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IN CASE OF EMERGENCY
CONTACT PERSON: Jude TI’“’"-M'““E G"IbﬂikaMEﬁGENC\' conract i O - 29 e 2250

appress; 510 afveet lower fanaband reationsue:  PROTHER
Lamae Cebu Gy
2X2 PICTURE . SIGNATURE

DCCUPATION OF CONTACT PERSON:  ARLCH ITE(,T

BIRTHDATE OF CONTACT PERSON:  November  F, 1939




EDUCATIONAL ATTAINMENT

EDUCATION TYPE: _ COWEGE  LEVEL

SCHOOL NAME:  CEBU  AFRONAUTICAL  TECHMNICAL  SCHOOL (C'ATS)

- SCHOOL ADDRESS: _ LA &-URRDIA  ExT.  LAHUG, CERU City (o0d

COURSE:  Mirera{t Mm'rﬂ_{,mmm& HONORS:

Fhgincering
DATE STARTED: _Juhe %, 2009  DATE GRADUATED: Mardy 22, =)0
MM/DD/YYYY MM/DD/YYYY

l ]

OCCUPATION OF CONTACT PERSON: ARCH m‘{q

BIRTHDATE OF CONTACT PERSON:  Movewmber T+ (139
!
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Moafage - 1&th Fioor Ona Montage Tower, Archbishop Reyes Ave, Cebu City  SY- 111h Floor MSY Tower Pascadores Foad Cabu Business Pk, Cebu City
G000 » ACCT - 0™ Flocy, Aysia Cantar Cety Tower, Cobu Business Park, Caba City,

Employee Training Agreement

This Employes Training Agreement is made on January 15, 2024 between iPloy, OPC, with its place of business at
the 16" floor One Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employer™) and

JAN TR aGpPALEY [Employee’s  MName], n individual  with the address  of
M1 Naaran S+, Sgnrise Villeae w4 R?\rt'z(.! [Employee's Address] (“Employes™) .

i f’_‘p‘a oa Ta)
=1 i L

Recitals:

A, The Emplovyer is providing a 5- day training program to the Employee to enhance their skills and knowledge
in the feld 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.

0. The Employee has agreed to the terms and conditions concerning the Pre-Employment Medical

Examination (PEME} and the submission of Employment Reguirements,

Agresment:

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

2. Salary Payment: In consideration of the Employes’s completion of the training, the Employer agrees 1o pay the
Employee a salary for the duration of the training, payable al the nearest payout schedule (15 ar 307 of the
month) upon successful completion.

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

ane-week training program for any reason, they will not be eligible to receive the zalary payment far the
training period.

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

5; Submission of Government Numbers: The employes acknowledges and agrees ta pay the monthly penalties in

government contributions i he/she falls to submit the government requirements [555TIN PAG-IRIG &
PHILHEALTH} within the fwe (5) days of training.

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

7. Amendments: This Agresment may be amended only by a writton instrument executed by both parties.

By signing below, the parties acknowledge that they have read this Agreement, unde its terms, and agree to

be bound by them,
S J Tanila
A o PR 8f O3 2# HiL» Trofele Zoordinalar

Emp}n:.-zﬁr_;:nmﬁfebe Mam Training Coordinator & Associate
{
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on {Dutu}wf. o

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2. I ERIC  GABALES (the "Receiving Party"),

collectively referred to as the "Parties",
RECITALS

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

Disclosing Party,
OPERATIVE PROVISIONS

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

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

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

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

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

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

procure that its employees, agents and sub-contractors to whom Proprietary |nformation is
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disclosed or who have access to Proprietary Information sign a nondisclosure or similar agreement
in cantent 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, wasin its possession or known by it prior to receipt from the Disclosing Party as evidenced
in writing, except to the extent that such information was unlawfully appropriated, or

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

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

3. Immediately upon the written request by the Disclosing Party at any time, the Receiving
Party will return to the Disclosing Party all Proprietary Information and all dacuments 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 transeribed
into another document, it shall be destroyed or erased, as appropriate.

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

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

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

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: _ NEW EMPLAVEE

Name: izo Name: JAN ERIC  &ARALES
Title: Onboarding Specialist Title: CgR

WA NARRA ST SUMBICE  biLL. FXT
Address: #35 Salvador Extension Labangon Address: PARDS £ CEBY 1T

Cebu City
Date: ‘5'*’/"?’/1'13""]J Db viNeE % 2024

1
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PERSOMNAL DATA SHEET
INSTRLCTIONE:
L Answer the questions completaly and honestly in the spaces provided,
2 Please PRINT lepibly.
1. DD NOT LEAVE ANY SPACE BLANK. Write “nfa”, *not applicabla™ or "none”
PO
{For K3, use onlyl {For bR use only) |Faar B uye only]
EMPLOTEE NUMIBIR OATE HIBED DEPBATMENT

4513 JUNE 2, 20524

PART 2 Basic information & Contact Detally

EF MAKIE! E‘lﬁﬁh E_LE FIRST NAME: JHN Fﬁ-l {. F;‘ PE L

MICKNAME ER1C MCTHER'S FULL MADEN NAME: Mﬂﬂi PAZ  Booc PAPEL

_éﬁﬁ'ﬁim ADDRESS [Hause f .fLmt.fB-'ru;'k ITE 8 Barangsy, Munng-p;-Ln,-,.'En-;.,-Prni.-|nm, Zip Cistlin)

M NARRA ST. SUNRISE VilL. BT~ PARDO, ¢EBU <iTy Gooo

MIDOLE N&KE:

M A
Land Phone fa. b [Mebleme. ~a 3z o172 2370 | Meksie Ne -
2 1

B -C |0060%2 222, | enodatssg e | ™ 231 -934 - 422
HIRTH DATE ﬂ*}fﬂ‘]‘fﬁ’i BRTHPLACE £ ¢y | GENDER pai e BLOCOTYPE +
MARFAL STATUS NAME OF SPOUSE {Married) i Emillhﬂlﬂ;hﬁa | !

i \ ! Yl gl CEr?
I1] le!:b.l Separsted L jﬂﬂ . C}“ A1€s EEI-?:{ f]l s L
[ ] Wsreled SPOUSE TIN |
[ ] ‘Widaw Widower |

Ar you relab y kinship or marriage up 1o the 7 degree to any currgnt employes of iFlog?
I | ¥es [wi Mo (FYES, ghve NAME and RELATIONSHIE

= NAME OF SPOUSE {f maried) SPOWSE 'S EMPPLOYER SPOUSE'S DATE OF !IR_?H
o o =T [~ BIRTH OROER Tea
s | 2 [ NO. OF SISTER/S Z | wo.orchiomen | 2 B ST | Sth
AT T . DATE OF BIATH &
; aF
NARE OF CHILDREN (if arvy) DATE OF BIATH NAME OF SIBLINGS CIVIL STATLS

ZAF IRA  COBALES Mﬁs&ll.l'rq JUYCELYN  GARALES DEC - _:»":’f;.' J 1832,
ZIRN cRIB MEDAE | 0%/od M7 | JORNALYIU G RRALES DEC. 03 II |95
JUNE LEE epBAES | JUNE 1o (177
|' JUDE_TMDDEUS GeAWS | NoV. 07 1179 |

FATHER'S MAME D;‘;:?F OCEUPATION MOTHER'S NAME kg OOCUPATION
SOFEONIU GABRLES | 23/11 | RetiRg MAR\PA 2 GABMES £7//5 | HousewiFE |
GEE A

PART 4 Emergenicy Contact (List o} logst 2 |

CONTACT PERSON

RELATIOMSHIP TO EMPLOYEEE

g, e CONTACT PHONE NO, :
_—(g?.ﬁﬂ—w

JUDE THADDE AT S APALCS - 20]- 3757 | HETR

UNE LEE_E-IHE_Q.LE% 093 - Jos -TFepd OTHE

Morage - 18th Fioor Dre bortegs Tower, Archbisnop Reyes Ave, Cabua Oty [7 MEY- 118 Flssr MSY Tower Pescadiess Rosd Cabu
Businass Pask, Cabu City 600 1 ACCT — fth Floor, Ayala Centier Cibu Tower, Cabu Busingss Park, Cabua City,




