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Employee Training Agreement

This Employee Training Agreement s made on lanuary 15, 2024 between iPloy, OPC, with its place of business at

the 16" foor One Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employer”) and

N -(AbinAl  [Emplovee’s Mame), an  individual  with  the  address  of
mp T, pa A (gbu Gty [Employee's Address] (“Employee”) .

Recitals:

A, The Employer is praviding a 5- day training program to the Employee to enhance their skilis and knowledge
in the field of Customer Service and as part of the Onboarding process.

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

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

D. The Employee has agreed to the terms and conditions concerning the Pre-Employment Madical

Examination (PEME) and the submission of Emplayment Requirements.

Agreement:

1. Training Obligation: The Empioyee agrees to attend and complete the 5- day training program provided by the
Emplayer. The training will commence on June 3, 2024 and conclude on June 7, 2024,

2. Salary Payment: In consideration af the Employee’s completion of the training, the Employer agrees to pay the
Employee & salary for the duration of the training, payable at the nearest payout schedube {15 or 30 of the
manth] upon successhul completion,

3. Non-Eligibility for Incomplete Training; The Employee acknaowledges and agrees that if they fail to complete the
one-week training program for any reasen, they will not be eligible to receive the salary payment for the
training period. '

4. Pre- employment Physical Examination (PEME): Tha employee acknowledges and agrees that if they fail to reach
regularization or {6 months), the cost of the pre-employment examination will be deductad fram the final pay,

5. Submission of Government Numbers: The employee acknowledges and agrees to pay the manthly penalties in
government contributions i hefshe falls to submit the government requirements (SSSTIN PAG-IBIG &
PHILHEALTH) within the five |5) days of training,

&, 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 bath parties.

By signing below, the parties acknowledge that they havie read this Agreement, understand its termis, and agree to
be bound by them,

2ozy
re/Date

Complete Name & Signatuw Training Coordinator & Associate
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) ﬂﬂ/ 0 ?’f oy

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2. Nﬂl"" Q.U'Ei{'l'ﬂlﬂ tﬂb‘l‘ﬂg (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 subseguently

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:

1.3. 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, nottodisclose any such Proprietary Information or any information derived therefrom to
any third person,

13. nottocopy or remove and not to take pictures of any Proprietary information,

1.4.  not to make any use whatsoever at any time of such Proprietary Information except to
evaluate internally its relationship with the Disclosing Party, and

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

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

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

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

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

2.3, was rightfully disclosed to it by a third party, or

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

3. Immediately upan 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 ar

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

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

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

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

7. This Agreemnent shall be governed by the laws of the jurisdiction in which the Disclosing
Party is located |or if the Disclosing Party is based in mare than one country, the country in which its
headquarters are located) (the "Territory") and the parties agree to submit disputes arlsing out of or

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: New Emp'k!l g

Name: Jade Lenizo Mata name: Neyr Gtk Cabinas

Title: Onboarding Specialist —_—

Address: #35 Salvador Extension Labangon ~ Address:_(AMp 7 ¢ Miefi4 rilla Gy

Date: GE‘”KMJ‘%LH’ Date: {}Eg/{}'a_f}uw
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PERSOMNAL DATA SHEET

INSTRUCTIOMS:
L. Answar the questions completely and hanestly in the spaces provided
L. Pleasa PRINT legibly
1. DO NOTLEAVE ANY SPACE BLAN. Wit "nfa*, “net spplicabile® or “none”

o HA i rdy| [Frcsr BH e omiby |la---|-H J;nnm
EMPLOYEE MiimMnER ﬂ\.l.'ll:l_l'ﬂm LA PARTMENT
s 0603 mld

FART Basic Inlormation & Contact Detaily

LAST NAME: mh'ﬁﬂi FIRST MAME Nr',ﬂi" mﬁf-["i’“fk | ANDTOLE MAME; Mﬂl’"*ﬂd
NICERAME: H‘Eﬁfl" _|MD?HE£'5 FLULL MAIDEN NAME Nericca Eﬂ s Mabrtad
I

EURRENT AD0RESS [House B/ Lodn f Bleck & / Strees, Barangay, Municipality 7 City, Prendnce, Fip i:.:in’p_l

(013 Bacak fan Nitolas (e O oo
PROVINCIAL ADDRESS {Howse & | Loth J Block & Steet, Barangay, Munkipality / City, Provine, Tip Cada]

Purtk 4 Lamp T, Mirdlamlla (¢ py (004 b

i [ 099TEEAI0, [ " Gangeeaetat
385N 30 ] 3 PAG-18IG Ng FHILMEALTH Ra, ] z ==
RN 2125669 5029 Mr“EL-HnJ:ma-'bﬂ#?-b. "4 T-054-24)- vov_|
| tilo, UH | Rmate |MW'F' b

;.-'Iill:vl';h STATUS NAME OF SPOUSE {Morisd) ! Email Addressls)

[ 1 Legaty Senarsted - Iy r @ qmﬂif »LEIry

[ ] Wearrind SPOLSE Tin ==l

[ 1 Wedow/Widowar

Are-yau related by kinship or mariage up bo the 39 degree [0 any current smployes of (Play?
1 1% b7 Mo iives Ahie NAME arel RELATIONSHiP

MAME OF SPOLISE |I¥ married| SPOUSE 'S CMPPLOYER | SPOUSE'S DATE OF BiRTH

MO, OF I DROE n
| HH_J NO. OF SISTER/'S N & | NE. OF CHILDREN 1 :‘:T:nm. I."l.iil"'.cll.'l | ﬂ&m

BROTHER/S
1 DATE OF BIRTH &
MAMSE OF CHILDREN {If asy) DWATE OF MIRTH NAME OF SIBLINGS CIVILSTATUS

Zinnia Yachadweee (. Glan | Apnl I8 gen

FATHER'S NAME E;LEF:F ] u:cu;*ArluN MOTHER'S NAME n:';::’ OCCUPATION
Manuel Bric Cabinag |06/ 19fiee]  wp Nedssa Wabiad [ ghe /8] (il
! RELATIOMEHIF TGO EMPLOYEEE
mj:'-'fﬂﬁﬂﬂm" okl b [Optional)
Elin, Jielaen =| IEIRET gt -tn_Partntr
[ Ebin, [galam S 3ITA060 T mefhiy In Lowy

Micriage - 16h Fioar One Moninga Tewsd, Archbishop Reyes Ave, Cebu City 11 MEY- 11th Floor MY Tower Pascadomss Road Cabu
Busisu Park. Cabu Chy 6000 11 ACCT ~ Sth Ficoe, Ayala Ceninr Gabe Towar, Cuby Biusinass Park, Caby Cly.




Edwcational Atiainment

MAME OF SCHOOL & ADDRESS

DATES ATTENDLD
y {mmyel = {menyrl

PRIMARY EDUCATION

Nelogalle Antwes Sonans Mﬂrﬁm

Ol fom3.-

il
=)
e

O 208

- SECONDARY EDUCATION Primalle Aydret Braps Meso®
- Course:

VOCATIONAL

& HON-DEGREE COURSES

04[2609 - )9 208

TERTIARY EDUCATION

e bod (F31 )

Do/ 7015 - 08 /242)

A

POSTGRADUATE & GRADUATE
STUDIES.

Degros:

Degres:

Degree:

]

EMPLOYER'S NAME bm h-l:f

108 TILE

ADDRESS & TEL MO,

| Dhe fuminat iz 3¢l e pL0A2

SALARY PERIDE CEVTRED {menfyr]
FROM | TO
TR 29,00 win | N[y
SUPERVI 5 MANE SPPERYISOR S TITLE . EMPLOYEES SLIPERVISED
/ ‘fn?ﬁ'iu [ Lw vy b\ {if apglicabls]

[ AEAsON FOR LEARING ?fﬂh"ﬂ

a) Health lgued

ERAPLOYE A'S MARKAE | ADDRESS & TEL NO.
108 TITLE SALARY PERIOD COVERED {mamifyr] ==}
FROM Tor
SUPERVISOR'S SAME SPERVIBOR'S TITLE EMPLOYEES SLUPERVIGED
| LI applicabe]

| REARGN FOR LEAVING

[ REASCIN FOR LEANING

EMPLOYER'S NAME | ADDRESS & TEL MO,
o8 TILE | EALARY PFLRIDD COVERED {mm/yr
FROM TO
SLPERVISOR'S NAME CORERVISOR'S TITLE ERIPLOVEES SUPLAVIEED
| {if apgiicabie]

EMPLOYER'S NAME

ADDRESS B TEL WO

| SLIPERVISORCS TITLE

[ spplicable)

o TITLE SHLARY " PERIDD COVERED [mmiyr]
FROM 0
SUPEEMISON'S MAME SUPENVISORS TITLE ERAPLOVEES SLPERVISIE
|_{If apgiicabie|
REAGON FOR LEAVING
EMPLOYER'S NAME ADORESS B TEL MO,
OB TITLE [ saaany PERLOD COVERED [mimyyr)
FROM TO
SUPFRVISOR'S NAME EMPLOVEES SUPERVISED

