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ID APPLICATION FORM
LASTNAME: ZARAGOSA FIRSTNAME: My RBEE
ID NUMBER; _ 4810 PAGIBIG #: css i Db= 4867391 - 2
PHILHEALTH #: TiN: 050 - 916 - 248 - 0000
IN CASE OF EMERGENCY
CONTACT PERSON: MIRASOL ZARACOSA EMERGENCY CONTACT #: 0115 - 315 - 3290

ADDRESS: 243 MARAYANAY 4 A-LOPEZ ST., CALAMBA , &0 RELATIONSHIP: MOTHER

2X2 PICTURE SIGNATURE

OCCUPATION OF CONTACT PERSON:  HOusSEWIFE

RIRTHDATE OF CONTACT PERSON: 11 | 10 [ 1847




EDUCATIONAL ATTAINMENT

SENIOR WIGH SCHOOL @RADUATE

EDUCATION TYPE:
SCHOOL NAME: DON SERGID PENENA SR, MEMORIAL NATIONAL HIGH sehO0L
SCHOOL ADDRESS: _ BLISS, LABANGOM, CEBU CITY

COURSE: STEM ( sTRavD) HONORS:

DATE STARTED: 20 20 DATE GRADUATED: 07 [ 07 2027

MM/DD/YYYY MM/DD/YYYY

OCCUPATION OF CONTACT PERSON:  HousSEwIFE

RIRTHDATE OF CONTACT PERSON: 11 [ 16 [ 1997
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Employee Training Agreemant

This Employee Training Agreement is made on January 15, 2024 between IPley, OPC, with its place of business at
the 16" floor One Moantage Tower, Archbishop Reyes Avenue, Cebu City {"Employer”]  and

MYRBFL_ FARABDEA [Employee's MName], an  individual with the address of
P43 MANATAMAY | A LOFEE £ eApAMBPA, CEBY ApFY [Employee's Address] (“Employee”) .
Recitals:

A. The Employer is providing a 5- day training program to the Employee to enhance their 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 2 salary for the duration of the fraining.

D. The Emploves has agreed to the térms and conditions concerning the Pre-Employment Medical

Examnination (PEME} and the submission of Employment Requirements.

Agreement:

1. Training Obligation: The Employee agrees to attend and complete the S- day training program provided by the
Employer, 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 (15" or 30" of the
maonth) upon successful complation,

3. Non-Eligibility for Incomplete Training: The Employee acknowledges and agrees that if they fail to complete the

one-week training program for any reason, they will not be eligible to receive the salary payment for the
training period.

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

5. Submission of Government Numbers: The employee acknowledges and agrees to pay the monthly penalties in
government contributions If he/she faills to submit the government requirements (S55.TIN, PAG-IRIG &
PHILHEALTH] within the five (5} 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 amended only by a written instrument executed by both parties.

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

,-*'_.——;j, ‘
o eSS/ Canfila
FEAGRIN = ) an] Fond : ::.-.. b

Employee Complete Name & Signature/Date Tralning Coordinator & Associate

s terms, and agree to
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date)_ 96 [ 03[ 2024

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
. MYRBLE TARAGOLA (the "Receiving Party"),

collectively referred to as the "Parties”.
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

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

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

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

15 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 fo regoing
shall not apply with respect to any information after five years following the disclosure thereof or
any information that the Receiving Party can document

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

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

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

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

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

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

7 This Agreement shall be governed by the laws of the jurisdiction in which the Disclosing
Party is located (or if the Disclosing Party is based in 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: __ Wiw pMPLOTEE
Mame: |ade Lenizo Mata Name: MYLBEE TARMGOSA
Title: Qnboarding Specialist Title:  fen

Address: #35 Salvador Extension Labangon Address: _ (ALAmBA, CERD €Y
Cebu City
Date: ﬁ'ﬁj’lﬂ_ﬂfﬂ!‘i Date: 11 : Ij‘r T004
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INSTRUCTIOMS:

1. Answer the questions completely and honestly in the spates provided

2. Pipaso PRENT legibly,

3, DO MOT LEAVE ANY SPACE BLAMK, Write “n/a”, "not applicable” ar "nong”

PERSOMAL DATA SHEET

1x2 Picture

FiH-RI-TE
] [Fam MR wae ok Bl Hil use only)
ERFLOYVEE WUMBER DATE HIRED DEFARTIIENT
4910 43, 0%
Basic Imformation & Contact Details
LAST MAME: FINST NadaL WADDLE NAME
ThebgpEn MTRBEE u/a
ICHLAR i L] v "
H E = MiEHE FACTRER'S FULL MAIDERN MAAS WIRREOL EACAYUN TARAROTA
CURRENT ADDRESS (Houss & f Lat¥ | Block # [ Strest, Barsngsy, Municipaliy / City, Provinee, 2p Code}
P43 AAUAYARAY 4 p popEF 81., CALAMBA EEREU EfFY
PROVINICIAL ADDEESS [Houss & [/ Loté [/ Bkack @ [ Sireel. Rarergay, Municipaliy / City, Provinee, Tip Code|
D43 MAWATAWAY 4 A LOFFR  Fr., CALAMBA, CERU DT
Laad Prana Na, I
awitriod s MetdeNo: pyyi. 19- frep |”“"""" -8 - o
555 Na, - PHI L
W - 4ERTI0 - 4 PAG-IBIG Mo LHEALTH Mo, N BEE - 404 - 045 - 40000
BIRTH ATE 5 T
g 0 [ a4 ) E003 BEATH PLACE ELEY fiTY GENDER FIMANE BLODD TYPE
WMARRITAL STATUS NAME OF SPOUSE |Morried] T Emall agdressis)
| Bingle
| | Legally Separabesd
I | Marriet SPOUSE TITy Ry betraragecara@gmai - com
| | wWidcwWidower
Arp you related by kinghip or mariage up to thi 3 degree o any Cerrent employes of iPloy?
| | Yes  [# Mo IFVES, give NAME and RELATIONSHIP

NAME OF SPOUSE [If marred] SPOLSE 'S EMPPLOYER SPOLISE'S DATE OF BIRTH

WO, OF EIRTH ORDER

i | 4 | NO. OF SISTER/'S 8 A | NO. OF CHILOREN L2 S o= S 151
MAME OF CHILDREN {if any] DATE GF BIRTH HAME OF SIBLINGS "“mEf;,r“ s

- S
KYRMEI  BuRD 42 /93 [ pood - siugLE
DATE OF . DATE OF
[ EATHER'S MAME ity u:mPa;Lu!J MOTHER'S NAME prtdn OCCUPATION
dinrcue FoBurg ok Tfe8 iy ,-u'..l.:::,:, WiRASaL @ FRMBGEER W[ e[0Ty | Heure Wikt

PART 4 13/
CONTACT PERSOM RELATIOMSHIP TO EMPLCYEEE
- CONTACT PHONE MO,
{Loat; First) {Qwtsanal|
FARACGOYS, minafelL [T ITERTIT neieEe
BiEd , BENIG WO JER. 8107 - D47 - 1947 FATRLER

Moniage - 165 Fladr Dne Marsge Tower. Archbishop Reyes Ave. Catg Gy 17 BSY- 1110 Flsar MEY Tower Paacadani Rosd Cebis
Buminnes Park, Cabu City 6000 1) ACCT - Sth Fioor, Ayaks Conier Cabu Towar, Card Busiveds Park, Calni Oty




> . DATES ATTEMDED G
LEVEL NAME DF SCHOOL & ADDRESS GRADLATE
fmmyrl = fmefyr] [¥es o N
PRBARY EDUCATION PARANHEAR  Buid DitmERTAEY sewddl R
PALBES BOHE, Bairt, LAPAREAN , 8 0. teod - rpuE YE4
SECONDARY EDUCATION MU SRR ERER A PR REMORIRE WS -
Plid, Ladapnaed, gdBy¥ paff Teig feaq Tes
Course;
VOCATIONAL
B NON-DEGREE COURSES
Degraa,/ Coursn:
TERATIARY EDUCATION
Degree:
POSTGRADUATE & GRADUATE
STUDIES Degree:
Dagra:

PART &

ENPLOVER'S NAME lb.ll Ik

Crmpht

(Fror faodr re

oy Held)

ADDRESS & TEL MO

IIIIII T P -— PR T S pa " - -
OB TITLE L SALARY PEAIDD COVERED {menjyr]
FROM TQ
SURERVISOR'S NAME SUPERVISORS TITLE | EMPLDYEES SUPERVISID
LIl applicable]
REASOM FOR LEANING o .
ENESLOYER'S MAME AGDRESS B TEL. B,
28 TITLE SALARY PERIOD: COVERED {mmjfyr)
FRCiRA ]
SLPERVISOR'S NAME SUPERVISOR'S TITLE EMPLOYEES SUPERVISED
{il applicabis]
REASOM FOR LEAVING
ERAPLOYER'S NAME ADDAFES & TEL. MO,
108 TImLE SALARY PERIDD: COVERED {mmfyr)

FROMA

SUPERVISOR'S MAME

SUPERVISOR'S TITLE

REASDN FOR LEAVING

EMFLOYEES ﬁllP‘.FRh'}“i‘i'l'l
(Hl applicabli)

m

EMPLOYER'S MAME

JOBTITLE

| ADDRESS & TEL MO

T _PEREDD COVERED [mmyyr}
| FROM O
SUPERVISOR S NAME | SUPERVSOR'S TITLE EMPLOYEES SUPERVISED
[ applicabla)

