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Employee Training Agreement

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

t lI.E"" floor One Montage Tower, Archbishop Reyes Awenue, Cebu City (“Employer”] and

':’fEPH FZN"" dpladio [Employese's  Mame],  an individual with  the  address of
| : Pt . O [Employee's Address] (“Employee®) .

Recitals:

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

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

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

D. The Emplayee has agreed to the terms and conditions concerning the Pre-Employment Medical

Examinat on (PEME] and the submission of Employment Requirements,

Agreement:

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

2. Salary Payment: In consideration of the Emplayee's completion of the training, the Employer agrees to pay the
Employee a salary for the duration of the training, payable at the nearest payout schedule [15™ or 30" af the
month] uson successful complation,

3. Mon-Eligibi Ity for Incomplete Training: The Employee acknowledges and agrees that if they fail to complete the

one-week training program for any reason, they will not be eligible to receive the salary payment for the
tralning period,

4. Pre- employment Physical Examination [PEME): The emiployes acknowledges and agrees that if they fal 1o reach
regularization or (6 months), the cost of the pre-employment examination will be dedictad from the final iy

5. Submission of Government Numbers: The employes acknowledges and agrees to pay the monthly penalties in
povernmet contributions if hafthe Ffails to submit the government requirements (555 TIN PAG-IBIG &
PHILHEALTH) within the five {5} days of training.

6. Entire Agreement: This Agreement constitutes the entire understanding and agreement between the parties
with respact to the subject matter hereof, and supersedes all prior negotiations, representations, and
agreemen-s between the parties, whether written or aral,

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

By signing belcw, the pardes acknowledge that they have read this Azreement, understand its terms, and agree to
be bound by them.

¥

ey = Gltyry

e Complete Name & Signature/Date
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MNON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date)_ Gf/ F:/ 24
BETWEEN
1. IPLCY OPC. (the "Disclosing Party"); and

r _&PQJ_&LM“_M [the "Receiving Party"),

collectively “eferred to as the "Parties”,
RECITALS

A, The 3eceiving Party understands that the Disclosing Party has disclosed or may disclose
information ralating to the training which to the extent previously, presently, or subsequently
disclosed to the Receiving Party Is hereinafter referred to as "Proprietary Information” of the

Disclosing Party,
OPERATIVE *ROVISIONS

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

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

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

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

L4, nottc make any use whatsoever at any time of such Proprietary Information except to
evaluate inte-nally its relationship with the Disclosing Party, and

15. not to copy or reverse source any such Froprietary Information. The Receiving Party shall

procure that ts 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. Witvout granting any right or authorization, the Disclosing Party agrees that the foregoing
shall not ag ply with respect to any information after five years fallowing the disclosure thereof or
any information that the Receiving Party can document

21, isorbecomes (through no improper action or inaction by the Receiving Party or any
affiliate, ag2nt, consultant or employee) generally available to the public, or

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

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

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

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

4, The Receiving Party understands that nathing herein

4.1.  reqiires the disclosure of any Proprietary Information or

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

5. The 3eceiving Party further acknowledges and agrees that no representation or warranty,
express or implied, is or will be made, and no responsibility ar liability is or will be accepted by the
Disclosing Party, or by any of its respective directors, officers, employees, agents or advisers, as to,
orin relation to, the accuracy of completeness of any Proprietary Information made available to the
Receiving Perty or its advisers; it is responsible for making its own evaluation of such Proprietary
Information

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

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

7. This Agreement shall be governed by the laws of the jurisdiction in which the Disclosing
Party is located [or if the Disclosing Party Is based in mare than ane country, the country in which its
headguarte rs are located) (the "Territory”) and the parties agree to submit disputes arising out of or

in connectian with this Agreemeant to the non-exclusive of the courts in the Territory.

IPLOY OPC Receiving Party

By: Onboar fing Specialist By: Mg ﬁvffﬁjﬁr

Name: Jade Lenizo Mata Name: J,_*?.,,-,--,.'l Pofe g oo
Title: Onboarding Specialist Title: (e

Address: #25 Salvador Extension Labangon Address: E wa&f‘l?m Iff Q’“ﬂ_ Perrcd Cc
Cebuy City
Date: Date: L’“ T! E"f
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[EIEE oy (e fetowing tome:

Pursuant fa fw] adigencus Propie’s Act (R4 A3710: {b) Magno Cavta fov [Vmbled Pevtans (RA 7377); and Sals Parents

Weifare Act H004 [RA §573)

Arg you & memaer of any indigenaus group? 1 ves & w0 il yes, please specify: |
Do you Idontify as differentiy-abled? O yes F" no if yos, please specify:
Are you & solo parent? o ves | @wo if yes, please specify: |

G
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employmand fram iP oy LD

0 et Lo
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for e hiring me oo Lerminste my

_alipfee
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

l, ‘%nl_@ﬁ Mg vy hereby authorize Iploy Inc. andfor it's representatives to
make inveszigation of my background, references, character, past employment, consumer reports,
education, and criminal history record Information which may be n any state or local files,
including those maintained by both public and private crganizations, and il public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my gualificztions for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consant.

| hereby consent to the Company's verifying all the information | have provided on my application
form, | alio agree to execute as 2 condition of empleyment 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 persan, company, or other entity from any and all causes of action
that otherwlse might arise from supplying the Company with information it may request pursuant
to this relesse, | 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 applization or of my immediate discharge should such falsifications or misrepresantations
be discoverad after | am employed.

I release Iplay Inc., its employees, designated representatives, agents, officers and trustees from
any and all efaims of liability or damage due to either the procurement or the true and accurate
disclosure of such records or information,

Applicant Mame: AP”! Eoue  [olasis
Present Adcress: E cobellany O+ (uiot Pards C.C.

Soclal Secur ty Number: _(Xs4) §0282 7 Date of Birth: 4/ /e

Slgnature; 'ﬁﬁf?

i
Date: c'./f ?/‘?II:‘.#
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SIGN-ON BONUS POLICY

Policy:

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

Eligibllity “or Sign-On Bonus:
To be eligiale for a sign-on banus the employee must meet the following criteria:

A rzgular employee

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

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

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

" 8 8 @

Releasing of Sign-On Bonus:

= The release of the sign-on bonus will be on the 15% thay of succeeding month of the
anniversary date of the em ployee.

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

Acknowledgment

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

Aol B0 Molas e —m‘:‘?}’ﬂ{

Signature Over Printed Name/Date
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UNDERTAKING

This dceument verifies that | have read the policy listed below and have discussed any
guesticns with the Onboarding Specialist / Supervisor/Manager, | have been Informed
that my Supervisor/Manager has a copy of this policy and It is also available on the
HRWet | can refer ta it any time:

Policy Title : Dress Code Policy
Ievision No 101
Zffective Date ;lune 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 additians which are deemed
Incorpo-ated herein) of this policy.

. aly7) 24
Employe& Name and Signature " Date

s 1 Facn ﬁ!niﬂ

Onboarding Epecllilstvlﬂme and Signature




iPloy Gift Policy

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

"GIft" mean: any bestowal of money, any item of value, service, loan, thing or pramise, 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 zre required NOT to solicit or accept for personal benefit directly or indirectly any gift from
any employee/s or company that is seeking to conduct or Is currently conducting business with the
Company. Ay gift with a substantial menetary value of more than Php200 should be returned to the
giver.

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

a. 1% rstance = Written Warning
b. 2™ |mstance- Final Written Warning
¢. 3" irstance- Dismissal

If in doubt, enployees should with management an the appropriateness of any gift exchange.

Employee Acknowledgement

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

Name: _A:P-_'Ll_fz_-réﬁ_ﬁalm e
Signature; L ;,E%:u Date: GIJJ-'?JJ 24




iPloy Social Media Policy

iPloy recogn zes that employees use social media tools as part of their daily lives, Employees should always
be mindful cf what they are posting, who can see it, and how it can be linked back to the organization and
work colleag ues.

