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Employee Training Agreement

This Employee Training Agreement is made on January 15, 2024 between Ploy, OPC, with its place of business at
the 16% floor One Montage Tower, Archbishop Reyes Awenue, Cebu City ("Employer”) and

' [Employee’s  Name], an  individual  with  the  address  of
[ T i s e L L Gs&""- [Employes's Address] [“Employee”) .

Recitals:

A, The Emplayer is providing a 5 day tralning pragram to the Employee to enhance their skills and knowledge
in the field of Customer Service and as part of the Onboarding process,

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

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

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

Examination (PEME) and the submission of Employment Requirements,

Agreement:

1. Training Obligation: The Employee agrees to attend and complete the 5- day training program provided by the
Employer, The training will commence on June 17, 2024 and conclude an June 21, 2024,

1. Salary Payment: In consideration of the Employee's completion of the training, the Employer agrees to pay the
Employee a salary for the duration of the training, pavable at the nearest payout schedule (15" or 30™ of the
month} upen successful completion,

3. Mon-Eligibility for Incomplete Training: The Employes acknowledges and agrees that if they fail to complete the
cne-week training program for any reason, they will not be eligible to receive the salary payment for the
training period,

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

5. Submission of Government Numbers: The employes acknowledges and agrees to pay the monthly penalties in
povernment contributions If hefshe fails to submit the government requirements ($55TIN PAG-IBIG &
FHILHEALTH] within the five (5] days of training,

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

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

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

geFrio ) fSe (é‘,« E 130

Employes Complets Nan;ﬁ': & Slgnature/Date ining Associate
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NON-DISCLOSURE AGREEMENT

JWE 132024
THIS AGREEMENT is made on { Date) i

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"}; and

3. :ﬁﬂﬂ!ﬁm’ﬂ 1‘ m{ {the "Receiving Party"),

collectively referred to as the "Parties",
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

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

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

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

g L not to copy or reverse source any such Proprietary Information. The Receiving Party shall

procure that its employees, agents and sub-contractors to whom Proprietary Information is




o
iPloy OPC o
5™ Floor, fyala Conter Cobu Tower 'P’O
Bohal Strest, Cebu Busines: Park, i &
Cebu City G000

disclosed or who have access to Proprietary Information sign a nondisclosure or similar agreement
in content substantially similar to this Agreement

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

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

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

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

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Meither 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 ane country, the country in which its
headquarters are located) (the "Territory") and the parties agree to submit disputes arising out of or

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

IPLOV.OPC Receiving Party

By: Onboarding Specialist gy N®W ENPLTTe

Name: lade Lenizo Mata Name: %wﬂ} 3 (2202
Title: Onboarding Specialist Title: CS T2

Address: #35 Salvador Extension Labangon Address: (045 TIASK e Ay
Cebu City

Date: SN H,. i{ﬂf‘f Date: Juare 51’r'lﬂ‘1 Y
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PERSONAL DATA SHEET
INSTRUCTIONS:
1.  Answer the guestions compéetely and honestly bn the spaces provided.
1.  Please PRINT leginly.
3. [0 WOT LEAVE ANY SPACE BLAMK. Write "n/a”, "rot applicable” or "nene”
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Basic mlormaticn & Contact Details

FIRST NAME: %aﬁ: H?-"r}

SHDOLE NAME: 0-?_‘[ E\E

HICKMAME ?’?—HD

MOTHER'S FLALL BARIDEN NAME: %wm1 i"h. %h E E_

"CURAENT ADDAESS {Housn B / Lonh § Biock @ § SAraat, Barangsy, MiEsipality / City, Proviees, 219 Cooe)
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[ | Marriad SPOLUSE TIN

M/ 4

Are you refated by Rinship or mareisge up 1o the 3 degree to any current employes of [Fioy?
[ ]¥ex [#) Mo IFYES, glun NAME and RELATROINSHIP

NO. OF

BIRTH ORDER

paOTHER/S | | | N0, OF SISTER/S | | | MO. OF CHILOREN O T |jw
NAME OF CHILDRER (I ary] r DATE OF BIFTH NAME OF SIELINGS m;:‘”;::m‘ ity
i | Peed  BASE 1-26 - 147
\ /i N Fﬁ_ Thebh e PAEC 0S-27-194S
N7 TS T
FATHER'S NANE "":';ﬁﬁ' nc:u?.u:_c;re MOTHER'S MAME “:Er OCCURATION
fad  Bag € o4l [es | vRaven PerDmA B 8 33 (HEE Wps
FART 4 Emergency Contact [ )
l:mli'r::;r:mmn S ) ] nEumnus::::r;?uﬁmLmua
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:  ATTENDED ORATLIATE
LEVEL NAME OF SCHOOL & ADDRESS :‘:TMTT':'“MH” II'fHMNII:I
PRIMARY EDUCATION FefLRC i;::lém Lﬂfm;'ﬁm 6 1001 - 32000 Tes

SECOMDARY EDLICATION

£ aTe iy, e MTERAL Ml SE T |
AL o L S L

4 1ot -3/ 2047

1 ED

VOCATIONAL
& WON-DEGREE COLRSES

Course;

TERTIARY EDUCATION

Bearen/Cause: BEHFM
CACLG D £1,06B T

o104 10 [09

POSTGRADUATE & GRADUATE
STLHMES

R ST
Degres:

Degree:

YES

f ES__

PART B

EMPLDVER'S MAME Efﬁfﬂw.h“f-

Ernpboyment H
{Fram mast recent ood four andf

A&DDRESS & TR

N Lkvg 39 cepal T

FODTITLE

CS®

SALARY

7L ,000

FERIOD COVERED [mmy'yr)

1 /5821 | e3/20%3

GLIPERVISOR S NAME

SLEPERWISORS TITLE

EMPLOYEES SUPERVESED
L] iupll:al.ll!:l

AEASON FOR LEAVING BPEd M7 SR t}i{SrHEEI

EMPLOYER'S NAME

‘i;.r.mms.m.m_

JOB TITLE

SALARY

PERICID CONERED (mmyy|

FRCH Ta

SLPEAVISOR'S NAME

SUPERVISOR'S TITLE

EMPLOYEES SLIPERVISED
i applicakis]

REASON FOR LEAVING

EMPLOYER'S NAME

ADORESS B TEL. NG,

108 TIMLE

SALARY

PERIID COVERED {rmam/fyrl

FROM Ta

SUPERVISORS MAME

SLPERVIBOR'S TITE

EMPLOYEES. SLPERVISED
i appiicaile|

| REASON FOR LEAWNG

EMPLOYERTS NAME

ADDRESS & TEL MO,

| oA TITLE

| SUPEAVISOR'S MAME B

Sal_agy

r_

PERIDD COVERED [mmyyr]

FROM T

SUPERWISOR'S TITLE

EMIPLOYEES SUPERVISED
|1 applicohla)

WLASOMN FOR LEAVING

FASPLOWER'S MAME

| ADDRESS & TEL MO,

|

JOBTITLE [ SALARY | FERIOD COVEREE immy'yr]
FROM T
ELPEEVISOR'S NAME GURERWISOR S TITLE EMPLOYEES SUPERVISED
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| REASON FOR LEAVING
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Pursuant bo: a) indigenous Pacple's Act [RA B3710; (b} Mogre Corts for Disabied Persans. (A 7277 and Solo Parents Welfore ALt 2000 (RA 2972)
please ongwer the follawing items.

Ao you a member of any Indigenous graup? | 01 YES [ NO waa,_p!easemr:clh,-:
D& yeal ldentify as differamtly-abled? 0 YEs O wno if yes, please specify
| Are you a sole parent? O ¥Es 1 MO If yes, plesss specify:

i3l m 5 who kngw yuw oiier thani thidd you have worked with,
ADDRESS TEL. NO.
ML LN

W E0. W TR Ei] 071 030 -

BAAT O Other Quialifications
Jnb-refated training courses (pive tie ond year), Job-reinted ki (other longunges, computer and information fechnalogy, toods, mactiine, Fie, Jab-
refated certificates med Aeanses (current anivl, fob-refated owords ond speciel accamplishments fputéoaticas, memberships in prefessional or hanor
sariethed, feadership acthitles, pubic soeakieg, and perfarmance ewandsl, Give danes ond send docwments

[ DATE [ruriyear; - DESCRIPTION | TITLE ]

ADDIMIONAL IDENTIFICATION

TYPE / CONTROL NO. ISSLE DATE EXPIRY DATE |

| PASSPORT DETAILS
| WISA DETAILS {If applicable] _

DAIVER'S LICENSE B1q-10- B6RE 7Y 12 /16 faate oL FHLE

OTHER GOW'T. ISSUED 1Ds: (For '

mcamiple: 555, TIN, SOL0 PARENT

1D, PRC, ACR, etc.) N .

