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Employee Training Agreement

This Employ2e Training Agreement is made on January 15, 2024 betwean iPloy, OPC, with its place of business at

the 16" floor One Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employer”) and
omee o lese |[Employes's Mame], an individual with  the  address of

jL1o-8 E.nbm}gq g Lyz., CLeb, £ [Employee's Address] (“Employes”] .

Ricitals:

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

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

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

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

Examing tion (PEME] and the submission of Employment Requirements.

Agresment:

1. Training Chligation: The Employes agrees Lo attend and complete the 5- day training program provided by the
Employer. The training will commence on June 17, 2024 and conclude on June 21, 2024,

2. Salary Pavment: In consideration of the Employee's completion af the tralfing, the Employer agrees to pay the
Employee a salary for the duration of the training, payable at the nearest payout schedule (157 or 30" of the
month] apon successful completion.

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

4. Pre- employment Physical Examination (PEME); The employee acknowledges and agrees that if they fall to reach
regularization or {6 months), the cost of the pre-employment examination will be deducted fram the final pay.

5, 5ubmissicn of Government Numbers: The employee acknowledges and agrees ta pay the menthly penalties in
government contributions IF hefshe fails to submit the gowernment requirements [(SS5TINPAG-IBIG &
PHILHEALTH ) within the five (5] days of training.

&. Entire Ag-eement: This Agreement constitutes the entire understanding and agreement between the parties
with rezpect to the subject matter hereol, and supersedes all prior negotiations, representations, and
agreements between the parties, whether written or oral.

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

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

June 17 2074
flete Name & Signature/Date ing Associate
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) _June 17 1014
BETWEEN
1. IPLOY OPC. (the "Disclosing Party"); and
2, i'rr»n, pord Lowme T Drog (the "Receiving Party"),

[}

collectively refarred to as the "Parties”,
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

1. In cons.deration 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 to protect such Proprietary Information {including, without limitation, all precautions
the Receiving Farty employs with respect to its own confidential materials),

1.2 not to cisclose any such Proprietary Information or any information derived therefrom to
any third person,

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

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

1.5, not to copy or reverse source any such Proprietary Information. The Receiving Party shall

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

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

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

2.2, wasin ts 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 rigntfully disclosed to it by a third party, or

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

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

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

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

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties, This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may he 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 furisdiction in which the Disclosing
Party is locatec (or if the Disclosing Party is based in more than one country, the country in which its
headgquarters are located) (the "Te rritory") and the parties agree to submit disputes arising out of or

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: New G mlp laygy,

Name: Jade Lenizo Mata Name: _]i"&qnwcl Loy [P Oroe
[J

Title: Onboarding Specialist Title: L4 R

Address: #35 Salvador Extension Labangon Address: -8B lalpats, Sk EQ? lor  Laky m.,
Cebu City
Date: 3 Vg 17 '101‘1' Date:  Juee 17 o1y
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INSTRUCTIONS:
1. Angwer the questiens complately and hanestly In the spaces provided,
2. Please PRINT legibly,
4. DO NOT LEAVE AWY SPACE BLANK, Write "n/a”, “nat agplicabile” ar “nane”
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Pursuant fa: fo) Indigeneus Peapie's Act (RA 83710, (b Mogno Covto for Cisobled Persans (RA F2771: ovd Soio Povents Walfone Act 2000 (R4 #9723}

Pease et the following tems:

fure you a member of sny ndigenous group? O ves | & wo If yas, plaase spaciy:

D ol Ideneify as differently-abled? O ves | & mo if yes, please speeify:

Are you a scfo parant? O ves | & wo if wes, please specify: N

NAME

Give mamie, oddress, and felephone numbers of theee (3] persons who know yow odher bhan thase pow have warked with,
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TEL WO,
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related cevelficetes and foenses (cutrent aniy), fob-related ovards ond specis! occompishments (puticetions, membershins i prodexsionel ar fonar
sochebies, e octiitles, public speaking, and performance owordy). Ghve dotes and send dafument
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PART 10
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example: S52, TIN, SOLOD PARENT

Phil Heal 44
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SERVICES [If any)

Have yau v been farmally charged of an []Yes i “Yes", ploasa give details:

administratha / chvilfcrimingl afferse? [ o

Have you ever been camvicted of an [ ] ¥es IF "Yes", please give details: |
administratiee / eivilferiminal olfense? fea

CERTIFICATION

CERTIFY 1hat, te the best of my inawlsdge and solisl, 88 the iformation on an siteched to this decursent is brus, correct, complete and made i goed
Faith. | UMDERSTAND that Fales or (raudulent information on or sttached ta this spplitatian may be graunds fer fot hiring ma or terminate my

erplaymant fram IPloy, | UHD?—MW Infarmatian | ghee mary be investigated

B bt of Employee

Qo-l7-adty

Date Signed

kaninge - 185 Floor One Mantago Tower, Arshibishop Fayes A, Ceéa Gy 0 MEY= 110 Floar MSY Towar Fusadsrns Rood Cebu
Businaes Park, Celou City B000 (1 AGCT = 9th Floor, Ayais Carer Cabiu Towsr, Cetn Businnss Park, Cabis City.
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, ! Lange 1) Drps, hereby authorize Iplay Inc. and/or it's representatives to
make im.estigation of my background, references, character, past employment, consumer reports,
educaticn, and criminal history record information which may be in any state or local files,
Including thase maintained by both public and private o rganizations, and all public records, for the
purpose of confirming the Information contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent.

I hereby zonsent to the Company’s verifying all the information | have provided an my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain acoess to
#nd copizs of records pertaining to this infarmation. With regard to the foregoing disclosures, |
hereby azree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
1o this release. | understand that any false answers or statements, or misrepresentations by
omlssion made by me on this application or any related document, will be sufficient for rejection
of my apalication or of my immediate discharge should such falsifications or misreprasantations
be discovered after | am employed,

Irelease ploy Inc., its employees, designated reprasentatives, agents, officers and trustees from
any and zll claims of liability or darmage due to either the procurement or the true and accurate
disclosure of such records or information,

Applicant Name: Vw.;rw-ul L::mct 0- Or o

Present Address: l0-B Colem ban St 5@? Lvr, Ceby 1514-};

soclal Security Number: _06- Ypqi0gp-9 Date of Birth; _09/ vl Lo

Signature 5

Date: GEffT172.01Y
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5IGN-ON BONUS POLICY

Policy:

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

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

£ regular employes

Mo 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
s2paration

» Nust be an active employee on the release date of the sign-on bonus.,

Releasing of Sign-On Bonus:

* Tae release of the sign-on bonus will be on the 15" day of succeeding month of the
atniversary date of the employee,

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

I hereby scknowledge that | have read, understand, and agree to the terms and conditions
of the_ (25K} slgn-on begus policy.

e . Orgs  06-17-1004

:-? Printed Name/Date

Signature
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UNDERTAKING

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

Palicy Title : Dress Code Palicy
Revision No 01
Effective Date ¢ Jume 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 Palicy
and | #ill abide by the provisions (including changes and additions which are deemed
incorporated herein) of this policy.

V. " Orec (6 17-200Y
mplo me Signature Date
Noted -
|}y
Onboarding Specialist ' Date




iPloy Gift Policy

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

“Gift” means any bestowal of money, any item af value, service, loan, thing or promise, discount or rebate
for whick: something of equal or greater value is not exchanged, Payments for travel, entertainment and
food are also considered as gifts,

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

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

a. 1"Instance — Written Waming
b. 2" Instance- Final Written Warning
¢ 37Instance- Dismissal

If in doulbd, employees should with management an the appropriateness of any gift exchange,

Employes Acknowledgement

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

Narne: Ifﬂ-?’wcl Lomee 0 Deog
Signature % pate: _06-{1-2074




iPloy Social Media Policy

IPloy rece gnizes that employees use social media tools s part of their daily lives. Employees should always
be mindf il of what they are posting, who can see it, and how it can be linked back to the organization and
work coll sagues,

All employees should be aware that IPloy regularly monitors the internet and social media about its work
and to ke2p abreast of general internet commentary, brand presence and industry/customer perceptions.
IPloy does not specifically monitar social media sites for employee content cn an ongaing basis, however
employees should not expect privacy in this regard, iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes across in regular internet monitoring, or is brought to the organization’s attention by
employees, customers, members of the public, etc,

All emplovees are prohibited from using or publishing information on any social media sites, where such
use has the potentlal to negatively affect IPloy ar Its staff, Examples of such behavior include, but are not
limited te

& Publishing material that is defamatory, abusive er offensive in relation to any employes, manager,
o*fice holder, shareholder, customer or client of the company:

= Pablishing any confidential or business-sensitive information about iPloy:

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

Procedure;
All emplovees must adhere to the following when engaging in social media.