NEASON FOR LEAVING

Moniage - 168 Floor One Montage Tower, Archibishan Fuyck
Busirems Park, Cabr Gy 8000 11 ACCT = Bth Floor, Aynla

fve, Cotmy City 11 MEY- 1 1#h Floor M5Y Tower Peacadoing Road Cebu
Canivr Cabu Towni, Cat Busineds Park, Catu Gty
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Dursuand ka: fo) Indigencos Peaple s Act [RA B710: () Mogno Carta for Dépbled Perions (RA #377): and Solo Parents Welfore At 2000 [RA §773)
piease anjwer i falwing R

furg you & member of any indigenous group? O ves | B NG . if yes, please spacily: |
f 1

o yois dentify &5 diffarently-abled? o ves | o wo | iFyes pleasespecify:

Are vy 3 solo parent? O yes | E1 wNO f yes, pleass spetity

PART 2 A Ences

Give mame, addeess, and telephone pumbers of three 3] pevion wito kniciw o ther thim those pou hove wovked with.
E ADDAESS

\D TEL. NO.
o 1, MinAlapa BRe[1d[d7t]
At e abn] ot iap n(ebe  pleml

[Tl ety & fphev | b41IsYTINITW ]

PART 8 Other Cialificat
Jb-relaned fravmimg courses (give title ond yeard, Job related skills [otber fanguopes, computer gd infarmation technoiogy, fooli, machines, ete.], Jok
related certificotes and Nednses fourment aniyl, job-reloted owards and specinf mciompiishmenti [pusblicatians, memberships i professianal or honer
socigtie, fendership metiviiies, puble speaking, and perfarmance twarrs). Gaee dotes and send documents

DATE [ropear] DESCRIFTION / TITLE

PAAT IO ADDITIOMNAL IDENTEFIC ATION
TYPE / CONTROL NO. | IS5UE DATE [ EXPIRY DATE
PASSPORT DETANLS T ==
VIS4 DETAILS {If applicable]
DRIVER'S LICENSE

OTHER GOV, ISSUED 104: {For W‘ll‘.‘ﬂiﬂ [[*E
pxample: 555, TIN, SOLD PARENT -

6, BRC, ACR, atc.] WM'EE&?-T{’A-QIN b&“a;‘l?’“‘”
MILITARY [ GONT, f CIVIL
| SERVICES {if any)

Have you evar been farmally charged of an [1fes | M “Yes”, please give details:
administrative  civilferiminal offense? Fl e |
Hawe you ever been convicted of an EC I “Yes", please give detalls:
administrative | ehvil frimiral affense? | LA he
|
CERTIFICATION

| CERTIFY that, to the bast of mry know ledge ard befiel, &8 the informaticn on an attached ta this degument |s brus, correct, complete and made in good
faith. | UMIDERSTAMD that Talsg or frasdulent information an or mttached 1o this applcaion may be grownds for ned hiring me or eeminate mry
mployrret fram Floy, | ANO that any information | ghee may &= invostigated

b % 24

Sagnature of Employes Date Signed

Mheriag - 18ih Flecd One Moniage: Towar, Archbiship Fayes fwe, Cabu Clty 11 MESY- 111h Floor M3Y Tower Pescadores Foad Catu
Bursiness Park, Cabu City 000 1] AGCT - tih Floor, Ayala Canber Cebu Tiowsar, Cobu Businass Park, Cebu Cily.
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

l, _ﬂgqr M{'NF M- (akinas hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record Information which may be In any state or local files,
including those maintained by both public and private organizations, and all public recards, for the
purpase of confirming the information contained on my application and/or obtaining ather
information which may be material to my gqualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent chall be considered as valid as the original
consent.

| hereby consant to the Company’s verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continuad
employment any additional written authorization necessary for the company to obtain access 1o
and copies of records pertaining to this information. With regard to the foregoing disclosures;, |
hereby agree to release any person, company, or other entity fram any and all causes of action
that otherwise might arise from supplying the Cempany with Information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me an this application er any ralated document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

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

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

Applicant Name: Nbdr &Lﬂﬂk M. (abinas
oresent Address: 1% Bagule Lan iwlas Gby (U  Lido

Soclal Security Mumber: - H M 15%-0 Date of Birth: ﬁi! ]EJJ 11-‘1ﬂ b
Signature:

Date: Db/ ”/fhw
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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 a non-
recurring and non-accumulating sum of money that is paid to an employee as gratitude for
joining the Company, The sign-on bonus is subject to taxes,

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

s Aregular employee

» No resignation submitted before the releasing date of the sign-on bonus

s Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

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

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

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

Naye M%; Cohinad _ Bo/o? (w2

51gnature/ﬂunr Printed Name/Date
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Cittas Buings Park, Cekes Ciy ]

UNDERTAKING

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

Policy Title : Dress Code Policy
Revision Mo 01
Effective Date :June 13, 2022

| acknowledge that signing this decument is 3 confirmatien that | understand and agree
with what is expected of me as iPloy employes with respect to the Dress Code Policy
and | will abide by the provisions (including changes and additions which are deemed
incorporated herein) of this policy.

Dlofs 2/wif
= Date

U% e 06/ 12 24

unm#g Specialist Name and Signature Date




iPloy Gift Policy

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

“Gift" means any bestowal of money, any item af value, service, loan, thing er prom jse, 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,

Employeas 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 busingess 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 policy is
tagged under Level 2 offense and follow these progression:

a. 1¥ |nstance — \Writben Warning
b. 2™ |nstance- Final Written Warming
¢, 3" Instance- 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 foregolng policies, rules and conditions governing
the Ploy Gift Policy.

MName: M{'J.]‘f‘ [;I.”'E'H'Nk W - [ﬂﬁ pih E
Signature: ﬂ% pate: 0B 87 ; w0y

o




iPloy Social Media Policy

iPloy recognizes that employees use spcial media toolsas part of thelr daily lives. Employees shauld always
e mindful of what they are posting, wha can see it, and hew it can be linked back to the organization and
work colleagues.

All employees should be aware that iPloy regularly monitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions,
iPloy does not specifically monitar saclal media sites for employee 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 internet monltoring, or is brought to the arganization's attention by
employees, customers, members of tha public, etc.

all employees are prohibited from using or publishing information on any sacial media sites, where such
use has the potential to negatively affect iPloy ar its staff. Examples of such behavior include, but are it
limited to:

»  Publishing material that [s defamatory, shusive or offensive in relation to any employee, manager,
affice holder, shareholder, customer or client of the company;

» Publishing any confidential or business-sensitive infarmation about iPlay;

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

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

s Be aware of your association with the company when using onfine social netwarks, 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 eelleagues and clients. You must write in the first person and
state clearly that the views expressed are your own and not those of [Ploy. Wherever practical,
you must use & disclaimer saying that while you work for the company, anything vou publish is
your opinion, and not necessarily the apinlons of the company.

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




pe aware of data protection rules—you must not post colleagues’ details or pictures without their
individual permission. Employees must not provide or use thelr company password in response
te any internet request for a passwaord.

Material in which the company has 2 proprietary Interest — such as software, products,
documentation or other internal information — must net be transmitted, sold or atherwise
divulged, uniess the company has already released the information into the public domain. Any
departure from this policy requires the prior written authorization of the management.

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

Recommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former emplayees, customers of suppliers on social media and
netwarking sites. Such recommendations can give the impression that the recommendation is a
referance on behalf of the [Play, even when a disclaimer is placed on such a comment. Any request
for such a recommendation should be dealt with by stating that this is nat permitted In line with
company policy and that a formal reference €an be sought through HR, in fine with the pormal
reference policy.

Onee in the public domain, content cannot be retracted, Therefare, always take time to review
your content in an objective manner before uploading, If in doubt, ask someone 1 review it for
you. Think through the consequences of what you say and what could happen If one of your
colleagues had to defend your comments Lo 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 1s never completely private;

Regularly review your privacy settings on speial media platforms 1o ensure they provide you with
sufficient personal protection and limit access by others;

Consider all online information with caution as there is no quality control process on the internet
and 2 considerable amount of information may be inaccurate or misleading; and




« At all times respect copyright and intellectual praperty rights of information you encounter an
the internet. This may require obtaining appropriate permission 1o make use of information. You
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities

By their position, Managers have obligations with respect 1o general content posted on soclal media.
tanagers should consider whether personal thoughts they publish may be misunderstood as Expressing
the company's opinlons or positions even where disclaimers are used, Managers should err on the side of
caution and should assume that their teams will read what is written. A public online farum Is not the
place ta communicate company policies, strategies of opinions to employees.

Enforcement [ Progression

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

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

a. 1%instance = Written Waming
b, 2 instance- Final Written Warning
c. 3 Instance- Dismissal

Employee Acknowledgement

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

Name: Neur  (uedngk W (k! nh
Signature: /% ' pate: b;’wfﬂ‘:‘ﬁl

Lo
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Eirkra City 5300
Date : February 22, 2018
To « ALL EMPLOYEES COMCERNED
From + Human Hesources
Thiru : Operations Manager

Subject - WORKFLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBECTIVE

1.1. In conformity with Republic Act Mo, 8504 otherwise known as the Philimpine
AI0S Prevention and Contral Act of 1998 which recopnizes workplace-based
programs as a potent tool in addressing . HIV/AIDS at an international
pandemic problem, this company pelicy s heneby ssued far the information
and guidance of the employees in the diagnosis, treatment and preyention of
HIV/ DS in the workplace,

1.2 This policy I8 also mmed. al addressing the stigma attached 1o HIV/AIDS and
ansuris that the workers" right against diserimination and confldentiality &
maintained

2 COVERAGE

21 Thic Program shall 2pply to all employees regardiess of their employment
status:

3. IMPLEMENTING STRUCTURE
3.1 Iploy Inc. HIV/AIDS Program shall be managed by (ts health and safety
committes cansists of representatives from the different divicions and
departments
4. POLICY STATEMENT
4.1, BASIC INFORMATION QN HIVIAIDS
4.1.1  What fs HIV/AIDS?