MILITARY / GONT. [/ CIVIL

SERVICES {If any| 1

Hawe you ever been formally charged of an []%es W "¥es", please give details:

administrative f chviljcriminal afferse? [ 1He

Have yau evar been convicted of an 1] ves |t ¥as, planse give desails

administrative J elvilferiminal offenza? ] fe

| | -

CERTIFICATION

| CERTIEY that, to the best of my keowledge and ballel, all the Information 6o an sliachod to this docurment is trug, serract, compiete and made in good
falth. | UNDERSTAND that false or fraudulent nlarmation on or atteched to this applicatien may be groumds far not hiring me or lermEta my

employmant from iPkoy. 1UN TAND that sy Inlormmation | glve may be investigated.
: 2617/ 204

rV Signature of Employes Date Signed

Maninge - 168 Flaor Cna Moniaga Towar, Archbishop Reyes Ave, Cebu GRy 11 MEY- 111k Floor MBY Towsr Peacadoras Road Caby
Businsss Park. Cabu Gty BO00 01 ACCT = Bih Floor. Ayals Ganisd Cabu Towar, Gobu Businass Pars, Cete Clty,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, ﬁﬂ"ﬁ 7 ) &P‘ﬁ € hareby authorize Iploy Inc. and/or it's representatives 1o
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record Information which may be in any state or local files,
including those maintained by both public and private organizations, and all public recards, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent.

| hereby consent to the Company's verifying all the infarmation | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company 1o obtain access 1o
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information It may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficlent far 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 Name: Be PO § & ﬁ#‘ff

Present Address: AP ToM Pl C M0 8035 TUe OYTH GERM
Soclal Security Number: OF 37412713 Date of 8irth: 0/ E}é"’"?‘

Signature: |; .

o6/17 2029

Date;
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SIGN-ON BONUS POLICY

Policy:

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

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

& regular employee

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

Must nat be on Floating, AWOL, Terminated and EOC status or other forms of
separation

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

Releasing of Sign-0n Bonus:

s 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
af the (25K) sign-on bonus policy.

gems 7. pee o6 13/ 7004
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 | ean refer to it any time:

Palicy Title : Oress Code Policy
Revision Mo 101
Effective Date ¢ June 13, 2022

| acknowledge that signing this document 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 palicy.

- -
PRhreo T RRSE ot/1? 124
Employee Name and Signature Date

" o

Onboarding Speﬁu Mame and Signature




iPloy Gift Policy

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

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

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

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

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

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

Employee Acknowledgement

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

Name: (PRI 1. @;ﬁSé
Slgnature: ?LJL’L- Date: DE’*/I?:’@T
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iPloy Social Media Policy

iPloy recognizes that employees use sockal media taols as part of their daily llves. Employees should always
e mindful of what they are posting, who can see it, and how it can be linked back to the organization and
work colleagues.

all employees should be aware that iPloy regularly monltors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions,
iPloy does not specifically monitor social media sites for employee content an an engoing 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 emplayees, which
management comes across in regular internet monitaring, or is brought to the organization's attention by
employees, customers, members of the public, etc.

All employees are prohibived from using or publishing information an 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:

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

e Publishing any confidential or business-sensitive information about iPlay;

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

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

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

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




fie aware of data protection rules — you must not post colleagues’ detalls or pictures without their
individual permission, Employees must not provide or use their company password In response
to any internet request for a password.

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

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

Recommendations, references or comments relating to professianal attributes, are not permitted
to be made about employees, former employess, customers of suppliers on social media and
networking sites. Such recommendations can give the impression that the recommendation is
reference an behalf of the iPloy, even when a disclaimer is placed on such 8 comment, Any Fequest
For such a recommendation should be dealt with by stating that this Is not permitted in line with
company policy and that a formal reference can be sought through HR, in ling with the normal
reference policy.

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

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

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

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

Always remermber on-ling content is never completely private;

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

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




« At @l times respect copyright and intellectual property rights of information you encounter on
the internet. This may require obtaining appropriate permission to make use of information. You
rmiust always give proper credit to the source of the information used.

specific Managerial Responsibilities

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

Enforcement [ Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead 1o disciplinary action, up to and including dismissal.
This policy is not exhaustive, In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet is always appropriate and consistent with your
responsibilities towards the company. In case of any doubt, you should consult with your manager.

Infractions for this palicy |s tageed under Level 2 offense and follow these progression:

a, 19 |nstance — Written Warning
b. 2™ Instance- Final Written Warning
c. 3" Instance- Dismissal

Employee Acknowledgemant

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

MName: wa T ﬁ?“ {
Signature: ;ﬂ;ﬁh : Date: 0 E’/ IE ;'?“ '1'
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Date - February 22, 2018
To + ALL EMPLOYEES CONCERMED
From + Human Hesources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBJECTIVE

{1, in conformity with Republic Act No. B504 otherwise kricwn as the Philippime
AIDS Prevention and Control Act of 1998 which recognizes warkplace-based
programs as 4 potent tool in addressing HIV/AIDS as an mternational
pandemic problem, this comgany policy = hereby 1ssued for the information
and guidance of the emplayees m the clagnoss, treatment and prevention ol
HIV/AIDS in the workplace

1.2. This policy 15 also amed at addressing the ctigma attached o HIV/AIDS and
ansures. that the workers' right against discrimination and confidentiality 1%
maintaimed.

2. COVERAGE

2.1. Thig Program shall apply to all employees regardless of their employment
STATUS.

3, IMPLEMENTING STRUCTURE
4.1 Iploy Inc, HIV/AIDS Program shall be managed by it health and safety
committee consists of representatives from the different divisions and
departments
4, POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
4,11  What is HIVfAIDS?

4.1 1.1 It s a3 disease caused by @ Virus called HIV  [Human
immunodeficiency Virus) This wvirus slowly weakens a prErson's
ability to fight off other diseases by attaching itself to and
destroying important cells that contral and support the human
L SYStem

417 How HIV/AIDS is transmitted?

4121  Unprotected sex with an HIV infected person;
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41232  From an infected mother to her child (durmg pregnancy, at
tirth through breast feeding);
4.1.2.3, Intravenous drig use with contaminated needles,

4124, Transfusion with infected blood and blood products; and

41725  Unsafe, unprotected contact with infected blood and bleeding
wounds of an infected person,

413 Isthere a cure?

4131  No However, there are antiretroviral diug combinations that
are available when properly used, result in prolonged survival of
people with HIV. Holistic care of peaphs lying with HIV-AIDS and
comprehensive  treatment ol - opportunistic infections  also
dramatically improve quality of life.

5. GUIDELINES
5.1. Preventive Strategies
511 Conduct of HIV-AIDS Education
5111 Whowill conduct?

The Medical Clinic of Iploy Inc_in coordination with the Health and
safety Committes vhall conduct HIV-A105 education to all emplayees
far 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 far this
purposE.

5112 Howwillit be conducted?
The HIV-AIDS education will be conducted through destribution and
pesting of ILC materrals, lectures, counselling and traimng and

information on adherence to standard of uhtversal precautions in the
workplace

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

51.2.1, Screening for HIV as a prereguisite 1o employment is not
mandatony.

51.2.2 The company shall encourage pasitive health seeking behavior
through Voluntary Counseling and Testing
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51,23  The company shall establish a referral system and provide
access to diagnaostic and treatment services for its workers. Referral
to Social Hygiene Clinics of LGL for HIV screening shall be facilitated
by the company's medical chinic staff,

5,124 The company shall likewise facilitate access 10 Ivelilond
assistance for the affected employee and hisfher families, being
affered by other governmentl agencies.

