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Employee Training Agreement

This Employes Training Agreement is made on lanuary 15, 2024 behween IPloy, OPC, with its place of business at

the 16 floor One Montage Tower, Archbishop Reyes Avenue, Cebu City {"Employer")  and

UERpnlAl B . SAlgge [Employee’s  Mame), an individual  with  the address  of
Ml eCNCA  ATWE, mPROLo |, EPU CTY [Employes's Address] {"Employes”) .

Recitals:

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

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

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

D. The Employes has agreed ta 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 on June 21,2024,

2. Salary Payment: In consideration of the Employes’s completion of the training, the Employer agrees ta pay the
Employee a salary for the duration of the training, payable at the nearest payout schedule (15" or 307 of the
month) upen successful completion,

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

4. Pre- employment Fhysical Examination (PEME): The employee acknowledges and agraes that if they fail to reach
regularization or {6 months), the cost of the pre-employment examination will be deducted from the finsl pay,

5. Submission of Government Numbers: The employes acknowledges and agrees to pay the monthly penalties in
povemment contributions il hefshe falls to submit the povernment reguirements (555.TIN.PAG-IBIG &
PHILHEALTH] within the five [5) days of training,

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

7. Amendments: This Agreement may be amended only by & 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,

m:ﬁ/ﬁﬁm =t /i* [ 202y

Employee Chmplete Name & Signature/Date ing Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date) JUNE 1, so2¢
BETWEEN

1. IPLOY OPC. (the "Disclosing Party"): and
2. JeREMIAN & . SAUD  (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 Praprietary Information or any information derived therefrom to
any third person,

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

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

1.5 nat to copy or reverse source any such Proprietary Information. The Recelving Party shall

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

in content substantially simlilar 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 theraof or
any information that the Receiving Party can document

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

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

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

24.  was independently developed without use of any Proprietary Information of the Disclosing
Farty. 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 Disclasing Party all Proprietary Information and all documents ar media
containing any such Proprietary Information and any and all coples or extracts thereof, save that
where such Proprietary Information is a form incapable of return or has been copied or transcribed
into ancther 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 respon sibility or liability is or will be accepted by the
Disclosing Party, or by any of its respective directors, officers, employees, agents or advisers, as to,
or in relation to, the accuracy of completeness of any Proprietary Information made avallable to the
Receiving Party or its advisers; it is respansible for making its own evaluation of such Proprietary
Information.

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

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part

of its rights under this Agreement without the consent of the other Party. This 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.

e This Agreement shall be governed by the laws of the jurisdiction in which the Disclosing
Party Is located (or if the Disclosing Party Is based in more than one country, the country in which its
headquarters are located) (the "Territory") and the parties agree to submit disputes arising out of or

in connection with this Agreement to the non-exclusive of the courts in the Territary,

IPLOY OPC Receiving Party

By: Onboarding Specialist By: _ New TwPuoyd

Mame: Jade Lenizo Mata Name: _ Teeemipl 2 us0
Title: Onboarding Specialist Title: ol i

Address: #35 Salvador Extension Labangon Address: M7 cury A, meBoLOD
Cebu City
Date: Date; JUNE 19, Jeay
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PERSOMAL DATA SHEET

INSTRUCTIONS:
1. Anvser the questions compbetely and honestly in the spaces provided,
2. Please PRINT leginly.
3. DONOT LEAVE ANY SPACE BLANK, Write “n/a”, "net applicabie” or “nong”

HE-FDS-1
EMAFLOVEE NURRER ATE HIRED DEPASTIENT
Agab Juge T 04

Basic Imformation & Contact Details

LAST NAME: TG FIRST NAME mim MIDDLE MAME: H:I'F-'I'Gl.ﬂ“i
PICKNAME: o | WACTHER'S FULL MARDER HAME LUDHE o -B-'HI‘I! E

CURRENT ADDRESS [Hausa A/ Latll | Blodk § / Strees, Barangay, Wunicigadty [ City, Province, Zip Code)
N.7 utMce  miedowo | Bl o e
PROVINCIAL ADDRESS (Wouse 1/ Lotk | Black 8 | Sireat, Baranyay, Municipaiity ¢ City, Province, 2ip Coda)

PRnG B, GopHERR , KARpcAUMY | LmERNGh CRUGRY  TooE

Land Fhane K. | Mmuﬁiﬁbq“__"_ﬂ - 9200 [ .thllz L —— .E_T'-'l'

455 Ma. PAG-EIG No | PHILHEALTH No. it =
[ miea g Yug 12142 P L@l O | 1430nr 98792 649 99% €22

BIRTH DATE BIRTH PLACE GEMNDER BAGOD TYPE

JEPEINEE 32, B KABAC AN P mALE E

MARITAL STATLS HANE OF SPCAUSE (Morried) Emiail Addressis)

[T Singia ”n e ‘]

[ | Legaly Separssd mgﬂ . (AT

[ ] Married SPOLISE T d@‘jm

| | WiskerwfWidower NA

A you rlated by dinship or marrlage up to the 3% degree to any current senployes of Way?
I 1 ¥es [T 8o 1 YES, pive NAME and RELATIONSHIP

NAME OF SPOLISE [ married) SPOUSE 'S EMPBLOVER SPOUSE'S DATE OF BIRTH
_MA . L[ S

t‘ﬂ?ﬁ#ﬁnn | 5 |r|ﬂ.nH|STEMS & |r.||:|-_nF|:H||.|Jn£r¢ |m B'M'_'m_m.aﬂ:_lqm | THh
NAME OF CHILORER {IF any) ]nm-urmm NAME OF 5IBLINGS ] mﬁf::;ﬂ:‘ Ry
NA Np FANAR e _@MLL,&; g [ o |
A NA WiGh N Gruico-6RER|  MarRRED gn fon s

- A NR | mmn elioies Gl oLy o [ag
ph ~Nh T putre O dWGLE ok [p fm

PATHER'S NAME g BCCUPATION MOTHER'S NAME i DE:TEF occupATIH

Juskco B - G |obj2y/am] peacktitN  |Luac Aw B Puxo e firr]  pmceer

HORT & sl

RELATIOMNSHIP TD EMPLOYEEE

Emergency Contact (List or lrasi 2
CONTACT FERSON
st Firstl CONTALT PHONE KO

oy . - |Qptioraly
e BN e | oonaeasdls L ——
fopuneE GRuuto Mﬂiﬁ]@p{m/ [l
TN LY D GAUWED  (INIE 65y a2 ( jgg3
TNeE  CAWLD NGLE H/ﬂl{mw
UMD GMY®© JR.  wale f2]29] oo

BMariaga - 16th Fioor Cine Mantage Tower, Archbihop Rayes Ave, Caba Gy 1 MEY. 191 Floor M3Y Towes Pascadores Rood Dby
Exssinaes Park, Cabo City G000 11 ACCT — O Floor, Ayala Caraer Cabi Teowsi, Cabu Business Park, Caby Cily
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PART 5 Educational Attainmont

LEVEL NAME OF SCHOOL & ADDRESS ! {Tﬂnf;fﬁi":::' |I|IE,_D|-NI:|

PRISGARY EDUCATION T CenRO FLEMENTRRY | Tingoeg - March aly el

SECONDARY EDUCATION KAB AN ComILE hmum i,d Tune, 203 Mowy -'H_T 4t
Corse: (T Colg 0T ¥AMCINGN  TUNE AT - Moy 320 100

YOCATIONAL

& NON-DEGREE COURSES LEADERCH P § MeuToriNG futy and Mg hﬂ el
qu.l‘l:num.l!

