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Employee Training Agreement

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

eyl v, W Sequiimn [Employee's  MNamel, an  individual  with  the address  of
Loae-3 EH. Baion 1 Puck Tugan Dymiog Talsay S, Gohu _[Employee's Address] (“Employes”] .
Recitals:

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

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

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

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

Examinazion (PEME) and the subimission of Emplayment Requirements,

Agresment:

1. Training Oaligation: The Employes agrees to attend and complete the 5- day training pragram provided by the
Emplaye-, The training will commence on June 17, 2024 and condude on June 21,2024,

I. Salary Payment: In consideration of tha Employes’s completion of the training, the Employer agrees to pay the

Employe= a salary for the duration of the training. payable at the nearest payout scheduls {15" or 30" of the
month) Lpon successful complation,

3. Mon-Eliglb lity for Incomplete Training: The Employee ac knowledges and agrees that if they fail to complete the

ene-week training program for any reason, they will nat be eligible to receive the salary payment for the
training pericd.

4. Pre- employment Physical Examination [PEME): The employes acknowledges and agrees that If they fall to reach
regularization ar (6 months), the cost of the pre-empleyment examination will be deducted fram the final pay.

5. Submission of Government Numbers: The employes acknowledges and agrees ta pay the maonthly penaltes in

government contributions if hefshe fails ta submit the government requirements [S55,TIN PAG-1BIG &
PHILHEALTH) within the five {5) days of training,

G. Entire Apreement: This Agreement consttutes the entire understanding and agreement between the parties

with respect to the subject matter hereof, and supersedes all prior negotiations, representations, and
agreemerts between the parties, whether written or oral.

7. Amendmer ts: This Agreement may be amended anly by a written instrument executed by both parties,

By signing belaw, the parties acknowledge that they have read this Agreement, undirstand its terms, and agree to
be bound by trem.

ERea - Junt 11,2024 P

Employee £ Name & Signature,Date Tratding Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on {Date) 3ung , 1,901
BETWEEN
1. IPLOY C-PC. (the "Disclosing Party"); and

Z Sgrol W00 M Sequeng (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 relzting to the training which to the extent previou sly, presently, ar subsequently
disclosed to the Receiving Party is hereinafter referred to as "Proprietary Information” of the

Disclosing Party.
OPERATIVE PROVISIONS

& In consid=ration of the disclosure of Proprietary Information by the Disclosing Party, the
Receiving Party hereby agrees-:

1.1 ta hold t1e Proprietary Information in strict confidence and to take all reasonable
precautions to protect such Proprietary Infarmation (in cluding, without limitation, all precautions
the Receiving Party employs with respect to its own confidential materials),

1.2.  nottodiszlose any such Proprietary Information or any information derived therefrom to
any third persan,

13.  notto copy or remove and not 1o take pictures of any Proprietary information,

14.  notto ma<e any use whatsoever at any time of such Proprietary Information except to
evaluate internally its relationship with the Disclosing Party, and

1.5.  notto copy or reverse source any such Proprietary Information. The Receiving Party shall

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

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

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

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

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

2.4.  was indapendently developed without use of any Proprietary Information of the Disclosing
Party. The Receving 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 returr to the Disclosing Party all Proprietary Information and all documents or media
containing any such Proprietary Information and any and all copies or extracts thereof, save that
where such Proprietary Information is a farm incapable of return or has been copied or transcribed
into another document, it shall be destroyed or erased, as appropriate.,

4, The Receiving Party understands that nothing herein

4.1.  requires -he disclosure of any Proprietary Information or

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

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

= The failure of either party to enforce its rights under this Agreement at any time for any
period shall not be construed ax 3 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 far any other reason without the prior written agreerment of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto,

7. This Ag-gement shall be gaverned by the laws of the jurisdiction in which the Disclosing
Party is locatec (or if the Disclosing Party is based in more than one country, the country in which its
headquarters zre located) (the "Territory") and the parties agree to submit disputes arising out of or

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: _ Mew Emeloyee

Name: Jade Ler izo0 Mata Name: Shoryl Loico M. Sequerig

Title: Onboa ialist Title: _ CSR L

Address: #35 Salvador Extension Labangon Address: 3one-s L4 Bowon 5. Dunlog Tomiay City Celou
Lebu City

Date; Date: June 1% 2024
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PERSOMAL DATA SHEET
INS"RUCTIONS:
1. Answer the guestions completely and hanestly in the spaces provided,
2. Pleaze PRINT lagilily,
3, DOMNOT LEAVE ANY SPACE BLANK. Write "n/a", "not applicable” ar “nena”
AP
Tar A uwe onlyl |For HR w3 onky| [Far HR uas anky|
ERAFLOVER FAIMIRER DATE HIRED DEPARTMENT
H4ul Tune 11, 3024

B Iloaenation & Contett Dutail

FIRST WAMSE:

LAST NAME: MIDDLE MAME:
SEGUERRA SHERL LAICA Moy
RECKNARE: MOTHER'S FLILL MAIDEN MAMSE
S O LALCA JAMET PADUA MORTDE

CURRENT ADDRESS (Howoe & § Lot / Block & / Street, Rarangay, Municipaly § City, Province, Fip Code)

BOML-5 § o BOGOON 51, PURDH TUGEM , DUMGGE TOMEOT Ciry CEBU GONS

PRADVINDAL ADORESE [Hause & / Late / Block 8/ Sbreet, Barangay, Wunicigality / Cily, Province, Zip Code}
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o DL REROAS 1ML OLEIEE 11 207204 15053 WoeA9g oo0g
BIRTH DTE BATH PLACE GENDER BLOOD TYPE
i moago O Wi Tanisod VY, Cchdu Frmog ot
MARITAL STATUS MAME OF S20USE [Morred) Emall Addrags]y) =
| |s||“|Tws tod oy

sgally Srparato

— v

| | Married SOV oncocuodio@gmeon tom
| | ‘Wi oner DONE

are you relesed by Kinghip or marriape ap ta the 39 duy\eom'ahv curreer] ermployen of Pay?
| | ¥es [ ) Mo |fYES, gve NAME and RELATIONSHER

IMM!.H SPOUSE [ married} _SF_I:I.LBE '_5 EMPPLOYER SPOUSE'S DATE OF BIRTH ]

3, OF ; e HIRTH OADER =
BRETHER/S I Q | O, OF SISTERSS 1 ] NO. OF CHILDREN | 1 i l 16
DATE OF BIRTH &
MANSE OF CHILDREM ({If any} DATE OF BIBTH MAPME OF SIBLINGS Vil
L0 WOMAGEL SEGURRRIL O8= 13- 1515 SntgTL Odn . S Gt e e V2 b - VY Sinak
DT, ROAMON JLOUERREO o4 - 18 -1013 rede WROEY m spoutRgol 11-14 - 2p09 f&m(_ﬂ.[
- -
= BATE OF 7 DATE OF
ER'S NAME .
FATHER'S MATH go:uﬂumum MOTHER'S NAME BIRTH CCCURPATION
JOTL §. SSOULR RO P - 2 - VAL [ S - Benug R IR ERGULERG O - 15 - VM | RO SORL THRBCHMEY

PART 4

CONTACT PERSON RELATIONSHIP TO EMPLOYEEE
L, First] CONTACTEHONE NO: |Dptianal]
WOLL P, SEOWERRD O 114 1 Lol foawLe
ALRCIDLE B . LuQDad e EE IR TR LR 1 PORTNER

Ldontngae - 16th Floor Ona Mealags Tawst, Anchblshap Reypes fve, Coby Chy 1| MEY- 191 Flser 85T Tower Peacadores Rood Cetu
Busirskia Pack, Cabu City S0 11 ACCT = Sih Floor, Ayala Conlar Cais Towsr, Cabu Business Bars, Csbo Gy,
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Coursa:
VOCATIONAN
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TERTIARY EDICATION ROCHLOR Oy WEmEMGEY (ouconon (o /1002 - 00 1o o
| MOGOR 0 PECAOL BBUConIOn |
Degros: |
POSTGRADUATE & GRADUATE
STUDIES Diégres:
Bk HoNL nonE
Dagroe: ‘

EMPFLOYER™S AAME

Emipio

[Freun most recent

ADDRESS & TEL. MO,

ithony heid)

moRyin Roorg

Wb - Tom RODER

[TEL gy
JOBTITLE SALARY T PERIDD COVERED [mm/yr)
PROD  SPRCAOWAST 10,000 - 17,000 FROM Ta
: - = n/1021 % s
SUPERVISON S NAME SLIPERVISOR'S TITLE EMPLOYEES SUPERVILED

[H spplicable) ¢\ jo

REASOM FOR JEANING

FLR LSO DT M7 O uDR AL W G Wl

EMPLOYER™S HAME

Tk ERroR moncl

BDCRESE & TEL, NO

CRRU 1T PORKE LOMUG CEBU Gy

LONAD - U, Do WOk DULOED
—

it SARE PERIOID COWERED [mmyyr)
SOTiume SERVCE. REPERIERICOINE 1%,000 - 20,000 FRORA { TO
0R f toay 1 o1/ g to20
NS AN SUPERVISOR'S TITLE EMPLDYEES SUPERVISED
Th Mg W -TRam yropee iif upplicable) Mo
REASOM FOR FEANING . —

EMPLOYER'S MAME

ADDRESS & TEL NO.