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

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

®  Publ shing material that is defamatory, abusive or offensive in relation to any employee, manager,
offic2 holder, shareholder, customer or client of the company:

®  Publshing any confidential or business-sensitive information about iPloy,;

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

Procedure:
All employees must adhere to the fellowing when engaging in soclal media,

* Be aware of your association with the company when using online social netwarks, You must
alwaws identify yourself and your role if you mention or comment an the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with cofleagues and clients, You must write in the first person and
state clearly that the views expressed are your own and not these of iPloy, Wherever practical,
¥ou rust use a disclaimer saying that while you waork for the company, anything you publish s
your Jpinion, and not necessarily the opinicns of the company.

* You &re personally responsible for what you post or publish en social media sites. Where it is
foune that any Information breaches any policy, such as breaching confidentiality or bringing the
compmny 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 their
individual permission. Employeas must not provide or use their company password In response
to any internet request far a password,

Matzrial in which the company has a proprietary Interest = such as software, products,
documentation or other internal Information — must not be transmitted, sold or atherwise
divuiged, unless the company has already released the information into the public domain, Any
departure from this policy requires the prior written authorization of the management,

Be respectful always, in both the content and tone of what you say. Show respect to your
audiznee, your colleagues and customers and suppliars. Do not post or publish any comments or
contznt relating to the company or its employees, which would be unacceptable in the warkplace
or inconflict with the company's website, Make sure the views and opinions you EXPress are your
own

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

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

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

This policy extends to future developments In Internet capahility and social media usage.

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

Alwa s remember on-line content is never completely private;

Regu arly review your privacy settings on social media platforms to ensure they provide vou with
suffident persanal protection and limit access by others:

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




= At all times respect copyright and intellectual property rights of information you encounter on
the nternet. 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 Mamagerial Responsibilities

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

Enforcement / Progression

Mon-compliance with the general principles and conditions of this sotial media policy and the related
internet, e-mail and confidentlality policles may lead to disciplinary action, up to and including dismissal,
Thiz palicy iz not exhaustive, In situations that are not expressly governed by this policy, you must ensure
that your ise of soclal media and the internet s always appropriate and consistent with your
responsibilit es towards the company. In case of any doubt, you should consult with your manager.

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

2. 1" Irstance = Written Warning
b. 2™ |nstance- Final Written Warning
¢. 37 Instance- Dismissal

Employee Acknowledgement

| have read, inderstand and agree to comply with the foregoing policies, rules and conditions governing
the use of al property of iPloy and all work and conduct completed on or with the assistance of iPloy
property. Fu-ther, | agree to abide by the Social Media Best Practices when using social media sites on my
personal tirme and when my affiliation with [Play regarding those sites is known, Identified, expected or
presumed.

Name: A Ipri] Foge. MNolafin

Signature: M#w Date: f_.FJI | ?J‘] 24
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Date : February 22, 2018
To cALL EMPLOYEES CONCERMED
From s Human Resouroes.
Thru : Operations Manager

Subject - WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1 DBIECTIVE

L1 In conformity with Republic Act No. 8504 atherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIV/AIDS as an international
pandermic problem, this company policy is bereby issued for the information
and guidance of the employees in the diagnosis, treatment and prevention of

HIV/AIDS in the workplace

1.2, This policy 1= also aimed at addressing the stgma attached ta HIV/AIDS and
ensures that the workers' right agdinst discrimination and confidentiality s

maintained.

2. COVERAGE

21, This Program shall apply to all employees regardless ol their employment

status.

3. MPLEMENTING STRUCTURE

1.1 Iploy Ine. HIV/AIDS Program shall be managed by its health and safety
comimittes consists of representatives from the different divisions and

departments

4. POLICY STATEMENT

4.1. BASIC INFORMATION ON HIV/AIDS

411 What Is HIV/AIDS?

4111 It & a disease caused by a wirus called HIV  (Human
Immunodeficiency Virus), This wirus slowly weakens a person's
ability to fight off other diseases by attaching itself to and
destroving  important cells that control and support the human

ITITUnE syslem
4.1.2 How HIV/AIDS is transmitted 7

#4.1.2.1 Unprotected sex with an HIV infected person;
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4172 From an infected mother to her child |during pregnancy, at
birth through breast feeding);

4.1.2.3 Intravenaous drug use with contaminated needles,
4124 Transfusion with mfected biood and blood products; and

4.1.2.5 Linsafe, unprotected contact with infected blood and bleeding
wounds of an infected person

413 s therea cure?

4.1.3.1. No However, there are antiretroviral drug combinatians that
are avaifable when properly used, result in prolonged survival of
people with HIV. Holistic care of people Inving with HIV-8ID5 and
comprehensive  treatment ol  opportunistic  infections  also
dramatically improve guality of life

5. GUIDELINES
5 1. Preventive Strategies
5.1.1. Conductof HIV-AIDS Education
3111, Who wlll conduct ?
The Medical Clinic of Iploy Inc._in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education 1o all emploveess
for free, This shall also form part of the orientation of newly hired
employees. The standardized infermation packape developed by the

Department of Labor and Employment [DOLE] may be used for this
AUrposE

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

51.2. screening, Diagnoss, Treatmen! and Referral to Health Care Services

5121  Screening for HIV as a prerequisite to employment 5 oot
mandatary.

5122  The company shall encourage positive health seeking behawior
through Voluntary Counseling and Testing.
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5123 The company shall establish a referral system and provide
actess to diagnostic and tredatrment services Tor its workers, Referral
ta Social Hyglene Clinics of LGU for HIV screening shall be facilitated
Iy the company’s medical clinic statf,

5124 The company shall likewise facilitate access to livelihood
assistance for the affected employee and his/her Families, being
offered by other government agencies,

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

6.1.1. Discrimination 0 any form  from  pre-employment  to o posts
employment, including hining, promotion or assignmant, termination of
empioyment based on the actual, perceived or suspected HIV status of
an individual 15 profibited,

b.1.2, Workplace management of sick employees shall not ditfer from that of
any other illness,

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

b6.2. Confidentiality/Mon-Disclosure Policy

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

B.2.2, lob applicants and warkers shall not be compelled to disclose their
HIV/AIDS status and other related medical infarmation,

b.2.3. Co-employess shall nol be obliged to reveal any personal information
relating to the HIVAAIDS status of fellow workers.

6.3, Work-Accommodation and Arrangement

631 The company shall take measures to reasonably accommocate
employees with AIDS refated ilinesses

6.3.2 Agreements made between the company and employee’s
representatives shall reflect megsures that will support workers with
HIVAAIDS through flexble leave arrangements, rescheduling of working
time and arrangement for return to waork
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ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer’s Responsibilities

#.11. The Company, together with employees! labor organizations, company
focal personnel for human resources, safery and health personnel shall
develop, implement, monitor and evaluate the workplace palicy and
program an HIV/AIDS.

#.1.2. Prowide information, education and traming on HIV/AIDS tor its
workforce.

f 1.3, Ensure non-discriminatory practices in the workplace and that the
policy and program adheres to existing legisiations and guidelines.

714, Ensure configentiality of the health status of its employees and the
access 1o medical records is limited to authorized personnel,

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

7.1.6. The Health and Safety Committes, together with employees! labor
arganigations shall jointly review the policy and program and continue to
improve these by networking with government and organizations
promoting HIV prevention

1.2 Employees” Responsibilities

721 The employee's organization shall undertake an active role in
educating and training their members on HIV prevention and control,
Promote and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose workers to increasad risk
of HIV infection.

