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Employee Training Agreement

This Employee 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 Awenue, Cebu City ["Employer”) and

FRIT2 EIER MWayasBgr [Employee’s  Namel, an  individeal  with  the  address  of
PUPuk YAMBAL _ Tiga CEBW CATY , OO0 [Employes's Address] {"Emplayes”) |

Recitals:

A. The Employer is providing a 5- day training program to the Employee to enhance their skills and knowledge
in the field of Customer Service and as part of the Gnboarding process.

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

€. The Emplayer has agreed to pay the Employee a salary for the duration of the training.

D. The Employee has agreed tothe terms and conditions concerning the Pre-Employment Medical

Examination (PEME) and the submission of Emplayment Requirements,

Agregment:

1. Training Obligation: The Employee agrees to attend and coimiplete the 5- day training program provided by the
Employer. The training will commence on June 10, 2024 znd conciude on June 14, 2024,

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

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

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

5. Submissien of Government Numbers: The employes acknowledges and agrees to pay the monthly penalties in
gowvernment contributions f hefshe falls to submit the government requirements (555 TIN,PAG-IBIG &
PHILHEALTHY within the five {5} days of training,

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

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

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

FRIM ger 6. Navaped /oalolzom
Employes Complete Mame & Signature/Date
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) 06l10[2024

BETWEEN

1, IPLOY OPC. (the "Diselosing Party”); and
2. TRIWZ ELER LAVARE! (the "Receiving Party"),

collectively referred to as the "Parties”,
RECITALS

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

OPERATIVE PROVISIONS

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

1.1 tohold the Proprietary Information in strict confidence and to take all reasonable
pPrecautions 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 persan,

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

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

1.5, not to copy or reverse source any such Proprietary Infarmation. The Recelving Party shall

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

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

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

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

4.3, 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 Recelving Party may make disclosures required by law or court order provided the
Receiving Party uses diligent reasonable efforts to limit disclosure and has allowed the Disclosing
Party to seek a protective arder.

3. Immediately upon the written request by the Disclosing Party at any time, the Receiving
Party will return to the Disclosing Pa rty all Praprietary Information and all documents or media
cantaining any such Proprietary Infarmation 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.

a, The Receiving Party understands that nothing hergin

4.1.  requires the disclosure of any Fraprietary Information or

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

5 The Receiving Party further acknowledges and agrees that no representation or warranty,
express or implied, is or will be made, and no responsibility or liability is or will be accepted by the
Disclosing Party, or by any of its respective directors, officers, employees, agents or advisers, as to,
of 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 af such Proprietary
Information,

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

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

7. This 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 cou ntry, 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: Qnboarding Specialist By: _ MEW EMPwYEE

Name: Jade Lenizo Mata Name: FIATL ELER WA \J’-‘e_ﬂua-{
Title: Onboarding Specialist Title: clir

Address: #35 Salvador Extension Labangan Address: Pugow hkMeh & TILh C.C.
Cebuy City

Date: ©Wlio| 2014 pate:  OG helzc24
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, _TRIrE eWE® wNavapet hereby authorize Iploy Inc. and/for it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record Information which may be in any state or local files,
including those maintained by both public and private crganizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my gualifications for employment. A telephone facsimile
(fax), seanned copy or xerographic copy of this consent shall be considered as valid as the original
consent,

| hereby consent to the Company's verifying all the informatien | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written autherization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclasures, |
hereby agree to release any person, company, or other entity from any and 2/l causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omissien made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed,

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

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

Applicant Mama: frRH2 ELE R pAvA pES

Present Address: __ PUROK SAMEBAG TIfA  Cvgu o

social Security Number: O — 4572543 ~(  pare of Birth: ﬂf”"ﬂrfz.l’ g

Signature: g!q,,-.f

L

pate: 06/l 2024
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SIGN-ON BONUS POLICY
Palicy:

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

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

A regular employee

Ma resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

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

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

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

TEmrr Ele %{mmﬂfr Oefiof2014

Signature Over Printed Name/Date
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UNDERTAKING

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

Paolicy Title : Dress Code Pollcy
Revision No s01
Effective Date tlune 13, 2022

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

FERITL Ewgr  wavapeds ceflicfzorq
Employee Name and Signature Date

m fat | o]y

Onboarding Specialist tﬁmn and Signature Date

MNoted:




iPloy Gift Policy

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

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

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

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

@ 1" Instance = Written Warning
b. 2™ Instance- Final Written Warning
c. 3" Instance- Dismissal

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

Employee Acknowledgement

I have read, understand and agree to comply with the foregoing policies, rules and conditions governing
the iPloy Gift Policy,

Name:  FEWL FlEpp  HAvapeEid

Signature: q“}m{/ pate: Ol J {0 if'l diq

o




iPloy Social Media Policy

iPloy recognizes that employees use social media tools as part of their daily lives. Employees should always
be mindful of what they are posting, wha can see it, and how it can be linked back to the organization and
wark colleagues.

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

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

*  Publishing material that is defamatery, abusive or offensive in relation to any employes, manager,
office holder, shareholder, customer or client of the company;

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

= Publishing material that might reasonably be expected 1o have the effect of damaging the
reputation or professional standing of the company,

Procedure:
All ermployees must adhere to the following when engaging in soclal media,

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

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




= Beaware of data protection rules = you must not post colleagues’ details or pictures without their
individual permission, Employees must not provide or use thair company password In response
o any Internet request for a passwoard,

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

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

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

= Once in the public domain, content cannot be retracted, Therefore, always take time to review
your content In an objective manner befare uploading, If in doubt, ask someone to review it for
you. Think through the consequences of what you say and what could happen if one of your
colleagues had to defend your eomments to a customer,

& |f you make a mistake, be the first to polnt it out and correct it quickly, You may Factually paint
out misrepresentations, but do not create an argument.

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

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

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

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

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




= At all times respect copyright and intellectual property rights of information you encounter on
the internet. This may require obtalning appropriate permission to make use of information. You
miust 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 soclal media,
Managers should consider whether personal thoughts they publish may ba misunderstood as expressing
the company’s opinions or positions even where disclaimers are used. Managers should err on the side of
caution and should assume that their teams will read what s written, & public online forum is not the
place to communicate company policies, strategies or opinions to employees,

Enforcement { Progression

Mon-compliance with the general principles and conditions of this seclal media policy and the related
Internet, e-mail and confidentiality palicies 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 wse of social media and the internet is always appropriate and consistent with your
responsibilities towards the company. In case of any doubt, you should eonsult 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
c. 3" instance- Dismissal

Employee Acknowledgement

I have read, understand and agree to comply with the foregoing palicies, rules and conditions governing
the use of all property of iPloy and all work and conduct completed on or with the assistance of iPloy
property, Further, | agree to-abide by the Social Media Best Practices when using social media sites on my

persanal time and when my affiliation with iPloy regarding those sites is known, Identified, expected or
presumed.

Name: [ EWL ELER mavArcl

Signature: CZ‘],.,,'( Dt Haf 10 /2029

L=
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Date - February 22, 2018
To sALL EMPLOYEES CONCERNED
Fram ¢ Human Resources

Thru : Operations Manager
Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBJECTIVE

1.1 In cenfarmity with Bepulilic Aot Noo 8504 otherwse known as the Philippine
AIDS Prevention and Control Act of 1998 which récognizes workplate-based
programs s a potent tool In addressing HIVAIDS as an intermational
pandemic problem, this company palicy & hereby haled for the information
and gundance of the-employess in the diagnosis, treatment and prevention of
HIWAAIDES in the workplace,

L2, This policy is also aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers' nght against discrimination and confidentiality is
maintainad

2. COVERAGE

2.1 This Program shall apply 1o all emplovees regardless of their employmint
status

3. IMPLEMENTING STRUCTURE

3.1 Iploy inc. HIV/AIDS Program shall be managed by s health and safety
committee consists aof represantatives from the different divisions and
departmants.

4. POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/ AIDS
41,1 What |4 Hiv/AIDS?

4111 It % o disease coused by @ wirus celled HIY  (Human
Immunodeficency Vicug), This viros slowly weakens o pérson’s
ability 1o fight off other diseases by attaching iself to and
destroying important cells that contral and support the human
immune system

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
pirth through breast feeding);

4.1.23. Intravenous drug use with contarminated needles,
4.1.24, Transfusion with infected blood and biood produces; and

4125  Unsate, unprotected contact with infecred biood and bleeding
woaunds of an infectad person

4,13 s there a cure?

4.1.31. Mo, However, therg are antiretraviral drug combinations {hat
are available when properly used, result in profonged suevival of
people with HIV. Holistic care of people living. with HIV-AIDS and
comprehensive  treatment of  opportunistic  wnfections  also
dramatically improve quality of il

7. GUIDELINES
5.1 Preventive Strategies
2 L1 Conduct of HIV-AIDS Education
5111  Wha will conduct?
The Medical Clinic of Iploy Ino_tn coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the orientation of newly hired
employees. The standardized information package developed by the

Department of Labor and Employment (DOLE] may be used for this
FHAFDOSE.

53112  Howwilit be conducted?
The HIV-AIDS education will be conducted through distribution and
pasting - of ILC matetials, lectures, counsélhng and traming and
information on adherence to standard of universal precautions in the
workplace

5.1.2 Screening. Diagnoss, Treatment and Reterral (o Health Care Services

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

5122  The company shall encourage positive health seeking bighavior
through Voluntary Counseling and Testing
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5123  The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers, Referral
to Social Hygiene Clinics of LGL! for HIV screening shall be facilitated
by the company’s medical clinic staff

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

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

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

612 Workplace management of sick employess shall not ditfer from that of
any other {llness.

6.1.3, Discriminatery act done by an alficer or an employee against their
co-officer ar ca-employee shall likewise be penalizad.

6.2, Confidentiality/Non-Disclosure Policy

B.2.1. Access to personal data relating 1o a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of R,
8504 and the ILO Code of Practice.

6.2.2. Job applicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical information,

6.2.3. Co-employees shall not be abligée to reveal any persanal infarmation
rafating to the HIV/AIDS status of fellow workers

6.3, Work-Accommaodation and Arrangement

63.1. The company shall take measures to reasonably accommodate
employees with AlDS related linesses,

6:3.2. ‘Agreements  made  betwden  the company and employvee's
representatives shall refiect measures that will support workers with
HIV/AIDS through Hexible leave arrangements, rescheduling of warking
time and arrangement for return to work.
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7 ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1, Employer's Responsthilities

711 The Company, together with employess/ labor organizations, company
focal personnel for human resources, safety and healih persannel shall
develop, implement, monitor and evaluate the workplace policy and
program on HIV/AIDS.

71.1.2, Prowvide information, education and training on HV/AIDS for s
workforce.

7.1.3. Ensure non-discriminatory: practices in the weorkplace and that the
policy and program adhieres to existing legislations and guidelines

714, Ensure configentiality of the health status of its employees and the
access to medical records is limited toauthorized parsonnel.

715, The Company, through its Hurman Resources Department, shall see to
It that thelr company policy and program |s adequately funded and made
known Lo all employees

7.16. The Health and Safety Committee, together with employees! labor
organizations shall jointly review the policy and program and continue to
improve these by networking with. government and  orgarizations
pramating HIV grevention,

7.4, Employees’ Responsibilities

7.2.1. The employee's organization shall undertake an active role in
etucating and training their members on HIV prevention and control.
Promote and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and ather risk factors that expose workers te increased risk
of HiV infection,

722 Employees shall practice non-discriminatony acts against co-employess.

#:2.3. Employees and their organization shall not have access to personnel
data ralating to & worker's HIV ctatus

724, Employees shall comply with universal precaution and preventive
mMEasures.
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B IMPLEMENTATION AN MOMITORING

B.1. The Safety and Health Commuttee of s counterpart shall periodically monitor
and evaluate the implementation of rthis Palicy and Frogram

9 EFFECTIVITY

9.1. This Palicy shall take place affective immediately and shall be made known to
every employee,

i

¢

Prepared by fo H li"ﬂ. leTia
Human Resources

Reviewed by A

Approved by: Yisroel Y. Gissinger

CED
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Date lanuary 1, 2018

To P ALL EMPLOYEES CONCERNED

From : Human Resources

Thru : Operations Manager

SI.II:IjEI:.'.t ¢ WORKPLACE POLICY AND PROGRAM ON TURERCULOSIS [T} PREVENTION

AND CONTROL

1. OBIECTIVE

1.1.To assist the government in its campalgn against Tuberculasis (TB) in complignoe
with the Department of Ltabor and Employment's Department Order No. 73-05,
series of 2005 — Guldelines for the |mplementation of Policy and Program an
Tuberculasis (TB) Prevention and Contral in the Waorkplace.

1.2.To provide initiatives 1o grevent the outbreak and spread of tuterculosis in the
workplace, and to treat, care, and support employees wha become afflicted with
tuberculosis

2. COVERAGE
2:1.This Program shall apply ta-all smployees regardless of their empioyment statis
3. POLICY STATEMENT

3.1.Tha company saeks the provenition of the spread of tuberculosis, as well 35 the
treatment, rehabilitation, and restoration to work of employees wha contract

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

3.2.Alz0, dn line with this, a TR awareness program shall be undertaken through
information dissemination, which shall include its nature, freguency (occurrence
in a selected population) and (ransmission, treatresnt wilh Diractiy Obsarnad
Treatment Short Course (DOTS), and control and management of TE in the
workplace, This shall be handled by the Office of Health Services {Infirmary) or
the partmer health provider of IPLOY INC. In conjunction with the Uperations
Manager and office of Human Ressurce through the company's accredited
hiealth provider.

3.3.The DOTS s a comprehensive strategy to cortrol TH, and Is composed of five
companents, which are:

331 Political will or commitmant to -enduring sustained and quality TB
treatment and control activilies;

33.2. Case detection by sputum-smear microscopy  amang symplomatic
patients;
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3.33. Standard shorl-course chemotherapy using regimens of & to B months for
all confirmed active T8 cases (Le., smear positive or those validated by the
TH Dlagnostic Committeal, Complete drug. taking through direct
gbservation by a designated treatment partner, during the whole caurse of
the treatment regimen;

.34 Aregular, uninterrupted supply of all anti-tuberculosis drugs and other
materials,

335 Astandard recording and reporting system Lhat allows assessment of case
finding and treatmient outcomes for each patlent and of tuberculosis contral
program's performance overall

34.Employees must be given proper information on ways of strengthening their
immune responses against TB Infection, le, information on good mutrition,
adequate rest, avoidance of tobacco and alcohol, and good personal hygieng
practiees.  However, it should be underscored that intensive: efforts in the
prevention of the spread of the disease must be-geared lowards accuraie
infarmation on its etiology and complete performance overall

1.5 0mpreving workplace conditions:

315 To ensure that contamination from TR airbosne particles 15 controlled,
workplaces must provide adeguate and appropriate ventilation {DOLE-
Occupational Safety and Health Standards, 05HS, Rule 1076.01) and there
shall be adeguate sanitary Tacilities for workers, '

3.5.2. The number of employees in a work area shall not exceed the required
number for a specified area and shall observe the standard for space
requirement. (O5HS Rule 1067

3.6.Capabiity buitding on TB awareness raiing and training of T8 ease Finding, Case
Halding, Reparting and Recording of cases and the implementation of DOTS chall
be given to Company health personnel or the occupational safety and health
commitiee.

3. 1. 5acial Policies:

321, Non-discrimination: Emplovees who have or had TB shall not be
discriminated against.  Instead. they shall be supported with adeguate
diagriasis and treatment, and shall be entitled 1o work for as long as they are
certified by the Company's accredited health provider as medically it ang
shall be restored 1o work as soon as their iliness is contrafled.