REASDN FOR LEAVING

EMPLOYER'S NAME

| ADDAESS & TEL MY

METITLL

SUPERVISOR'S NAME

| SALARY

PERROD COVERED (mmyyr)

FROSA

1]

| SUPERVESDOR'S TITLE

EMPLOYEES SUPERVISED
¥ aaplicabla)

REASON FOR LEAVING

Moniage

18 Focer D

Terwii, Arehbinhon Reyes Ave, Cebid Oty 1 BEY- 118 Floor MSY Tower Pescadores Boad Cebu

Businass Park, Cabu City 8000 |1 ACCT — Hh Floor, Ayala Carber Cabu Towes, Caba Business Park, Ceba Sihy
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Puriimt ta: fio) indigences Peaple's Act (R4 BX7I0; (&) Mogne Covto for Dobled Pevion (A 7277 and Sako Pareats Wietfare Acr 2000 (fA #972)
please ghswer the foVowing ifems:

Are you a membes of any indigenous group? O ¥es BT ND if yes, please specify:
Da you identity as differenthy-abled? O YES @ mNO if yes, please specify:
Are you a solo parent? O ¥es | [ WO | ifyos, ploase specify:

Character Reforences
I:I-w e, adaress, WJP#EI'IM riwnbers af three ij_pﬁsmmtnwlmu ather than thode pou hawe worked with,

ADDRESS TEL NO.

1 JETHRED A [HCUTAN NABALE BYEW RITY ey - '!i..l - 4457
2 eTARIA MAE P VEREAFA T0ga, pEBU LINY prae - 443 - §913
3 nnEIA CLOAEN P MefaLlOW o MAMEANE E1TT | 9997 - 083 - 304y

Other Giealifications

!ah-rzl'nmd trorimg courses {give title ond yeor), Job-reloted skils {obbey ionguoges, computer and information fechooiogy, tools, mochines, efc ), Job-
relared certificotes ongd Noemees (curréat oniyl, Job-related owardy end speciof occompishments fpudoahions, memberships v proféssional or hanor
FociEnivs, Wagershis opiivities, puiie fpeaking, and performeace owands). Give dales and sead dorumnents

[ BATE e DESCHIPTION / TITLE

PART 10 ADDITIONAL IDENTIFICATION
TYPE / CONTROL NO. ISSUE DATE _ENPIRY DATE
PASSPORT PETAILS
WISA DETAILS (if appdiesbia)
DRIVER'S LICENSE
OTHER GOV'T. iSSUED 1Ds: [Far
example: 555, TIN, SOL0 PARENT
10, PAC, ACR, ste.)
MILTARY / GOVT. J CIVIL
SERVICES {H any|
Have you suer been formally charged of an [1ve If ~Yas", please ghve detalls
administrative / civilferirninal offense? T N
Hawa you ever been convicted of an (17 i res, phease give details:
administrative / civilferiminal offense? [ %0
CEATIFCATION

| CERTIFY that, to the best of my knowladge and beliel, o the mformation on an attached to this dacument s true, correct, complete 3nd made in good
faith. | UMDERSTAMID that false or fraudubent information on or sttached to this application may be grounds for not hinng me of TermiRse my

grmploymend from IPloy. AND that ary infarmation | give may be investgated,
- 3 Ob o3| ro04
r ymm of Employee Date Signed
Momaga - 16t Fioor Dne Montags Tower, Archbison Rayes Ave. Cabo Cily [ MSY- 110 Floor MSY Tower Pescadores Road Coby

Business Park, Cabu City 8000 11 ACCT - 8ih FI:rur Ayl Conter Cabu Tovesr, Cabu Business Par, Cabua Cily.
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, MTESEE TARAGRSA hereby authorize Iploy Inc. andfor it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the infarmation contained on my application and/or obtaining other
information which may be matertal te my gualifications for employment. & telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
cansent.

| hereby consent to the Company's verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or & condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
te 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
disciosure of such recards or information,

Applicant Name: _ MYPEEE TR cosa

Present Address:  PF MARAYARAY A 8- LOPED £1, DALAMBA, CERY 20T

Social Security Number: _0b - 4867391-9 Date of Birth: _ 07 [ fef 703

Signature: @?ﬁ'

Date: 06 Joa [ roed
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SIGN-ON BONUS POLICY
Policy:

The purpose of the sign-on bonus palicy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus, The sign-on bonus is a8 non-
recurring and non-accumulating sum of money that is paid to an employee as gratitude for
|oining the Company. The sign-on bonus is subject o laxes.

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

s A regular employes

= 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 EQC status or other forms of
separation

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

Releasing of Sign-0On 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

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

.

= TARAEQEA = 06| #3 ] 1414
Signature Over Printed Name/Data
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Cirtiir Bodifia Park, Cirbiu Oty ED00

UNDERTAKING

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

Policy Title : Dress Code Policy
Revision No 01
Effective Date s June 13, 2022

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

!ﬂ%‘:ﬂ obfod ) 9924

Employee Name and Signature Date

Jﬂjll. MAT N o0k fos) go04

Onboarding Sp&hlin Mame and Signature Date

MNoted:




iPloy Gift Policy

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

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

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

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

a. 1" |nstance — Written Warning
b. 2™instance- Final Written Warning
c. 3" |nstance- Dismissal

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

Employee Acknowledgement

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

Natma: MIRBEE FaARAGOSA

Signature: ({ @_ﬂ_—— ' Date: Ob] 03] s024




iPloy Social Media Policy

Moy recognizes that employees use social media tools as part of thelr dally lives, Employees should always
be mindful of what they are posting, who can see it, and how It can be linked back to the organization and
work colleagues.

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

All employees are prohibited from using or publishing information on any social media sites, where such
use has the potentlal to negatively affect iPloy or its staff, Examples of such behavior include, but are not
limited tao:

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

«  Publishing any confidential or business-sensitive Information abaut (Play;

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

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

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

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




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

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

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

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

Once in the public damain, content cannot be retracted, Therefore, always take time to review
your content in an abjective manner before uploading. If in doubt, ask someone to review it for
you, Think through the conseguences 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 completely private;

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

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




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

Specific Managerial Responsibilities

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

Enforcement / Progression

Man-compliance with the general principles and conditions of this social media policy and the related
internet, e-mall and confidentiality policies may lead to disciplinary action, up to and incuding dismissal.
This policy is not exhaustive. In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet is always appropriate and consistent with your
respansibilities 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% |nstance — Written Warning
b. 2™ instance- Final Written Waming
¢ 3"™instance- Dismissal

Employee Acknowledgement

| have read, understand and agree to comply with the foregolng 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
praperty, Further, | agrea Lo abide by the Social Media Best Practices when using social media sites an my
personal ime and when my afflliation with IPloy regarding those sites is known, identified, expected or
presumed.

iainas MIKBEE  TARAGOSA

Signature: Q@'ﬂ, Date: 0%/ 03[ 1094

/
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Date : February 22, 2018
Tao - ALL EMPLOYEES CONCERNED
Fram + Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGHAM ON HIV/AIDS

1. OBIECTIVE

1.1, In corformity with Republic Act No. 8504 otherwise kpown & the Philippne
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HWV/AIDS as an ntermational
pandemic problem, this company pohcy. 1s hereby issued for the information
and guidance of the employees in the diagnosis, treatment and prevention of
HIV/AIDS in the workplace.

1.2. This policy &5 alsp aimed at addressing thie sligma attached 1o HIV/AIDS and
ensures that the workers' flght against discnmination and confidentiality 15
maintained

2. COVERAGE

2.1. This Program shall apply to all employees regardless of their employment
statuf.

3. IMPLEMENTING STRUCTURE

3.4 iploy Inc, HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departments

4. POLICY STATEMENT
#.1) BASIC INFORMATION ON HIV/AIDS
d.1.1 What s HIV/ABS?

4111 i k5 a disease caused by a wvirds called HIV (Human
immunodeficiency Virus). This virus slowly weakens 3 person’s
ability to fight off other diseases by attaching Itself 1o and
destroying important cells that contral and support the humarn
immilie System

A,1.2 How HIVIAIDS Is transmitted?

4121 Unprotected sex with an HIV infected peeson;
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4.1.2.2  From an infected mother to her child (during pregnancy, at
birth through breast feeding);

4173, Intravenous drug use with contaminated needles;
d.124.  Transfusion with mlected biood and blood products; and

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

413 |sthereacure?

