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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™ floar One Montage Tower, Archbishop Reyes Avenue, Cobu City ("Employer"} and [Employes's Name], an
individual with the address of [Emplayes's Address) ["Employee”),

Recitals:

4. The Emplayer is providing a ane-week training program to the Employee ta enhance their skills and
knowledge in the field of Custamer Service and as part of the Onboarding process.

B. The Employee has agreed to participate in this one-week training program.

C. The Emplayer has agreed to pay the Employee 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 Emplayment Requlrements.

Agreement:

1. Tralning Obligation: The Employes agrees to attend and complete the one-week training program provided by
the Employer. The training will commence on June 24, 2034 and conclude on June 28 , 2024,

2, Salary Payment: In consideration of the Employes’s completion of the training, the Employer agrees to pay the
Employee a salary for the duration of the training, pavable at the nearest payvout schedule (15" or 30" of the
manth) upon successful completion.

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

4. Pre- employment Physical Examination (PEME): The Ermployes acknowledges and agrees that if they fail to attain
thelr employment with the company up until regularization. The cost of the pro-employment examinatian will
be deducted from the final pay

5. Submission of Critical and Mon- Critical Requirements: This agreement stipulates that should the Employes fall
to meet the requirements by the specified deadline, even after multiple follow- ups, they are raquired to cover
a portion of any penalties imposed by government authorities

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

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

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

-n-‘g/
| Pacot

b =y -

Employee Complete Name & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT i= made on (Date) [} | 1M r M

BETWEEN

L IPLOY OPC. (the "Disclosing Party"}; and

2. [i.tigrm Orvace g €+ (the "Recelving 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

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

1.1.  tohold the Proprietary Information in strict confidence and to take all reasonable
precautions to protect such Proprietary Information | including, without limitation, all precautions
the Receiving Party emplays with respect to its own confidential materialzg),

12 not to disclose any such Proprietary Information ar any information derived therefrom to
any third person,

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

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

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

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

2. Without granting any right or authorization, the Disclosing Party agrees that the forepoing
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.  isorbecomes (through no improper action or inaction by the Receiving Party or any
affiliate, agent, consultant or employee) generally available to the public, or

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

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

2.4.  wasindependently 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 order,

3, 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 |nformation and any and all copies or extracts thereof. save that
where such Proprietary Information is a form incapable of return ar 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 wa rranty,
express or implied, is or will be made, and no responsibility or liability is or will be accepted by the
Disclosing Party, ar by any of its respective directors, officers, employees, agents or advisers, as to,
or 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 Proprietary
Information,

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

Agreement Is held to be illegal or unenforceable neither the validity, nor enforceability of the




IPhay OPC ey
otk & iPloy
CEbw City 6000

remainder of this Agreement shall be affected, Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

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

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

IPLOY OPC Receiving Party
By: Onboarding Specialist By: ,'JE | { In ‘.‘-’h""j' gL
Name: Jade Lenizo Mata Name: Fuf'iﬂ{&ﬁ Ulhvgnes Pave (

Title: rdi alis Title: LaiStome r Styn)ce Etrjr!jtnbj[ikf_,

Address: #35 Salvador Extension Labangon Address: ¢ pa. ELLSo
Cebuy City
Date:_ Q- 74 - Ty Date: L'LI 14- 2y
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PERSONAL DATA SHEET #%2 Picture

INSTRUCTIOMS:
1 Answer the questions completely and hanestly in the spaces provided
2. Pigase PRENT legibly.
3, DO NOTLEAVE AMY SPACE BLANK. Write "n/s*, “nat applicable” pr “none”