7.2.2; Employees shall practice non-chscnminatory acts against co-employees

723, Employees and their organizathon shall not have access to personnel
data relating to a worker's HIV status,

.24, Employees shall comply with universal precaution and preventive
measures.
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8, IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY

9.1. This Policy shall take place effective immediately and shall be made known to
every employes,

s
Prepared by: JloH q"ri . Meélecio
Human Resources

Reviewsd by: fredn P | arille Jr,
E-l:tur !‘If p raticns

Approved by: Yisroel Y. Gissinger
CEQ

filrprrf Eﬂ-%’wfuﬂfﬂim




.
-
e & iPloy
Ui § oo WYY Toaes
Pestanze Bl Ceta Runinas Paik, PR ——
O Sy G

Date s lanuary 1, 2018
To P ALL EMPLOYEES CONCERNED
“rom : Human Resources
Thru : Dperations Manager
subject | WORKPLACE POLICY AND PROGRAM ON TUBERTULOSIS (TH) PREVENTION
AND CONTROL
1. DBIECTIVE

L.1.To assist the government in its campaign agaimst Tuberculosis (TB) in compliance
with the Department of Labor and Employment's Department Order No, 73-05,
series of 2005 = Guidelines for (ke Implementation of Policy and Program on
Tuberculosis {TB) Prevention and Controf in the Workplace

1.2.To provide initiatives to prevent the outbreak and spread of wberculoss in the
workplace, and 1o treat, care, and support employvees who become afflicted with
luberculoss

2. ZTOMERAGE
3.1, This Program shall apply to all employees repardiess of their employment status.
3. 300ICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehahilitation, and restoration to work of employees who contract
this disease. To achieve this goal, all employees are strictly mandated to undergo
an annual physical examination with the requisite chest x-ray

1.2 Alsg, in lina with this, a TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency (occurrence
in a selected population) and transmission, treatment with Directly Chserved
Treatment Short Course (DOTS), and control and management of TB in the
woarkplace, This shall be handled by the Office of Health Services {Inlirmary) or
the partner health provider of IPLOY INC in conjunction with the Ogerations
Manager and office of Human Resource throogh the company's accredited
health pravider

3.3 The DOTS is a comprehensive stralegy to control TB, and is composed of five
compenents, which are:

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

3.3.2. Case detection by spulum-smear microscopy among symplomatic
patients;




~ ~

1 I poaraied P
E1ih Floar RAY fowan 9 l ,o

Prcamaes Aosd Dok Raiibes Fick iy Bt
Cobu (£ BN

333 Standard short-course chemotherapy using regimens of & 1o 8 months for
all confirmed active TH cases (L.e, smear positive or thosa validated by the
TB Diagnostic Committes).  Complete drug taking through direct
observation by a designated treatment partner, during the while course of
the treatment regimen;

334 A regular, uninterrupted supply of all anti-tuberculasts drugs and other
materials,

3.3.5. Asandard recording and reporting system that allows assessment of case
finding and treatment outcemes for each patient and of tuberculosis control
program s performance overall

34.Employees must be given proper information on ways af strengthening their
immune responses against TB infection, e, information on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and good personal hygiene
practices.  Howewver, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information on Its etiolegy and complete performance overall,

3 5. mproving workplace conditions:

151 To ensure that contamination from T8 arborne particles 5 controlied,
workplaces musl provide adeguate and appropriate ventilation [DOLE-
Qccupational Safety and Health Standards, O5HS, Aule 1076.01) and there
shall be adequate sanitary facilities for workers.

3.5.2. The number of emplayees in a work area shall not esceed the required
number for a specified area and shall observe the standard for space
requirement. (OSHS Rule 1062)

3 &.Capability bullding on TB awarenass raising and training on TR case Finding, Case
Holding, Reporting and Recording of cases and the implemantation of DOTS shall
be given to Company health persorinel or the occupational safety and health
committes,

3.7 . 5ccial Policies:

371 Nondisenmination: Employees wha have or had TB shall not be
discriminated against.  Instead, they shall be supported with adequate
diagnosis and treatrment, and shall be entitled to work for as long as they are
certified by the Company’s accredited health provider as medically fit and
shall be restored to work as soon as their iliness is controlled,

37.2. Work Accommaodation: Through agreements made between  the
management and the employees, work accommodation measures to
support employees  with T8 s encouraged  Lhrough flexitle  leave
arrangements, rescheduling of working times, and arrangements lar returm
1o waork.
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3,73, PRestoration to Work: The employes may be allowed to return to wark
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider

3.B.Employee Responsioility:

3.8.1. Employees who have symptoms of TH shall immediately seek assistance
from the Company’s Health Services Provider

3811 #n employves who has the symptoms of TB is required to initially
wear a face mask [especially while inside the office] and observe goad
hyglena practices, at least until declared by a competent medical
practitioner to be safe from transmission.

3811 Similarky, for those at risk, €., those with Tamily members with TR
or those expased 10 a co-employee with TB, i would be prudent to
observe the same good hygiene practices until declared fres from the
disease and safe from transmission

3.8.2 Once diagnosed to be with TB, employees shall immediately seek
treatment either through the Department ol Health's DOTS or a private
physician of the employee’s choice. However, it is imperative that the ane
strictly adheres to the course of treatment. Falling to dutifully abserve the
treatment Course may give rise Lo complications, such 48 resistance or aven
the failure of treatment, which may make it harder to treat the infection and
result in & longer absence.

3821, An absence from work due to medical reasons of over six |6]
manths may result in the termination of one's empioyment as
provided lor by the Labar Code of the Philippines under Art. 284 -
Digease as Ground for Termination.

383, Employees are required to undergo an anmial compulsory chest X-ray
through the Annual Physical Examination.  If far any reason an employee
falls to secure a chest x-ray at thal time, hefshe shall be direcied (o secure a
chest x-ray at an accredited clinic by his/her resoective Infirmary/Health
Services.

3.9.The Company shall ensure that any 1B accurrence in the workplace (s traced and
that all contacts are clinically assessed, as much as feasitle

3.10. An emplovee afflicted with TB, who has voluntanly undergone the
treatment and rehabilitation program (DOT5) prescribed, and who s finally
declared to be In a non-communricable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physician

111, Employees [lhose alflicled with the disease or those identified under
contact tracingl who reluse to cooperate and dutifully  observe  lawful
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instructions {undergo @ medical check-up and/or treatment), may be subect 1o
disciphnary action proceedings for insubordination (the penalty of which may
range up to the termination of gne's amployment |,

4. PROCEDURE

£.1.The respectivie Health Services of 1ha Company (and/or the contracted Health
Services Provider) shall coordinate with the Occupational Safety and Health
Center who  shall provide preventive and technical  assistance In the
implementation of the Workolace TB Control and Management Program.,

£.2 An employee who undergoes the Annual Physical Exammation with the requisite
chest w-ray will have his/her medical record forwarded to company clinie/HRD.
Employees who fail to undergn the requisite annual chest k-ragy shail be directed
10 secure one al an accredited clinic or by his/her preferred infirmary/Health
Services.

4,21, Thase with medical lindings shall be required to underga further medical
check-up. All medical records in connection with this second/ further chack-
up shail be submitted to company cinic/HRD and  hisfher  respective
Infirmary/Health Services

422 The emplayes shall than coordinate with campany clinic/HRD and his/her
respective Infirmary/Health Sarvices for the next steps,

4.3 An employes who s suspactod 1o be afflicted with TR, whather a4 4 direct suspect
of by contact (racing, shall cooperate Tully . with  hisfher  respective
infirmary/Health Services {andfor the cantracied Health Services provider). If
the employee tests posithe for TH, the employee shall undergo the DOTS
program to its completion,

4.4.1f the employes needs to undergo a leave of absence (o recuperate, ha/she will
be allowed to use the appropriate leave before he/she may request to be
permitted ta go on a Leave of Absence without Pay (LOA)

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

44.2. The Unit concerned shall ensure that the requisite proceduras are
observed by the emplovee and that the company cline o duly informed

4 540 employee may be allowed to go on a medical leave of absence [without pay)
for a maximum period of six (6) months. . The concerned employes shall submi
an applcation for a leave of absence before pomg on leawe, Said leave
application shall be subject to approval at the sole discretion of the Company
Management.