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

# Ycu are personally responsible for what you post or publish en sacizl media sites. Where it is
Found that any information breaches any policy, such as breaching confidentiality or bringing the
company inte disrepute, you may face disciplinary action up to and including dismissal.




L]

Be aware of data protection rules — you must not post colleagues’ details or pictures without their
individual permission. Employees must not provide or use their company password in response
ta any internet request for a password,

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

Be respectful always, in both the content and tone of what you say, Show respect to your
adience, your colleagues and customers and suppliers. Da not post or publish any comments or
cantent relating to the company or its employees, which would be unacceptable in the warkplace
o= in conflict with the company®s website. Make sure the views and opinions you express are your
G,

Rzcommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
natworking sites. Such recommendations can give the impression that the recommendation is a
reference on behalf of the iPlay, even when a disclalmer |s placed on such 2 comment. Any requast
for siech 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
yoeur content in an objective manner before uploading. If in doubt, ask sameone to review it far
yeu, Think through the consequences of what you say and what could happen if one of your
colleagues had to defend your comments to a customer,

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

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

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

Abways remember on-line content is never completely private;

Regularly review your privacy settings on social media platforms to ensure they pravide you with
sifficient personal protection and Himit access by athers:

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




= A sl times respect copyright and intellectual property rights of information you encounter on
the internet. This may require obtaining appropriate permission to make use of information. You
must always give proper credit to the source of the information usad,

Specific Managerial Responsibilities

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

Enforcemant / Progression

Non-compliance with the general principles and conditions of this sacial media policy and the related
internet, e-mall and confidentlality policies may lead to discipl inary action, up to and Including dismissal,

This palicy is not exhaustive. In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet Is always appropriate and consistent with your
responsib litles towards the company. In case of any doubt, you should consult with your manager.

Infractions for this policy is tagged under Level 2 offense and follow thess progressicn:

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

Employee Acknowledgement

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

Name: \{i?mrag Lamee - Ores
Signature: @ _ pate_06-(7-201Y
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Date : Fabruary 22, 2018
To SALL EMPLOYEES CONCERNED
From ! Hurman Resources

Thru : Operations Manager

Subject  WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBIECTIVE

11

1.2,

n confarmity with Republic Act No. B504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool In addressing HWV/AIDS as an international
pandemic problem, this company policy is hereby issued for the information
and guidance of the employees in the diagnosis, treatment and preventian ol
HIV/AIDS in the workplace

This policy is also aimed at addressing the stigma altached to HIV/AIDS and
Bnsures that the workers” nght against discnmination and confidentiality is
maintained.

2, COVERAGE

2L

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

1. IMPLEMENTING STRUCTURE

3.1,

Iploy Inc. HIV/AIDS Program shall be managed by its health and safery
committee consists of representatives from the different divisions and
departments,

4. POLICY STATEMENT

4.1

BASIC INFORMATION ON HIv/ A0S
401 What is HIV/AIDS?

4111 It s a disease caused by o virus called HIV  (Human
Immunodeficiency Virus), This vicus slowly weakens 2 PErson’s
ability to fight off other diseases by attaching itself to and
destroying impartant cells that control and support the human
immune systermn

4.1.2. How HIV/AIDS i transmirted ?

4121 Unprotected sex with an HIV infected person:




& ~

Py s o sl iP'
LIEr Fionr MY lusver 9 o

Pestmbiiin Rl O ba Bugises Park, ety l—-.
L. City G0

4122 Fram an infected mother to her child (during pregnancy, at
birth through breast feeding);

4123,  Intravenous drug use with contaminated needles;
4.1.24.  Transfusion with infected blood and blood products, and

4.1.25.  Unsale, unprotected contact with infected blood and bleeding
wounds of an infected person,

4.1.3. 15 thereacure?

4131 No However, there are antiretroviral drug combinatians that
are avalabie when properly wsed, reqult in prolonged survival of
people with HIV, Holistic care of people living with HIV-A105 and
comprehensive  treatment  of  opportunistic infections  also
dramatically improve quatity of life

5. GUIDELINES
5.1. Preventive Strategies
5.1.1. Conduct of HIV-AIDS Education
5111 Who will conduct?
The Medical Clinic of iploy Inc.in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the orientation of newly hired
emplayees, The standardized information package developed by the
Department of Labor and Employment (DOLE| may be used for this
DU,

5112 How willit be conducted?

The HIV-AIDS education will be conducted through distribiation and
posting of |EC materials, leclures, counsefling and tramning -and
information on adherence to standard or universal preciutions in the
workplace

512, Screening, Diagnosis, Treatment and Refarral to Health Care Services

51,21, Screening for HIV as a prefrequisite to employment & not
mandatory

51.2.32 The company shall encourage positive health seeking hebavior
through Valuntary Counseling and Testing
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5.1.23.  The company shall establish a referral system and provide
#tcess 1o diagnostic and treatment services for its workers, Referral
to Social Hyglene Clinics of LGU for HIY screening shall be facilitated
by the company's medical elinic staff

5124 The company shall likewise facilitate acress to lvelihood
assistance for the affected emplovee and his/her families, being
offered by other government agencies

6 SOCIAL POLICY
6.1 Non-discriminatory Policy and Practices

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

612 Workplace management of sick employees shall not differ from that of
any other lliness,

6.1.3. Discriminatory act done by an officer or an employee against their
co-officer or co-employes shall likewlse be penalizad

6.2. Confidentiality/Non-Disclosure Policy

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

6.2.2. lab applicants and workers shall not e compelled to disclose their
HIV/AIDS status and other related medical in formation.

6.2.3: Co-employess shall noi be obliged to reveal any persenal information
refating to the HIV/AIDS status of fellow workers,

b.3, Work-Accommodation and Arrangermerit

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

6.3.2. Agreements made between the company  and  employvee’s
representatives shall reflect measures that will support workers with
HIV/AIDS thraugh flexible lsave arrangements, rescheduling of working
time and arrangement for return 1o werk,
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ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
1. Employer's Responsibilities

T.1.1. The Company, together with employees! labor organizations, com pary
focal personnel for human resources, safety and health persannel shall
develop, implement, monitar and evaluate tha workplace policy and
program on HIV/AIDS

712, Prowide information, education and training on HIVAAIDS for its
workfarce.

7.1.3. Ensure non-discriminatory practices in the workplace and that the
policy and program adhares 1o exlsting leglslations and guidelinas.

7.14. Ensure confidentiality of the health status of its employees and the
access 10 medical records is limited to authorized personnel.