B, SOCIAL POLICY
6.1 Non-discniminatory Policy and Practices

611 Discrimination in any form from pre-employment 1o post-
employment, including hiring, pramation of assignment, termination of
employment based on the actual, perceived of suspected HIV status of
an individual is prohibited

6,1.2. Workplace managemerit of sick employees chall not differ from that of
any other iliness,

E.1.3. Discriminatory act done by an officer or an employvee against thar
co-officer or co-amployee shall likewise be penalized.

6.2 Confidentiality/Mon-Disclosure Policy

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

6.2.2. lob applicants and workers shall nol b compellad to disclose their
HIV/AIDS status and other related medical information

£.2.3, Coemployees shall not be obliged to reveal any personal information
relating to the HIV/AIDS status of fellow workers

6.3, Work-Accommodation and Arrangement

£.3.1, The company shall take measures to reasonably accommodate
employees with AlD5 related llinesses.

6.3.2. Agreements made between the company and employee's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for returm to work
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7. ROLES AND RESPONSIBILITIES OF EMP LOYERS AND EMPLOYEES
7.1, Employer's Responsibilities

7.1.1. The Company, together with employees/ labor organizations, company
focal personnel for human resgurces, satety and health personnel shall
develop, implement, moritor and evaluate the workplace pohcy and
program an Hiv/alDs.

71.2. Pravide information, education and training on HIV/AIDS far its
workforce.

713 Ensure non-discriminatory practices in the workplace and that the
policy and program adheres to existing legislations and guidelines

714, Ensure confidentiality of the health status of its employees and the
acress 1o medical records is limited to authorized personnel.

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

7.1.6. The Health and Safety Committee, together with employees labor
organizations shall jointly review the policy and program and continue 10
improve these by networking with government and organizations
pramoting HIV prevention

7.2. Employees’ Responsibilities

72.1 The employee's organization shall undertake an active role in
educating and training their members an HIV pravention and control
Promate and practice a healthy lifestyle with emphasis an avoiding high
risk behavior and other risk factors that expose workers to incrogsed risk
of HIV infection,

7.2.2. Employees shall practice non-discominatory acts againgt co-gmployees

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

7.2.4. Employees shall comply with universal precaution and preventive
measures,
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8 IMPLEMENTATION AND MOMNITORING
8.1 The Salety and Health Committee or its counterpart shall periodically monitor
and evaluate the implementation of this Policy and Program,

9. EFFECTIVITY
5.1, This Policy shall take place effective immediately and shall be made known to

avery employee,

Y
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Datix :lanuary 1, 2018
To - ALL EMPLOYEES CONCERMELD
From : Human Resources
Thru : Operations Manager
Subject | WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (T8} PREVENTION
AND CONTROL
1. ORIECTIVE

1.1 To assist the gavernment in its campaign against Tuberculosis (TB) In compliance
with the Department of Labor and Ermplayment’s Depantment Order No, 73-05,
series ol 2005 — Guidelines Tor the implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace.

1.2 Ta provide initiatives to prevent the outbreak and spread of tuberculosis in the

workplace, and to treat, care, and support employees who become affiicted with
tuberculosis

2. COVERAGE
Z.1. This Program shall appiy ta all ermployess regardiess of thelr employment statis
3, POLICY STATEMENT
3.1, The company seeks the prevention of the spread of tuberculosis, as well s the
treatment, rehabilitation, and restoration to work of employees who contract

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

3.2 Also, in line with this, a TB awarencess program shall be undertaken through
infarmation dissemination, which shall include its nature, frequency (oCcurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management ol T8 in the
workplace. This shall be handled by the Office of Health Services {Infirmary) or
the partrer health provider of [PLOY INC In conjunction with the Operations
Wanager and office of Human Resource through the company's accredited
nealth provider

3.3 The DOTS is a comprehiensive strategy to control T8, and is composed of five
components, which are

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

3.3.2, Case detection by sputumismear microscopy  among symplomatic
patients;
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3.3.3. Standard short-course chemotherapy using regimens of 6 to 8 months for
all canfirmed active T8 cases || e, smear positive of those validated by the
TB Diagnostic Commities) Complete  drug taking through direct
observation by a designated treatment partner, during the whole course af
the treatment regimen;

334, A regular. uninterrupted supply of all anti-lubercislasis drigs and other
materials,

115 A standard recording and reporting system that allows assessmaent of case
finding and treatment autcomes for each patient and of luberculosis control
program’s perfermance overall

3.4 Employees must be given proper information on ways of strengthening their
immune responses against TH inlection, Le, information on good nutrition,
adequate rest, avoidance of tobacco and alcohal, and good personal hygiene
practices, However, it should be underscored that Intensive efforls in the
prevention of the spread of the disease must be geared towards accurate
informatian an its etiolagy and complets performanice overall,

3.5 Improving workplace conditons

351, To ensure that contammation from TB alrbarne particles |s controlled,
workplaces must provide adequate and appropridte ventilation {DOLE-
Dccupational Safety and Health Standards, O5HS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers,

352, The number of employees in a work area shall not exceed the required
number for a specified area and shall observe thie standard for space
requirement, (O5HS Rule 1062

1 6 Capability bullding on TB awareness raising and traming on T8 case Finding, Case
Holding, Reporting and Recording of cases and the implementation ol DOTS shall
te given to Company health personnel or the occupational safety and health
committes, '

3.7.50cial Policias:

171, Non-discoimination: Employees who have or had TB gnall not be
discriminated against  Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored 1o work as soon as therr illness s contralled,

177 Work Accommodation: Through  agreements made between  the
management and the employees, work accommaodation measures to
support employess with TB s encouraged through  fexibie leave
arrangements, rescheduling of working times, and arfrangemants for return
1o work.
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3.7.3. Restoration o Work: The empioyee may De allowed to retum b8 work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider,

3 8 Employee Responsibility

381 Employess who have symptoms of TA shall immediately seek assistance
fram the Company's Health Services Proyider

3811, Anemployes who has the symptoms of TB is required ta initially
wear a face mask (especially while inside the office) and observe good
hyglene practices, at least untl declared by a competent maedical
practitioner 10 be safe from Lransmission,

3.81.2 Similarly, for those at risk, e, those with family members with TB
or those sxposed to a co-employee with TA, it would be prudent to
phspsrve the same good hygiene practices untll deciared free from the
disease and sale from transmission.

187 Once diagnased to be with TB employees shall immediately seek
treatment either through the Department ol Health's DOTS or a private
physictan of the employee’s cholte. However, it s imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may pive rise 1o complications, such as resistance oF even
the failure of treatment, which may make it barder to treat the infection and
result in a longer absence,

3821  An absence from work due to medical reasons of over six [6]
manths may resull in the terminalion of one's employment as
provided for by the Labor Code of the Philippings under e, 284 —
[Msease as Ground for Termination,

3.83. Employess are required to undergo an annual campulsory chest X-ray
through the Annual Physical Examination, If for any reason an employee
falis to secure a chest s-ray at that time, hefshe shall be directed to secure a
chest x-ray at an accredited clinic by hisfher respective Infirmary/Health
Services.

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

3.10. an employee afflicted with TR, who has voluntanly undergone the
treatment. and rehabilitation program (DOTS) prescribed, and who s finally
declared to be in a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physician,

311 Employess (those afflcted with the disease or those identified under
contact tracing) who refuse to cooperate and dutifully observe lawtul
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instructions (undergo-a medical check-up andfor treatment|, may pe aubject to
disciplinary action proceedings lar insubordination [the penalty of which may
range up ta the termination of ane's emplayment)

4. PROCEDURE

4.1 The respective Health Services of the Company [and/or the contractad Health
services Provider) shall coordimate with the Cccupstional Safety and Health
Center who shall provide preventive  and technical  assistance  in lhe
implementation of the Workolace TB Contral and Management Program

4,240 employvee who undergoss the Annual Physical Examination with the requisite
chest %-ray will have misihir medical record forwarded to company clinic/HRLD.
Employees wha fail to undergo the requisite-annual chest x-ray shall be directed
1o secure one at an accredited clinic ar by hs/her preferred infirmary/Health
Services.