451, Thesame procedures ander 4.2,1 104.2.2 shall be observed.
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4.6 After treatment, with a masimurm period of s (6) months on leave (without pay),
an employee found to be cured or in a non-communicable stage of T8 may he
allowed back 1o work, provided that the smployes’s heaith shall continue to be
manitared during the annual physical examination with the reqguisite chest x-ray
or as may be deemed necessary by the Unit Health Servees (Infirmmary) or
contracted Health Services provider

AT The employee returning to work shall be required by the Management 1o secure
2 medical clearance from a medical doctor chosen by the Company belore being
allowed to return to work

4.8.The HRE will initlate disciplmary proceedings against any employes lound o have
discontinued treatment in deflance of medical advice, or who refuses to undergo
the full tregtment course prescribed, Likewise, employees who are ordered Lo
undergo a check-up due to contact tracimg but refuse o do so will also face
disciplinary act:an procesdings. In both coses, the maximum sanction applicabile
for insubordination will be the termination of one's employment, i it is deemed
warranted )

5 ILAPLEMENTATION AND MONITORING

5.1.The Salety and Health Committee or its counterpart shall periodically monitar and
evaluate the implementation of this Folicy and Program

6. EFFECTMITY

b1 This Policy shall take place etfective immediately and shall be made known to
every employes.

."I ui) y
Prapered by jo H*ﬁﬂnr&_ R.{ﬁimg
Humian Resources

Approved by: Yisroel ¥ Gissinger
CED
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Diate : February 22, 2018

To ; ALL EMPLOYEES CONCERNED
Fram : Human Resources

Thru : Dperations Manager

Subject | WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

DRIECTIVE

1. Liploy Inc. is commitied o conform to the established standards assurance of
customer satisfaction, protection of our environment and heaith and safety in
the workpiaces.

1.2 The company promoles and ensures a healthy environment threugh 1S various
health programs 1o safeguard its employees, And as part of the company's
comphance to DOLE Department Advisory No. 05, Senes of 2010 (Guidelines for
the Impiementation of a Workplace Policy and Program on Hepatitis B}, this
Program bhas been developed. This program s amed 1o address the sigma
attached to hepatitis 8 and to ensure that the employees’ right agalnst
discrimination and confidentiality s mantained

1.3.This guideline is formulated for everybody's Information and reference for the
diagnoss, [reatment, and prevention of Hepatitis B, This woll inform  the
employees of their role as well as the company in dealing with Hepatitis 8, A
healthy environment encompasses a good working relationship and great output
for continuous business grawth,
COVERAGE
2.1.This Pragram shall apply 1o all employess regardless of their employmant status
POLICY STATEMENT
3. 1L Implementing Structure
3.1.1. Iplgy Inc. Hepatitis B workpiace policy and program shal! be managed by
its health and safety committee. Each division or department of the
Company shall be duly representad.
3.2.Guidelines
3.2.1. Education

1211 Hepatitis B shall be conducted through distribution and posting of
IEC matenals and counselling and/ or lectures; and
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3212,  Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Climic in close coordination with the health and safety comimitiea.

3.4.2. Preventive Strategios

3221 All empipyees are encouraged to be immunized against Hepatitis
B aftor secunng clearance fram their physician

3222, Workplace sanitation and proper waste managaement and disposal
shall be monitored by the health and safety committes on & regular
hasls.

3323 Persanal protective squipment shall be made available at all times
for all employees; and

3224 Ermiplgess will be piver training and mlormation on adherence to
standards ar universal precautions n the woreglace,

4. 5JCIAL POLICY
4111 Maon-discriminatory Pollcy and Practices

41111 There shall be no discrimination of any form against
employess on the basis of their Hepatitis B status consistent with
the international agreements on non-discemination ratibied by
the Phllippines (ILD C111). Employees shall not be discriminated
against, from pre to post employment, Including  hiring,
promation, or assignment because of thair hepatitis B status

4.1.1.1.2, Workplace management of sk employees shall nol diffes

frem that of any other illness. Persons with Hepatitis B related
[linesses may work for as long as they are medically fit to work

4114, Conlidentiaily

41121 Jatr applicants and employess shall not be compelled to
disclose their Hepatitis B status and ather related medical
information. Co-employess shall not be abliged to reveal any
personal information about their fellow employees, Access 1o
personal data relating to employee s Hegatitis B status shall be
bound by the rules on conlhdentiatity and shall be stnctly limited
ta madical personnel or if legally reguired,

4113 Waork-Accommadation and Arrangement
41131 The company shall take measures 10 ressonably

accommodate employees who are Hepatitis B positive or with
Hepatitis B - related (linesses
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4.1.1.3.2, Through sgreements made petwesn managament and
employeas’ repracentalive, measures (o support employess with
Hepatitis B are encouraged to work through flexdble leava
arrangements, rescheduling of working Ume and arrangement far
return Lo work.

4114,  Screening, Diagnosis, Trestment and Referral to Health Care
Seryices

4.1.14.1. The campany shall estabiish a referral system and provide
access to diagnostic and treatment services for its employees for
appropriate medical evaluation) monitonng and management

41142 Adherence ta the guidelines for healthcare providers on
the evaluation of Hepatitis B positive employees s highly
encouraged.

4.1.1.43 Screening for Hepatitis B as & prereqguisite to employment
shall not be mandatory

4115, Compensation

41151, The company shall prowide access to Soclal Security
System and Employees Compensation benefits under PD 626 to
an employee contracted with Mepatitis B infection in the
performance of his duty.

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

5.1.1.1.1. Management, together with employees' arganizations,
company focal persornel for himan resources, and safety and
health personnel shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatitis B

5:1.1.12 The Health and Safety Committee shall ensure thatl their
company policy and program is adequately Tunded and made
snown 1o all employess,

51113 The Human Resources Department shall ensure thal thelr
policy and program adhere te exisling legislations and guidelines,
including provisions on leaves, benefits and insurance.

51114 Mamagement shall provide information, education and
training on  Hepatitis B for its worklorce consistent with the
standardized  basic information  package developed by the
Hepatitis B TWG; if not availlable within the establishmant, then
provide ageess 1o information
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51115, The company shall ensure non-discriminatory practices in
the waorkplace

5.1.1L1.E. The management logether with the company focal
personnel for hurman resources and safety and health shall
provide appropriate personal proteclive equipment to prevent
Hepatitis B exposure, especially Tor employess exposed to
potentially contaminated blood or body fluid

5.1.1.17. The Heaith and Safety Committee, topether with the
employees’ organizations shall |ointly review the policy and
program for effectiveness and continue to improve these by
networking with government -and ofganizalions  promoting
Hepatitis B prevention,

51.1.1.8, The comparny shall ensure confidentiality of the heaith
status of its employees, including those with Hepatitis B.

2.1.1.18 The human resources shall ersure that access (o medieal
records is limited to authorizad personnel.

5112, Employees Responsibilities

51121 The employees’ arganization i required to undertake an

active role in educating and tralming their members on Hepatitis

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

prometing and practicing @ healthy lifestyle with emphasis on

avoiding high risk behavior and other nsk factors that

expose employees 1o |ncreased risk of Hepatitis B

infection, consistent with the standardized baskc infarmation
package developed by the Hepatitis B TWG.