115, The Company, through its Human Rescurces Department, shall see to
it thal thelr company policy and program bs adequately funded and made
known to all employess

7.1.6. The Health and Safety Committes, together with employees/ labior
organizations shall jointly review the palicy and program and continue to
improve these by networking with government and organizations
promoting HIV preventian,

7.2 Emplayees’ Responsibilities

7.21, The employee's organization shall undertake an active role in
educating and training their members on HIV prevention and control.
Promate and practice a healthy festyle with emphasis on avoiding high
risk behawior and other risk factors that eipose workers to increased risk
of HIV infaction,

742 Employees shall practice non-discriminatory acts against co-employess.

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

7.24. Employees shall comply with universal precaution and  preventive
Measures,
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£ IMPLEMEMTATION AND MONITORING

B.1. The Safety and Health Committee or its counterpart shall periodically manitor
and evaluate the implementation of this Policy and Program

& EFFECTIVITY

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

.I| 4
Peepared by: Jo Hgt'l,_ lH Ihleclo

Human Resources

Reviewed by: Alfredo P
ector of Dparations

Approved by: Yisroel ¥, Gissinger
CED

7 Oros 0O6-17-2014
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Date :lanuary 1, 2018

To CALL EMPLOYEES CONCERNED
From : Human Resources
Thru ¢ Operations Manager
Subject  : WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB) PREVENTION
AND CONTROL
1. OBIECTIVE

1.1. T assist the government in its campaign against Tubierculosss [TB) in compliance
with the Depariment of Labor and Employment’s Department Order Mo, 73-05,
series al 2005 - Guidelines for the Implementation ol Palicy and Program on
Tuberculosis (TR} Prevention and Control in the Workplace.

1.2.To provide initiatives to prevent the outbreak and spresd of tuberculosis in the
workglace, and to treat, care, and sugport employees who become afflicted with
tuberculoss

2. COVERAGE
2.1.This Pragram shall apply to all employees regardiess of their employment status.
3. POLICY STATEMENT

1.1.The company seeks the prevention of the spresd of (uberculozis, as well as the
treatment, rehabdlitation, and restoration 1o work of employees who contract
this disease. To achieve this goa!, all employees are strictly mandated to undergo
an annual physical examination with the requisite chest x-ray

3.2.Ms0; in line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include Its nature, frequency (occurrence
in & selected population) and transmission, treatment with Directly Observed
Treatment Short Course [DOTS), and control and management of TB in the
workplace, This shall be handied by the Office of Health Services (Infirmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider

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

331 Political will or commitment to enduring sustamed and guality T8
treatment and control actvities,

3.3.2. Case detection by spulum-smear microscopy among symptomatic
patients;
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3133, Standard shori-course chemotherapy using regimens of 6 to & months for
all confirmed active TB cases (1., smear positive or those valldated by the
TB Diagnostic Committee),  Complete drug taking through  direct
observation by a designated (reatment partner, turing the whole course of
the treatment regimen;

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

3135 Astandard recording and reporting systerm Lhat allows assessment of case
finding and treatment outcomes for each patient and of luberculosis control
program’s perfarmance averall

34 Employees must be given proper information on ways al strengthening thelr
immune responses against TA infection, ie, information on pood nutrition,
adequate rest, avoidance ol tobacco and alcohol, and good personal hygienas
practices.  Howewer, It should be underscored that intensive efforts in the
prevention of the soread af the disease must be peared towards accurate
information on its etiology and complete perfarmance overall,

3.5 Improving warkplace conditions

351 To ensure that contamination from TB arborme particles is controfled,
workplaces must provide adeguate and appropriate ventilation {DOLE
Ceeupational Safety and Health Standards, OSHS, Aule 1076.01) and there
shall be adeqguate sanitary facilities for workers.

15.2. The number of employees in & work area shall not exceed the required
number for @ specified area and shall observe the standard for space
fequirement. (O5HS Rule 1062)

3.6.Capability bullding on TB awarenozs raising and training on TH case Finding, Case
Halding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health persannel or the sccupational safety and health
committes.

3.7.50cial Palicies:

341 Non-discrimination: Empioyees who have or had TB shall mat be
discriminated agamst  Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled Lo work Tor as long as they are
certified by the Company's accredited health provider as medically it and
shall be restored to work as soon as their lliness is controlled.

372, Work Accommadation: Through agreements made between the
management and the employees, work accommodation measures to
support employees with TE 14 encouraged through flexible |eave
arrangements, rescheduling of working times, and arrangements for returm
to wark
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3.7.3. FRestoration to Work: The employee may be allowed ta return (o work
with reasonable working arrangements as determined by the Company’s
Heaith Care Provider andg/or the DOTS provider,

3.8 Employer Raspansibility:

1.8.1. Employees who have symptoms of TR shaill immediately seek assistance
from the Company's Health Services. Provider

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

i81.2 Similarly, for those at risk, Le., those with Tamily members with TB
or those exposed to & co-employee with TB, it would be prudent to
observe the same good hygiene practices untll declared free from the
disease and zale lrom transmission,

182 Once diagnosed to be with TE employees shall immediately seek
treatment either through the Department of Heaith's DOTS or a private
physician of the employee’s choice. However, i1 15 imperative that the one
strictly adheres to the course of treatment. Failling ta dutilully observe 1he
treatment course may give rise to complications, such as resistance or even
tha failure of treatment, which may make It harder (o treal the infection and
result in a longer absence.

3821 An absence from work due 1o medical reasons of over six 6]
months may result in the termination of one's employment as
provided for by the Labar Code of the Philippines under Art. 284 -
Disease as Ground for Termination.

38.3 Employees are required to undergo an annual compulsory chest X-ray
threugh the Annual Physical Examination, If for any reason an employes
fails o secure a chest x-ray at that time, hifshe shall be directed (o secure a
chest x-ray at an accredited clinke by hisfher respective Infirmary/Health
Services,

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

3.10. An employes aflicted with T8, who Ras woluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and whe s linally
declared to be in a non-communicable stage, may be allowed back 1o work
subject to being given a medical clearance by a Company designated physician,

111 Employees (those afflicted with the disease or those (destified under
contact tracing) who refuse o cooperate amd  dutifully observe tawful
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instructions {undergo a medical check-up and/or treatment), may be subject o
disciplinary action proceedings for imsubordination [the penalty of which may
fange up 1o the termination of ane’s employment )

4. PROCEDURE

4.1.The respective Health Services of the Company (and/or the contracted Health
services Provider) shall coordimite with the Ociupational Satety and Health
Center who shall provide preventive and technical assistance in the
Implementation of the Workplace TB Contral and Managument Program,

4.2 An employes who undergaes the Annual Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded to company clinic/HRD,
Employees who fail to undergo the requisite annual chest x-ray shall be directed
o secure one at an accredited clinic or by hisfher preferred Infirmary/Health
Services

421 Those with medical lindings shall be required to undergo further medical
check-up. All medical recards in connection with this second/ further chisck-
up shall be submitted to company clinic/MRE and his/her respective
Infirmary/Health Services.

4,22, The employee shall then coordinate with company clinic/HRD and hisfher
respoctive Infirmary/Health Services for the next steps

4.3.An employee who is suspected 1o e aflicted with TE, whether as 3 direct suspect
or by contact tracng, shall cooperate Tully wih hisfher  respective
Infirmary/Health Services {ancl/or the contracted Health Services provider). If
the amployee lests positive for TB, the employee shall undergo the DOTS
program 10 its completion

4.4.1f the employee needs 1o undergo o leave of abisence Lo recliperate. ha/ehe will
be allowed to use the appropriate leave before hiefshe may request 1o be
permitied fo go on a Leave of Absence without Pay (LOA).

441 The employes shall observe the requisite procedure n appiying for a
legvea.

44.2. The Unit concerned shall ensure thal the requisite procedurss are
ohserved by the employees and that the company clinic is duly informed

4.5.An emploves may be allowed Lo go on a miedical leave of abience (without pay)
for a mawmum pericd of six (6) months. The concerned employee shall submit
an application for a leave of absence before powng on leave. Said leave
appiication shal| be subject 10 approval at the sole discretion of the Company
Management,

451, The same procedurss under 4.7 1 to 4.2.2 shall be observed.
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4.6 After treatment, with a maximum penod of six (B} monihs on leave (without pay),
an employee found to be cured or in & nancommunicable stage of TB may be
allowed back to work, provided that the employes’s health shall continue ta be
manitored during the annual physical examination with the reguisite chest x-ray
or as may be deemed necessary by the Unit Health Services {Infirmary) or
contracted Health Senvices provider

4.9 The employes returning to work shall be required by [he Mansgement 1o secure
a medical clearance from o medical doctor chosen by the Company before being
allerwed o return to work,

4.8, Thie HRE will initiate disciplinary proceedings against any employee found to have
discontinued treatment in deflance of medical advice, or who refuses ta undergo
the full treatment course presoribed. Likewise, employees who are ordered 1o
undergo a check-up due 10 contact tracing but refuse 10 do so will also Face
disciplinary action proceedings. In bath cases, the masimum sanction applicable
tor Insubatdination will be the termination of one's employment, if it is deemed
warranted.

