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Employee Training Agreement

This Employee Training Agreement is made on January 15, 2024 between iPloy, OPC, with its place of business at
the 16" floor One Montage Tower, Archbishop Reyes Avenue, Cebu City {"Employer”) and [Employee's Name], an
individual with the address of [Employes's Address| ("Employee”),

Recitals:

A. The Employer is providing a one-week training program to the Emplovee to enhance their skills and
knowladge in the field of Customer Service and as part of the Onhoarding process.

8. The Emplayee has agreed 1o participate in this one-week training program.

C. The Employer has agreed to pay the Emplayee a salary for the duration of the training. 0. The Employes has

agreed to the terms and conditions concerning the Pre-Employment Medical Examination {PEME) and the

submission of Employment Requirements.

Agreement:

1. Training Obligation: The Employee agrees to attend and complete the one-week training program provided by
the Employer. The training will commence on June 24, 2024 and conclude on June 28 , 2024,

2. Salary Payment: in consideration of the Employee's completion of the training, the Employer agrees to pay the
Employee a salary for the duration of the training, payable at the nearest payout sehedule (15" or 307 of the
maonth) upon successful completion,

3. Non-Eligibility for Incomplete Training: The Employes acknowledges and agrees that if they fall to complete the
one-week training program for any reason, they will not be eligible 1o receive the salary payment for the
tralning period.

4. Pre- employment Physical Examination (FEME]: The Employes ack nowledges and agrees that if they fail to attain

their employment with the company up until regularization. The cost of the pre-employment examination will
be deducted from the final pay

5. Submission of Critical and Non- Critical Requiremeants: This apreement stipulates that should the Employee fail
to meet the requirements by the specified deadline, even after multiple follow- ups, they are required to cover
a portion of any penalties Impased by government autharities

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

T. 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.

C . Pacot

Arry oy epdd  (/24/ w29

Employee Complete Name & Signature/Date Training Associate
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MNON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made an (Date)_(p/ éifm_

BETWEEN

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

2. LKk 807 €O _(the "Receiving Party”),

collectively referred to as the "Parties”.
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

1.2.  not to disclose any such Proprietary Infarmation or any information derived therefrom to
any third person,

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

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

1.5. not to copy or reverse saurce any such Proprietary Infarmation. The Receiving Party shall

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

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

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

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

6. The failure of either party to enforce its rights under this Agreement at any time for any
periad 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 unenforeeable neither the validity, ner enforceability of the
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ramaindar of thiz Agreemant chall be affected. Meither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto,

7. This Agreement shall be governed by the laws of the jurisdiction in which the Disclosing
Party is located (or if the Disclosing Party is based in more than ane country, the country in which its

headquarters are located) (the "Territory”) and the parties agree to submit disputes arising out of or

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By:  New Emero YEE
Name: Jade Lenizo Mata Name: (AR~ 07 €BON
Title: Onboarding Specialist Title: LR

Address: #35 Salvador Extension Labangon Address: TANGEE Ty OF NA(A, 18U
5 i

Cebu City

Date: Date: (o /"-L‘f' K‘ZGE_#-
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PERSONAL DATA SHEET
INSTRUCTIONS:
1. Answer the guestions completely and honastly in the spaces prostded.
1. Ploass PRINT logialy
3, DO NOTLEAVE ANY SPACE BLANK. Wirite "n/a”, "not applicabse™ or “nora”™
HE-PO5-01
[For A sae anby) [For FH wi aiily] [For MR ene only]
ERPLOYEE NUMBER WATE HIRED DEPASTMENT

VT4 June 9, 2004

Basic inlarmation B Contact Detatls

e EIRST NAMIE: RAIDDLE MANSE:
______EBoOWN LARRY BOY ALFANTA,
HICHEHAME:- N BACTHER'S PULL MAIDEN NAKE
,,,,, CLARRY ' LEOMIDES ALFORNOM ALFANTR |
CURRENT ADDRESS (House ¥/ Lot [/ Block A [ Street, Barangey, Musscipality / City, Provines, Sip Coda)
MEN T TAN CITY DF MNAGA , CEBY G037

PROVINCIAL ADDAESS {Hoase 8 ' Lotl | Rlock § | Streat, Burang_ar. Muricipality f City, Prowinoe, Tip Codej

MENDOZA ST, TANGKE 2. CUTY OF NAGA, €BU (037

Land Phone M. I' Wiahile Ho. LI Pkl Mo

™ “PAG-IBIG Mo, T LTH Ne, 7
062620020 - G |121D-97128- (860 H;LL;?DE.ENSH.LA.—*I 15-37¢-92 %-000)
BINTH DATE HIRTH PLACE GEMDER BLOOD THPE
¢ /2. 1/18%1 A cegul  MALE |
MARITAL STATUS NAME OF SPOUSE (Married) | £mall Addressis)
[ ] 5rgle " .

I aratad YERDN B '
sl VERONJcA A: EBON | seishis3d@gmail. com
I | Widows, Moo NA

#re you refated by kinship or marriage wp to the 3 degree to any current employes of Wayi
1] Yes I.Im:- 1 S, jrive MOUAE and RELATIONSHIP

NAME OF SPOUSE |if manned) SPOUSE 'S EMPPLOYIER SPOUSE'S DATE OF BIRTH
| VERDMICA A EBOM MNA 07/09//99%
ﬁnfl:!m 3 10, OF SISTER/S % | MO\, OF CHILDREN | -; | &Tw}_ - Iﬂ'd
NAME OF CHRDREN (ifany) | DATE OF BIRTH NAME OF SIBLINGS ] g

LYIE vanz A Epon |9/16 [201% | LaniLyN E- Rieex | 7/2%/ 1agg
¢ YoseF A. EgoN |z/17/201% | Lynpie A EBon | 10/ 19/ wood
LILLIANA siecs A Eaon5/24/2023

FATHER'S NAME ";:‘Tﬁ‘ DECUPATION MITHER'S MAME o DCCURATION
\PATRIcio N EBOMG/2d flass M/ lroMDES A teppld/tp/neg N /A

Ermergency Contact (List of feast 2 Confoct Parsons)
CONTACT PERSON AELATIOMSHIP TQ EMPLOYEEE
LAk, Fent) mm‘“_u_mnm A% {Drtiahal
EROAl , YVEEDAICA 0210584329558 | WIFE

Wiortage - Hiilh Floor Ono Moninge Towsr, Archbishop Reyos Ava, Gobu Chy 71 MEY- 11th Floor MSY Tower Poscadoms Road Ceba
Busineas Park, Cobu City B000 1 | ADCT — &h oo, Ayala Canlor Coba Tower, Cobu Businoss Park, Cebu Chy.

n 3
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LEvEL NAME OF SCHODH B ADDRELS &Tml m
PRNARVEOUCATON | NAGA CENTRAL ELE * S |\ /1001 5%/in00 YES
| SECONDARY EDLCATION IMIH{..I.AHII..I,A HA&ML ECIENGE t',_ﬂ&‘lei’gc'i YES
VeCATIGNAL mm
& NON-DEGREE COURSES
Dagres/ Course; :
TERTIARY EDLCATION MMMF;E&E OF T EGithoLaty 00/ gotw - 0*}-”!01’! NO
POSTGRADUATE & GRADUATE e
ETUORES Dagrae:
g

ERMPLOYER'S NASME

MO TITLE

(Sr

Asia

SALARY

¥, bOO

 SUPERVISOR'S HARAE

SUFERVISOR'S TTTLE

EMPLOYEES SUPERVISED

JP PESIAD LEADENK Iif agsticatle]
REASON FOR LEANING
SALARY INCEEASE
ERAPLOWIER'S MARME l ADDRESE & TEL. MO
AMAZON PHILAM LIFE, (68U Buginess PARK ,CE
168 TITLE SaLARY PERIOD COVERED [mmyfyr]
FROM ] 0
| TSR 22,000 0%/201q | 0% f2022
SUPERVISOR'S MAME SUPERVISORS TITLE | EMPLOYEES SURPERVISED
EL  BulLTbhe TEAM LEADER {if nppiicabis]
REASON FOR LEAVING
HEALTH SECyRITY
EMPLOYER'S NAME I ADORESS & TEL MO,
MAK Thn MDATH KGCLAMATION tepu eiTy|
OB TITLE SALARY PERIOD COVERED imm.n'l.']
RO
rE v RIDER 1@ 1z /
SUPERAISOR'S NAME SUPERVISOR'S TITLE EMPLOYEES SUPERVEED
- M Fa N l _M.l!l. (# applicablal .