M8 TITLE

| SALARY

[ __PERIDD COVERED [mmyyr)

FROM o

SUPERVISORS MAME

SUPERVISDR'S TITLE

EMPLOYEES SUPERVISED
(1 mpplicabhe

| REASON FOR LEANING

EMPLOYER"S MAME

ADDAESS & TEL, N,

“JOB TITLE

| BALARY

| PERIOD COVERED (mm/yr)

| FRaOM i+

SUPERVISOR™S MAME

SUPERVISON'S TITLE

i"ﬂi?‘ll.'."!'EES SLERERVISED
{H applicabie)

"REASON FON LEAVING

EMPLOYER'S MAME

ARDAESS & TEL NO

JOB TITLE

o

PERSDD COVERED {men/yr]

FROM TQ

SUPERVISOR'S MAME

i SLIPERVEOR'S TITLE

| EMPLOWEES SUPERVISED
| Il applicabls]

REAGON FOR LIAVING

Mernitage - 16ih Fioor One: Moniage Tower, Arehbistan Reyes Ava, Cobu Gty 11 MSY- 11th Fioor MEY Towsr Peacadores Boad Caby
Busirsas Padk. Cabu Clty G000 [ ACCT ~ Gth Fioor, Aynla Canled Cebi Tower, Cabu Business Park, Cob .:'I.'y o
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Purswant do: (1) indigenous People's Act [RA 83710; (b) Mogwe Carta for Disobied Fersans [RA 7277); and Soka Parests Welfare Act 2000 (R4 89737)
pleade grswe the faflowing items:

Are you & member of ary indigenous !.-ru;up? O YEs Bl WO | dyes, please :p-t;:ii',':
Do you ldent Fy as differently-abled? O YEs __E1 NG | i yes, please specify:
Are you o sob parent? Cl vEs | O WG | Ifyes, plesse epocify

PART B Character Relerendes
Give nivne, addregs, memmﬂ 3 persons who know pou ather than those you howe worked with
ADDRESS __TEL. NGO
1 wCmmE B0 WOROW |, TR LR . SRR [o FI T T =)
7 TR Toninad DB, SORA o CAET LR CFA DDA EE =
1 Mot coen MOGHONOT O G T, LR LGN E

dabi-reiated tralring courses g fitle and weard, Job-reloted skifs father fanguages, compater ond imformation hecknaiogy, ool mochines, et job-
relabed cevtificaes and lcenses fousrent oaly), Job-rekated owards and specif sccovnphsments fpublicotions, membershias v prafessional or honor
sockrties, iragerihip metivitles, publc speaking, engd performonoe owards). e dares and send documents

DATE (i pear) DESCRIPTION / TITLE

ADDITIONAL IDEMTIFICATION

TYPE / CONTROL NG, T ISSUE DATE EXPIRY DATE

_PASSPORT DETAILS

VIS4 DETAILS {if applicabile] E : 1

DRIVER'S LICENSE ]

OTHER GOV'L ISSUED 105: (For | puinTowis - 12 I3 35153 AT TLORTR TOAL ok |
| example: S55, TIN, SOLO PARENT |1y - S fcetaibd - R18595 34 FemEuogy 19, 2014 FARRUOET &, 1015

i0, PRC, ACR, stc.) -

BAILITARY  GEAT, J CIWIL

SERVICES {If any]

Have you eve- been fermally charged of an [ 11 s l if “¥es®, please give detalls:

administrative / civilferimingd offensa? e
Hanvee yai eve - been convicted of an []Yes W "Yes", please give derails: i
administrative / civilforiminal affense? [ No
L - ]
CEARTIFCATION

| CERTIFY that, 1c the hest of my knowiedge and belled, all thi information on an attachaed bo this document ks true, correct, eamgplete and mads in gand
faith. | UNDERSTAND that false or fraudulent Infarmatian on or sitached o this application may be grounds for not hiring me or terminata my
employment from Play, | UNDERSTAND that sy informartion § glve may be investigated.

aubun v - Ol-19 - 3024
. ure of Emplayes Date Signad

Manlage - 18th Floor Gne Moninge Towor, Archbison Reyes Ave, Gabu City £ MSY- 111h Floar MEY Tevwat Paacsdarns Bond Dabu
Busnaas Pard. Cabu City 8000 (1 ACCT - Bth Floor, Aynta Canisf Cets Towar, Gobu Businies. Pk, Ceba City,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, _ SWERTYL LORED m. SLGAARRO hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state ar local files,
including ~hose maintained by bath public and private organizations, and all public records, for the
purpose of confirming the Information contained on my application and/or obtaining other
informatien which may be material to my gualifications for employment. A telephone facsimile
{fax), scarned copy or xerographic copy of this consent shall be considered as valid as the original
consent,

I'hereby c3nsent to the Company's verifying all the information | have provided an 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 access to
and copies of records pertaining to this information, With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this reease. | 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 apglication or of my immediate discharge should such falsifications or misrepresentations
be discoverad after | am employed,

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

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

Applicant Name: _SWievy Lonca m. itGurero

Present Address: Tont-3 &w Bosons i1 PURDK TG Pumuod TOusoY Ciry, Cus

Social Security Number: _o8s50059 Date of Birth: o3-os-wo
Signature: Q‘Lﬁ% ?
L

Date: 0 -13-2024
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SIGN-OMN BONUS POLICY

Policy:

The purpose of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus. The sign-on bonus is a nen-
recurring and non-accumulating sum of money that is paid to an employee as gratitude for
joining the Company. The sign-on bonus |5 subject to taves.

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
M ust not be on any form of floating status

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

= M ust 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 not ce. If any changes are made, you will be notified immediately.

Acknowledgment

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

Signature Over Printed Name,/Date
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revision Ma ;01
Effective Date tlune 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,

)
SURT LONCO - CRaEaas W 0% =11 - ToxY

Employee Name and Signature Date
Noted
0 [11] 4
MName and Signature Date




iPloy Gift Policy

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

"Gift" meass any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is not exchanged. Payments for travel, 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/fs or company that is seeking to conduct or is currently conducting business with the
Company. 4ny gift with a substantial menetary value of more than Php200 should be returned to the
giver.

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

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

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

Employee Acknowledgement

I have read understand and agree ts comply with the foregolng policies, rules and conditions governing
the iPloy G ft Policy.

Name: SWWedy e m. SlGuUERRn

~ Ly
Signature: C—,A__‘—:.x%ﬁ_ Date: ___og-13y-209q
] .




iPloy Social Media Policy

iPloy recopnizes that employees use social media tools 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.

All employ=es should be aware that iPloy regularly manitors the internet and social media about its work
and to kee s abreast of general Internet commentary, brand presence and industry/customer perceptions.
iPloy does not specifically monitor social media sites for employee content on an ongoing basis, however
employee: should not expect privacy in this regard. [Ploy reserves the right to utilize for disciplinary
purposes any infarmation 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 employ=es are prohibited from wsing or publishing information on any social media sites, where such
use has the potential to negatively affect IPloy or its staff. Examples of such behavior Include, but are not
limited to:

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

+ Pumlishing any confidential or business-sensitive information about iPloy;

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

Procedure:
All employ=es must adhere to the following when engaging in soclal media,

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

= Yo are personally responsible for what you post or publish on social media sites. Where it s
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.




Be aware of data protection rules — you must not post colleagues’ details or pictures without thair
indlvidual permission. Employees must not provide or use their company passwerd in response
toany internet request for a password.