372, Work Accommodation: Through agreements made betwees the
management and the employess, work accommaodation  measures to
support ‘employees with TB & encouraged through Texble leave
arrangements, rescheduling of working times, and arrangements for return
to wark,
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3.7.53. Restoration 1o Work: The amployee may be allowed to return 1o work
with reaconablo working arrangements as determiced by the Company's
Health Care Provider and/or the DOTS provider.

1.8 Employee Responsitility;

381 Employess who hbve symptoms of TR shall immediately seek ass:stance
from the Company's Health Services Provider,

38.1.1. An employee who has the symproms of TH s required to initially
wear a face mask (especlally while Inside the office} and observe good
hyglene practices, at least until declared by 4 competent medical
practitioner to be'safe from) transmission.

3812 Similarly, for those at risk, Le., those with Family members with TB
oF those expased 10 & co-employes with TR, it would be prudent to
ohsarve the same good hygiene practices until declared free from the
disease and safe from transmission.

382 Once diagnosed to be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physiclan of the employes's choice. However, it s imperative thal the one
strictly adheres (o the course of treatmaent. Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make it harder to treat the infection and
result in & longer absence,

1831, An absence from work due to medical reasans of over siy [B]
months may result in the termination of one’s employment as
provided for by the Labor Code of the Philippines under Art. 284 -
Msease as Ground for Termination,

383, Employees are required to underge an annual compulsory chest X-ray
through the Annual Physical Examination. 1l far any reason an employes
fails to secure a chesl x-ray at that ime, he/sheshall be directed to secure a
chest x-ray at an accredited clinic by his/her respective: InfirmanyHealth
Services.

1.9.The Company shall ensure that any T8 occurrencein the workplace o traced and
that all contacts are chinically assessed, as much as feasible.

3.10. An employee afflicted with TB, who has voluntanly undergone the
treatment and rehabilitation program (DOTS) prescribed, and who s firalty
declared to be in a pon-communicable stage, may be allowed back 1o work
subject to-being ghven a medical clearance by & Company designated physician,

3:31. Employees (those afflicted with the deease or thase dentilied under
contact tracing) who refuse to cooperate and dulifully observe  lawful
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instructions (undergo & medical check-up andfor tfreatment), may be subject 1o
disciplinary action proceedings for insubordination (the penalty af which may
range up to the termiration of one’s employment)

4. PROCEDURE

4.1, The respective Health Services of the Company (snd/or the contracted Health
Services Provider] shall coordinate with the Occupational Salety and Health
Center who  shall provide preventive and technical assistance in the
implementation of the Workolace TB Contral and Management Frogram

4.2.An employee wha undergoes the Annual Physical Exammation with the reguisite
chest k-ray will have hisfher medical recard lorvarded to company clinic/HRE:
Employees who fail to undérgn the requisite annual chest x-ray shall be directed
o secure one al an accredited oinic or by hisfher preferred Infirmary/Heaith
SErvVices.

4.2.1. Those with medical findings shall be required to undergo further medical
theck-up. All medical records in connection with this second/ further check-
up shall be submitted to company clinlc/HRD and hisfher respacve
Infirmary/Health Servces

4213 The employee shall then coordinate with company clinle/HRD and hisfher
respective Inficmary/Health Sorvices for thie next steps,

4.3 An emplayee who i suspected o be alflicted with T8, whether as a dirsct Suspect
of by contact tracing, shall copperate fully with hisfier tespective
InfiemaryfHaalth Services (andfor the contracted Health Services provider), If
the employee tosts positive for TH, the employee shall undergo the DOTS
Program toits completion.

4.4 the employee needs to undergo a leave of absence to recuperate, hedshe will
be allowed 1o use the appropriate leave before he/she may request to be
permitted Lo go on a Leave of Absence without Pay (LOA),

441 The employes shall observe the reguisite procedure in applying far a
leave

4.4.2. The Unit concerned shall ensure: that the requisite procedures are
atbiserved by the employee and that (he company clinic is duly informed

4.5 an employes may be aliowed to go on a medical leave ol shserce (withiout pay)
fara maximum period of s (6] months, The concerned emploves shall submit
an application for a leave of absence hefore going on leave,  Said leave
application shall bé subject 1o approval a1 the sole discretion of the Company
Managamant,

451, The same procedures under 4.2 1 to 4.2.2 shall be observed.
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4.5 Afer treatment, with-a maximum perod of s (6) montns on jeave (withoul pay),
an employee found to be cured or in a nen-communicable stage of 18 may be
allowed back to work, provided that the employee’s health shall cantinue to be
monitored during the annwal physical examination with the requisite chast ¥-ray
ar as may be deemed necessary by the Unit Health Services [Infirmary) or
cantracted Health Services provider

4.7 The employee reluriing to work shall be reguired by the Managemsni 1o secure
a rmedical clearance from & medinal dector chosen by the Company belore belng
allowed to return 1o work

4.8.The HRD will initlate disciplinary proceedings agamst any employee found to have
discontinued treatmeént in deflance of medical advire, or who reflises o underpo
the Tull treatment course prescriped. Likewlse, employess who are ordered to
underge a check-up dug to conlact tracing but refuse to do so will also e
disciplimary action proceedmgs. In both cases, the maximum sanction applicable
tor insubardination will be the terrunation of one's employment, if it |s deemed
warranted

5. IMPLEMENTATION AND MONITORING

5. L The Safety and Health Committee or its copnterpart shall perodically monitar and
evaluate the implementation of this Padicy and Prograrm

6. EFFECTRATY

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

Prepared by

Hurhan Resources

Reviewsed by Alf-édu B Fillps I,
Dlré@t Ef ationg

Approved by: Yisroel ¥ Gissmger
CED
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Date : February 22, 2018

To :ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Dperations Manager

Subject - WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

ORIECTIVE

1.1 |ploy Inc. & committed to conform o the established standards assurance of
custamer satisfaction, protection of our environment and health and safety in
the workplaces,

1.2.The company promotes and snsures a healthy envitonment through Its various
Realth' programs to safeguard e employess, And as parl ol the company's
compliance to DOLE Department Advisory No. 05, Serles of 2010 {Gudelines for
the Implementation of a Waorkplace Palicy and Program on Hepatitis B), this
Program has been developed. This program is amed Lo address the stigma
atfached to hepatitis B and 1o ensure that the employees’ right against
discrimination and confidentiality s maintained

1.3 This guideling is formulated for everybody's information and réferance for the
diagnosis, (reatment, and prevention of Hepatitis B, This will infaom the
employees af their role as well as the campany in dealing with Hepatitis B, A

healthy environment encampasses a good working relationship and great output
far cantinuous business prowth,

COVERAGE

2.1.This Program shll apply to all employees regardiess of thelr employment status:

POLICY STATEMENT

3 LImplementing Structure

311 iploy Inc, Hepatitis B workplace policy and program shall be managed by

its health and salety committee. Each divislan or department of the
Company shall be duly representad

3.2, Guldelines

3.2.1. Education

3211 Hepatitis B shall be conducted through distribution asd posting of
IEC materials and counselling and/ o lectures; and
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3212 Hepatitis B education thall be spearheaded by lploy Ire Medical
Clinie in close coordination witn the health and dafety commitles.