TERTIARY EDUCATION W Ol LWGUNGE Cuow | M6, wo - MM‘* o

POSTGRADUATE & GRARUATE ae M |

Huois — m N
Degree: ”ﬂ ‘

PART B Employment History

(Frint? mpst recent ool asitians hml)

EMPLOYER'S NABAE | ADDRESS B TEL M0,
RN TUAY - Miam
OB TITLE SAlARY PERIDD EEVERED {reem fyr
FHOA TQ
o .l
B BNUNE  TupR Ayoce F1 S aAn
SUPERVISON'S NAME SUPERWISOR'S TITLE A EMPLOVEES SUPENVISED
A NA | | {if applicabia)
REASON FOR LEAVING
pE o dTUPET
EMPLDYER'S MAME ADDRESS & TEL NO.
WETML K~ ToKIE | VIBOMIGA ity
oA TTLE [ saLaiy T [ ___ PERIOD COVERED [mm/yr) |
L FROM 0 ]
L TeRher. A TWE a1 | pprit 2w
SUPERVISORS MARME SUPERVISDR'S TITLE ERPLOYEES SUPERVISED
H‘ ) M [ aoplicabls)
BEASON FOR LEAVING
bk 1o rﬂ.ﬂﬂﬂ‘t
EMPUOYER'S NAME ADDRESS R TEL NO
NE I M
JOB TITLE SALARY i FERIDG COVERED |mmyfyr)
FROM TO
W M | g
SUPERVISON'S NAME SUPERVISOR'S TITLE EMPLOYEES SUPERVISED
A [If apglicabin)
REASCN FOR LEAVING m =
EMPLOVER'S MAME ADDRESS & TEL MO
A | A
JO8 TITLE | SALARY [ PERIOD COVERED [mmywr)
o L e
SUPERYISOR S NAME Nl' SUPERVISOR'S TITLE WA EMPLOYEES SLUPERWISED NA
_ [H appitcabia)
REASCN FOR LEAN|NG ru' )
EMPLOYER™S NAME H-dr ADDRESS & TEL, NO. “#
308 TITLE 3 SALARY | PERIGD COVERED (mmyyr) =
: —
N E ”ﬂu FR{IﬂL 'J‘ID
SUPERVISON'S NAME | EUPERVISDR'S TITLE EMPLOYEES SLIPERVISED
Hl' N,ﬂ [H spplicable) ‘
REASOW FOR LEAVING ok -

Meniage - 16th Flaor One Montags Tower, Archibishon Reyes Ave, Cabu Gty 0 MEY- 1111 Floor MSY Towar Pescadoras Baad Cubu
Buiinsas Fark, Cuby Ciy 8000 11 ACCT - Bth Floor, Ayia Cerar Cobu Towat, Céby Business Park, Cebu City.
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Purswanl to; o) indigenaus People's Act [BA 83710 (bf Magre Carta for isobied Persons (R4 7277} and Salo Pareats ‘Wanlfore Act 2000 [04 2973)
Dinase aniwer the following ifems:

Are you & member of any Indigenows group? 0 YES & Mo ]_i-_f_-fgi_,_pbease spaify:
0o you ldentify as diferently-abiad? 1 YES & NO | i yes, please spacify:
Are you 3 solo parent? O ¥es ¥ NO | fyes, please specify:

PART 8

i CRer R

Give e, address, and elepbong numbers of three 3] perions wio know pou other han those you e warked with

: ! E ADDRESS TEL. NO.

1 ==] i
1 | L

PART 9 Diker Qualifications
Jab-refoted brodning courses (e Ble and pear), fob-rolored akiils fother konguages, compater and information techaalogy, ook, mochines, eec.), fob-
related certificties and foenses froecent only), Job-relaten awards and speninl cecompishments (pubiicotions, membeciidas i professional o haner
sacieties, iradership activities, puble speaking, and performance gwards), Give dates ond seod documents

DATE

DESCRIPTION / TITLE

g

é!ﬂﬂ[ T =
[ mﬂi% HEES- gm0 TV THE T fcappme

'Eu,

PART 10 ADDITIOMNAL IDENTIFICATION

TYPE ] CONTROL NO. I I5SLE DATE ENPIRY DATE
PASSPORT DETAILS BZ 9% el | C ' AGIET 3], 2033 _F%'lz’gi
WISA DETAILS [if applicable) 'S
DRIVER'S LICENSE 1 A
OTHER GOV'T. ISSUED 10s: {Far A g
examyle: 555, TIN, 50L0 PARENT pT g . I
I PAC, ACH, atc. | | leai #{H‘ K= N .
MILITARY [ GOWT, f CIViL |
SERVICES {if any] | N na nA
Have you ever been formally charged afan | | | Yo If Yes®, phease ghe detalls:
administrative / civilfcriminal offensa? [ A ne
Hava you ever been canvicted of an KT If "Yes", please give datais:
adminlstrative / ehvilfcriminal offense? lf Mo

CERTIFICATION

| CERTHFY that, to the best of my knowledge snd belief, all the Infarmation an an aftached ba this dacumaent s true, corract, comglete and mads in good
faith, | UNDERSTAND that lahie or fravdalent Miormation an o wttached to this application may be fArownds far not hiring me o tarminate my
employma fram Boy. | UNDE mation | glee may be imestigated,

FAulo &6

ignature of Employae ate Signed

Mariags - 16t Fioor Dew Mantnga Towss, Anchiiishon Rayes Aws, Cebia Sty 0 MSY- 11t Fioar M&Y Teowes Pascadones Road Cobi
Buminaes Park, Cebu Cly 5000 1 ADGT = B Floar, Ayain Cenler Cabu Towar, Cebu Busireas Park, Cabu City
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, MI&H & Ghulko hereby authorize Iploy Inc. and/or It's representatives to
make investigation of my background, references, character, past empioyment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the 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,

I hereby consent to the Company’s verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain aceess to
and coples of records pertaining to this information. With regard to the foregeing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arlse from supplying the Company with information it miay request pursiant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discoverad after | am employed.

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

any and all claims of lizbility or damage due to either the procuremant or the true and accurate
disclosure of such records or informatian,

Applicant Name: TEREM LA B (A LMD

Present Address: Mr. Cugpce | miwoye, Crey ciry

Social Security Number: _#-1£a [9y4y - Date nfainn:aﬁﬂ!-’w}
Signature: o altisr—

Date: 06 / 7 /er,f
¥ i i
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SIGN-ON BONUS POLICY

Policy:

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

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

A regular employee

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

Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus;

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

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

Acknowledgment

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

M"f&&; ot [ [sor

Signatuﬁ]}ur’lfrlnred Name/Date
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UNDERTAKING

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

Pallcy Title : Dress Code Polley
Revision No 01
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 policy.

umm ol fray

Empityes Name and Signature Date
Noted:
oL waa mlnltw

Onboarding Spe:EaV: Name and Signature




iPloy Gift Policy

The aim of this palicy is to establish a unifarmity refating to the acceptance of gifes, including gratuities
and rewards, This policy applies to employees of the company. Employees include all peemanent, part-
time, temporary and prebationary status,

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

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

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

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

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

Employee Acknowledgement

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

Mame: JERTMMAN E‘ Grtused

Slgnature; ,;’::57“&"; Date: Mr/ﬁf/‘a;’y
o




iPloy Social Media Policy

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

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

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

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

¢ Publishing any confidential or business-sensitive Information about iPloy;

* Publishing material that might reasonably be expected 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.

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

= You are personally 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 and Including dismissal,




* e aware of data protection rules — you must not post colleagues’ details or pictures without their
individual permission. Employees must not provide or use thelr company password in response
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 inte the public domain, Any
departure from this policy requires the prior written autherization of the management.

& Be respectful always, in both the content and tone of what you say. Show respact to your
audience, your colleagues and customers and suppliers, Do not post or publish any comments or
content relating to the company or its employees, which would be unacceptable in the werkplace
or In conflict with the company's website. Make sure the views and opinions you express are your
W,

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

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

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

*  This policy extends to future developments in internet capabllity and social media usage,

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

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

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

= Consider all online information with caution as there 15 no quality contral pracess on the internet
and a considerable amount of information may be inaccurate or misleading; and




& At all 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
miust always glve proper credit to the source of the information used.

Specific Managerial Responsibilities

By their position, Managers have obligations with respect to general content posted on social media,
Managers should consider whether persanal thoughts they publish may be misunderstood as expressing
the company's opinions of 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 anline farum s not the
place to communicate company policies, strategies or opinions to employees,

Enforcement / Progression

Mon-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and induding dismissal.
This policy |s 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 policy is tagged under Level 2 offense and follow these progression:

a. 1% Instance = Written Warning
b. 2" Instance- Final Written Warning
c. 3" Instance- Dismissal

Employee Acknowledgement

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

Name: Jeren (A P-  GAuie
Signature: ,//:;'T?W Date: r"""'ﬁ"//*""’b/:‘aa?’

