter

= Stand close enough to the pan or urinal 5o you don't wet the seat, walls or
fioar

+  Flush the toilet after use and wipe off the toilet seat far the sl L

*  Paper towels goin the trash can, not on the flaar or inthe tollet Bowl

e Wash your hands to prevent the spread of colds and the fly

»  Please use water and paper towels conservatively

For your Information-and guldance.

mamel J'C  Geneha
O~ om- oy
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February 27, 2014

To : ALL EMPLOYLES

FROM ' HUMAN RESOURCES DEPARTMENT
THRLI : OPFERATIONS MANAGER

SUECT 1

QFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is (ssucd to onsure the effective enforcement and strict observance of all
employees on office attendance and punctuality

To ensure effective Implementation and monitoring of office security

1. Employees are required to log
If the door |5 open

2. Employees arp allowed
their scheduled time

3. Bags and/or personal
the production area

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

5. Emplayees are anly allowed to stayin the office for thirty (30) minutes after their shift,
unless authorized or has approval to extend their time

6. Pantry, recreation room and locker should be closed at all times, employees must use
their RF 1D to access these rooms

7. Notallgating

8. Employee 1D and RF 1D should be warn at all times, lost RF IDs will be charge to the
employes

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

*  10. Employees who left/lost their IDs will get temporary 1D from HR and will be dealt with
according to our code of cond uet and discipline,

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

in and log out using the biometric and the RF 1D, even
ta be inside the office and to Log in thirty (30} minutes before

items should be left in the locker before lenging in/going inside

For guidance and strict compliance,

Jo Hgﬁﬁglﬁ!ﬂﬁ etio

Humnman Resources

Noted by:

Danme L7 Grenthag
Cl-0n -:lr;.']ti

Scanned by CamScanner
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DATE i Movernber 17, 2021

T 8 ALLEEMPLOYEES

FROM 1 HUMAMN RESOURCES

SUBJECT H LOCKER POLICY

The alm of this policy is to guide our employees and establish a well-kept and orderly enviranment in
the locker roam.

Please see list of rules provided below for your reference.

RULES

*  ONE LOCKER ONLY per employee. NO sharing of lockers.

+ MO storing of perishable foods,1eftovers inside the locker,

* Propersanitation is strictly observed (E.G, Mo storing of unwashed containers/mugs/utensils, ete.)

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

& 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 padiock replacement nor
reimbursement.

= Any sort of action that may result in damage to property is strictly prohibited. This includes but is
not limited to graffitivandallsm, posting of stickers, damage te facility property such as the forced
opening of lockers without the management/HRs’ knowledge or consent, etg.

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

= The tempany is not responsible for loss or missing items due to the owner's negligence.

» Forced Open Request due to lost padiock key or forgatten password/code should be submitted a
day prior and will be subject to availability of the balt cutter,

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

« ® NOLOITERING inside the locker room
* Unassigned Lockers with cable ties should not be opened,
* Things inside unassigned lockers will be subject to disposal of the management

This Memorandum shall take effect on Navember 22, 2021

Failure to comply will be dealt accardingly.

Prepared by:

Py -r
E&riw’.@ﬂml. Al :

‘General Manager  Directo perations

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

Employee Signa tird Over Printed Mami/Date
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DATE April 3, 2018

To : ALL EMPLOYEES

FROM - HUMAN RESCURCES DEPARTMENT

THRU OPERATIONS MANAGER

SUBJECT MEMD; CALL IN FOR OUT OF QFFICE

In ordet 1o properly manitor out of office emplayecs, o new process Lo call indreport absence will
be implemented effective Manday, Apnl 9, 2018,

Guidelines:

1. In cases of late and/or absences, employee should report to Human Resources through
S5M5 or Call wia HR hotline: 0817 704- 7074
2, Motification should contain the following information:
a. Complete (real) Mame
b Department
c. Team Leader
d: Callin for (Whole day Absent, Half-day Ahsent, Late)
€. Reason
3. HRwill be the one to send notification w Oparations Management
4. No call in should be communmicated through 1eam lgads or any other employee, It should
be done by the employee or his/her relatives
5. Naotification should be at least two (2} hours before the employee’s shift
6. Il an employee Is adhised to rest/confined in'the hosgital, number of rest days as advised
by the physician should be indicated. Dtherwise, employes must send notification daily
7. Failure to notify will be tagged as No Call, No Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline.

For your guidance and strict complidnce.

Human Resources

Maoted by

TRanne tha
OG- om - 2014
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Fabruary 1B, 2020

Ta . ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBIECT 1 ATTENDANCE BOWNUS 2020

As we end the year 2019, iMoy would like (o set clear key procedures and policies, This memoranduir servies as
reminder to be fallowesd:

PAYROLL

1. Immaculate Attendance Bonus is for employees with parfect attendance. Employes should NOT commit any
schedule devistions llke tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = out far
lreaks will also disgualify the employes. Mo walvers will be given,

2. Tardiness, Undertire and Over breaks will be deducted from the employee's pay,

3. Employees who tendered thelr resignation before the release of the Sign Cn Boous (First Hall or Second Hall] will
MO longer he eligible to recebe it

4. Emplayees qualitied for the Sign On Bonus (First Halt or Second Hilf) will recerve it on the 30" of the succeeding
maonith from eligibility.