4131 No However, there are antirétrovial deug combinations that
are avallabile when propery used, result in prolonged survival of
people with HIV Hohstic care of people living with HIY-AIDS and
comprehensve treatment o opportunistic nfections  also
dramatically improve quality of life

5. GUIDELINES
5.1 Preventive Strategies
51.1. Conduct of HIV-AIDS Edutation,
51.1.1 Whowill conduct?

The Medica! Chnle of Iploy Inc._in coordination with the Heaith and
safety Committée shall conduct HIV-AIDS education 1o all employees
for free. This shall also form part of the orientation of newly hired
employess. The standardized information package develaped by the
Pepartment of Labor and Employment (DOLE) may be used for this
puUrpose

51,12, Howwil it be conducted?
The HIV-AIDS education will be conducted through distribution an
poating. of IEC materials, leciures, counseling and training and
information on adherence to standard or universal precautions in the
workplace

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

51.2.1.  Secreening for HIV as @ prerequisite to employment |5 not
mandatory.

5122  The company shill encourage positive hedlth seieking biebavior
through Veluntary Counseling and Testing
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5123 The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers, Referral
to Social Hygiena Clinics of LGU for HIV screening shall be facilitated
by the company’s medical clinic staff,

5124, The company shall likewise facilitate access to lvelihood
assistance for the affected employee and hisfher families, being
offered by other government agencies.

6. SOCIAL POLICY
6.1. Non-discriminatory Policy and Practices

6.1.1. Discrimination in any form  from pre-employment. o post
employment, Inciuding hiring, promotion o assignment, termination of
employment based on the actual, percelved or suspected HIV status of
an individual is probibited,

6.1.2. Workplace management of sick employeas shall not differ fram that of
any other illness

6.1.3. Dlscriminatary act dane by an officer or an employee against their
ca-officer or co-employes shafl likewise be penalized.

6.2. Canfidentiality/Non-Disclosure Policy

£.3.1. Access to personal data relating to a worker's HIV status shall be
bound by the ruies of confidentiality consistent with provisions of R.A,
8504 and the ILO Code of Practice.

6.2.2. Job applicants and workers shall nat be compellad to disclose their
HIV/AIDS status and other related medical information.

§2.3. Co-employees shall not be obliged 10 reveal any personal information
relating to the HIV/AIDS status of fellow workers

6.3, Work-Accommodation and Arrangement

631 The company shall take measures 1o reasonably accommodate
employees with A0S related ilinesses.

£.32. Agreements made between the company and  employes's
representatives shall reflect measures that will support workers with
HIV/AIDS through fexible leave arrangements, rescheduling of working
time and arrangement for return to work.
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7. ROLESAND RESPOMSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer's Responsibilities

711, The Company, together with employees/ labor organizations, company
focal personnel for human resources, safety and health personnel shiall
develop, implement, monitor and evaluate the workplace policy and
program on HV/AIDS

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

1.3 Ensure non-discriminatory practices in the workplace and that the
policy and pragram adheres 10 existing legislations and guidehings:

71.4. Ensure confidentiality of the health status of its employees and the
access to medical records is imited to authorized personnel

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

716, The Health and Safely Committee, together with employees/ labor
organizations shall |ointly review the policy and program and continue Lo
improve these by networking with  government and organizations
promoting HIV prevention.

7.2, Employees’ Responsibilities

7.2.1. The employes's arganization shall undertake an active rtole in
educating and training their members on HIV pravention and contral,
Promaote and practicis a healthy lifestyle with emphasis on avoiding high
rick behavior and other risk factors that expose workers to in creased risk
of HIV infection,

7.2.2. Employees shall practice non-discriminatory acts against co-emplayees,

7.2.3. Employees and thelr organization shall riot have access to personnel
data relating to a worker's HIY status.

7.24. Employess shall comply with universal precagtion and preventive
measures
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g IMPLEMENTATION AND MONITORING

8.1 The Safety and Health Committee or its counterpart shall periodically moritor
and evaluate the implementation of this Palicy and Program

g, EFFECTIVITY

9.1, This Palicy shall take place sflective immediately and shall be made known 1o
every employes,

"I M n
Prepared by lo H;L#qhyk‘&lggg

Human Resources

Approved by: Yisroel ¥, Gissinger
CEQ
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Date s lanuary 1, 2018
Tor - ALL EMPLOYEES CONCERNED
From ‘ Human Resources
Thru : Operations Manager
Subject  : WORKPLACE POLICY AND PROGRANM ON TUBERCULDSIS (TR) PREVENTION
AND CONTROL
1, DRIECTIVE

1.1, To assist the government in its campaign against Tuberculosis (TH) Im compliance
with the Department of Labor and Employment’s Departmant Order NO. 73-05,
series of 2005 — Guidelines for the Implementation of Policy and Program on
Tuberculosis (TH) Pravention and Control in the Workplace.

1.2.Te provide initiatives to prevent the outbreak and spread of tuberculosis In the
workplace, and ta treat, care, and support employees who became afflicted with
tuberculnsis

COVERAGE
2.1, This Program shall apply to all emplayess regardless of thelr employment status.
POLICY STATEMENT

3.1, The company seeks the prevention of the spread of tuberculasis, as well as the
Ereatmient, rehabilitation, and restoration to work of employess who contracl
this ditease. To achieve this goal, all employees are strictly mandated 1o undergo
an annual physical examination w th the requisite chest x-ray.

3.2.Als0, In line with this, a TB awareness program shatl be undertaken through
information dissemination, which shall iniclude its nature, frequency (DCCUrrence
in a selected population) and transmission, treaiment with Directly Observed
Trestment Shart Course (DOTS), and control and managerment of TR In the
workplace. This shall be handled by the Office of Health Services [Inlicrmary) o
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through The company’s accreditéd
health provider.

3 3.The DOTS |5 a comprehensive strategy to control TB, and s composed of five
components, which arg:

331 Political will or commitment to enduring sustalned and guality T8
trgatment and control activities,

332 Case detection by sputum-smear mickOsCOpY  among symptomatic
patients;
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4183 Standard short-course chemotherapy using regimens of 610 8 manths lar
31l confirmed activa TB cases (Le., smear positive or those validated by the
T8 Dagnoste Commitles).  Complete drug taking - through ~direct
ahservation by a designated treatment pariner, during the whaoie course at
the treatment regirmed,

334, A regular, uninterrupted supply of all antj-tubercuiosis drugs and other
materials;

315  Astandard recording and reparting systeim that allows assessmen of case
finding and treatment outtomes for gach patient and of tuberculosis control
program’'s performance overall

3.4.Employees must be ghven proper infprmation on ways of strengthening their
Immune responses against TB infection, Le., infarmation on good nutrition,
adequate rest, avoidance of tobacco and alcohel, and good personal hygiene
practices. However, it should be underscored that intensive efforts in the
prevention of the - spread of the disease must be geared towards accurate
infarmation on its etiology and complete performance overall.

3.5 Improving workplace cond/lions:

351, To ensure that contamination from T8 alrborne particles is controlled,
workplaces: must prowide adequate and appropriate ventilation |DOLE-
Occupational Safety and Health Standards, OSHS, Aule 1076.01} and there
shall be adequate sanitary facilithes for workers

1572, The number of empioyees In a work area shall not exceed the required
number for a specified area and shall observe the standard for space
requirement, (O5HS Rule 1062)

3,6.Capability building on TB awareness ralsing and training on TB case Finding, Case
Holding, Reporting and Recarding of cases and the implementation af DOTS shall
be piven to Company health persannel or the occupational safety and health
commities,

3.7.5ocial Policies:

17.1. Mon-diserimination: Employees who have or had TB shall not be
discriminated against,  |nstead, they shall be supported with adequate
diagnasis and treatment, and shall be entited Lo work for as long as they are
certified by the Comparny's accredited health proveder as medically fit and
chall be restored to work as soan as their liness is controlled.

3.7.2; Work Accommodation: Through agreements made between the
manapement and the employees, work accommodation  measures o
support employees with TB s ercouraged through  Fexible  leavs
arrangements, rescheduling of working times, and arrangements for return
to work.
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173 Restoration to Work: The employee may be allawed to return o work
with reasonable working arrangements as determined by the Company's
Health Care Pravider and/or the DOTS provider,

3.8 Employee Responsibility:

3.8.1. Employess who have Symploms ol TB shall immediately seek assistance
from the Company's Health Sarvices Provider

3811 Anemployes who has the sympioms of TB is required to initially
wear a face mask (especially while inside the office) and observe good
hygiene practices, at least untll derlared by a competent medical
practitioner to be sale from transmission.

31812 Sirmilarly, [or those al risk, | &, those with family members with TB
ar those exposed to a co-employee with T8, it would be prudent to
ahserve the same good hygiene practices until declared free from the
disease and safe from transmission

182 Dnce diagnosed to be with TB, amployees shall immediately sepk
treatment either through the Department ol Health's DOTS or a private
physician of the employes’s cholce, However, L is imperative that the one
strictly adheres to the course of tregtment. Failing ta dutifully abserve the
treatment course fray give rse to complications, such as resistance of even
the Fallure of treatment, which may make [t harder 1o treat thie infection and
result in a longer absence.

3821  An absence from wark due 1o medical reasons of over sk (6]
months may result in the termination of one's employment as
provided for by the Labor Code af the Philippines under Art, 284 —
Disease as Geound for Termination.

383, Employees are required 1o ynderge an anrual compulsary chest X-ray
through the Annual Physical Ecimination. If far any reason an employes
fails {o secure a chest x-ray at Lhal time, he/she shall be directed to secure a
chest w-ray at an accredited elinic by his/her respective Infirmary/Health
Servicas.,

3.9, The Company shall ensure that any TB occurrence in the workplace 15 raced and
that all contacts are clinically assessed, s much as feasible

3.10. An employes afflicted with TB, who has wvoluntanly undergene the
treatment and rehabilitation program (DOTS) prescribed, and who is finally
declared to be in a noncommunicable stage, may be allowed back ta work
subject to being given a medical clearance by a Company designated physician.