322 Preventive Strategies

3421 Al employees are encouraged 1o be immunized agains) Hepal ltis
B after securing clearance from their physician

3222, Workplace sanitation and proper waste management and dispasal
shall be monitored by the health and safety committee on ' regular
biasie,

3223 Personal protective equipment shall be made avallable at all tines
for all employees: gnd

1224 Emiployees will e gven traming and information on adherence o
standards or universal precautions o the workplice.

4. SDCIAL POLICY
4111 Non-diseriminatory Policy and Practices

41111 There shall be no discrimination of any form against
emplayees on thebasis of their Hepatitls B status consistent with
the international agreements on non-discrimination ratified by
the Philippmes (IO C111), Employess shall not be discriminated
against, from pre to post employment. ncludmg  hiring,
pramotion, prassignment because of thelr hepatitis B status,

411132, Workplace management of sick smplovess shall Aot dilfar
from that of any other iliness. Persons with Hepatitis B relatid
Minissses may wark lor as long as they are medically it 1o work,

A.1.102. Conlidentiality

4:1.1.21 Job applicants and employess shall nob be competled 1o
disclose their Hepatiis 8 status and other refated medical
Infarmation Co-employees shall nol be obliged to reveal any
personal information about their lellow employses, Access to
persanal data relating to employee's Hepatitic B status shall be
bound by the rutes on confidentsality and thall be strictly Hmited
1o medical personnet or If legally required.

4113 Work - Accammaodation and Arrangemient
41131 The company shall tace measorps  to reskonably

dgecommodate employees who are Hepatitis B positive or with
Hepatitis B - related (inesses,
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4.1.1.3.2. Through agreements made between  management and
empioyees’ reprasentalive, measures 1o support emplovees with
Hepatitis B dre encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
return to work.

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

41141 The company shall establish a referral system and provide
access to diagrostic and treatment services far its emplovees for
agpropriate medical evaluation) moniloring and management.

41.14.2 Adherence 1o the guideings for healthcare providers an
the evaluation of Hepatitis B positive employees s Fighly
encouraged.

41143 Screaning for Hepatitis B.as a-prerequisite to employment
shall not be mandatory.

Hd15: Compensation

4.1.151. The company shall provide access to Soclal Security
System and Employees Compensation benefits under PD 626 to
an employes contracted with Hepatitic B infection in the
perfaormance of his duty

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMF[!j‘!'EES
51101 Emplover’s Responsibilities

LLEL Management, together with employess' organizations,
company focal pessonned for human respurces, and safety and
health petsornel shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatitis B.

51143 The Health and Safety Camimittee shall ensure that their
company policy and program s adequately funded and made
unown to all ermployess.

51113 The Human Resources Departmant shall ensure that their
pobcy and program adnere to existing legislations and guidetines,
including provisions on Ieaves, benafits and insurance

5.1.1.14, Management shall provide information, education and
training'an  Hepatitis B for its warklorce consistent with the
standardized basic information package developed by the
Hepalitis B TWG; if not avallable within the establishment, then
provide access to information,
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51115 The company shall ensure non-disgnminatory practices in
the workplace.
5106 The management together with the company focal

personnel for human resaurces and safety and health shall
provide approprale personal protective equipment to prevent
Hepatitis B exposore, especally for emplovees exposed to
paténtally contaminated blood or body flud

51117, The Health and Safety Committes, together with the
employees” argamrations shall jointly review the policy and
program for effectiveness and comtinue to improve these by
retwarking with  government and organizations: promoting
Hepatitis B prevention,

51118, The company shall-ensure confidentiality of the heaith
status of its emplovees, including those with Hepatitis B,

51119 The human resources shall enture that accéss 1o medical
records is imited to authorizes personnel.

al12 Employess Responsibilities

5.1.1.2:1 The employees’ organization is fequired to undertake an

dctive role in educating and training thelr members on Hepatitis

B prevention and control. The JEC program miust alse aim at

promoting and practicing a healthy lifestyle with emphasis an

avoiding high risk behavior and other risk factors that

expase employees o increased risk of Hepatitis B

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

5.11.2% Employees shall practice. non-discriminatory acts against
co-employees an the ground of Hepatitis B status,

5:.1.1.23. Employees and their organizations shall not have access (o
personnel data relating to an emploves’s Hepatitis B status. The
rules of confidentality whall apply in carrying out umion . and
organization functlonsg.

51124 Employees shall comply with the universal precaution and
the preventive measures.

5.1.1.7:5. Ermiployees with Hepatitis B may inform the health care
provider or 1he company physician on thelr Hepatitis B status,
that i, if their work activities may increasze the risk af Hepatitis B
infecticn and transmission or put the Hepatitis B postive at risk
for aggravation,
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6. IMPLEMENTATION AND MONITORING
6.1.Within the estabiishment, the implementation of the policy and program shall be
monitored and evalvated periodically. The safety and health comemittes or its
counterpart shall be tasked for this purpose,

¥. EFFECTIVITY

7.1.This Policy shall take place sffective immediately and shall be made known to
every employee,

ks Lt
Prapared by: lo Hr#f-ﬂl 3 ‘Ilijgel@

Humar Resources

Appraved by, Yisrael Y. Gissinger
CEOQ
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Date tlanuary 1, 2018
To CALLEMPLOYEES CONCERNED
From 1 Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE FOLICY AND PROGRAM

1. OBJECTIVE

L1 In compllance with Article Y of Republic Act No, 9165, otherwise known as
the Comprehensive Dangerous Drugs Aot of 20072, and its Implementing Bulas
and Regutations and DOLE Department Order Noo 5303, series of 2003
(Guidelings for the Implementation of o Drugfree Workplace Policies and
Programs for the Private Sector) Iploy. Inc hereby adopts the  (ollowing
policies and programs (o achieve a doug-free workplace,

1.2 Company policy 15 to mantam & workplace free of illegal drugs: To ensure
that the objectives of the company's corporate policy are met, the company
is implementing this drug-free program. The program will have the following
elements

2. COVERAGE

2.1. This Program shall apply 1o all employess regardless of their employment
statys.

3. POUCY STATEMENT

3.1 The use, possessian, solicitation for, or sale of dingerous drugs on company
pramizes ar while parforming an assignment

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

3,3, Possession, use, solicitation lor, or sale of dangerows dougs away from the
company premises, IF such activity or invalvement adversely affects the
employes's work performance, the wafety of the employee or of others, or
pruts at risk the company's reputation

3.4 The presence of any detéctable amount of dangerous drugs in the
employvee’s syatem white al wark, while on the premises of the company, of
while on cempany business. "Dangerous Drugs” include those listed in the
Schedules ‘annexed 1o the 1961 Sioglke Convention on Narcotlc Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed 1o the 1971
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Single Convention on Psychotropic Substances as enumeraied in the

attachad annex of RA 9165,

4. MANDATORY DRUG TEST

41 Toe
fhis

nsure that only those gualified shall be screened and recrulted 1o prevent
detrimental effects (e.g. fower productivily, poor decision  making,

increased accidents; more compensation cloims; ond reduced tedam efforr)
which drug use and abuse may cause in the workplace, the conduct aof

man

datory drug test shall be required for pre-employment

.2, Iploy, Inc. designates - company aceredited or affilated center, a duly
accredited drug testing center by the Department of Health (BOH), as s
authorized drug testing laboratory,

4.3, The

Company may also conduct drug testing under any of the following

circumstances:

4.1.1

432

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

., FOR-CAUSE TESTING: The company may ask an officer/femployes (o
submit to a drug test at any time it feals that the employes may be undar
the influence of drugs, including, but net limited to, the following
circumstances: avidence of drugs on or about the employee's persan or
in the emplayes's vicinity, unusual conduct on the employea's part that
suggests: imparment of influence of drugs, negative performance
patterns, or excessivie and unexplained absentesism or tardiness.