5. Eligibility for the annual miarlt Incraase is based on averall perdformance and management discretion. Pay aut s
at management’s discretion.

MEDICAL CERTIFICATE

1. When must the madical certificate be dated?

. 1 day absence — the medical certificate must be dated an the day of absence or the next day. Il the absence
Falls on a Friday, the medical certificate must be dated the Saturday that immediately foliows - at the latest, |t
cannot be dated on the day that the agent is to report back 1o wark,

. 2 days absence - the medical certificate must bie dated on the (nltial day of absence or the next davy. IF the
absence falls on a Thursday, the medical certificate must be dated sither that Thursday or the nest day — st the

latest. It cannat be dated on the Saturday that immediately follaws or that Monday that the agent is ta repart back
to work,

¥ 3 days of absence or longer - the medical certificate must be dated on the initial day of absence or the next
day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from the
initial date of absence, Also, the advice 1o rest I inclusive of rest days.

o Ex: If the agent is absent on a Friday and the medical certificate stabes advised to rest far 3 days,
that isinclusive of the day of absence that the agent ook ta rest Mues Saturday and Sunday - the agent must be hack
to wark on Monday.
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o If the doctor prascribes rest, the medical certificate must include the number of days af rest, The
advice to rest cannot be antadated.
a There must be a fit to work date.
a The only exceplion o the Medical Certilicate date guidelines ks If the employee has been
hospitalized,
VACATION LEAVES

1. The company reserves the right to approve and disapprove all vacation leave VL) reguests,

2. Employes must gxactly have the corresponding credits lor the reguest 1o e approved,
1 eredit = One Day
.3 credit = Hall Day

3. Employee with pedect attendance 60 days from the reguested VL date will be given priority n the approval ol
laavies. This is a way of rewarding emplayees with perfect attendance,

4. The campany and client have the right to disapprove leave requests and cancel approved leaves for thase
amployess who committed unscheduled absences an the prior month and on the current month of the requestesd
time off induding poor attendance records, behavioral and productivity issues.

Mated By: Approved Ry;
ARCILLA IAY GISSINGER
HR Supary Chief Executive OMficer
Director of Operations
Ponng AT

Ou-pm- Jone
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TO tALL EMPLOYEES

From t HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

Sick Leave is to be used by employees who are I1l, or any other form of absences supported
by a valid documant,

1, Employees are reqguired to notify the HR hotline number (0917-709-7074) and/or send an email to
hr@iploy.com at feast 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 lliness or injury.
s Bereavement leave/s
» Emergency leave/s
= Power Outage/internet Qutage (for temporary Werk from Home set-up)

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

Note: Mo more Manual filing of Sick Leave except if the employee was hospitalized and/or
quarantine due to COVID-19,

4, Below are the documents needed to provide to use the pald sick leave;
*  Employee's iliness or injury

¥ At the discretion of the employer, the emplovee should furnish a certificate from
a physician stating that the employes was incapacitated from work for the
period of absence because of sickness or injury and that the employes is again
physically able to perform his ar her dutles. (Medical Certificate with Fit to
Wark)

¥ Blacklisted Doctars and clinics’ will not be haonored. {Please refer to the
Blacklisted Clinic/Physiclan Mema)

s Bersavement leave (Please refer to the Bereavement Leave Policy)

*  Emergency leave
¥ Validate his/her absence through supporting decuments as to why she/he was
having emergency leave on the sald date.

» Power Outage
¥ Certification from thelr electric/power supply provider (e.g., VECO, CEBECO,
MECO)

* Internet Outage
¥ Ticket number from the internet service provider andfor sereenshot/link of
official outage annauncement 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 hisfher absence due to
lliness unless fully justified.
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¢ |[fsickness claimed Is fictitious or non-existent.

6. The employee or his/har representative must inform his/her Immediate superior or HR If an
extension of 5L will be needed to recover from the sickness. A medical certificate must be submittad
before the expiration of the 5L, Absence of natles and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of

leave |s warranted.,
This Memarandum shall take effect on November 22, 2021,
Please be gulded accordingly.

Created by:

o
eor

Operations Manager “General Manager

~ hanne
OG- o= o
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Date H MNovember 12, 2019

Ta : ALL EMPLOYEES

FROM £ HUMAN RESOURCES DEPARTMENT

THRL i OPERATIONS MANAGER

SUBJECT : 555 SICKNESS CLAIMS - 5 CALENDAR DAYS

For those employees’ who wants to file for sickness claims must submit the duly acecomplished 555
notification form attached with ariginal 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
thalr 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 far at
least four (4) days;

2. He has pald at least three (3) months of contributions within the 12-manth 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 555, if unemployed, voluntary or self-employed member
regarding his sickness or injury.

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

For your guldance.