5 IMPLEMENTATION AMD MONITORING

5.1.The Safety and Health Commiites or its counterpart shall periodically monitar and
evaluate the implamentation of this Policy and Program

6. EFFECTNVITY

6.1.This Policy shall take place effective immediately and shall be made known to
@very amployoe

it
f
Prapared by: ubi'%’rﬁ A Melecio
Hurtian Resources

Approved by: Yigroel ¥, Gissinger
CED

). Orepc O¢-17- Loy




) -
[l
14y W Lt elpl
i Fons MEY Towm
e oy BEdlE

Fescaduie fnad Cotw Susme Pard,
by City GO0

Date : February 22, 2018

To - ALL EMPLOYEES CONCERNED
Fram : Human Resources

Thru | Operations Manager

Subject WORKPLACE POLICY AND PROGRAM DN HEPATITIS B

1. OBIECTIVE

1. Liploy Inc. s committed to conform to the established standards assurance of
customer satisfaction, protection ol our envirgnment and health and safety in
the workplaces.

1.2.The company promotes and ensures-a healthy environment through 115 variaus
health programs to safeguard ts emplovees. And as part of the company's
compliance to DOLE Department Advisary Mo, 05, Series of 2010 [Guidelinos for
the Implementation of a Workplace Palicy and Program on Hepatitis B}, this
Program has been developed This program (s aimed to address the stigma
attached to hepatitis B and to ensure that the employees’ right against
discrimination and confidentiality s maintalned,

13.This guideline is farmulated for evervbody's Infarmation and raference far the
diagnosis, treatmenl, and prevention of Hepatitis B. This will Inform the
employees of their role as well as the company in dealing with Hepatitis 8. &
healthy environment encompasses a good working relatienship and great output
lor continuous business grawth,
2 COVERAGE
2.1.This Program shall apply to all employees regardiess of their employment status,
3 POUCY STATEMENT
3. 1 Implementing Stricture
3.1.1, Iploy Inc, Hepatitis B workplace policy and program shall be managed by
its heaith and salety committee, Each division or department of the
Company shall be duly representid
3.2. Guidelines
1.2.1. Education

3,211 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 lgloy Inc. Medical
Climic in ¢lase confdinabon with the health and safely commitiee.

322, Preventive Stratepies

32210 Al employees are encouraged (o be immunized against Hapatitis
B after spounng clearance from ther physician

3223 Workplace sanitation and proper wasle management and disposal
shall be monitored by the heaith and safety committee on a regular
basis.

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

1224 Employess will Be gwen training and mformation on adherence to
standards ar uniwersal precautions in the workplace,

4. BOCIAL POLICY
4.11.1. Nan-discriminatory Policy and Practices

4.1.1.1.1 There shall e no discrimination al any form against
emloyees on the basis of their Hepatilis B status consistant with
the international agreements an non-discrimination ratified by
the Philippines (ILO CL11). Employees shall not be discriminated
against, from pre to past  employment, including  hiring,
promatian, of assignment because of their hepatitis B status.

41112 Waorkpiace management af sick employees shall not differ
from that ol apy other iliness. Persors with Hepatitis B retated
Hinesses may work lar as long as they are medicalty fit To work

4.1.1.2. Confidensiatity

41121 lob applicams and employees shall not be compelled 1o
disclase thew Hepatitis B status and ather related: medical
information. Co-employees shall not be obliged 1o reveal any
personal information about their fellow employess. Access 1o
personal data relating to employes’s Hepatitis B status shall be
bound by the rules on conlidentiality and shall ba strictly limited
Lo medical personne or if legally required.

41.1.3 Work-Accommodation and Arrangement
41131 The company shall take messurcs 1o reasonably

decommodate employees who are Hepatits B positive or with
Hepatitis B - related illnesses
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411372 Through agreements made between management and
Employees’ representative, measures to support employees with
Hepatitis 8 are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
return to work.

4114, Screening, Diagnoss, Treatment and Referral 1o Health Carg
Services

4.1.1.4.1. The compary shall establish a referral system and provide
access 1o diagnostic and treatment services for its employees for
appropriste medical evaluation/ manitoring and management.

41142 Adherence 1o the guidelines for healthcare providers on
the evaluation of Hepatitis B positve employees. s Fghly
encouraged.

41143 Screering for Hepatitis B as 3 prereguisite 1o employment
shall not be mandatory,

4.1.1.5 Compensation

4.1.151. The company shall provide access to Social Security
Syslem and Employees Compensation benefits under PD 626 10
an employee contracted with Hepatitis 8 imfection in the
performance af his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

S L1 Emplover's Responsibilities

slraa Managemenl, togather with employess’ organiiations,
company Tocal personpel for human resources, and safety and
health persannel shall develop, implement, monitor and avaluate
the workplace policy and program on Hepatitis &

£11.1.2 The Health and Safety Committee shall ensure that theis
company policy and program s adequately funded and made
knowt 1o all emphoyees

51113 Thie Hurman Resources Department shall ensure that their
policy and program adhere to exsting legidlations and guidelings,
including provisions on leaves, banefits and insuranice:

5.1.1.1.4, Maragement shall prewide Infarmation, education and
traimingon  Hepatitis B for its worklorce consistest with the
standardized basic information package developed by the
Hepatitis B TWG; 1! not availlable within the establishment, then
provide access ta information,
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51.1.1.5. The company shall ensure non-discriminatory practices jn
the workplace.
5.1.1.1.:6, The management together with the company focal

personnel for human resources and salety and health shall
provide approprate personal protective aguipment to preavent
Hepatitls B exposure, especally for employees exposed o
patentially contaminated blood or body fluid

81,117 The Health and Safety Committee, together with the
employees’ organizations shall jointly review the policy and
program for effectiveness and continue to imorove these by
networking with government and organizations promoting
Hepatitis B prevention,

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

51119 The human resources shall ensure that access to medical
records is limited toauthorized porsoringt,

5112  Employees Responsibilities

5.1.1.31 The employees’ organization bs requited to undertake an

active rode in educating and training thelr members on Hepatitis

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

promoting and practicing a healthy lifestyie with emghasis on

avoiding high risk behavior and other rsk factors that

expose employees 1o increased risk of Hepatihs B

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

51122 Employess shall practice non-discriminatary acts against
ce-employess on the graund of Hepatitis B status

51123, Emiployess and their organizations shall not have access 1o
personnel data relating to an emplovess Hepatitis B status, The
rules of confidentiality shall apply in carrying: out unign and
organization functlans,

21124 Employees shall camply with the univer<al precaution and
the preventive measures,

51125 Employees with Hepatitis B may infarm the health care
provider or the company physician on their Hepatitls B status,
that 15, if ther work activities: may increase the risk af Hepatits A
infection and transmission or pal the Hepatitis B positive at risk
for aggravation,
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3 IMPLEMENTATION AND MONITORING

6.1.Within the establishment, the implementation of the policy and program shall be
monitored and evatuated pericdically, The safety and health committee ar (s
counterpart shall be tasked for this purpase,

*. EFFECTIVITY

7.1.This Policy shall take place effective immadiatety and shall be made known to
every employea

il
0l 1
Frepared by: Jo Haftims R. Melecio

|
Human Resources

Reviewed by: Alfreflo P, Cary
|J|n=|: rof O rations

Asproved by, Yisroel ¥, Gissinger
CEO
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Date slanuary 1, 2018
To T ALL EMPLOYEES CONCERMED
From : Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGHAM

1. OBJECTIVE

1.1

1.2

In compliance with Article V of Republic Act Ma. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Mo 53-03, seres of 2003
{Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), iploy Inc. hereby adopls the folimwing
policies and programs 1o achieve a drug-Tree workplice,