HE-PirS-
{Far HR i ony) AFor H e ondy) {Far HE use prid
EMPLOVEE NUBMBER DATE HRED DEPRRTRENT
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PARAT 2 Basic Imfowrnation & Cortact Deta

uSTRME gl deen ™ Cwente v ™ Geaug

NICENARE MOTHER'S FULL MAIDEN NAME: |, = o X
Clawce i Mg Tone. 4 - e leallns

"CURAENT ADDAESS (Howse ® { Loth / Block 8 [ Sweet, Barangay, Muricinality / City, Frovince, #1p Code)

| Zme & Punk Meare  Upper Muhn Tallay (b Ly (ods

FROVINGAL ADDRESS (Houso B/ Loait /iock & / Steet, Barangay, Municipality | City, Provities, T Coge]

e & Pury Megre , Upper Mybon, TALSAY O, Ceby G 0YY
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nla 1130astgoq; 1" 13acepaa
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| Df89919% AW | mavaditasr | nla _

BINTH DATE BIATH PLALCE ; 4 GENDER i BLOOD THPE
. Ya | 15 !I”-"-:'r-* .’-1'I:"|I""'||I-'_'",||:!I'l.|| Malx, ] ]
MARITAL STATUS | MAME OF SPOUSE [Married) | Email Address(s)
¥1 single : ,
| | Legally Separated - .F"“’ﬁ,t £l |-:rl It |',|r1||.ﬂ-,{-||a_,ﬁm| ||| i
| | Martied SPOWSE TIN
[ 1 Widow\Wiccrwaer |

Are yius related by kinship or marriage up 1o the 30 degres 1o amy cunment gmploves of iFloy?
[ 1¥es [~ Mo if YES, give NAME and RELATIONSHIP

Famlly Back il

WAME OF SPOUSE | married) LPOUSE 'S EMPPLOYER | SPOUSE'S DATE OF BIRTH

N0, OF BIRTH GROER .
BROTHER S | ':_1) | NG, OF SISTER/S ? | NO. OF CHILDWEN I ] I a [Einy Chld, 17, 37, gt} brj
o DATE OF BIRTH &
TEARIE OF CHILDREN (I Ariy) DATE OF BIATH NAME OF SIBLINGS it

Cyan Tade (- Golacn | oforl 10 | Singlo
| i tlil':-nv L ['"I'i!lgjf.tl'l. ll-l 111999 ] slndle
S—— Unshion Lleyd C Fedaeea | 0 loms [Single

N i e [ . sl M [ _I
— 1 l TR AL N Il'.!!'_l'\'."- | i-.'l'l I-"r_“ | I.rl}-'ﬁ Lol | '-||_-£',:..f.
FATHER'S MAME e | DCEUPATION MOTHER'S NAME et | OEEUPATION

:Jlﬁm;mn- L Fﬁ'i'fﬂrmlh“'-i‘.u Ir_i Mo Tge U Pedloc (193] | et '11{"1'-

PART 2 Emergency Contact ErEQI
CONTACT PERSON RELATIONSHIP - TO EMPLOYEEE
i flast, First) CONTALT PHEIHE"ND. {Optional |
i Yifiauge Cupy Alipg. [ 0TI 20 2% Gty -
Brigen  tupth o f | B TES 31 &1y Gt 4

Montaga - 1ésh Floor Qne Momage Towsr, Actnishop Fiayes fose, Colsi Ciy 11 MEY- 11ih Flaos MEY Towoer Pascadores Rond Cabu
Business Fark. Cabuw City 6000 |1 ACCT - Gih Floor, Ayala Caster Coby Towenw, Cabu Busness Park, Cebu City,
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: SCHOOL & ADORESS DATES ATTENDED GHADUATE
s o i id {rmmyyr| = (mmfyr} (e ar Naj
PRIMARY EDLCATION Y —
AT BUGTER Wthen Do sthel {Mibet Plios | Tung M-'!“Iﬂuih Tl Wty .
[ FEZI";’”"' N 45| Mobon Tl [ Jine L - oo Yes
| Fa
:D:E:?:-mmuuﬁ Jrj'*"- oy e |ILI Sth 'Hl . L} S
Genery froodsg Chyom Jue o1l - Mo da|
; Degree)/ Coursa: —
TERTIARY EUCATION
Degree:
FOSTGRADUATE & GRADUATE
STUEES Degrae:
Degree;

PART b

EMPLOYER'S WAME

[Frivery st fecenf @

ipn s el

ADDAESS & TEL. NOC»