51122 Emplayees shall practice non-discriminatory acts apainst
co-employees aon the ground of Hepatitis B status.

51.1.2.3. Employees and their organizations shall not have access (o
personnel data relating to an employes’s Hepatitis 8 status. The
rufes of confidentiality shall apply in carrying out union angd
organization functions,

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

2.L1.25, Employees with Hepatitis B may inform the health care
prowlder or the company physician on thelr Hepatitis B status,
that |s. I their waork activities may increase the risk of Hepatitis B
infection and transmission o put the Hepatitis B positive at risk
for aggravation.
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B, IMPLEMENTATION AND MONITORING
6.1 Within the establishment, the implemantation of the policy and program shall be
manitored and evaluated pericdically. The salety and health committee o ity
counterpart shall be tasked for this purpose

7. EFFECTIVITY

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

I
Prépared I:u.I '%i \?&Ieun

Hurrlan Resources
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Reviewed by: Alfrelia P rillo Jr.
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Approved by; Yisroe| ¥, Gissinger
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Date :January 1, 2018
o s ALL EMPLOYEES CONCERNED
Froim s Human Resources
“hru : Dperations Manager

tubject  : DHUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBRIECTIVE

.1 In compliance with Article V of Republic Act No. 9165, otherwise known as

e

the Comprehensive Dangerous Drugs Act of 2002, and its Implemanting Rules
and Regulations and DOLE Department Order Noo 5303, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), iploy Inc. hereby adopts the following
policies and programs (o achipve a drug-free workplace,

Company policy 15 to mantain a workplace free of llegal drugs. To ensure
that the ghiectives of the company’s corporate policy are met, the company
i5 implementing this drug-tree program. The program will have the following
elements,

2. COVERAGE

L B

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

3. POUICY STATEMENT

11

12

3

34

The wse, possession, solicitation for, or sale of dangerous drugh on company
premisas of while performing an assigrnment

Being impaired or under the influence of dangerous drugs away from the
campany, it such impairment or influence adversely sffects the employee's
work performance, the safety of the amployes ar of others, or puts at risk
the company's reputation,

Possession, use, solicitation for, or sale of dangerous drugs away from tha
company premises, If such activity or involvement adversely affects the
emploves'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 dangerous drogs in the
amployee's system while al work, while on the prermises of the company, or
while on company business. "Dangerous Drugs” include those listed in the
Schedules annexed to the 1961 Single Convention on MNarcotic Drugs, as
amended by the 1972 Protocol, and in the Schadules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
anached annex of RA. G165

4. MANDATORY DRUG TEST

4.1

4.2

43

To ensure that only those qualified shall be screened and recruited to prevent
the detrimental effects {e.g. lower productivity, poor decision making,
incregsed ocoidents; more compensation cloims, ond reduced team effort)
which drug use and abuse may causé in the workplace, the conduct of
mandatory drug test shall be required {or pre-employment,

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

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

43,1, RANDOM TESTING: Officer/employess may be selected at random for
cdrug testing at any interval determined by the Company.

437 FOR-CAUSE TESTING: The company may ask an officer/femployes to
submit to a drug test at any time it feels that the employee may be under
the influence of drups, including, but not limited to, the following
circumstances: evidence of drugs on or about the employee's parson or
in the employes's vicinity, unusual conduct on the employes's part that
suggests impairment or influence of drugs. negative performance
patterns, or excessive and unexplained absenteeism or tardiness

4.3.3, POST-ACCIDEMNT TESTING: Any officer/employee Involved in a “MNear-
Miss” incident or "Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit 1o a drug test.
As defined herein, *Mear-Miss” means an incident ansing from or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage to the employer had it nol been
curtalled. "Work Accident” refers to unplanned or unexpected
occurrence that may of may not result in personal injury, property
damage, work stoppage or interference or any combination thereofl of
which arises out of and in the course of employment.

4.34, Al drug tests shall employ, among others, two (2) testing methods, the
screening test which will determine the positive result as well a5 the type
of the drug used and the confirmatory test which will confirm a positive
screening  test. Where the confirmatory test tums  pasitive, the
company’'s Assessment Team shall evaluate the results and determine
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the level of care and administrative interventions that can be extended
to the concernad employee

435 |ploy Inc. shall inform the officerfemployes whe was subjected to a
drug test of the test-results whether positive or negative,

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

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1

5.2,

53,

S,

. An officerfemployee who, for the first time, 15 found positive of drug use,

shall be referred for treatment andfor rehabilitation in a DOH accredited
center. For this purpose, Iplay Inc. shall provide a list of at least three (3)
accredited facilities which an employee who was tested positrve for drugs
may choose from

Following rehabilitation, the company’s Assessment Tearmn, in consultation
with the head of the rehabllitation center, shall evaluate the status of the
drug dependent employes and recommend 1o the employer the resumption
of the employee's job if he/she poses no serious 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
employes is under treatment or rehabilitation shall be considered as
authorized leaves.

Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penatties under R.A. 9165
and i5 a ground lor dismissal.

6. ADVOCACY, EDUCATION AND TRAINING

6.1

6.2.

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

Al officers and employees are required to undergo an anentation/education
program before assumption of their respective duties. The program shall
include the following topics:
6.2.1, Salient features of A.A. 9165,

6.2.2. Adverse effects of abuse andfor misuse of dangerous drugs on the
person, workplace, farmily and the community;
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6.3,

5.2.3. Preventive measures against drug abuse, and

6.2.4. Steps to take when intervention is needed, as well as available services
for treatment and rehabilitation

To encourage all officers and employees to lead a nealthy lifestyle while at

work and at home, Iploy Inc. undertakes to conduct the tollowing activities as

often as possible:

£.3.1, Llifestyle assessment programs  on health  nutrition, weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

6,312, Health wellness screenings (e.g. blood pressure and heagrt rate,
cholesterol test, blood glucose, etc.),

6.3.3. Sparts, recreational and fun-game activities; and

6.3.4. Other activities promaoting health and wellness,

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

il B

ra

1.3

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

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

Al officers and employees shall enjoy the right to due process, absence of
which will render the referral procedure ingflective

8. COMSECQUENCES OF POLICY VIOLATIONS

&1

8.2

Any officer or employee who uses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers 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 employes found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 49165
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9, 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 Team 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 to every employee,

11. ATTACHEMENT

11.1. Dirug-Free Workplace Policy and Program Acknowledgement

._" '-|_ I |".-
Prepared by: lo Hglﬁf’{*\%‘ﬁelgin

Hurtan Resources

Re siewed by ﬁ_;ltr{'dn P,
Director of Dperations

Approved by: Yisrgel ¥, Gissinger
CED

ﬁr[_ﬁ‘ ‘f ﬁEJunﬂm'Lﬂ
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Drug-Free Workplace Program Acknowledgemant

I hereby acknowledge that | have recelved and read Iploy Inc. Drug-Free Workplace Palicy
ang Program, @ summary of the drugs which may alter ar affect a drug test and a list of
iocal Employee Assistance Program providers or local drug and alcohol treatment
programs. | have had an opportunity to have all aspects of this materal Tully explained. |
alse understand that | must abide by the Program as & condition of inital andfor
continued employment, and any vinlation may result 0 disciplinary action up to and
inclading termination,

| alzo understand that during my employment | may be required Lo submit to testing lar
the presence of drugs or alechal in my boedy. | understand that submission to such testing
Iz a condition of employment with |Company], and disciplinary action up 1o and including
termination may result if;

1) | refuse to consent Lo testing,

2} I refuse 1o execute &l forms of consent and release of hability that are usualy and
reasonably associated with such examinations,

i) | refuse to autharize release of the test results to the company.

1) The tests establish a violation of [Company|'s Drug-Free Waorkplace Policy

5] | otherwise violate the palicy

| alxo recognize thal the Drug-Free Workplace Policy and related documents are not
intevded Lo constitute a contract between Iploy Inc. and me

The undersigned further states thal he/she has read and understands the above
ackrowledgement and signs betow of his/hier own Tres will,

Dl

SIGNATRYRE DATE

WITKESS DATE
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Date tanuary 1, 2018

To + ALL EMPLOYEES CONCERMED
From : Humman Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1,

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

2. COVERAGE

21

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

3. POLICY STATEMENT

31

AL

33.