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

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

Recommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
networking sites. Such recommendations can give the impression that the recommendation is a
reterence an 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 not permitted in line with
comnpany policy and that a formal reference can be sought through HR, in line with the narmal
reference policy.

Orce in the public domain, content cannot be retracted. Therefore, always take time to review
yaJr content in an objective manner before uploading, If in doubt, ask somecne to review it for
yad. Think through the consequences of what you say and what could happen If one of your
co leagues had to defend your comments to a customer,

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

Th 5 policy extends to future developments In Internet capability and social media usage,

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

Always remember on-line content is never completely private;

Rezularly review your privacy settings an social media platforms to ensure they provide you with
sulficient personal pratection and limit access by others;

Coasider all online information with caution as there is no quality control process an 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
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities

By their position, Managers have obligations with respect to general content posted on sodal media,
Managers should consider whether personal thoughts they publish may be misunderstood as expressing
the compa1y's opinicns or positions even where disclaimers are used. Managers should err on the side of
caution and should assurne that their teams will read what Is written. & public online forum is not the
place to communicate company policies, strategies or opinions to employees,

Enforcement / Progression

Nen-comp lance with the general principles and conditions of this sodial media policy and the related
internet, e-mall and confidentiality palicies may lead to disciplinary action, up to and including dismissal,
This policy is not exhaustive. In situations that are not expressly governed by this palicy, you must ensure
that your wse of social media and the Internet is always appropriate and consistent with your
responsibikties towards the company. In case of any daubt, 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
e 3%Instance- Dismissal

Employee Acknowledgement

| have read, understand and agree to comply with the foregeing policies, rules and conditions governing
the use of all property of iPloy and all werk and conduct completed on or with the assistance of iPloy
property. Farther, | agree o 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.

Mame: SAMEYL waed W SRGuteecs

i = _é%‘“
Signature: ?:H-.L - Date:  ©6-11-202q
—
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Date : February 22, 2018
To + ALL EMPLOYEES CONCERNED
From : Humian Resoutces

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

1, OBJECTIVE

L1 In confarmity with Republic Act No. 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIV/AIDS a5 an international
pandemic problem, this company policy is hereby issued Tar the information
and guidance of the employees in the diagnosis, treatment and prevention of
HIVIAIDS in the workplace,

1.2, This policy is also almed at addressing the stigma attached to HIV/AIDS and
ensures that the workers' right against discrimimation and confidentiality s
mmaintained,

2. COVERAGE

2.1, This Program shall apply to all employees regardless of their employmaent
Status.

3. IMPLEMENTING STRUCTURE
3.1 lploy Inc. HWV/AIDS Program shall be managed by s health and safety
committee consists of representatives from the different divisions and
departments.
4. POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
4.1.1. Whal s HV/AIDST
4111 s a disease caused by a wirus called HIV  {Human
Immunodeficiency Virus), This virus slowly weakens a person's
ability to fight off other diseases by attaching itself o and
destroying important cells that conteal and support the human
Immune system

41,2 How HIV/AIDS s transmitted ?

4121 Unprotected sex with an HIV infected person;
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41,22, From an infected maother to her child (during pregrancy, at
birth through breast feeding),

4.1.23. Intravenous drug use with contaminated needles,
41.24. Transfusion with infected blood and blood produces; and

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

4,13 s there a cure?

4,131, Mo However, 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-AIDS and
comprehensive  trealment  of  opportunistic  nfections  also
dramatically improve guality of life,

5. SUIDELINES
3.1. Preventive Strategies
5.1.1. Conduct of HIV-AIDS Education
5011 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 alse form part of the orientation of rewly hired
emplovees. The standardized information package developed by the

Department of Labor and Ermployment (DOLE) may be used for this
PUrpose,

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

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

5121 Screening for HIV as a prerequisite 1o employment is not
mandatory,

5122 The company shall encodrage positive health seeking behavior
through Voluntary Counseling and Testing.
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51.23. The company shall establish a referral system and provide
access Lo diagnostic and treatrment services for its workers. Referral
to Social Hygiene Clinics of LGL for HIV screening shall be facilitated
by the company’s medical clinic staff,

3124,  The company shall likewlse facilitate actess 1o livelihood
assistance lor the affected employee and hisfher families, being
offered by other government agencies.

6. SOCIAL POLICY
6.1. Non-discriminatary Policy and Practices

6.1.1. Discrimination in any form from pre-employment to  post-
employment, Including hiring, promotion 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 employees shall not differ from that of
any other illness.

6.1.3, Discriminatory act done by an officer or an emplogee against their
co-officer or co-employee shall llkewise be penalized

6.2. Confidentiality/Mon-Disclosure Palicy

6.2.1. Access to persenal data relating to @ worker’s HIV status shall be
bound by the rules of confidentiality consistent with provisions of R.A.
8504 and the ILO Code of Practice,

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

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

£.3, Work-Accommaodation and Arrangement

6.3.1. The company shall take measures to reasonably accommodate
employees with AIDS related linesses.

6.3.2. Agreements made between the company and  employee's
representatives shall reflect measures that will support workers with
HIM/AIDS through flexible leave arrangements, rescheduling of working
time and arrangament for return to work
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7 ROLES AND RESPONSIBILITIES OF EMPLOYEKRS AND EMPLOYEES
7.1. Employer’s Respansibilitjes

711, The Company, together with employees/ labor organizations, company
focal personnel for human resources, safety and health personnel shail
develop, implement, monitor and evaluate the workplace policy and
program on HIV/&I0S.

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

71.3. 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 emplovees and the
access 10 medical records is limited to authorized personnel,

7.1.5. The Company, through (15 Human Resources Department, shall see to
it that their company policy and program s adequately funded and made
known Lo all employess

7.1.6. The Health and Safety Committes, together with employess/ labor
organizations shall jointly review the policy and program and continue to
imprave these by networking with government and organizations
promaoting HIV prevention.

7.2, Employees’ Besponsibilities

7.2.1. The emploves's organization shall undertake an active role in
educating and training their members on HIV prevention and control
Promate and practice a healthy lifestyle with emphasis on aveiding high
risk behavior and other risk Factors that expose workers ta Increased risk
of HIV infection,

7.2.2. Employess shall practice non-discriminatory acts against co-e mployesas.

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

7.24. Employees shall comply with universal precaution and preventive
MEasUTes.
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8 IMPLEMENTATION AND MONITORING

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

9 EFFECTRATY

9.1. This Policy shall take place effective immediately and shall b2 made known to
every employee.

ks
Prepared by, Jo nd K. Melecio
Human Resources

Director of Dparatlons
‘\__;P]F 1

P |
Reviewed by: Aﬁ’redu P.}:im;.rmn JE:

Approved by: Yisroel Y. Gissinger
CEQ
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Date »lanuary 1, 2018

To  ALL EMPLOYEES CONCERNED

From : Human Resources

Thiru ! Operations Manager

Subject | WORKPLACE POLICY AND PROGRAM ON TUBERCULDSES (TR) PREVENTION

AND CONTROL

1. OBIECTIVE

1.1.To assist the government in its campalgn against Tuberculosis {TB) In compliance
with the Department of Labor and Employment’s Department Order No. 73-05,
series of 2005 — Guidelings for the Implementation of Policy and Program on
Tubercwlosis (TB) Prevention and Control in the Warkplace,

1.2.Ta provide initiatives 10 prevent the outbreak and spread of tuberculosis in the
workplace, and to treat, care, and support employees who become afflicted with
tuberculosis

2. COVERAGE
2.1.This Program shall apply to all employees rapardiess of thelr employment status
3. POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration 1o work of emplovess whao contract

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

3.2.Also, in line with this, a TB awareness program shall be undertaken through
infarmation dissemination, which shall include (ts nature, frequency (accurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TB in the
workplace., This shall be handled by the Office of Health Services {Infirmary] or
the partner health provider of IPLOY INC. In conjunction with the Operations
Manager and office of Human Resource through the company’s accredited
health provider

3.3.The DOTS is a comprehensive strategy to contral TB, and s composed af five
caomponents, which are,

3131 Political will or commitment to enduring sustained and quality T8
treatment and contral activities;

3.3.2. Case detection by sputum-smear microscopy among  symptomatic
patients;
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3,33 Standard short-course chematherapy using regimens of 6 to 8 months Tar
all confirmed active T8 cases (L&, smear positive of those validated by the
TB Diagnostic Committes], Complete drug taking through direct
abservation by a designated treatment partner, during the whole course of
the treatment regimen;

3.3.4. A regular, uninterrupted supply of all anti-luberculosis drugs and ather
materials,

335 Astandard recording and reporting system that allows assessmeni of case
linding and treatment outcames for each patient and of tuberculosis control
program’s performance awverall

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

1.5 Improving warkplace conditions:

351, To ensure that contamination from T8 airborne particles is controlled,
workplaces must provide adequate and appropriate ventilation [DOLE-
Occupational Safety and Health Standards, O5HS, Rule 1076.01) and there
shall be adeguate sanitary facilities for workers

3.5.2. The number of employees in @ work area shall not excesd the required
number for a specfied area and shall observe the siandard for space
requiremant. (O5HS Rule 1062)

3.6.Capability building on TB awareness raising and training on TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS thall
be given to Company health personnel or the ocoupational safety and health
committes,

= 1.50ocial Policies:

371 Non-discrimination: Employess who have or had TB shall not be
discriminated against. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work Tor as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored towark as soon as their liiness & contralled.