4.3.3. POST-ACCIDENT TESTING: Any officer/employes invalved ina "Near-

434

Miss" incident or "Work Accident” under clrcumstances that suggest
possible use or influence of drugs may be asked 1o submit to a drug test,
As defined herein, "Hear-Miss" means an incident arising fram or in the
course of work which could have led 1o injuries or fatalities of the
workers andfor considerable damage to the employer had it not been
curtaibed.  "Work  Acocidont”  refers to unplanned  or unexpected
occurrence that may or may not resull in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment,

. Al drug tests shall employ, among othees, two (2) testing methods, the
screening test which will determine the positive result as well as the type
of the drup used and the confirmatory test which will confirm a positivie
screening  test. ‘Where the confirmatory test turns  positive, the
company’s Assessment Team shall evaluate the results and determing
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the level of care and admirstrative interventions that can be extended
to the concerned employee:

435 iploy Inc. shall inform the officer/employes who was subjected to a
drug test of the test-results whether positive or nagative

4,3.6. All costs of drug testing shall be borme by Iploy Inc

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1. An officer/employee whao, for the first time, is found positive of drug use,

5.4

33

5.4.

shall be referred tor treatment andfor rehabilitabion in-a DOH accredited
center, For this purpase, lploy Inc. shall provide a lst of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may ¢hoose from,

Following rehabilitation, the company’s Assessment Team, in copsultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the emplayer the resumption
of the employee’s: jab if he/she poses no senous danger to hisfher co-
emplayees and/or the workplace

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

Repeated drug use even: after ample opportunity for treatment and
rehabilitation shall be deait with the corresponding penalties under R.A. 9165
and b5 a ground for dismissal

6. ADNOCACY, EDUCATION AND TRAINING

6.1

B

Iplay Ine: undertakes to increase the awareness and education of is officers
dnd employees on the adverse effects of dangerous drugs through
cantinuowus advocacy, education and training programs/activities 1o all its
officers and employees.

All afficers and employess are required 1o undergo an onientation/education
program . before assumption ol thesr respective duties. The program shall
include the following topics
2.1, Salent features of B.A. 9165

B.2.2. Adverse effects of abuse and/or misuse of dangerous drups cn the
persan, workplace, family and the community;
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6.3

6.2.3. Preventive measures agains! drug abuse, and

6.2,4. Steps 1o take when intervention is needed, as well as available services
for treatment and rehabilitation.

To encourage all officers and employees to iead a healthy lifestyle while at
waork and at home, Iploy Inc. undertakes 1o conduct the following activities as
often as possible;

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

6.3.2. Health wellness screenings (e.g. blood pressure and heort rate,
cholesterol test, blopd glucase, ¢tc.);

6:3.3. Sports, recreational and fun-game activities; and

6.3.4, Otheractivities promoting health ang waliness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

i

R

13

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

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

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

8 CONSECQUENCES OF POLICY VIDLATIONS

8.1

Any officer or employee who uses, possesses, distributes, sells or attempts to
soll, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defingd under Article 0| of RA 9165 and its Implementing
Rules and Regulations shall be subject tothe partinent provisions of the said
At

. Any officer ar employee found positive for use of dangerous drugs shall be

dealt with administratively In accordance with the provisions of Article 282 of
ook Vi of the Labor Code and under RA 9165
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9, IMPLEMENTATION AND BMONITORING
9.1.1. The implementation of these policies and programs-shall be monitored
and evaluated periodically by management to ensuré a drup-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with 000, 43-03,
10. EFFECTIVITY

10.1 This Policy shall take place effective immediately and shall be made
knom to every employee,

11, ATTACHEMENT

11.1 Drug-Free Workplace Policy and Program Acknowledgement

i\
Prepared by lo H \'Iy‘ lcics
Human Resources

Reviewed by: Alfr dl; p. arilla I,
Drra of nfp er.T iEirs

Approved by Yisroel Y, Gissinger
CEQ
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Drug-Free Workplace Frogram dcknowledge ment

| hereby acknowledge that | have recelved and read Iploy Inc. Drug-Free Workplace Pealiy
and Program, asummary of the drugs which may aiter or affect a drug test and a list of
local Employee Assistance Program providers o loeal drug and: alcohol treatment
programs, | have had an opportunity to have alf aspects of thes matenal fully exglainad. |
also understand that | must abide by the Program as a condition of initiat and/ar
continued employment, and any violation may result in disciplinary action up 1o and
including termination,

| also understand that during my employment | may be reguired to subimit 1o testing for
the prasence of drugs or alcohol in my body. | understand that subimission ta such testing
is-a condition of empleyment with [Compary], and disciplinary action up 1o and including
termination may result if;

1) | refuse to consen! to testing

2] | retuse to execute all forms of consent and release of lability that are usually ard
reasonably assoclated with such examinations.

3] I refuse to authorze release of thie test results te 1he com [Ty,

4] The tests establish a viotation of [Compariy]'s Drug-Free Warkplace Policy

51 | otherwise violate the palicy,

| alzo recognize that the Drug-Free Waorkplace Policy and related docomernits are not
Intended to constitute a contract between Iploy Inc. and me.

The undersigned further states that Hefshs has faad and Underttands the above
dcknowledgement and signs below of his/hir own free will,

SIGNATLUIRE DATE

WITNESS DATE
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Ta TALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject | WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBJECTIVE

L1 The following policies and procedure are hereby wsued by Iploy Inc. to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases.

2. COVERAGE

2.1, This Program shall apply to all employees repardless of thew emplovment
status

3. POLICY STATEMENT

3.1, Iplay Inc, believes that employess should be afforded the Oppartunity bo work
in an-environment free of sexual harassment. Sexual harassment i a form of
misconduct that undermines the employment relationship. No employes,
either male or female, should be subjected verbally or phyzically 1o
unsolicited and unwelcome sexual overtures or conduct.

3.2 Sexual harassment refers to behavior that is not welcome, that is personally
offensive, debilitates morale  and, therefore, interferes  with  work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests lor sexual favors, and other sexually
crented conduct which is offensive or ohjectionable 1o the recipient,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters; carteons, pictures. or drawings;

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

3.4 DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3. of RA 7877 It provides that sexual
harassment in workplace is committed by an employer, employes, manager,
supervisor, agent of the emplover, or any ather person whao, having authority,
influence or moral ascendancy over another in a werk environment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or regquirement for submission s sccepted by
the-ohject of sald Act.

In & work-related or employment enviranment, sexual harassment s

com

4.1

34,2

34,3

mitted when:

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

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

. the above acts would resuit in an intimidating, hostile, or offensive
emvirenment far the employes.

35  WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be committed in any wark of tralning environment, It

may

include, but are not limited to the following:

351, Ioor outside the office building or training site;

3.5.4.
354,
254,

35,5,

at office or traiming-refated social functions;

in the course of wark assgnments outside the offics:

at work-refated conferences, studies or training sessions; or
during work refated travel.

3.6, FORMS OF SEXUAL HARASSMENT

Sexi

361
362
363

al harassment may be committed in any of the following forms;

Ohvert sexual advances;
Lnwelcome or improper gestures of affection;
Request or demand for sexual favars incliding but not limited to going.

out on dates, outings, or the like for the same purpose:

3.6.4

Any other act or conduct of 3 sexual nature or for purposes of sexual

gratification which Is generally minoying, disgusting or offensive to the
wictim.
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3.8

- WHAT I5 MOT SEXUAL HARASSMENT

Sexual harassment does not refer to pccasional compliments of a socially
acceptable nature. It refers to behavior that is not welcome, that is
personally offensive, that debilitates morale, and that, therefore, interferes
with work effectiveness,

EMPLOYER'S RESPONSIBILITY

fploy Inc. undertakes to provide its officers and employess a2 work
enyvironment free of sexual harassment by management personnel, by co
workers antl by others with whom officers and emplovees must interact in
the course af therr employment m Iploy Inc Sexual harassment s specifically
prohibited as unlawiul and as 4 violation of company policy.  The company Is
responsible for preventing sexual harassmen in the workplace, for taking
immediale corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-refated sexual harassment.