4111, It s @ disease cauged by @ wirus called HIV (Human
immunpdeficiency Virusl This virus glowly weakens a EErsOns
ability to fight off other diseases by attaching itsell 1o and
destroying importan cells that control and support the hurman
IFnmUre system.

412 How HIV/AILS s transmitted !

4121  Unprotected sex with an HIV infected persan,
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4122  From an infecied maother 10 her child (during pregnancy, at
birth through breast feeding):

4,123 Intravenous drug use with contaminated negdles;
4124, Transfusion with infected blood and blood products; and

4125  Unsale, unprotected contact with infected blood and bleeding
wounds of an infected person.

4113 Isthere acure?

4131 No. However, thera are antiretroviral drug combinations 1hat
are available when properfy used, result in prolonged survival of
people with HIV. Holistic care of people lving with HIV-AIDS and
comprehensive  trealment of  opportunistic  nfechons also
drarnatically improve guality of life

5. GUIDELINES
5 1. Prevontive Strategies
51.1. Conduct of HiV-AIDS Education,

51.1.1  Who will conduct?
The Medical Clinic of [ploy Irc._in coardination with the Health and
safety Committee shall conduct HIV-AIDS education to all employees
far free. This shall atso form part of the grientation of newly hired
employees. Tha standardized information package develrped by the
Department of Labor and Employment (DOLE] may be used for this
PUFPOSE.

5112  How will it be conducted?
The HIV-AIDS education will be conducled through distribution and
posting of IEC materials, iectures, counselling and training . and
information an adherence to standard or unlversal precautions in the
warkplice

£ 1.7 Screening, Diagnosis, Treatment and Reférral to Health Care Services

5.1.2.1, Screening for HIY: as-a prerequisite to employment 15 not
mandatery,

51212 The company shall encourage positive health seeking behawor
through Voluntary Counseling and Tasting
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51.2.3. The company shall establish a referral system and provide
“ccess to disgnostic and tréatment services for its workers. Referral
10 Social Hygiene Clinics of LGU for MIV screening shall be facilitated

by the company’s medical clinic staff

51.2.4, The company shall lkewise farilitate access to livelihood
assistance for the affected employee and his/her families, being

offered by other government agencies,
6, SOCIAL POLICY

6.1 Non-discriminatory Policy and Practices

6.1.1. Discrimination 0 any forrm  from  presemployment Lo post-

emplayment, including niring, promotlon or
employment based on the actual, percelved
an individual is prohibited,

6.1.2. Warkplace management of sick employess
any other iliness.

assignment, termination af
or suspected HIV status of

chall not differ fram that of

61,3, Discriminatory act done by an officer or an employes aganst their
co-officer or co-employee shall likewise he pefalized.

&.2. Confidentiality/Non-Disclosure Policy

§.7.1. Access o personal data relating 1o a worker's HIV status shall be
bound by the rules of confidentiality consstent with provisions of RA

g504 and the ILO Code of Practice

£3.2. |ob applicants and workers shall not be compelled to disclose their
H v/ A0S status and other related medical Information.

623, Co-employees shall not be obliged to reveal any parsanal information
relating to the HIV/AIDS status of fellow wor kirs:

6.3, Work-Arcommodation and Arrangement

§.3.1. The company shall take measures 12
employees with AIDS refated ilinesses

reasonably Accommodate

£32 Agreements made between the company and employees

representatives. shall reflect measures that

will support workers with

HIV/AIDS through flesible leave arrangements, rescheduling of working

time and arrangement lor return to wiork.
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer’s Responsibilities

7.1.1. The Company, together with employees/ labor organizations, company
focal personnel for human resgurces, safety and health personnel shall
develop, implement, manitor and avaluate the workplace policy and
program on HIV/AIDS.

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

713 Ensure non-discriminatory practices in the workplace and that the
policy and program adheres 1o existing legisiations and guidelines

7.1.4. Ensure confidentality of the health statud of its employees and the
access ta medical records is limited to authorized personnel.

715, The Company, through its Human Resources Department, shall see to
it that their company policy and program is adequately funded and made
known 1o all employees:

716 The Health and Safety Committee, together with employees/ labor
arganizations shall jointly review the policy and program and continue to
improve these by networking with government and organizations
promating HIV prevention

1.2, Employees' Responsibliities

731, The employee's organization shall yndertake an active role In
educating and training their members an HIV prevention and control,
Protmole and practice a healthy lifestyle with emphasis on avaoiding high
rick behavior and other risk factors that expose workers to increased risk
of HIV infection.

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

7.2.3. Employees and their organization shall not have access 1o personnel
data refating to a worker's HIV status.

7.24. Employess shall comply with universal precaution and  preventive
MEASUIes,
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8 IMPLEMENTATION AND MONITORING

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

g, EFFECTIVITY

9.1, This Policy shall take place effective immediately and shall be made known 1o
every employee.

Prepared by: J_@_ﬂn ingl LL-CS!'W -

HMuman Resources

- JGargariilo Ir.
D'In(eu:mrxnf pRFations
Ny \

Approved by; Yisroel Y. Gissinger
CE0
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Date : lanuary 1, 2018
To - ALL EMPLOYEES CONCERNED
From - Human Resources
Thiru : Operations Manager
Subject  : WORKPLACE POLICY AND PROGRAM OM TUBERCULOSIS (TB) PREVENTION
AND COMTROL
1. OBIECTIVE

1.1.Ta assist the gavernment in its campaign against Tuberculosis (TB) in complance
with the Department of Labor and Employment's Department Order No. F305,
sarigs of 2005 = Guidelines for the implamentation of Policy and Program on
Tuberculasis (TB) Prevention and cantrol in the \Warkplace.

1.2 To provide initiatives to prevent the putbreak and spread of tubercuiosis in the
workplace, and to treal, care, and support employees who become afflicted with
tuberculasis

1. COVERAGE
2.1, This Program shall-apply to-all prrployees repgardiess of their emplayment status

3, POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosls, as well as the
treatment, rehabilitation, and restaration 1o work of employees whe contract

this disease. To achieve this goal, all nm@_mgmmm_tundem
an annual ical examination with the requisite t Ty,

4.9 Alsa, In line with this, @ TB awareness program shall be undertaken throogh
information-dissemination, which shall include (is nature, frequency (GCCurrence
in @ selected population) and Lraristrission, treatrent with Directly Observed
Treatment Short Course (DOTS), and contral and managerment of TB In the
workplace. This shall be handled by the Office of Health Services [Infirmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and oifice of Human Resource through the company's accredited
health provider,

3.3, The DOTS is & comprehensive strategy 1o contral T, and s compased of five
components, which are.

3131 Poltical will or commitment to enduring sustained and quality T
treatment and control activitles;

333 Case detection by sputum-smear microscopy  among  symptomatic
patignls;
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333 Standard short-course chemolherapy using repimens of 6108 manths for
all confirmed active TH cases [i.e., smear positive-ar those validated by the
TB Diagrostic Commities). Comiplete drug Taking through  direct
ohservation by a designated treatmenl partner, during the whole course ol
the treatment regimen;

334 A regular, uninterrupted supply of all anti-tiberculosis drugs and other
miaterials;

345 A standard recording and reporting system that allows assessment of case
finding and treatment outcomas far each patient and of tuberculosis control
program's perlormance gverall

1 4.Employess must be given proper information on ways of strengthening their
jmmune responses against TB infection, ie, information on good nutrition,
adequale rast, avoidance of tobacco and alcohul, and good personal hygene
practices. However, |t should be underscoredl that intensive efferts in the
prevention of the spread of the disease must be geared towards accurate
information on its etlology and complete performance overall

3 5 Improving workplace conditions:

354 To ensure thal contamination from TR airbome particles 5 controlled,
workplaces must provide adequate and appropriale ventllation {DOLE
Oecupational Safety and Health Standards, OSH3, fule 1076.01] and thers
shall be adequate sanitary facilities far warkers.

352 The number of employees in a work area shall not exceed the required
pumber for a specified area and shall observe the standard for space
requirement. [O5HS Rule 1062)

3.6.Capability building on TR awareness raising and training on TB case Finding, Case
Hotding, Reporting antd Recording of cases and the implementation of DOTS shall
be given to Company health persannel or the occupational salety and health
commitiee,

3.7.5ocial Policies:

3.7.1. Non-discrimination: Empleyess who FRave or had TB shall not be
discriminated apainst. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled 1o work for as lang as they are
certified by the Company’s accredited health provider as medically fit and
chall be restored to wark as soon as their lingss is contralled.

372, Work Accommodation: Through agreements made between the
management and the emplayess, work accommodation measures 1o
support  employees with TB is encouraged  through  Tlexible  leave
arrangements, rescheduling of working times, and arrangements [or return
to wark,
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373 Restoration to Work: The emlayes may be sllowed 1o return to wiork
with reasonable working arrangements as determined by the Company's
Hiealth Care Provider and/or the DOTS provider.