4.21. Those with medical lindings shall be requined to undergo further miedical
chieck-ug, Al medicat records in connection with this secondy further check-
up shail be submitted to company clinic/HRD and hisfher respective
Infirmary/Health Services

422, The employes shall then caordinate with company clinie/HRD and his/her
respactive Infirmary/Health Services for the next steps

4.3.4n employee who is suspected to be afflicted with TH, whether as a direct suspect
or by contact tracing, shall cooperate fully  with  hisfher  respective
infirmary/Health Services |and/or the contracted Health Services pravider). |
the employes tests positve for TB, the employee shall undergo the DOTS
program to its completon

44,1 ihe employee needs to undergo a leave of absence (o recuperate, hefshe will
be allowed to use e appropriste leave belore hefshe may reguest 1o be
permitted to go on a Leave of Absence withoul Pay (LOA}

A4.1. The employes shall obserwe the requisite procedure in applying for a
leave.

24.2, The Unit concerned shall ensure that the requisite procedures are
abiserved by the employee and that the company chinic is duly informed

4.5 An employee may be allowed 1o go on 4 medical leave of abisence (without pay}
ferr 2 maximum pertiod of sw(6) monihs. The concerned employes shall submit
an application for a leave of absence before going on leave  Said leave
application shall be subject to approval at the sole discretion of the Company
Management.

451, The same procedures under 4 2.1 to 4,2.7 shall be obsprved.
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4 6 AFer treatment, with a madimum period of sin 6] months on leave [withaul gay),
an employee found to be cured or In a non-commuricable stage of TB may be
allowed back to work, provided that the employee’s health shall continue to be
monitored during the annual physical exarmination with the reguisile chest x-ray
or a5 may be deemed necessary by the Unit Health Services {Infirmary) or
contracted Heallh Services provider

47 The employes returning 1o work shall be required by the Management o iecur
4 medical clearanca lram a medical docior chasen by the Company before being
allowed to return 1o work

4.8 The HRD will nitiate disciplinaty proceedings against any employes fourid to have
discantinued trestment in defiance of medical advice, or who refuses 10 undergn
the full treatment course prescribed.  Lkewise, employees who are ardered to
undergo @ check-up due to contact tracing but refuse To o 5o will alve face
disciplinary action proceedings. In both cases, the maximum sanction applicable
for insubordination will be the termination of ene’s employment, i it is deemed
swarranted

5, IMPLEMENTATION AND MONITORING

5.1 The Safety and Health Committee or its counterpart shall perindically monitar and
evaliate the Implermetitation of 1his Palicy and Program

b EFFECTVITY

6.1.This Policy shall take place effective immediately and shall be made known Lo
eyery employee

i
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Date : February 22, 2018
To + ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

OBIECTIVE

1.1.Ipday Inc. s committed to conform to the established standards assurance of
customer satisfaction, protection of our environment and heaith and safety in
the workplaces

1.2 The company promotes and ensures a healthy environment through (ts various
health peograms 1o safeguard its employess, And as part of the company's
compiiance to DOLE Department Advisory No. 05, Series of 2010 (Guidelines for
the Implementation of a3 Workplace Policy and Pragram on Hepatitis B), thig
Program has been develpped This program (s armied o address the stigma
attached to hepatits B apd to ensure that the employees’ right against
discrimination and canfidentiality & maintained

1.3, This guideline is formulated for everybody's information and reference for thi
diagnosis, treatment, and prevention of Hepatits B, This will inform  the
emplovees of ther role as well as the company in dealing with Hepatitis B. A
healthy enviranment encompasses a good working relationship and great output
for continuous business growth

COVERAGE

2.1.This Program shall apply to ail emplayees regardless af their amployment status

POLICY STATEMENT

3.1 Implementing Structure

3.1.1. ploy Int. Hepatitls B workplace policy and program shal! be managed by
[ts health and safety committee, Each division or department of the
Company shall be duly represernted
3.2 Guidelines
3.2.1. Education

3211 Hepatitis B shall be conducted thraugh distribution and posting of
[EC materials and counselling and/ or lectures, and
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3212, Hepatitis B education shall be spearheaded by lploy Inc. Medical
Clinic in close coordination with the health and safely commitiee.

3.2.2. Prevenihve Sirategies

3.2.21. Al employees are encouraged to be immunized againsd Hepatitis
B after spcurmg chearance from their physician

3222  Workplace sanitation and proper waste mandgement and disposal
shall be moenitored by the heaith and safety committee on a regular
basis,

31224 Persanal protective equipment shall be made available at all umes
far ali employess; and

3234 Employees will be gien training and information on adherence 1o
standards of unlversal precautions in (he workplace.

4. SOCIAL POLICY
4111 Mon-discrminatony Polley and Practices

4.1.1.11 Thire shall be no discrimimation ol any form against
employees on 1he basis of their Hegatits B status consistent with
the international agreements on non-discnmination ratified by
the Philippines (LG C111). Employees shall not be discrirminated
agairst, from pre to post employment, including  hiring,
promiolion, or assignment because of their hepatits B status

41132 Workplace management of sick employees shall not differ
trom that af any other iliness, Persons with Hepatitis B related
flinesses may waork for as long as they are medically fit to work

4112 Conlidentiaity

41121 Job apphicanis and employess shall not be compelied 1o
disclose ther Hepatitis B status and other related medical
information. Co-employees shall not be obliged to reveal any
personal information about thelr féllow employees. Access to
persanal data relating to employes’s Hepatitis B status shall be
bound by the rules on confidentiality and shall be strictly limiyed
to medical persannel o if legally reguired

4113 Work-Accommadation and Arrgngement
41131, The company  shall toke  measures (0 reasonably

accommodate employees who are Hepatitis B posithe of with
Hepatitis B - related linesses
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4.1.1.3.2 Through agreemenis made between management ancd
employess’ representallve, measuras Lo supporl employess with
Hepatitis B are encouraged to work through flesibie leave
arrangements, rescheduling of working tirme and arrangement far
roturn 10 work,

4114  Sereering Diagnoss, Treatment and Referral to Health Care
Services

4.1.1.4.1, The company shall establisn a referral systern and provide
access o diaggnostic and treatment services for its employees for
appropriate medical evaluationy monitonng and management.

4.1.1.4.2 Adherence 1o the puidelines for healthcare providers on
the evaluation of Hepatitis B positive employees & highly
encouraged

41143 Screening for Hepatitiz B as a prerequisite 1o employmant

shall nat be mandatory,
4.1.15. Compensation

41151, The company shall provide access 1o Sodial Security
System and Employess Compensalion benefits under PD 616 to
an employes contracted with Hepattis B Infection in the
performance of his duty.

5. ROLES AND RESPOMNSIBILITIES OF EMPLOYERS AND EMPLOYEES
51.1.% Employer's Responsibliities

51111 Management, together with employess’ organizations,
company focal personnel for human resources, and salety and
health persannel shall develop, implement, monitor and evaluate
the workplace policy and program an Hepatitis B

51.1.1.% The Heaith and Safety Committee shail ensure that thegr
company policy and program 5 adequately funded and made
known (o all employeses

£1.113. The Human Resources Department shall ensure that ther
policy and program adnere to existing legisiations and guidelines,
including provisions on leaves, bonefits and insurance.

2.L1.1.4, Management shall provide information, education and
trainingon Hepatitis B for its workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG,; if not available within the establishment, then
provide access to infarmation




]
F1ah P RASY oy

T, QIPI

Costas Oty B0

51115, The company shall ensure non-discriminatory practices in
the workplace.

51116 The management together with the company focal
personne? for human resources and safety and health shall
provide appropriate personal protective eguipment to prevent
Hepatitis B esposure, especally for employees exposed to
potentially contamingted blood or body fluid.

51.1.1.3. Thie Health and Safety Commiltee, together with the
employess’ organizations shall jointly review the policy and
program for effectiveness and continue to improve these by
nelworking  with povernment and crganizations  promoting
Hepatitis B prevention,

51118, The company shall ensure confidentiality of the heaith
status of its employees, including those with Hepatitis 8.