14

Iptoy Inc. believes that employees should be affarded the opportunity to work
nan environment free of sexual harassment. Sexual harassment is a farm of
misconduct that undermines the employment relationship. No employes,
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 is perscnally
offensive, debilitates morale and, therefore, interferes with  work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
onented conduct which is offensive or objectionable 1o the recipient,
including, but not limited 1o0: epithets, derogatory or cuggestive comments,
slurs ar 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 fourd to have committed sexudl harassment
shall be subjected to disciplinary action, up to and including dismissal

DEFINITION OF SEXUAL HARASSMENT

Iplay Inc. has adopted, and its policy & bated on, the definition of sexual
harassment set forth in Section 3 of RA 7877 It prowvides that sexual
harassment in warkplace s committed by an employer, emploves, manager,
supervisor, agent of the employer, or any other person who, hawing authority,
influence or moral ascendancy over another in a wark environment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement lor submission s accepted by
the object of sand Act,

In & work-related  or employment  environment, sexual harassment s
committed when

34.1. The sexual favor is made as a condition in the hiring or In the
employment, re-employment, or continued employment of said
individual, ar in granting said individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
favor results in imiting, segregating or classifying the employee which in
any  way would discominate, deprve or  dicimish employment
opportunities or otherwise adversely affect said employes;

342 the sbove acts would impair the employess' rights of privileges under
existing labor laws; or

34.3. the above acts would result In an intimidating, hostile, or offensive
environment for the employes.

3.5 WHERE SEXUAL HARASSMENT |5 COMMITED

Sexual harassment may be committed in any work or training enviranment, |t
may include, but are not limited to the following:

351, Inoroutside the office building or training site,

352, atoffice or training-related social functions;

153 inthe course of work assignments outside the office;

354, atwork-related conferences, studies or training sessions; or
3155 dunng work related travel.

3.6, FORMS OF SEXUAL HARASSMENT

Sexual harassment may be committed in any of the following farms;

361 Owvert sexual advances,

3.6.2. Unwelcome or improper gestures of affection:

36.3. Hequest or demand for sexual favors including but not limited to going
out an dates, outings, or the like for the same purpose:;

3.6.4, Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
victirm,
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37

18

WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does nol reler (o occasional comphments of a socially
acceptable nature. It refers to behavior that is not welcome, that is
personally offensive, that debilitates marale, and that, therefora, interferes
with work effectiveness,

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide (ts officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in Iploy inc. Sexual harassment is specifically
prohibited as unfawtul and as a wiolation 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

41

4.2

COMPLAINT PROCEDURE

411 Any officer or employee, who expenences or witnesses any act of
sexual harassmeant 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 ar ownership. Al allegations of sexual harassment will be
auickly investigated. To the extent possible, the identity of the officer or
employes shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disciosure, When
the investigation 5 completed, all parties will be informed of the
outcome of the investigation.

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be compased of the managemert and the employees'
representative 1o receive complaints, investigate and hear sexual
harassment cases. The Committes shall develop its owh rules in the
settlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment

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

who brings a complaint of sexual harazsment or who speaks as a witness
in the investigation of a complamt of sexual harassment
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4.3, WRITTEN POLICY

4.3.1, Al officers and employess of Iploy Inc. shall receive 3 copy of the
company’s sexual harassment policy upon assumption of ther respective
offices. if at any time an ofticer 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 ts sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
modified palicy,

5. CONFIDENTIALITY

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

6. EFFECTIVITY

6.1 This Policy shall take place effective immediataly and shall be made known 1o
every employes

|l| 1|
Presared by MPL_EJF_RE&@E'Q

Human Resources

-

Reviewed by, 5{[@39 Garmarilo Jr
irector f Operations

Approved by: Yisroe E‘E I

Inger
Fﬁf—fﬁ( Mafas ©
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name Pasition in Establishment
Chal-man; Alfred Camarillo Director of Operations
Secrztary: Abelardo Dagalea Operations Manager
Merr bers: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigali CSR - Phone

Submitted by:

Yisroel Y. Gissinger
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DATE : April 3, 2018

Ta . ALL EMPLOYEES

FROM . HUMAMN RESOURCES DEPARTMENT

THRU - OPERATIONS MANAGEMENT

SURIECT - MEMOD: RESTROOM GUIDELINES

Iplay ne. provides unises restrosms available so that employees can use thern when they peed
1o do s0. One is located inside the operation floor and =econd is in the hallway outside the
operation floor, However, those who are uncomiortable, has issue with the unisex restrogm,
we feve a separate single, private restroom available for use

Maorewer, any employee with concern/issue in using the unises restroom, please visit Human
ResoLrces office to get door access pass. Office security, Log in and Log out procedure shall
apply

Furthermore, it |5 essential that all employees should comply and obisesve the restroom
BrigLtte:

= Knock if the cubicle appears to be occupied, Don't peek under the doors

*  Lock the cubicle door when you enter

Stand close enough to the pan or urinal so you don't wet the seat, walls or
flaor

Flush the toilet aftér use and wipe off thie tollot seat for the next user

Paper towels go in the trash can, not an the flaor o in the tollet bowl
Wash your hands to prevent the spread of colds and the flu
»  Please use water and paper towels consemvatively

Fer yoar information and guidance
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Felwuary 27, 2018

To : ALL EMPLOYLES

FROM : HUMAN RESOURCES DCPARTMENT

THRU : OPERATIONS MANAGER

SUBIECT : OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is issued 1o ensure the effective enforcement and strict observance of all
employees on office altendance and punctuality

To ensure elfoctive implementation and monitering of office security

1. Emplayees are required to log in and log eut using the biometric and the RF ID, even
I the door Is open

2. Employecs are allowed to be inside the office and to Log in thirty {30) minutes before
their scheduled time

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

4. Once an employee legged in and inside the preduction area, they can no longer go
cutside until their 1% bregk

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

6. Fantry, recreation roam and locker
their RF 1D to access these rooms

7. Mo tailgating

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

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

10. Employees who left/lost their IDs will Bet temporary ID from HR and will be dealt with
sccording to our code of conduct and discipline.

11. Submit self to magnetic wand scanning with the security personnel

12. Only water in a clear container is allowed in the operation area and recreation room

should be closed at all times, employees must use

For guidance and strict compliance.

¥ v
RS
H\r{r’ll: I'l!'l io
Hurman Fesources

Noted by:
—]
Alfee rillo Jr
Diﬂﬂu.ru erations
" e

ﬁl:ﬂf fllre, W g (al e

Scanned by CamScanner
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DATE : Movermber 17, 2021

TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT . LOCKER POLICY

The aim of this policy is te gulde cur employees and establish a well-kept and orderly environment in
the locker room,

Please see list of rules provided below for your reference.

RULES

+ OME LOCKER ONLY per employee. NO sharing of lockers,

* N0 storing of perishable foods/leftovers inside the locker.

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

s NO transferring of lockers. Transterring of leckers is subject to approval.

= Checkingfaudit will be done from time to time and once unassigned lockers are belng used, they
wil be forced open, and the company will not be liable for padiock replacement nor
reimbursement.

»  Amy sort of action that may result in damage to property is strictly prohibited, This includes but i
not limited to graffiti/vandalism, posting of stickers, damage to Facllity property such as the forced
opaning of lockers without the management/HRs' knowledge or consent, etc.

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

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

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

= Auchorization to Forced Open a Locker, the request must be submitted via email to hr@ipley.com
and must wait for the approval,

= NC LOITERING inside the locker room

*  Unassigned Lockers with cable ties should not be opened,

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

This Memarandum shall take effect on November 22, 2021,

Failure to omply will be dealt accordingly.