3.8 Employee Responsibility

381 Employess who have symploms of T8 shall immediately seek assistance
fram the Company’s Health Services Prowder

3811 Anemployee who has the symptoms af TR is required ta initially
wear-a face mask (especially while Inside the office) and observe good
hygiene practices, at least until declared by a competent medical
practitioner to be safe from transmission,

3812,  Similarly, for those at risk, Le., those with family members with TB
or thase exposed 10 a co-employee with TB, it would be prudent to
ohserve the same good bBygiene praclices untll dectared free fram the:
dizease and safe from transmission,

382 Once diagnosed to be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or-a private
physician of the employes’s choice. However, it 1§ Imperalive that the ong
strictly adheres to the course of (reatment. Falling to dutifully abserve the
treatment course may give rise to com plications, such as resistance or even
the failure of treatment, which may ik W harder to treal the Infection and
result in a longer absence.

3821 An sbsence from work due to medical reasons of over six [&]
manths may resull in the termination of one's smployment as
provided for by the Labor Code of the Philippines under Art. 284 -
Disease as Ground for Termination.

3.83. Employees are required 1o undergo an - annual campulsory chest X-ray
through the Annual Physical Examination. If far any reason an employes
fails to secure a chest x-ray at that time, he/she chall be directed 1o secure a
thiest xeray at an accredited clinic by his/her resgecthve infirrmary/ Health
Services.

3.9, The Company shall ensure that any T8 pecurrence ih the workplpce s traced and
that all contacts.are clincally assessed, as much as feasible.

310, An employee afflicted with T8, wha has voluntarily undergone the
treatment and rehabilitation grogram {DOTS) prescriped, and whao s finally
declared 10 be in a non-communicable stage, may be allowed back to work
subject 10 being given a medical clearance by a Company designated physician

31L Employees. (those affiicted with the dispase or those wentified under
contact tracing) ~wha refuse to cooperate  and dutifulty observe lawful
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instructions (underge a medical check-up and/or treatment], may be subject 1o
disciplinary action proceedings for msubardination [the: penalty of which may
range up to the termination of one’s gmpioyment)

4. PROCEDURE

4.1 The respective Heaith Services of the Company {and/or the contracted Health
Services Provider) shall coprdinate with the Occupational Safety and Health
Center who shall provide preventive and technical  assistance i the
implementation of the Workplace TH Control and Management Program

4.2.An employes who urdergoes the Annual Physical Examination with the regquisite
ehiest %-ray will have hisfher medical record forwarged to company. clinc/HRD,
Ernployees who fail to undergo the requisite ann ual ehest w-ray shall tbe directed
1o secure one at an accredited clime or by his/her preferred Infirmary/Health
Services.

421, Those with medical findings shall be required 1o undergo further medical
check-up. All medical records in connection with this second/ further check:
up shall be submitted o company clinic/HREG and hisfher respective
Infirrmary/Health Services

423 The employee shall then éootdinate with campany clinic/HRD and his/her
respectiva Infirmary/fHealth Services for the: nest s.eps

4.3.An amployes who issuspecied 1o be afflicted with TB, whether as a direct suspect
or by contact tracing  shall cooperale fully - with hisfhar respeciive
Infirmary/Health Services [atedfor the contracted Health Services provider) If
the employee tests positive for T8, the amployes shall undergo the DOTS
program Lo s completion.

a:4.0f the employes needs to undergo a leave ol absence to récuperate, hefshe will
be allowed to use the appropriate leave before hifshe may réquest 10 be
permitted to go on a Leave of Absence without Pay [LOA)

441, The employee shall pbserve the requisite procedure in applying for a
Teave.

4.4.2, The Unit corcerned shall ensure thal Lhe requisite procedites arg
phserved by the employes and that the company clinic s duly informed.

4.5 An employes may beallowed 1o go on a medical leave of absence (without pay)
for & maximum perigd of six (6} mombs, The concerned employes shall submit
an application tor a leave of abmence pelore poing on leave. Said leave
application shall be sublect Lo approval al the <ple discretion of the Company
Manapement.

451 Thesame procedures under 4.2.1 to 4.2.2 shall be observed.
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4.6 After treatment, With @ maximum period of six |6) months on leave et hout [y,
an employes found to be cured or i a non-communicabie stage of T8 may be
allowed back to work, provided that the ermployes’s health shall continue 1o b
manitored during the annual physical examinstion with the requisite chest ke rsy
or as may be deemed necessary by the Uit Health Services (Infirmary] or
cantracted Mealth Services provider

4 7.The employes returming 1o work shall be reguired by the Managerment 10 secure
a medical clearance fram & medical doctor chosen by the Company before being
allowed 16 return to work:

4.8 The HRD will initiate disciplinary proceedings against any empioyes found fo Puaive
discontinued traatment in defiance af medical advice, or who refuses [0 undergo
the full treatment course prescribed. Likewise, employess who are ordered 10
undergo a check-up due ta rontact bracig but refuse to do 5o will also face
disciplinary action proceedings. In both cases, thé maximum sanctian apphcatie
for insubordination will be the termination of ane’s employment, il it is deermed
warranted

5. IMPLEMENTATION AND MONITORING

5 1. The Safety and Health Committée or 1i5 €0 unterpart shall periodically monitor and
evaluate the implementation of this Policy and Program

6. EFFECTWVITY

B.1,This Policy shall take place effective lipmriediataly and‘shall be made known 10
pvery employee,

[l

Prepared by: Jo H

Hurhiar Resources

Approved by: Yisroei ¥ Gissinger
CED
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Date : February 22, 2018
To . ALL EMPLOYEES CONCERNED
Fram : Human Resources
Thru : Operations Manage?

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. QHECTIVE

1, Llploy Inc. is committed 1o confarm to the established standards assurance of
customer satisfaction, protection of our enviranmant and health and safety in
{he workplaces.

1.2, The company promaotes and ensures a healthy anvimanment through its vanous
health programs to safeguard Its employees, And as part ol the Lampany’s
rampliance 1o DOLE Department Adwisary tlo, 05, Series of 2010 (Guidelines for
the Implementation of a Workplace Palicy and Program on Hepatitis B, this
Program has been developed. This program = aimed 10 address the stigma
attached to hepatitis B and to ensure that the employees' night againsl
discrimination and confidentiality is mairtained,

1.3.This guideling s formulated for everybody's Infarmation and raference for the
diagniosts, treatment, and prevention of Hepatilis B This will inform the
employees of their role as well as the company in dealing with Hepatitis B. A
healthy environment encompasses a gaod warking relatipnship and great output
for continuous business growth.
2. COVERAGE
2.1 This Program shall apply o all emplayees regardiess of their employment s1atis
3, POLICY STATEMENT
4.1 Implementing Structure
3.1.1. Iploy Inc. Hepatitis B workplace policy and-program shall be managed by
its health and safety commitiee. Each division or department of the
Company shall be duly represanted.
1.7 Guidelines
3.2.1. Education

3211, Hepatitls 8 shall be conducted thirough distribution and posting of
|EC materials and counselling and/ or lectures; and
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3217  Hepatitis B education shall be spearheaded by Iplay Inc. padical
Cliric i close coordirmation with the hrealth and safety commitiee

3220 Preventive Strategies

1321 Al employees are encouraged to be immunized against Hegatitis
B after secunng clegrance from thair physician.

3.2.22.  Workplace sanitation and proper wasts management and disposal
shall be monitored by the heaith and safety committee an a regulir
basis,

3223 Parsonal protective equipment shall be made available at all times
faeall employees; and

3.2.2.4, Employess will be glven training and information on adhérence 1o
standards or uriversal precautions in ihe workplace.

4. SOCIAL POLICY
411.1. Mon-diseriminatory Palicy and Practices

41111 Thisre shall be no dsgrimination of sny Torm  Aains
empioyees on the basis of their Hepatitls B stalus consistent with
the intermational agreements on non-discrinination ratified by
the Philippines (1ILD C111). Employees shall not:be discriminated
apainst, from pre to post employment, including hiring,
promotion, or assgnment pecause of thelr hepatitis B status,

. e 1 1, o Workplace management af sick employees shall not diffar
from that of any other iliness. Persons with Hepatins i related
llinesses may work for a5 long as they are medically fit to work,

4112 Confidentiality

41121 Job applicants and employess shall not be compelied 1o
disclose their Hepatitis B status and other related  medical
information, Co-employees shall not be obliged to raveal any
personal information About their fellow. employees, Access 1o
personat data relating to employes’s Hepatitls B status shall be
bound by the rules an confidentiality and shall be strictly limited
to medical personne! or if legally reguired:

4113  Work-Accommadation and Arrangemant
4.1.1.3.1, The company shall take measures 10 reasanably

atcommodate employiées-who are Hepatits B positive or with
Hepatitis B - refated ilinesses
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41132 Through dgreements made between management and
employees’ representative, Measures te support employees with
Hepatitis B are encouraged to work through flexible leave
arrangements; reschiduling of working time and arrangement tor
return 1o wark.

4.1.14 Sereening, Diagnosis, Treptment and Referral to Health Care
Services

41141 The company shall establish a referral system and provide
seeess to-diagnostic and treatment services for its employees for
approprate medical evaluation/ monitoring and management

41142 Adherence to the puidelnes for healthcare providers an
the evaluation of Hepatitis B positive employess 5 BEhly
entouraged.