Educations] Attai

DATES ATTENDED

LEWEL MAME OF SCHOOL & ADDRESS AR = i) {fos ¢ o)
PRMIRTIDUATIN.— lUsC seum &ape seieol 095 -9/ Ves,
AR R cnks scrooL INTRRL | 06/99 - ¢Hoo i

s - i
VOCATIONAL

& NON-DEGREE COURSES

Degree/Courie: || regeft (CATE) ) A

TERTMRY ERUCATION |’1|_1*,;_'||'th['1 F ‘F'uilll!'cl.ll'-{] DIR/E? =3 y"lp )ﬁ'}fi}
Duegree

POSTGRADUATE & GRADLIATE

STUDHES Degree:
Dugras:

Ermployment History

1 mast recent and for all pasitiarn

FMPLOYERSHAME |\ ERO Sp URL Il PHIL. (HE.- .f"ﬁf"ﬁf“ﬁlf —
HORTITLE B SALARY

CuUSToMER R SPECALST | :?"-3.1:1.:1:1,

IT FaRf

oI, ) o

LAM G ¢

FERH'.ID rmlswr‘r&.:mq.lm

SUPERVISON'S NAME e | SUPERVSOR'STITLE Emh.m':issupem.rﬁFri !
) BRI A DE AT S Til= [ applicabin)
BEASDN FOR LEAVING [ﬁE QJHM?D
EMPLOYERSNAME . FRGY  FHILS . A kpsum WO A i
SEY ARCENAS BaMAWA  fEal city
0B TATLE SALARY PERIGD cu-.r{nr:i |mmr-,r|
2 (e 2) Peo 5od q/fek | 2/255
| SUPERVISOR'S NAME SIFERYISOR'S TITLE TMPLOYEES SUPERVISED
JMLILE  MISA {1 applicable)
REASON FOR LEAVING 1 SIGNED '
T =
EMPLOYER'S MAME i i ADDAESS & TEL MO,
DREAMSCAPE  NETVZRKS |,u..=uLH;L LIFE BiD. tE8U Busivess PARK
10A TITLE SALARY r-rmn I'I}'u'EH‘Dl'mm-'wﬁ )

POoMAIN SPECIPLST

P 25, 70

o0/ 3891 | /2052

SUPERVASOR'S WAME SUPERVISOR"S TITLE EMPLOVEES SUPERVISED |

Bipe o A ARNDD Tl- [if appéicakile)
REASON FOR LEAVING
EE.‘LI{.‘F pETY
EMPLOYER'S NAME | ADDRESS & TEL MO
JORTITLE SALARY PERIOC COVERED {mm/yr]
RO T
| SUPERVISORN'S NAME SUPERVIBOR's TILE EMPLOYEES SLFERVED
. 1# gaplicable}
EEASDHM FOR LEAVING —
EMPLOYER'S NAME ADDRESS & TEL. NO.
MBTITLE EALARY PERICD COVERED [marmfyr)

FROM Ta

“BUPERVISOR S MAME

P ANISORE TITLE
1

REASON FOR LEANTNG

| EMEPLONEES SURERVISED

{if applicable]

Moniage - 161 Floor Cine Maonings Tower, Aachbishop Reyes Ave, Cabu City 11 MEY- 111 Flear MSY Towor Poscadoms Rasd Caby
Business Park, Catw Clty B000 [ ACCT — St Ficor, Ayals Conlar Cadss Towsr, Cibu Businosa. Park, Cobu Cily

(ﬂ_—‘.{.u.r(?




Pursvant to: (a] mdigemous Peoya’s Act (RA 83710; (b) Megna Carta for Disabled Persons (B4 P277% and Sole Parerts Welfare Act 3000 (R4 BETI)
iedie ongwer e follawlng lewg:

_Are you & member of any indigeneus group? O vES ! fh’f_’ HO -H yed, please specify: B
Do you |dentify as differenthy-abled? O ¥es e NO IF s, plisaie specify: )
Are you @ solo parent? hd" YES 0 wo i yes, please specify: | SINGLE FATHEE aq 2

PART 8 Characis
Give namy, address, o telophons numbers of three (3] persons wiha know pou ather than ehoge pou have worked wilh,

3 E ADD TEL NO,
1 KiRE 5 Plancla e fﬁ; o937 -8 -2hE
[i_MICHOLAE BouTEARD TEBl ity I &a3 - 33 -

T TV VOV 1 ) Lapu-Taps by 12913 =

Other Quakilications
Aob-refted troning cowses (give it ond yeor), Job-related sk fother kenguoges, compuier and infarmation techmology, tood, mociines, stc | Job-
reiated certificrtes and foenses (curnent oniyl, fob-related owords and speciof pecompisheasnts (pablicntions, membershins in professiana! or honor
sncheties, adership octivities, pubdc spraking, and performance owords). Give dates and send docwments

DATE (o peir] DESCRIFTION / TITLE

ADOITIONAL IDEMTIFICATION

TYPE / CONTROL NO. ISSUE DATE | EXPIRY DATE
PASSPOAT DETAILS |

WISA DETAILS {iF applicalia) |
DRIVE R"5ILIEEN5E

OTHER GOV'T, ISSUED 1Ds: (Far
example: 555, TIM, 50010 PARENT
1D, PRC, ACR, eic.)

MILITARY f GOVT. f EWIL
SERVICES [If ary)

Hawe you ever baen formally charged of an 1] Y I "¥es®, please give details:

adminstrative | civiljcrieminal effense ? [ o
[ Have you ever been :Enwnud af an [":}n I "¥es™, please give details
administrativa / civilferiminal affanse? [+ o

CERTIFICATION

| CEATIFY thit, b the best of my knededge and beliaf, ail the infarmation on an Enached 1o this documaed is true, oarrect, complete and made in good
faith. | UNDERSTAMD that fale ar frautulent infarmation on or attached to this anplicatian may be grounds for not hiring ma e terminate my
semplayment fram (Floy, | UMDERSTAND that ay information | give miry be investigated

".15::“'!;—-\..-{,#._,- ~A ] o fody 2

_ I,,i,b‘gn:rum of Empldyee Date Signed
ke

Manlags - 16 Flaor Dre Momags Towsr, Archisisnon Foyes Ave. Cebu Gty [ MEY. 111h Flosr MEY Tower Pescadarss Rond Cabu
Businngs. Park, Cebu Clly 6000 11 ACCT - Bth Fioor, Ayl Carter Cabu Towss, Cebu Bumness Fak, Cebu Gy,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, _JAN ERIC P GaABALES 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 infarmation which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtalning other
infarmation which may be material to my qualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
cansent.

| hereby consent to the Com pany’s verifying all the information | have provided on my application
ferm. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the com pany to obtain access to
and copies of recards pertaining to this information, With regard to the foregoing disclosures, |
hiereby agree to release any person, company, or ather entity from any and all causes ef action
that otherwise might arise fram supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

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

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

Applicant Name: _ JAN ERIC P BABALES

Present Address: ‘1 MARRA ST sunricE i . FXT - PARDY CEAU ciry 6000

Social Security Number: 22 7995924 - ¢ Date of Birth: ©4/2¢) /83
Signature: W
[ !

Date: a’f/ "5'3-!: 24




iPloy Incorporated Oy
9™ floor, Ayala Center Cebu Tower Q ) ' P ’ oy
Bohol Avenue, Cebu Business Park # haMig Batiruns &0
Cebu City 6000

SIGN-ON BONUS POLICY
Policy:

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

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

A regular employee

No resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

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

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

Acknowledgment

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

mﬁmﬁui‘i

Signature bueg.' Printed Namyg//Date

"y

(-
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UNDERTAKING

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

Palicy Title : Dress Code Policy
Revision Mo (01
Effective Date tlune 13. 2022

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

(’_}EW Name and Signature Date

Jﬁné;i Lo MATA _ﬂ{,f@rﬁfzq

ﬂnbnurﬂt? Specialist Name and Signature Date

Noted:




iPloy Gift Palicy

The aim of this palicy is to establish a unifarmity relating to the acceptance of pilts, 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 bestowsal of money, any item of value, service, loan, thing or promise, discount or rebate
far which something of equal or greater value Is not exchanged. Payments for travel, entertainment and
food are alsa considered as gifts.