511019 The human resaurces shall ensure that access to medical
records is imited to authorized persannel

511 Fmplayess Responsibilities

5:1.13.1. The employees’ organization is required 10 undertake an

active role in educating and traimng their memibers on Hepatitis

B prevention and control, The IEC program must alse alm at

promoting and practicing a healthy Iifestyle with emphasis on

avoiding high risk behavior and other risk factors  that

p¥pose  employees 1o increased risk of Hepatitis B

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

511322 Employess shall practice non-discriminatory acts against
co-employess on the ground of Hepatitis B status,

51123 Employess and their organizations shall not have access to
personnel data relating to an employes's Hepatitis B status, The
rules of confidentiality shall apply In carrying out wnion and
arganization furctions.

5.1.1.24. Employees shall comply with the universal precaution and
the gpreventive measures.

51125 Employees with Hepatitis' 8 may inform the health care
provider or the company physician oh their Hepatits B statos,
that is, if ther work activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatitis 8 positive at risk
for aggravation
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IMPLEMENTATION AND MONITORING

6.1 Within the establishmant, the iImplementation af the policy and program shall b
monitared and evaluated periodicalty. The safety and health committee of |15

6.

counterpart shall be tasked for this purpose

7. EFFECTMWVITY
7.1.This Policy shall take place effective immediately and shall be made known 10

avery emplovee.
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Date lanuary 1, 2018
To - ALL EMPLOYEES CONCERNED
Fram . Hufman Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBRIECTIVE

11

12

In compliance with Article ¥ of Repubilic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order No 53.03, series of 2003
(Guidelines for the Implementation af a Drug-Free Workplace Policies and
Frograms for the Private Sector), Iploy Ind herehy adopts the lollowing
policies and programs to achieve a drug friee workplace,

Company policy is to maintan a workplace free of Mlegal drugs, To ensure
that the objectives of the company's corpurate policy are met, the company
t5 implementing this drug-lree program. The grogram will hiave the following
elements.

2. COVERAGE

21

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

3. POLICY STATEMENT

3l

3.2

i3

3.4,

The use, possession, slicitation for, or sale of dangerous drugl on company
premises or while performing an assignment.

Being impaired or under the influsnce ol dangerous drugs away from the
company, i such impairment or inlluence adwersely affects the employes's
work performance, the safety of the employee or of others, or puts at risk
the company's reputation

Passession, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such activity or invalverment adversely affects the
employes's work performance, the safety of the employee or of athears, or
puts at risk the company's reputation.

The presence of any detectable amount of dangerous drugs in the
employee's system while al work, while on the premises of the company, or
while on company business. "Dangerous Drugs” include those listed in the
Sehedules annexed (o the 1961 Single Convention on Narcotic Drugs, as
amendad by the 1972 Protacol, and in the Schedules annexed to the 1971
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Single Conmvention on Paychotropic Substances as enumerated in the
attached annex of RA. 9165

4, MANDAT

ORY DRUG TEST

4.1, To ensure that anly those qualified shall be screened and recruited to prevent

the

detrimental effects le.g. lower productivity; poor decision  making,

incregsed occidents: more compensation cloms; ond reduced team effort)
which drug use and abuse may cause i the workplace, the conduct ol

man

datory drug test shall be required {or pre-employment

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

4.3, The

Company may also conduct drug testing under any of the following

circumstances:

43.1.

4.3.2,

4.3.3.

434,

RANDOM TESTING: Officerfemployees may be selected at random for
drug testing at any interval determined by the Company

FOR-CAUSE TESTING: The company may ask an officerfemployes 10
submit to a drug test at any time it feels that the employee may be under
the influence of drups, including, but not limited to, the following
circumstances: evidence of drugs on or about the employee's person or
in the smployes's vicinity, unusual conduct on the employes's part that
suggests impairmernt or anfluence of drugs, negative performance
patterns, or excessive and unexplained absentesism or tardiness,

POST-ACCIDENT TESTING: Any officer/employee involved in a "Near-
Miss® incident or “Wark Accident” under circumstances that suggest
passibie use or influence of drugs may be asked to submit to a drug test.
As defined herein, “MNear-Miss® means an incident arising from 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
curtailed. "Wark  Accident” refers to unplanned or  unexspected
accurrence that may or may not result in personal injury, property
damage, work stoppage or intérference or any combination thereof of
which arises aut of and In the course of employment,

All drug tests shall emplay, among others, two (2} testing methods, the
screening test which will determine the positive resull s well as the type
of the drug used and the confirmatary test which will canfirm a positive
screening test. Where the confirmatory test turns  positive, the
company's Assessment Team shall evaluate the results and determing
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thie level of care and adminstrative interventions that can be extended
to the concerned employee

435 |ploy Inc. shall inform the officer/employes who was subjected to a
drug test of the test-results whether positive ar riegative.

4.3.6. Al costs of drug testing shall be barne by [ploy inc

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1. An officerfemployee whao, for the first time, is found positive of drug use,

8.2,

5.3.

5.,

shall be referred for treatmant and/or rehabilitation in a DO accredited
center. For this purpase, Iploy Inc. shall provide a list of at least three (3)
accredited Facilities which an employee who was tested positive for drugs
may choose from

Following rehabilitation, the company's Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employes and recommend to the employer the resumption
af the employee's job o hefshe poses no senous danger (o his/her co-
employees and/or the workplace

All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account, The perod 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 dealt with the corresponding penalties under RA. 9165
and is a ground for dismissal

6. ADVOCACY, EDUCATION AND TRAINING

6.1

6.2,

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

Al officers and employees are required to undergo an orentationfeducation
program before assumpftion of thelr respective duties. The program shall
include the following topics:

6.2.1. Salient features of KA. 9165;

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

6.2.4. Steps to take when intervention i neaded, as well as available services
far treatrrent and rehabiditation

.3, To encourage all officers ana employess 1o lead a healthy lifestyle while at

work and at hame, Iploy Inc. undertakes to conduct the following activities as
often as possible:

6.3.1. Lifestyle assessment programs on health nulnbon, weight
management, stress management, alcohol abuse, smioking cessation, and
other indicators of risk diseases;

£.3.2 Health weliness screenings (2.0 blood pressure and heart rote,
cholesterol fest, blood glucose, e1c.);

633 Sports, recreational and fun-game activities; and

6314  Other activities promoting hedlth and wellness

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

71

7.2

-3

iploy Ing, shall ensure thit the workplace policies and programs an thie
prevention and control of dangerous drugs, including drug testing, shall be
disseminated to all officers and employees. The employer shall obtain a
written acknowledgement fram the employees that the policy has been read
and understood by them

iploy Inc shall maintain the confidentiality of all infarmation relating to drug
tests ar to the identification of drug users in the workplace, exceptions may
be made only where required by law, in case of averriding public health and
safety concerns, or where such exceptions have been suthonzed inwriting by
the person concerned

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

8. CONSEQUENCES OF POLICY VIOLATIONS

21

8.

. Any officer or employes who uses, possesses, distributes, sells or attempts (o

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

Any officer or employee found positive for use of danEEroUuS drugs shall be
dealt with administratively in accordance with the provisions ol Article 282 ol
Book Vi of the Labor Code and under RA 3165
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9. IMPLEMENTATION AND MONITORING
9.1.1. The implementation of these palicies and programs shall be maonitored
and evaluated petiodically by fanagement o ensure a3 drug-free
workplace, Far this purpose; an Assessment Team shall be constituted In
accordance with 0.0 53-03.
10. EFFECTIVITY

10.1, This Palicy shall take place effective immediately and shall be made
known 1o evany employee.

11. ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

N .L!&‘II .1,
Prepared by: lo Hi#ﬁé | .'Iheie:n:r

Human Resources

~ i
Reviewed by’ Alfrédo P. (‘.-h’manl!u y Jr.
D'rrec'tnr ﬂT_ﬂh:E thnh;',
-, r

Approved by: Yisroel ¥, Gissinger
CED

fgﬁ;b: e < oo/ 1t |24
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Drug-Free Workplace Program Acknowledgernerni

I hereby acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Policy
and Program, @ summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or local drug and alcohol treatment
programs. | have had an oppertunity to have all aspacts of ths malerial fully splained. |
alse understand that | must atide by the Program as o condition of inital and/or
continued emplayment, and any violation may resdlt in disciplinary action up to and
including termination,

I also understand that during my employment | may be required Lo submit o testing for
the presence of drugs or alcobol in my body, | understand that submission to such testing
t5 a eandition of employment with [Companyl, and disciplinary action up to and including
termination may result if:

1) | refuse to consent 1o esting,

2) | refuse to execute all forms of consent and release of labhity that are usually and
reasonably associated with such examinations.