41143 Serpening for Hepatilis B as @ prerequisine o employment
shall not be mandatory

4,115 Compensalion

41151 The company shall provide access [0 soctal Security
System and Employees Cormpansalian benefits under PD 626 to
an empioyee contracted with Hepatitis B infection in the
performance of his duty,

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
B.ind, Employer's Respansibilities

51111 Managament, together with amployess’ organizaticns,
company focal personnel for human resources, and safety and
health persannel shall develop, implement, montar and evaluate
the workolace policy and program on Hepatitis B

51,112 The Health and Safety Committee shall ensurg that thaeie
company policy and program 15 adequately funded and made
knpwn Lo all employess.

¢ 1.1.13. The Human Resources Department shall ensure that thei
policy and program adhere to existing legislatons and Ruidelinas,
including provisions on leaves, benefits and insurance.

1114 Management shall prowde information, pducation and
training on-  Hepatitls B for fis workforce congistenl with the
standardized basic information package developed by the
Hepatitis B TWG; i not available within the astablishment, then
provide acLess to information
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S.115%: The: company shall ensare non-diseriminatony practices in
the workplace.

51116 The management fogether with the company focal
personnel for human resources. and safety and heaith shail
provide approptiate personal protective eguipment 10 prevent
Hepatitis B exposure, especially for empioyees exposed 1o
potentially contaminated biood or by Fluid

51117 The Health and Safety Committes, together with the
employees' organizations shall jointly review the policy and
program for etfectivieness and continue to improve thase by
natworking . with government and crganiations pramoting
Hepatibs B prévention

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

51118 The human resources shall ensure that access to rmedical
records s limited to authorized personnal.

5112 Fmployees Responsibilities

L e e The employees” organization (s required 1o undertake an

active role in educating and training their members on Hepatitis

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

promoting and practicing a healthy lifestyle with emphasis on

avoiding  high risk Dehavior and other risk factors. that

expose employees to Increased risk of Hegpatitis B

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

L I T B Employees shafl practice non-giscriminatory. acts: against
co-employveeson the ground of Hepatitis B status.

51.1.23 Employees and their organizations shall not have access (o
persorirel data retating 1o an employes’s Hepatitis B status: The
rules Bf confidentiality shall apply in carrying out wnion and
organization functions,

51134 Employees shall comply with the uriversal precaution and
the preventive measures.

5.1.3.2:5. Employees with Hepatitis & may infarrm the health care
provider of the company physician on their Hepatitis B status,
that is, if their wark activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive at risk
for- aggravation.
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6 IMPLEMENTATION AND MONITORING
6.1 Within the estabiiishment, the implementation of the policy and program shall be
manitored and evaluated penodically. The safety and health committee or its
counterpart shall be tasked for this purpase.

7. EFFECTIVITY

71.This Policy shall take place effective immediately and shall be made known Lo
pyery employes

i |_-1\%-1‘l-\
Prepared by: Jo H. . Wdelecio

Humart Resources

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

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. QBJECTIVE

1.1 In comphance with Article ¥V af Republic Act No. 9165, otherwise kriown as
the Comprehansive Dangerous Drugs Act of 2002, and its Implementing RAules
and Regulations and DOLE Department Order Mo 5303, veries of 2003
(Guidelines for the Implementation of a Drup-Free Workplace Policies and
Programs for the Private gector), Iploy Inc. hereby adopts the following
policies and programs (o achigve a drug-free workplace,

1.7, Company policy 15 Ta malntaln a workplace frée of legal drugs: To ensure
that the objectives of the com pany's corporate policy are met, thie cottipany
Is implementing this drug-free program. The program will have the following
elements:

2. COVERAGE

2.1 This Program shall apply to all emplayees regardless of their employment
status.

3. POLICY STATEMENT

3.1 The use, passession, solicitation for, or sale of dangerous drugs on company
premises of while perorming an assignment

1.7 Being impaired or under the influence of dangerous drugs away from the
company, if such impairment or influence adversely affects the employee’s
woirk performance, the satety of the employee or of others, ar puts at sk
tha-company's reputation

3.3 Possession, use, solicitation for, of sale of dangerous drugs away from the
cOmpany premises, it such activity or nvolvement adversely affects the
employee's work performance, the safety of the employes or of athers, or
puts at risk the cafmpany’s reputation

3.4 The presence of any detectable amount of dangerous drugs in the
employes's system while at wark, while on the premises of the compary, o
while on company business, "Dangerous Drugs” include those listed in the
¢chedules annexed 10 the 1961 Single Convention ‘on Narcotic Drugs, a5
amended by the 1972 Protacol, and in the Srhedules annexed to the 1971
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Single Convention on Psychotropic Substances as grumerated in the
attached annex of RA 9165

4. MANDATORY DRUG TEST

4.1,

4.2

4.3

To ensure that only those quatified shall be sereened and recruited to prevent
the detnimental effects (eg. lower productivity; poar decision  making;
increased occidents; 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-emplayment.

Iploy Inc. designates company accredited or -affiiated center, 3 duly
sceradited drug testing center by the Department of Health {DOH), as its
authorized drug testing laboratory

The Company may aiso conduct drug testing under any of the following
gitcumstances:

4,31, RANDOM TESTING: Officerfemployees may be selected at random for
drug testing at any interval dotermined by the Company.

439 FOR-CAUSE TESTING: The.company may ask an officerfemployee to
cuibimit to @ drug test at any time it feels that the employes may be under
the influence of drugs, including, but not imited to, the following
circumsiances, evidence of drugs on or aboul the employee’s person.or
in the employee's vicinity, unusual conduet on the employee's part that
suggests impairment  ©r influence of drugs, negative performance
pattems, Oor ExCessive and unexplained absenteeism of tardingss

4.3.3. POST-ACCIDENT TESTING: Any officerfemployee involved in @ "Near-
Miss” Incident or "Work Accident” under circumstances that supgest
possible use or Influence of drugs may be asked 1o submit to a drug test
a¢ defined herein, “Mear-Miss" means an incident arising from or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage 1o the emplayer had it not been
curtailed.  “Weork  Accident” refers  ta  unplanned or unexpected
pecurrence that may of may not result in persomal Injury, property
damage, work stoppage of interference or any combination thereol of
which arises out of and in the course of employment,

434 Al drug tests shall emplay, amang others, two (7] testing methoeds, the
screening test which will determinge the positive result as well as the type
of the drug used-and the confirmatary test which will canfirm a positive
sereening  test. Where  the canfirmatary  test turns  positive, the
company’s Assessment Team shall evaluate the results and determine
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ik lovel of care and administrative interventions that can be extended
tothie concermed employee

435, |ploy Inc.shall inform the officer/employes who was subjected o a
drug test of the test-results whether positive or negative.

436, All costs of drug testing shill be borne by lploy Inc
5. THEATMENT, REHABILITATION, AND REFERRAL

5.1, An officer/femployee who, for the first time, 15 found positive of drug wse,
shall be referred for treatment and/or rehabilitation n a DOH accradited
center. For this purpose, lplay Inc shall provide a list of at least three (3)
sceredited facilities which an employee who was tested positive for drugs
may choose from.

5.7, Following rehabilitation, the company's Assessment Team, in consultation
with the head of the rehabilitation center, chall evaluate the status of the
drug dependent employes and recommend to the employer the resumption
of the employee's job if he/she poses no serious danger to hisfher co
employees and/or the workpiace

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

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

6. ADVOCACY, EDUCATION AND TRAINING

£.1, Iploy Inc. undertakes 10 increase the awareness and education of its afficers
and employees on the: adverse effects of dangerous drugs through
continuous advocacy, education and training programsfactivities 1o all s
afficers and employees.

6.2 All officers and emplayges are required 1o undergo an onentation/education
program befare assumption af their respective duties, The program shall
include the following topics:

621, Salient features of A 9165,

6317 Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community;
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B.3:

£.2.3, Preventive measures against drug abuse; and

B.2.4, Stepsto take when intervention ks needed, as weil as avatlable services
for treatment and rehabilitation

Ta encourage all officers and employees to lead a healthy lifestyle while at
work-and at home, Iploy Inc. undertakes 1o ponduct the following activities as
aften as possible:

631 Lifestyle assessment programs o0 health nutrition,  weight
management, stress management, alcohol abuse, smaoking cessation, and
other indicators of risk diseases;

§.3.2. Health weliness screenings {e.g. blood pressure and  heart  rofe,
cholesterol test, blood glicase, e1c.)