372 Work Accommodation: Through agreements made between the
management and he employees, work accommodation measures 1o
support  employess with TB js encouraged through flexible leave
arrangements, rescheduling of warking times, and arrangements lar return
Eo work,
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3.7.3. Restoration to Work: The employee may be allowed to relurn 1o work
with reaspnable working arrangements as determined by the Company's
Heaith Care Provider and/or the DOTS provider,

1.8 Employee Responsibility:

3.8.1. Employees who have Symptoms of TB shall immediately seek assistance
from the Company's Health Services Provider

3811 An employee who has the symptoms of TB is required to initially
wear a face mask (especially while inside the office} and observe good
hyglene practices, at least until declared by a competent medical
practitioner to be safe from transmission,

38.1.2. Similarty, for those at risk, e, those with family members with TR
or those exposed to a co-employes with TH, it would be prudent 1o
observe the same good hyglene practices untll declared free from the
disease and safe from transmizsion

382 Once diagnosed to be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee’s choice. Howewver, it (s imperative that the one
strictly adheres to the course of treatment. Falling ta dutifully observe the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make L harder to treat the infection and
result in a longer absence,

3821 An absence from work due to medical reasans of over six (6]
months may result in the termination of one’s employment as
provided for by the Labor Code of the Philippines under Art, 284 -
Disease as Ground for Termination,

383 Employees are required to undergo an annual compulsory chest Xeray
through the Annual Physical Examination, If for any reason an employee
Eails o secure a chest x-ray at thal time, hefshe shall be directed to secure a
chest s-ray at an accredited clinic by hisfher respective Infirmary/Health
Services.

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

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

3.11. Employees (those afflicted witn the disease or those identified under
contact tracing) who refuse to cooperate and dutifully observe lawful
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instruttions (undergo a medical check-up and/or treatment), may be subject to
disciplinary action proceedings for insubordination (the penalty of which may
range up to the termination af gne’s employment)

A4, PROCEDURE

4.1.The respective Health Services of the Company (and/or the contracted Health
sefvices Provider] shall coordinate with the Occupational Safety and Health
Center whe shall provide preventive and technical assistance 0 the
implementation of (he Workplace TH Control and Management Frogram.

4.3 A0 employee who undergoes the Annual Physical Examination with the reguisite
chest x-ray will have hisfher medical record forwarded 1o company clinic/HRD.
Employees who fail to undergo the requisite annual chest x-ray shall be directoed
to secure one at an accredited ciinie or by hafher prelerred Infirmary/Health
Services.

4.2.1.  Those with medical lindings shall be required to underga further medical
check-up, All medical records (n connection with this second, further check:
up shall be submitted 1o company clinic/MRD and his/her respective
Infirmary/Health Services.

4.2.2. The employee shall then coordinate with company clinic/HRD and his/her
respective Infirmary/Health Services lor the next steps.

4.3.An employee who Is tuspected ta be afflictad with T8, whether as a direct suspect
of by contact tracing, shall cooperate fully  with  his/her respective
Infirmary/Health Services (and/for the contracted Health Services provider). |If
the employee tests positive for T8, the employee shall undergo the DOTS
program to its completion

=4.If the employes needs to undergo a leave of absence to recuperate, helshe will
be allowed to use the appropriate leave before helshe may request o be
permitied to go on a Leave of Absence without Pay (LOA),

441 The employee shall observe the requisite procedure in applying for a
leave.

44.2. The Unit concerned shall prsure that the requisite procedursy are
observed by the employee and that the company clinle is duly infarmead

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

451 Thesame procedures onder 4.2 11 4.2.2 shall be obzerved,
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4.6 After treatment, with a maximum petiod of six (6] months on leave (without pay),
an employee found to be cured or in g non-communicable stage of TB may be
allowed back 1o work, provided that the employes’s health shall continge (o be
monitored during the annual physical examination with the requisite chest x-ray
or a. may be deemed necossary by the Unit Health Serices (Infirmary) or
contracted Health Services provider

4.7 The employes returning Lo work shall be reguired by the Management to securg
a medical clearance from a medical doctor chosen by the Company before being
allowed to return to work

4.8.The HRD will initiate disciplinary proceedmgs agaimst any employee found to have
discontinued treatment in defiance of medical advice, of who refuses to undergo
the full treatment course prescribed. Likewise, employess who are ordered 1o
undergo a check-up due to comtact tracing but refuse to do so will also face
disciplinary action proceedings. In both cases, the maximum sanction applicable
for insubordination will be the termination of ane’s employment, if it 15 deemed
warranted

5 IMPLEMENTATION AND MONITORING

5.1.The Safety and Health Committes or s counterpart shall periodically monitar and
evaluate the implementation of this Policy and Program

6. EFFECTMITY

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

Human Rezourcos

A
mﬁﬂma—m - o6 fvi [ 2024

Approved Dy: Yisroel ¥ Gissinger
CED
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Date : Fabruary 22, 2018

To S ALL EMPLOYEES COMCERNED

From : Human Resources

Thiru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

Ll lplowt Inc. s 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 ensuresa healthy environment through its various
health programs to saleguard is employees. And as part of the company's
compliance te DOLE Department Advisany Mo, 05, Seres of 2010 (Guldelines far
the Implementation of a Workpiace Policy and Program on Hepatitis B), this
Program has been developed. This program s aimed to address the stjgma
attached to hepatitis B and to ensure that the employees’ night against

discrimination and confidentiality is malntained,

1.3.This puideline s formulated for everybody's information and reference lor the
diagnosis, trestment, and prevention of Hepatitis B. This will infarm the
employees of their role as well as the company in dealing with Hepatitis B. &
healthy environment encompasses a good working relationship and great Gtput

for continuous business growth,

2. COVERAGE
2.1.This Program shall apply toall employees regardiess of their amployment status,
3, POLICY STATEMENT

1.1 Implamenting Structure

311 Iploy Inc. Hepatitis B workplace policy and program shall be manaped by
its. health and safety cammittée. Each division or department of the

Campany shall be duly represented
3.2 Guidelingas

3.2.1. Education

3211, Hepatitis 8 shall be conducted through distribution and posting of

IEC materals and counselling and/ ar lectures; and




o
n
iPhoy westparai Wlploy
1 15h Moo MISY Tower
Feyradnne Ant Cebu Busrss Park, gty sy

Gty Dby G000

3.21.2,  Hepatitis B education shall be spearheaded by Iptoy Inc. Medical
Clinic in ¢lose coordination with the health and safety committes,

322, Preventive Strategies

3221 Al employess are encouraged to be immunized against Hepatitic
B after securing clearance from their physiclan

3222 Workplace sanitation and projrer wasle management and disposal
shall be monitored by the health and safely committes on & regular
basis.

3223 Personal protective equipment shall be made available at all times
for all employess; and

32234 Employees will be gwen training and infarmation on adherence 1o
standards or unwversal precautions 0 the workplace

4, 30CIAL POLICY
4111, Non-discriminatory Policy and Practices

41111 There shall be no discrimination of any form against
employees on the basi of their Hepatitis 8 status consistent with
the imternational agreemients on non-discrimination ratified by
the Philippines (ILO C111), Employees shall not be discriminated
against, from pre to post employment, including hirmg.
pramotion, or sssignment because of their hepatitis B status

4.111.2 Workplace managemaent of sick employess shall not differ
from that of any other iliness. Persans with Hepatitis 8 related
linesses may work for as long as they are medically fit to work.