HEASON FOR LESNING

NA

EMPLOVER'S NAME

ADDRESS & TEL NO

IOETITLE RET PERICID COWERED [mmyfyr)
FROM - O
SUTERVISOIN'S, NAME SUPERWVISOR'S TITLE EMPLOVEES SUPERVISED
|if appiEcable)
REASON FOR LEAVING
EMPLOVER'S NAME ADDRESS & TEL, NO.
108 TTLE SALARY FERICD COMERED (mmJyr|

SUPERVISON'S NAME

FROM Ta

SUPERVISORS TITLE

| EMPLOYEES SURERVISED
| (if appdicabis)

REASCH FOR LEAING

Moninge - 168 Floor Cne Montags Towsr, Acchiishop Royes fve. Catss Gty 1 MEST- 1110 Flooe MEY Tower Peacsdars Road Cabu
Business Park, Cebe City 6000 [ ACCT = Bih Floor, Ayala Center Cabu Tovnr, Catay Busness Pacs. Cabu Gy,
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Pursuant fa: (i) indigenows Peopke's Aot (R4 83710; [i) Mogno Coveo for Oisoted Persons (R4 72770 oad Solo Ponenn Wisllane Aot 7000 (4 8272
pleenr aaswer Ehe foNowing ifeme

Avre yau a member of any indigenaws group ? O v |0 N if s, please specify:

Do you identily as differently-ablad? O YES A Ro il yes, please specify: -
Are you 3 solo parent? O YES A nOo if yes, please specify;

Character References

NAME ADDRESS TEL NO.
1 Terg A CAKILO BuLacao TALISAY tEpl (0968 5% 4%/
R e e A e e A T
B CRISTING ~ AZUR | Punsy ALOGUIANCAN oF i |0 Z ¥732 |

PART 2 Other Quabificatians

dnd-relfted training courses [phe title and pear), Job-raiuted skl (other keagunges, compater and mformotion technokogy, tools, machines, st Job-
refaeed cevtificares and Feendes {twrrent omlyl Mob-refoted owards and specin apcampismeals (pebBcotions, memberihips in professianal or honor
sacieties, feadersiig ocnvitis, pollc speaking, and performance owords) Ghe dotes and send documents

B 5T DESCRIPTION / TITLE

. A

ADDITIONAL IDENTIFICATION

TYPE / CONTROL NO. ISSUE DATE | EXPIRY DATE

PASSPOAT DETAILS
VIS4 DETAILS (if applicable)
DANVER'S LICENSE

DTHER GOV'T. ISSUED |Ds: {For
example: 555, TIN, SOLO PARENT
| 10, PAC, ACA, etc.)
"MILITARY ] GOV, ] CVIL
SERVICES [ any]

Hawe you ever baen formally charged of an [] Yes If *Yes*, ploase ghve detalls:
adminsstrative / ciwilfcriminal offpnsa? Mo

Have you ever boan convicted of an []ves i *Yaes®, please give dotadls:
sdministrative { civilfcriminal offense? L4 wa

CERTIFICATION

| CERTIFY shat, to the bast of my knowledge ard belied, sl the indormstics on am attachad 15 this dociument 1§ troe, carrect, comalets and made In good
Faith. | UMBERSTAND that false or fraudbent Information on or attached to this application may Be grounds Tor nat kiing me or tarminata my
rimployment from iPlay. | UNDERSTAMD thst any infarmaticn | give may be irvestigated.

& _06/z24/24

Signatufe dFEmployee Date Signed

Mentage - 16ih Floor One Moniags Tower, Architsshop Feyes fve, Gote Ciy D MSY- 1180 Floor MEY Towsr Pescadares Road Cabu
Businens Fark, Cebe ity 6000 |- A0CT — Bth Floor, Ayals Comor Cabu Towar, Cat Busirsss Fac, Gk Gy,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, Mz Loy EEoM hereby authorize Iploy Inc. and/or it's representatives to

miake investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including thase maintained by bath public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my gualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent,

| hereby cansent to the Company's verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the faregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arize from supplying the Company with infarmation it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

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

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

Applicant Name: __Lagry 80w emon/

Present Address: MENDO2A JZ  /AA/CkE 2. CITY OF AdeA, (Epli
Social Security Number: O - 20, f&_fiz&-— [ Date of Birth: 'ﬂ‘ﬂr”ifi’;}?x 7

Signature: C’%”
[#]

Date: QG/M/’IGM
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SIGN-ON BONUS POLICY

Policy:

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

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

A regular employee

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
separation

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

L B

Releasing of Sign-On Bonus:

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

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

Acknowledgment

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

LARRY mou ol/ 24/ 1024

Signature Over Printed Name,/Date
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UNDERTAKING

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

Policy Title : Dress Code Polley
Revision No 101
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 Policy
and | will abide by the provisions (including changes and additions which are deemed
incorporated herein) of this policy.

M@w_ 06/29/ 1024

Employea Name and Signature

C
Tade [} -Vala o ?J{jl

Onboarding s_neciT}él Mame and Signature Date

(=3




iPloy Gift Policy

The aim of this policy is to establish a uniformity relating 1o the acceptance of gifts, including gratuities
and rewards. This policy applies to employees of the company. Employees include all permanent, part-
time, temporary and probationary status.

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

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

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

a. 1% Instance — Written Warning
b. 2™Instance- Final Written Warning
¢. 37 Instance- Dismissal

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

Employee Acknowledgement

| have read, understand and agree to comply with the foregoing policies, rules and conditians EOVErning
the iPloy Gift Policy.

Name: (MR~ BOY B0
Signature: g-gr Date: aﬁ’/ﬂfiﬂﬁ#




iPloy Social Media Policy

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

All employees should be aware that iPloy regularly monitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.
iPloy does not specifically monitor social media sites for employee content on an ongoing basis, hawever
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 regularinternet monitoring, or is brought to the organization’s attention by
employees, customers, members of the public, ete,

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

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

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

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

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

» Be aware of your association with the company when using online social networks, You must
always identify yourself and your rofe if you mention ar comment on the company. Where you
Identify yourself as an employee, ensure your profile and related content Is conslstent with how
you would present yourself with colleagues and clients. You must write in the first person and
state clearly that the views expressed are your awn and not those of iPloy. Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
your opinlon, and not necessarily the opinions of the company.

* You are personally responsible for what you post or publish on soclal media sites, Where it s
found that any information breaches any policy, such as breaching confidentiality ar bringing the
company imto disrepute, you may face disciplinary action up to and Including dismissal,




*  Beaware of data protection rules - you must not post calleagues’ details or pictures without their
Individual permission, Employees must not provide or use their company password in response
to any internet request for a password,

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

# Be respectful always, in both the content and tone of what you say. Show respect to your
audience, your colleagues and custamers and suppliers. Da not post ar publish any comments or
content relating to the company or its employees, which would be unacceptable in the workplace
or in conflict with the company’s website. Make sure the views and opinions you express are your
awi.

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

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

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

*  This policy extends ta future developments in internet capability and soclal media usage.

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

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

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

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




* At all times respect copyright and intellectual property rights of information you encounter on
the internet. This may require obtaining appropriate permission to make use of infarmation, You
miust always give proper credit to the source of the Information used.

Specific Managerial Responsibilities

By their position, Managers have obligations with respect to general content posted on social media.
Manazgers should consider whether personal thoughts they publish may be misunderstood 25 expressing
the company’s opinions or positions even where disclaimers are used. Managers should err on the side of
caution and should assume that their teams will read what Is written. A public online forum is not the
place to communicate company policies, strategies or oplnions to employees,

Enforcement / Progression

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

Infractions for this policy Is tagged under Level 2 offense and follow these progression:

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

Employee Acknowledgement

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

Marme: Mz EQ‘_X Egon
Signature: S—-%f Date: ':”5'/ z"?/ 24
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Date : February 22, 2018
To tALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Dperations Manager

Subject - WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. DBIECTIVE

LL In conformity with Republic Act No, 8504 aotherwise known as the Philippine
AIDS Pravention and Contral Act ol 1998 which recognlees workplace-based
programs as a potent {ool in addressing HIV/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 prevention of
HIV/AIDS in the workplace

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

2. COVERAGE

2.1 This Program shall apply 1o all employees regardioss of their employment
status.

3. IMPLEMENTING STRUCTURE
4.1 lploy Inc. HIV/AIDS Program shall be managed by its health and salety
commitiee consists of representatives from the different divisions and
departrmerits.