6.3:3. Sports, recreational and fun-game activities; and

3.4 Other activities promoting health and wellness

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1

Pt &

T3

lplay Inc. shall ensure that the workplace policies and programs on the

prevention and control of dangerous drugs, ineluding drug testing, shall be
dicseminated to all officers and employees. The pmployer shall obtain.a
written acknowledgement from the employees that the policy has been read
and understood by them

Iplay Inc. shall maintain the confidentiality of all informaton relating to drug
tests or 1o the identification of diug users in the workplace; exceptions may
be madi only where required by faw, in case of overriding public health and
safety concerns, of where such exceptions have been authorized in writing by
the persan concerned

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

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1

8.2,

. Any officer or employee who uses, possesses, distributes, sells or attermpts ta

sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article It of RA 9165 and s Implementing
Rules and Repulations shall be subject to the pertinent provisions of the said
ACt

Any officer ar employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Rook Vi of the Labor Code and under RA 9165.
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5. IMPLEMENTATION AND MONITORING
911 The implementation of these pohcies and programs shall be manitored
and evaluated periodically by management to ensure a drug-free
workplace. For this purpose, an Assessment Team.shall be constituted in
accardance with 0.0 53-03
10, EFFECTIVITY

10:1 This Policy shall take place effective immediately and shall be made
known to every employee,

11. ATTACHEMENT

1.1, Drug-Free Workplace Policy and Program Acknowledgement

n I\I ]li-nf
Prepared by jo Ha' A&;J\é['."ﬁelaciu
Human Resources

Approved by; Yisroel ¥, Gissinger
CEOD
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Drug-Free Waorkplace Program Acknowiedgerment

| hereby acknowledge that | have recaived and read Iploy Inc. Drug-Free Workplace Folicy
and Program, @ summary of the drugs which may atter ar affect a drug test and a list of
local Employee Assistance Program providers or local drug and alcoho! tréatment
programs. | have had an agportunity 1o have all aspects of this material fully miplained. |
also understand that | must abide by the Program as a candition of initial andfor
continued employment, and any violation riay rasult lo disciplinary action up to and
including termination,

| alsa undarstand that during my employrent | may be required to submit 1o tasting for
the presence of drugs or alcohal in ny hody. | understand that subsmission to such testing
s 2 condition of employment with [Company], and disciplinary action up toand including
termination may result if:

1) | refuse to consent 1o testing.

2 | refuse to execute all forms of consent and relpate af liahility thit are usualiy-and
reasonably assoclated with such examinations.

1 | refuse to authorize reloase of the test resuits to the company

A} The teets establish a violation of [Company]'s Drug-Free Workplace Pokicy,
51 I otherwise violate the policy

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

The undersigned further states Lhal hefshe has read and understands the above
acknowledgement and signs below of hisfher awn free will

SIGNATURE ATE

WITHESS DATE
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Date s January 1, 2018
To + ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subjert  : WORKPLACE POLICY AND PROGRAN ON ANTI-SEXUAL HARASSMENT

1. OBJECTIVE

1.1, The following policies and procedure are hereby Issued by Iploy Inc. Lo
prevent sexual harassment in its workplace and 1o provide the procedure for
the resolution, settlement and/or disposition of sexual harassmenl cases

2. COVERAGE

2.1, This Program shall apply to all employess regardiess of their employment
status

4, POLICY STATEMENT

3.1. Iploy Inc, believes that em ployees should be afforded the opportunity 1o work
in an enviranment free of sexual harassment Sewial harassment is a form of
misconduct that undermines the employment relationship.  No employee,
gither male or female, should be subjected verbally or physically 1o
urisolicited and unwelcame sexual bvertures or conduct

3.2, Sexual harassment refers 1o behavior that is not welcome, that 15 personally
offensive, debilitates morale: and, therefore, interferes with  work
ffectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
arented conduct which 15 offensive or objectionable to the recipent,
including, But not limited to, epithets, derogatory of SUgEEstive comments,
slurs or gestures and offensive posters, cartoons, pictures, of drawings.

3.3, Iploy Inc, will mot Lolerate any behavior that amounts o sexusl harassment
and any officer or employee found o have committed sexual harassment
shall be subjected to disciplinary action, up to and including dismissal,

3.4, DEFINITION OF SEXUAL HARASSMENT

iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA. 7877 It provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person whio, having authority,
influence or moral ascendancy over another in a work environment, demands,
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requires or othenwise requires any sexual favor from the other, regardiess of
whether the dermand, requests or requirement for submission is accepted by
the object of sad Act

In a work-related or emplayment ehvironment, sexual harassment |5
committed when:

341 The sexual favor is made as a candition in the hiring or in the
emplayment, re-employment,  oF cantinued employment of said
individual, or in granting saka indmidual 1avorable compensation, terms of
canditions, promotions, of privileges; of the refusal to grant the sexual
favor results in imiting, segregating or classifying the employee which in
any way would discriminate, deprive of diminish  employment
opportunities or ptherwise adversely affect said employee;

2142 the above acts would impair thi employees’ rights of privileges under
gxisting labor laws; ar

3.4.3, the above acts would result in an Intimidating, hostile, of offensive
environment for the employee.

35  WHERE SEXUAL HARASSMENT 15 COMMITED

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

351 |n of outside the office bullding or traihing site;

3157, atoffice or training-related social functions;

353, inthe course of work assignments outside the office,

3.5.4. atwork-related conferences, studies or training 5essi0ns; or
355 during work related travel.

3 6, FORMS OF SEXUAL HARASSMENT
Sexyal harassment may be commitied inany of the fallowing forms

36.1. Dvert sexual advances;

36.2. Unwelcome or improper gestures of affection;

16.3. Reguest or demand for sexual favors including but not limited to going
ot an dates, outings, or the ke for the same purpose;

3.6.4. Any other act or conduct of & sexual nature of for purposes of sexual
gratification which is generally annoying, disgusting or offensive 1o the
yictim,
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3.8

WHAT 15 NOT SEXUAL HARASSMENT

Sexual harassment does riot refer (o orcasional compliments of a socially
acceptable nature. It refers to behavior that & not welraome, that is
persanally offensive, that debilitates morale, and that, therefore, interferes
with work effectiveness.

EMPLOYER'S RESPONSIBILITY

lploy Inc. undertakes 1o provide a5 officers and ermployees: a work
snvironment free of sexual harassment by management personnel, by co-
workars and by othars with whom officers and employees must interact in
the course of their employment in Iplay Inc, sexual harassment is specifically
prohibited as unlawful and asa violation of company policy, The company is
responsible for preventing spwual harassment in the workplace, lor taking
jmmediate corrective action (o Stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4, PROCEDURE

4.1

4.2,

COMPLAINT PROCEDURE

411 Any officer or employee, who experiences or witnesses any act of
cexiial harassment in the workplace, shall report the same imimediately
to the Committee on Decorum and Investigatian They may also report
acte of sexual harassment to any other member of lploy Inc
management or ownership, All allegations of soxnual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential anel that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation s completed, all parties will be informed of the
putcome of the investigation

4.1.2, A Committes on Decorum and Investigation shall be constituted and
chall be composed of the management and the employeeas’
representative to receve complaints, investigate and hear sexual
harassment cases, The Committee shall develop its own rules in the
settiement and disposition of sexual harassment cases. The Commitiee
shall also develop and implement programs 10 increase understanding
and awareness about sexuat harassment

RETALIATION
4.21. iploy Inc. will permit na employment-based retaliation apainst anyone

who brings a complaint of spxual harassment or who speaks a5 @ witness
in the investigation of a complaint of sexual harassment




~ ~

oo vl @iﬂﬂy

Pescadunes Anard Cebi Basimss Park
e Dy G003

4,3, WRITTEN POLICY

431 Al officers and employees of iploy Inc. shall receive a copy of the
rompany's sexual harassment policy upan assumption of thetr respective
affices. If at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorurmn, If
iploy Inc. should amend. or modify its sexual harassment policy, all
officers and employees will receive an indwidual copy of the amended or
modified palicy.

5. COMFIDENTIALITY

5.1 At the commencemant of the investigation procedure at the Committes,
starting from the filing of a written complaint, or the manifestation of an
abjection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read; and. testimonies hearedd, will be kept under
the strictest confidence, It is the intention of iploy Inc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved for 3ll 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 12
every employes

Approved by: Yisroel Y. Gissinges
CED
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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 5K - Phone
Junamel Brigoll CSH - Phone

Submitted by:

CED
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DATE : April 3, 2018

To ALL EMPLOYEES

FROM : HUMAN RESOURCES DF PARTMENT
THRU OPERATIONS MANAGEMENT
SUBIECT ! MEMO: RESTROOM GUIDELINES

Iploy Ing, provides unisex restrooms avaliable s¢ that employees can pse themwhen they need
to do 50, One s located inside the operation fhaer and second is in the hallway outside the
aperation floor. However, those who are uncomforiable, has issue with the unisex restroom,
we have a separate single, private restrooam available lor use.

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

Furthermaore, it is essential that all employees should comply and observe the rastroom
etiguette:

s Knock if the cubicle agpears to be oocupled. Don't peek under the doors

o |ock the cubicle donorwhen you enters

o Stand close enough to the pan or urinal <o you dan't wet the seat, walls or
Hoar

»  Flush the toilet alter use and wipe off the tollet seat for the next user

s Paper towels go in the trash can, not on the fleer or in the 1oilet bawl

s Wish your hands to prevent the spread of colds and the flu

s Please use water and paper towels consernatively

For vour infermation and guidance,

N/t Catines

Aty B

Obfin 24
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Febinuary 27, 2018

To ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT
THRL OPERATIONS MANAGER

SURIECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tollowing Is Issued (o ensure the effective enforcement and strict observance of all
vmployees on offlice atlendance and punctuality

To ensure effective implementation and monitoring of office security

L

2,

3

8.

g.
10.

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

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

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

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

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

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

Mo tailgating

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

Mo employees are allowed to stay in the waiting area for applicant.

Employees whao left/lost their 1Ds will get temporary 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

For guidance and strict compliance,

Resources R
e m% Kol 0
f
o Noyr /
Alfredo Ca lo Jr.