Company policy 5 10 mamtam a workplace fres of illegal drugs. To ensure
that the objectives of the company's corparate policy are met, the company
it Implementing this drug-lree program, The program will have the following
elements;

2. COVERAGE

2.1

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

3. POLICY STATEMENT

11,

.2

313

The use, possession, solicitation for, or sale of dangerous drugs on company
aremises ar while performing an assignment

Being impaired or under the influence of dangerous drugs away from the
company, if such impairment or influanca adversely affects the employee's
work performarice, the safety of the employes or of athers, or puts at risk
the company’s reputation,

Possession, use, solicitation for, or sale of dangerous drups away from the
company premises, IF such activity or involvement adversely affects the
employea's work performance, the safety of the employee or of others, pr
puts at risk the company's reputation

-The presence of any detectable amount of dangerous drugs in the

employee's system while at work, while on the premises of the com Pany, or
while on company business. “Dangerous Drugs" include those listed in the
Schedules annexed to the 1961 Single Convention an Narcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed 1o the 1971
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e Convention on Piychotrope Substances as enumerated in the

attachied annex of LA, 9165

£, MANDATORY DRUG TEST

41 Toe
the

nsure that only those qualified shall be screened and recruited 10 prevent
detrimental effects (e.g. lower productivity, poor declsion making;

increased occidents; more comgensation claims; and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of

M

datory drug test shail be required for pre-employment

4.2 lploy Inc. designates company accredited or alfilisted center, a duly
accredited drug testing center by the Department of Health [DDH), as its

auth

4.3, The

orized drug testing laboratary

Company may also conduct drug testing under any of the following

circumstances:

43.1,

432

43.3.

4.3.4,

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

FOR-CALISE TESTING: The company may ask an officerfemployes to
submit to a drug test at any time it feels that the employes may be under
the influence of drugs, including but not limited ta, the following
circurmnstances: evidence of drugs on or about the employee's person or
in the employee's vicinity, unusual conduct on the employee's part that
suggests impairment or influence of drugs. negative perfarmance
patterns, or excessive and unexplamed absenteeism or tardiness,

POST-ACCIDENT TESTING: Any officerfemployee involved in a “Near-
Miss™ incldent or "Wark Accident” under circumstances that suggest
possible use or influence of drugs may be asked 1o submit to a drug test.
As defined herein, “Near-Miss” means an incident arising from ar 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 not been
curtailed. “Work Accident” refers to unplanned or  unespected
occurrence that may or may not result in personal injury, property
damage, work stoppage or interference or any combination thereof of
which anises out of and in the course of employment.

All drug tests shall employ, among others, two (2] testing methads, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatary test which will confirm a positive
screening test. Where the confirmatory test turns positive, the
company's Assessment Team shall evaluate the results and determine
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the level of care and administrative interventons that can be extended
to the concermed employes.

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

4,36, Allcosts of drug testing shall be borne by Iploy Inc
Z. TREATMENT, REHABILITATION, AND REFERRAL

1. An officerfemployee who, for the fiest e is lound positive of drug use,
shall be referred for treatment and/or rehabulitation in a DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may choose from.

5.2, Following rehabilitation, the company's Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employes and recommend to the emplayer the resumption
of the employee’s job if hefshe poses no serous danger ta histher co-
employees and/or the workplace

53. All costs for the treatment and rehabilitation of the drug dependent
emploves shall be charged to his account. The period during which the
employee is under treatment or rehabllitation shall be considered as
Authorized leaves.

54, Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under B.A. 9165
and is a ground for dismissal

& ADVOCACY, EDUCATION AND TRAINING

6.1 Iploy Inc. undertakes to increase the awareness and education of its officers
and employees on the adverse effects of dangerous drugs through
continuous advocacy, education and training programsfactivities to all its
officers and employees.

b.2. All officers and employees are reguired 1o undergo an orientation/education
program before assumption of their respective duties. The program shall
include the following topics,

6.2.1. Salient features of R.A. 9165,

B.2.2. Adverse eMfects of abuse and/or misuse ol dangerous drugs on the
person, workplace, family and the community;
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.3,

6.23. Preventive measures against drug abuse; and

6.2.4, Steps to take when intervention s nesded, as well as available services
tor treatment and rehabilitation.

To encourage all officers and emplovess to lead a healthy lifestyle whila st
wark and at home, Iploy Inc. undertakes to conduct the following activities as
often as possibile:

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

6.3.2. Health wellness screenings (e.g. blood pressure and heart rate,
cholesterol test, biood glicase, etc.);

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

634 Other activities promotbing health and wellness.

7 ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

[

Tl

7.3,

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

Iploy Inc. shall maintain the confidentiality of all information relating to drug
tests or to 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 parson concerned,

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

8. CONSEQUENCES OF POLICY VIOLATIONS

B.1

g2

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

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

dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 9165,
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9 IMPLEMENTATION AMD MONITORING
9.11. The implementation of these policies and programs shall be monitored
and evaluated penodically by management to ensure & drug-free

workplace. For this purpose, an Assessment Team shall be constituted in
Accordance with 0.0, 5303

10. EFFECTIVITY

1001 This Policy shall take place effective immediately and shall be made
known to every employes.

11, ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

irame
Prepared by: lo Hdﬁ{'faugfﬁ ﬁleie:m

[
Human Resources

|
Rzviewed by Alfrddo P. C arillo dr.
Direér\nr {:f}fJ Erl@trun:.

foaproved by: Yisroel ¥, Gissinge
CED

e [ Ores Q6 17-701Y
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Drug-Free Workplace Program Acknowledgerment

I hereby acknowledge that | have received and read Iploy Inc, Drug-Free Workplace Policy
ard Program, a summary of the drugs which may alter or affect a drug test and a list of
lozal Employee Assistance Program providers or local drug and atcohol treatment
programs. | have had an appoartunity 1o have all aspects of this material fully explained, |
also understand that | must abide by the Program as a condition of initial andfor
cchtinued employment, and any wvialation may result in disciplinary action up 1o and
including termination,

| #lig understand that during my employment | may be required to submit to testing for
th2 presence of drugs or alcohal in my bady. | understand that submission to such testing
I5 3 condition of employment with [Company], and disciplinary action up to and including
te mination may result i

1) | refuse to consent Lo lesting,

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

3 I refuse to authorize release of the test results to the company

4) The tests establish a violatlon of [Company|'s Drug-Free Workplace Palicy

53 | atherwise violate the policy

| also recognize that the Drug-Free Workplace Policy and related documents are not
intanded Lo constitute a contract between Iploy Inc. and me

The undersigned further stales that hefche has read and understands the above
acknowledgement and signs below of hisfher own free will.

ﬁ pé- - Loty

@mﬁ: DATE

WITHESS [IATE
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Date Hanuary 1, 2018 )
To  ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBJECTIVE

1L

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

2. COVERAGE

21,

This Program shall apply to all enmployees regardless of ther employment
status.

3. POLICY STATEMENT

1.1

3.2

33

14

Iploy Inc. believes that employess should be affarded the apportunity to work
in an environment free of sexual harassment, Sexual harassment is a form of
misconduct that undermines the employment relationship.  No employes,
either male or female, should be sy biected werbally or physically to
unsolicied and unwelcome sexual overtures or conduct.