A POLICY STATEMENT

4.1, BASIC INFORMATION ON HIV/AIDS
411 Whan s HIV/sI057
4111 It i a disease caused by 4 wvirus called HIV  {Human
Immunodeficiency Virus). This virus slowly weakens a person’s
ability to fight off other diseases by attaching itsell fo and
destraying impartatt cells that contral and support the human
mmune system,

4.1.2. How HIV/AIDS is transmitged ¢

4121 Unprotected sev with an HIV infected person;
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4122 from an infected mother 1o her child (during pregnancy, a
birth through breast feeding);

4,123 Intravenous drug use with contaminated headles,
d.1.24 Transfusion with infected biood and blood products; anid

4105 Unsale, unprotected contact with infected blooes and Bleeding
wounds of an infected person,

413, Jsthere a cura?

4131 Mo. However, there are antiretroviral drug combirations that
are available when properly wied, result in prolonged survival of
people with HIV, Holistic care of peopie living with HIV-AIDS and
comprehensive  treatment ol opportumistic  nfections  also
drarmatically improve quality of fife

5, GUIDELINES
5.1. Preventive Sirategies
5.1.1. Conduct of HIV-AIDS Education.
2111 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 arientation of newly hired
employess. The standardized information package developed by the
Department of Labor and Employment [OOLE) may be used for this
pUrposeE

5112  Howwill it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures, counselling and training. and

information on adherence to standard or universal precautions in the

workplace
5.1.2. Screening, Diagnoses, Treatment and Referral to Health Care Services

3141 Screening for HIV as a prercguisite to employment s net
mandatory

5122 The company shall éncourage positive health seeking behavior
through Voluntary Counseling and Testing,
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5123 The company shall pstablish a referral system and provide
access to diagnostic and treatment services for its workers. Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
bry the company's medical clinic staff,

5124,  The company shall likewise flacilitate access 1o livelihood
assistance for the affected employée and his/her families, being
offered by other government agencies,

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

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

B.12  Waorkplace management of sick employvees shall not differ from that of
any other lllness

6.1.3. Discriminatory act done by an officer or an employes agaiinst thelr
co-afficer or co-employee shall likewise be penalized,

6.2. Confidentiality/Naon-Disclosure Policy

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

6.2.2. Job applicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical information

B.2.3. Co-employees shall not be obliged to reveal any personal information
relating to the HIV/AIDS status of fellow workers.

6.3. Work-accommodation and Arrangement

B.3.1. The company shall take measures to reasonably accommodate
employees with AIDS refated illnesses

63.2. Agreements made between the company and employea’s
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for return o work.
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7. HOLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1, Employer's Responsibilities

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

A1.2. Prowde information, education and training on HIV/AIDS for its
workforce,

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

7.1.4. Ensure confidentiality of the health status of jts emplovees and the
access to medical records is limited to authorized personnel.

115, The Company, thraugh its Human Resources Department, shall see 1o
It that their company policy and program is adequately funded and made
known to all employess.

716 The Health and Safety Committee, together with employess! labor
organizations shall jointly review the policy and program and continue fo
improve these by networking with government and organizations
promoting HIV prevention

.2, Employees’ Responsibilities

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

722, Employees shall practice non-disoriminatory acts against co-employess

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

724, Employees shall comply with universal precavtion and preventive
Medasures.




-
L3
Py W s ) IP
Vinh Faer WY Soaw
[T -

PERERIH R L] g b B s Parn,
s Ciby B0

8. IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY

9.1. This Policy shall take place sffective immediatety and shall be made known to
every employes

] ] | A
Prepared by: Jo H .Lil'}!ilﬁlmlm:ﬂ =

Human Resources W
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Date :January 1, 2018

To sALL EMPLOYEES COMNCERNED

From { Human Resources

Thru ! Operations Manager

Subject ! WORKPLACE POLICY AND PROGRAM ON TUBCROULOSIS (TB) PREVENTION

AND CONTROL

1. DBRIECTIVE

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

1.2.To provide initiatives 1o prevent the outbreak and spread of tuberculosis in the
wuorkplace, and to treat, care, and support employess who become afflicted with
tuberculosis

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

3.1.The company secks the prevention of the spread of tubereulosis, as well a5 the
treatment, rehabilitation, and restoration to work of employees who contract
this disease. To achieve this goal, all employees are strictly manda
an anni ical examination he requisite ch

3.2.Als0, in line with this, a TB awareness program shall be undertaken through
inlormation disserninatian, which shall include its nature, fraquency |eccurrénce
in 3 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 s & comprehensive strategy to control TH, and is composed o five
components, which are.

331 Poltical will or commitment to enduring sustained and quality TH
treatment and control activities;

332, Cose detection by sputum-smear microscopy among  symplomatic
patients;
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333 Standard short-course chemotherapy using regimens of 6 1o 8 months for
all confirmed active TB cases (i@, smear positive or those validated by the
TB Diagnostic Commities) Complete drug taking through direct
observation by a designated treatment partner, during the whole course of
the treatment regimen;

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

135, Astandard recording and reporting system that allows assessment of case
finding and treatment outcomes lor each patient and of wbereylosis control
program’s performance overall

3.4 Employees must be given proper information on ways of strengthening thadir
immune responses against T infection, |e., information on good nutrithar,
adeguate rest, avoidance of tobacco and alcohol, and good personal hygiene
practices.  Howewer, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
infarmation an its etiology and complete parformance avarall

4.5 Improving workplace conditions:

351, To ensure that contamination from TH arborne particles i controlled,
workplates must provide adequate and appropriate ventilation (DOLE-
Occupational Safety and Health Standards, O5HS, Rule 1076.01] and thers
shall be adequate sanitary facilities for workers.,

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

3.6.Capability building on TB awarenass raicing and {raining on TE case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the owupational safety and heaith
commities,

3.7.50cial Policies:

371 Nonddiscimination: Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entithed 1o work far a5 long as they are
certified by the Compary's accredited health provider as medically fit and
shall be restored to work as soon as ther (liness s controlled.

372 Work Accommodation: Through  agreements made  between  the
management and the employees, wark accommodation measures o
support employees with TB Is  encouraged through flexible leave
arrangements, rescheduling of working times, and arrangements for return
Lo wark
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3,73, Restoration to Work: The emploves may be allowed to relurn to work
with reasonable working arrangements as determined by the Company's
Health Care Provider andfor the DOTS provider,

1.8 Employer Responsibility:

181 Employees who have symptoms of TB shall immediately seek assistance
from the Company's Health Services Provider

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

3812 Similarty, for those at risk, L.e., those with family members with TB
or those exposed to a co-employee with TB, it would be prudent to
obsarve the same good hygiene practioes until declared free from the
disease and safe from transmission

382 Once diagnosed to be with TB employees shall immediataly seek
treatment etther through the Department of Heaith's DOTS or a private
physiclan of the employee’s choloe. However, it s Imperative that the ane
strictly adheres ta the course of treatmient. Failing to dutifully observe the
treatment course may pgive nce Lo complications, such as resistance or pven
the failure of treatment, which may make it harder to treat the infection and
result in a longer absence.

3821 An absence from wark due to medical reasons of over six [6]
manths may resull in the termination of ope's employment ag
provided for by the Labor Code of the Philippines under Ari. 784 -
Disease as Ground for Termination,

3183, Employees are required 1o undergo an annual compulsory chest %-ray
through the Annual Physical Examination, If far any reason an employee
faits tr secure a chest x-ray al that time, hefshe shall be directed to securs a
chest x-ray a8l an accredited clinic by his/her respective Infirmary/Health
Services.

3.9.The Company shatl ensure that any T8 occurrerce in the workplace is traced and
that all contacts are clinically dassessad, as much as feasibla

3.10, An employee afflicted with TH, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and wha s finally
declared 10 be in a non-communicable stage, may be allowed back 1o werk
subject to being given a medical clearance by a Company designated physician

3.11. Employees (those afflicted with the disease or those identified under
cantact tracing) who refuse 1o cooperdte and dubfully observe lawful
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instructions (undergo a medical check-up and/or treatment), may be subject 1o
disciplinary action proceedings for insubordination (the penalty al which may
range up to'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 coordinate with the Occupational Safety and Health
Center who shall pravide preventive and technical  assistance in the
imptementation of the Workslace TB Control and Maragement Program.