4.1.1.2. Conlidentiality

4.1.132.1. dob- applicants and emplovees shall nat be compelied to
disclose therr Hepalitis B status and other related medical
Infarmation. Co-empioyees shall not be obliged to reveal any
personal information about their fellow emplovees. Access 1o
personal data relating to employes’s Hepatitis B status shall he
bound by the rules on confidentiality and shall be strictly limited
to madical personnel or if legally required,

4113 Work-Accommadation and Arrangement
41131 The company shall take measures o reasonably

accommodate employees who are Hepatitis B positve or with
Hepatitis 8 - related ilnesses.
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4.1.1.3.2 Through agreements made between management and
employees’ represeniative, MEasUres 10 suppor! employesas with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement far
return to work.

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

4.1.14.1. The caompary shall establish a referral system and provide
access to disgnostic and treatmient services for its employees for
appropriate medical evaluation) monitoning and management

41,142 Adherence to the guldelines for healthcare providers on
the evaluation of Hepatitis 8 positive employees s highly
encouraged.

41143, Screening for Hepatitis B as a prerequisite to employment
shall noat be mandatary,

4.1.1.5  Compensation

41151, The company shall provide access to Social Security
System and Employees Compensation benefits under PD 626 to
an employee contracted with Hepatitis B infection in the
parformance of his duty,

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5.1.1.1. Employer's Responsiblities

51.1.1.1L Management, together with emplovees’ organizations,
company focal personnel for human resources, and safety and
health persannel shall develop, mplement, monitor and evaluate
the workplace palicy and program on Hepatitis B

5.11:1:2 The Health and Safety Committee shall ensure that their
company policy and program v adequately Funded and made
knawn 1o all employees.

51113 The Human Resources Department shall ensure that their
policy and program adhere to existing legistations and guidelines,
including provisions on leaves, benefits and insurance.

5.1.1.14. Management chall provide Information, educatian and
traiming on  Hepatitis B for its workforce consistent with the
standardized basic informalion package doveioped by the
Hepatitic B TWG; if not avallable within the establishment, then
provide access to information
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31115, The company shall #nsure non-discriminatory practices in
the workplace.

al.l.l6: The management together with the company focal
persannel for human resources and safety and health shall
provide approprate personal protective equipment to provent
Hepatitis B exposure, especally for employees exposed to
patentially contaminated biood or body fluid,

51117 Thia Healih and Safety Committes, together with the
employees’ organizations shall jointly review the policy and
program for effectiveness and continue to improve these by
networking  with govemment and  organizations  promoting
Hepatitis B prevention.

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

51119 The human resources shall ensure that access to medical
records is limited to authorized personnel.

5.11.2 Employess Responsibllities

51.12.1. The employees’ arganization is required to undertake an

active rode in educating and training their members on Hepatitis

B prevention and control The IEC program must also aim at

promoting and practicing a healthy lifestyle with emphasis on

avoiding  high risk behavior and other risk factors that

expose employees to Increased risk of Hepatitis B

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

511.232. Employees shall practice non-discriminatory acts against
co-employess on the ground of Hepatitis B status,

51123 Employees and their arpanizations shall not have acoess 1o
personnel data relating to an employee's Hepatitis B status, The
fules of confidentiality shall apply in carrying oot union and
arganization functions,

5.1.1.2.4, Employees shall comply with the universal precaution and
the preventive measures.

5.11.25 Employees with Hepatitis B may inform the health care
provider or the company physician an thejr Hepaltitis B status,
that is, if their work activities may increase the risk af Hepatitis B
infection and transmission or put the Hepatitis B pasitive at rick
for aggravation,
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B IMPLEMENTATION AND MONITORING
6.1.Within the establishment, the implementation of the policy and program shall be
maonitored and evaluated perindically, The safety and health committee or ity
counterpart shall be tasked for this purpose.

7. EFFECTMITY

T.1.This Pelicy shall take place effective immediately and shall be made known to
every emplayee.

Il JIII]’(Se
Prepared by: ig i_:,'ﬂ{- fecio

Humarl Resources

Acproved by: Yisroel ¥, Gissinger
CED
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Date tanuary 1, 2018
Ta S ALL EMPLOYEES COMCERNED
From s Human Resources
Thru ; Dperations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1, OBIECTIVE

1.1

132,

in compliance with Article V of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerows Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Departmert Order Mo 53-03, senes of 2003
(Guidelines for the Implementation of 3 Drug-Free Workplace Policies and
Programs for the Private Sector], Iploy Inc hereby adopts the following
policies and programs to achieve a drug-free workplace,

Company policy 15 1o mamtam a workplace free of liegal drugs. To ensure
that the objectives of the company’s corporate policy are met, the company
is Implementing this drug-lree program. The program will have the following
alements!

2, COVERAGE

2.1

This Program shall apply to all employees regardless of thair emplayment
status

3. POLICY STATEMENT

3.1

12

33,

14

The use, possession, salicitation for, or sale of dangerous drugs on company
premises ar while perfarming an assignment

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

Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, i1 such actmity or involvement adversely affects the
employes's work performance, the safety of the employee or of others, or
puts at risk the company's reputation,

The presence of any detectable amount of dangerogs drygs in the
employee’s system while at work, while on the premises of the company, or
while on company business, “Dangerous Drugs" include those listed in the
Schedules annexed to the 1961 Single Comnvention on Narcotic Drugs, as
amended by the 1972 Protocal, and in the Schedules annexed 1o the 1571
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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 enly those gualified shall be screened and recruited to prevent
the detrimental effects (e Jower productivly; poor decision making,
increased oocidents; more compensation claims; and reduced team effort)
which drug use and abuse may causé in the workplace, the conduct of
mandatary drug test shall be reguired for pre-employment

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

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

43.1. RANDOM TESTING: Officer/emplayees may be selected at random for

drug testing at any interval determined by the Company,

4.3.2. FOR-CAUSE TESTING: The company may ask an officer/femployese to

submit to a drug test at any time it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
circumstances: evidence of drugs on er 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 absentesism or tardiness,

4,33, POST-ACCIDENT TESTING: Any officer/employee involved i a "MNear-

Miss" incident or "Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked 1o submit to & drug test.
As defined herein, “Near-Miss” means an incident arising from or in the
course of work which could have led to injunies or fatalities of the
woarkers and/or considerable damage to the employer had it not been
curtailed. “Work Accident™ refers to unplanned or unexpected
occurrance that may of may not result in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment.

4.3.4. Al drug tests shall employ, among others, two (2] testing methoeds, the

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

4.3.5. Iploy Inc. shall inform the officer/emploves who was subjected to a
drug test of the test-results whether positive or negative.

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

5. TREATMENT, REHABILITATICN, AND REFERRAL

EI

51,

5.2,

5.3.

34,

An officer/femployee whao, for the first time, is found positive of drug use,
shall be referred for treatment and/or rehabilitation in a DOH accredited
center. For this purpose, Iploy Inc. shall pravide a hist of at least three {3}
accredited facilities which an employee who was tested positive for drugs
may choase from,

Following rehabilitation, the company's Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent empioyee and recommend ta the employer the resumption
af the employee’s job if befshe poses no senows danger to hisfher co-
employees and/or the workplace

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

Repeated drug use even after ample opportunity (or treatment and
rehabilitation shall be dealt with the corresponding penalties under RLA. 9165
and is a ground for dismissal

ADVOCACY, EDUCATION AND TRAINING

@1

6.2,

Iploy Inc. undertakes to ncrease the awareness and education of ity officers
and employees on the adverse effects of dangerous drugs through
continuous advocacy, education and traiming programs/activities to all its
officers and employees.

Al officers and employees are required to undergo an onentation/education
program before assumption of their respective duties. The program shall
include the following topics:

6.2.1. Salient features of R.A. 9165;

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

6.2.3. Preventive measures against drug abuse; and

6.2.4. Steps to take when inlervention is needed, as well as available services
far treatment and rehabulitation.

. 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
aften as possible:

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

6.3.2. Health wellness screenings (0., Mood pressure and heort rate,
cholesterol test, bloo glucose, e1c.);

£.3.3. Sports, recreational and fun-game activities; and

6.3.4  Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPOMSIBILITIES OF EMPLOYER AND EMPLOYEES

74

T

73

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

prevention and control of dangerous drugs, 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 confidentiality of all information refating to drug
tests or to the identification of drug users in the workplace; exceptions may
be made anly where reguired by law, in case of overriding public health and
zafety concerns, or where such exceptions have been authorized in writing by
the person concerned,

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

8. CONSECQUENCES OF POLICY VIGLATIONS

Bl

g2

any officer or emploves who uses, possesses, distributes, sells or attempts to
sell, tolerates, or tramsfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article || of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
ACt

Any officer or employee found positive for use of dangerous drugs shall be
daalt with administratively in accordance with the provisions of Article 282 of
Book ¥l of the Labor Code and under RA 9165,
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5. IMPLEMENTATION AND MONITORING
9.1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workplace. For this purpose, an Assessment Temm shall be constituted in

accordance with 0.0 53-03.