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

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

a. 1% Instance = Written Warning
b. 2™ Instance- Final Written Warning
c. 37 Instance- Dismissal

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

Employes Acknowledgement

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

Mame: JAN  EE|IC GAPALES

Signature: W‘ R ﬂf') Date: 0% j{u"/-?‘l"
¢ d /'l)j] U




iPloy Social Media Policy

iPlay recognizes that employees use social media tools as part of their daily lives, Employees should always
be mindful of what thoy are posting, whao can see it, and how it can be linked back to the organization and
waork colleagues,

All employees should be aware that iMay regularly monitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions,
iPloy does not specifically monitor social media sites for employee content on an ongeing basis, however
emplayees should not expect privacy in this regard. iPloy reserves the right to wtilize for disciplinary
purposes any information that could have 3 negative effect on the company or its employees, which
management comes across in regular internet monitoring, or is brought to the organization’s attention by
employees, customers, members of the public, etc,

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

*  Publishing material that is defamatory, abusive or offensive in relation ta any employee, manager,
office holder, shareholder, eustomer ar clignt of the company;

*  Publishing any confidential or business-sensitive Infarmation about iPlay;

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

Procedure:
All employees must adhere to the fallowing when engaging in soclal meadia,

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

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




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

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

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

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

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

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

This policy extends to future developments in internet capa bility 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 % never completely private;

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

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




= Atall times respect copyright and intellectual property rights of information you encounter on
the internet. This may require obtalning appropriate permissian ta miake use of information. You
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities

By their position, Managers have obligations with respect to general content posted on social media,
Managers should consider whether personal thoughts they publish may be misunderstood ax EXpressing
the company’s opinions or positions even where disclaimers are used, Managers should rr on the side of
caution and should assume that their teams will read what is written. & public anline forum is not the
place to communicate campany paolicies, strategies ar opinions to employees.

Enforcement / Progression

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

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

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

Employee Acknowledgement

| have read, understand and agree to comply with the foregoing policies, rules and conditions Boverning
the use of all property of iPloy and all werk and conduct completed on or with the assistance of iPloy
property. Further, | agree to abide by the Sacial Media Best Practices when using soclal media sites an my
personal time and when my affiliation with iPlay regarding those sites is known, Identified, expected ar
presumed.

-
Namae: Jﬁh?;ﬂq C @HMLES
5

Signature: W 2 Date: l’&f;’ff" a;fmf

&L /
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Date : February 22, 2018
To CALL EMPLOYEES CONCERNED
Fram ! Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBIECTIVE

11

1.2.

- In conformity with Republic Act No. 8504 otherwise known as the Philippine

AIDS Preventlon and Contral Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIVAAIDS as an international
pandemic problem, this company policy |s hereby issued for the information
and guidance of the employees in the diagnosis, trestment and prevention of
HIV/AIDS in the workplace.

This policy is also aimed at addressing the stigma attached to HIV/AIDS and
ensuros that the workers' right against discrimination and confidentiatity is
maintained.

2. COVERAGE

2.1

This Program shall apply to all employees regardless of thelr employmend
status

31 IMPLEMENTING STRUCTURE

3.1 Iploy Inc. HIV/AIDS Program shall be managed by its health and safety

committee consists of representatives from the different divisions and
departments,

4. POLICY STATEMENT

4.1

. BASIC INFORMATION ON HIV/&IDS

4,11 What is HIV/AIDST

4111 it 14 a disease coused by a virus called HIiV [Human
Immunodeficiency Vieus), This: virus slowly wiakens a3 person’s
ability 1o fight off other diseases by attaching itself to and
destroying important cells that control and support the human
immune systemn,

4,12 How HIV/AIDS Is transmitted ?

4121 Unprotected sex with an HIV infected person-
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4122 Fram an infected mother to her child (during pregnancy, at
birth through breast feeding),

4123 Intraverious drug use with contaminated needies;
4124, Transtusion with infected blood and Blesd praducts; and

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

1.13, Isthere s cure?

#.1.3.1.  No. However, thére are antiretrovical drug rombinations that
dre avallable when properly used, result in prolonged survival of
people with HIV. Holistic care of peaple living with HIVCAIDS and
comprehensive  wreatment. of  opportunistic infections  also
dramatically improve quality of life.

5. GUIDELINES
5.1. Preventive Strategies
5.1.1. Conduct of HIV-AIDS Edication.
5111 Whowill conduct?

The Medkcal Clinic of Iploy Inc,_in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the orlentation of newly hired
employees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used for this
purposE,

5112  Howwillit be conducted?

The HIV-AIDS education will be conducted through distribition and
posting of 1EC materials, lectures, counsefling and  training . andg
information on adherence to standard or universal precautions in the
wiarkplace

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

5.1.21,  Screening for HIV as a prereguisite to employment s not
mandatory

5.1.2.2 Thee company shall éncourage positive health sesking behavior
through Voluntary Counseling and Testing.
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5.1.2.3.  The: company shall establish a referral system and provide
access (o diagnostic and troatment serices for its workers, Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company's medical clinic staff,

5124,  The company shall llkewise facilitate 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, Disceimination in any form  from  pre-employment to  post
employment, induding hinng, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohilited.

B.1.2. Workplace management of sick employees shall not differ from that of
any other iliness.

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

6.2, Confidentiality/Non-Disclosure Palicy

6.2:1. Access to personal data relating to a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of RA.
8504 and the ILO Code of Practice,

.22 Job applicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical infarmation

6.2.3. Co-employees shall not bie obliged 1o reveal any personal information
refating to the HIV/AIDS status of fellow workers.

6.3, Work-Accommaodation and Arrangement

6.3.1, The company shall take measures to reasonably accommodate
employees with AIDS related ilinesses,

632 Agreements made between the company and employee’s
representatives shall reflect measures that will support workers with
HIV/AIDS through Hexible leave arrangements, rescheduling of working
time and arrangement for return to wark
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer's Responsibilities

7.1.1. The Company, together with em plovees/ labor orgamizations, com pary
focal personnel for human resources, safety and health personnel shall
develop, implement, monitor and evaluate the workplace policy and
program an HIV/AIDS,

112, Provide information, education and traiming on- HIV/AIDS for its
workforce.

7:1.3. Ensure nen-discriminatory practices in the waorkplace and that the
policy and program adheres b existing legislations and guidelines,

714, Ensure confidentiality of the health ctatus of its employees and the
access tomechical records s limiited to authaorized personnal,

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

7.1.6. The Health and Safety Committes, together with employees) labor
organizations <hall jaintly review the palicy and program and continus to
improve these by networking with government and organizations
promoting HIV prevention.

7.2 Employees’ Responsibilities

721, The employee's organization shall undertake an active rale in
educating and training their members an HIV prevention and control
Promate and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that EXpOsE workers to increased rigk
of HIV infection,

2.2, Employees shall practica non-disctiminatory acts against co-em ployees,

7.2.3, Emgloyees and their Drganization shall not have access to persanngl
data relating 1o a worker's HIV status.

1.24. Employees chall comply with universal precaution and praventive
measures.
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8. IMPLEMENTATION AND MONITORING

8.1. The Safety and Heaith Committee or its counterpart shall perigdically monitor
and evaluate the implementation of this Palicy and Program

9. EFFECTIVITY

9.1. This Palicy shall take place effective immediately and shall be made known to
every employes;

U,
Prepared by: Jo Hanng R, Meleci
Human Resaiurces

Aeviewed by:

Approved by: Yisroel ¥, Gissinger
CEC
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Date rlanuary 1, 2018

To  ALL EMPLOYEES CONCERMNED

Frrom : Human Resources

Thru : Operations Manager

Subject | WORKPLACE POLICY AND PROGRAM ON TUBERCULDSES (TB) PREVEMTION

AND CONTROL

OBJECTIVE

L.1.To assist the gavernment in its campalgn against Tuberculasis (T8) in campliance
with the Department of Labar and Employment’s Department Order No. 73-05,
serias of 2005 — Guidelines for the Implementation of Policy and Program on
Tuberculosis (TR} Prevention and Contral in the Workplace,

1.2.To provide initiatives to prevent the outbreask and spread of tuberculasis i the
workplace, and ta treat, care, and support employees who become afflicted with
tubérculosis

. COVERAGE

2.1.This Program:shall apply ta all employess regardiess of their employment slatus.
POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
trestment, rehabditation, and restoration to work of emplovess who contrac

this disease. To achieve this goal, all employees are strictly mandated to undergo
ninisal ical exa n with the requlsite chest x-r

3.2.Ms0, In line with this, a TB awarcnoss program shall be undertaken through
information dissemination, which shall include its nature, frequency {occurrence
in 3 selecled population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and contral and management of TB in the
workplace, This shall be handled by the Office of Health Services {Infirmary] o
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company’s accredited
health provider.