4.2.An emplovee who undergoes the Annual Physical Examination with the requtsite
chest x-ray will have hisfher medical record forwarded to company clinic/MRD,
Emplovees who fail to undergo the requisite annual chest x-ray shall be directed
to secure ane at an accredited cline or by his/ter preferred Infirmary/Health
Services.

4.2, Those with medical findings shall be required to undergo Turiher medical
check-up. Al medical recards in connection with this second/ further check-
up shall be submitted 10 company clinic/MRD and  his/her respective
Infirmary/Health Services

422 The employee shall then coordinate with company cliric/HRD and his/her
respect ive Infirrmary/Health Services Tor the next sleps

4.3 An employee who is suspected to be afllicted with TR, whether ac a direct susoect
of by contact tracing, shall cooperate fully with  hisfher  respective
tnfirmary/Health Senvices {and/or the contracted Health Services provider). If
thit employee lests positive for TH, the emplovee shall underga the DOTS
program o its complation

4401 the employee newds 1o undergo a leave of absence Lo recuperate, befshe will
be allowed to use the appropriate leave before hefshe may request 1o be
permitied 1o go on a Leave of Ahsence without Pay (LOAL

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

442 The Unit concermed shall ensure that the requisite procadurss dre
observed by the employes and that the company clhnie is duly infarmed

4.5 An employee may be allowed to go on a medical leave of absence {without pay)
for @ mammum period of six (6] mombs, THe concerned employee shall submit
an application for a leave of absence belore gong on leave, Said leave
apptication shall be subject to approval at the sole discretion of the Company
Kanagement

4.51. The same procedures under 4,21 to 4.2.2 shall be sbhierved.
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4 &-After treatment, with a mammum panod of sx (B} months on leave [without payl,
#n F'rI'ID|EI'g'EE found to be cured or 8 non-commuticable stage af TH may be
aliowed back to work, provided that the employee's health shall continue 1o be
monitered :1ur|ng the annual physical examinglion with the requisite chest x-ray
of ay may be deemed necessary by the Unil Health Services [Infirmary) or
contracted Health Services provider

4.7 The employee returning o work shall be required by the Management 1o secure
@ madical clearance from a medical doctor chosen by the Company before being
allowed to return to work

4.8.The HRO will initiate disciplinary proceedings agamnst any employee found 1o have
discontinised treatment in defiance of medical advice, or who refuses 1o undergo
the full treatment course prescribed.  Likewise, employees who are ardered to
undergo a check-up due to contact tracing but refuse 1o do so will also face
discoplingry action proceedings. In both cases, the maximum sanction applicable
for insubstdination will be tha termination of ane's employment, if i1 5 deemed
warranied

5 IMPLEMENTATION AND MOMNITORING

5.1 The bafety and Health Committee or its counterpart shall periodicatly monitor and
evaluate the implementation of this Policy and Pragram

6. EFFECTIVITY

B.1,This Policy shall take place effective immediately and shall be made known to
every employee

Prepared by lo Hiona R elecio Lakry &0~ EBoN
Hisrran Resources
0/24 /2024

Reviewed by All : arilla Jr.
Direttor of Gparations

Approved by: Yisroel ¥, Gissinger
CED




o @ iPloy

Fynzcadnnies Minaad Cabeu Sarsirerss Pars, e

Ertns Dty s
Date : February 22, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM QN HEPATITIS A

1. OBJECTIVE

LLlploy Ine. is committed 1o conform to the established standards assurange of
customer satisfaction, protection of our environment and health and safety in
the warkplaces,

1.2.The company promotes and ensures a healthy environment through its varous
health programs 1o safeguard its employees. And as part of the company’s
compliance to DOLE Department Advisory No: D5, Series of 2010 (Guidelines for
the Implementation of a Workplace Policy and Program on: Hepatitis Bl, this
Program has been developed. This program b aimed to address the stigma
attached to hepatitis B and to ensure that the employees' right against
discrimimation and confidentiality s mantained,

1.3.This guideline Iz formulated far everybody's infarmation and referance far the
diagnosis, treatment, and prevention of Hepatts B This will infarm the
employess of ther role as well as the company in dealing with Hepatitis 8, A
healthy environment encompasses a good warrking relationship and grear output
for continueus business growth,
2. COVERAGE
2.1.This Program shall apply to all employees regardiess of thelr amployment status
3. POLICY STATEMENT
3.1 Implementing Structure
3.1.1. Iplay Inc. Hepatitis B workplace policy and program shall be managed by
its health and safety commitiee. Each division or department of the
Compary shall be duly represonted
3.2 Guidelines
3231  Edueation

3231 Hepatitis B shall be conducted through distribution and posting of
IEC matenals and counselling ard/ of lectures:-and
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1212 Hepatitis B education shall be spearheaded by Iploy Ine Medical
Llinke in close coordination with the health and safety commitiee

3.2.2. Preventive Strategies

32,21 All employees are encouwraged to be immunized against Hepatitis
B after securing clearance from their physician

3.2.22 Wiarkplace sanitation and propes waste management and disposal
shall be monitored by the health and safety committee on a regubar
basis,

3323 Persoral protective equipment shall be made available 3t all times
fiar all employess, and

3224 Employees will be given traming and information on sdherence 1o
standards or universal precautions in the workplace,

4 S0CIAL POLICY
4111 Non-dscriminatory Policy and Practices

#1111, There shall be no discrimination ol any torm against
employees on the basis of thelr Hepatitis B status consistent with
Ihe international agreements on non-dischimination ratified by
the Philippines (ILO C111). Employess shall not be diseriminsted
aganst, fram pre to post employmen:, including hiring,
promotion, or astignment because of ther hepatitis B status

4.1.11.3. Workplace managemaont of sick employvees shall not differ
from that of any other liiness. Persons with Hepatitly B related
llinesses may work for-as long as they are megically fit by work

4112 Conflidentialty

411321 fob apphcanty and employees shall not be compelled 1o
disclose thewr Hepating B status and other related medical
information. Co-employees shall not be obliged to revesl any
personal information about thelr fellow employees. Access to
personal data relating Lo employes’s Hepatitis D status shall be
bound by the rules on confidentialily and shall be strictly limited
to medical personned or if legally required

4113 Work-Accommedation and Arrargement
4.1.131 The company shall take measures Lo reasonably

accommodate employees who are Hepatitis B positive o with
Hepatitis B - related (inesses
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4.1.1.32 Through agreements made betwesn management and
employess’ reprecentalive, measures to support employvess with
Hepat|tis 8 are encouraged to work through flesble leave
drrangements, rescheduling of working Lime and arrangament for
return to work.

4.11.4 Screaming, [Diagnoss, Treatment and Referral to Health Cara
SBrvices

41141 Tne company shall establish a referral system and provide
access to diagnostic and treatment services for its employees for
appropriate medical evaluation) monitaring and management.

4.1.1.42. Adherence to the guldelines for healtheare providers on
the evaluation of Hepatitis B positive employees (s highly
encouraged.

41143 Screening for Hepatitis B as a prerequisite to omploymen
shall not be mandatary,

4,115 Compensation

41,151, The company shall provide access te Sacial Security
System and Ermployess Compensation benefits under PD 626 Lo
an employee contracted with Hepatitis B infection in the
performance of his duty,

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
51.1.1. Employer's Responsibilities

5:1.1.11 Management, together with employess’ grganizations,
company. focal personnel for human resources, and safery and
health persanmel shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatits B

51112 The Health and Salety Commitiee shall ensure that thelr
company policy and program is adequately lunded and made
known (o all employees

51113 Thie Human Resources Department shall ensure that thes
policy and program adhere to oxsting legislations and pubdelines,
including provisions on leaves, benefits and insurance.

51114, Management shall provide Information, education and
trainingon  Hepatitis B for |ty workforce consistent with the
standardized basic information package developed by the
Hepatitls B TWG; if not availabie within the establishmen, then
provide access Lo information.
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51115, The cotpany shall ensure non-discriminatory practices in
the warkplace
51116 The management together with the company  focal

personnil for human resources and safety and health shall
provide appropriate pecsonal protective equipment to prevent
Hepatitls B exposure, especially far employees exposed to
potentially contaminated blood or body fluid

51.1.1.7. The Health and Safety Committee, together with the
ermployees’ organizations shall |oinlly review the policy and
program for effectiveness and continue 1o improve these iy
retworking with government and organizations promoting
Hepatitis 8 prevention.