KO0 TITLE

SALARY

PERICID COVERED [mmfyr].
FROM | o

HRFEAVISOR'S NAME

SUPERVISOR'S TITLE

EMPLOVIES SUPERVISED
A apghcabi)

REASN FOR LEAMING

EMPLOWERTS NAME ADDRESS & TEL MO,
JOB TITLE SALARY PERIID COVERTD [mmiyr)
FROM o
SUPERNTSOR S NAME | SUPERVISOR'S TITLE EMPLOYEES SUPERVSED
[ mpplicabie)

REASON FOR LEAVING

EMPLOYER'S SAME ADDRESS & TIL. NO.

108 TITLE SALARY [ PERICD COVERED [mm/yr]
EROM ] O

SLIFERVISOR'S MAME SUPERNIS0RS TITLE [ EmPLOTEES SUPERVISTD

| {if applicatie]

REASOHN FOR LEAVING

EMPLOYER'S NAME

ADDRESS & TEL KO

S0BTITLE

[ Satary

PERIOD COWERED [mmyyr)
FROM o

SLFFERVISOR'S NAKKE

l SUPERMVISOR'S TITLE

EMPLEIYEES SUPEAVISED
_|if applicanis]

REASDIN FOR LEAVING

REASON FOR LEAVING

EMPLOYER'S NAME ADORESS R TEL, MO,
OB TIME SALARY PERIDD COVERED {men/yr)
FROM Ta
SLIPERVISDR'S MAME SUPERNISONS TITLE EMPLOYEES SUPERVIEED
{if applicabls)

Fritiage - Hith Floor Ona Montage Towes, Archbeshop Ry Ave, Gebu ity 11 MEY. 11th Floor MY Towss Pascatons Moad Cabe

Businass Park. Catsa Gy 6000 0 ACCT — Sl Floer, Ayala Canler Cabi Towar, Cidn Busivess Pack, Cobu Ciy,
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Purswant to: fa) incigenous Peaphe'’s Act (A 83710, (b) Magas Carta for Disabied Persons (RA T277); and Sofo Porents Weifore Ace 2000 (RA B972)
pleoge answar the follawding e

| e you & mesnber of any indigencus group? O yes | & NO | W s, pleage sperily
Do yau Identify as differently-abled? O ¥ES Fl WO J I yes, ploase specify;
Are you a salo parent? O Yes | B WO | Ifyes, please specify

er i thoes you fove worked with.

TEL. MO,
ST M LY

TR ALIET v
B LTI E T

7 NAME .
':'Ilr.ll g Jong C Tedatin gty Mabey I (TY
# T ’ T T WAL |

Dthiap Gealifications
Jeb-related troining courses (give fible ond yeor), fob-reked shills fotber longuoges, computer ond infovmaotion hechaniogy, reall, machines, et ), Job
related certificates dad ficenses feurrent only), Job-related awards el sgecial occomplishments (pubicotions, memberchias in grofessional of hanor
sochties, Moderghip acthwties, pubils spesking, end pedformaoner owards), Give fotes ond send documeats

= o] DESEN ETICN TS

ADDITIONAL IDENTIFICATIHON

TYPE / CONTROL NO, 155UE DATE EXPIRY DATE
PASSPORT DETAILS
WISA DETAILS {If appiicabile)
CRIVER'S LICEWNSE !
OTHER GONW'T. 15S0ED 1Ds: [For |
example; 555, TiN, SOL0 PARENT |
ID, PRC, ACE, atc.)
MIUTARY / GOVT. / CIVIL
SERVICES {if any|
Have you ever been formally charged of an l-T'FH IF "¥os", please ghve details:
administrative / cvilfcriminal offonsa? K wa
Have you ever been conyicted of an [ ] es If *¥es”, please give detaily:
adrninistrative / civilfcrimimal offensa? 4 wo |

CERTIFICATION

| CERTIPY that, o this bisit of my knowledge and bedlet, all the Information on an attached 12 this document |s true, correct, complete and mata in gl
faith. | UNDERSTAND that fasse prffrapdulent Information on or attached to this anplication may he grounds for not hiving me: or terminate my
employment trom Fioy. | UNDE iy imdormation | ghve miy Be investigated.