N
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Drate : February 22, 2018
To SALL EMPLOYEES CONCERMED
From : Human Resources
Thru : Diperations Manager

Subject  ; WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1 OBIECTIVE

1L I conformity with Repubilic Act No. 8504 otherwise known as the Philippine
AIDS Prsvention and Control Act of 1998 which recognimes workplace-based
programs a5 a potent tool in addressing HIV/AIDS a5 an intermational
pandemic probiem, this company policy 15 hereby wseed for the information
and gudance of the employees in the diagnoses, treatment and prevention of
HIV/AIDS in the workplace,

1.2. This policy |5 also aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers' right against discrimination and confidentiality i
maintained

1. COVERAGE

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

3. IMPLEMENTING STRUCTURE

3.1 Iploy Inc. HIV/AIDS Program shall be managed by ats health and safety
committee consists of representatives from the different divisions and
departmants

4. POLICY STATEMENT
4.1 BASIC INFORMATION ON HIV/AIDS
411 wWhatis HIV/AIDS?

4111 It & a disease caused by a virus called HWV  (Human
Immunodeficiency Virus), This wires slowly weakehn & persan’s
abilicy o fight off other diseases by artaching isell to and
destroying important cells that control and support the human
Immung system

4,12 How HIV/AIDS s transmitted?

4.1.2.1 Unprotected sex with an HIV infected person;
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4122  From an infected mothar to her child (during pregnancy, al
birth through breast feeding),

4.1.2.3,  Intravenous drug use with contaminated needies;
4124  Transfusion with infected biood and blood products; and

4125 Unsate, unprotected contact with infected blood and bleeding
wirsnds of an infected person

4,13 Isthere a cure?

4.131,  No Howewer, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
people with HIV, Holistic care of peaple living with HIV-AID5 and
comprehensive  treatment  of  oppoartunistic  infechions also
drarmatically improve quality of life

5 GUIDELINES
5.1. Praventive Strategies
5.1.1. Conduct of HIV-AIDS Education.
5111 Who will conduct?
The Medical Clinic of Iploy Inc_in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the orientation of newly hired
emplovees. The standardized information package developed by the

Department of Labor and Employment (DOLE) may be used for this
puUrpose

5112  How will it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures, counselling and training and
information on adherence to standard or universal precautions in the
workplace

5.1.2. Screeming, iagnosis, Treatment and Referral to Health Care Services

5121, Sereening for HIV as a prerequisite to employment is not
mandatory.

51232  The company shall encourage positive health seeking behavior
through Voluntary Counseling and Testing
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5123 The company shall establish a- referral system and provide
access to diagnostic and treatment services for (ts workers, Referral
to Social Hygiene Clinics of LGL for HIV screening shall be facilitated
by the company's medical clinic staff,

5.1.24,  The company shall likewise facilitate access 1o lwvelihpod
assistance for the affected employee and his/her families, being
offered by other government agencies.

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

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

6.1.2. Workplace management of sick employeas shall not differ from that of
any other [liness.

6.1.3. Discriminatory act done by an afficer or an employee against their
co-officer or co-employes shall likewise be penallzed,

6.2. Confidentiality/Non-Disclosure Policy

B.2.1. Access to personal data relating to @ worker's HIV status shall he
bound by the rules of confidentiality consistent with provisions of BA,
8504 and the ILO Code of Practice

6.2.2. lob applicants and workers shall not be compelled 1o disclose their
HIV/AIDS statius and other related medical information,

6.2.3. Co-employees shall not be obliged to reveal any persanal information
refating Lo the HIV/AIDS status of fellow workers.

&.3. Work- Accommaodation and Arrangement

6.3.1. The company shall take measures to reasonably accommodate
employess with 8105 related linesses,

032 Agreements made between the company and  employes’s
representatives shall reflect measures that will support workers with
HIV/AIDS through Resble leave arrangements, rescheduling of working
time and arrangement for return 1o work.
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7. ROLES AND RESPONSIBILITIES OF EMPALOYERS AND EMPLOYEES
7.1, Employer's Respansibilities

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

712 Provide information, education and training on HIV/AIDS for its
waorkforge.

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

7.14. Ensure confidentiality of the health status of its employees and the
access to medical records 15 limited to authorized personnel

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

716, The Health and Safety Committee, together with employees! labor
organizations shall jointly review the policy and program and continue 1o
improve these by networking with government and  organizations
promoting HIY prevention,

1.2, Employees’ Respansibllities

7.21. The employee's organization shall undernake an active role in
educating and training their members on HIV prevention and control,
Fromate and practice a healthy lifestyle with emphasis on-avoiding high
nsk behavior and other risk factors that expose workers to increased risk
of HY infection.

F2.2 Employees shall practice non-discriminatory acts against co-employees.

2.2.3. Employees and their organization shall not have access to personnel
data relating to a worker's HIV status.

1.24. Employess shall comply with universal precaution and preventive
MEasures,
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8. IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY

9.1, This Policy shall take place effective immediately and shall be made known to
evory ermployee.

okl %
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Date clanuary 1, X018

To tALL EMPLOYEES CONCERME

From : Human Resources

Thru : Dperations Manager

Subject CWORKPLACE POLICY AND PROGRAM ON TUBERCULDSIS (TB) PREVENTION

AND CONTROL

1. OBJECTIWE

1.1 To assist the government in its campaign against Tuberculosis (TB) in compliance
with the Department of Labor and Employment's Department Order No. 73-05,
series of 2005 - Guidelines for the Implementation of Paolicy and Program an
Tuberculosis {TB) Prevention and Control in the Workplace

L& To provide initiatives to prévent the outbreak and spread of tuberculosis in the
workplace, and to treat, care, and support employess who become afflicted with
Tubereuloss

2. COVERAGE
2.1.Thus Program shall apply 10 & employess regardiess of their employment status.
3. POUICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration to work of employees who contract
this disease. To achieve this goal, all empleyess are strictly mandated to undergo

an annual physical examination with the requisite chest x-ray.

3.2 Mlsp, in line with this, 3 TB awareness program shall be undertaken through
infarmation dissemination. which shall include its nature, frequency |occurmence
in a selected population) and transmisson, reatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TR In the
workplace, This shalt be handled by the Office of Health Services {Inflemary) or
the partner health provider of IPLOY INC, in conjunction with the Operations
Manager and office of Human Resource through the company’™s aceredited
health provider

3.3.The DOTS Is a comprehensive strategy to contrel T8, and is composed of five
componants, which are

3131 Political will or commitment to enduring sustaned and quallty TR
treatment and control activities;

332 Case detection by spulum-smear microscogy  among  Symptomatic
patients;
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133, Standard short-course chemotheragy using regimens of 6 1o B months for
all confirmed active T8 cases (j.e., smear positive or those validated by the
TB Diagnostic Commitiee) Complete drug taking through direct
abservation by a designated treatment partner, during the whole course of
the treatment regimen;

334 A regular, uninterrupted supply of all ant-tuberculosis drugs and other
materials,

335 Astandard recording and reporting system that allows assessment of case
finding and treatrment putcomes for each patient and of Wberculosis contral
program's performance overall

3.4, Employess must be given proper information on ways of strengthening thelr
immune responses against TB infection, Le, informatien on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and good personal hygiens
practices,  However, 1 should be underscored that intensive afforts in the
prevention of ke spread of the disease must be geared towards accurate
Infarmation on its etiology and complete performance overall

3.5 0mproving warkplace conditions:

3,51, To eénsure that contamination from TB airborme particles is controlled,
workplaces must provide adequate and appropriate ventilation (DOLE-
Ceeupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adeguate sanitary facilities for warkers,

452 The number of employees in a work area shall not excesd the required
number for a specified ares and shall observe the standard for space
requirement. (OSHS Rule 1062)

3.6.Capability building on TB awareness raising and training on TE case Finding, Case
Helding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the otcupational safety and health
commities,

3.7.50cial Palicies:

371, Non-discrimination:  Emplayees who have or had TB shall not be
discriminated against. |nstead, they shall be sopported with adequate
diagnosis and treatment, and shall be entitled to work for as long as thay are
certified by the Company's accredited health provider as medically Tt and
shall be restored to work as soon as their illness is controlled,

372, Work Accommodation: Through agreements made between  the
management and the employees, work accommodation measures 1o
support employees with T8 s encouraged through flexible leave
arrangements, rescheduling of working trmes, and arrangements for return
to work,
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3.7.3. Restoration to Work: The employes may be allowed to return to work
with reasonable working artangements as determined by the Company’s
Health Care Provider and/or the DOTS provider

3 B Employes Responsibilivg:

38.1. Employess who have symptoms of TB shall immediately seek assistance
from the Company’s Health Services Provider

3811 An employes who has the symptoms of TB is required to initially
wear a face mask (especially while nside the affice] and observe good
hygiene practices, at least until declared by a competent medical
practitioner to be safe from transmission.