3.3.The DOTS Is a comprehensivie strategy Lo control TB, and is composed of five
components, which are:

331 Poltical will er commitment to enduring sustained and quality TB
treatrment and control activities;

332 Case detection by sputum-smear microscopy AMONE  symptomatic
patients:
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33.3. Standard shori-course chemotherapy using regimens of & (o 8 months for
all confirmed active TB cases |ie.; smaar positive or those validated by the
TB Diagnostic Commities). Complete  drug taking through direct
observation by a designated treatment partner, dunng the whals course of
the treatment regimen,

334, A regular, uRinterrupted supply of all anti-tuberculosis drugs and other
malerials;

335 Astandard recording and reporting svstem that allows assessmeni af case
finding and treatment duteomes for each patient and of tuberculosis control
program’s performance overall

3.4.Employees must be given proper information an ways of strengthening their
immune responses against TB infection, Le., infarmation an good nutrition,
adequate rest, avoidance of tobacco and alcghal, and good personal hyglene
practices. Howewer, it should be underscored that intensive efforts in the
prevention of the spread of the disease must ba geared towards accurate
infarmation on its etiology and complete performance overall,

1.5 Improving workplace conditions:

351, To ensure that contamination from T8 airborrie particles is controlied,
workplaces must provide adequate and appropriate ventilation [DOLE-
Occupational Safety and Health Standards, OSHS, Rule 1076:01) and there
shall be adequate sanitary facilities for workers,

35.2. The number of employees in & work area shall not exceed the required
number for a specified area and shall observe the standard for space
Fequirement, [O5HS Aule 1067}

3.6:Capability buliding on TH awarenass raising and tralning on TH case Finding; Case
Hoiding, Reporting and Recording of cases and the implementation of DOTS shall
be given 1o Company healih personnel or (ke accugational safety and health
committes

3.7, 5ocial Policies:

3.7.1. Non-discrimination: Employees who have or had T8 shall nat be
discriminated against  Instead, they shall be supported with adequate
diagnesis and treatment, and shall be entitled ta work for s iong as they ara
certified by the Company's accredited health provider as madically fit and
shall be restored to-wark as soon as their iliness is controlied.

372 Work Accommodation: Through agreements made  between  |he
management and the employees, work accommedation reasiures 1o
support  employees with T8 s encouraged through lNexible |egve
arrangements, réscheduling of working times, and drrangements for ratum
to waork,
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3.7.3. Restoration to Work: The emploves may be allawed to refurn to wirk
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DGTS provider,

3.8 Employee Responsibility

3.8.1. Employees who have symptams of TR shall immediately seek assistance
from the Company's Health Servires Prowvider,

3811 Apemployes who has the symptoms of T8 is required to initially
wear a face mask |especially while inside the office) and observe good
hygienae practices, at least wuntil declared by a competent medica
practitionar to be safe from transmission.

1812 Similarly, for those at risk, |- those with amily membsrs with TR
or those exposed 10 o co-employee with TB, it would be prudent to
abserve the same good hygiene practices until declared free from the
disease and safe from transmisslon,

382 Once diagnosed to be with TR employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee’s choice. However, il is imperative that the one
strictly adheres to the course of treatment Failing to dutifully observe the
freatment course may give rise to complications, such as resistance ar ey
the failure af treatment, which may make it harder to treat the infection and
result in a longer absence.

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

383, Employees are required o undergo an annual compllsony chest X-ray
through the Annual Physical Examination. If for any reason an employae
fails to secure a chest x-ray at that time, he/she shall be directed 1o secure a
chest x-ray at an accredited elinic by hisfher respective Infirmary/Health
Seryvices,

1.9.The Company shall ensure that any Th occurrence in the workplace: is traced and
that all contacts are clinically assessed, as much as feasible,

1.10. An employee afflicted with TB. who has voluntarity undergone the
treatment and rehabilitation program (DOTS) prescribed, and who s finally
declared 1o be In a nen-cammunicable stage, may be allowed back 1o work
subject to being given a medical clearance by 3 Company designated physician.

3.11. Employees (those afflicted with the disease of theose Identified under
tontact tracing) who refuse 1o cooperate and dutifully observe  awful
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instructions (undergo a medical check-up and/or treatment), may be subject to
disciplinary action proceedings for insubordination [the penaity of which may
range up to the termination of ane's emplayment)

4. PROCEDURE

4.1 The respectivie Health Services of the Company (and/or the contractéd Heaalth
aervices Provider) shall coordinate with the Dccupational Safery and Health
Center who shall provide preventive and technical assistance in the
impiementation of the Workalace TB Control and Management Program,

4.2 An employee who uidergoes the Annual Prysical Examination with the requisite
chest x-ray will have histher medical record forwarded ta company clinic/HRD.
Emplayees who fail Lo undergo the requisite annual chest #-ray shall be directed
o secure one al an acoredited clinic or by his/her preferred Infirmary/Health
Services.

421 Those with medical firdings shall be required to undergo further medical
check-up. All medical records In connection with this second/ further check-
up shall be submitted 0 company clinic/MAD and hisfher taspictive
Infirmary/Health Services,

4,23, The emplayee shall thes coordinate with company clinic/HAD and his/ker
respective Infirmary/Heaith Services for the next steps,

4.3.:An employee wha s suspected 16 be affliched with TE whether as direct suspect
or by contact tracing: shall cooperate fully with  hisfher respeciive
Infirmary/Health Services (and/or the contracted Health Services provider) If
the employee tests positive for TH, the employee shall undergo the DOTS
program Lo its complatian,

4.4,If the employee needs to undergo a leave of abconcs 1o recuperate, hafsne will
be aliowed 1o use the appropriste leave before he/she may request to be
permitted to go ona Leave of Absence without Fay (LOA).

44.1, The employee shall obwerve the requisite procedure in applying for a
leave.

44.2. The Unit concerned shall ensure that the fequisite procedures are
observed by the employee and that the company clinic is duly infarmed

4.5 An employee may be allowed 1o o on a medical leave of absence (without pay}
for a maximum period of six (6) months. The concerned employee shall submit
an application for a leave of absence before poing on ledve.  Sald leaye
application shall be subject to approval at the sole discration of the Company
Management

451, Thesame procedures under 4,21 o0 4.2.2 shall be abseirved,




~~ N

. &) iPloy

Pt akestos Fuad Cbo Busns Pari R i
Cabsaj City (8000

4.6.After treatment, with a maximum period of six (6) manths on leave {without pay),
an employee found 1o be cured or in 4 non-tommunicatle stage of 18 may be
dllowed back to work, provided that the employes’s heaith shall continue to be
monitored during the annual physical examination with tha requisite chest x-ray
ar as may be deemed necessary by the Unit Health Services {infirmary} or
contracted Health Services provider

4,7 The employee returning 1o wark shall be required by the Managsment (o seryre
a medical ciearance from a medical doctor chosen by the Company before being
allowed to retirn 1o 'work,

4.8 The HRD will mitiate disciplirary proceedings against any employes lound to haye
discantinued treatment in defiance of medical advice, or whio refuses (o undergo
the full treatment course prescribed.  Likewise, amployees who are ordered to
undergo 3 check-up due to contact tracing but refuse 1o do o will also face
disciplinary action proceedings. In both cases, the maximum sanction applicable
for insubordination will be the termination of ore's employment, if it is deemed
warranted

3. IMPLEMENTATION AND MOMITORING

51, The Safety and Health Committes or its counterpart shiall perindically monitor and
evaluate the implementation of this Falicy and Program

6. EFFECTIVITY

6.1.This: Policy shall take piace sfective immediately amd shall be made known to
every employee,

Al
Prepared by. Jo Hahna R ic
Humarn Resources

Approved by Yistoe! ¥ Glssingor
CED
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Date  :February 22, 2018

To L ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Dperations Manaper

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS &

1. OBJECTIVE

1liploy Inc. Is committed to conform to the established standards assurance of
customer satisfaction, protection of our environment and Realth and safety in
the workplaces.