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

Inloy Inc. will not tolerate any behavior that amounts to sexual harassment
and any officer or employee lound to have committed sexual harassment
shall be subjected to disciplinary action, up te and including dismissal

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adepted, and its policy is based on, the definttion of sexual
harassment set forth in Section 3 of RA 7877 It provides that sexual
harassment in workplace Is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work environment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement for subimission is accepted by
the object of sand Act

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

34.1,

3Al

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

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

343, the above acts would result in an intimidating, hostile, or offensive

environment for the employes,

35 WHERE SEXUAL HARASSMENT 15 COMMITED

Sexual harassment may be committed in any work or training enviranment. It
may include, but are nat limited to the following;

351

352

353
354

. Inor outside the affice bullding oF training site,
at office or training-related social functions,
. In the course of work assignments outside the office;

. at work-refated conferences, studies or training sessions: or

355, during work related travel

3.6, FORMS OF SEXUAL HARASSMENT

sexual harassment may be committed in any of the following forms:

3.6:1
3.6.2
363

3.6.4

- Dvert sexual advances;

. Unwelcome or improper gestures of affection:

. Reguest-or demand for sexual favors including but nat limited to Roing
out on dates, outings, or the like for the same purpose;

. Any other act or conduct of a sexual natire or for purposes of sexual
gratification which s generally annoying, disgusting or offensive 1o the
victim.
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37, WHAT 15 NOT SEXUAL HARASSMENT

38

sexual harassment does not refer to occasional compliments of a socially
acceptable nature. It refers to behavior that 5 not welcome, that s
personally offensive, that debilitates maorale, and that, therefore, interferes
with work effectiveness.

EMPLOYER'S RESPONSIBILITY

Iploy Inc. wndertakes to provide its officers and employees a3 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
prahibited as unfawful and as a violation of company policy. The company s
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
Tar promptly investigating any allegation of work-related sexual harassment.

£, PROCEDURE

a1

4.2

COMPLAINT PROCEDLIRE

41,1 Any officer or employee, who experiences or witnesses any act of
sexual harassment n the workplace, shall repart the same immediately
to the Committes on Decorum and Investigation, They may also report
acts of sesusl harassment to any other member of Iploy Inc
management or ownership. Al allegations of sexual harassment will be
auickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected agamst unnecessary disclosure. When
the investigation s completed, all parties will be informed of the
outcome of the investigation

4,12, A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
representative to receive complaings, Investigate and hear sexual
harassment cases. The Committee shall develop its own 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 harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment,
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4.3 WRITTEN POLICY

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

£, COMNFIDENTIALITY

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

6. EFFECTIVITY

6.1 This Policy shall take place effective immediately and shall be made known to
every employoe

i
|'

Prepared by: Jo Hbin lagio
Huma RESBUFCES

Reviewad by

Approved by: Yisroel ¥, Gissinger
CED

weed ) e 06-17 -101Y
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

Name Position in Establishment
Chalrman: Alfred Camarilio Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Menbers: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoli CSR - Phone
Submitted by: Vey Ve Oroe D6=17- 102y

Yisroel Y. Gissinger
CED
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April 3, 2018

ALL EMPLOYEES

HLUMMAN RESOURCES DFPARTAMENT
DPERATIONS MANAGEMENT
MEMO: RESTROOM GLIDELINES

Ipto g Ing, provides unisex restrooms available so that emgloyees can use them when they nood
to co 50, Dne is located inside the operation floor and second is in the hallway outside the
ope-ation floor, However, those who are uncomfortable, has issue with the unisax restroom,
we have a separale single, private restroom avallable for yse

Mareover, any employee with concern/issue in using the unises restraom, please visit Human
Resources office to get door access pass. Office security, Log In ang Log out procedure shall

apply

Furtsermore,

erquette

it 15 essential that all emplovees showld comply and observe the restroom

Knock if the cubicle sppedrs to be accupied. Don't peek under the doors
Lock the cubicle door when yau enter.

Stand close enough to the pan or urinal so yoi don't wet the soat, walls or
floar

Flush the todel atter use and wipe off the toilet seat for the nexl user
Paper towels go in the trash can, not an the floor or in the tollet bawl
Wash your hands to prevent the spread of colds and the fly

Please use witer and paper towels conservatively

For wour Information and guidance

06 - 17- 1024
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Februwy 27, 2018

To ALL EMPLOYLES

FROM HUMAN RCSOURCES DEPARTMENT
THRL DPERATIONS MANAGER

SUBIECT 3

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tellowing Is tssucd to ensure

the effective enforcement and strict observance of all

emplogees on office attendance and punctuality

To ensaire offective

1.

9.

10.

11.
12,

implementation and monitoring of office security

Cmployees are required to log
if the door is open
Emplayees are allowed to
their scheduled time
Bags and/or personal itoms
the preduction area

Once an employee logged in and
outside until thelr 1 break

in and log out using the biometric and the RF 1D, even
be inside the office and to Log in thirty (30} minutes before
should be left in the locker before longing in/going inside

inside the preduction area, they can no longer go

Employees are only allowed to stay in the office for thirty (30) minutes after their shift,
unless authorized or has approval to extend their time
Pantry, recreation rocm and locker should be clased at all
their RF 1D to access th B5E FODMS

Mo tailgating

Employee ID and RF ID should be worn at all times, lost RF |Ds will be charge to the
emplayes

times, employees must use

No employees are allowed to stay in the waiting area for applicant.

Employees who left/lost their 1Ds will get temporary ID from HR and will be dealt with
according to our code of conduck and discipline.

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

For guidance and strict compliance.

gl

Hurran Resources

5 Hl};t

Noted by:

Dirhgf_rﬁ Operations

VaYWa{ D. Oros D6~ 17- 2024

Scanned by CamScanner




IPloy Inccrporated y 3\)}' N

3" floor, fyala Center Cebu Tower &. P IPIOy
Bohol Avenue, Cebu Business Park d e A o A
Cebu City 6000

DATE - MNovember 17, 2021

TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT - LOCKER POLICY

The aim 3f this policy is to guide our employees and establish a well-kept and crderly environment in
the locker room.

Please see list of rules provided below for your reference.

RULES

* ONE LOCKER ONLY per employes, NO sharing of lockers,

s MO storing of perishable foods/leftovers inside the locker.

= Froper sanitation is strictly observed (E.G. Mo storing of unwashed containers/mugs/utensils, etc.)

= MO transferring of lockers, Transferring of lockers is subject to approval,

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

= fny sort of action that may result in damage to property is stricthy prohibited. This includes but is
rotlimited to graffiti/vandalism, posting of stickers, damage to facllity property such as the forced
cpening of lockers without the management/HRs' knowledge ar consent, etc.

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

= The company s not responsible for loss or missing items due to the owner's negligance.

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

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

¢ MO LOITERING inside the locker room

*  Lnassigned Lockers with cable ties shauld not be opened,

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

This Merr orandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by:
ity §
Carlos Gotlong. f
Relations Specialist General Manager Directo perations

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

V, ce O Oros (6 17-L02Y

Emplies _‘a_jypefﬁver Printed Name/Date
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QATE - April 3, 28

To - ALL EMPLOYEES

FROM HUMAN RESOUBCES DEPARTMENT
THRU OFERATIONS MANAGER

SUBJECT ' MEMO: CALL IN FOR OUT OF OFFICE

In oroet to properly manitor out of office employees, a.new process to call infreport absence will
be imalemented effective Monday, &prl 9, 2018

Guiddines:

1. In cases of late and/or absences, employer should report to Human Resaurces through
SMS or Call via HR hotline: 0917 709- 7074
2. Matification should contain the following information
a. Complete {real) Mame
b, Departrment
. Team Leader
d. Callin for; {(Whale day Absent, Half-day Absent, L ate)
e Reason
3. HR will be the one ta send notification to Operations Marnagement
4. Nocall in should be communicated through Team leads or any other employee, |t should
b done by the employee or his/har relatives
5. Notification should be at least two (2) hours before the employes's shift
G. If an employee is advised to rest/confined in the hospital, number of rest days as advised
by the physician should be indicated Otherwise, employes must send Rotification daily
7. Failure to notify will be tagged as No Call, No Show and/or unscheduled absence and will
be dealt with according 1o our Code of Conduct and Discipling

For your guidance and strict compliance,

P. Oros  06-I-T0tY
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Ta ! ALL EMPLOYEES

FROMA ] OPERATIOMS MANAGEMENT
SUBJECT - ATTEMDANCE BOMLUS 2020

Az wa entd tha year 2019, iPloy would like to set clear key procedures and policies. This memarandum serwes Bs
reminder to b= followed:

PAYRO

1, Immaculats Attendance Bonus ks for employess with perfect attendance. Emplayea should NOT commit any
schedule deviations like tardiness, unscheduted absences, undertime and overbreak. Failure to punch in = out fos
breaks will also disqualify the smployee, No wateers will be given.