3812 Similarly, for those at risk, e, those with family members with TB
of those exposed to a co-employee with TB, it would be prudent to
ahserve the same good hygiene practices until declared free from the
disease and safe from transmission

384 Once diagnosed to be with TB, emplovees shall immediately seek
treatment elther through the Department of Health's DOTS or a private
physician of the employee’s cholce. However, It is imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make it harder to treat the infection and
result in & langer absence,

3821 An absence from work due to medical reasons of over six [&]
months may result in the termihation of one's employment as
provided for by the Labor Code of the Philippines under Art. 784 -
Msease as Ground for Termination,

383, Cmployees are required to underga an annual compulsory chest X-ray
through the Annuat Physical Examination. I for any reascn an employee
fails to secure a chest x-ray al thal time, hefshe shail be directed to secure a
chest s-ray-at an accredited clinic by his/her respective Infirmary/Health
Services,

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

1.10. An employes afflicted with TB, who has volurtarily undergone the
treatment and rehabilitation program (DOTS) preseribed, and who is finally
declared to be in a non-communicable stage, may be allowed back 1o work
subject to being given a medical clearance by a Company designated physician,

3.11. Emgployees (those aflliceed with the dizpase or those dentified under
contact tracing) who refuse tn cooperate and dutifully obsesve  lawful
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instructions (undergo a medical check-up and/ar treatmernit), may be subject 1o
disciplinary action proceedings for insubordination {the penalty of which may
range up ta the termination of one's employment)

4. PROCEDURE

4.1 The respective Health Seryices of the Compaty [andfor the contracted Health
Services Provider) shall coordimate with the Occupational Safety and Health
Center who shall provide preventive and 1echnical assistance in the
implementation of the Workplace TB Control and Management Program

4.1 An employes who undesgoes the Annual Physeal Examination with the reguisite
chest k-ray will have hisfher medical recard forwarded to company clinie/HRD,
Employees who Fail to undergo the requisite annual chest s-ray shall be directod
to secure ane at an accredited chnic e by hisfher preferred infirmarny/Health
SETVICES.

4.2.1  Those with medical findings shall be required to undergo furthes medical
chieck-up. All medical records in connection with this second/ {urther check-
up shall e submitted to company clinke/HRD and hisfher respective
Infirmary/Health Services,

4.2.2. The employee shall then coordinate with comaany ciinic/HRD and his/Mer
respective Infirmary/Health Services far the next steps

4.3.An employee who s suspected to be afflicled with TB, whather as a direct suspect
or by contact tracing, shall cooperate  fully  with  hisfher  respective
Infirmary/Health Services landfor the contracted Health Services prowider). If
the employes tests postive far T8, the employee shall undergo the DOTS
program to its comgpletion

4.4.0f the ernplayee needs to undergo a leave of absence Lo recuperate, hafsha will
be allowed to use the appropriate leave before hefshe may request to be
permitted to go on a Leave of Absence without Pay (LOA].

441 The employes shall ohserve the requisite procedure in applying for a
leave

44.2. The Unit concerned shall ensuse that the requisite procedures are
observed by the employes and that the company clinic is duly informed.

4.5 An employee may be allowed Lo go on 3 medical leave of absence [without pay)
for a mawmum penod of six (6) momhs. The concerned employes shall submit
an application for @ leave of absence belore going on leave.  Said leave
application shail be subject (o approval at the sole discretion of the Company
Management.

45.1. The same procedures under 4.2.1 10 4.2.7 shall be observed
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4.6 After treatment, with a magimum period of six (6] months on leave (without pay),
an employes found to be cured or i a pos-communicabie stage of T8 may be
allowed back to work, provided that the employes’s health shall continue to be
monitored during the annual physical éxamination with the reguisite chest x-ray
of as may be deemed necetsary by the Unit Health Services (Infirmary) or
contracted Health Services provider

4.7 Thie employes returning (o work shall be required by the Management 10 seture
a medical clearance from a medical doctor chosen by the Company belore being
allowed to return to work

4.8, The HRD will inftiate disciplinary procesdings against any employee found ta have
discantinued treatment in defiance of medical advice, or who refuses to undergo
the full treatment course prescribed.  Likewise, employess who are ordered to
undergo a check-up due to contact tracing bul refuse to do so will also face
disciplinary action proceedings. |n both cases; the maximum sanction applicable
far insubardination will ke the termination al ane's emplayment, if It s deemed
warranted

G, IMPLEMENTATION AND MONITORING

5.1 The Safety and Health Committes or its counterpart shall periodically monitor and
evaluate the implementation af this Paliey and Program

6. EFFECTIVITY

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

Prepared by o H nn R 5;__;*@
Humar Resources

Approved by: Yisroel Y, Gissinger
CED
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Date ; February 22, 2018

To 1 ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS 8

8

OBIECTIVE

1.1.0pley Inc. is committed to conform to the established standards assurance of
customer satisfaction, protection of our environment and health and safety in
the workplaces

1.2, The company promotes and ensures a healthy environment through s various
health programs to safeguard its employess. And as part of the company’s
complignce ta DOLE Cepartment Advisory Mo, 05, Series of 2010 (Guidelinas for
the Implementation of a Workplace Folicy and Program on Hepatitis B), this
Program has been developed. This program is aimed Lo address the sligma
attached to hepattis B and o ensure that the employess right against
discrimination and confidentiality is maintaimed

1.3.This guideling s formulated lor everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B This will inform  the
emplayees of their role as well as the company in dealing with Hepatitis B, A
healthy enviranment encompasses @ good working relationship and great output
for continuous business growth.
COVERAGE
2.1.This Program shall apply to all employees regardless af their employrment status,
POLICY STATEMENT
3.1 Implementing Structure
3,11, Iploy Inc. Hepatitis B workplace policy and program shall be managed by
ks health and safety committee. Each division or department of the
Company shall be duly represented
3.2 Guidelines
3.2.1. Education

3211 Hepattis B shall be conducted through distribution and posting of
IEC materials and counselling and/ or lactures; and
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1212 Hepatitis B education snall be spearheaded by Iploy Ing. Medical
Clinle in close coardination with the health and safety commities.

3.2.2, Preventive Strategies

3221 Al employess are encouraged to be immunized against Hepatitis
B after securing clearance fram thedr physician,

3222 Workplace sanitation and proper waste management and dispasal
shall be monitored By the haalth and safety committes on & regular
basis,

3223 Personal protective eguipment shall be made available at all times
for all employeess; and

3224 Emplayees will be given training and informatan on adherence 1o
standards ar universal precautions in the warkilace

4. SOCIAL POLICY
4111  Non-discriminatory Policy and Practices

41111 There shall be no discimination of any form against
employees an the basis of thelr Hoepatitis B status consistent with
lhe internationdl agreements an non-discrimination ratifled by
the Philippines (ILD C111) Employess shall not be discriminated
against, from pre to post employment. ncludng hiring,
promotion, or assignment because af thelr hepatitis B stagus,

4.1.1.1.2. Workplace management ol sick employess shall not diffar
from that of any other liness. Persons with Hepatitis' & ralated
llnesses may work for as long as they are medically fit to work,

41.1.2 Confidentiality

41131 Job apphicants and employees shall not be compelied to
disclose ther Hepatitis: B status and other related  medical
Infarmation. Co-employees shall not be obliged to reveal any
personal information about their fellow employess. Access to
personal data relating to employes’s Hepatits B status shall be
bound by the rules on confidentiality and shall be strictly limited
to medical personnel or if legally required,

4113 Work-Accommaodation and Arrangetment
41131 The eampany shall take measures to reaschably

accommodate employeas who are Hepatliis B positive ar with
Hepatitis 8 - related |linesses,
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4.1.1.3.2. Through agreements made batwesn management and
amployees’ representative, measures Lo support employees with
Hepatitis B are encouraged te work: through flexible |eave
arrangements, rescheduling of working time and arrangement for
return to work,

4.1.1.4 Screaning, Diagrnosis, Treatment and Referral to Health Care
Services

41141 The company shall establish a relerral system and provide
access to diagnostic and treatment services for its emplayess for
appropriate medical evsluation/ monitoring and management.

41142 Adherence to the puldelines for healthcare providers on
the evaluation of Hepatitis B positive emplopees s highly
encouraged.