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

Sincerely,
Marishka | {i[FY
Huirman Re 5
& - Gene
Noted by T)iﬂﬂrl; ha
; b= Jog
Alf ﬁgi. ilf. I, !
Dire , Dherations
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DATE : October 4, 2023

TO . ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This Is In reference to the previous memo sent out last December 9, 2022 regarding the abowe-
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/Physiclans will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Canduct and Discipline.

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

Rajah Tupas Medical Services

Bimbo H. Tequilla MD Clinic

Lolita E, Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecillo Ir., MD

Now Serving

%. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

11. 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  Clinig/Doctor Phone number
11.4  Date of Actual visit

115 Diagnosis

11.6  Recommendation

11.7  Fit to work date

P BB g Sl i

Mew Clinics added:
12. Enad Clinic
13, Bing Clinic
14. Gia Clinic
15, Velaso Clinic
16. Dr. Faclo N. Apuli
17. Lourdes D. Sasoy, MD

When providing medical certificates for absences, ensure the fallowing:
1. The certificate must be issued on the day of the absence ar the day after,
2. Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a recelpt for preseribed medications and laboratory results, may be requested.
3. HR/Clinie 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 carrections made must be counter-signed by
the attending physician,
5. Ensure that the soft copy (sent through email) matches the original copy submitted to HE.

Please be aware that the following concerns may render a medical certificate invalid and unacceptable:

Mo consultation date specified.

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

Mo contact information displayed in the medical certificate.

Absence of physician’s name and ficense number,

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
Murse/Company Doctor to be questionable,

7. Theclinic/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 therm unsuitable for absence-related medical certifications.

T il o B o

Lastly, since hospitals and clinlcs are now having less restrictions for consultations and our situations

are constantly improving since the pandemic hit, therefore, we will no longer accept consultation
linefvia lls. Consultation must be done 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.

Far strict compliance.

Prepared by:
M Afganza
Employee Relations Supervisor
Noted by:
7 et '{uw:as— B
res Ma Nifio Angelo Manal al Ir.
HR Manager Mal r Operations Manager Dir r af Operations
o, T Gendha
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Date q Movamber 30, 2022

To 3 ALL Employess

FROM 1 Human Resources Department

SUBJECT 1 VACATION AND SICE LEAVE CONVERSION

‘We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remaining 5L credits are to be converved thus, SL application Is no longer
allowed untli the end of the year,

As for the Vacation Leave (VL) conversion, all unused V0 credits will be released on the 30™ of Decembar
2022 All employees can plot a VL request until December 8, 2022 OMLY. The actual VL dates will caver
only untl April 30, 2023. Kindly take note of the remindars below in reference to fling of VL

*  No retraction of approved Vis. |f the employes reports for work on the achual VL date, the YL
will not be relmbursed sad will be volded.

& Mo rescheduling of VL once approved,

o VL date shouwld not fall an a local holiday otherwise forfeited.

HNote: Approval of VL reguests will be on or before December 14, 2022,

Furtharmare, If tha employes resigns or gets separated from the company efther valuniary or Involuntary,
all available VL credits will be forfeited and will not be part of thelr last pay if:

= Employee filed an immediate resignation and/or falled to provide a 30-day notica;

o Employee went on Absent Without Officlal Leave [AWOL)

#  Employes inour any leave, absences, and/or any form of teeminal leave within the 30-day notice
period with the exception that the amployee provided & valld docurmentation such as but not
lirnited to hospitafization due to sickness, accidents, or contagious diseases.

= Employee Incurted mare than four (4) hours of sccumulated and/or total Iate/undertime within
the 30-day notice.

= Employee will have issues with performance induding but net limited to quality, productivity, &
dlient escalation within the duration of the 30-day notice.

o Incurred any behavioral infraction sueh as buk not limlted o Sleeplng, Browsing Unrelated
Websites and etc.

Furthermore, SLand YL comversion maybe subject te tax. Should you have questions partaining to this
miem, feel free to neach oul Lo our Accounting persenned at Accounting@iploy.com,

Signed:

- L

HR Manager Accounting Manager

Morked by

s )

Operations Manager Dira of ratbang

Approved by:

R

CEO Hiapne Genelo

Ot-o0% - dunYy
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Ta i ALL EMPLOYEES
RO : QPERATICING MANAGEMENT
SUBGECT 1 CLEANSING PERIOD

iPloy Staffing Solutions bolieves in glving emplogess enough room for improverment to stradghien out
emplayment in fegards (o complignce to our company’s Code of Canduct. The aim of this-approach |4 1o help
mativiate smplayees rectity nassed offenies and stan anew.

Cleansing Period peraing fo the time when an employes whi bas been subjected to s Disciglinary Action (OA)
b expected to improve performance. Ample time s glven to correel impreper behavier and. mefrain from
cammitting any other infractions

If an emplayee does not commit the sime infraction for the specifled cleansing period, the progesssion of the
desciplinary action will slide back to i level depending on its type. Please refer to table below:

Attendance
Productiviy | 6
Behavioral | 12 ]

The cownting of the Cleansing Period will start based on the date when DA wis decided upon, All documentations
for infractions will still be kepl in the Employee's 201 Fle regardless what period of pragrecsion,

The Cleansing Periad s alfective lanuary , 2000 cavering DAs & months and older
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