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

3. Emplovess #ho tendered thair reslgnation belore the release of the Sign On Bonus [First Hall or Second Half) will
NO longer be aligible 1o recelve it

4. Employees qualified for the Sign On Banus (First Half or Secand Half] will receive it on the 30" of the succeeding
manth from aigibility,

5. Eligibilivy tar the annual mesit increase s based an overall performance and management diceretion. Pay out |5
at management’s discretion,

MEDICAL CERTIFICATE
L. When must the medical certificate be dated?

. 1 day absence — the medical certificate must be dated on the day of absence or the next day. Il the absence
falls an a Friday, the medical certificate must be dated the Saturday that immediately Follows — at the latest, It
cannol be dated on the day that the agent is to report back to work.

. 2 days absence - the medical certificate must be dated on the initial day of sbsenca or the naxt day. If the
absente falls an a Thursday, the medical certificate must be dated either that Thursday or the next day - at the
latest. Iucanmot be dated on the Saturday that immediately follows or that Monday that the agent is to report back
to wiork,

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

o Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 days,
that Is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday — the agent must be back
to wiork on Monday,
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o I the doctor prescribes rest, the meadical certificate must include the number of days of rest, The
advice ta rest cannot be antedated.

o There mist be a fit to work date.

o The anly exception to the Medical Cerlificate date guidelines |5 If the emploves has besn
hospitalized.
VACATI 5

L. The company reserves the right to approve and disapprove all vacation leave (VL] reguests,

2, Employes tust gractly hive the corresponding credits Tor the request to be approved,
1 eredit = COne Day

-5 credit = Half Day

3. Employes with perfect attendance 50 days from the requested VL date will be given pricrity in the approval of
leaves. This is a way of rewarding employees with perfect attendance,

4. The company and client have the right to disapprave leave requests and cancel approved leaves for those
employess wi o committed unscheduled absences an the prior month and on the current menth of the requested
time off inclucing poar attendance records, behavioral and productivity issues.

Mated by Approved By
IAY GISSINGER
HE 5u r Chief Executive Officer
R.
Director of Operations

l/ have O Oree  Ou-17-2014
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Date : Movember 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

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

2. Employee may use sick leave for absence due to the following reason;
+ Employee’s illness or injury,
& Jereavement leave /s
*  Imergency leave,s
» “ower Dutage/Internet Outage (for temperary Work from Home set-up)

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

Note: Na more Manual filing of Sick Leave except If the employes was hospitalized and/or

guarant ne due to COVID-19.

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

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

# Blacklisted Doctors and clinles” will not be honared. (Please refer to the
Blacklisted Clinic/Physician Mema)

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

+ Emergency leave

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

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

= Internet Outage
» Ticket number from the internet service provider and/or screenshot/link of
official cutage announcement from the internet/telco provider
#  Picture of the modem {showing red, no light In "internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action. SLis unauthorized
under thz following circumstances:
*= “he employee failed to inform the immediate superior or HRD about his/her absence due to
i Iness unless fully justified,
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o frickness claimed is fictitiaus or non-existent,

6. The e nployee or his/her representative must inferm his/her immediate superior or HR if an
extensicn of 5L will be needed to recaver from the sickness, A medical certificate must be submitted
before tve expiration of the 5L Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
feave is svarranted.

This Memorandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by:

Mated b

Angelo Manal CarlodGotfong
Operations Manager “Géneral Manager

/7?‘ ores  Ob- 17- 7074
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Date I Movember 12, 2019

L[] : ALLEMPLOYEES

FROM r HUMAMN RESQURCES DEPARTMENT

THRU : OPERATIONS MAMAGER

SUBIECT : 555 SICKMNESS CLAIMS =5 CALENMDAR DAYS

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

A member is qualified to avall of this benefit if:

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

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

before the semester of sickness or injury;

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

4, ke has notified the emplayer ar the 555, IF unemployed, valuntary or salf-employed member
regarding his sickness or injurny.

Ll

Failure tc submit the documents within the prescribed period will free iPloy from any liability of their
claims.

For your guidance.

If there ame any questions of clarifications, please feel free to approach the Human Resource Department.

Sinceraly,

Mated by:

Alfrgdo anillo Jr,
Diregtor, Dperations

vﬂ-/ D Orve 04117024
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HRM-2023-10-016

DATE October 4, 2023

TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is n reference to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject. We are updating this memao adding more clinics and/or physicians that are
conside-ed 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 elinies/Physlclans will be tagged
as culpable for Insubardination under Rule 1 Section 22 of our Coda of Conduct and Disclpline,

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

3ajah Tupas Medical Services
dimba H. Tequille MD Clinic

-olita E. Abella-Libres, DMD

Ir. Omar Arcen, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecillo Ir., MD

How Serving

. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

11, Clinies/Physicians without com plete contact details such as but nat fimited to the following:
11.1  Doctor's name

11.2  Doctor's license number

1132 Clinie/Doctar Phone number

114  Date of Actual visit

11.5  Diagnosis

116 Recommendation

11.7 Fit to work date

W@ NP N WS

New Clinkes added:
12. Eqad Clinic
13. B ng Clinic
14, @GEa Clinic
15, Vzloso Clinic
16. D, Paalo N, Apuli
17. Lourdes D. Sasay, MD

When previding medical certificates far absences, ensure the following:
1. The certificate must be issued on the day of the absence or the day after,
2, Strietly follow all instructions pravided in the recommendation. Proof of compliance, such as
a “eceipt for prescribed medications and laboratory results, may be requested,
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remembaer
that no fit-to-work certificate will be deniad antry,
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4, Do not make erasures on the document. Any corrections made must be counter-signed by
. the attending physician.
d 5. Ensure that the soft copy {sent through email) matches the original copy submitted to HR,

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

No diagnosis provided. Please note that 7 codes are not considered as diagnosis,

No contact information displayed in the medical certificate.

dhsence of physician's name and license number,

2hone numbers listed in the medical certificate are incorrect and/or unable ta be verified or

ontacted.

6. ‘edical certificates with Inconsistencles or discrepancies determined by HR/Company

Yurse/Company Doctor to be questionable.

The dlinic/physician does not facilitate phone validations for the issued medical certificate,

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

W

™

Lastly, since hospitals and clinics are now having less restrictions for consultations and our situations
are eonstantly impraving since the pandemic hit, therefore, o longer a onsultation

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

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

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

at er@ipdoy.com.
For strict compliance.
Preparec by:

nza
Employe= Relations Supervisor

MNoted by:
.,‘f:lnr;" j‘-—'&f‘-—"l ¥ . II e
25 il nal do Ca
HR Mznager Operations Manager Director of Pperations

0. Drgs  06-1-2024

Vagne-d
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Dare i Movember 30, 2022

To 3 ALL Employess

FROM i Human Resources Departmant

SUAIECT H VACATION AND 5:CK LEAVE CONMWERSION

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

As Tor the Vacation Leave (VL) conversion, all unused VL credits will be releassd on the 30" of Decamber
2003, All employees can plot a VL requast untll December &, 2022 ONLY. The sctual VL dates will cover
oy until April 30, 2023. Kindly take note of the reminders below in refarence to filing of WL

= Mo retraction of approved Vis. |f the employes reports for work on the actual VL date, the VL
will not be redmbursed and will be voidad.

# Mo reschaduling of VL once approved.

* Vldate should not fall on a local holiday otherwise forfaited.