10, EFFECTIVITY

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

11, ATTACHEMENT

1.1 Drug-Free Workplace Policy and Program Acknowledgement

Prepared by o Hajl #?%lmeletlu
Human Resources

Reviewed by: Alfrdda P, '.‘.iﬁ'@:mn i
Dlreq!\l:.:r Dfaﬂt:er ticns

it

Approved by Yisroel Y. Gissinger
CEQ

cr'_‘
mh%ﬁ iﬂ_‘nﬁuu.m - o613 [1024
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Drug-Free Workplace Program Acknowledgement

| hereby acknowledge that | have received and read iploy inc. Drug-Free Workplace Policy
arel Program, a summary of the drugs which may alter or affect a drug test and a list of
local Emplayee Assistance Program providers or local drug and alcohol treatment
programs, | have had an opportunity 1o have all aspects of this material fully exptained. |
also understand that | must abide by the Program as a condition of initial and/for
cotinued employment, and any violation may result in disciplinary action up to and
including termination.

| & so understand that during my employment | may be required to submit to testing for
the presence of drugs or alcohal in my body, | understand that submission to such testing
is a condition af employment with [Company], and disciplinary action ug lo and Including
termination may result if:

1) I refuse to consent Lo lesting

2) I refuse to execute all forms of consent and release of lability that are usually and
reasonably associated with such exsaminations

3) | refuse to authorize refease of the test results te the company

4) The tests establish a violation of [Company]'s Drug-Froe Workplace Policy
5] | otherwise wiolate the policy.

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

The undersigned further states that hefshe has read and understands the above

acknowledgement and signs helow of hisfher own free will.

OG- \1-2024
RE DATE

WITKESS DATE




e ef iPloy

Peescadunes Hoasd Celw Busines Park,
Bk Ciby G000

LA

Date tlanuary 1, 2018

Ta s ALL EMPLOYEES CONCERNED
From : Hurman Resources
Thiru : Operations Manager

Subject WORKPLACE POLICY AND PROGRAM ON ANTI-5EXUAL HARASSMENT

OBIECTIVE

1.1

2L

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

. COVERAGE

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

POLICY STATEMENT

31,

32

3.3,

34

Iploy Inc. befieves that employees should be afforded the opportunity to work
in an environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines the employment relationship,. No employee,
either male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual overtures or conduct.

Sexual harassment refers to behavior that s not welcome, that |5 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 favers, and other sexually
oriented conduct which s offensive or abjectionable 1o the rEcipient,
including, but not limited to: epithets, derogatary or SUgpestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

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

DEFIMITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA 7877 It provides that sexusl
harassment In workplace is committed by an employer, employes, manager,
supervisor, agent of the employer, or any ather person who, having authority,
influence or moral ascendancy over another in a work enviranment, demands,
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requires or otherwise requires any sexual favar from the other, regardiess of
whether the dermand, requests or requirement for submission is accepted by
the object of said Act

In a work-related or employment  environment, sexgal harassment s
committed when!

3.4.1L The sexual favor is made as a condition in the hiring or in the
employment, re-employment, or continued employment of  said
individual, or in granting said individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
favor results in himiting, segregating or classifying the employes which in
ary  way  would discriminate, deprive or  diminish - employment
apportunities or otherwise adversely affect said employes;

3.4.2. the above acts would impair the employees’ rights or privileges under
existing labor laws; or

3.4.3. the above acts would result in an intirndating, hostile, or offensive
enviranment far the emplovee.

15  WHERE SEXUAL HARASSMENT IS COMMITED

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

3.5.1. Inor outside the office building or training site;

3.5.2. atoffice or traning-related social functions;

3.5.3. in the course of work assignments outside the office;

3.54. 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 farms.

3.6.1. Overt sexual advances;

36,2, Unwelcome or improper gestures of affection;

3.6.3. Reguest or demand for sexual favors including but net limited to going
out on dates, outings, or the like for the same purpose;

364, Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
wictim,




~ ~

e &) iPloy

Prccagores Boad Cebu Busisen Parl

diwta g |-|.||r-

Lo Gy #0080

3.7 WHAT 15 NOT SEXUAL HARASSMENT

3.8,

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

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 snd employees must interact in
the course of their employment in play Inc. Sexual harassment 15 specifically
prehibited as unlawful and as a violation of company policy. The company is
responsible 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 sexual harassment.

4. PROCEDURE

4.1

4.2,

COMPLAINT PROCECLRE

4.1.1. Any officer or employee, who esperiences or wilnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iploy Inc
management or ownership. All alfegations 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 witnessas and the
alleged harasser will be protected aganst unnecessary disclosure, When
the Investigation |s completed, all partles will be informed of the
outcome of the investigation,

4.1.2 A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees’
representative to receive complamts, investigate and hear sexual
harassment cases. The Committee shall develop ity own rules in the
settlement and disposition of sexual harassment cases. The Committes
shall also develop and Implement programs to increase understanding
and awareness about sexual harassment,

RETALIATION
4.2.1. lploy Inc. will permit no employment-based retaliation against anyone

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

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

5. CONFIDENTIALITY

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

6. EFFECTIVITY

B.1. This Palicy shall take place effective immediately and shall be made known to
every employes.

fi

Autia

Pr=pared by: nnp R, Welecio
Human Resources

Reviewed by:

Approved by: Yisroel ¥ Gissinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name Position in Establishment
Cha rman: Alfred Camarillo 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

Yisroel Y. Gissinger
CED
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DATE : April 3, 2018

To . ALL EMPLOYEES

FROM : HUMAN RESOLRCES DEPARTMENT
THRU : OPERATIONS MANAGEMENT
SUBIECT : MEMO: RESTROOM GUIDELINES

Ipioy Inc. provides unisex restrooms avallable so thal employees can use them when they nead
to dc s0. One is located inside the operation floor and second is in the hallway outside the
operation floor. However, those who are uncomiortable, has ssue with the unisex restroom,
we have a separate single, private restroom avadlable for use.

Moreover, any employes with concern/issus in using the unisex restroom, please vislt Human
Hesources office to get door access pass, Office security, Log |0 and Log out procedure shall
apply.

Furthermaore, it & essential that all employees should comply and observe the restroam
etiguatte:

= knock if the cubicle appears to be occupied. Don't peek under the doors.
®  Lock the cubicle door when you enter
s Stand close endugh to the pan or urinal 0 you don't wet the seat, walls or

fleor
*  Flush the toilet atter use and wips off the toliet seat for the next user
* Paper towels go in the trash can, not on the fioor or in the toiler bowl
& Wash your hands to prevent the spread of colds and the fly
*  Please use water and paper lowels conservativialy

For your information and guidance

Hurmah Resources

Motec by: !
: - Bioureeo - oo fiy f1omy
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Febriay 27, 2018

To : ALL EMPLOYCES

FROM i HUMAN RESOURCES DEPARTMENT

THRLI H OPERATIONS MANAGER

SuRICCT ! OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The folowing Is Issued to ensure the effective enforcemeant and strict observance of all
employzes on office attendance and punctuality

To ensure effective implementation and monitoring of office security

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

2. Employees are allowed to be inside the office and to Leg in thirty {30) minutes before
their seheduled time

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

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

5. Zmployees are only allowed to stay in the office for thirty {30) minutes after their shift,
anless authorized or has appraval to extend their time

6. 2antry, recreation room and locker should be closed at all times, employees must use
~heir RF ID to access these rooms

7. Mo tailgating

8. ZImployee ID and RF ID should be worn at all times, lost RF 105 will be charge to the
*mployee

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

. Zmployees wha left/lost their 105 will get temporary 1D from HR and will be dealt with
according to our code of conduct and discipline,

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

For guicance and strict compliance,

2 |
ki g
uH”n[ E I'AL cin
Hu Iesources
Noted by: T
' Suken_ - HGMReG- 06 /17 f2004

Alfredo Cafharillo Jr.
[Hr@ru erations

P

Scanned by CamScanner
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DATE : November 17, 2021

TO 3 ALL EMPLOYEES

FROM : HUMAMN RESOLURCES

SUBJECT i LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

* ONELOCKER ONLY per employee, NO sharing of lockers.