1. Employees [those afflicted with the disease or those [dentified under
contact tracing) who refuse to cooperate and dutifully observe  lawful
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instructions (undergo a medical check-up and/for treatment), may be subject to
disgiplinary action proceedings for insuberdination |the penalty of which may
range up to the termination of one's amployment}

4. PROCEDURE

4.1 The respective Health Services of the Company (andfor the contracted Health
Services Provider) shall coordinate with the Occupational Satety and. Hualth
Canter who shall provids  preventive and technical assistange in the
implementation of the Workolace TB Control and Managemani #rogram

4.2.4n employes wha undergaes the Anual Physical Examination with the requisite
chiest wray will have hisfher medical record forwarded to company clinic/HRD.
Employess who fail fo undergo the requisite anrual chest s-ray shall be directed
to secure ore at an accredited clinic or by his/her preferred Infirmary/Health
SEryices.

A4,2.1. Those with madical lindings shall be requirad to undergo further medical
check-up All medical records in connectian with this second/ further check-
ug shall be submitted 1o company clinic/HRD and hisfher tespective
Infirmary/Health Senvices

4.2.2. The employee shall then coordinate with company clinle/HRD and his/her
respective tnfirmany/Health Services for the napt st

4,3.An employer who is suspected 1o beafflicled with TH, whether as a direct suspect
or by contact tracing, shall cooperate fully with hisfher  respective
infirmary/Health Services {and/or the cantracted Heafth Services provider). If
the employee tests positive for T8, the emploves shall undergo the DOTS
tiragram to its completion.

A.4.1f the émployee needs to undergo a leave of absence 10 recuperate; hefshe will
be allowed to use the appropriate leave before hefshe may request 1o be
permitted to go on o Leave of Absence withaut Pay (LOA)

441, The employes shall oboerve the requisite procedure in applying for a
e,

A4.2. The Unit concerned shall ensure that the requisite procedures dare
observed by the employee and that the company clinic 15 tuly informed

4.5 An employes may be allowed fo goon a iadical leave of absence (without pay)
for a maxitnum peritid of six (6) montks. The concarned ermployes shall submit
an application for a leave of absence tefore going. on leave.  Said leave
application thall be subject to approval at the sole discretion of the Company
Management

451 The same procedures under 4.2.1 to 42,72 shall be ohaerved
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4 & Abtar treatment, with a maximum petivd of sis (6] months on jmave |without pay).
an employee found to be cured or ina non-communicable stage of TH may ba
Hllowed back to work, provided that the employee’s heatth wball continue to be
monitored during the annual physical examination wilh Lhe requisite chest x-ray
gt as may be deemed necessary by the-lUnil Healtn Services {infirmary} of
contracted Health Services provider

4.7 The employes retuining Lo work chall bé required by the kanagement 10 Secure
2 medical clearance from a medical doctor chosen by the Company vefore heing
allowed to return Lo work

4.8 The HRD will mitiate disoplinary proceedings against any employee fourd to have
discontinued treatment |n deliance of medical advice, or whio refises to undergo
the full treatment course prescribed  Likewise, employess; who are ordered to
uridergo a check-up due to contact tracing but refuse to do so will also face
disciplinary action proceedings. |n both cases, the maxlmum sanctlon applicable
for insubardiration will be the termination of one's employment, il it s deamed
warranted

5, IMPLEMENTATION AND MONITORING

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

6, EFFECTIVITY

B,1.This Palicy shall take place effective immadiately and shall be made known to
‘Every employes,

Approved by Yisros! Y, Glssinger
CEOQ
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Date : February 22, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager
Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

1.1.ipley Inc, is committed to conform 1o the established standards assurance of
customer satisfaction, protection of our environment and health and safety in
the workplaces

1.2.The company promoies and -ensures a healthy enviranment threugh its various
health programs to safeguard Its employees. And as part of the comparny's
compliance to DOLE Departrens Advisory No. 05, Series of 2010 {Guidehnes for
the Implementation of a Workplace Rolicy and Program on Hepatitis B, this
Program nas been developed. This program is aimad to address the sligma
attached to hepatitis B and to ensure that the employees right against
discrimination and confidentlalizy ls maintained,

1 3.This guidsline Is Tormulated for everybody's Information and reference for the
diagnosis, treatment, and prevention of Hepatitis B, This will |nform the
etnployees of their role as well as the company In dealing with Hepatitis B A
heatthy enviranment encompasses a good working relationship and great outpul
for continuous business growth

2. COVERAGE
2.1.This Program shall apply to all employees regardless of their employment status.
3. POLICY STATEMENT

3.1 tmplementing Structure

311, Iploy inc. Hepatitis B workplace policy and program shall be managed by
its heaith and safety committee. Each division or department of the
Company shall be duly represented,

3.2 Guidelnes

1.2.1. Education

3211 Hepatitis B shall be conducted through distribution and posting of
IEC materials and counselling and/ or lectures, and
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37132  Hepatitis B education shall be spearheaded by Iploy Int Medical
Clinie In close coordinalion with the health and safety commitiee

3,22, Preventive Stratéghes

3221 Al employess are encouraged Lo be mmunized against Hegatitis
B after secunng clearance fram their physician

32,22, Workplace sanitation and proper waste managemaent and dispasal
shall ba monitored by the health and safety commitieg on a regular
pasis.

3,243 Fersonal protective equipment shall be miade available at all times
far all employess; ard

3224 Emplayees will be given training and information on adherence Lo
standards oF unversal precautions in the workplace,

4. SOCIAL POLICY
4111 Nondisciminatory Policy and Practices

41111 There shall be no discrimination ol any form against

" employees on the basis of their Hepatitis B status consistent with

thie intermational agreements on non-discrimnation ratified by

the Philippines (L0 €111 Employees shall not be dlseriminated

pgalnst, from pre 1o post  employment, inclyding  Hiring,
promation, of assignment because of their hepatitis B status.

15 8 s B S Waorkplace management of sick smployess shill not differ
from that of any other iliness, Persons with Hepatitis B related
ilinesses may work for as long as they are medically fit 1o work.

4112 Confidentiality

41.12.1. Job-agphcants and employees shall not be compelled to
disciose their Hepatitis B statys and other relaled medical
infarmation. Co-employees shall not be obliged to revedl any
personal information about thelr fellow employees. Acceis (o
poereonal data relating to employes’s Hepatinis B sLaius shall b
bound by the ruies on confidentsality and shall be strictly limited
to medical personnel or If legally required.

4113 Work-Accommadation and Arrangement
41.1.3.1. The company shall take measures to  reasonably

accommaedato employees who are Hepatitls B positive or with
Hepatits 8 related illneseos,
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41.1.3.2 Through agreements made between management and
emplovees’ representative, Measures to support employees with
Hegatitis B are encouraged 10 waork through floxible leave
arrangements, rescheduling of working time and arrangement for
return 1o work,

4114  Screening, Diagnoss, Treatment and Referral to Health Care
Services

41,141, The company shall establish a referral system and provide
actess to diagnostic and treatment services for its employees for
apprapriate medical evalsation) monitaning and management,

411432, Adherence to the guidelines for healthcare providers on
thie evaluation of Hepatits B positive employess is highly
encouraged.

4.1.1.43. Sereening for Hepalitis B as @ prerequisite to emplayment
shall nat be mandatary

4115 Compensation

4.1.151, The company shall provide access to Sacial Security
Systemn and Employess Compensation benefits under PD 626 to
an employee contracted with Hepatitis B infection in the
performarice of his duty.

5. ROLES AND RESPONSIRILITIES OF EMPLOYERS AND EMPLOYEES
5.1.1.1.  Employer's Responsibilities

51111 Management, together with employees’ orgamzations,
company Tocal personnel for human resowrces, and safely and
health personnel shall develop, implement, monitar and evaluate
the workplace policy and program on Hepatitis B

51115 Ihe Heatth and Safety Committee shall ensure that their
eompany policy and program 15 adequately funded and made
known to all employees.

51113 The Human Reésources Department shall efsure that their
palicy and program adhere (o existing legislations and guidetines,
Including provisians an leaves, benefits and insurance.

51.1.1.4 Management shall provide information, education and
tralning o Hepatitis B for its workfofce consistent with the
standardized basic information package  developed by the
Hepatitis B TWG; if not available within the establishment, then
provide access to infarmation
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513115, The company shall ensure non-discriminatory practices in
the workplace.
51116 The management together with the company Tocal

personnel for human resources and safety and health shall
provide appropriate personal protective Equipment to prevent
Hepatitis B exposure, especially for employees gaposed 1o
potentially contaminated blood or body fluid.