12.The tompany promaotes and ensures a healthy enviranment through Its various
health programs to safeguard its employees. And ‘as part of the campany's
compliance to DOLE Department Advizery No. 05, Series of 2010 [Guidelines for
the Implementation of a Warkplace Paficy and Program on Hepatitis 89, this
Program has been developed. This program is aimed to address the sligrtia
allached to hepatitis B and to snsure that the employees’ rght against
discrimination and confidentiality is maintained,

1.3, This guideline is formulated for everybody's informatian and referance for the
diagnosis; treatment, and prevention of Hepatitis 8, Thie will Inform the
employees of thelr role as well as the company in dealing with Hepatitis B. 4
healthy enviranment encompasses a guod warking refationship and great cutput
for continuous business growth,

2. COVERAGE
2.1.This Program shall apply to all employess regardiess of thelr emplayment status,
3. POLICY STATEMENT

3.1 Implementing Struclure

3.1.1. Iploy Inc, Hepatitls B workpiace padicy and program shall be managed by
ts health and safety committee. Each division or department of the
Company shall be duly represented

3.2.Guldalines

321 Education

3211 Hepatitis B shall be conducted through distrioution and posting ol
IEC matenals and counselling and/ or lectures: and
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3212 Hepatitis B education shall be spearheaded by Iploy Inc. Madieal
Clinic in close coordination with the heaith and safety committes.

31.2.2. Preventive Strategles

3.2.2.1. Al employess are encouraged 1o be immunized against Hepatitis
B after securing clearance from their physician

3222, Workplace sanitation and groper waste management and disposal
shall be monitared by the heaith and safety commities on a regular
basis;

32.23.  Personal protective equipment shall be made available ot all times
for all employees,; and

32.24 Emplayees will be-glven training-and information on adherence 1o
standards or universal precautions in the workplace.

4, SOCIAL POLICY
4111 Non-discriminatory Policy-and Practices

$.1110 There shall be no discrimination of any. form against
employees on the basis of their Hepatitis B status consistent with
the international agreemeénts an non-discrimination eatified by
the Pnilippines (ILO C111). Employesas shall not be distriminated
against, from pre to post employment, including hiring,
pramaotian, ar assignment because of their hepatitis B stalus.

41,112 Workplace management of sick employessshall not differ
from that of any other lliness Parsors with Hepatitls B related
inesses may work for as long as they ate medically fit 1o wark,

4112 Confidentiality

411,21, jobrapplicants and emplayees shall nat be compelled to
disciose their Hepatitis B status and other related medical
Infarmation. Co-employees shall not be abliged to revasl any
personal informatian aboul their fellow employess. Access to
personal data refating to employee’s Hepatitis B status shall be
bound by the rules on confidentiality and shall, pe strictly limited
o medical personne or if tegally requited.

4113 Work-Accommaodation and Arrangement
41131 The company shall take measures to reasonabty

accommadate emplovees who sre Hepatitis B pasitive ar with
Hepatitis B - refated (linesses.
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£1.1332 Through agreements made between management angd
employees’ representative, measuras to support employeses with
Hepatitis 8 arp encouraged to work through flexible |eave
arrangements, rescheduling of working time and arrangement for
raturn 1o wark,

4114,  Sereening, Diagnosis, Treatment and Referral to Health Care
Services

4.1.14.1. The company shall establish a referral system and provide
access 1 diagnostic and treatment services far its employees for
appropriate medical evaluation/ monitoring and managemen|,

‘4.1.1.4.2 Adherence to the guidelines for heaitheare providers on
the evaluation of Hepatitis B positive employees o highly
encouraged.

41143 Screening for Hepatitis Bas & prerequisite Lo employment
shali not be thandatory

4115 Compensation

41151 The tompany shall provide access to social Security
System and Employees Compensation benefits under AD 626 to
an employee contracted with Hepatitis B infection in the
performance of his duty.

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

o Tk s o i 5 Maragement, together with employees' organizatians,
company focal persannel for human resourees, and safety and
health persannel shall deveing, implement, monitor and evaluate
the werkplace palicy and program on Hepatitis B

3 W i e The Health and Safety Committee shall ensure that their
tompany policy and program is adequately funded and madss
known to all employess.

5. 1.1.1.3 The Human Resources Department shall Bnsure that theis
policy and program adhere (g existing leglslations and guidelines,
Including provisions on leaves, benefits and insiurance,

51114, Management shall provide information, education and
trainingon  Hepatitis B for its workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; if not available within the establishment, then
provide access to informatian
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FL11S The company shall ensire non-discriminatory practices in
the workplace:

51116, The management together with the company focal
personnel for human resources and safety and health shall
provide appropriate personal protective equipment to prevent
Hepatitis B exposure, especially for employess exposed to
patentially contaminated Blaod or body fluid,

o b B The Health and Safety Commities, together with the
employees’ organitations shall igintly review the policy and
program for effectiveness and continue to Improve these by
networking  with govermment  and Organizations  promoting
Hepatilis B prevention

%1118 The company shall ensure confidentiality ol the health
status of Its employees, including those with Hepatitis B,

51119 The human resourcos shall ensure that accesy to medical
records is limited toautharized personnel.

5112  Employees Responsibiiities

511731, Thee employess' organization is required Lo undértake an

active role in educating and training their members on MeEpatitis

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

Promating amd practicing a healthy lifestyle with emphasis on

avoiding high risk oehavior and other risk factors that

EXpose emplovees to increased risk of Hepatitis #

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

5.1.1.2:% Employees shall practice nan-discriminatory acts against
co-employess on the ground of Hepatitis B status.

5:1.1.23. Employees and their organizations shall not have access to
pecsennel data relating to an employes's Hepatitls B status, The
rules of confidentiality shall apply In carrying out unign @nd
arganization functions,

51.1.2.4. Employees shall comply with the universal precaulion and
the preventive measurss,

51135 Employees with Hepatitis B may inform tha heatth care
provider or thie company physician on their Hepatitis B statos,
that is, if their work activities may iIncrease tha rik of Hepatitis
infection and transmission or put the Hepatits B positive at risk
Tor aggravation,
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6. IMPLEMENTATION AND MONITORING
6.1.Within the establishment, the implementation of the policy and program shall be
moritored and evaluated periodicatly. The safety and health committee or lts
counterpatt shall be tasked for this purposs

¥, EFFECTIVITY

T.1.This Palicy shall také place effective immediately and shall be made known to
EVETY Emipioyes,

| %‘ I
al i
Prepared by: loH : i
Humar! Rosources

Approved by Yisroel ¥ Gissinger
CEQ
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Date tlanuary 1, 2018

To

PALL EMPLOYEES CONCERNED

From 1 Human Resources
Thru : Operations Manaper
Subject  : DRUG-FREE WORKPLACE BOLICY AND PROGRAN

1. OBIECTIVE

bl &

1.2

In comphiance with Article V of Republic Act Na_ 9165, otherwise kricwr - as
the Comprehensive Dangerous Drugs Actof 2002, and its Implementing Rules
and Regulations and DOLE Department Order Noo 53-03, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector}), Iploy Inc. hereby adopts the follewing
policies and programs to achijpyve a drug-free workplace;

Company policy is to maintain a workplace frae of illepal drups. To ensure
that the objectives of the company’s corporate poficy are met. the COMpany
5 implementing this drug-free program, The program will have the fullowing
alements;

4. COVERAGE

F5 8

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

3. POLICY STATEMENT

EN |

3.2

33

34

The use, possession, solicitation for, or sale of dangeraus drugs on company
premises or while pedfarmirig an assignment

Being impaired or under the influence of dangerous drugs:away from the
company, If such impalrment or influence adversely affects the emploves's
work performance, the safety of the emplayee or of athers, or puts at risk
the company's reputation.