* M2 storing of perishable foods/leftovers inside the locker,

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

* M2 transferring of lockers. Transferring of lockers is subject to approval,

= Checking/audit will be done from time to time and once unassigned lackers are being used, they
wil be forced open, and the company will not be liable for padiock replacement nor
rembursement.

#  Any sort of action that may result in damage to property is strictly prohiblted. This includes but s
not limited to graffiti/vandalism, posting of stickers, damage to facllity property such as the forced
opening of lockers without the management/HRs knowledge or consent, ete,

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

* Thecompany is not responsible for loss or missing items due to the owner's neglgence,

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

= Awmthorization to Forced Open a Locker, the reqguest must be submitted via email to hr@iploy.com
ard must wait for the approval,

*®  NOLOITERING inside the locker room

= Unassigned Lockers with cable ties should not be opened.

= Ttings inside unassigned lockers will be subject to dispasal of the management

This Memarandum shall take effect on Movernber 22, 2021.

Failure to zomply will be dealt accordingly.

Prepared ay: Noted by
._Ja’—" _.I j
nza Bdﬂﬁﬂﬁ_u Al
Empl Relations Specialist General Manager Directo perations

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

governing the iPloy Locker Palicy. !
st L EI é Ehoueerg - O 3 103

Employee Signature Over Printed Name/Date
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DATE April 3, 2018

o ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT
THRU OPERATIONS MANAGER

SUBIECT ; MEMD: CALL IN FOR OUT OF OFFICE

In order to property manitor out of office employees, 8 new process 1o call infreport absence will
be imp emented effective Maonday, April 5, 2018

Guidelines:

2

3.
4

o oun

P

In cazes of late and/for absences; employee should repert to Human Resources through
SM5 or Call via HR hotline: 0917-705-7074
Natification should cantain the following information

a. Complete (real] Name

b Department

. Team Leader

d. Callin for: (Whole day Absent, Half-day Absont, Late)

e, Reason
HE will be the one to send natitication to Operations Management
No call in should be commumicated through Team leads or any other employes. 1t should
se done by the employee or hisfher relatives
Netification should be at least two (2} hours before the employes’s shify
fan employee is advised to rest/confined in the hospital, number of rest days as advised
ay the physician should be indicated. Othenwise, employee must send notification elaily
“ailure to notify will be tapged as No Call, No Show andfor unscheduled absence and will
Je dealt with according to our Code of Conduct and Discipline

For you- guidance and strict compliance.

]
m%ﬁ; ot f 1 1oy
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February 18, 2020

Ta ] ALLEMPLOYEES
FROM 3 CPERATIONS MANAGEMENT
SUBIECT i ATTEMDANCE BONUS 2020

As we end the year 2019, iPloy would like to set clear key procedures and palicies, This memorandum servas as
reminder ta be followed:

PAYROLL

1. Immaculate Attendance Bonus ks for employees with parfect attendance. Employee should NOT commit any
schiedule devistions like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = out for
breaks will alse disquaiify the emiployes. No wabvers will be ghven.

2, Tardiness, Lndertime and Over breals will be deductad from the amployee's pay.

3, Employses who tendered their resignation before the release of the Sign On Bonus (First Hall or Second Half) will
WO longer be eligibla to receive it

4. Emploveas gqualified for the Sign On Bonus (First Hall or Secand Half) will recelve it an the 30" af the succaeding
maonth from elgibiiity.

5. Eligibitity fer the annual merit increase |s based on overall performance and management discretion. Pay oul is
at management’s discretion,

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

. 1 day absence - the medical certificate must be dated an the day of absence or the next day. if the absence
falls an a Friday, the medical certificate must be dated the Saturday that immediataly follows - at the latast. it
cannot be dated on the day that the agent is to report back 1o waork.

. 2 days absence - the medical certificate must be daled on the initial day of absence or the pext day, I the
absence falls an a Thurschary, the medical certificate must be dated either that Thursday or the next day — at the
latest, It cannat be dated on the Saturday that immediately lollows or that Monday that the agent is to report back
to work

. 3 days of absence ar longer - the medical certificate must be dated on the initial day of absence or the next
day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from the
initial date of absence, Also, the advice 1o Fest is inclusive of rest days.

a Ex: If the agent is absent on a Friday and the medical cortificate states advised to rest for 3 days,

that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday —the agent must be back
to work on Menday.
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o If the doctor prescribes rast, the medical certificate must include the number of days of rest, The
advice (o rest cannol be antedated.

o There must be a fit to worlk date,

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

1. The compan reserves the right ta approve and disapprove afl vacation leave (VL) reguests.

1. Employee mst gxactly have the corresponding credits for the request to be approved,
1 erechit = One Day

5 credit = Half Day

3. Employee wth perfect attendance 50 days from the requested VL date will be given pricrity in the approval of
lmaves. This Is a way of rewarding smployess with perfect atlendance.

4. The compary and client have the right to disapprove leave requests and cancel approved leaves for those
employees wha committed unscheduled absences on the prior month and on the current manth aof the requested
time off including poor attendance records, behaviaral and productivity issues.

Moted By: Approved By

JAY GISSINGER
HR Su ¢ Chief Executive Officer
Director of Operations

|
5"‘% ShalutRRo - oL i3 o
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Date : November 17, 2021

TO : ALL EMPLOYEES

From t HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

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

2, Employee may use sick leave for absence due ta the following reason:
* Employee’s iliness or injury.
*  Bzreavement leave/s
=  Emergency leave/s
= Pawer Outage/internet Outage (for temporary Work from Home set-up)

3, Employee must file the incurred sick leave in HRweb within 48 hours, Failure ta 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/or
quarantine due to COVID-19,

4. Below are the documents needed to provide to use the paid sick leave:
= Employee's lilness or injury

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

» Blacklisted Doctors and clinics’ will not be honored, (Please refer ta the

Blacklisted Clinic/Physician Memo)
* Bereavement leave [Please refer to the Bereavement Leave Policy)

« Emergency leave
*  Validate 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,
MECO)

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

5. Any unzuthorized sick leave will subject the employee te disciplinary action. 5L is unauthorized
under the following circumstances:
*+  Tre employee failed to inform the immediate superior or HRD about his/her absence due ta
ilhess unless fully justified.
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» [Fsickness claimed is fictitious or non-existent.
6. The erployee or his/her representative must inform hisfher immediate superior or HR if an
extensio of SLwill be needed to recover from the sickness, & medical certificate must be submitted
befare the expiration of the 5. Absence of notice and certification will be cansidered unauthaorized
unless the company physician, after due examination of the employee, certifies that extension of
leave Is warranted.
This Merorandum shall take effect an November 22, 2021,
Please be guided accordingly.

Created by:
HR Kane

Mated by

o Camai Angelo Manal CarlogBotlong
Diredtor, Operatibns Operations Manager “General Manager
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Movernber 12, 2019

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT
OPERATIONS MANAGER

555 SICKMESS CLAIMIS =5 CALENDAR DAYS

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

A member is qualified to avail of this benefit if:

1. Heis unable to work due to sickness or injury and confined either In a hospital or at home lorat
least four (4) days;

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

3. 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.

Fadure tc submit the documents within the prescribed period will free iPloy from any liability of their

claims,

For your guidance.

If there ar= any questions or darifications, please feel free to approach the Human Resource Department,

Sincerely,
Marishka.. illa
Human R By

o i

Wk m. LeauiRna -0/ 02y
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HRMA-2023-10-016

DATE : October 4, 2023
TO i ALL EMPLOYEES
FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

The following are MOT ACCEPTABLE and are considersd part of the BLACKLISTED
CLINICS /PHYSICIANS:

Bajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E. Aballa-Libres, DMD

Or. Omar Arceo, MD

%ia Clinic

Health Doc Magnastics

Gaudioso Montecillo Ir., MD

How Serving

Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

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

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

11.5 Diagnosis

11,6 Recommendation

11.7  Fit to work date

L e B U S o

Mew Clinces added:
12. Enad Clinic
13. Eing Clinic
14, Gia Clinic
15. Veloso Clinic
16, Dir. Paolo N, Apuli
17, Lourdes D. Sasoy, MD

When praviding medical certificates for absences, ensure the following;
1. The certificate must be issued an the day of the absence or the day after.
2. Strictly follow all instructiens provided in the recommendation. Proof of campliance, such as
a receipt for prescribed medications and laboratory results, may be requested,
3. FR/Clinic will valldate all medical certificates, including fit-to-wark certifications. Remember
tvat no 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 invalld and unacceptable:
1. Mo consultation date specified.