51117, The Health and Safety Committee, together with the
employees’ organizations shall jointly review the polcy and
program for effectiveness and, continué [0 imorove these by
petworking with government and organitalions promating
Hegpatitis B prevantion,

51118 The compaty shall ensure confidentiality of the health
status of its employees, including those with Hepatitis B.

5.1.1.1.9: The human resgurces shall ensure that access to medical
records is imited 1o authorized persennel

5112  Employees Responsibilitias

511200 The employess” arganization is required to undertake an

active role in educating and training their members an Hepatitis

B prevention and control. The 1EC program must alse aim at

promaoting and practicing a healthy lifestyle with emphasis on

avoidirg  high risk oehavior and  other risk factors  that

expose employees too increased: risk of Hepatitis: B

infaction, consistent with the standardized basic infarmation
package developed by the Hepatitis B TWG

51122 Employees shall practice non-discriminatery acts against
co-employess on the ground of Hepatitis B status.

513123 Employeas and thejr organizations shall not have access to
personne| data relating ta an emploves’s Hepatitls B status. The
rutes of confidentiality shall apply in carrying out unisn and
arganization functions.

1124 Employees shall comply with the universal precaution and
the. preventive medsures.

5.1.1.2.5 Emploiees with Hepatits B may inform the health care
provider or the campany physician on their Hepatitis B status,
that i5, If their work activities may increase the risk of Hepatitis 8
infection and transmission or pul thie Hepatitis B positive at risk
for aggravation.
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6. IMPLEMENTATION AND MONITORING

6.1.Within the establishment, the impiementation of the palicy and program shall be
monitored and evaluated periodically. The safely and health cormmittee or 115
counterpart shall be tasked lor this purpose.

7. EFFECTIVITY

7.1.This Policy shall take place effective immeadiatefy and shall be made kigwn o
eyvery employes,

Prepared by Lﬁ_t'-ﬂ’fi_\k hﬂﬂt 0

Huma:rr Resources

Approved by: Yisroel Y. Gissinger
CEQ
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Date s January 1, 2018

To : ALL EMPLOYEES CONCERMED
From . Human Resources

Thru - Operations Manager

Subject  :DRUG-FREE WORKPLACE POLICY AND PROGRAM

1I‘

21‘

OBIECTIVE

.l

12

In compliance with Article V of Republic Act Na. 9165, otherwise knowr as
the Comprehensive Dangerous Drugs Act of 2002, and its implemeniting Rules
and Regulations and DOLE Department Crder No. 53-03, sernes of 2003
(Guidiehines for the Implementation of a Drup-Free Workplace Policies and
Programs for the Private Sector), iploy Inc hershy adopts the following
policies and programs (¢ achieve a drug-free workplace,

Company policy is to maintan a workplace {ree of legal drugs. To ensure
that the objectives of the company's corporate palicy are mel, the company
is implementing this drug-lree program. The program will have the following
glements:

COVERAGE

2.1

This Program shall apply 1o all employees: regardless of thelr emplayment
skatus

POLICY STATEMENT

i1

3.4

3.3

34

The use; possession, salicitation for, or sale of dangerous drugs on company
premises or while perforining an assignment.

Being Impaired or under the influence of dangerous drugs away from the
eampany, 1 such impairment or influence adversely atfects the employee's
work performance, the safety of the employes or of others, or puts at risk
the comparny's reputation,

Possession, use, solicitation for, ar sale of dangerous drugs away from the
company pramises, if such activity or Involvement adversely affects the
employee's work performance, thie safely of the employee or of others, or
puts at tisk the company’s reputation

The presence of any détectable amount of danperous drugs m the
employee's system while at work; while on the premises of the company, or
while an company business. "Dangerous Brugs" include thase listed in the
Sehedules annexed to the 1961 Single Convention on Marcotic Drugs, =4
amended by the 1973 Protocol. and in the Sehiedules annexed to the 1871
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Single Convention of Psychotropic  Substances as anumerated in the
attached annex of RA 5165,

4. MANDATORY DRUG TEST

4.1,

4.2

4.3,

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

iploy Inc. designates company accredited or affiliated center, a duly
accredited drug testing center by the Department af Health {DOH], as its
authorized drug testing laboratory.

The Company may also conduct drug testng ynder any of the lollowing
circuimstances:

4.3.1. RAMDOM TESTING: Officerfemplayees may be salacted at randcm for
drug testing atany intarval determined by the Company.

4332, FOR-CAUSE TESTING: The company may ask an officer/employee to
submit to a drug test at any time it feels that the employee may be undead
the influence of drugs, including, but not limited to, the following
circumstances: avidence of drugs on or about the employee’s person of
in the employee's vicinity, unusuil conduct on the emplayes's part that
suggests impairment or influence of drugs, negative  performance
patterns, or excessive and unexplained absenteeism or tardiness.

4:3.3, POST-ACCIDENT TESTING: Any officer/femployes involead in-a “Near-
Miss" Incident or "Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test
s defined herein, "Near-Miss” means an incident arising fram or in the
course of work which could have led To Injuries or fatalities of the
warkers andfor considerable damage to the employer had it not besan
curtailed, “Wark Accident” refers 1o unplanned of unexpetted
occurrence that may or may not result in personal injury, property
damage, work stoppage o interference or any combination thereol of
which arises out of and in the: course of employment

434, Al drug tests shall employ, among athers, two (2] testing methods, the
screening test which will determine the positve resull as well as the type
of the drug wsed and the confirmatory test which will confirm a positive
screening  test Where the confirmatory  test Lurms positive, the
company's Assessment Team shall eviluate the results and determing
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thie level of care and administrative interventions that can be extended
to the concerned employee

4.35, |ploy Inc. shall inform the officerfemployes who was subjected (o a
drug test of the test-results whether positive or negativie.

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

5 TREATMENT, REHABILITATION, AND REFERRAL

o 3

pe i

2.

4,

An officer/femployee wha, far the first ume, 15 found positive of drug use,
chall be reterred for treatment and/or rehabilitation in a DOH accredited
center, For this purpose, Iplay Ing. shall provide a list of at least three (3]
aceradited Tacilities which an employee who was tested positive for drugs
may choose from,

Following rehabilitation, the company s Assessment Teatn, In consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employes and recommend to the employer the resumption
of the employee's job 1f he/she poses no senous danper to his/her eo-
employees and/or the workplace

All costs for the treatment and rehabilitation of the drug depandent
employesa shall be charged to his account. The period during which the
employee is under treatment or rebabilitation shall be considered as
authorized leaves,

Repeated drug use even after ample opportunity for  treatment and
rehabilitation shall be dealt with the corresponding penalties under BLA. 9165
and is.a ground for dismissal

5. ADVOCACY, EDUCATION AND TRAINING

6.1

b2

Iploy Inc. undertakes 1o ncredse the awareness and education of its officers
and employees on the adverse effects of dangerous drugs through
continuous advocacy, education and training programsfactivities. o all its
officers and employees,

All afficers and employees are reguired to undergo an orentation/education
program before assumption af their réspective duties. The program shall
include the following topics:

6.2.1. Satient features of R.AL9165;

£32. Adverse effects of abuse andfor misuse of dangeraus drugs on the
person, workplace, family dnd the community;
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§.2.3. Preventive measures against drug abuse: and

B.2.4, Steps o take when intérvention |5 needed, as well as available services
for treatment and rehabilitation

To encourage all officers and employees to lead a healthy litestyle while @t
wark and at home, Iploy Inc. undertakes to conduct the following activities as
often as possiblie:

6.3.1. Lifestyle assessment programs on kalth.  nutrition, weight
management, stress management, alcohol abuse, smoking cessation, and
ather indicators of risk diseases;

£.3.7. Health weliness screenings (eg. blood pressure and feart rofe,
cholesterol test, blood alucose, etc.);

6.3.3. Sports, recreational and fun-game actwities; and

65.3.4. Other activities promating health and weliness,

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

e o

T

73,

iploy Inc. shall ensure that the workplace policies and programs on the
prevention and control of dangerous drugs, including drug testing, shall be
dicserninated to ail officers and employees. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and 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 owerriding public health and
safety concerns; or where such exceptions have been authorized in writing by
the person concernad,

All afficers and smployees shall enjoy the right to due process, absence of
which will rénder the referral procedure ineffective,

B CONSEQUENCES OF POLICY VIOLATIONS

2l

_Any officer or employee whio uses, poasesses, distributes, sells or attempts 16

sell. tolerates, or transfers dangerous drugs or otherwise commits other
urlawful acts as defined under Article 1| of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions-of the said
At

&2, Any officer or employes found positive for use of dangerous drugs shall be

dealt with administratively in accordance with the provisions of Article 282 of
Rook VI of the Labor Code and under A 9165,
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9. IMPLEMENTATION AND MONITORING

LTI :'l:ll-H-u

911 The implementation of these policies and programs shall be monitored
and evaluated penodically by management to ensure & drug-free
waorkplace. For this purpase, an Ascpssmment Team shall be constituted In

accordance with D.0. 53-03

10, EFFECTIVITY

10:1. This Palicy shall take place effectivi immediately and shall be made

known 10 every employed.
11. ATTACHEMEMT

111 Drug-Free Workplace Policy and Program Acknowledgement

]
Prepared by lo Haff#;d& Ejeletm

Humlan Resources

Reviewsd by: Alfrgdo P
8] r of Operyt
red\{sh_/, ]{'ne ians

approved by: Yisroel Y. Gissinger
CEO
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Drug-Free Workplace Program Acknowledgemen

| hereby acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list af
local Employee Assistance Program providers or focal drug and aloohol treatment
grograms. | have had an opportunity to have all aspects of this material fully explained, |
also understand that | must abide by the Program as a condition of nitial andfor
continued employment, and any violation may result in disciplinary action up to and
inchuding termination.

| also understand that during my emplayment | may be required 1o submit to testing for
the presence of drugs or alcohol in my body, | understand that submission to such testing
is a condition of employinent with [Campany], and disciplinary action up to and including
termination may result it

1) | refuse to consent 1o Lesting,

2 | retuse 1o execute all forms-of consent and release of liability that are uswally and
reasonably associated with such examinations

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

4} The tests establish a vinlation of [Company|'s Drug-Free Workplace Policy
S) | ptherwise violate the policy.

| also recogrze that the Drug Froe Warkplace Policy and related documents are not
intended to copstitute a contract between lploy Incand me.