Dirb&ur ofl0perations

oforfrd

Scanned by CamScanner
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DATE ' Movember 17, 2021

T0 2 ALL EMPLOYEES

FROM - HUMAN RESQURCES

SUBIECT 2 LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

ONE LOCKER ONLY per employes. MO sharing of lockers.

MO storing of perishabie foods/leftovers inside the locker.

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

NO transferring of lockers. Transferring of lockers is sublect to approval.

Checking/audit will be done from time to time and ance unassigned lockers are being used, they

will be forced open, and the company will not be liable for padiock replacement nor

reimbursement.

«  Any sort of action that may result in damage 1o property is strictly prohibited. This includes but is
nat lmited to graffitljvandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs' knowledge or consent, ete.

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

« The company is not responsible for loss or missing [tems due to the owner's negligence.

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

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

» WO LOITERING inside the locker room
Unassigned Lockers with cable ties should not be opened,

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

This Memorandiem shall take effect on November 22, 2021

Failure to comply will be dealt accordingly.

Prepared by: Moted by;
[ 7

e b
General Manager [Direc rations

governing the iPloy Locker Policy.

. (abipa¢  0b/w72] 7N
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DATE 1 Apnl 3, 2018

1] : ALL EMPLOYEES

FROM HUMAMN RESOURCES DEPARTMENT
THRU - OPERATIONS MANAGER

SUBIECT MEMO: CALL IN FOR OUT OF OFFICE

Ini order to propétly monitor out of office empliyees, a new process Lo call in/report absence will
be implemented effective Manday, Apnl 9, 2018

Guidelines:

1, 'In cases of late and/ar absences, employee should report to Human Resources through
SRS ar Call wia HR hatiing: 09177049 7004
2. Notification should contain the following informiation:
a. Compiete (real) Nams
b, Deparfment
¢ Team Leader
d. Callin for; {Whole day Absent, Half-day Absent, Late}
e, Heason
3 HR will be the one 10 send natification 1o Operations Management
Ma call in should be communicated through Team leads or any other employes. |t should
be dione by the employee or his/her refatives
5 Notification should be at least two (2] hours before the emiployes’s shift
& ifan employes is advised 1o resy/confined in the hospital, number of rest days as adwsed
by the physician should be indicated. Otherwise, employee must send notification daily
7. Fallure to notify will be tagged as No Call, No Show and/or unscheduled absence and will
te dealt with according to our Code of Conduct and Discigline

For your guidance and strict compliance

e Qo ks e 03/
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Fabruary 18, 2020

Ta ] ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBIECT H ATTEMDAMCE BOMUS 2020

A6 we end the year 2019, iPloy would like to set clear key procedures and policies. This memorandum Serves as
raminder ta be followad:

PAYROLL

1. Immaculate Attendance Bonut i3 far employees with parfact atendance, Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertims and overbreak, Fallure to punch in = out far
breaks will also disqualily the employee. No waivers will b ghven.

3. Tardiess, Undertime and Over breaks will be deducted from the amployee's pay

3, Employees who tendered their resignation before the release of the Sign On Bonus [First Hall or Second Half) will
Ne longer be eligible to recetue It

4, Employess qualified for the Sign On Bonus {Fir<t Half or Second Half] will receive it on the 30" of the succeading
month from eligibility.

5. Eligibility for the annual merit increase is based on overall performance and management discration. Pay aut is
at management’s discretion,

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

. 1 day absence ~ the medical certificate must be dated an the day of absence or the nextday. if the absence
falls an o Friday, the medical certificate must be dared the Saturday that immadiately foilows - at the latest. It
cannot be dated an the day that the agent iz 1o report back to wiork.

. 2 daye absence - the medical certificate mist be dated on the Initial day of absence or the next day. Il the
absence falls an a Thursday, the medical certificate must be dated gither that Thursday or the next day = at the

|atest, It cannot be dated on the Saturday that immediately follows or that Monday that the agent is to report back
1o work.

. 1 days of absence or longer - the medical certificate must be dated on the Inltial 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 bo rest ks inclusive of rest days,

o Ex: If the agent is absent on & Friday and the medical certificate stales advised (o rest for 3 days,
that is inclusive of the day of absence that the agent took ta rest plus Saturday and Sunday - the agent must be back
b work an Maonday,
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o if the doctor prescribes rast, the medical certificate must include the number of days of rest. The
advice to rest cannot be antedated,

o There must be a fit to work date.

a The only exception to the Medical Cerlilicate date guldelines is Il the employes has been
hospitatized.
VACATION LEAVES

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

2. Employee must gxactly have the corresponding credits for the request to e approved,
1 credit = One Day
5 credit = Hall Day

3, Employee with perfect attendance 60 days from the requested VL date will b given priarity in the approval of
leaves. This is 8 way of rewarding employees with perfect attendance.

4. The company and client have the right o disapprove |eave requests and cancel appraved leaves for thase
employeas who committed unscheduled absences an the prior manth and on the current manth of the reguested
titrve off including poor attendance records, behavioral and productivity issues.

Neye K. Cakimus

Hoted By: Approved By:

|
HR Supery Chiel Executiva Officer

Director of Oparations

04/ ]9/
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Date : Novemnber 17, 2021

TO : ALL EMPLODYEES

Froam « HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

Sick Leave is to be used by employees whao are (1], ar any other form of absences supported
by & valld document.

1. Employees are required to notify the HR hotline Aumber (0917-709-7074) andfor send an emall to
hr@iploy.com at least two (2] hours before the employea’s shift (following call-in procedure) and/for
within 24 hours from the first day of absence.

2. Employee may use sick leave for absence due to the following reason:
¢« Employee’s lliness or injury.
s Bereavement leave/s
s Emergency leave/s
« Power Outage/internet Outage (for temporary Work from Home set-up)

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

Note: Mo more Manual filing of Sick Leave except if the employee was hospitalized and for
fquarantine due to COVID-19.

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

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

% Blacklisted Doctors and clinics® will not be hanored. [Please refer to the
Blacklisted Clinic/Physician Mema)

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

s Emergency leave
% \alidate his/her absence through supporting documents as to why shefhe was
having emergency leave on the said date.

* Power Outage
¥ Certification from their electrlc/power supply previder {e.g., VECO, CERECD,
MECD)

+ [ntermnet Outage
¥ Ticket number from the internet service provider and/for screenshot/link of
official cutage announcement from the internet/telco providar
% Picture of the modemn (showing red, no light in “internet”)

5. Any unauthorized sick leave will subject the employee ta disciplinary action. 5Lis unauthorized
under the following circumstances:
e The employee failled to inform the immediate superior of HRD about hisfher absence due to
illness unless fully justified.
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»  |fsickness claimed is fictitious or non-existent.

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

This Memarandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by:

mm carlofGotlong.

Operations Manager “General Manager
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Date H Movember 12, 2019

Ta : ALLEMPLOYEES

FROM t HUMAMN RESOURCES DEPARTMENT

THRU H DPERATIONS MAMAGER

SUBJECT - 555 SICKNESS CLAIMS — 5 CALENDAR DAYS

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

& imember is qualified to avail of this benefit If:

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

7. He has paid at least three (3) manths of contributions within the 12-month period immedsately

befare the semester of sickness or injury;

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

4. He has notified the employer or the 555, if unemployed, voluntary or self-employed member
regarding his sickness or injury,

im

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

For yaur guidance,

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

Sincerely,

Neyr [ fabings D hfnﬂult[
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DATE : October 4, 2023
TO H ALL EMPLOYEES
FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services

Bimbe H. Tequillo MD Clinic

Lalita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudiaso Montecillo Ir,, MD

Mo Serving

Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

11. Clinics/Physicians without complete contact details such as but pot limited ta the following:
11.1  Doctor's name

11.2  Doctor's license number
11.3  Clinic/Doctor Phone number
114  Date of Actual visit

11.5 Diagnosis

11.6 Recommendation

11.7  Fitto work date

=l e S LB o i

haw Clinics added:
12. Enad Clinic
13. Bing Clinic
14. Gia Clinic
15. Veloso Clinic
16. Or. Paolo M. Apuli
17. Lourdes D, S5asoy, MD

When providing medical certificates for absences, ensure the following:
1. The certificate must be issued on the day of the abzence or the day after.
2. Strictly foliow all instructions provided In the recommendation. Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be requested,
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that na fit-to-work certificate will be denied antry,
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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.

Please be aware that the following concerns may render a medical certificate Invalid and unacceptable:
1. Mo consultation date specified.

2. Mo diagnosis provided, Please note that Z codes are not considered as diagnasis,

3. Mo contact information displayed in the medical certificate.

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

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

contacted,

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

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

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

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

are constantly Improving since the pandemic hit, therefore, we will no longer accept consultation
done 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 or clarification regarding this, please do not hesitate to send us an email
at er@iploy.com.

For strict compliance.
Prepared by:

M Afganza
Employes Relations Supervisor

Noted by:

‘u‘ffﬂd—"‘:'__
sta illa hil:
HR Manager Ma r Operations Manager Direc r of Mperations

Neyr QesHk Gibinas  86fo1 /o1
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Date ; Movember 30, 2022

Ta : ALL Emplovees

FROM z Human Resowrces Department

SUBJECT t WACATICN AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payeut, In this connaction, all remaining SL eredits are to be eonvertid thus, 51 application ks no longer
allowed wntfl the end of the year.