4. PROCEDURE

4.1

4.2

. COMPLAINT PROCEDURE

4.1.1. Any officer or employes, who éxperisnces or witnasses-any act of
sexual harassment in the workplace, shall report the same immediately
to the Commitiee on Decorum and Investigation, They may also report
acts of sexual harassment to any other member of lploy Inc
management or awnership, Al allegations of sexual harassment will be
quickly investigated. To the extant possibile, the idgentity of the officer or
employee shall remain confidential and that of any witmesses and thiz
alleged harasser will be protected agamst unnecessary disclosure, When
the investigation is completed, all parties will be informed of the
cutcome of the investigation,

4.1.2. A Committee on Decarum and Investigation shall be constituted and
shall be composed of the management and the employees'
representative to roceive complaints, investigate and hear sexual
harassment cases. The Committee shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Committes
shall also deyvelop and Implement programs to increase understanding
and awareness about sexual harassment,

. RETALIATION

421 lIploy Inc. will permit no employment-based retaliation against anyone
who brings a complaint of sexual harassment or who speaks as a witness
in the Investigation of a complaimt 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 policy upon assumption of their respective
offices. |F atany time an officer of emplovee would like another copy of
the policy, please contact the Office of the Caommittee on Decorum. |f
Iploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
maodified policy

5. COMFIDENTIALITY

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

6. EFFECTIVITY

6.1. This Policy shall take place effective immediately and shall be made known to
avery employes.

: I
Prepared by: nnga F. Melecia
Hurfnan Resourciss

Reviewed by: qﬁ?;ut E;marlllo ir

IJ!‘ Clperations

Approved by: Yisroel ¥ Gissinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXLIAL

HARRASMENT POLICY
Name Position in Establishment
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: 1o Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigali CSR - Phone

Submitted by:

Yisroel Y. Gissinger
CEOD
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DATE April 3, 2018

Ta ' ALL EMPLOYEES

FROM HUMAMN RESOURCES DEPARTMENT

THRY : OPERATIONS MANAGENENT

SUBJECT ! MEMO: RESTROOM GUIDELINES

Ipioy Ine, provides unisex restrodms avallable so that employess can use them when they need
to doso, One i located inside the sperdtion floor and second i in the hallway outside the
operation floor. However, those whioe are uncomiortable, has issue with the unisex restrobm,
we have a separate single, private restroom available for use,

Moreower, any employes with concernfissue in using the unises restrpom, plaase visit Human
Resowrces office to et door acoess pass Office security, Log in and Log olt procedure shall
apply

Furthermore, it 15 essential that ofl emplovess should comply and observe the resiroom
Etiguetto:

Knaock if the cubicle appears to be occupied. Don't peek under the doors,
Lock the cubicle door when you enter

¢ Stand clase enough to the pan or urlnal so vou don't wet the seat; walls or
flnor

*  Flush thetoilet atter use and wipe off the tolet weat Tor the nes user

»  Paper towels go in the trash can, not an the floor or i the tailet bowl

» Wash your hands to prevent the spread of colds and the flu

s Please use waters and pager Towels consereativiely

Far your infermation and gurdance

o
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ALL EMPLOYLES

HUMAN RCSOURCES DEPARTMENT
OPERATIONS MANAGER

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The lollowing s lssued to ensu
employees on olfice attendance

To ensure effective im

Employees are

if the door is open

Employees are

their scheduled time

Bags and/or personal items sh
the production area

Once an employes logged in and insi

outside until 1l
Employees are

unless authorized or hae approval t
Pantry, recreation room and locker
their RF 1D to access these ragms

Mo tailgating
Employee ID a
employes

No employees
10.

11. Submit self to

12. Only water in a clear container is allo

For guidance and stric

LilalV
S
Hu Resources
Moted by:

—
Alfredo Catharillo Jr
Dir@r t_"-fl erations

Employees who left/last their 1Ds will get temporary |
according to our code of conduct and discipline,

re the effective enforcement and strict observance of all
and punctuality

plementation and menitoring of office security

required to log in and log out using the biometric and the RF 1D, even

allowed to be inside the office and to Log in thirty {30} minutes before

ould be left in the locker before longing in/going inside

de the production area, they can no longer go
eir 1M break

only allowed to stay in the office for thirty {30) minutes after their shift,
o extend their time

should be closed at all times, employees must use

nd BF ID should be worn at all times, lost RF IDs will be charge to the

are allowed to stay in the waiting area for applicant.

D from HR and will be dealt with

magnetic wand scanning with the SeECUrity persannel

wed in the operation area and recreation room

t compliance,

Fitire ELER WAVA c&r

Celipfrory

Scanned by CamScanner
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DATE MNavember 17, 2021
TO ALL EMPLOYEES
FROM ! HUMAN RESOURCES
SUBJECT - LOCKER POLICY

The aim of this palicy is to gulde olr employees and establish a well-kept and orderly environment in
the locker room.

Please see list of rules provided below for your reference.

RULES

ONE LOCKER OMLY per employee. NO sharing of lockers,

MO storing of perishable foods/leftovers inside the locker.

Praper sanitation is strictly observed {E.G. No storing of unwashed containers/mugs/utensils, etc.)
NO transferring of lockers. Transferring of lockers is subject to approval.

Checking/audit will be done from time to time and once unassigned lockers are being used, they
will be forced open, and the company will not be llable for padiock replacement nor
reimbursement.

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

The company will pot be llable for the loss or damage to any persanal belongings left unattended
and that includes, sharing of lockers, lockers without padlocks, placed on top of the lackers, etc.
Thie company is not responsible for loss or missing items due to the owner's negligence,

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

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

NO LOITERING Inside the lacker room

Unassigned Lockers with cable ties should not be opened,

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

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: Moted by, .
nza
Emm% Relations Specialist En %&r General Manager Dlrmn%gperatmns

| have read, understood, and agreed to comply with the foregoing policies, rules and conditions

governing the iPloy Locker Policy.

FRETL ke p MAVARECD
Employee Signature Over Printed Name/Date

Celio /2029
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DATE . April 3, 2018

I'n ALL EMPLOYEES

FROAA HUMAN RESOURCES DERARTRENT
THRU CPERATIONS MANAGER

SUBJECT MEMO: CALL IN FOROUT OF QFFICE

In order to properly monitor out of office emplovees, a new process to-call in/reportabsence will
be implemented effective Maniday, 4pril 8, 2018,

Guidelines:

1. in cases of late and/or absences, employee should report to Humagn Resources throdgh
SMS or Call via HR hatline: 0517 704- 7074

2. Notification should comtain the following information

a. Complote (real) Name

Departmant

Toam |eader

Call in for: (Whole day Absent, Hall-day Alent, Lata)

Reason

1. HR will be the one to send natification to Operations Management

4, Nocall in should be communicated through Team leads or any other employes. It should
be done by the emploves or his/her relatives

5. Motification should be at least two |2} hours belore the employes's shift

. If an employee is advised to rest fconfined in the hospital, numbser of rest days-as advised
by the-physiclan should ba indicated, Otherwise, employes must send notification daily

7. Fallure to:notify will be tagged as Mo Call, No Show indfor unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline

o™ o

1]

For your guidance and strict compliance

Noted by- Q’J

FLT2 EEfR WavA el

o fio /102
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Felnaary 18, 2020

To 3 ALL EMPLOYEES

FROM i CIPERATIOMNS MANAGEMENT
SUBJECT ] ATTENDAMCE BOMNUS 2020

b5 we end the year 2019, iPloy would like 1o sei clear key procedures and palicies, This memarandum seiviass as
remindar to be followed:

PAYROLL

1. Immeculate Attendance Bonus is for employess with perfect attendance, Employes should NOT commic amy
schedule deviations like tardiness, unscheduled absences, undertime and overbreak, Fafure 1o punch in - out far
reaks will also disqualify the employee, Mo waitvers will be given.

2. Tardiness, Undeartime and Over breaks will be deducted from Lhe amployea’s pay

3. Employees who tendered thair resignation before the release of the Sign On Banus (First Hall or Second Haif] will
MO longer be eligible to recepe it

4. Employees qualified for the Sign On Bonus (First Half or Second Half| will recelve it on the 30" of the succeeding
maonth from eligibility.