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

SIGMNATURE DATE

WITNESS DATE
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Date :January 1, 2018
To s ALL EMPLOYEES COMCERNED
From : Human Resources
Thrus : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

ORIECTIVE

11

The following policies and procedure are hereby ssoed by Iptoy Inc. to
prevent sexdal harassment in its workplace and 1o provide the procedure for
the resalution, settlement and/or disposition of sexual harassment cases

COVERAGE

2.1

This Pragram shall apply to all employees regardless of theirr employment
status

POLICY STATEMENT

£

3.2

3.3

34

Iploy Inc. believes that employees should be afforded the opportunity to work
in an emvironment free of sexual harassment Sesual harassment is a torm of
miscanduct that undermines the employment relationship. Mo employee,
either male or female, should be subjected verbally or physically to
unsalicited and unwelcome sexual overtures or conduct

Sexual harassment refers to behavior that [s not welcome, that is personally
offensive, debilitates morale and, therefore, Interfores  with  work
effectivensss, Such behavior may be in the form of unwanted physical, verbal
of visual sexual advances, reguests for sexual favors, and other sexually
oriented conduct which s offersve or objectionable to the recipient,
including, but not limited to: epithers, derogatory or suggestive comments,
shurs or gestures and offensive posters, cartoons, pletures, or drawings

Iplay Inc. will not tolerate any behavior that amounts (o sexual harassment
and any officer ar employee found to have committed sexual harassment
shall be subjected to disciplinary action, up te and including dismissal

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and s policy s based on, the definition of sexual
harazssment set forth in Section 3 of R.A FH/Y. It provides that sexual
harassment in warkplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other parsen who, having authority,
influence or moral ascendancy over another in a work environment, demands,
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requires or otherwise requires any sexual favor from the other, regardiess of
whether the demand, requests or requirement for submissian s accepted by

thé object of said Act.

In & workaelated or employment environment, sexual harassment is
committed whien:

34,1 The sexual favor is made as @ condition in the hiring ar in the
employment, re-employment, of continued  employment of sad
indiidual, or in granting said individual favorable compensation, terms of
conditions, prometions, or pravileges; or the refusal to grant the sexual
favor results in imiting, segregating or classitying the employee which in
any way would discnminate, deprive or diminish  employment
ppportunities or otherwise adversely affect said employes,

34,2 the above acts would impair the employees’ rights or privileges under
existing labor laws,; or

3.4.3. the above acts would résult in an intimidating,” hostile, or offensive
environment for the employes.

3.5  WHERE SEXUAL HARASSMENT |5 COMMITED

Sexual harassment may be cammitted in any wark or training environment. It
may include, but are not imited to the following:

151, Inor outside the office bullding or training site;

352, atoffice or training-related social functions;

353, inthe course of work assignments outside the office;

3.5.4. at work-related conferences, sludies or (raining sessions; or
3,55 during work related travel.

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

361, Overt sexual advances;

362 Unwelcome or improper gestures of affection;

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

3.64. Any other act or conduct of a sexual nature or lor purposes of sexual
gratification which is generally annoying, disgusting or offensive 1o the
wictim,
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3.7 WHAT IS NOT SEXUAL HARASSMENT

Sexunl harassment does not refer to occasional compliments of a socially
acceptable nature. It refers to behavior that is not welcome, that (s
personally offensive, that debilitates morale, and that, therefare, interferay
with work effectiveniss

3.8 EMPLOYER'S RESPONSIBILITY

iploy Inc. undertakes to provide s officers and employees a work
prvironment free of sexual harassment by management persannel, by co-
workers and by others with whom officers and employess must Interact in
the course of their employment in iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of campany policy. The company is
responsible for preventing sexval harassment in the workplace, for taking
immediate corrective action o stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment,

4. PROCEDURE
4.1 COMPLAINT PROCEDURE

4.1.1. Any officer or employes, wha experiences or withesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They miay also report
acts of sexual harassment to any other member of Iploy  [ne
management or ownership: All allegations of sewual harassment will be
auickly investigated. To the extent possible, the identity of the officer or
smployee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosuie. When
the investigation is completed, all parties will be informed of the
outcome af the inwestigation

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be composed of the managemient and the employees'
representative to receive complaints, investigate and hear sexual
harassment cases. The Committes shall develop its own rules m the
settlement and disposition of sexual harassment cases The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment

4.2 RETALIATION
4.2:1. Iploy Inc. will permit no smployment-based retaliation against anyone

who brings a complaint of seual harassment or who speaks as 3 witness
in the investigation ol a complaint of sexual harassment
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4.3, WRITTEN POLICY

231 Al officers and employess of Iplay Inc. shall recewve a copy of the
company’s sexual harassment policy upan 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, i
iploy Inc. sheuld amend or modify its sexual harassment policy, all
officers and employess will recelve an individual copy of the amended or
modified policy.

5. CONFIDENTIALITY

5.1 At the commencement of the investigation procedure at the Committes,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed.
letters and correspondences read, and, testimonies heard, will be kept unider
the strictest confidence, It is the intention of Iploy Inc. that rights af the
parties, especially the innocenl ones, are protected. AL the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the Investigation process
confidential at all times, even after the conclusion of the investigation proper

6. EFFECTIVITY

6.1, This Policy shall take place effective immediately and shall be made known to
every employes,

Prepared by:

Reviewed by Alfredo . Gamarillo Jr
(i) t[st fﬂw?eralluns

Approved by Yisroel Y. Gissinger
CEQ
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by:

CEQ
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DATE : April 3, 2018

Ta B ALL EMIPLOYEES

FROM $ HUMAN RESOURCES DEPARTRMENT

THRL i OFERATIONS MANAGEMENT

SUBIECT i MERMO: RESTROONM GUIBELINES

iploy Irc. provides unisex restrooms avalable so that employees can use them when they need
to do sa, One is located inside the operation floor and second 15 in the hallway outside the
operatian Haor, However, those who are uncomfortable: has issue with the unisek restroom,
we have a separale single, private restroom available for use

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

Furthermare, it it sssential that all employees should comply and ohserve the rastroom
eliguette;

Knock (f the cubicle appears to be sccupled. Dan't peek under the daors
e |ock the cubicle door when you enter
+ Stand close enough to the pan or urinal so youl don't wet the seat, walls o

flerar
s [lash the tofet after use and wipe off the toilet seat for the next user
s Paper towels go in the trash can, not an the fioor or in the tollet bowl
» Wash your hands to prevent the spread of colds and the flu
*  Please use water and paper towels conservatively

For your information and guidance

TARA cacy

0603 f vap 4
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Felruary 27, 2018

To ' ALL EMPLOYLES

FROM ; HUMAN RCSOURCLS DEPARTMENT
THRL : OPERATIONS MANAGER

SUMIECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tollowing Is Issued te ensure the effective enforcement and strict observance of all
employees on offlice attendance and punctuality

To ensure effective implementation and monitoring of office seeurity

1. Employees are required to log in and Iog out using the biometric and the RF ID, even

il the door is open

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

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

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

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

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

7. Notailgating

Employee 1D and RF ID should be worn at all times, lost RF 1Ds will be charge to the
employes

3. No employees are allowed to stay in the waiting area for applicant.

10, Employees who left/lost their IDs will get tempaorary 1D from HR and will be dealt with
according to our code of conduct and discipline.
11. Submit self to magnetic wand scanning with the security personnel

12. Only water in a clear container is allowed in the operation area and recreation room

3,

4,

For guidance and strict compliance.

HUE&I ]%ﬁlﬂ[ﬂ‘nh::ﬂ;

Nated by:

ED ZARACRRA
Mo | oRf 2004

Scanned by CamScanner
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DATE MNovember 17, 2021

TO ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT H LOCKER POLICY

The aim of this policy is ta guide our employees and establish a well-kept and orderly envirenment in
the locker room,

Plaasa see |ist of rules provided below for your reference.

OME LOCKER ONLY per employee, NO sharing of lockers.

NO storing of perishable foods/leftovers inside the locker.

Proper sanitation is strictly observed {E.G. No storing of unwashed cantainers/mugs/utensils, etc.)
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 uzed, they
will be forced open, and the company will not be liable for padlock replacement nor
relmbursement.

Any sort of action that may result in damage to property s strictly prohibited, This includes but is
not limited to graffitifvandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs" knowledge or consent; etc.

The company will not be liable for the loss or damage to any personal belongings left unattended
and that includes, sharing of lockers, lockers without padiocks, placed on top af the lockers, etc,
The company is not responsible for loss or missing items due to the owner's negligence.

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

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

NO LOITERING 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 accordingly.