As for the Vacation Leave (VL) conversian, all unused VL credits will be released on the 30" of December
2022 All employees con plot a VL request untll December B, 2022 ONLY, The setual VL dates will cover
enly untll April 30, 2023. Kirdly take note of the remindars below in reference to filing of VL

* No retraction of spproved Vis, If the employes reports For work on the actual VL date, the VL
will nat be relmbursed and will ba voided,

o Mo reschaduling of VL oncs approved.

o VL date should not fall on a local haliday othensise forfeited.

Mote: Approval of VL requists will be on or before December 14, 2003,

Furthermaore, If the employes resigns or gets separated from the carnpany either voluntary or Inveluniary,
all available VL credits will be forfelted and will not be part of their last pay if:

s Employes filed an iImmaediate resignation and/or failed to provide a 30-day notice.

s Employes went on Absant Without Official Leave [AWOL)

= Employes Incur any leave, absences, and/or any form of verminal leave within the 30-day notice
period with the exception that the employes provided & valld documentation such a8 but not
lirnited to hospitalization due to sickness, sccldents, or contaglous diseases,

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

& Employee will have issses with performance including but not limited to quality, productivity, &
client ascalation within the duration of the 20-day notice.

= Inewrred any behavioral infraction such as but not limited to Steeping. Browsing Unrelated
Websites and atc,

Furtharmara, SL and YL eonversion maybe subjoct to tox. Should you have guestions pertaining to this
memo, feel Iree to reach out to our Accountbag personnel at Accounting@iploy.com.,

Accounting hManager
hiorbed by:

Oparations Manager ] ol Dperations

Neyr Quedfiyk Gutirss o6fas/ 75




Ploy inoarporated

11th Flans KSY Towes g" IPIOY

e ndiares Road Cebiy Busire Fark,
Celn Ciry 600

December 17, 2019

Ta : ALL EMPLOYEES
FROM : DPERATIONS MANAGERENT
SUBJECT I CLEANSING PERIOD

Moy Staffing Solutions believes In giving employees enough roem for improveiment o straighten out
pmployment in regards To compliance to our company’s Code of Conduet. The aim of this approach i to help
motivate employees rectify prased offenses and start anew,

Cleansing Period pertains 1o the time when an employes wha hid been subjected 1o a Dise iptinary Action {DA])
iy mxpected 1o improve performance. Ample time (s given to correct Improper belavier and refraln from
committing any ather infractons

{fan emphoves dois not commit the same infraction for the specified cleansing period, the progression of the
disciplingry action will slide back to a level depending on ity type. Please refor 1o fable below:

Attendance

The counting of the Cleansing Period will sturt based on the date when DA was decided upon Al decumentations
for infractions will st be kept in the Employes’s 201 File regandloss what period of progression

The Cleansing Parlod is silective lanuary 1, 2020 covering DAs & manth and alder.

Noted By Appreved By,
p/fig/1
FLA 1Y GISSINGER
(1] erations Chief Executive Otficer

H.Wr' . kL qulhvf
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CODE OF COMDUCT AND DISCIPUINE [Table of Infractians)

L STATEMENT OF POLICY

The Code of Conduct and Discipling |s desigred to s healthy and positive warkitg
!.i._n-sfn! e et 1o maintain and uphold professizralizm among (Fioy Inc. emloyees.

it I Intended to thesaten and intimidate employess, Fossd, it serves i the guidicg prineipies
on whiatis sxpected of i’ employess 1 conduet during the enting smpkymend here in IPioy,

1l DOCTRINES TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

1. Tha right to distiplne e discharge employees fof just and p proper causes | management's
prerogative enshrined from the 1 1587 Philippine Cormtitution.

1 Fairmess and justios shall always govern the i mpesition of dhciginary agtions. Exlsting Labor
Laws, Implementirg Rules and Jurisprudencs will always s e chanrved,

3 The full and sirict maintenarce of discipline i is the maragemeni’s responsibiliby. Tham, it shel be
the primasy canesn Eﬂaﬁiiilﬁﬂiiiﬁﬁi- l.:.nfl....
acticrs againgt their subordingtes a viof the rule it commitied.

4, Melrriristrative investigatiors and pther procesdings shall be corducte o Fugedithously.

5, imposition of penalties when warranted, shell rot be canceiled, rer delayed for any reason,

B Thes Fights of the respondent 8 provided for by Law shall be puaranteed,

7. Thee raragement may mitighte the pemalty 1 be impased, subiec! however ID maragement’s

spproval lnﬁggintﬁﬁnﬁnﬁﬁ.iﬁgf?iﬁ
.9 SEEEEEE?E the Tollowing rule shall apply as to the perity 1o be

oy lecoeprraiad

.
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1 incident Report wal be submitted b Furran Resources {HI) within 2 working Savs rem
tine date of Ther incident.

2, Hurmam Rescures will e 3 Notce 1o Baplain [NTE] 10 the emoioyee within ) worisng
days.

i Direct Sugmricr should ooech the employes within § wirkg days from the ssuance ol
tie MTE

4 Craching Borm and Withen Explaration of e e malcyes should be submitied within $

wrorkeng i fromn the issusee of The NTE
5 HAwill Ssue Notice of Detiion with or withos! sl within § daye from fhe recyips

of the Cosching Farm ard Wiithen [aplanation.
a. Failure to provide Weinen Seplanation shall sortitune 3 walver of e erpiaye’s
Figt to b Feand and confirms that ail the Semils o the Inddens Report are o and
withiout By Bamas
b, Lapses in e timeling will ressit o 8 sancion — Megies 5F Duty | insubardinmtion
£ Lacrses in the Simeling wil ot void the sarction

V. GEMERAL BEHAVIORAL STANDARDE

Bz an iSoy errplopes wa Bpect tnat you will maet the following behaicnml fancarms

P e tng the Company. Thik inclusss anproprizte dress, stending the office ready 1o waork, use of
proper and decart leguege, omenarce of proper office and work decanem, mairraining prig
relatiorahips with your colleapses, cusiemns and other individusls Fat in the empioy of the comeary,
sbasnsnce of and comglance with sxating s of the Philippines,

i Erbancing Compary Productivty the Comparny expects the Proper r care wnd wailzation of
Carnitad auaitainle to bhe Compary; tuming up for wodk resdy 1o wor on time all the time, fiolicwing the
spprogriate hresk ard Nirigh thimes, getting on with the jab and performirg the job 1o the best of your
anility. pasitve abtitude and dedication to 6re's wirk SElpnmants, supporfing wesrvsiors and those in
ranagement.

¢ Eollawing Fulss o customer and cisnt relatont and always maraining 3 professional helphd
atitude with customers.

& Mairterance of health and selety of the office and peophe arcurd you. A proper BiTute
towards cleanliness snd proper housskesgirg in the affice, good healthof yourself ard othens anund
WO, assist in the security of the offics, folioming bl safety procsdures.

&, Proper use of Company Property, Taclitie and security to probect comasmy and empoyes
assets. Becure handling and mairdznance of Comply rerards, keep confidentiy and protect the
irtmgrity af all Compary cperasting data and information, appropriabe wee Hall Czenpany equipment fod
work related porposes, progerly sccount for all Compery furds received
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This Code shall apoty to a8 [Poy smployess, mpardies of status or position held.
5
Il. Types of Offenses
Level 1 — infractons which e mince n reture Bul which may beosme habibaad ard disrupthe FAst
ooerected. it e fo detrimental impact of U buaines.
Level J - Serious olferse which caulsy delay in operationa, may pose thipal, Farm, or danger io
Company property andfor e of Indivicuals. i 6l
& bl e uli. Wit P
Level 3= infractions which will destroy the comps s image and reputatian. [t ceobes wubsiamial ies 1o wharzn’s padpels warnieg wanlg |
the company and can Fesull 1 erlboal nperational Saaption. A witical offense 1ha1 has comproneeg gggﬁ.&._
the s=curity of the emglcyees, the integrity of Cllent, the safeliby of cusbomer'i InlErmstion and e iolu.I_u;_..t. .
stapility of the butineds. e wilBoul pries
wpermal tram the
iriadkng supervisar,
11, Tadrly 5f infractians Bytng s vnddiharbid
i, [apemachons,
‘ransgement & suppatt Donimer e Wrikma Fimd Suspersion
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V1. Saving Clauie

1. Termination of an employes thall automatically bar kimgher frem m-employment.

-3 #l;ﬂtgmﬂl#l_;lliﬁﬁlﬁliﬂigiﬂ?_&ig%
against the erving employes.

4. This Code shall sunerseds #l other sxisting policies, rukes, memos, and the e, #nd all polices
o be impleranted, if the same & fownd 1o be inconsistent with the Code of Conduct.

Flay Incsr sl
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RECEIPT OF THE CODE OF COMNDUCT AND DRSCIPLINE POLICY

This is b acknowiedge that | have resd the Comipary's Code of Corduet and Disciplire and understand
that It sets forth the tarms and congiticns of my empioymert s well as the duties snd responsiblitie,
aref oistigatiors of employment with the Comaanm.

| aks2 acknowiedge that the gi?;&ﬁ%.ﬁri.ilm_nﬂlgal

this Code of Cantuet and Discipline., or condition of employment mn be estabished by any other
wtafament, conduct, policy, or practice.

NAME H_E_n E%:é. (gl e

OATE ) _i .

Euiﬁﬂﬁiuﬁﬂﬁiuﬁéﬁﬁzaﬁm
[

EMPLOYEE SIGHATURE _M