5. Eligibility For the annual mearit increase Is based of overall performance and management discretian, Pay aut is
ot management’s discretion.

MEDICAL CERTIFICATE
L When must the medical certificate be dated?

. 1 day alrsence — the medical certificate must be dated on the day of absence ar the next day, If the absence
falfs on a Friday, the medical certificate must be dated the Saturday that immediately Tollows - at the latest. It
cannot be dated on the day that the agent s to report back to work.

. 2 days absence - the medical certificate must be dated on the initial day of absance or the nest day, I the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the

latest, lkcannot be dated on the Saturday that immediately [ollows or that Monday that the agent s o repor back
10 work,

. 3 days of absence or longer - the medical certificate must be dated on the initial day of shsence o thie nert
day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from the
initial date of absence, Als, the advice to rest bs Inclusive of rest dayy

o Ex: Il the agent is absent on a Friday and the medical cartificate states advised to rest for 3 days,

that js inclusive-of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must be back
1o work on Monday.
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o If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannot be antedated,

o There must be o fit to work date:

@ The only exception to the Medical Certificate date guidelines is i the employes has heen
hospitalized.
VALA ES

L. The company reserves the right to approve and disapprove all vacaticn legve VL) requests.

1, Employee must pactly have the corresponding credits for the reguest 1o be approvesd,
1 credit = One Day

S eredit = Hall Day

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

4. The company and cllent have the right to disapprove leave requests and cancel oppraved leaves far those
employess who committed unscheduled absances on the prior manth and on the urrent manth of the requested
time off including poer attendance records, behavigral and productivily issues,

Noted By Appraved By:
JIAY GISSINGER
HR Supery Chief Executive Officer
R

Director of Operations

Coyut

FRITZ ELER uavAppes
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Date : Nowember 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, er any other form of absences supported
by a valid document.

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

2. Employee may use sick leave for absence due to the following reason:
«  Employee's iliness or injury.
+ Bereavement leave/s
&  Emergency leave/s
= Power Outage/Internet Dutage (for temporary Work from Home set-up)

3, Employee must file the incurred sick leave in HRweb within 48 hours, Failure 1o file the sick leave
an the given hours will be forfeited,

Note: No more Manual filing of Sick Leave except if the employes was hospitalized and/or
gquarantine due to COVID-19,

4. Below are the documents needed to provide to use the paid sick leave;
= Employee’s illness or injury

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

»  Blacklisted Doctors and clinics’ will not be henered. {Please refer to the
Blacklisted Clinle/Physician Memo)

* Bereavement leave (Please refer to the Bereavement Leave Palicy)

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

*  Power Outage
- Certification from their electric/power supply provider {e.g., VECO, CEBECD,
MECO)

* Internet Outage
# Ticket number from the internet service provider and/or sereenshot/link of
official outage announcement from the internet/telco provider
®. Picture of the modem {showing red, no light in “internet”)

5. Any unauthorized sick leave will subject the employee to discplinary action. 5L is unauthorized
under the following circumstances:
* The employee failed to inform the immediate superior or HRD about his/her absence due 1o
illness unless fully justified.
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o [If sickness claimed is fictitious or non-existent.

—

& iPloy

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

leave is warranted,
This Memorandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by:
HA Flana
Moted by:
a2 M
o lr. Angelo Manal
Diredtor, Operatipns Operations Manager

Carlos'Gotlong
“GEneral Manager

FiEfL E1BR [ava e pr
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Date - Movember 12, 2019
To ! ALL EMPLOYEES
FROM : HUMAN RESOURCES DEPARTMEMNT
THRU i OPERATIONS MANAGER
SUBIECT . 555 SICKMESS CLAIMS - 5 CALENDAR DAYS

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

A member is gualified to avail of this benefit ii:

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

2. He has pakd at least three (3) months of contributions within the 12-month period immediately

hefore the semester of sickness or injury:

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

4. He has notified the employer or the 555, If unemployed, voluntary ar selff-employed member
regarding his sickness or injury,

1

Fallure to submit the documents within the prescribed pencd will free (Ploy fram any liability of their
claims.,

Far your guidance.

If there are any guestions or clarifications, please feel free ta approach the Human Resource Department,

Sincarely,

FRIT2 ELER MAVARES
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HRM-2023-10-016

DATE : October 4, 2023

TO i ALL EMPLOYEES

FROM HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This Is In reference to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject. We are updating this memo adding more clinics and/or physicians that are
cansidered blacklisted and medical certificate/documents issued by them will nat be accepted. Inthe
event that the employee submits any of the med certs under these chinies/Physleians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Diseiplina,

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

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E. Abella-Libres, OMD

Or, Omar Arcen, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecilla Ir, MD

Mow Serving

Dr. Gulan Darnell Sumalinog

10. Tambut Medical Clinic

11. Clinies/Physicians without complete contact details such as but not limited to the fallowling:
11.1 Doctor's name

112 Doctor's lieense number
113 clinic/Doctar Phone number
114  Date of Actual visit

11.5 Disgnosis

116 Recommendation

11.7  Fitto work date

ol e B L SR L

MNew Clinics added:
12, Enad Clinic
13. Bing Clinic
14. Gla Clinic
15. Velaso Clinic
16. Dr. Paolo M. Apuli
17, Lourdes D. Sasay, MD

When providing medical certificates for absences, ensure the following:
1. The certificate must be {ssuad on the day of the absence or the day after.
2, Strietly follow all instructions provided in the recommendation, Proaf of complianice, such as
a receipt for prescribed medications and laboratory results, may be requested.
3. HR/Clinle will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denied entry,
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4, Do not make erasures on the document. Any corrections made must be counter-signed by

the attending physician.
5. Ensure that the soft copy (sent through email} matches the original copy submitted to HA.

Please be aware that the following concerns may render a medical certificate invalid and unacceptable:
1. Noconsultation date specified.

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

M contact informatioh displayed In the medical certificate.

Absence of physiclan's name and license number,

Phane numbers listed in the medical certificate are Incorrect and/or unable to be verified or

contacted,

6. Medical certificates with incansistencles or discrepancies determined by HR/Company
MNurse,/Company Docter to be questionable.

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

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

bW

Lastly, since hespitals and clinics are now having less restrictions for consultations and our sltuations

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

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

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

at er@inloy, com.
For strict eampliance.
Prepared by:

nza
Employes Relations Supervisor

Noted by:
o2 ﬁ&_m,u— N
5 il o Mana ol
HR Manager Operations Manager Directyr perations

2
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CG lwlzoze




iy, AP i N 8 - I
oo erly & IPloy

Tt Cily BOO0

Dot E Newarmber 30, 2022

To - ALL Employess

FROM t Human Resources Department

SUBKECT £ VACATION AND SICK LEAVE CONVERSMON

We are pleased to announce that the Sick Leave conversion will be relessed on Decermber 15, 2022
payout In this connection, all remalning 5L credits ane to be converted thus, 5L application s no longer
allowed untl the and of the year,

As for the Vacation Leave (VL) conversion, all unusad VL credits will bi relessed on the 30™ of December
2022, All employees can plot a VL request untl December B, 2022 ONLY. The actunl VL dates will cover
onby until April 30, 2023. Kindly take note of the remindars below in referance to filing of VL

= No ratraction of approved Vis. If the employes raparts for work on the actual VL date, the WL
will mot ba relmbursed and will e volded, ;

o Mo reschedwling of VL onca approved,

a L date shoutd nok Fell on a local holidey otherwise forfsitad,

Note: Approval of VL requests will ke on or before December 14, 2022,

Furtherrmiora, If the amployes resigns or gets separated from tha company elther voluntary ar invaluntary,
all available VL. credits will be forfeited and will not be gart of their kast pay If:

v Employee liled an immediate rasignation and/or failed to provide a 30-day notice.

o Employee went on Absant Without Officlal Leave [AWOL|

o Empoyes incur any lezve, absences, and/or any form of terminal leave within the 30-tay notice
period with the enception that the employes provided a valld decumientation such as but not
lirpibad to hospitalization due to slckness, accidents, or contaglous disaases,

= Employee incurred mone than four (4) kours of accumulated and/or total [ate/undertima within
the 30-day notice.

o Employee will have [ssues with parformance Including but nat limdied to qualily, productivity, &
client escatation within the duration of the 20-day notios.