4.11.43, Screening for Hepatitis B as a prerequisite to employment
zhall not be mandatory

4.1.15 Compensation

41151 The company shall prowide access to Social Securily
Systern and Emplovees Compensation benefits under PD 626 1o
an employee confracted with Hepatitis B infection in the
performance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5111  Emplover's Responsibilities

511.11. Management, together with employess’ organizations,
company focal personnel for human resources, and safety and
health personnel shall develog, implement, monitor and evaluate
the workplace pallcy and program on Hepatits B

5.1.1.1.% The Health and Salety Commities shall ensure that their
company policy and program s adequately {unded and made
wnowt Lo all employess.

51113 The Human Resources Department shall ensure that thei
policy and program adhere to existing leglslations and guldelines,
including provisions on leaves, benefits and insurance.

5.1.1.1.4 Management shall provide information, education and
trainingon Hepatitis 8 for (15 worklorce consistent with the
standardized basic Information  package  developed by the
Hepatitis B TWG; if not avallable within the establishment, then
provide access to information
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i 1.1.5, The company shall ensure non-discriminatory practices in
the warkplace

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

51.1:.1.7. The Health and Safety Committes, together with the
employees’ arganizations shall jointly review the policy and
program for effectiveness and continue to improve these by
networking  with  government  and  organizations  promoting
Hepatitis B prevention,

21118 The company shall ensure confidentiality of the heaith
status of its employess, including those with Hepatitis B,

51.1.19. The human resources shall ensure that access to medical
records i limited to authorized personnel.

3112 Employess Responsibilines

51.1.21L The employees’ organization s required to undertake an

active role in educating and trafing thelr members on Hepatitis

8 prevention ang control, The [EC program must also alm at

promoting and practicing a healthy Nfestyle with emphasis an

avolding high risk behavlor and other risk factors thar

expose amployess to increased risk of Hepatitis B

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

£.1.1.2.2 Employees shall practice non-discriminatory acts against
ca-employess on the ground af Hepatitis B status.

531133 Employees and their organizations shall not have access 1o
persannel data relating to an employes’s Hepatitis B ctatus, The
rules of confidentiality shall agply n carmying out union and
arganization functions,

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

51125 Employeas with Hepatits B may inform the health care
provider or the company physician on their Hepatitis B status,
that is, if their work activities may increaze the risk of Hepatitis B
tnfection and transmission or put the Hepalitis B positive at risk
for ageravation
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B, IMPLEMENTATION AND MONITORING

6.1 Within Lhe establishmeant, the implememation of the policy and program shall be
monitored and evaluated peniodically, The safely and health committes or its
caunterpart shall be tasked for this purpose

7. EFFECTIVITY

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

I II il |
Prepared by: g Haﬁh‘ﬁ glecio
Humart Resources

Reviewed by: Alfrsfo P rillo iz
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Approved by: Yisroel Y. Gissinger
CEC
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Date Clanuary 1, 2018

To tALL EMPLOYEES CONCERMED

From : Human Resources

Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1L OBIECTIVE

11 In complance with Article V of Republic Act No. 9165, otherwise known as
the Comprebensive Dangerous Drugs Act of 2002, and its Implementing Rulies
and Regulations and DOLE Department Order Moo 5301, series of 2003
{Guidelines for the Implementation of a Drug-Fres Workplace Policies and
Programs for the Private Sector), Iploy Inc hereby adopts the following
palicies and programs to achieve a drug-froe workplace,

1.2, Company peolicy 15 1o maintain a workplace free of llegal drugs. To ensure
that the objectives of the company's corporate policy are met, the company
I5 implementing this drug-lree prograrm. The program will have the following
elemants

2. COVERAGE

2.1 This Program shall apply to all employess regardless of therr employment
Slatus.

3. POLICY STATEMENT

1.1 The use, pessession, solicitation for, or sale of dangerous drugs on company
premmises of while performing an assignment.

1.2, Being impaired or under the influence of dangerous drugs away from the
company, if such impairment ar influence adversely affects the employee's
work performance, the safety of the employee or of others, or puts at risk
the company’s regutation

3.3 Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such activity or involvement adversely affects the
employes’s work performance, the wfety of the emplayee or of others, or
puts at risk the company’s reputation,

34. The presence of any detectable amount of dangerous drigs in the
emplayee's system while at work, while on the premises of the company, or
whille on company business. "Dangerous Drugs” mclude those listed in the
Schedules annexed to the 1961 Single Convention an Narcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of RA, 9165,

4. MANDATORY DRUG TEST

4.1, To ensure that only those gualified shall be screened and recruited 1o prevent
the detrimental effects (eg, lower productivity, poor decision  moking,
increased occidents; more compensation cloims; ond reduced team effort)
which drug uwse and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment

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

#.3. The Company may also conduct drug testing under any of the following
circumstances:

431, RANDOM TESTING: Officer/employees may be selected at random for

drug testing at any Interval determined by the Company.

4,32, FOR-CALSE TESTING: The company may ask an officerfemployes to

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

4,33, POST-ACCIDENT TESTING: Any officer/emploves involved in a "Near-

Miss® incident or “Work Accidemt” under cireumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test,
As defined herein, “Near-Miss” means an incident arising from or in the
course of work which could have led to injuries o fatalities of the
workers andfor considerable damage to the employer had it not been
curtailed, "Work Accodent” refers 1o unplanned or  unexpected
occurrence that may or may not result in personal injury, propery
darmage, work stoppage of interference or any combination thereaf of
which arises out of and in the course of employment

434, Alldrug tests shall employ, among others, two (2] testing methods, the

screening test which will determine the positive resuit as well as the type
af the drug used and the confirmatory test which will confirm a positive
scregming test. Where the confirmatory  test turns  positive, the
company’s Assessment Team shall evaluate the results and determine
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the level of care and administrative interventions that can be extended
to the concerned employee

4315 |Iploy Inc. shall inform the officerfemployes who was subjected 1o a
drug test of the test-results whether positive or negative,

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

5. TREATMENT, REHABILITATION, AND REFERRAL

5l

5.2,

53,

5.4,

An officer/employes who, for the first time, is found positive of drug use,
shall be referred for treatment andfor rehabilitation in a DOH accredited
center, For this purpose, lplay Inc. shall provide a list of at least threa |3)
accredited facilities which an employee who was tested positive for drugs
may choose from,

Following rehabilitation, the company's Assessment Team, in censultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee's |ob if hefshe poses no senocus danger to hisfther co-
employees and/or the workplace

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

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

6, ADVOCACY, EDUCATION AND TRAINING

&1

b

Iploy Ine. 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 programsfactivities to all its
afficers and employees.

All officers and employees are required 1o undergo an orientation/education
program before assumption of their respective duties. The program shall
include the following tapics:

B.2.1. Salient features of R.A. 9165;

6.2.2, Adverse effects of abuse and/or misuse ol dangerous drugs on the
person, workplace, family and the community:
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6.3,

£.2.3. Preventive measures against drug abuse, and

B.2.4. Stepsto take when intervention is needed, as well as available services
for treatment and rehabilitation.

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

B.3.1. Lifestyle assessment  programs  on health  nutrition,  waight
mianagement, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

6.3.2. Health weliness screenings (e.g. blood pressure and heort rote,
cholesteral test, blood glucose, eic.);

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

6.3.4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

71

1.2

1.3

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

Iploy Inc. shall maintain the confidentiahty of all information relating to drug
tests or 1o the identitication of drug users in the workplace; exceptians may
be made only where required by law, in case of overriding public health and
safety concerns, or where such exceptions have been authorized in writing by
the person concerned,

All officers and employees shall enjoy the right 10 due process, absence of
which will render the referral procedure inelfective

8. CONSEQUENCES OF POLICY VIOLATIONS

a1

8.2,

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

Any officer or employee found positive for use of dangerous drugs shall be
dealt with admiristratively in accordance with the provisions ol Article 282 of
Book Vi of the Labor Code and under RA 9165,
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9. IMPLEMENTATION AND MONITORING
9.1.1. The implementation of these policies and programs shall be monitored
and evaluated percdically by management to ensure a drug-free

workplace. For this purpose, an Assessment Team shall be constituted in
accordance with D.O-53-03