3) | refuse te autharize reloase of the test resuits to the company

1) The tests estabhish a violation of [Company|'s Drug-Free Workplace Policy.

5) | otherwise vioiate the policy.

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

The undersigned further states that hefshe has read and understands the abowve
acknowledgement and signs below of hisfher own free will.

ﬁzwn‘ o6 )17) 24

{  SIGNATURE DATE

WITHESS DATE
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Date s January 1, 2018
Ta : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru ; Dperations Manager

Subject WORKPLACE POLICY AND PROGRANM ON ANTI-SEXLIAL HARASSMENT

1. OBRIECTIVE

1.1

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

2. COVERAGE

2L

This Program shall apply 1o all employees regardless of their empioyment
Sratus

3. POLICY STATEMENT

3L

o

33

14

Iploy Inc. believes that employees should be afforded the opportunity to work
in an envirgnment free of sexual harassment. Sexual harassment is & form of
misconduct that undermines the smployment relationship.  No employee,
either male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual overtures or canduct

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
of visual sexual advances, requests tor sexual favors, and other sexually
onented conduct which 5 offensive or objectionable o the recipient,
including, but not limited to. epithets, derogalory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, of drawings,

Iplay Inc. will not tolerate any behavior thist amounts to sexual harassment
and any officer or employee found to have commilted sexual harassment
shall be subjected to disciplinary action, up to and including dismissal,

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy 1s based on, the definition of sexual
harassment set forth in Section 3 of RA JBTF. It provides that sexual
harassment in workplace s committed by an employer, emplayee, manager,
supervisar, agent of the employer, or any other person who, having autharity,
influence or moral ascendancy over another in a work ervironment, demands,
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reguires or GERErWISE requITes any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission is accepted by

the object of said Act.

in a work-related or employment  @nviranment, sexgal harassment (s
cammitted when

3.4.1. The sexual favor is made as a condition in the hiring or in the
employment, re-employment, or continued employment of said
iridivictual, or in granting said indwidual tavorable campensation, terms ol
conditions, promotions, or privileges; or the refusal to grant the sexual
favor results in imiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminizh employment
ppportunities or otherwise adversely affect said employes;

14,2 the above acts would impair the employeess’ rights or privileges under
existing labor laws; or

343 the above acts would result in an intimidating, hostile, or offensive
anviranment for the employes.

3.5, WHERE SEXUAL HARASSMENT 1S COMMITED

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

3.5.1. Inor outside the office building or tramng site;

3.5.2. at office or training-retated social functions;

353, inthe course of wark assignments outside the office;

354, at work-related conferences, studies or training sessions, or
3.55. during work related travel,

3.6, FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed inany of the following forms:

16,1, Overt sexual advances,

36.2. Unwelcome or improper gestures of affectiorny;

3163, Reguest or demand for sexual favors including but not limited to going
out on dates, outings, or the like for the same purpose;

3.6.4. Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
victim.
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WHAT 15 NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature. It refers to behavior that is not welcome, that 15
personally offensive, that debilltates marale, and that, therefors, interferes
with work effectiveness

EMPLOYER'S RESPONSIBILITY

iploy Inc. undertakes to provide ts officers and employees a work
environment free of sexual harassment by management persannel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in Iploy Inc. Sexual larassment is specifically
prohibited as unlawiul and as a violation of company policy. The company is
responsibie for preventing sexual harassment in the workplace, for taking
immediate corrective action 1o stop sexual harassment in the workplace and
for promptly investgating any allegation of work-related sexual harassment.

4. PROCEDURE

4.1

4.2

COMPLAINT PROCEDURE

411, Any oflicer or employee, who experiences or witnesses. any act of
cexual harassment in the workplace, shall report the same irmmediately
to the Committes on Decorum and Investigation. They may aiso report
acte of sexual harassment to any other member of Iploy Inc
management or ownership Al allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
empleyee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed ol the
outcome of the investigation.

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

RETALIATION
421 Iploy Inc. will permit no emnployment-based retaliation against anyone

who brings a complant of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment
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A3, WRITTEN POLICY

&

iPloy

4.3.1 Al officers and employees of Iploy Inc. shall recewe a copy of the
company's sexual harassment policy upon assumption af their respective
offices, If at any time an officer of employes would like another copy of
the policy, please contact the Office af the Committee an Decorum. If
iploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will recelve an individual copy of the amended or

mcdified palicy

5. COMNFIDENTIALITY

£.1. At the commencement of the investigation procedure at the Committee,
starting from the filing of a written compiaint, or the manifestation of an
ahjection to an act or behavior, all matters discussed, documents reviewed,
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,
however, dignity and honar shall be preserved for all the parties concarned
by keeping all information gathergd through the investigation process
confidential at all times, even after the conclusion of the investigation proper,

6. EFFECTIVITY

6.1 This Palicy shall take place effective immedistely and shall be made known to

eviry employes

) gd
iy
Prepared by: lo Hanni R elecio
Humman Resources

Reviewed by, ﬁ@ﬂ_ﬂ-ﬁ Gamarillg ir.
Dikgcty pf Operations

approved by: Yisroel ¥, Gissinges
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name Position in Establishment

Chairman; Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Membiers: Jo Hanna Melecin HR Staff

Ma, Blesila Vestll CSR - Phone

Junamel Brigoll C5R - Phone

E’ﬂﬂ;—

Submitted by: BEFWMO T- @x L€ ot 17124

Yisroel Y, Gissinger
CEO
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[ATE i April 3, 2018

To : ALL EMPLOYEES

FROM . HURAN RESODURCES DEPARTMEMT

THRLU : CPERATIONS MANAGEMENT

SUBIECT - RAEMD: RESTROOM GLIDELINES

Iplay Ine. provides unisex restrooms available so that employees can use them when they need
to do so. One is located nside the operation floor and second is in the hallway outside the
operation floor. However, those who are uncomfortable, has issue with the unlsex restroom,
we have a separite singls, private rastroom available Tor use

Morecver, any 'EF"I‘FJED'H'E'E' with concernflssuein u',in“ the unisea restroom FIFE‘-EI 5@ vislt Human
Resources office to get door access pass Offlce security, Log In and Log out procedure shall
apply

Furthermare, it s essentiol thal all employess should comply and observe the restroom
erguette:

s Knock if the culicle appears to be occupled. Don't peek under the doors.

= Lock the cubicle door when you enter

«  Stand close enough to the pan or urinal 5o vou don’t wet the seat, walls or
floor

¢ Flush the tajlet after use and wipe off the tolet seat for the next user

»  Paper towels go in the trash can, not on the flgor or in the toilet bowl

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

¢ Please use water and paper towels conservatively

For your information and guidance,

gmﬁﬂ: ensc 04112
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February 27, 2018

To i ALL EMPLOYLES

FROM i HUMAMN RESOURCES DEPARTMENT

THRL 2 OPERATIONS MANAGECR

SURIECT : OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is Issucd to ensure the effective onfercement and strict observance of all
vmployees on office allendance and punctuality

To ensure effective implementation and manitoring of office security

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

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

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

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

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

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

No taillgating

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

9. No emplayees are allowed to stay in the walting area for applicant.

10. Employees who left/lost thelr 1Ds will get temporary 1D from HR and will be dealt with
according to our code of conduct and discipline.

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

=

For guidance and strict compliance.

' 4 1
porkre 7. PO i1

Scanned by CamSecanner
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DATE : Movember 17, 2021
TO & ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT - LOCKER POLICY

The aim of this palicy is to guide our employees and establish a well-kept and orderly environment in
the lacker room.

Flease see list of rules provided below for your reference.