Possession, use, solicikation for, or sate of dangeroud drugs away from the
company premises, if such activity or involvement adversely affects the
employea's work performance, the sifety of the emploves or of othars, or
Puts at risk the company's reputation

The presence of any detectable dmount. of dargerous drugs in the
employee's system while at work, while on the premises of the company, or
while on company business. "Dangerous Drugs" include thase listod in the
Schedules annexed 1o the 1661 Singhe Canvention on Marcot|c Drugs, as
amended by the 1972 Protacol, and in the Schediles annexed to the 1971
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Single Convention on Peychotropic Substances as enumerated in the
attached annex of R.A, 9165,

4, MANDATORY DRUG TEST

4.1, Toensure that only those qualified shall be screened and recruited to prevent
the detrimental effects (eg. lower productivity; poor decision making
increased occidents; more compensation cloims; and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatary drug test shall be required for pre-employment

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

4.3, The Company may also conduct drug testing under any of the following
circumstances:

4.3.1. RANDOM TESTING: Officer/employees may be selected at random for

drug testing at any interval determined by the Company,

4.3.2. FOR-CAUSE TESTING: The company may ask an officer/employes 1o

4.3.3,

submit to a drug test at any time it feels that the employee may be under
the influence of drugs, including, but not limited 1o, the following
circumstances: evidence of drugs on or about the employee’s person or
in the employee's vicinity, unusual conduct on the employee’s part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteeism or tardiness,

POST-ACCIDENT TESTING: Any officerfemployes involved in a “MNear-
Miss" Incident or “Work Accident” under circumstances that suggest
passible use or influence of drugs may be asked to submit ta a drug test.
As defined herein, "Near-Miss™ means an incident arising from or in the
course of work which could have led to injurles or fatalities of the
workers and/or considerable damage to the employer had it nat been
curtatled. “Work  Accident” refers to unplanned or unexpected
occurrence that may or may not result in personal wnjury, property
damage, work stoppage or interference o any combination thereal of
which arises out of and in the course of employment,

4.3.4. Al drug tests shall émploy, among others, two (2] testing methods, the

screening test which will determine the positive result as well as the type
of the drug used and the confitmatory test which will canfirm a positive
screening test. Where the confirmatory test turns positive, the
company’s Assessment Tearm shall evaluate the results and determine
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the level of care and administrative mterventions that can be extended
to the concermned employee.

4.3.5, |ploy Inc. shall inferm the officer/employves who was subjected to a
drug test of the test-results whether positive or negative.

4,36, All costs of drug testing shall be barne by Iploy Inc.

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1.

2.2,

5.3,

24,

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

Following rehabilitation, the campany's Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employes and recommend to the employer the resumption
of the employee's job if he/she poses no semous danger to histher co-
employees and/or the workplace

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

Repeated drug use even after ampie opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under RA, 9165
and is & ground for dismissal,

6. ADVOCACY, EDUCATION AND TRAINING

6.1

6.2

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

All afficers and employees are required to undergo an orentation/education
pragram before assumption of their respective duties. The program shall
include the following topics:

B.2:1. Salient features of R.A. 9165;

6.2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community;
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6.2.3, Preventive measures against drug abuse; and

6.2.4. Steps to take whien intarvention [s needed, as well as available services
for treatment and sehabilitation.

6.1, To encourage all officers and employees 1o lead a Healthy lifestyle while at

work and at home, iploy Inc. undertakes to conduct the following activities as

often as possibla:

631, Lifestyle assessment programs  on  health  nutrition, waighi
management, stress management, alcohol abiuse, smoking cessation, and
other indicators of risk diseases,

6.3.2. Health wellness screenings (e.g. blood pressure and heort rate,
cholesterol test, biond glucoss, etc.);

6.3.3, Sports, recreational and fun-game activities; and

6.3.4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

[ % ¥

s

1.3.

Ipley Inc. shall ensure that the workplace policies and programs on the
prevention and centrol of dangerous drugs, including drug testing, shall be
disseminated to all officers and employess The employer shall abtain a
written acknowledgement fram the employees that the policy has been read
and understood by thern,

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

Al officers and employees shall enjay the nght to due process, absence of
which will render the referral procedure ineffective

8, CONSEQUENCES OF POLICY VIOLATIONS

8.1.

8.2.

Any officer or employee who uses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers dangerous drugs or otherwlse commits other
unlawful acts as defined under Article 1 of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
At

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

9.1.1. The implementation of these policies and programs shall be monitared
and evaluated periodically by management to ensure 3 drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with 0.0 5303

10. EFFECTIVITY

101, Ihis Policy shall lake place effective immediately and shall be mada
known to pvery employee.

11 ATTACHEMENT

11,1, Drug-Free Workplace Policy and Program Acknowledgement

fl ILI“)\ Ny
Prepared by: Io Hé * : ﬁelacig
Human Resources

Reviewed by: M!;
Dirad\gr of
o

Approved by: Yisroel Y. Glssinger
CED
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Drug-Free Workplace Program Acknowledgement

I herety acknowledge that | have received and read Ipley Inc. Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affact a drug test and a list of
local Employee Assistance Program providers or local drug and alcohol treatment
programs, | have had-an opportunity 1o have all aspects of this material fully explained. |
also understand that | must abide by the Program as a condition of initial andfor
continued employment, and any violation may result in disciplinary action wp to and
nciuding termination,

| also understand that during my employment | iy be required {o submit to testing for
the presence of drugs or alcakal in my: body. | understand that submibssion to such testing
is a condition of empleymant with [Company|, and disciplinary action up 10 and including
LErmination may result if-

1) | refuse to consent 1o testing,

2} I refuse to execute all forms of conzent and release of liability that are usually and
reasonably associated with such examinations,

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

4 The tests establish a violation of [Company]'s Drug-Free Workplace Palicy,
5) | otherwise violate the policy,

| also recognize that the Drug Free Workplace: Policy and related documents are: not
intended 1o constitute a contract between Ipley Inc. and me,

The undersipned further stales that hefthe has read and understands the above
acknowledgement and signs helow of his/har own fres will

SIGNATURE DATE

WITNESS BATE
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Date January 1, 2018

To  ALL EMPLOYEES COMCERMNED
Fram : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1, OBJECTIVE

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

2. COVERAGE

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

3. POLICY STATEMENT

3.1 Iploy Inc. believes that employees should be afforded the opportunity to work
In an environment free of sexual harassment. Sewugt harassment is a4 farm of
misconduct that undermines the employment relationship. Mo employes,
elther male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual avertures or conduct.

3.2. Sexual harassment refers to behavior that is not welcome, that s personally
offensive, debilitates  morale  and, therefare, interferes with  work
effectiveness. Such behavior may be in the form of unwanted physical, verhal
or visual sexual advances, requests for sexual favers, and other sexuially
oriented conduct which s offersive or objectionable to the recipient,
including, but not limited 1o: epithets, derogatiory or suggestive comments,
slurs of gestures and oflensive ROSTers, cartoons, pictures, or drawings,

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

3.4, DEFINITION OF SEXUAL HARASSMENT

lploy Inc. has adopted, and ite policy is based on, the definition of sexual
harassment set forth in Section 3 of RA TR77. it provides - that sexual
harassment in workpiace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work environment, demands,
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requires or otherwise réquires any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission is accepted by
the object of said Act.

In a8 work-related or employment environment, sexual harassiment is
committed when:

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

34.2. the above acts would impair the employees’ rights or privileges under
existing labor laws, or

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

3.5, WHERE SEXUAL HARASSMENT |5 COMMITED

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

351 Inor outside the office building or training site;

352, atoffice or training-related social functions:

3.53. inthe course of work assignments outside the office;

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

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

3.6.1. Overt sexual advances,

364 Unwelcome or improper gestures of afection:

3.6.3. Request or demand for sexual favors including but nat limited to going
out on dates, cutings, or the like for the same purpose;

3,64, Any other act or canduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
victim.,
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WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer to cccasional compliments of a soclally
acceptable nature, It refers to behavior that = not welcome, that is
persanally offensive, that debilitates morale, and that, therefore, interferas
with work effectiveness,

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide its officers and employees 3 work
environment free of sexual harassment by management personnal, by co-
workers and by others with whom officers and employess must interact in
the course of therr employment in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of campany policy. The company |s
responsibile for preventing sexual harassment in the workplace, for taking
Immediate corrective action to stop sexual harassment in the werkplace and
far promptly investigating any allegation of work-related sexual harassment.

4, PROCEDURE

4.1,

4.2

COMPLAINT PROCEDURE

411 Any officer or employvee, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same imimediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iploy  Inc
management or ownership. All allegations of sexual harassment will be
quickly investigated. To the extent possibile, the Identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclasure. When
the investigation is completed, all parties will be informed ol the
autcome of the investigation.