Prepared by: Moted by;
Employee Relations Specialist é é% G-eneral Managﬂr Dlre:m% épeﬁtlons

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

g
EE TAFACOEA - fkfed |E0R4
ey i
Employee Signature Over Printed Name/Date
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DATE ! April 3, 2018

o i ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT
THRU OPERATIONS MANAGER

SUBIECT MEMO: CALL IN FOR OUT OF OFFICE

in order ta properly monitor out of offlice employees, 4 new process (o call infreport absence will
be implemented effective Monday, Aprl 9, 2018

Guidelines:

1. In cases of kate and/or abserces; employee should report to Human Resources through
SMS or Call via HE hotline: 09177049 7074
2. Notification should cantain the following information
a. Complete [real) Mamie
b Department
£ Team Leader
d. Call in for: (Whole day Absent, Half-day abisent, Late)
e. Reason .
4. HRwill be the-ame to send natficanon 1o Operations Management
4, Necall in should be commumcated through Team leads or any other employee. It should
be done by the employee or his/her relatives
5. Notiflcation shauld be at least twe {2} howrs before the employee’s shift
6. Ifan employee s advised to rest/confined in thie hospital, number of rest days as advised
by the physician should be indicated. Dtherwise, employes must send notification daily
7. Failure to notify will be'tagped as Mo Call, Mo Show and/or unschaduled absence and will
be dealt with according 1o our Code of Conduct and Discipling.

For your guidance and strict compliance

ﬁz:g TARREOEY
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February 18, 2020

To § ALL EMPLOYEES

FROM : OPERATIONS MANAGEMEMT
SUBIECT b ATTEHOAMCE BOMUS 2020

As wis end the year 2019, IPloy would like to set clear hey procedures and policies. This memorandum serves as
remindar to be followed:

PAYRO

L Immaculate Attendance Bonus is for employees with perfect attendance, Employae shauld MOT commit any
schadule deviations lke tardiness, unscheduled absences, undertime and overbreak. Failure to pusch in— out far
Dreaks will also disqualify the employee. No waivers will be gven,

2. Tardiness, Undertime and Over breaks will be deducted from the employes's pay

1. Employess who tendered their resignation before the release of the Sign On Bonus {First Half or Second Hall) will
MC! Innger be eligible to receive it

4, Employeas qualified for the Sign On Bonus [First Half or Secand Half) will receive it on the 30" of the succeeding
manth from aligibility.

5, Eligibility for the annual ment increase ks based on overall perlormance and management discretion. Pay our 15
at management's discretion,

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

. 1 day absence - the madical certificate must be dated an the day of absence or the et day. If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows — at the latest, |1
cannot be dated on thie day that the agent is to report back 1o work,

. 2 tiays absance - the medical certificate must be dated on the Inftial day of absence or (he next day, i the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day — al the

latest. It cannot be dated on the Saturday that Immediately lallows or that Monday that the agent is to report back
to wiork.

- 3 days of absance or langer - the medical certificate must be dated on the initial day of absence or the next
day, Itcannot 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 ta rest is inclusive of rest days.

o Ex: il the agent is absent an a Friday and the medbcal certificate stales advised Lo rest for 3 days,
that is inclusive of the day of absence that the agent toak to rest plus Saiurday and Sunday = Lhe agent muest be back
ta work an Mandmy,
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o If the doctor prescribes rest, the medical cernficats must include the pumber of days of rest. The
advice to rest cannot be antedated.

o There must be a fit to work date.

o The only exception to the Medical Certificate date guidelines is If the emplovee has been
hospitalized.
VACATION LEAVES

1. The company resenses the dght to approve and disapprove ol vacation leave (VL] reguests,

7. Employee must xactly have the corresponding credits Tor the requiest to ke approved,
1 credit = One Day
.5 eredit = Hall Day

1. Employee with perfect attendance 60 days from the requested VI date will be given priorty in the approval of
leaves. This Is a way of rewarding employees with perfect antendance

4, The company and cllent have the right to disapprove leave reguests and cancel approvied leaves for those
employees who committed unschaduled absences on the prior month and on the current month of the requested
time off including poor attendance records, behavioral and productivity issues,

Morted By: Approved By:

1AY GISSINGER
HR Chief Executive Olficer
Director of Operations

i TAER GO da
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Date : November 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEFARTMENT

Subject : RE: SICK LEAVE POLICY

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

1. Employees are required ta notify the HR hotline number {0917-709-7074] and/or send an email to
hr@iploy.com at least two (2} hours befare the employee's shift {following call-in procedure) and/ar
within 24 hours from the first day of absence.

2. Employee may use sick leave for absence due to the following reason:
¢  Employee's illness or injury,
e Bereavement leave/s
« Emergency leave/s
« Power Dutage/internet Outage (for temporary Wark from Home set-up)

3. Employes 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: No more Manual filing of Sick Leave except if the employes was hospitalized and/or
guarantine due to COVID-19.

4, Balow are the documents needed to provide to use the paid sick leave;
« Employee's liness ar injury

% At the discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated from work far the
period of absence because of sickness or injury and that the employee is-again
physically able to perform his or her duties. (Medical Certificate with Fit to
Wark]

% Blacklisted Doctors and clinics’ will not be honored. (Please refer to the
Blacklisted Clinic/Physician Mema)

s Bereavement leave [Please refer to the Bereavement Leave Policy)

+ Emergency leave
¥ \alidate his/her absence through supporting documents as to why she/he was
having emergency leave on the said date.

# Power Dutage
# Certification from their electric/power supply provider (e.g., VECO, CEBECO,
MECO)

+ |nternet Outage
» Ticket number from the internet service provider and/for screenshotflink of
official outage announcement from the internet/telco provider
% Picture of the modem (showing red, no light in "internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary actian, SLis unauthorized
under the following circumstances:
s The employee failed to inform the immediate superior or HRD about his/her absence due to
Ilness unless fully justified,
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« |Fsickness claimed |s fictitious or non-existent.

6. The employee or his/her representative must inform hisfher immediate superior or HR if an
extension of SLwill be needed to recover from the sickness, A medical certificate must be submitted
before the expiration of the 5L, Absence of notice and certification will be considerad unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted,

This Memarandum shall take effeet on November 22, 2021,

Please be guided accordingly.

Created by:

Moted by:

aiillo Ir. Angelo Manal Carlos Gotlong.
Director, Operatipns Operations Manager “General Manager

e
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November 12, 2019

ALL EMPLDYEES

HUMAN RESOURCES DEPARTMENT
OPERATIONS MANAGER

555 SICKMESS CLAIMS = 5 CALENDAR DAYS

For those employees’ who wants to file far sickness claims musl submit the duly aceomplished 555
notification form attached with original and complete medical decuments. It should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit
thelr form in Accounting office,

A member is qualified to avall of this benefit if:

1. Heis uniable to work due to sickness or injury and confined either in a hospital or at home for at
least four (4] days;

2. He has paid at least three (3) months of contributions within the 12-manth period immediately
befare 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
regareling his sickness or injury,

Failure to submit the documents within the prescribed period will free iPloy from any hability of their

claims.

Far your guidance,

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

Sincerely,

inarillo Jr.
., Dperations

;QEEE TACREu sy

06 f43) 293y
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HRM-2023-10-016

DATE : October 4, 2023

TO 5 ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is in referénce to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject. We are updating this memo adding more clinics and/or physicians that are
cansidered blacklisted and medical certificate/documents issued by them will not be accepted. In the
event that the employee submits any of the med certs under these clinics/Physicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

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

VR NO s W N

10.
11,

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E, Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinle

Health Doc Diagnostics

Gaudiosa Monteclllo Ir., MD

Mow Serving

O, Gulan Darnell Sumalinog

Tambut Medical Clinic

Clinics/Physicians without complete contact details such as but not limited to the following:
11.1  Doctor's name
11.2  Doctor's license number
11.3  Clinle/Doctor Phone number
114  Date of Actual visit
11.5 Diagnosis
11.6 Recommendation
11,7  Fitto work date

Mew Clinics added;

12,
13.
14.
15
16,
17

Enad Clinic

Bing Clinic

Gia Clinic

Veloso Clinic

Dr. Paclo N, Apull
Lourdes D. Sasoy, MD

When providing medical certificates for absences, ensure the following:

1.
.

The certificate must be issued on the day of the absence or the day after.

Strictly follow all Instructions provided in the recommendation, Proof of compliance, such as
a receipt for prescribed medications and laboratory rasults, may be requested.

HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denied entry.
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4. Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physician.
5. Ensure that the soft copy (sent through email) matches the original copy submitted to HR.

Plaase be aware that the fallowing concerns may render a medical certificate invalid and unaccepta ble:
1. Maconsultation date specified.

No diagnosis provided. Please note that Z codes are not cansidered as diagnasis,

No contact information displayed in the medical certificate.

Absence of physician's name and license 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
Nurse/Company Doctor to be questionable,

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

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

4

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

are constantly improving since the pandemic hit, therefore, we will no longer accept consultation
done online/via phone calls. Consultation must be done face-to-face.