21114 The company shall ensure confidentiality of the health
status of its employees, including those with Hepatitis B,

5.1.1.19. The human resources shall ensure that access o medical
recofds is limited Lo authorized personnet

5112 Emplayees Responsiblities

51.12.% The employees’ arganization is required to undertake an

active rofe in educating and troining their members on Hepatitis

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

promoling and practicing a healthy lifestyle with emphasis an

avoiding high risk tehavior and other nsk factors that

expose employees 1o increased risk of Hepatitis B

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

51122, Employees shall practice non-discriminatery acts against
co-employees on the ground of Hepatitls B status

51123 Employees and their organizations shall not have access 1o
personnel data relating to an employes’s Hepalitic B status. The
rules of confidentiality shall apply n carmying. oul unian and
arganization functlans,

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

5.1.1.25. Emiployees with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis B status,
that is, if thewr work activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatitls B positive at risk
for aggravation.
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B, IMPLEMENTATION AND MOMNITORING
B 1. Within the establishmient, the implementation of tha policy and program shall be
monitored and evaluated periodically, The safety and health committes or its
counterpant shall be tasked for this purpose,

¥. EFFECTIVITY

7.1.This Policy shall take place effective immediately and shall be made known to
EVETY Bmpioyes

i
Prapared by Mﬁr;hllf lecio LAERY €0Y eEgon
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Date lanuary 1, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Dperations Manager
Subject - DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

11

1.2

In comphance with Article V of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Aegulations and DOLE Department Order Noo 53-03, series of 2003
{Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector) Iploy Inc. hereby adopts the following
policies and peograms to achieve a drug-free workplace,

Company policy 5 to mamtain a workplace ree of illegal drugs. To ensurs
that the objectives of the company's corporate palicy are met, the comparny
i imglementing this drug-tree program. The program will have the following
elements

2, COVERAGE

.1

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

3. POLICY STATEMENT

31

3.2

33

34

The use, possession, salicitation for, or sale of dangerous drugs on company
premises or while performing an assgnment

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

Fassession, use, salcitation for, or sale of dangerows drugs away from the
company premises, if such activity or involvement adversely affects the
employee's wark performance, the safety of the employee or of others, or
puts at risk the company’s reputation,

The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while an the premises of the company, o
while on company business, "Dangerous Drugs” inchude those listed in the
Schedules annexed to the 1961 Single Convention on Narcotic Driags, as
amented by the 1972 Protocol, and In the Schedules annexed to the 1971
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Smgle Convention on Psychotrogic Substances as enumerated in the
attached annex of RA, 9165,

4. MANDATORY DRUG TEST

4.1, Ta ensure that anly those gualified shall be screened and recruited to prevent
the detrimental effects (eg lower productivity; poor decision . fmaking,
incregsed wecidents; more compensation cloims, ond reduced team effort]
which drug use and abuse miay cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment,

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

A4.3. The Company may also conduct drug testing under any of the following
tircumstances:

431, RANDOM TESTING; Officer/employees may be selected at random for
drug testing at any interval determined by the Company.

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

4.3.3, POST-ACCIDENT TESTING: Any officerfemployee invalved in a “Near-
Miss" incident or “Work Accldent” under circumstances that suggest
possible use or Influence of drugs may be asked Lo submit to a drug test,
As dafined herain, "Near-Miss™ means an incident arising from or in the
course of work which could have led to injuries or fatalities of the
workers andfor considerable damage to the employer had it not been
curtailed. "Waork Accident”™ refers to unplanned or  unexpected
occurrence that may or may not result in personal injury, property
damage, work stoppage or Interference or any combination thareof of
which arises out of and in the course of employment.

4.3.4. Al drug tests shall employ, among others, two (2] testing methods, the
screening test which will determine the positive resull as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening  test, Where the confiematory  test turns  positive, the
company's Assessment Team shall evaluate the results and determine
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the level of care and admimistrative interventions that can be extended
to the concemed employes

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

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

5. TREATMENT, REHABILITATION, AND REFERRAL

51,

5.2,

53.

54,

An officer/femployee who, for the first time, is found positive of drug use,
shall be referred for treatment andfor rehabilitation in a DOH accredited
center. For this putpose, Iploy Inc. shall provide a list of at least three (3}
accredited facilities which an employee who was tested positive for drisgs
may choose from

Following rehabilitation, the company's Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employes and recommend Lo the emplover the resumption
of the employee's job if he/she poses no senous danger to hisfher co-
employees and/for the workplace.

All costs for the treatment and rehabilitation of the drug dependent
emplovee shall be charged to his account The peried during which the
employee |5 under treatment or rehahilitation shall be considered as
authorized leaves.

Repeated drug wse even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under FLA. 9165
and Is a ground for dismissal

6. ADVOCACY, EDUCATION AND TRAINING

6.1

b2

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

All officers and employees are reguired 1o undergo an orientationfeducation
program before assumption of their respective duties. The program shall
include the following Lopics:;

b6.2.1. Salient features of R.A. 9165;

6.2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family ard the community;
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6.2.3, Preventive measures against drug abuse; and

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

. To encourage all officers and employees 1o lead a healthy lifestyle while at

work and at home, |ploy Inc, undertakes to conduct the following activities as
often as possible:

B.3.1 Lifestyle assessment programs  on health  nutrition,  weight
management, stress management, aloohol abuse, smoking cessation, and
other indicators of risk diseases,

€.3.2. Health wellness screenings (e blood pressure and heort rote,
cholesterol test, blaod glucose, enc.);

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

£.3.4 Other activities promaoting health and wellness.

ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

71

.,

3

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

prevention and control of dangerous drugs, including drug testing, shall be
disseminated to all officers and employess. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them

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

Al afficers and employees shall enjoy the right 1o due process, absence of
which will render the referral procedure ineffective.

CONSEQUENCES OF POLICY VIOLATIONS

8.1

8.2,

Any officer or employes who uses, possesses, distributes, sells or attempls to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
urlawful acts as defined under Article || of RA 9165 and its iImplementing
Rules and Regulations shall be subject to the pertinent prowvisions of the sawd
Act,

Any officer or employes found positive for wse of dangerous drogs shall be
dealt with adrminstratively 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 AND MONITORING
911 The implementation of these policies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workplace, For this purpose, an Assessment Team shall be constituted in
accordance with D00 5303,
10, EFFECTIVITY

10.1 This Policy shall take place effective immediately and shall be made
known (o every employee

11 ATTACHEMENT

11.1 Drug-Free Workplace Policy and Program Acknowledgement

flel .'._,
Propared by: 1o Hdl[#;"%{;jeleciu S_g,

Hurman Resaurces

LAkrY BUY €GON

$/24 /w29

Approved by: Yisroel ¥, Gissinger
CEQ
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Drug-Free Weorkplace Program Acknowledgement

| hereby acknowiedge that | have recelved and read lploy Inc. Drug-Free Workplace Policy
and Program, & summary of the drugs which may alter or affect a drug test and 3 list of
local Employee Assistance Program providers o local drug and alcohol treatment
programs, | have had an oppartunity to have &l aspects of this material fully explained. |
dlso understand that | must abide by the Program as a condition of initial and/or
continued employment, and any violation may result in distiplinary action up to and
including termination,

I also understand that during my employment | may be required to submit (o testing for
the presence of drugs or alcohal in my body. | understand that submission ta siich testing
is a condition of employment with [Campany|, and disciplinary action up to and including
termination may result if;

1 | refuse Lo consent Lo Lesting,

2] | refuse to execute all farms of consent and release of liability that are usually and
reasonably associated with such examinations,

3) Irefuse to authorize release of the tast results to the campany.

aj The tests establish a violation of [Company]'s Brug-Free Workplace Policy

51 | atherwise violate the policy.

| also recognize that the Drug Free Waorkplace Folicy and related decuments are not
intended Lo constitute a contract between Iplay Inc, and me.