10 EFFECTIVITY

10.1 This Palicy shall take place effective immediately and shall be made
known to every employes

11 ATTACHEMEMNT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

Prepared by: JQHAA'{I{;I %{tﬁelgcm

Human Resources

Reviewsad by .ﬂ-l‘r;f_dn P. Catmarillo Jr

Dlrec\‘kﬂr of ﬂ r‘ﬂtmns

Approved by Yisroel ¥, Gissinger
CEO

2 GHuien u%r/_;yf
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Drug Free Workplace Program Acknowledgement

I hereby acknowledge that | have recelved and read loloy inc. Dr ug-Free Workplace Policy
and Program, a surmmary of the drugs which may alter or affect a drug lest and a list of
local Employee Assistance Program providers or local drug and alcohal treatment
programs, | have had an opportunity to have all aspects of this matenial fully explained, |
also understand that | must abide by the Program as a condition of initial andfor
continued employment, and any violation may result in disciplinary action up o and
inclugding termination.

| also understand that during my employment | may be required to submit to testing for
the presence of drugs or alcohol in my Body. | understand that submission to such testing
is a condition of employment with [Company|, and disciplinary action up 1o and including
termination may result if:

1) I refuse to cansent to testing

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

3) Irefuse to authorize release of the test results to the company

4] The tests establish a violation of |[Company]'s Drug-Free Weorkplace Policy

51 I otherwise violate the policy

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

The undersgned further states that hefshe has read and understands the above
acknowledgement and signs below of hisfher own free will

ﬁ"{“‘"—. og/r-r /_\pz.f
(SIGHETURE " pare 7

WITNESS DATE
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Date :January 1, 2018

To cALL EMPLOYEES CONCERMED
From : Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

OBIECTIVE

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

. COVERAGE

4.1. This Program shall apply to all employees regardless of their employment
status

POLICY STATEMENT

3.1, Iploy Inc. believes that employees should be afforded the opportunity to work
in an environment free of sexual harassment. Sexual harassment is 2 form of
misconduct that undermines the employment refationship,  No employes,
elther male or female, should be subjected verbally or physically 1o
unsolicited and unwelcome sexual overtures or conduct,

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

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

3.4 DEFINITION OF SEXUAL HARASSMENT

Iplay Inc. has adopted, and its palicy is based on, the definition of sexual
harassment set forth in Section 3 of RA 7877 It provides that sexual
harassment in workpiace is committed by an employer, employes, manager,
supervisor, agent of the employer, ar any other person whao, having authority,
influence or moral ascendancy over another in a work enviranment, demands,
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requires or otherwise requires any sexdal favor from the ather, regardless of
whether the demand, requests or requirement for submission is accepted by
the object of said Act

In a work-related or employment environment, sexual harassment |5
committed when

341, The sesual favor s made as a condition in the hiring or in the
employment, re-employment, or continued employment of  said
individual, or in granting said individual favarable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
faver results in limiting, segregating or classifying the employee which in
any way would discririnate, deprive or  diminish - employment
apportunities or otherwise adversely affect said employee;

3A4.2. the above acts would impair the employees’ rights or privileges under
existing labor laws, or

34.3, the above acts would result in an intimidating, hostile, or offensive
emironment for the employes.

15  WHERE SEXUAL HARASSMENT IS COMMITED

Semual harassment may be committed in any work or training environment. it
may include, but are not limited to the lallowing:

351 mnoroutside the office building or training site;

352 atoffice or training-related social functions;

353, in the course of work assignments outside the office;

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

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

361, Cwvert sexual advances;

3.6.2. Unwelcome or improper gestures of affection;

363, Reguest or demand for sexual favors including but not limited to gaing
out an 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 |s generally annoying, disgusting or offensive to the
victim.
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1.8,

WHAT 15 NOT SEXUAL HARASSMENT

Sexual harassment does not refer o occasional compliments of a socially
acceptable nature, It refers to behavior that s not welcome, thal is
personally offensive, that debilitates morale, and that, therefore, interferes
with work effectivenass,

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide its officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employess must nteract in
the course of their employment in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of company policy. The company s
respansible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexial harassment.

4. PROCEDURE

4.1,

4.2,

COMPLAINT PROCEDURE

4.1.1. Any officer or employer, who expedences of witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They may aiso report
acts of sexual harassment to any other member of [ploy Inc
management or ownership. Al allegations of sexual harassment will be
quickly investigated, To the extent possible, the identity of the officer or
employee 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 of the
outcome of the investigation

4.1.2. A Commuttee on Decorum and Investigation shall be constituted and
shall be composed of the management and  the employees'
represemtative 10 receive complaints, investigate and hear sexial
harasament cases. The Committes shall develop its own rules in the
seftlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment

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

who brings a complaint of sexual harassment or who speaks a5 a wilness
in the investigation of a complaint of sexual harassment
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4.3 WRITTEN POLICY

4.3.1. Al officers and employees of Iplay Inc. shall recewve a copy of the
company’s sexual harassment policy upan assumption of their respective
affices. If at any time an officer of employes would like another copy of
the policy, please contact the Office of the Committee on Decorum. If
Iploy fnc. should amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
maodified policy

5. CONFIDENTIALITY

5.1 At the commencement of the investigation procedure at the Committes,
starting from the filing of a written complainl, or the manifestation of an
objection to an act ar behavioe, all matters discussed, documeants reviewed,
letters and cerrespondences 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 honor shall be preserved for 2l the parties concermed
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper,

6. EFFECTIVITY

E.1. This Policy shall take place effective immediately and shall be made known ta
evary empioyee

iy

flg I,Uf‘
Prepared by: lo En

Huﬂnan Hesaurces

Reviewed by; Aﬁudnliji:. Eamarillo Ir.
Dl’!gst_g bf Operations

Approved by: Yisroel ¥, Gissinger
CEO
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by:

& gwdd mﬁr/u:\f
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DATE ] April 3, 2018

To : ALL EMPLOYEES

FROM } HUMAN RESOLIRCES DEPARTMEMT

THELI DPERATIONS MANAGEMENT

SUBJIECT ' MEMO: RESTROOM GLIDELINES

Iptoy Inc: provides urisex restrooms available so that employees can use them when they need
to do so. One is located inside the operabiosn loor and second is in the hallway outside the
operatian flonr, However, those who are uncomtartable, has ssue with the unisex restraam,
wi have a separate single, private restroom available for use.

Maoreover, any employee with concern/issue in using the unises restroom, pleass vislt Human
Resources office to gét door access pass. Office security, Log in and Log out pracedure shall
apply.

Furthermore, it is essential that oll employees should comply and observe the restroam
eliquette:

Knock If the cubicle appears to be occupied. Don't peek under the doars
Lock the cubicle door when you enter

Stand close enough ta the pan or utlnal so you don't wet the seat, walls or
floor

Flush the toilet after use and wipe off the Loilet seat for thie next user
Paper towels go in the trash can, nat on the floor or in the tallet bowl
Wash your hands 1o prevent the spread of colds and the T

Please use water and paper towels conservatively

For your infarmation and guidance
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February 27, 2018

To : ALL EMPLOYLES

FROM H HUMAN RESOURCLS DEPARTMENT
THRU ! OPERATIONS MANAGER

SURILCT

OFFICE SECURITY, LOG IN AND LOG DUT PROCEDURE

The following Is issucd to ensure the effective enforcement and strict observance of all
employees on office attendance and punctuality

To ensure effective implementation and monitoring of offlce security

1. Employees are required to log
if the door is open

2. Emplayees are allowed to be
their scheduled time

3. Bags and/or personal items sh
the production area

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

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

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

7. Mo tallgating

in and log out using the biometric and the RF D, even
inside the office and to Log in thirty (30) minutes before

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

8. Employee ID and RF 1D should be warn at all times, lost BF IDs will be charge to the
emplayee
9. Mo employees are allowed to stay in the waiting area for applicant.

10, Employees who left/lost their IDs will get temparary ID fram 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.

AN
il
Humsan Resources

Noted by:

!

ﬂc‘pf’,r; / w24

Scanned by CamScanner
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DATE : Movember 17, 2021

TO : ALL EMPLOYEES

FROH : HUMAN RESOURCES

SUBJECT - LOCKER POLICY

The aim of this policy is to guide aur employees and establish a well-kept and orderly envirenment in
the locker room.

Please see list of rules provided below for your referenca.

RULES

*  ONE LOCKER OMLY per employes, NO sharing of lockers.

= NO storing of perishable foods/leftovers inside the locker,

* Proper sanitation is strictly observed (E.G. No storing of unwashed containers/mugs/utensils, etc.)