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

Furthermaore, 5L and VL conversion maybe subject to tax. Should you have questions pertaining to this
rmemo, feel free Lo feach out Lo our Accounting personnel at Accounting@lploy.com.

Signed:
< v
HE Mannges Accounting Manager
Moted by
i
Oparathons Managar [ of adlons
Approved by:

o el
Fevz ELE HavaprEe
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Decembier 17, 2019

Ta 1 ALL EMBLOYEES
PR : OFERATICNS MAKAGEMENT
SUBJECT 3 CLEAMSING PERICLD

Ploy Stafting Solutions belleves In ghving employess snowuth ooom for umpeoverment to strmghten out
emplonpment in regards to compliance 1o aur company’s Code of Conduct. The aim of this approach s 1o help
mativate emplayees rectify passied offenses and start inew,

Clisansing Perlad pertains to the time when an employes who has been subjected 1o o Disciplinary Action (O8]
iz pected o Emprove performance. Ample Ume (s glern te cotrect iproger behavior and el from
ceammitting any other infractions.

ITan employee does nol comimit the same mirsction for the specilied ceansng period, the pogression af the
disciplinary action will shde back Lo a level depending on s Uype, Please seler 1o Lable beiow:

Mtendance E :
Productiviy | 6
Behavioral 12

The counting of the Cleansing Perlod will start based on the dute when [iowis decided upon, All dec mentations
for infracthons will still be kept in the Employes’s 201 File segardiess what penod of progression

The Cleansing Period s effective lnvary L, 2020 covering BAs Gomonths and alder

Sencarely youes,

MNistedf By Appreveed By:

s B9
aurfeo ck)xanm_m.- JAY GISSINGER
[aprib bisy off o ! sralidins Chart Frecuthves Oflice

vl ElER wWAUARED
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CODE OF CONDUTT AND MESCIPLINE (Table of Infracticn:)

L STATEMENT OF POLICY

The Code of Conducs and Disciphing s desigred toensunt healthy and pesithe working
erwinorment, and hapes to maintain and u upkeid professisnakien among !u._i__.q_._uiﬂ__-..a.

L Thes right o ciscipline and dischanie employers ior just ang proper Giilses b management’s
prerogatie ershrined from the 15987 Phikppine Coratituticn.

Z Falrmess and justice shall sways govern the imposition of disciplnany ackions. Exing Leber
Lanws, iImplementing Rules and Jurisprutence will slwia be chaensed.

& The full ind strict maindanares of discipling i the FRsnagsment’s responséibidity. Thu, [t shal be

e prtmary concerm of immediate spenicrs and department hoads to knitfate sy dl scininary
actions agairst their subordinases whenever o viclition of the nie i committed.
Acministrative imestigations and ocher proceedings shall be conductec prpeditcusly.
Impodition of penaities when warranied, shall Aat be cancelled, nor delayed for any reason.

& The rights of the resporcient & provided for by Law shall be guarantsed,
7 ject b

13" Foar BSH Tawi . H
L R &) iPloy
s City 8000
il Rt will b Human [HA} witi T warting days froen
the diter of The incicent.
Hurman Resourcss will isaae 3 Notics i Explairs [NTE) 13 The empioyes within § vwadriking
g
8 Direct Soperaor should coach the enpioyss withe 3 wirking days fom the bsuancs of
the T

iii-ﬂi?gzﬁnlﬁiﬁn
5. R wil it Motios of Dechisn with ar witheut tanctisns within 5 days from: the riosipt
Einﬁiiiﬂi;ﬂg
@, Fallure o prowide Whisten Expiaraficn vl 2ormtitae & wiver ol Sw empioyee’s
Figit 1o b Peand End confiere, Shat all the cemil in tne ncicenr Sesort ane Tue 300
‘withouta F_-u-..r.

& Proper Corelurt ang Decorom & expecnsd from you within the office snd quttide wien
representing the Company, This includes soproprinte dress, amending the cifics ready 1o wark, usg of
propsr ard decent language, obsemvance of proser office and work detorum, maintaining orops
relntionships with your cofragues, customens and other indwiduals nst in the emeicy of the tompany,
abserverce of ind compllarce with exsting lews of the Priliapines.

b Erbancing Comgieny Procisthity the Compdoy sxpects the Proper care and ctilization of
Caplts’ avallable b2 the Cormpanry; urming up for werk feady 10 work on time 2l the time, following the
l?.ﬂu...qiuEi:EEEEEES?EEEEEEEHEEQE
Bllity, peditive astitude and dedication to one's work assignment, susparting jupsrvitions sng these in
ransgarment,

& Fellewing rules on custorner end cliel relstions and afwsys maintzining a prafesional meigiul
e with s toman,

& Mainterarce of health and safety of the office and peopke artund you, A proper STHuGE
‘towarta cleanlingss and proper houseleesing in the offics, good health of yoursell and othen ooed
voul, asslst in the sscurity of the office, folowing baslc safety procedures.

e, Proper uae of Company Property, feciities and security to protect company and emploves
msets. Secare handling and mairterance of Company reconds, eep confidential and protect the
inkegrity of a8 Company operating data and irdormation, appropriate use i7 8ll Compeny eouitment for
work selsted purposes, properly account igrall Company funds received,
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This Code shall saply to all iPloy emplovess; repardiess of stats or positon neid,
il Types of Ollenses.

Lewe! 1 — Infractions which are mingr in nature but whish misy becseme AaEtusl ard Sarustive 1 net it 1
comecied. It had ro detrimental __.__ﬂ_-n__u.._._.lu__.a_ﬂﬂ..

Level 7 = Sericus of ferse which couses delay in operations, may post theeat, karm, or dangerio &'eas miher fhan Mme
Ceenpany property andfor (hees of individuals, Fmvr load, Iringieg of

i

Lewel 3= Infractions which will destrow the tompany's image and remdabon. 1 cavaes subtaiial s 1o . Eesiraric gedgits
the comaary and can result 1o critical aperational disruptian. A critical offerse that has cameroemisen Uaespa, Batportisi
the smcurity of the empovees, he integrity of Cllerd, the safetby of cuslomers imfarmatan and the un___.__.u..”!_..r..n._
stability af Uhe buainess B ———

el i
Wl Tatsle of imtractions e Lperdti.
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Bgalrst the arring employes,
3 This Code shall superusde sl other existing policies, rules, mamos, and the ilce, and a8 policies
to be implemented, If the same & found to be inconsistent with the Code of Sonduct.

VAL Approval

vy Glssingsr
Dwner and Chiel Exvecutse Officer

o &Y iPloy

RECEIPT OF THE CODE OF QONDUCT AND DISCIPLINE POLICY

Trits It 1o sckneriedgs thas | have read the Company's Code of Conduct and Disclptime and understand
that [t pets farth the terms and conaitiont of my empioyment a6 well o the dutles and responsibiites,
ard obligations of empioymens with the Company.

| gls acknowledge that the Cormpany reserves the rdght 1o revise, Selete, and add to the provisions of

this Code of Conducs and Qiscipine., or condition of employment @n be established b @y other
samenl, danduct. policy, o Srkstice,

MAME WF__J.. ELEE  wavApEd

Et‘.{mEn}zn E._D-Euimﬂ_._.m m?q_wnn_uz.._.m....._.m.
ENGPLOYEE SaGNATLIRE ;ﬁ.\h.f___\