The undersigned further states that hejshe has read and understands the abowe
acknowledgement and signs below af his/her own free will,

% /24 /20

SIGNATURE DATE

WITNESS DATE
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Dare anuary 1, 2018
To : ALL EMPLOYEES CONCERMED
From : Human Resources
Thrru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1, OBIECTIVE

L1 The following policies and procedure are hereby |ssued by Iploy Inc. to

R

2.1

3. POU

34

3.2

3.3

34

prevent sexual harassment in its workplace and to provide the procedure for
the resclution, settlemant and/or disposition of sexual harassmenl cases

ERAGE

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

CY STATEMENT

Iploy Inc. believes that employess should he afforded the opportunity to work
inan environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines the employment relationship.  No employes,
gither male or female, should be subjected verbally or physically 1o
unsolicited and unwelcome sexual overtures or conduct

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

Ipley Inc. will not tolerate any behavior that amounts 1o coxual harasement
and any officer or employee found to have committed sexual harassment
shall be subjected to disciplinary action, up to and inchuding dismissal,

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted. and its policy is based on, the definition of sexual
harassment set forth in Section 3 of AA FRIT. It provides that sexual
harassment in workplace is committed by an emplayer, employes, manager,
supervisor, agent of the employer, ar any other person who, having authority,
influence or moral ascendancy over anather In 3 work emnviranment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement far submission is accepted by
the object of said Act,

In a work-related or employment enviconment, sexual harassrment s
committed when

4.1, The sexual favor ts made as & condition in the hirng or in the
employment, re-employment, of 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
tavor results in imiting, segregating or classiying the emplayee which in
any way would discriminate, deprive or  diminish employment
opportunities or otherwise adversely affect said employes;

34.2. \he above acts would impair the employees' rights o privileges under
existing labor laws; or

3.4.3. the above acts would result in an intimidating, hiostile, or offensive
envirenment for the employee.

3.5 WHERE SEXUAL HARASSMENT 15 COMMITED

sexual harassment may be committed in any work or training envirenment. It
may Incliude, but are nat limited to the following:

351 inor outside the office building or training site;

3.5.2, atoffice or training-related social functions:

3.5.3. inthe course of work assignments outside the office:

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

3.6, FORMS OF SEXUAL HARASSMENT
sexual harassment may be committed In any of the following farms:

i6.1. Overtsexual advances:

3.6.2. Unwelcome or improper gestures of affection:

3.6.3. Request or damand for sexual favors including but not limited to going
out on dates, outings, or the like for the same purpose:

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

Sexual harassment does not refer 1o occasional compliments of a socially
acceptable nature. It refers to bebavior that s not welcome, that is
personally offensive, that debilitates morale, and that, therefore, interfares
with work effectiveness

EMPLOYER'S RESPONSIBILITY

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

4. PROCEDURE

4l

42,

COMPLAINT PROCEDURE

411, Any officer or employee, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iploy Inc
management or ownership. Al allegations of sexiual harassment will be
guickly investigated. To the extent possible, the (dentity of the officer or
emnployee shall remain conflidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
outcome af the investigation,

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
represemtative to recelve complaints, Investigate and hear sexual
harassment cases. The Committee shall develop its own rulss in the
settlement and disposition of sexual harassment cases. The Commitiee
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 & complamt of sexual harassment or who speaks as a witness
in the Investigation of & complaint of sexual harassment
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4.3, WRITTEN POLICY

4.3.1. Al officers and employess of Iploy Inc. shall receive a copy of the
company’s sexual harassment policy upon assumphbion of their respective
offices. if at any time an officer of employes would like another copy of
the policy, please contact the Office ol the Committee on Decorum. i
Iploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
maodified policy,

5 COMFIDENTIALITY

5.1 At the commencement of the investigation procedure at the Committes,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspandences read, and, testimonies heard, will be kept under
the strictest confidence. |t is the intention of Iploy Inc that rights of the
parties, especially the innocent ones, are protecled. At the same time,
hawever, dignity and henor shall be preserved for all the parties concerned
by keeping all Information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper

6. EFFECTIVITY

£.1. This Policy shall take place effective immediately and shall be made known to
every employee.

Prepared by: lo % R _PE-IECLL:
Hu

an Resources MMV &ﬂ‘:’r EF oAl
¢/ 24*/%24

Reviewed by,

Approved by: Yisroel ¥. Glssinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name Position in Establishment
Chairman: Alfred Camarillo Director of QOperations
Secratary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigali CSR - Phone

Submitted by:

Yisroel Y, Gissinger
CEO
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BATE 2 April 3, 2018

o ! ALL EMPLOYEES

FROIM : HUMAN RESOURCES DEPARTMENT
THRU : CPERATIONS MANAGENMENT
SUBRIECT : MEMO: RESTROOM GUIDELINES

Iploy Inc. pravides unisex restrooms available <o that employoes can use them when they need
1o do 5o, One is located inside the operation floor and second Is in the hallway outside 1he
aperation floor. However, those who are uncomfortable. has issue with the unisex restroom.
we have a separate single, private restroom available for use,

Muoreaver, any employee with concern,/issus in using the unisex restroom, please viset Human
Resources office to get door access pass. Office security, Log in and Log out procedure shall
appy.

Furthermore, it 15 essential that all emplayess should comply and observe the restroom
stiquette:

Knock |f the cubicle appears to be cccupied, Don't peek under the doors
Lack thee cubicle door when you enter
Stand close enough to the pan or urinal so you don't wet the seat, walls or
Hiogr

= Flush the toilet atter use and wipe off the tailet seat far thi rest user

* Paper towels go in the trash can, not an the flaor or in the tollet bowl

®  Wash your hands to prevent the spread of eolds and the fly

*  Please use water and paper Lowels conservatively

For yaur information and guidance

S

Latey BOY edon

¢/ 24 /2024

Alfredo arile Jr
i ] p]eratlnﬁs
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February 27, 2018

To : ALL EMPLOYCES

FROM - HUMAN RESOURCLCS DCPARTMENT
THRU 1 OPERATIONS MANAGER

suniecy .

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is issued to cnsure the effective enforcement and strict observance of all
employees on oflice altendance and punctuality

To ensure offective implementatio

n and monitoring of office security

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

2. Employees are allowed to be
their scheduled time

3. Bags and/or persanal jte
the production area

4. Once an employee logged in and inside
outside until their 1% break

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

6. Pantry, recreation room and locker should be closed at
their RF ID to access these rooms

7. No tailgating

8. Employee 1D and RF 1D should be wor
employes

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

10. Employees who left/flost their |Ds will Bet temporary 1D from HR and will be dealt with
according to our code of conduct and discipling.

11. Submit self to magnetic wand sean nin

12. Only water in a clear container is allo

in and log out using the blometric and the RE I0, even
inside the office and to Leg in thirty {30) minutes before
ms should be left in the locker before longing infgoing inside

the preduction area, they can no longer go

all times, employees must use

nat all times, lost BF IDs will be charge to the

£ with the security persannel
wed In the operation area and recreation room

For guidance and strict compliance.

Humarn Resources lazey pBoy e
MNoted by: ("/:ZJ'F'/";I""'I:'ﬂ"F

Scanned by CamScanner
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DATE : MNovember 17, 2021
TO ; ALL EMPLOYEES
FROM 3 HUMAN RESDURCES
SUBJECT : LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

*  ONE LOCKER ONLY per employee. NO sharing of lockers.

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

= Proper sanitation is strictly observed (E.G. Mo storing of unwashed contalners/mugs/utensils, ete.)

*  NO transferring of lockers. Transferring of lockers 1s subject to approval.

= Checking/audit will be dane from time to time and once unassigned lockers are being used, they
will be forced open, and the company will not be liable for padlock replacement nor
reimbursament,

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

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

= The company is not responsible for loss or missing items due to the owner's negl igence,

= Forced Open Request due to lost padlack key or forgotten password/code should be submitted a
day prior and will be subject to avallability of the bolt cutter,

* Authorization to Forced Open a Locker, the request must be submitted via email to hr@igl oy COMm
and must wait for the approval.

s«  NOLOITERING inside the locker room
Unassigned Lockers with cable ties should not be opened.

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

This Memarandum shall take effect on November 22, 2021,

Failure to coamply will be dealt accordingly,

Prepared by:

e |
Carlos Gotlong

General Manager Directo perations

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

muv%g/gw 06/ 24/t 74

Emplovee Signature Over Printed Name/Date
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Cebu City 500

DATE : Apnl 3, 2018

To i ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTRMENT
THRL : OPERATIONS MANAGER

SUBRJECT MEMO: CALL IN FOR OUT OF OFFICE

I arder to properly monitar out of office employess, 3 new process 1o call infrepart abhsence will
be implemented effective Manday, April 9, 2018

Guidelines;

L Incases of late and/or absences, employee shoyld report to Human Resaurces through
SMS or Call via HR hotline: 0917 709. 7074
2. Motification should contain the following infarmation:
i. Complete {real) Namp
b, Department
. Team Leader
d. Callin for: {Whale day Absent, Half-day Absent, Late)
2. Reason
3. HR will be the one ta send notificaton to Operations Management
4. No callin should be communicated through Team leads or any other employee. It shouid
be done by the emplayee or his/her relatives
5. MNotification should be at least two (2) hours befare the employes's shift
6. If an employee |5 advised to rest/eonfined in the heospital, number of rest days as advised
by the physician should be indicated, Otherwise, employee must send notification daily
7. Failure to natify will be tagged as No Call, No Show and/or unscheduled absence arie will
be dealt with according to our Code of Conduct ard Discipline

For your guidance and strict compliance.