= NO transferring of lockers. Transferring of lockers is subject to approval.

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

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

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

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

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

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

MO LOITERING inside the locker room
Unassigned Lockers with cable ties should not be opened,
Things inside unassigned lockers will be subject to disposal of the managernent

This Memarandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: Noted by; a—
hza Makighkalha Arcilla_ Carlos Gotiong
Emp e Relations Specialist RM“ General Manager Direc erations

I have read, understood, and agreed to comply with the foregoing policies, rules and conditions
Egoverning the iPloy Locker Palicy.

Fwe o8y

Employee re Over Printed Name/Date

foo
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DATE April 3, 2018

To ALL EMPLOYEES

FRM HUMAN RESOURCES DEPFARTMENT

THRLU . UPERATICING MAMNAGER

SUBRIECT RERCY: CALL IN FOR OUT OF OFFICE

In arder to property monitor out of office émplayees, a new process to call in/report absence will
be implemented effective Manday, April 9, 2018

Guidelmes:

L. In cases of late and/or absences, employee should report to Human Resources through
5MS or Call via HR hatline: 091 7-709-7074
2. Notification should contain the follawing Information
a. Complete (real) Mame
b, Department
c. Team Leader
d. Call In for: (Whole day Absent, Hall-day Absent, Lata)
e. Reason
3. HR will be the one ta send notification (o Operations Management
4. Mo callin should be communicated through Team leads or any other employee. It should
be done by the employee or his/her relatives
5. Naotfication should be at least two (2] hours before the employee's shift
. Ifan employee s advised to rest/confined in the hospital, numbsr of rest days as advised
by the physician should be indicated. Otherwise, employee must send natification daily
7. Failure 1o notify will be tagged as Mo Call, No Show and/or unscheduled absence and will
be dealt with according 1o our Code of Conduct and Discipline.

For your guidance and strict comgpliance.

H
5

o</ /=4
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February 18, 2020

Ta - ALL EMPLOYEES
FROM : OFERATIONS MAMAGEMENT
SUBJECT i ATTENMDANCE BONUS 2020

As we end the year 2019, IPlay would like to set clear key procedures and policies. This memoranduim serves as
reminder to be followed:

PAYROLL

1. Immaculate Attendance Bonus is for employees with perfect attendance. Emploves shoulad NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Fallure to punch in — out for
breaks will also disqualify the emplayee, No wanvers will b given,

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

3. Employees who tendered their resignation before the release af the Sign On Banus (First Half or Second Half] will
ND longer be eligible to recehe it

i, Employees qualified for the Sign On Bonus [First Half or Second Half} will receive it on the 30" of the succeeding
manth from ekigibility,

5. Eligibility for the annual merit increase is bazed on overall performance snd management discration. Pay out s
at management's discretion,

MEDICAL CERTIFICATE

L. When must the medical certificate be dated?

' 1 day absence - the medical certificate must be dated an the day of abssnce or the nesxt day, If the absence
falls an a Friday, the medical certificate must be dated the Saturday that immediately follows = at the |atest. It
cannot be dated on the day that the agent is to report back to work.

. 1 days absence - the medical certificate must be dated on the initial day of absence of the next day. 1 the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the
latest. It cannot be dated on the Salurday that immediately follows or that Monday that the agent s to neport back
o winrk,

. 3 days of absence or longes - the medical certificate must be dated on the initial day of sbsence or the nest
day, It cannot be dated on the day that the agent reparts back to work with the advice to rest antedated from the
inktial date of absence. Also, the advice Lo rest is inclusive of rest days.

<] Ex: If the agent 15 absent on a Friday and the metdical certificate states ndwised to rest for 3 days,

that Isinclusive of the day of absence that the agent ook 1o rest plus Saturday and Sunday - the agent must be back
to work on Monday,
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o If the doctor prescribes rest, the medical certificate must incuda the number of daye of rest. The
advice to rest cannot be antedated.
o There must be a fit to work date.
o The anly exception to the Medical Cerlificate date guidelines is if the employes has besn
hospitalized,
WACATI

L. The company reserves the right ta approve and disapprove all vacation leave (VL) requests.

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

3. Emplovee with parfect attendance 60 days from the requested VL date will be given priovity in the appraval of
leaves, This is a way of rewarding emplayess with perfect sftendance.

4. The company and ellent have the right to disapprove leave requests and cancel approved leaves for those
emplayees who committed unscheduled absences on the prior manth and an the current month of the requested
timar off including poor attendance records, behavioral and productivity issues.

Moted By: Approved By:
1ay ER
HE Sup Chief Executive Dificer
AR

Director of Operations

& - Gl -m/ﬁ- /203
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Date : Movember 17, 2021
TO : ALL EMPLOYEES
From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

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

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

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

Note: No more Manual filing of Sick Leave except if the employee was hospitalized and/ar
guarantine 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 for the
period of absence because of sickness or injury and that the employee is again
physically able to perform his or her duties, (Medical Certificate with Fit ta
Work)

# Blacklisted Doctors and dinics’ will not be honored. (Please refer to the
Blacklisted Clinic/Physician Memo)

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

* Emergency leave

# Valldate his/her absence through supporting documents as to why she/he was
having emergency leave on the said date,

*  Power Qutage
#  Certification from thelr electric/power supply provider (e.g., VECO, CEBECO,
MECDO)

* [nternet Qutage
#  Ticket number from the internet service provider andfor screenshot/link of
official cutage announcement from the internet/telco provider
# Picture of the modem {showing red, no light in "internet”)

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

E. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of 5L will be needed to recover from the sickness. A medical certificate must be submittad
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
leave is warranted.

This Memorandum shall take effect on November 22, 2021,

Please be guided accordingly.
Creatad by:
ARCIL
HR Kan
MNoted by:

o Camarillo Jr. Angelo Manal Carlog Gotlong
Dir nr,fﬂ ratipns Operations Manager ‘GEﬁeraIManager
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Diate 1 Movember 12, 2019

To : ALLEEMPLOYEES

FROM ; HUMAN RESOURCES DEPARTMENT

THRU i OPERATIONS MANAGER

SUBJECT - 555 SICKMESS CLAIMS - 5 CALENDAR DAYS

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

A member is qualified to avail of this benefit if:

1. Heis unable to wark due to sickness ar 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 immediately

before the semester of sickness or injury;

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

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

Failure to submit the documents within the prescribed period will free iPlay from any liability of thelr
claims,

For vour guidance,

If there are any questions or clarificatlans, please feel free to approach the Human Resource Department,

Sincerely,

farishka | illa
Human R 5

G G A oy
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HAK-2023-10-016

DATE October 4, 2023

TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services

Bimbo H. Tequilla MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sla Clinie

Health Doc Diagnostics

Gaudioso Montecilla Jr., MD

Now Serving

. Dr. Gulan Darnell Sumalinog

10. Tambut Medical Clinic

11, Clinics/Physiclans without complete contact details such as but nat limitad to the fallowing:
11.1  Doctor's name

11.2  Doctor’s license number
11.3  Clinlc/Doctor Phone number
114  Date of Actual visit

115 Diagnosis

116 Recommendation

11.7  Fit to work date

- st o oo

© oS ;o

Mew Clinics added:
12. Enad Clinic
13. Bing Clinic
14. Gia Clinic
15. Veloso Clinic
16. Dr. Paclo M. Apuli
17, Lourdes D. Sasoy, MD

When providing medical certificates for absences, ensure the follow ng:
1. The certificate must be issued on the day of the absence or the day after.
2. Strictly follow all instructions provided in the recommaendation. Proof of compllance, such as
a recelpt for prescribed medications and laboratory results, may be reguested,
3. HR/Clinic will validate all medical certificates, including fit-to-wark certifications. Remember
that na fit-to-work certificate will be denled entry,
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4. Do not make erasures on the document, Any corrections made must be counter-signed by
the attending physician.
5. Ensure that the soft copy (sent through email) matches the original copy submitted to HR,

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

Mo diagnosis provided. Please note that Z codes are not considered as dlagnosis.

Mo contact informatioh displayed in the medical certificate.

Absence of physician's name and license number,

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

contacted,

6. Medical certificates with inconsistencies or discrepancies determined by HRfCompany
NursefCompany Doctor to be questionable,

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

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

LELEE R TR )
s m. .mm

Lastly, since hospitals and clinics are now having less restrictions for consultations and our situations
are constantly Improving since the pandemic hit, therefore, we will no longer accept consultation

done online/via phone calls. Consultation must be done face-to-face.