Mate: Appraval of VL requests will be on or before December 14, 2022,

Furthermarae, If tha employes resigns or gets separated from the company elther valuntary or inveluntary,
all svallable VL credits will be forfeited and will not be part of their last pay if:

&  Employes filad an immediate resignation and/or faled to provide 5 30-day notice,

s  Employes went on Absent Without Official Leave (AWGOL)

¢ Employee incur any leave, absences, and/or any form of tarminal leave within the 30-gay notice
period with the exception that the employes provided a valld documentation such as but not
lirnited to hospltalization due to sickness, accldents, or contagious diseases,

* Employee incurred more than four (4) hours of accumutated and/or tatal late/undertime within
the 30-day notice,

® Employee will have issues with performance (ncluding but not limited to quality, productivity, &
client escalation within the duraton of the 30-day notice,

® Incurred any behaviersl infraction such as bul not limited to Sleeping, Browsing Unrelated
Websltes and atc,

Furthermore, SL and VL conversion maybe subject to taw. Should you have questions pertaining to this
memo, feel free to reach out to sur Accounting personnel 81 Accounting@lplay.com.

Siggend:
- ﬁ\r’
HA Manager Accounting Manager
Moted by
) -~ ¥
Operations Managar or of Btlons
Approved by

V- Ovs 06~ 17-2 09y
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December 17, 20149

Ta : ALL EMPLOYEES
FROM : OPERATIONS MANMGEMENT
SUBIECT CLEAMSING PERIOD

Moy Staltog Solutions belleves In giving employees enough room for improvement to atraighten o
empoyment in regards to compliance 1o owr compeny’s Code of Conduct. The alm of this approach is to heldp
mativate employees rectify passed offenses and stant anow,

Cleransing Ferod perfaing 1o the time when an employes who has been subjected to o Disciplinary Action (DA)
U expected to imprewve performance. Ample thme 5 given fo correct improper behavior and refrain from
cammitting any other infractions

I an employer does not commil the same intraction for thie speciied ceaming period, the progression of the
disciplinary action will slide back to o level depending on its type. Please 1efer 1o table below:

| Behavioral 12

The countirg of the Cleansing Period will start based on the date when DA was decided upen, All decumentitions
tor infracticns will still be kept in the Employee's 201 File regardiess what period of progression,

The Cleansitg Period is effective lanuary 1, 2020 covering DAs & months and older

Sincerely yours, Noted H'," Approved By

W~ —fa i
JaY GISSINGER
CperationsCanager H}I ri'llum Chief Expeutive Oificer

Va‘f & V- Oros 06 172024
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CODE OF CONDUCT AND DECIPLINE [Table of lakactions)

I STATEMENT OF FOLCY

The Code of Conduct and Discipline s desigred tosvaurs hastthy snd positive warking
araranment, ard hapds o manitain and uphoid professionalism among [Pioy Inc, empioyger,
Thie estabiished noms herein 56t onth ace graced towards the sttainment of the Compary's

Goaly snd objectivel. & & worthy toemphasine that dw Coce i not meaet io b onpressive rar
i irtentad o thigalen grd inlirmidate smoloyees. indeed, It serves os the goiding principhes
on what s expecied of ' employess (o conduct during the entine smployment here IniPloy,
s

I DOCTRINEE TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

L The right to and discharge Flerg for at amd propec causes B maragement's
HE%?:E%E&

1 iFairmess and justics shall aways govern the impositesn of disciplinary sctions. Exsting Labear

‘Larws, impiementing Rules and Jurispruderce will aiways be ohsarved.

L The full and strict rairtenance of discipline & the management’s respanaibliity. This, it shall be
he primany candern of immediste supenions and departmert P 1o inislate sny deciplinary
actions againsl thelr subordinanes whenever o violation of chir rule i comnd thed.

4, Adminktrative imvestigations and other procesdings shall be conducted expeditiouily.

5, imposition of parslties when wasrnted, shall ot be cancelled, fo delayed Lor sy resson,

B The rights of the ressoncent as pronided Sor by Law shall be Dwanzeds,

7. The manragernen may ritipabe the penalty bo be imposed, subjct houwsyer 10 Maragement's
approvel and upen cormpisrce to the eorditions set forth by the latter.

B8 E!R:ﬁm‘f&ﬂﬁi igiailﬁﬁiiqﬁi

1. imciery Repert will B¢ wotvmirted to Human Resouoss [HE within 2 working devs from

3 Dirsct Supsrior should coach e employee wathin § wordng days rem 1he Bauanes of
ke NTE,
4. Coaching Form and Written Explanation of the emploves shouss be submeitied within S
wexking gy fram the suance of the NTE
5. HA will insue Motice of Dechisn with & witheist sntior within 5 days from the recsip
& the Laaching Form and Written Explanation.
E.ﬂii&gg_ﬂeagitii*ﬂi

withoasl gy bigsss,
b Lapses in he tiraline will resuls 1o 0 sencten = Regiest of Duty /im LEordination
. Lapses bn the Eme ke will 0o woid the saecion.
GEMERAL B HAVIORAL 4TANDARDS
Ad &7 Doy ernployes we epect thar you wil mees e Telloving cerawvioral standards
2 Proper Canduct and Desorur is expected from you within the office anc cuttide wnen
representing the Comgarry. This incluces appraprisme drews, siending the olfice resdy 1o wark, use of
efepit devd dutent languige, obaeranoe of proper office and work deconem, mentaining propar
rejatianships with your colleagues, castomers and othor individisis et in the ermgiay of the sampany,
cimervance of and complianes vith existing laws f the Philippines.

%%Fqﬂnﬂi: iﬁ?iﬂiﬁigt&n-__uli Eﬁﬁu

!m__.,_-n-_!.n._nﬁﬂ.._._n:.

e, assisk in the sesurity of iﬂaﬂ.ﬁigi proshdune.

& Proper use of Compasy Property, lcifities and security 1o grobect comparry and employse
HFuﬁuiiiinﬂsjiinEtﬁin:
nterritvof @l Comoany coeratine datm and information sanfanelatg use If all Comesery pesdnment e
wark refated purposes, progetly acsurt for 88 Company fundd rocsied,
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L Applicabiiy

Thig Code a5l spply to all Ploy employees, regarchss of Situs &0 pasition beid, BRLumEniss Fieat
5 conducteiiocmae | Levell | vemsl AR | ey | SR |
il, Types of Cifenses waming WA | i |

Lewel 1 = Infractions whithare minge in natune But which may become reSlival and Sauptive IF nat " _-.l-.:u.n.ni
cartected, It has no detrimental impact of the business, Pkl

Level 7 = Sevicis offense which causes deldy n operstions, may pese threat, hamm, or danger o
‘Company property ardfor ives of individuals.

il
H
fie
¥
i

Level § — infractions wrich will destroy the company's image and reputabion. 1b coeted sl Lantial B9es 1s ‘ (oAl F T tewia
the comaany Bnd cin remt t critesl apsrationsl dieruption. & critleal offense that nas compromises fiégazsn, NavnyRoriasie
the security of the smaisyess, the integrizy of Cienl, thie safety of cuslomer's inlormation ams the o, £amwrm, gic |

fie | jie

|
i
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Wi, Saving Clause

L Termination of an smpioyes shall automaticaily bar him/her from re-empioyment

1 Thepenalty of dismistal shall not prejudiea the right of the company B inikiste ceunt action
ESAINEL The darring emaloyee.

3 This Codes shail suparsede &l other existing politiss, rules, memes, and the liog, and all petices
o be impiemented, if the same iy found to S inconsisamt with the Code of Corduct

Vil Approval

Loy Bisalnger
Dwmer and Chiel Emecutive Oficor

Fhiy SO ksl -

it & iPloy

RECEIPT OF TWE JODE OF COMDUCT AND DISCEALINE POILICY

This s 1o sckremiedpe thar | hawe resd the Company's Code of Condyc? and Distipline #nd understand
1hat It sats forth the terms and conditiors af my employment a2 well oa the d uties e respomibilites,
and obligations of employment with the Company,

1 zign adinowledge that the Company resenves the fght 1o revise, delete, and acd to the proutsons of

ki Code of Conduct and Dicipline., or condition of amployemens cn be estabiished by army other
statement, oonduct, policy, or practios.

gﬁi w I* Drpe

CATE - = 7= s utt{

AND HAVE READ ANG c%ﬁa%g
EREPLOVEE Sispin TURE %\