RULES
OME LOCKER ONLY per employes. NO sharing of lockers.
NO storing of perishable foods/leftavers inside the lacker.

s  Proper sanitation is strictly observed {E.G. No storing of unwashed containers/m ugs/utensils, ete.)

s NOtransferring 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, thay
will be forced open, and the company will not be liable for padiock replacement nor
reimbursement.

e Any sart of action that may result in damage to property is strictly prohibited. This includes but is
nat limited to graffitivandalism, posting of stickers, damage to facility property sich as the forced
apening of lockers without the management/HRs’ knowledge or consent, etc.

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

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

s 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.

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

NO LOITERING Inside the locker roam
Unassigned Lockers with cable ties should not be opened.
= Things inside unassigned lockers will be subject to disposal of the managemeant

This Memorandurn shall take effect on November 22, 2021,

Fallure to comply will be dealt accordingly.

Prepared by:

i
Carlos Gotiong

General Manager Directo perations

| have read, understood, and agreed to comply with the feregoing p

governing the iPloy Locker Policy. )
2 1. @SE 06-13-2Y

Empln-,'e'e Signature Over Printed Name/Date

s, rules and conditions
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DATE April 3, 2018

To ALL EMPLOYEES

FROM HUNMAN RESCIURCES BEPARTMENT
THRU CPERATIONS MANAGER

SUBIECT MERC: CALL IN FOR OUT OF OFFICE

In order to properly monitor out of office employees, @ new process to call infreport absence will
be implemented effective danday, April 9, 2018,

Guidehnes:

i

;o

in cases of late and/or absences, employee should report 1o Human Resources through
SMS or Call via HR hotline: 0817209 /074
Natification should contain the following information

4. Complete (real) Name

b, Department

£ Team Leader

d. Call In fort (Whole day Absent, Half-day Abaent, Lave)

e, Heason
HE will be the one 10 send notification to Operations Manageiment
Mo eall in should be communicated through Team leads or any other employee, 1t should
be done by the employes or his/har relatives
Motification should be at least two (2} hours before the employea's shift
if an emplovee is advised 1o restfconfined in the hospital, number of rest days as adwised
by the physician should be indicated. Otherwise, employee must send notification daily
Fallure 1o netify will be tapped as No Cafl, No Show and/or unscheduled sbsence and will
be dealt with according to our Code of Conduct-and [iscipling

For your guidance and stroct complance.

Hum

Resources

Moted by

oBh 5
pwﬁ . (@Ree ﬂ&/f?fl‘f
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February 1B, 2020

Ta H ALL EMPLOYEES
FROM ; CHPERATIONS MANAGE MENT
SUBJECT i ATTENDANCE BOWNUS 2020

As we end the year 2019, iPloy would like to set cloar key procedures and policies. This memarandum serves as
reminder ta be followed:

PAYROLL

1, Immaculate Attendance Bonus s for employees with parfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak Fallure to punch in — out for
breaks will also disquaiily the employee. Na walvers will be given

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

1. Employees who tendered thair resignation before the release of the Sign On Bonus {First Half or Second Hall) will
MO longer be eligible to receive it

4, Employees qualified far the Sign On Bonus (First Half or second Half} will receive it on the 30" of the succesding
muonth from eligibility.

5. Eligibility for the annual merlt increase is based on averall perdormance and management discretiaon, Pay out is
at management's discretion.

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

. 1 day absence - the medical certificate must be dated on the day of absence or the next day. If tha absence
falls an a Friday, the medical certificate must be dated the Saturday that immediately follows — at the latest. it
cannot be dated an the day that the agent 15 to report back to work.

. 2 daye abisnce - the medical certificate must be dated on the indlial day of absence or the next day, If the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the

latest. |t cannot be dated on the Saturday that imimediately foliows or that Monday that the agent is ta report back
18 wrk,

. 3 days of absence or longer - the medical certificate must be dated on the initial day of absence or the next
day. It carnot be dated on the day that the agent reparts back 1o work with the advice to rest antedated fram the
initial date of absence. Alsa, the advice Lo rest ks inclusive of rest days,

] Ex: If the agent is absent on a Friday and the medical certificate stales advised to rest for 3 days,
that is inclusive of the day of absence that the agent ook to rest plus Saturday and Sunday = the agent must be back
o work on Monday,
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o If the doctor prescribes rest, the madical certificate must Include the number af days of rest. The
advice to rest cannot be antedaled.

o There must be a fit to work daie.

o The only exception to the Medical Certificate date guldelines is if the employee has been
hospitalized.
VACATION LEAVES

1, The company reserves the right to approve and disapprove all vacation leave (WL regquests.

1. Employes must @xactly have the corresponding credits for the reguest 1o be approved
1 credit = One Day

.5 credit = Hali Day

3. Emploves with perfect attendance &0 days from the requestied VI date will be given priarity in the approval of
lgaves. This Is a way of rewarding employees with perfec attendance,

4, The company and client have the right o disapprove leave requests and cancel approved leaves for those
employees who committed unschediled absences on the prior month and on the current month of the requested
time off including poor attendance recards, behavioral and productivity issues,

Moted By: Approvied By:
[4]
HR Supery Chiel Executive Olficer
ALFREDD CAMARILLO J6.,
Director of Operations

B
?’Iﬁﬁ K. BpSe 06 -17 - 24
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Date : November 17, 2021

TO : ALL EMPLOYEES

Fram : HUMAMN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

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

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

3. Empleyee must file the incurred sick leave in HRweb within 48 hours. Failure to file the sick leave
on the given hours will be forfeited.

Note: Mo more Manual filing of Sick Leave except if the employee was hospltalized andfor
quarantine due to COVID-19,

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

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

¥ Blacklisted Doctoers and clinics’ will not be honored. |Please refer to the
Blacklisted Clinic/Physician Memao)

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

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

+ Power Outage
+ Certification from thelr electric/power supply provider (e.g., VECO, CEBECO,
MECO]

+ Internet Outage
¥ Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
# Picture of the modem (showing red, na light in “internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action. 5L1s unauthorized
under the following circumstances;
+ The employee falled to inform the immediate superior or HRD about his/her absence due to
iliness unless fully justified.
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e |f sickness claimed is fictitious or nen-existent.

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

This Memorandum shall take effect on Movember 22, 2021,

Please be guided accordingly.

Created by:

Moted by:

—— -y i
fillo Jr. Angelo Manal Carlos'Gotfong
Diredgor, O eratipns Operations Manager “General Manager

il #
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Date - Movember 13, 2019

Ta : ALL EMPLOYEES

FROM ! HUMAM RESOURCES DEPARTMENT

THRU J CPERATIONS MANAGER

SUBIECT : 555 SICKMESS CLAIMS — 5 CALENDAR DAYS

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

A member is qualified to avall of this benefit if:

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

2. He has paid at least three (3] months of contributions within the 12-month period imimediately
before the semester of sicknass or injury;

3, He hasused up all current company sick leave with pay; and

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

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

Far your guidance,

if there are any questions or clarifications, please feel lree ta approach the Human Resource Department,

Sincerely,

Moted by:

%IHM}L
0 , Dperations
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DATE : October 4, 2023

TO H ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services

Bimba H, Tegquillo MD Clinic

Lolita E. Abella-Ubres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnaostics

Gaudioso Montecillo Ir., MD

Mow Serving

. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

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

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

11.5  Diagnosls

11.6  Recommendation

11.7  Fit to work date

e NE N e wN e

Mew Clinics added:
12, Enad Clinle
13. Bing Clinic
14, Gia Clinlc
15, Veloso Clinic
16. Dr. Pacla N, Apuli
17, Lowrdes D, Sasoy, MD

When providing medical certificates for absences, ensure the following:
1. The certificate must be issued on the day of the absence or the day after.
2, Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be requested,
3, HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denied entry,




Ty
s JIPlo
Oty Avats Comanr Cobu Towar ¥
Cotw Business Park, Cela Ciiy G000 e e ]

4, Do not make erasures on the document. Any correctlons made must be counter-signed by
the attending physician.
5, Ensure that the soft copy (sent through email) matches the original capy submittad to HR.

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

Mo diagnosis provided. Please note that 7 codes are not eonsidered as diagnosis,

Mo contact Infarmation displayed in the medical certificate,

Absence of physician's name and license number.

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

contacted.