&

(ARRY Boby Eson/
Noted by: 5’/24 XMH
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Fabruary 18, 2020

Ta 4 ALL EMPLOYEES
FROM . OPERATICNS MAMAGEMENT
SUBIECT ; ATTENDANCE BORUS 2020

As we end the year 2019, IPloy would like to sel clear key procedures and policies, This memorandum serves as
reminder to be fallowesd:

PAYROLL

1. tmmaculate Attendance Bonus is for employess with perfect attendance. Emploves should NOT commit any
schedule deviatlons lke tardiness, unscheduled absences, undertime and overbreak. Failure ta punch i — out lor
brealks will also disqualify the employee. Mo watvers will be given,

1. Tardiness, Undertime and Cver breaks will be deducted fram the emploves’s pay,

1. Employees whao tendered their resignation before the release of the Sign On Bonus {Flirst Hall or Second Hall) wil
WO lenger be sligible 10 receive it

il Employees qualified far the Sign On Bonus [First Hall or Second Hall) will receive |t an the 307 of the succeeding
manth from eligibility.

5. Eligibility for the annual merit increase |s based an averall pedormance and management discretion, 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 datad on the day of absence or the next day. If the absence
falls on a Friday, the medical certificate must be dated the Saturdsy that immediately fallows — at the latest, |1
cannot be dated on the day that the agent is 1o report back to work.

. 2 days absence - the medical certificate must be dated on the initial day of absence of the next cay. Il the
absence falls on a Thursday, the medical certificate must be dated sither that Thureday or the naxt day — at the

latest. It cannot be dated on the Saturday that immediately follows or that Monday that the agent is to repon back
o wnrk

. 3 days of absence or longer - the medical certificate must be dated on the Initial day of absence or the next
day. |t cannol be dated on the day that the agent reports back to woerk with the advice to rest antedatad from the
initial date of absence, Also, the advice to rest is inclusive of rest days.

o Ex: I the agent i& absent on a Fricley and the medical cartificate states advised to rest for 3 days,
thatisinclusive of the day of absence that the agent took 1o rest plus Saturday and Sunday - the aent must be back
oy wiark on Monday,
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o It the doctor prescribes rest, the medical certificats must Include the number of days of rest. The
advice to rest cannot be antedated.

] Theere must be a fit to wark date.

-] The only exception to the Medical Certificate dare guldelines 1s I the employes has been
hospitalized,
VACATION LEAVES

L. The company resarves the right to approve and disapprove all vacathon leave (VL) requests,
2. Emplayee must exactly have the cormesponding credits for the recuest 1o be approved,

1 credit = One Day

.5 credit = Hall Doy

3. Emiployee with perfect attendance 60 days from the requested WL date will be glven priceity In the approval of
leaves. This is a way of rewarding emplayees with perfect attendance.

4. The company and cllent have the right to disapprove leave requests and cancel approved leaves for those

employees who committed unscheduted absences an the prior menth and on the eurrent manth of the requested
time aff including poor attendance records, behavioral and productivity issues.

o

Lare ®Boy tBon
G/ 24 /2024

Moted By: Appraved By
MG
HR Suape Chiel Executive Officer
LLD )

Director of Operations
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9™ floor, Ayala Center Cebu Tower b ’ 'P'Oy
Bohol Avenue, Cebu Business Park d i f
Cebu City 6000

Date : November 17, 2021

TO : ALL EMPLOYEES

Fram : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

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

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

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

Note: No mare Manual filing of Sick Leave except if the employee was hospitalized andfar
guarantine due to COVID-19,

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

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

+ Blacklisted Doctors and clinics’ will not be honored. [Please refer to the
Blacklisted Clinic/Physician Memao)

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

=  Emergency leave
# Validate his/her absence through supporting documents as to why shefhe was
having emergency leave on the said date,

*  Power Outage
®  Certification from their electric/power su pply provider (e.g., VECD, CEBECO,
MECO)

= Internet Outage
# Ticket number from the internet servics provider and/for screenshotflink of
official outage announcement from the internet/telco provider
#  Picture of the modem (showing red, no light in “Internet”)

3. Any unauthorized sick leave will subject the employee to disciplinary action. SLis unautharized
under the following circumstances:

= The emplovee failed to infarm the Immediate superior or HRD abouwt his/her absence due to
illness unless fully justified,




o

'
iPloy Incorporated ..,:1};' "
9™ floor, Ayala Center Cebu Tower 'P’O
Bohal Avenue, Cebu Business Park ‘ﬂ L \ A
Cebu Clty 5000 bt

» |fsickness claimed is fictitious ar non-existent.

6. The employee or hisfher representative must infarm his/her Immediate superioror HR if an
extension of 5L will be needed to recover from the sickness, & medical certificate must be submitted
before the expliration of the 5L Absence of notice and certification will be considered unauthorized

unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted.

This Memorandum shall take effect on Movember 22, 2021

Please be guided accordingly,

Created by: gvs/

i LA LAarey 8oy Epal
HR ¥lana fﬂ./ﬂd- /%M

iy
Angelo Manal r an

Operations Manager ‘General Manager
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Date
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FROM
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SUBIECT :

& iPloy

Movember 12, 2019

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMEMNT
OPERATIONS PMANAGER

555 SICKMESS CLAIMS - 5 CALENDAR DAYS

Faor those employees' who wants to file for sickness claims must submit the duly accomplished 555
notification form attached with original and complete medical documents, it should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to sulimit
their form in Accounting office.

& meamber is qualified to avail of this banefit if:

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

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

LT+

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

4, He has notified the emplover or the 555, if unemployed, valuntary or self-employed member
regarding his sickness of injury,

Fallure to submit the documents within the prescribed period will free Ploy from any liability of their

claims,

For your guidance.

If there are any questions ar clarifications, please feel free o approach the Human Resource Department.

Sincerely,

harishka | il

Human R a5

MNoted by:

Alfr Chk arillo ir,
Direchof, Dperations

C%

LARRY &OY EBOAN
/24 /tozd




s A Qj’ iPloy

Cedted Buisirspss Pamk, Cebi City G000

HRM-2023-10-016

DATE : October 4, 2023

TO 1 ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services

Bimbo H. Teguilla MD Clinic

Lolita E. Abella-Libres, OMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Manteeilla Jr, MD

Mow Serving

Dr. Guian Darnell Sumalinog

10, Tambut Medical Clinic

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

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

11.5  Diagnosis

11.6  Recommendation

11.7  Fit to work date

ool b B Ll o

HNew Clinics added:
12. Enad Clinic
13. Bing Clinic
14, Gia Clinic
15. Veloso Clinic
16. Dr. Paolo N, Apuli
17, Lowrdes D, Sasoy, MD

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




B & iPioy

Cibea Business Fark, Cebu City G000

4. Do not make erasures an the document, Any corrections made must be counter-signed by
the attending physician.
3. Ensure that the soft copy {sent through email} matches the original copy submitted to HR,

Flease be aware that the following concerns may render a medical certificate invalid and unacceptable;
1. Naconsultation date specified,

No diagnosis provided. Please note that 2 codes are not considered as diagnosis.

No contact information displayed in the medical certificate.

Absence of physician's name and license number,

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

contacted.

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

7. The clinic/physician does not facilitate phone validations for the fssued medieal certificate,

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

ol . S

Lastiy, since hospitals and clinics are now having less restrictions for consultations and aur situations

are constantly improving since the pandemic hit, therefore, we will no longer accept consultation
done gnli ls. Consultation must be done face-to-face.

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

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

at er@igggg_tnm.

Far strict compliance.