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

Mo contact information displayed in the medical certificate.

Aasence of physician's name and license numbaer.

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

contacted.

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

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

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

wos W

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

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

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

at prildipley.com,
For strict compliance.
Prepared ay:

N anza
Empioyee Relations Supervisor

Mated by
.a\.::-r— i:'--,:::-—-'l— 3 ._l T
res al A a Ir.
HR Manager Operations Manager Directgr af Operations
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Dat= - Movember 30, 2022

To : ALL Employess

FRCM ; Human Resources Department

SUBRJECT £ VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remaining 51 credits are to be converted thus, 5L application is no longer
allowed until the and of the year,

As for the Vacation Leave (VL) conversion, alf unused WL credits will be released on the 30™ of December
207, All employees can plot a VL request untll Decamber B, 2022 OMLY. The actual VL dites will cover
onl= until April 30, 2023. Kindly take note of the reminders below in reference to filing of VL=

¢ Mo retraction of approved Vs, If the employee reports for work on the schual YL date, the YL
willl not be relmbursed and will bi voided.

& Norescheduling of VL once approwved.

= VL date should not fall on a local holiday otherwise forfeited.

Mok Approval of VL requests will be on or before December 14, 2022,

Furchermare, If the employes resigns or gets separated from the company efther valuntary or Involuniary,
all evallable VL credits will be forfelted and will not be part of thelr last pay If:

=  Emploves filed an immediate redignation and/or falled te provide a 30-day notice.

= Employes went on Absent Without Official Leave [AWOL)

= Employee incur any leave, absences, and/or any form of terminal leave within the 30-day notlce
period with the eiception that the employee provided a valid docurmentation such as but not
lirmited to hospitalization due to sickness, accldents, ar contagious diseases,

= Employee incurred more than four (4) howrs of accumidated and/for tatal late/undertime within
the 30-day notice,

=  Employes will have issues with performance including but not limited to quality, productivity, &
client escalation within the duration of the 30-day natice.

» Inecurred any behaviorel Infraction such as but not lmited to Sleeping, Browsing Unrelated
Websites and ate.

Furthermore, SLand VL conversion maybe subject o tan. Should you have questions perteining to this
marno, feel frae to reach out te our Accounting persannel at Accounting@iploy.com.

Signad:

HE Maniger

L

Accounting Manager
Mot bry:
Operations Manager ol of

Approved by:

W ougred o6 /i3 Jaoeg
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December 17, 2019

Ta ALL EMPLOYEES
FROM COPERATIONS MANAGEMENT
SURJECT - CLEANSING PERICD

IFlay Staffimg Solutions believes in giving empioyees enough room for improvement to straighten out
employment in tegards to compliance 10 our company’s Code of Conduct, The alm of this approach s 1o belp
motivate ermployess rectify passed offenves and start anew.

Cirarsing Petiod pertains 10 the time when an employes who has been subjected 10 o Disciplinary Action (DAY
Is expected 1o improve peformance. Ampls time & given to correct improper behavior and refraln fram
camimitting any other infractions

If i1 employes does not commil the same infraction for the specified cleansing period, th progressinn ol the
disciplinany action will slide back te s level depending on its type. Bleades reter 1o tabie below

Attendance &
[Productivily | 6
Behavioral d 12 B

The-counting of the Cleansing Period will start based on the date when DA was decitded ugon. All doclumentatisig
far infractions will still be hept in the Employee's 200 File regardless what periad of progression

The Cleansing Period is effective lanuary 1, 2020 cavering Das & months and older

Sincerely yours, Moted By: Approved By:
i
A8l b/18/iq
L f Q1R 1Y GISSINGER
ratl anaget Dire 0 ! atiods Chirf Executive Offscer
|

s Theunees - w1 200y
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CDOE OF CONDUCT AND DISCHUINE [Table of Infractions]
STATEMENT OF FOLICY
The Corde ol Coradiic? avvd Diksiplio & desipred o ersure Fialthy and positive working
environement, and hopes to maintaln and ugphosd prolevsioralism arong (Pioy 156, employees,
The established norms henein set forth ane geared bowards ihe atiainmenst of the Company's
Goaks ard obfsctives. |t & warthy to emphasize thet the Code i not meant o be cppressive nor

it Ix imbercisd to: treaten and intimedate smpdoyee, Indead, i SE0vEs 35 thi guidicg printipied
on what b expected of its’ employess 1o condact durning the entine employment hare in Py,

I DOCTRIMES TO SOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIFLINE

L The right to discipline and dacharnge @mployess for just and proper couses |5 management's
prevogative ershrned from the 2587 Philppine Corstitution.
Z ghaiihiﬂﬁg#&g%ﬁ%ggﬁi

Py I od

LI Flage heky T . T
e & iPloy

1. ncidert Beport wil be submitied to Humen Besources (HA] within T werking days frgen
the date of the il

L Human Resowroes will issue 3 Motice (o Explain [NTE} to the emgioves within § working
n!a.
..I.I_.

4. Coaching Form ihel Wiinen Explanation of the smalopss thould b submitied within §

gfgiiiﬁrﬂi-ﬂ%?&:ﬂg Tk, s ol
ropet and decent language, coservanes of proge: office and werlk decorum, mainiiring proper
%l&ugiﬁ;glnﬂﬂﬂgi_uﬁignnig.
observance of amd eomplience with sxissing lews of the Phiippines.

b Enfancing Compary Producthvity the Cempary gxgects the Froper car and utdisation of
EEEHEEEEGW!&;SQSE“?;%#

anllity, posizive attitade ad degication to one’s work aasigrments, supporting vapervisiors and thase in
maragement.

. Following ruies on customer and dient relations and always mairtaining s professisrsl heiphsd
attitude with customers.

4 Nairlitarce of Bealth and safety of ihe office ard people sround you. & proper attluce
Ei&iigi._- in the oiffice, good besithof younsel! and others armoond
ORI, SREEL B T decwity of the oifice, followng tasic safety prooedures.

iiﬁﬁsﬂ!&g tadlithes ard seourity o ﬂ.ﬂﬁﬂﬂiﬂ!ﬂﬂﬂlﬂ]
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This Cade Iiﬂtaf!iii‘ﬁﬂnn-u:ﬂiaii
I Types of Offenses

iuvii:;-iiiiiiuﬁ!ﬂzgg rabiua and dlsruptive i nat
iorrecipd, It has mo dementsl impact of the Business.

Levil 3 — Serioui offere which csutes celay in aperatan, may pest threat, hare, or danger i
Compary property and/or tves of indhvicuats.

Euui?ﬂig;giiuﬂi-iii inm, It eaunes sub lad ipes 10
u__..EEE-EEE.EE@EE&E&E;ﬁEE%.I":’g.E
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sabiity of the bubiness.

. Table of infractions
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Suspenuien «
L inll_-.it..:.!l_s 5 Doy
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15 | other dsmagng sieeweni | el __.._ﬂﬂﬂa.. Dlumissal
Mizs or physical seansamie

1, Termination of &n employes shall automaticeliy bir Fem/het ffom re-empioyment.

1 The peralty of dismizss shall not prejudics the right of the company 12 |nitiete cowrt action
sgairt the erring emgioyes.

1. This Code shall suparsede all sther existing poticios, reles, e, and the ika_ and all policies
o be irnglernented, if the same fs found 1o b inconsiatent with the Cods of Cansises,

- & iPloy

AECERT OF THE CODE

Thig is 1= stkrewiedpe
that it sets forth the e

OF CONDUCT AMD DISCIPUNE POUCY

that | hawe rede the Campany’s Cote of Sarduct and Discipine snd understand
rrres and eonditions of my employmens 46 well o the duties ang ressormibilities,

and obilgations of employment with the Compary.

I el ackrowiedge 1hat the Company reserves the fight 10 fevise, delete, and add to the provisions of
this Code of Conduct and Dscipine., of condition of smployment cer S esteblished by any other
stakement, conduct, pelicy, o pracsice.

MAME _SHRRYL oo W - SNcuesrao
DATE Qg -\ - 104

n MILOYEE SIGNATURE
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