Prepared by: MNoted by;

45 it
M dl

General Manager Directo perations

nza
Empk Felations Specialist

I have read, understood, and agreed ta comply with the forego g policies, rules and conditions
governing the iPloy Locker Policy. = o

Hl rote Aglal oo ol 1724

Employee Signature Over Printed Mame/Date
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[IATE April 3, 2018

o ALL EMPLOYEES

FROM HUMAN RESOURCES DFPARTRMENT

THREL CPERATIONS MANAGER

SLUBIECT MEMC: CALL IN FOR OUT OF OFFICH

In arde - to properly manitor out of office employess, a new process to call infreport abisence will
be implemented effective Manday, April 9, 2018,

Guidelines:

1. ‘n cases of late and/or absences, employes should repeort to Human Resources thiough
35 or Call via HE hotline: 0917 7049-7074
Natification should contain thie following information

2,

a
b

C.

a
a

Complete {real) Nameg

Department

Team Leader

Call in for: (Whole day Absent, Half-day Alrient, Late)
Reason

4R will be the one to send natification to Operations Management

Ha call in sheuld be communicated through Team leads or any other employee. 1t should
be done by the employee or his/her relatives

Hotification should be at least two (2] hours before the employes's shift

¥ an employee i advised to rest/confined in the hospltal, number of rest days a5 adwised
by thie physician should be indicatied. Otherwize, emploves must send natification daily

. Fallure to notify will be tagged as No Cail, No Show and/or unscheduled sbserce and will

be dealt with according to our Code of Conduct and Discipling

Far your guidance and strict compliance

Meted b

U'IW pdrations
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Felsruary 18, 2020

Ta | ALL EMPLOYEES

FROM : OPERATIONS MANAGEMENT
SUBIECT 4 ATTENDANCE BOMUS 2020

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

RAYROLL

1 Immaculate Attendence Bonus i for employess with perfect artendance. Emploves should NOT commit any
schedule deviazions like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = out for
breaks will also disqualify the ermployee. Mo waivers will be gheen,

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

3. Employees who tendered their resignation biafore the release of the Sign On Bonus (First Hall o Second Hall) will
NO longer be e-igible to recehve it.

4. Employess qualified for the Sign On Bonus (First Half or Second Half) will recelve It on the 30" of the succeading
maonth from eligibility.

5. Eligibility for the annual merit inerease 18 based on overall performance and management discretion. Pay out ks
at management's discretion.

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

. 1 day absence — thie medical certificare must be dated on the day of absence or the next day. |f the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows = at the latest, It
cannot be dated on the day that the agent is to repert back to work.

. % days absence - the medical certificate must be dated on the initial day of absence or the next day. If the
absence falls o a Thursday, the medical certificate mist be dated either that Thursday or the pext day - at the

latest. |Lcannct be dated on the Saturday that immediately follows or that Monday that the agent is to repart back
to wirk.

" 3 days of absence or longer - thie medical certificate must be dated on the initial day of absence or the next
day. |tcannot e dated on the day that the agent reporis back to work with the advice to rest antedated from the
initial date of azsence. Also, the advice to rest ks inclusive of rest days.

o Ex: If the agent |s absent on a Friday and the medical certificate stales advised to rest for 3 days,

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

o There miuest be a (it to work date.

o The only esception to the Medical Certificare date guidelines is if the employes has bean
hospitalized.
VACATION LEAVES

1, The company reseres the right to approve and disapprove all vacation leave (VL) requests,

2. Employee must gxactly have the corresponding credits for the reguest to be approved,
1 credi: = One Day
5 credt = Half Day

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

4. The company and client have the right to disapprove leave requests and cancel approved leaves for those
employees who committed unscheduled absences on the prior month and on the current month of the requestad
time off includirg poor attendance records, bahaviaral and productivity issues,

Mared By: Approved By

JAY GISSINGER
HR Sup Chief Executive Olficer
ALFREDD CAMMRILLD IR,

Director of tlans

ﬁpﬁl (o a8 &
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Date : November 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

1. Employ=es are required to notify the HR hotline number (0917-709-7074) andj/or send an email to
hr@iploy.com at least two (2} hours before the employee's shift (following eall-in procedure) and/or
within 24 7ours from the first day of absence,

2. Employ2e may use sick leave for absence due to the following reason:
* Ermployee’s illmess or injury.
¢ Bereavement leave/s
» Emergency leave/fs
= Power Qutage/Internat Outage (for temperary Work from Home set-up)

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

Note: Mo nore Manual filing of Sick Leave except if the employee was hospitalized and/or
guarantina due to COVID-19.

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

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

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

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

s Emergency leave

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

* Power Dutage
# Certification from their electric/power supply provider (e.g., VECO, CEBECO,
MECO)

# |rternet Outage
* Ticket number from the internet service provider and/or screenshotflink of
official outage announcement from the internet/telco provider
# Plcture of the modem (showing red, no light in “Internet”™)

5. Any unauthorized sick leave will subject the employee to disciplinary action. 5L is unauthorized
under the following circumstances:
+ The employee failed to inform the immediate superior or HRD about his/her absence due to
iliness unless fully justified,
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s [f sickness claimed is fictitious or non-existent.
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6. The emaloyee or his/her representative must inform his/her immediate superior or HR if an
extension of SL will be needed to recover from the sickness. A medical certificate must be submitted
befare the expiration of the 5L Absence of notice and certification will be considered unauthorized
unfess the company physician, after due examination of the employee, certifies that extension of

leave is warranted.
This Memarandum shall take effect on November 22, 2021.
Please be guided accordingly.

Created by

HR fana

Noted by:

sngta oo

or, O Eratibns Operations Manager

/{P’”‘ F p g @

CarlosGotlang

“General Manager
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To : ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTRMENT

THRU i OPERATIONS PMANAGER

SUBIECT : 555 SICKMESS CLAIMS - 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 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit
their formin Accounting office.

A member is qualified to avail of this henefit if:

1. Heis unable to work due to sickness or injury and confined either in a hospital or at home for at
lezst four (4) days;

2. He has paic at least three (2) months of contributions within the 12-month period immediately
before the semester of sickness or injury;

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

He has natified the employer or the 555, if unemployed, valuntary or self-employed member

regarding his sickness or injury.

I

Fallure to submit the documents within the prescribed perod will free iPloy from any liahility of their
claims.

For your gLidance,

Ifthere are any questions or clarifications, please feel free to approach the Human Hesource Department.

Sincerely,

Moted by:

Nfidn %‘g rilla Ir
i . Daeratjons
e w%” age>
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HRM-2023-10-015

DATE : October 4, 2023
TO 5 ALL EMPLOYEES
FROM : HUMAMN 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-
mentionzd subject, \We are wpdating this memo adding mare clinlcs and/or physiclans that are
consider=d blacklisted and medical certificate/documents lssued 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 culpakle far Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

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

Fajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lelita E, Abella-Libres, DMD

Dr. Omar Arceo, MD

tia Clinic

Health Doc Diagnostics

Gaudiose Mantecillo Ir., MD

Mow Serving

. Dir. Guian Darnell Sumalinog

10. Tambut Medical Clinic

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

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

11.5 Diagnosis

116 Recommendation

11.7  Fit to work date

Sl e e L R S

Mew Clin cs added:
12. Enad Clinic
13. Bing Clinic
14, Cia Clinic
15, ‘weloso Clinic
16. Cr. Paalo M. Apuli
17. Laurdes D, Sasoy, MD

When praviding medical certificates for absences, ensure the following:
1. Te certificate must be issued on the day of the absence or the day after,
2. scrietly follow all instructions provided In the recommendation. Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be requested.
3. HR/Clinic will validate all medical certificates, including fit-ta-wark certifications, Remember
that no fit-to-werk certificate will be denled antry.
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4. Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physician.
5. E=sure that the soft copy (sent through email) matches the original copy submitted to HR.

Please be aware that the following concerns may render a medical certificate invalid and unaceeptable:
1. No consultation date specifiad,

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

Mo contact informatlon displayed in the medical certificate,

Ansence of physician's name and license number,

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

cantacted.

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

7. Tae clinic/physiclan does not facllitate phone validations for the issued medical certificate.

& Tae dinic/physician's services are primarily related to cosmetic procedures and consultations,
rr aking them unsuitable for absence-related medical certifications.

woE

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

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

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

Should yeu have guestions or clarification regarding this, please do not hesitate to send us an email
at eri@iplay.com.

For strict zompliance.
Prepared by

M anza
Employee Relations Supervisor

Mated by:
PR + F—
o fioip—
e eanares Mﬁuﬁm& f
HR Manager Cperatians Manager Director of Operations

!

e
)’,Pﬁ! :"F'_us Ayghet v
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Date H November 30, 2022

Ta ] ALL Ermployess

FROM i Human Resources Department

SUBRECT 1 WVACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payowt. In this connection, all remaining 5L credits are to be comverted thus, 5L application is no lenger
allowwed until the end of the year,

As for the Vacation Leave (VL) conversion, all unused VL credits will be releassd on the 30" of Decamber
2022 All ernployees can plot 2 VL request untll December 8, 3022 ONLY. The actual VL dates will cover
only Jntil April 30, 2023. Kindly take note of the reminders below in reference to filing of VL:

* Mo retraction of approved Vis. If the employes reports far wark on the actual VL dake, the VL
will not be relmbursed and will be voddad.