412 A Committes on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
representative 1o receive complaints, investigate and hear sexual
harassment cases. The Committes shall develop its awn rules in the
settlement and disposition of sexual harassment cases The Cammittes
shall also develop and implemant programs to increase understanding
and awareness about sexual harassment,

RETALIATION
421, Iploy Inc. will permit no employment-based retaliation AgAinst anyone

who brings a complaint of sexual harassment or whe speaks as a witness
In the nvestigation of @ complaint of sexual harassment.
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4.3, WRITTEN POLICY

4.3.1. Al officers and employees of Iploy Inc. shall receive a copy of the
company’s sexual harassment palicy upen assumption of their respective
offices, if at any time an officer of employee would like another copy of
the policy, plesse contact the Office of the Committee an Decorum, I
Iploy Inc. should amend or modify ks sexual harassment policy, all
officers and employees will recelve an individual copy of the amended ar
modified policy,

5. CONFIDENTIALITY

5.1 At the commencement of the Investigation procedure at the Commilles,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewsd,
letters and correspandences read, and, testimonies heard, will be kept under
the strictest confidence It is the intention of Iploy inc. that rights of the
parties, especially the jnnocent ones, ara protected. At the same time,
however, dignity and honar shall be preserved for all the parties concerned
by keeping all information gatherad through the investigation process
confidential at all times, even after the conclusion of the investigation proper,

6. EFFECTIVITY

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

1

|
Prepared by: jo H R. Melecio
Human Resources

Reviewed by

Approved by: Yisroel ¥. Gissi er
CED
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Iploy Inc.

COMPQSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUIAL

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

Submitted by:

Yisroel Y. Gissinger
CED
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DATE : April 3, 2018

o . ALL EMPLOYEES

FROM g HUMAN RESOURCES DEPARTMENT
THRU £ DPERATIONS MANAGEMENT
SUBJECT : MEMO: RESTROOM GLIDELINES

Iplay Inc provides unisex restrooms available o that employess can use them when they reed
to'do so. One is located inside the tperation floor and second Is. in the hallway outside the
eperation floor. However, those who are:uncomfortable, has issue with the utilsex restroom,
wie have a Sepdrate single, private restraom avinlable for use,

Mareover, any employes with concern/lssue in using the unisex restroom, please visit Human
Resources office to get door access pass. Office secunty, Log in and Log out procedure shall
apply

Furthermare, it is essential that all ‘employess should comply and ohserve the restroom
etiguette:

Knock if the cubicle appears to be occupied. Dan't peek under the docrs.

* Lock the cubicle door when YO entear

¢ Stand close enotgh to the pan or urinat so you don't wet the seat, walls or
flovar

®  Flush the toilet after usa gh wipe off the tailét seat for the next user

*  Papertowels go in the trash can, not on the fleor or in the teilet bl

*  Wash your hands to preven the spread of colds and tha flu

* Please use water and paper towels connanvatively

Forr yaur information and Auidance
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February 27, 2018

Toy ; ALL EMPLOYEES

FROM ¥ HUMAN RCSOURCES DEPARTMENT
THRU : OPERATIONS MANAGER

SURIECT -

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tollowing (s Issuctl 1o ensure the effective enfore
employees on offjce altendance and Funciuality
To ensure effective implem

ement and strict observance of all

cntation and menitoring of office SECUrity

L. Employees are reg

uired to log in and log out using the biometric and the RF ID, even
if the door is apen

2. Employees are alloweg to be inside the office and o Log in thirty (30) minutes before
their schedulad time

3, Bags and/or persanal items should be left
the production area

4. Once an employee logged in ang inside the production area, they can no longer go
outside until thejr 10 break

5. Employees are only allowed to stay in the office for thirty (30) minutes after their shift,
unless autharizog or has approval o extend their time

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

7. Mo tailgating

8. Employee 1D and RF D
employes

9. Noemployees arp allowed to stay in the waiting area for applicant,

10. Emplovees who left/last their 105 will get temporary ID from HR and will be dealt with
according to our code of conduct and discipline,

11. Submit self ta magnetic wand sca nning with the SECUrity personnel
12, Only water in a clear container js allowed in the Operation area and recreation

in the locker before longing in/going inside

should be worn at 4] times, lost RF IDs will be charge to the

roam

For guidance and strict compliance,

| rtf;‘{{ﬂ )

n cio
Humman Resources

Noted by:

Scanned by CamScanner
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DATE - MNovember 17, 2021
T : ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT . LOCKER POLICY

The aim of this policy is to guide our employvees and estabiish a well -kept and orderly environment in
the locker room,

Please see list of rules provided below for your reference,

RULES

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

* NOstoring of perishable foods/leftovers inside the locker,

*  Proper sanitation is strictly observed (E.G. Nostoring of unwashed containers/mugs/utensils, ste.)

* MNOtransferring of lockers. Transferring of lockers is subject to approval

*  Checking/audit will be done fram tima to time and once unassigned lockers are being used, they
will be farced open, and the company will not be liable for padiock replacement nor
reimbursemeant,

*  Any sort of action that may result in damage to property is strictly prohibited, This includes but |s
not limited to graffiti fvandalism, posting of stickers, damage to facility property such 4 the forced
opening of lockers withaut the ma nagement/HRs' knowledge ar consent, etc,

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

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

* Forced Open Request due to lost padiock key or forgotten passwordfcode should be submitted a
day prior and will be subject to availability of the balt cutter,

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

* NOLOITERING inside the locker room

*  Unassigned Lockers with cable ties should not be apened,

*  Things inside unassigned lockers will he subject to disposal of the ma nagement

This Memarandum shall take effect an November 22, 2021,

Fallure to comply will be deale accordingly,

Prepared by:

e |
Carlos Gotlong. r

Genaral Manager Directo perations

I have read, understood, and agreed to eomply with the foregoing policies, rules and conditions
governing the iPloy Locker Paolicy.

JAN FR ; o6 o3 foy
ure Over Printed Méme/Dite |
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DATE ; April 3, 2018

Ta ALL EMPLOYEES

FROM ] HUMAN RESOURCES DEFARTM ENT
THRU : OPERATIONS MANAGER

SUBIECT { MEMO: CALL IN FOR OUT OF OFFICE

Inerder to properly manitar out of office emplayess, a new pracess to call infreport abisence will
be implemented effective Manday, April 9, 7018

Guidelings:

1. In cases of late and/ar absences, emploves should FEDOM to Human Resources through
3MS3 or Call via HR hotiing; 0917 700- 7074
2. Maotification should contain the following infarmation;
i Cornplete (real) Name
b, Department
€. Team Leader
d. Callin far: (Whole day Absent, Half-day Absent, Late)
€. Reason
3. HR will be the one to send notification 1o Operations Management
4. No call in should be commumicated through Team leads o any other employee., it should
be done by the emplayes or hisfher relatives
5. Motification should be at least 1w (2} hours before the employea’s shift
6. If an employes is advised 1o restfconfined in the hospital, number of rest days as aovisad
by the physician should be indicated Otherwise, employes must send notification daily
7. Fallure to natify will be tapeed as Mo Call, No Show gndfor unscheduled aBsence and will
be dealt with according to our Code of Canduct and Discipling

For your guidance and strict compliance,
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February 18, 2020

Ta 1 ALL EMPLOYEES

FROMA i OPERATIONS MAMAGEMENT

SUBRJECT : ATTENDAMCE BOMUS 2020

As we end the year 2019, iPloy would like to-set clear key procedures and policies. This memorandum serves a5
reminder to be followed:

PAYROLL

L Immaculate Attendance Bonus is for employees with perfect attendance. Employee should NOT cammit any
schedule deviations like tardiness, unscheduled absences, undertime and avertreak. Failure to punch in = out far
breaks will also disqualily the employes. Mo wilers will be given,

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

3. Employess who tendered thair resignation before the release of the Sign On Banus {First Hall or Secand Half) will
NO longer be eligible to receive i,

4. Employees qualified for the Sign Cn Bonus (First Hall or Second Half) will receive it on the 30™ of tha sueceeding
manth fram eligibility.

5. Eligibility for the ansual merit incraase b based on overall perfonmance and management discretion. Pay out ks
al management’s discretion,

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

- 1 day absence = the medical certificate must be dated on the day of abssnce ar the next tday. Il the absence
falls an a Friday, the medical certificate must be dated tha Saturday that immediately follows - at the latest, It
cannot be dated on the day that the SREnt ks to report back to work,

. 2 days absence - the medical certificate must be dated on the inital day of absence or the next day, If the
absence falls on a Thursday, the medical certificate must be doted either that Thursday or the nax day — at tha

latest, It cannot be dated on the Saturday that immediately lollows or that Monday thar the agenl I8 to repart back
i work,

* 3 days of absence or longer - the medical certificate must be dated on the iniial day of absence i the nex
day. It cannot be dated on the day that the agent reports biack to wark with the advice to rest antedated from the
Initial date of absence, Alsg, the advics 1o rest is inclusive of rest days,

o Ex: If the agent is absent on g Friday and the medical certificate stapas advised to rest for 3 days,
that is inclusive of the day of absence that the agent teok tu rest pis Saturday and Sunday - the apent muwst be back
to wark on Monday,
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o If the doctor prescribes Test, the madical certificate must Include the number of days of rest, Tha
advice to rest cannot be antedated.

o There must be a fit to work date,

a The anly exception to the Medical Certificate date guidelines s if the employes has besi
hospitalized.