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

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

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

M anza
Employes Relations Supervisor

Noted by:
-
o
Hi r o Ir.
HR Manager Operations Manager Direc rnf perations
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Date 3 Movember 30, 2022

T g ALL Employeas

FROM 3 Human Resources Department

SUBIECT | VARCATION AND SICH LEAVE CONVERSION

We are pleased to announce that the Sick Leave comversion will be released on December 15, 2022
payaut, In this connection, all remaining SL credits are to be converted thus, SL application Is ne lenger
alloweed until the end of the year,

As far the Vacation Leave [VL) conversion, all unused VL cradits will be released on the 30" of December
2022, All employees can plot a WL request until December 8, 2022 ONLY, The actual VL dates will cover
ariby until April 30, 2023, Kindy take note of the remindars below in reference to filing of VL:

® Mo ratraction of spproved Vis. If the employes reports for worl on the actual VL date, the YL
will et bie reimbursed and will be volded.

#  No rescheduling of VL once approved.

o V1 date should not fall on a local holiday otheruise forfaited,

Mote: Appreval of VL requests will be on or before December 14, 2022,

Furtharmore, If the employes resigns or gats separated from the company elther valuntary o nvaluntary,
all avallable VL credits will be forfelted and will not be part of their last pay if;

*  Empiovee filed an immediate resignation and,/or failed to provide a 30-day notice.

@ Employvee went on Absent Without Official Leave [AWOL)

= Employes Incur any leave, absences, and/or any form of terminal leave within the 30-day notice
period with the exception that the employes provided a valid documentation such as but not
limited to hospitalization due to sickness, accidents, or contaglous dissases,

¢ Employee incurred more than four (4) hours of accumulated and/or total late; undertime within
thve 30-day notice.

»  Empioyee will have issues with perfarmance including but not limited to quality, productivity, &
dlient escalation within the duration of the 30-day notice.

= Incurred any behavioral Infraction such as bul not limited to Sleeping, Browsing Unrelated
Webslres and atc,

Furtharmore, 5L and VL corversion maybe subject to tan. Should you have guestions pertaining to this
migma, faal free ta reach out to our Accounting personnel at Accounting@iploy.com.,

Signed:
T

HR Mamager Acconting Manager

Hated by:

e '

Oparations Managsr o of Dperations

Approved by:

ok

CEQ
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December 17, 2019

To t ALL EMPLOYEES
FROM ; OPERATIONS MANAGEMENT
SUBRJECT CLEANSING PERIOD

ey Staffing Solutions believes in. giving employees enough reom for improvement to straighton out
employment in regards to compliance to our company’s Code of Conduct. The dim af this approach k1o help
motivite employoes rectify passed olfenses and start anew.

Cleansing Period pertaing to the time when an employes who has been sibjected 1o 2 Disciplinary Actien (DA
s expected to improve perlormance. Ample time & given to cormect Iimproper behavior and refrain fram
committing any other infractions.

It an employee does not commit the same infraction for the specitied cleaning pariod, the progression of the
diselplinary action will slide back to a level depending on its type. Please refer 1o tabie balow-

Attendance 6
Eﬂrgd}rﬂwlw . [
| Behavieral

The esunting of the Cleansing Period will start bised on the date when DA was decided upon, Al documentations
Tor infractions will still be kept in the Empleyee's 200 File regardiess what period of profression

The Cleansing Period iy effective lanuary 1, 2020 covering DAs & manths and oider

Sincatily yours, 7 Noted By: Approved By
" )
%/{7(? | B/ fﬁ'} 4]
TARILLO IR, IAY GISSINGER
Direskgor of O Irmtlurﬁ Chief Euecutive Officer

Fwe ooy [




1 Fairness and justioe shall Bways gowern (e imposflion of disciplinary actions. Exating Lapor
Laws, implenaritivg Rules and Jurisgrodence will slways be obsarwd,
2 The full grd uﬂ:.i.i-_.i-n- o discipling is the maragement’s respordsiity. Thua, it shall be

&

7. The managemant may mtigaie the penadty 1o be imposed, subject however o management's
approval and upon compkance to the conditions set forth by the ttter.

E _.._.nln-nm%sn!rul Enunaqnth-wﬂﬂlili #4 1o the penalty ta be

Flatst AT Rorwer
Povs b, Rl oot Bumimars Pars,
Caba City B30
1. ingisent Repert wil be submiried to Humar Reseurse | HR) within 2 working days krom
the date of it
L Fumen Rekcurces will isioe & Motios o Explain {NTE 5o the empioyse within 3 working
cays.
3 Direct Supenion showid cosch the employes sithin § working tays irem s ey of
the NTE,
4. Coaching Form and Wikben Explaration of the emoioyes shauld ke submitied within
werrking iy frem the itusce of the NTE
HA will izsue Mokice of Dezison with ar without nciicrs within b days from the receipt
of ;

.meur!n rede Wi Expl I #l:n?‘tnh-tiiunuﬂnh}n!h

Sabervance of Hﬂnﬂ:.i_-._ﬂn th endating lews of The Prdippires.

b Erbwrcing Compsny Pr Eh—_i-n.a Dmpary expects the Proper sxng ard Lailisation ol

& Foliowing rules on are cli=ng and ahwarys m

g b peoleisional baiptl

d. Malntenance of health and salety of the office and peagle srcwnd you & prooer attitude
towards cheaniiness and proper houseksepng in the office, good hesith of yoursetf and others around

s, assist i the securivy of the office, following basic rafety prosedures.

84 Company equigment for
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L Applicabliity
This Code sha® sppty to all iFloy employsss, mgandiess of stasus or pasition neid,
L Tppes of Offenses

Level 1 = infractions whith are minar in nituss But which may become nabitual and dhsruptive if not
coarected. It has no desrimental impact of the Business,

Liwel 2 ~ Sericus offerae which coused deldy in ooerations, may pose threat, harm, or denger o
Comnpany progerly &ndior o of indviguss,

Levei 3 = infractions which will destroy e company's imags and resulatisn. 1T Coutes iulilanllal iow 1o
the: compary and cin resuit to critical cperstional msruption. A eritical olignsg that has tempramized
ul!.&._..__.u-a..n!d_.uiun. the integrity of Cllent, the saletly of customer's infarmpatien gra she
stoaliity of the busines,

L Table of Infractions

i

i

fir | it

sanakivees @ one [1)

i

i
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| pogsibie saeeeity wiolarion.
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eonfigurstiar,
Furposedy shating
grivlieges ard cenfidential
Idormation B antpong in Level F_I__..!-E. Olsmigal
Dz CovmpaeTy oF esternal
parties.
Lina LT erited possesskon
bringing out of Campeny - | Suspension -
pine s Levei s 5 Dart Dismizsal
giiprant,
Unauhininee copring of
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application packoges angall | L m_.juﬂunu: fihsyaal
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Y SV,
Fiacarmas of ceenputer
v, trajan horia,
other damaging secrone | L3 | TN | b
Thes or siwaleal arcenos D
BET OF W B BENT, _"
Wl Saving Clise

1 Termination of &n emaioves shaill sutcmaticaly bar him/nar rom re-empicymant

L The penalty of dismisss shall not phejudios 1 o Wt of the somgamy 18 initi#le cowrt action
against the arring employee.

3 This Ciode shall supsrsevie ail other existing polices, rules, memos, and the live, and all polices
10 b irmplamenied, I the same is fiound 1o oe incangistend with the Code of Conduct

WL, Approwal

v Gisslnger
Cwener and Chisl Executhe Officer

Ploy lecgrEmaed b
1 Fieset MEY Tarwer
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RECERT OF THE CODE OF CONDLICT ARD DISCIPUNE FOUCY

Tinly i b acknenwiedipe that | hove reod the Company's Code of Condiset and Discipline and understand
that It soes ferth the termsa and conditiors of my employmert 26 well 2 the duties snd responsibllities,
and obilgations of employment with the Company.,

| zlso acknowledge that the Company eserves the dghl-to revise, defete, and add tothe prowsons of
this Code of Conduer ard Discipine, , o condition of smpicyment en be established By any cther
staterment, conduct, policy, or practce.

e TrRenpl D Ghuc

CaTE

AND HAVE READ AND UNDIRSTAND TR
EMPLOYEE SKAMATURE

CONTENTS,