¢ Mo rescheduling of VL ones approved,

« VL date should not fall on a local hollday otherwise forfeited.

Haote Approval of VL reguests will be on or before December 14, 2022,

Furtkermaore, If the employes resigns or gets separated from the company either voluntary or involuntary,
all avallable WL credits will be forfeited and will not be part of their last pay if:

= Employee filed an immediate resignation and/or falled to provide a 30-day notice.

= Employee went on Absent Without Official Leave (AWOL)

& Employes incur any leave, absences, andfar sy form of terminal leave within the 30-day notice
period with the exception that the employes provided a valid decumentation such as but not
limited to hospltalization due to sickness, accidents, or contagious diseases.

= Employes incurred more than four (4} hours of accemulated and/or total late/undertime within
the 30-day notice.

= Employes will have issues with performance including but not limited to quality, productivity, &
dilent escalation within the duration of the 20-day notice.

& Incurred any behaviorsl infraction such as but not limited to Sleeping, Browsing Unrefated
Websites and atc.

Furtrarmore, 5L and VL conversion maybe subjact to taxk. Should you have questions pertening to this
mema, feel free to reach out to our Accounting personnal at Accounting@ipley.com.

Signe:

HR MaEnnger

lanagk — Accounting Manager
Noted by; LX
ﬂm - b /qfrf-i o) Milalte

Dperetions lWanager Divector ol ﬁ.—mm

Approved by

CED
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Decemnber 17, 2019

fa ] ALL EMPLOYEES
FROIM ) OPERATHONS MANAGEMENT
SURIECT CLEANSING PERIOD

Pl Staffing Solutions beleves in giving smployees enough room for improvement 1o straghten ot
employment in regards to compliance W our company’s Code of Conduct, The alm of this approach @ o help
mativate employees rectily passed olfenses and start anew.

Cleamsing Period pertains to the time when an employes who has been subjected to a Disciplinary Action (DA}
I erpected to improve performance. Ample time & ghven b carmect improper behavor and refraln from
committing sny athes infractions,

If wn employes dors not commil the same infraction for the specilied cleanting period, the progression of the
dizciplinary zction will slide back to a level depending on its type. Please reler to table below

Attendanoe
Productivioy 6
Behaviom 12,

Thee counting ol the Cleansing Period will start based on the date when DA was decided upon. A docurmantations
for infractiors will still be kept in the Emoloyee’s 307 File regardiess what period of pragression

The Cleansing Period ks effective lanuary 1, 2020 covering D4 i months and alder

Sincerely yours, MNoted By Approved By

S X

ARAARILLEY IR, AAY GISSINGER
O prefrationsUed anpger Dl ¢ Fn‘ tations Chief Expcutive Mlicer
Apri] 't%:l“m
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CODE OF DOMDUCT AMD DISCIPLING [Table of Infractions)

STATERMENT OF POLICY

“Thae Code of Condluct and Discipling i designad tosnsure healthy and poadtive working
envitorment, and hapes to maintiin and aphoid professionsfism emorg 1Pioy I, employees,
Tree estatrished norma herein se6 forth are geaned towards the attainman: of the Company's
Zoals and objectives. nt!ﬂ!ﬁ!ﬂ&iﬂﬂuﬂn!iiﬂfga

gilﬂﬂlﬂiluﬁ%ﬁnﬂﬂ:ﬂ&i&ﬁﬂ.&ﬁ%i Ini1Poy,

1 The right todisciplins snd diicharpe empicyes ior just and proper causes [s management’s

Larws, impismenting ffes and haridarodence will ahwgs b e,
3 The full and sirict mainterance of discipfing & the management’s nespansibiiity, Thus, it shal be
she primany cancerm of ImmedSite supericn and depassment heads tofnitlate any disdipdinary

sctions againgl Their sudardingies whenewer a viplation of the rule & commitieg.

. Admanistrative imvestigations and other procesdings thall ba conducted expediicutly,
Imiposition of penatties when warrsmed, shall nat be eancelled, nor delayed far any reason.
The rights af the respondent a8 provided for by Law shall be puaranteec.

The management may mitigase the penalry to be imposed, sublect however o managemet’s
approwil and upon aomplines 1o the condilions set lorth by the latisr,
B in cases of multiple vielstions of this Code, the ioflowing rule shall agply #s 12 the penalty o be

B Direct Superior thoels csach the srrployss within 5 working days from the ssuance of
the NTE.

wadeicing days Troem The issuance of =..;=.n

representing the Compamny, Tilk includes appropriste dress, ar=ndirg th effie repdy b wor, use =l
prope ird cesant leguage, otsenvanes of progor offics #nd wark decorum, masinteining propes
reinli crships with your cofloagoees, cusiome s and cther individests not inthe emalay af the company,
ooservarce of ard compllance with axissing lows of the Phiippinesd.

EEEEEgi?iiiﬂqﬂ!EﬂrﬁEnﬁﬂi.Eﬂuﬁ
RPEreEAats Braak Bad finigh LMEes, gaiting on with the job and perfomming Ene job 1o the best &f pour
abdlity, un..&.i!n..ﬁnﬂﬁ&u: o one’s work aasipaments, sugporting superilons and thess in
i

¢ Folloing nes on customer and client relations a5 siways martaining a professional heipha

o, Frope uss of Company PFroperty, fadlities and seoarity 1o protect compiny 8 smplomsl
asseis. Secure harcfing and maintenance of Compary reconds, keep confidesTia and protect the
g liy ol all Lorgtiy ogradig ddie aidd s, g leie use 1Tl Syt oy rguslponsomnol e
work relabed purposes, pregerty sccownt o all Company funds received,
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This Code shall spphy to-all IFloy employess, regarciess of status o paditicn rald,

i Types of CHenses.
Level 1 = Infracticrs which are minor in rature but whizs may beccens nasital and Siisuptoe il pen
correcied. it has no detrirenta impact of the Busines.
Level 7~ Serizus offerse which coules ey in Sperations, mdy pose thied?, nemm, o sgnger ta
Cempany property andjor (les of individuals.
Lewei 3= infractions which will destroy the y's imagn ond fepulation. It Souses lal ioas 1o
the omaary and can result o critical operational disrapfion. A edtisal allense 1had ha compramised
the security of the empicyesd, the integrity of Client, Uhe saletly of cutierstns inlarmation and the
stainy of The bulinedd.
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W, Rulet on Compaty Property, Facilthes and Security
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" | oismissai

Wi Sawimg Cleuss

1 Terrengtion of @ e mployse shail sutomatically ber henfner from re-employmant.

L The penalty of disenisa shall net prsjudics the right of the company to initiste cout sctian
against the erring employes.

5. Thit Code shall wosreds all other existing poficies, rules, memae, and the (b, and all pelices
o be implemeried, if the same s found 1o be inconsisient with the Code of Carduct.

s & iPloy
b Oty 6500

RECEIPT OF THE CDDE OF CONDUCT AND DISCIPUNE POLCY

This 5 to schrcastedps Thar | haws resd the Camaany's Code of Conduct and Distiping ang undersand
that |t seis forth the terms and renditions of my empigyment &5 well 34 The duties and resporsiblitles,
ard eoligations of empleyment with te Comparry.

| glse acknenwledgs that the Company reserves the right <o revise, defete. anc ado to the proviions of

this Code of Conduct and Discipline., or condition of empioymens can bi estabished by arry other
stanerment, sonduet, policy, or practice.

NAME __m,.u._.____ Rese _“C&nhr.._
LATE - L cofigf gy

AND HAVE READ Al UNDERSTAND [T ENTIRE CONTENTE
EMEPLOVEE SIGNATY RE
!