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

Should you have questions ar clarification regarding this, please do not hesitate to send us an email
at er@iploy.com,

For strict compliance,
Prepared by:

M Afganza
Employee Relations Supervisor

Mated by:

el e e MM

HR Manager Malwager Operations Manager  Director of Gperations

i
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Date H Movember 30, 2022

To : ALL Employees

FROM 1 Human Resources Department

SUBJECT 1 WACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all rermalning SL credits are ta be converted thus, 5L application |8 ne lenger
alloweed until the end of the year.

s fior the Vacation Leave VL) conversion, all unused VL credits will be released on the 30™ of December
2022, All employees can plot & VL request until December B, 2022 ONLY. The actusl VL dabes will cover
anly until April 30, 2023, Kindly take note of the reminders below In reference to filing of VL

& Mo retraction of approved Vis, |f the employes reports for work on the actual VL date, the VL
will mot be relmbursed and will be voided.

= Mo reschaduling of VL onca approved,

e WL date should not fall on a local holiday otherwise forfelted.

Mote: Approval of VL requests will be on or before December 14, 2023,

Furthermore, if tha amployes resigns or gats separated from the company elther voluntary or involuntary,
all avallabie VL credits will be forfeited and will not be part of thelr last pay if:

& Employee filed an immediate resignation and/or Failed to provide a 30-day notice.

o Employes went on Absent Without Official Leave [AWOL)

#  Employes incur any leave, absences, and/or any form of terminal leave within the 30-day notice
period with the exception that the employes provided a valid documentation such as but not
limited to hospitalization due to sickness, sccldents, or contagious disaases,

* Employee Incurred more than four (4) howrs of accumulated and/or total lete/undertime within
the 30-day notice.

= Employes will have issues with performance incduding but not limited to guality, productivity, &
client escalation within the duration of the 30-day notice.

& |ncurred any behavioral infraction such as but not limited to Sleeping, Browsing Unredated
Websltes and ete.

Furthermars, SL and VL conversion maybe subject to tan. Should you have guestions pertalning to this
remso, feel free to reach out ta our Accounting persannel at Accounting@ipboy.com.

Wl

Accounting Manager
Meted by:

Operations Manager muﬁ1 of &mﬂuﬂi

Approved by

CED
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December 17, 2019

To ALL EMPLOYEES
FROM I OPERATIONS MANAGEMENT
SUBIECT : CLEANSING PERIDD

iPloy Staffing Solutions beleves 0 giing employees enough (oom fen improvement o straighten oul
employment in regards to compliance to our company’s Code of Conduct. The aim of this approach is to help
miativate smployess rectify passed offenses and start anew

Clieansing Period pertaing to the time when an employes who has been subjected to o Disciplnany Action (D)
{4 expected to (marove performance. Armple fime (8 glven te correct improges betavior and refrain from
committing any ather infractions.

I an employes does not commit the same infraction for the specified cleansing period, the progrestion of the
disciplinary action will slide back toa level depending an its type. Pleae relet to table below:

Attendance ] =
Productivity 6
| Behavioral | 12

The counting of the Cleansing Pariod will start based on the date when DA was decided upon, All dotumentitions
fior infractions will stil be kept in the Employee’s 201 File regardless what period of progression.

The Cleansing Perlod ts effective lanuary 1, 2020 covering DAs & months and older.

Moted By: Appreved By

L FhGER
Chiel Exgcutpee Officer

MIEBEE  ZARAGOsp
lli:,'njj 70 94
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CODE OF CONDUCT AND DISCIFLME (Table of infractions)

STATEMENT OF POLCY
Tt Codie of Conduct and L i healthy and posltee workng

ﬂ:&i!ﬁ!&iﬂﬁiilﬁiﬁnnﬂfﬁ;!ﬂd Iy Ire. errmployses.
The estainished norem henein set forth are geened Wowards the attainment of the Com pany's
EEEE:P:W%HE.T!IE:EEET%E
it 5 intended to . id Loy Ekil e _._.a.i!._:n!ﬂ.
on what |3 expectes ol i’ empioyees 1o corduct during the end e employmant here inifloy,
Inc.

1. DOCTRIMES TO GOVERN THE COMPANY'S CODE OF COMNDUCT AMD DISCIFLINE

1. Thea right to discipll line st dscharge employees lor st and oroper Caumes & Management's

prercgative enshrined Fream the 1987 Philiapire Constit tugian.

1 Fairmess and justics shall aways govern the imeosition of deiplinary actions. Existing Labwaf
_.lia.!ﬂ__n:l:i.-a:-n :n!:.-n..i-_._.h!_ | alwarys b chserved.

3 The full ard strict maintenance of discipling s the management’s msponsibiity. Then, ftanal be
4ﬁ§5&$§1§- e superiors and depariment heads tonidale any dac plinery
sctions against their subcrdinates whenever & viclation of § be Flie |5 comimitied.

i Eﬁnﬂﬁ_g%uﬂ_iinaﬂﬂinﬁ!n&ﬁﬁﬂaluﬂﬁ!:ﬁ

5. Imposition of perolties when warranied, shall not be cancelied, o defayed for sy rEREEN.

& i&il?%l%ﬂ!ii bt guararkeed.

T diiig%ﬂnlizﬁuﬂ mipoed, subect however bo management's

iy e a1kl

i - & iPloy

1 rﬁangﬁfﬁlﬁn"ﬂggﬂi_iguiﬂtiii
the dabe of the incdent.

3, e Reasarces will eue 2 Notice 1o Explain (NTE} ha the empioyes within 3 working
days.

i E{EEuﬂringiﬁnmimiginﬁTﬁil
this NTE.

4 Eziiii;ﬂsgﬁi.nﬁuﬂngiiiim
woking days from the lssuance of The MTE

5 :wii_.m:naﬂ_.n..a._.uﬂan: willh o without et witnn § days from the fiesigt

right b e heard and confirme that 2 he dessds i e rodent fepcfl ane e and
weitherut 30 blanes

I Larses bn the timeding will result = & sanction — Negheet of Dty irscbordinsticn
. Lapies in e tirsios will rob vaid the sanctisn:

a. Proper Condu=t #rd Daeewum « axpected from you wilhin the office snd cutside when
representing the Company. Tris Includm appropriate dres, attending the 5ffice resoy to work, use of
ﬂi!ﬂg anguage, obeervarce of proper office a iigqﬂiig
gggggg your coteaguis, costomens and cther indhviduais not in the emalsny of the company,
nrl_...i.......ur!n_nu_ﬂu_ g v E.:_&_.l_!ﬁi fhe: Pillpsines.

b Erhancing Carmpany Froductivity the Company sapects the Proper cars and utiization of
n-lﬂ_!-EtEiEEE:-iﬁfiﬂriH._HiﬁfiluiEi..E_Q!:—E-_
approarists Brsak nd finish times, getting on with the job and performming the: job 1o the best of vour
ability, positive attinade and dedicatian 1o one’s work assignments, supsnrting supervision and thoce in

yeos, assist i the security of the offics, .n:.!l.iu-.m.nﬂ-n procedures.

& Proper use of Compasy Property, faclities ard secusity to protect company and empioyee
ixﬂ.mliw:-i&i-l;!t&tsnﬂ_n!gi;ild protect the
‘ritegrity of all Company operating dats ard infoemation, approg©iate use | all Compeny eguipment flor
wiork relatee purposes, properly sccount for 3l Company funds riceived,
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This Code shall appty toali iPloy prepiloyees, regardless of staus or position feld
B, Types of Offenses.

Lewel 1 — Iniractians which se mince |n ABtune But which may Brecme abiual and disruptive § net
s b, i1 has o detrireental impact of the business,

Lewel 2 — Sericns oifense which cauies Delyy in EEEFaLons, may noes threat, Farm, o Sknge io
Company property andier has of individuss,

vl 5 — Iriraetions which will destroy thi Sompany’'s Fmage and fEpatation. |1 causes it il losa 10
Egulﬂ:iﬁqﬁﬂiiﬁﬂl_%hii_gii;ﬂ%ﬁ
nﬁgiusnaﬁini%&uiz.usgln:g}%!ﬂﬁ
wiskility of the busiress.

. Table of Intractions
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ey p—— RECEIPT 0 THE 9D OF CONDUCT AND DISCIPLINE POLICY

ey ?Fﬂ&krﬁiuﬁ.-ﬁli&.uﬁﬂ!ﬁ&iugﬂﬂaﬁlﬂEﬁi?qtﬂ:uﬂai
Farpassby shuid thiat it sets Forth the terms and condinicrs of my smployment a5 well & the duties and responsibilities,
e arsd ooligations of empioyment with the Compaeny.

Fuﬁﬁiﬂﬂtnigiﬁiﬂiiﬁﬂtﬂ. dmlete, and add to the provisions of
this Code of Congduct and Diseipling,, or condtion of employmant an b estabished by any other

Unsuthorined pousession of ctatement, conduct, poiicy, or practice,

jg | Prewngoutof Compeey 5 | Suseension -

[ —— MAME MTRBEE TARAG 0sd
17 | appkcation packages and ail | Level3 “ | Diseasal DATE bp J o¥ ] Jodd

iviﬂl

1 Termination of anemployee shall sutormatically bar hismfher from re-employment.
3 ?Eigiiiﬁifﬂt:ﬁ;iﬂigﬂ_iﬂiuﬂﬂlﬂi
against the erring employee.

£ ?EE%LE%?E%.&?F&EII&
to be implerented, I the sams is fownd tobe incorsistent with the Code of Conduct.
Wil Approval
lay Gissingsr