VACATION LEAVES
L The company reserves the right 1o approve and disapprove all vacation leave (VL) requests,

2. Employee must Exactly have the corresponding credits for the request 1o be approved.
1 credit = One Day
5 credit = Half Day

3. Employee with perfect attendance &0 days from the requestad VU date wiil be given priority in the approval af
leaves. This is a way of rewarding employees with perfect aftendance,

4. The company and client have the fight to disapprove leave requests and cancel approved leaves for thase
employees wha committed unschaduled absences on the priar month-and on the turrant month of the requestad
time off including poar attendance records, behavioral and productivity lssues

..a/ﬁar ERIL & APALES
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Approved By:

AY GISSINGER
Chiel Executive Officer

Director of Operations
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Date : November 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

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

2. Employee may use sick leave for absence due to the following reason;
*  Employee's illness or injury.
* Bereavement leave/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. Failure to file the sick leave
on the given hours will be forfejted,

Note: No more Manual filing of Sick Leave except if the employee was hospitalized and/or
quarantine due to COVID-19.

4. Below are the documents needed ta pravide to use the pald sick leave:
= Employee’s iliness or injury

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

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

* Bereavement leave (Please refer to the Bereavement Leave Policy)
*  Emergency leave

*  Validate his/her absence through supporting documents as ta why she/he was
having emergency leave on the said date,

*  Power Qutage
= Certification fram their electric/power supply provider {e.g., VECO, CEBECD,
MECO)
* Internet Outage

®  Ticket number from the internet service provider and/or screenshat/link of
officlal outage announcement from the internet/telco provider
#  Picture of the modem (showing red, no light in “internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action, 5L is unauthorized
under the following circumstances:
* The employee failed to inform the immediate superior ar HRD about his/her absence due to
lliness unless fully justified,
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* | sickness claimed is fictitious or non-existent,

6. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of 5L will be needed to recover fram the sickness, A medical certificate must bae submittad
before the expiration of the SL Absence of notice and certification will he censidered unauthorized
unless the company physician, after due examination 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:

'hl.:lqln Q&uﬁﬁm B

Operations Manager “General Manager
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Date - November 12, 2019

Ta - ALL EMPLOYEES

FROM x HUMAN RESOURCES DEPARTMENT

THRU H OPERATIONS MANAGER

SUBIECT H 555 SICKINESS 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
thelr form In Accounting office.

A member is qualified to avail of this benefit if:

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

4. He has paid at least three (3) months of contributions within the 12-month period immediately
bafare the semester of sicknass or injury:

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

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

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

For your guidance,

If there are any quastions or clarifications, please feel free to approach the Human Resouy ree Department.

Sincerely,
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DATE : October 4, 2023

TO : ALL EMPLOYEES

FROM HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services
Bimbao H. Tequillo MD Clinic

Lolita E. Abella-Libras, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnestics

Gaudioso Montecillo Jr., MD

MNow Serving

. Dr. Guian Darnell Sumalinog

10, Tambut Medical Clinic

11, Clinics/Physicians without complete contact details such as but not limited ta the following:
111  Doctor's name

11.2  Doctor's license number

11.3  dinic/Doctor Phone number

114  Date of Actual visit

11.5 Diagnosis

11.6  Recommendation

11.7  Fit to work date

L S
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Mew Clinlcs added:
12, Enad Clinic
13. Bing Clinic
14, Gia Clinlc
15. Veloso Clinic
16. Dr. Paolo N. Apuli
17. Lourdes D. Sasoy, MD

When providing medical certifieates for absences, ensure the following:
1. The certificate must be issued an the day of the absence or the day after,
2. Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a receipt for preseribed medications and laboratory results, may be requested,
3. HRfClinic will validate all medical eertificates, including fit-to-work certifications, Remember
that no fit-to-work certificate will be denied entry,
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4. Do not make erasures on the decument. 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. No consultation date specified.

No diagnosis provided, Please note that 7 codes are nat considered as diagnosis,

Ma contact information displayed in the medical certificate.

Absence of physiclan's name and license number,

Phone numbers listed in the medical cartificate are incorrect and/or unable to be verified or

contacted,

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

7. The clinic/physician daes not facilitate phone validations for the issued medical certifieate.

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

L R TT R N
e B g gl

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

are canstantly 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 clarificatian régarding this, please do not hesitate ta send us an email

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

M Afganza 1/
Employee Relations Supervisor )

Noted by:
; éi,ﬁ._ir- ; Eﬁhﬁm’l—
R C a oA Manal
Ma r

HR Manager Operations Manager
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Date : Hevember 30, 2022

To : ALL Emplayess

FROM - Human Resources Department

SUBRIECT 5 VACATION AND SICK LEAVE CONVERSION

w!anplua-udmamumuﬁmlmmm“mmlmﬂiummﬂnmmu&,mz
payout, In this connection, all remaining 51 credits are to be: converted thus, 5L application is no langer
allowed until the end of the year,

A for the Vacation Leave (VL) conversion, &l unused V0 cradits il be redeased on the 30" of Decembar
2022, All emplayess can plot a VL request undl December B, 2022 ONLY. The actual VL dates will cover
enly untll April 30, 2023. Kindly take note of the reminders below in referencs to filing of VL

= Mo retraction of approved Vs, Irmempfnvummhrwrknnmzmwuammu
will not be refmbursed and will be voided.

®  Morescheduling of VL once approved,

o VL date should not fall on a local haliday otherwise farfeited,

Mote: Approvel of Vi requests will be on or before Decernber 14, 2022,

Furtharmare, if the employes resigns or gets separated fromi the company either valuntary or involuntary,
all available VL credits will be forfelted and wil net be part of their Last pay if;

* Employes filed an immediate resignation snd/or failed to provide a 30-dey notice.

*  Employes went on Absent Without Official Leave (AWOL)

&  Employee incur any leave, absences, and/or any farm of terminal leave within the 30-day notlce
period with the exception that the employee provided a valid documentation such as but not
limived to hospitafization due to sickness, accidents, or contaglous disaases,

*  Emplovee Incurred more than four (4) howrs of sccumulatad and/ar total Iate/undertime within
the 30-day notice.

® Employee will have issues with performance Including bist not limited to quality, productivity, &
client escalation within the duration of the 30-day notice.

® Incurred any behavioral Infraction such as but not limited to Sleeping, Browsing Unrelated
Wabsires and atc,

Furthermore, 51 and VL conversion maybe sublect to tax. Should you have quesiions pertaining to this
mema, feed frae to reach out to our Accounting personnel at Accounting@iploy.com

Slgned:
= v
HR Iannger Accounting Manager
Moted by:
1} st capetor.
Approved by:

it

CEO
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December 17, 2019

Ta § ALL EMPLOYEES

FROM : OPERATIONS MANAGEMENT

SURBIECT CLEANSING PERIOD

iPhoy Stalfing Solutions behieves |n Eving employer enough room for Emprovement 1o stradghten out
employment in regands to complanci to aur tompiny’s Code of Conduyct. The alm of this approad iz 1o help
mativate emplovess rectity passed atfenses and start snew.

Cleansing Period pertains to the time when an empoyie who has boen subjected to 4 Disciplinary Action (B4

i expected o Improve performance. Ample time b Fiven lo correct improper behavier and refrain from
committing any other infractions

I an wmpioyes does not comimit the same infraction for th specified cleaniing period, the progression of the
diseiplinary action will slide back to @ level depending on ity type. Please refer o table bl

The counting of the Cleansing Period will start based an the date when DA was decided upon. All documentations
far infractions will still be kegt in the Employes's 201 File regardiess whal period of progression,

The Cleansing Periad is effective January 1, 2020 covering DAL & manths and older,
Moted By Approved By:

JAY GISSINGER
Chiesf Executive Officer

JA W& GA
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