Prepared by: g_%,

Nige€) Afganza LAkey 8Oy eBON

Emplayee Relations Supervisar

G/ 24/ 2024
Moted by:
ﬂ@f&gﬂm ﬂﬁm&m Hreldo

HR Manager

Operations Manager Diir r af Pperations
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Date ? Movember 30, 2022

Ta t ALL Employees

FROM H Human Resources Department

SUBJECT 1 VACATION AND SICK LEAVE COMVERSIDN

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

As for the Vacation Leave (VL) conversion, all unused VL eredits will be released on the 30® of Decamber
1022, All employees can plot a VL request until December B, 2022 DNLY. The actual VL dates will cover
only untll April 30, 2023. Kindly tale note of the remindars below in reference to filing of Vi:

* Mo retraction of approved Vis. H the employee reports for work on the actual VL date, the L
willl not be reimbursed and will be volded,

e Mo rescheduling of VL onca approved,

® WL date should nat fall on a local holiday otherwlse forfefted.

Maote: Approval of VL requests will be an or before December 14, 2022,

Furthermare, if the employes resigns or gets separated from the company either valuntary or involuntary,
#ll avallable VL credits will be forfeited and will not be part of their last pay if:

Emplovee filed an immedists resignation and/or falled to provide a 30-day notice.
Employee want on Absent Without Official Leave [8\WOL)
Emploves Incur any leave, absences, and/lor any form of terminal leave within the 30-day notice
period with the exception that the emploves provided & valld documientation such as but nat
limited to hespitalization due to sickness, accidents, or contaglous dissases.

®  Employes incurred more than four {4} hours of accumlated and/ar total late/undertime within
the 30-day notice.

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

& Incurred any behavioral Infraction such as but not Tmited to Sleeping, Browsing Unrelated
Websites and atc,

Furthermore, 5L and VL comversion maybe subjact to taw. Should you have questions pertaining to this
mermp, feal free to feach out to our Accounting personnel at Accounting@iploy.com,

Signad:
2 ﬂnﬂ%m
HR Manager Accounting Manager
Pt by:
. -
Oparations Managsr af Pperathons
Approved by

LAREZ Yy BOY EBOA
le/24/ TO24
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Decermnber 17, 2019

Ta ! ALL EMIPLOYEES

FROM OPERATIONS MANAGEMENT

SUBIECT CLEANSING PERIOD

iPloy Staffing Salutlons belisves i dving employess encugh oom ler improvement to strasghten out
amployment in regards to complisnoe to our company’s Code of Condurt. The sim ol this approach is te hilp
mativate employess rectity passed alfenses and start anew,

Cieansing Period pertains to the time when an employes who has been subjected 1o o Disciplinary Action [0A]
b5 enpected to improve pefformonee. Ample time v glven to correct improger behavise ane refrain from
committing any other infractions.

If an employes does nal commit the same infraction far the specified cleansing period, the progression of the
disciplinary action will slide back to & level depending on its type. Please refer to table below:

Amgdm:e i [
Productivity i |
Behavioral |

The counting of the Cleansing Period will start based on the dite when DA was decided upon. All docomentations
for infractions will s1ill be kept in the Employes’s 201 Fle regardiess what peried of progression

The Cleansing Periad s eMective lanuary 1, 2020 covering Das & months and older.

Sincerely yours, Approved By
Al
JAY | .
o i ager Chief Exscutive Officer

o

LARRY Boy EBOM
Ce /24 /2079
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L _..:._._u__....___i_un._..c!u.m subemithed 1o Human Resources (MR | within 2 warking days from

Hurran Rdeurtss vill sy 3 Motice 1o Sxptaln |NTE] 1o the empioves within 3 working
days.

I STATEMENT OF POLICY 3. Direst Superior ihould sash the emgleyet within 5 woriing days fram the Besanos of

the NTE

Thie Code of Conduct and Diktipire is desipned taensure Fealthy and posiive working A, Copching Ferrm and Wrinien Explanation of the employee shauld be subsmitisd within 5
emironment, and hopes & and ypheld professionasion ameory Py inc. emplopeel, weorking da irom the Maance of the NTE
#ﬁﬂEhﬁnﬂqi_llaagni!lun 5. the attal ¥ of the Tt ' 5. MR wiB ssue Hotice of Sechion with or withowt sistiorn within 5 s from e recsit
Galy @l obj 8 warthy to emg :Eu._. ?Fﬂmﬂniﬁf&uﬂﬁ!ﬂ:ﬂ of the Coaskirg Form and Wenten Expeanation
it s intended to and ! ; Irulend, it serves 25 the guidieg prineiies 2 Eadure to provide Written Sxplanation thall comstisute § wwver of sna srpioysy’s
on what b expecied of its* employess to conduct during the endine employmenit here in iPloy, right 1 B bearc macd confree thet ol the detai in The Heiden REpesT ane Tus
e withaut ary Biases.

b Lapwes in the timading will resuit io @ sancsicn — Sepct of Duty / Insskardination

I DADCTRINES TO GOWVERN THE COMPANY™S CODE OF CONDUCT AND DISCIPLINE €. Lipies in the Grmene will not void the sarction.

1 The right to discipline and discharge employees for jest and proper causes s maragement's . GENERAL BEHAVIORAL STANDWRDNS
preragative enshrired from the 1987 Philippine Constitution,

L Faimest and justics shall ghwing govern (he impostion of discplinary actions. Exating Labar s @ oy emplovee we eapact s you will mest the ioliowing behavionl sEncards:

L, Enplacnenting Ruales #nd Jurisprudencs wil aiways be chearved.

3 The fullg :nﬂ«f%ﬂ__gﬂ the maragement’s resporsdbilty. Thua, it shail be & Proper Conduct ard Decorum i expected from you within the officr snd Gutiids whisr
the primany ol + and department hesds 1o inttfate sy dtclalinary fuprirsenting the Company, This incluces sgpropriate dress, atterdiing the cffice ready to werk, ug of
actions agais! Their wbordinales whenever & vig@tion of The rule 5 committed, poper and decent language, cmervance of proger olfies ard work decorum, maintaining prooar

i b&%iéiﬁ&gtﬂ b corgucing expecitiously, relntiorabps with your collpagues, customen and other indvidusi not in the emgloy of the comase,

5 imguosition of penaltiss when warranted, shall not be cancefied, nor delayed lor any reston, sbdarvance ol and comitiince with Eisting laws of the Philisgices.

E The rights of the respondent as provided for by Liw shafl be guarsniesd.

7. The management may mitigete the penalty 0o be irposed, sutiel homever b menagement's b Enhancirg Cormpany Prodocthiny the Company espscts the Proper cane ard willization of
approval ard upon complarce bo the cendiicns set forth By 1he Laiter, Capital vallable to the Company; tming up for work ready S0 won on time all the: time, fdlowing the

& incasesof multiple viclations of this Code, the faliowing rele shall apply a6 1o the penaity 1o be approorisin break and finksh times, getting on with the joband perfarming the job 1o the best &f woor
impossc: aiility, ponitive Sititude and dedichiian b oni's work assignments, Jupeerting supendiions and thoes in

. MBnRRemEnd,
. Following rulls o usiomer and chent neetons and adways maintaining 3 professional heipial
ATTUde with Cusizenees,

d Manbenance of hesith and safety of the office and people round you. & progsr slfade
Eovuars. cleariiress and proper housekeeping it the office, pood health of yourgell @ GTRers armdng
v, aat i She secunity of the alfice, flicwing basic selety procedusi

. Proper une of Company Propersy, laciities and seoenty 10 prodect comgany and &mployes
EaFls, Secure handling ard m#irtersnce of Comoany retonds, keeg confidential and protect the
raegrity of all Comeery aperating dats and information, apprapriste vee if all Compaery oouipment for
work relsled purooses, progperly aotount kar 81 Company funds received.
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Wi, Saving Cluuse

1. Terminatian of & embloyee shall sutematically sar kim/her from r-emooyment.

1 The penslty of dismisssl shall nat prejudics the right of the compary to Initiste court sction
against the erring employee.

3 This Code shall supersede af other exstng policies, rules, mesmisd, and the |ive, ard alf peliced
b ke ferplarraented, il the seme i found to be inconsistent with the Code af Camduct.

VAL Approval

&y Glmsinger
Cwner and Chiel Evecutive Dlficer

that ¢ sets farth the terrm and congitions of my empicyment o5 well o5 the duties nd resporibites,
and eoligations of employmeni with the Comparsy.

| #lso pekrowdadgs that the Company reserves the dSghto revise, Selete, srd add 1o1he provisions of
this Code of Condues snd Discipine., or condition of employment @n be established by any other
itatemant, sorduct, palicy, or oractice.