Medical certificates with Inconsistencles or discrepancies determined by HR/Company

Nurse/Company Doctor to be questionable.

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

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

B

-

Lastly, since hospitals and clinics are now having less restrictions for consultations and our situations
are constantly improving since the pandemic hit, therefore, we will no longer accept consultation
done online/via phone calls. Consultation must be done face-to-face.

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

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

at er@iplay.com.
For strict compliance.
Prepared by:

M Afganza
Employea Relations Supervisor

Noted by:

-
e P

HR Manager

—_—
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Date G Mevember 30, 2022

To : ALL Employess

FROM ; Human Resources Department

SUBSECT H VBRCATION AMD SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2023
payout. In this connection, all remalning 5L credits are to be converted thus, 5L application is no longer
allowed until the end of the year.

s for the Vacation Laave (VL) conversion, all unused VL credits will be released on the 30" of December
2022, All employees can plot @ VL requist until December B, 2022 ONLY. The actual VL dates will cover
only until April 30, 2023, Kindly take note of the reminders below In reference to filing of VL:

e Mo retraction of approved Vis. |f the employes reports for work on the actual YL date, the Vi
will not be reimbursed and will be voided,

= Morescheduling of VL once approved,

e YL date should not fall on a local holiday otherwise forfeited.

Mote: Approval of VL requests will be on or bafore December 14, 2022,

Furthermare, |f the employes resigns or gats separated from the company elither valuntary or favoluntary,
all available VL cradits will be forfeited and will not be part of their last pay if;

& Emplovee filled an immediate resignation and/or falled to provide a 30-day notice,

« Employes went on Absent Without Official Leave [AWOL)

&  Employes incur any leave, absences, and/or any form of terminal laave within the 30-day notice
perlod with the excaption that the employee provided a valld documentation such as but not
lirnited to hospitalization dus to sicknass, sccidents, or contaglous diseases,

s Employee incurred mare than four (4) hours of sccumulated and/or total late/undertime within
thie 30-day notice.

»  Employea will have issues with performance Including but nok fimited to quality, productivity, &
dlent escalation within the duration of the 30-day notice.

# Incurred any behavioral Infraction such as but not limited to Sleeping, Browsing Unrelated
Wehbsites and etc,

Furtharmare, SL and YL conversion maybe subject to taw. Should you have questions pertaining to this
memeo, feel free 1o reach oul to our Actounting personnel at Accounting@iploy.com.

W

Accounting Manager

1[- (Ot € ¢ /171
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December 17, 2019

To : ALL EMPLOYEES
FRIOM - OPERATIONS MAKAGERMENT
SUBIECT CLEANSING PERIOD

Floy Stalfing Solutions believes in gwing employees enough room lor improvement to straghten out
employment in regards 1o compliance 1o our company’s Code of Conduct. The aim of this approach i 1o help
mativate employess rectify passed affenses and stant anisw

Cleansing Perlod pertains 1o the time when an employes who hay besn subjected 1o a Disciplinary Action [DA]
h expected 1o mprove perlarmance. Ample tme |3 glven 1o correet improger behivor and refradn fram
cammitting any other infractions

If an employes does not commit the sams Infraction for the specilied cleansing period, the progression of the
disciplinary action will slide back toa level depending on its type. Ploase relor to table below:

6
Productivity | 6
Gshavieral A2

The counting of the Cleansing Period will start based on vthe date when DA was decided wpon, Al documentations
for infractions will still be kept in the Employes’s 201 File regardless what period of progression

The Cleansing Period i effective Janusry 1, 2020 covering Das b manths and older

Sincerely yours,

,%-’J‘?:Jf Approved By

1A GISSINGER
Chiel Exgcutive CHfice




OODE OF COMDUCT AND DHSCIFUNE [Table of Infractions)

STATEMENT OF POLICY
The Code of Condues and Discipling |5 designed toeraure healtfy ard poiithe woril

‘erwdrorenent, and hooet bo maingain ansd uphold professicralism among Py ing, employees.
Thee zstablishad norma hensin sel forth ase geared towands the attainmens of the Comasny'
Goah and cbiscthes. It & warthy toemptasice that the Cods i ast meant 16 B EpprRsvE NOT
s ded to arsd ey indesd, it serexs a5 the gusding princples
on what s expected of ' employers o conduct dusing the entire employment here in Moy,
inc.

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

1 The right todiscigline snd discharge emgioyess [or just and proper casses i mahugerenls
prerogative enshingd from the 1987 Priliapine Constitution.

7 Faimess and jistics shall alweys govern the impostion of disciplinary acticns. Bmsting Labor
igiuitgsﬂifg

actions agairat fheir suber whetreve o o af the rule i committed.
4. Addministrative inerstigationg and ather iuﬂ.a:.i :EEE&.EI!-E

o
& Irecases of mubtiple violatices of this Code, the following nebe shall apeiy 85 1o the penalty 5o be

ey g e

EF™ Pl RETY Toparsss -
Cmba City BO3C
1. Ingident Repart will be submitted to Homan Reseurses [HA| within 1 working days from

1 Direct Supesor should Soach I amgicyee within 3 werking days from the isusncd o

ek NTE.
4. Coaching Form and Written Expléntion of the employes Should be submitted withia 5
wiarking davs fram the deaance of the NTE
5. R will j5s0e Motice of Decision with o withost saneiions within 5 days from the recelis
of the Canchirg Farrn snd Wrtten Explanazion,
a Fasdusre i prawide Wiiknen Explanation shall cErsilute 3 waiver of 1he emoioyes's
right to be: heard and corfirme That all the detalis i the incldent Seportane thes and
1&#3_?;
b Ligests. in e timeling will resufz to a sanctien - Megesz ol Gty | suboroinagion
€. Lapsas in the timeline will not vaid the aBASTION.
T, GEMERAL MEIAVIORAL STANDARDS
an Pipry employer we exoect thas you wil meet the falswing beheworl standards:

& Proper Conduet and Decerum s sxpected from you within (e offize snd cutskle when
FaprRteting the Campary. Thit fn) approprisie dress, att=rging the office resdy to work, use of
mroper snd decent lrguags, chsermnca of groper aifce and work decorur, mainseining preper
relatioraups wils your salieagues, Eustomers and cther Inchidub net in e employ of the comgaany,
ehgavvance of and compliance with exsting ke of The Bhifpsine

iy, %iﬁf&lﬂhﬁi&!ﬁ!&r!ﬂtl_i Fﬂﬂaﬂuﬁ!&uﬁ:l&i#
raragnment.

£ Following rules on custamer snd client relatians and always maintairing 2 professionst heighil

abtiuge with cusiormers,

&, Masnberance of health ard safety of the office and peaple srcurd you. A proper attitude
Ewares chpanines snd proper houseksepng In the office, good heesth of yourself ard others arouwnd
You, BRESE I they pecurity of the office, foliowing basic salety procedunes.

&, Prospit Ui of Company «__.ﬂﬂ_.a___#nn_mﬂlu.-un-w__ !EB!E:... and employes
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L Applicabiliey

This Cocle shall apaty to a¥ iPloy emplayees, regandless of staous or position Resd. IRErORET OF unruly Ceeumen e Firal

. :
1L Typs of Oifenses dlierder or siurupt merk, warrng | ML g | PR

Level 1 = infractions which are minar in nature ut which may become nabiual and disruptive If not aaﬁ.uhvi
comrected. I has no detrimentsl impact &f the business. detarestly 1 the

Lewel 7 - Savieus offerse which causes delay in operatioe, may pose threat, harm, or danger to areas oher thas tase
Company property and o thes of Indfiduals. autheried, Bringing gf B -

Fnal
'] Leveis versa Wrines

Level 8 — Infrastiong wristh will SEILFSY THE COPBMY'S B BE 3rd DRuIRlen. 1T Coulds Rlitaminl lned i slecttnk gadpets Warring Wartnl | ey | YD

the comparty and can resuil i critical cperations! derupticn. A eritical efferae that nas compromises flapmps, Aaiparistia

the security of the employess, the imegrity of Chent, tha aaletby of oalomers mlormatien aea the

srbility af the Botingis. TRETFRES WO e

Wi, Tatsle of nfmcions | 55%
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