Clovence At [ ledacen MECIE:
ﬂﬂmjl."c‘l‘.'lf layee Date Signed

Mcrdag - 18th Floar One Moniagn Towss, Archisshop Reyes Ava, Cabu CRy 11 MEY- 11ih Floar MSY Towsr Pescadores Roar Cabi
Busineas Park. Gt City 6000 (3 ACCT = Bih Fioor, Ayala Canlar Cab Tawsr, Cabu Rusinnss Park, Caba City
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

1, (e Jowe ['M'ﬂm“ hereby authorize Iploy Inc. and/or It's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
Infermation which may be material to my qualifications for employment. A teiephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the ariginal
consent,

| hereby consent to the Company’s verifying all the information | have provided an my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access te
and copies of records pertaining to this information. With regard 1o the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this 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 trustees from

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

Applicant Name: uﬂm“’* miﬂ [ Phr{ﬂtﬂh
Present Address: mlg Funk mEqW . unﬁ'l‘.i" uﬂhm,Tﬂ[ﬁﬂuj [[hj Ew

Social Security Number: {ﬂ"q’} ”q‘u% Date of Birth: L'U(?F T;u'l." ]

-

Signature:

pote. Ol [24 (704




iPloy Incorporated 3);* o
9™ fizor, Ayala Center Cebu Tower ‘ ' Iploy
Bohol Avenue, Cebu Business Park # ovin. B st P
Cebu City 6000

SIGN-ON BONUS POLICY

Policy:

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

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

A regular employee

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

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

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

Releasing of Sign-On Bonus;

» The release of the sign-on bonus will be an 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 a gree to the terms and conditions
of the_ (35K] sign-gn-bonus policy,

(larace
Signature Over Printed Name/Date
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UNDERTAKING

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

Policy Title : Dress Code Pollcy
Revision No H
Effective Date tlune 13, 2022

| acknowledge that signing this document is a confirmation that | understand and agree
with what Is expected of me as iPloy employee with respect to the Dress Code Policy
and | will abide by the provisions (igcluding changes and additions which are deemed
incorporated herein) of s policy

Claviee Joe 7 Jorlacu b | 1ot
Employes Name and Signature Date
Noted: — e
i ___I'?'-L;f’
Tﬂdh L- (ot &J iy

Onboarding Spanﬂj,!'-‘t Name and Signature




iPloy Gift Policy

Thee aim of this palicy is te establish a unifarmity relating to the aceeptance 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 far travel, entertainment and
food are also considered as gifts,

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

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

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

If in doubt, emnployees 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 conditions governing
the iPloy Gift Policy.

o Carence Powe ¢ fortaen

Signature: % “Tli‘. - Date: Uh ! ?"f ( 2 M

|




iPloy Social Media Policy

iPloy recognizes that employees use social media tools as part of their daily lives. Employess should always
be mindful of what they are posting, who can see it, and how it can be linked back to the erganization 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 intarnet commentary, brand presence and industry/customer perceptions.
IPlay does not specifically monitor social media sites for employee content on an ongoing basis, however
employees should not expect privacy in this regard, iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes acrass in regularinternet monitoring, or is brought to the organization’s attention by
employees, customers, members of the public, etc.

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

#  Publishing material that is defamatary, abusive or offensive in relation to any employee, manager,
office holder, shareholder, customer ar 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:
Al employees 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 role if you mention or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. Youw must write n the first perzon 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 eampany, anything you publish is
your opinion, and not necessarily the opinlons of the company.

*  You are personally responsible for what you post or publish on social media sites. Whaere it is
found that any information breaches any paolicy, such as breaching confidentiality or bringing the
company into disrepute, you may face disciplinary action up to and including dismissal,




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

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

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

+  Recommendations, references or commaents relating to professional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
networking sites. Such recommendations can give the impression that the recommendation |s a
reference on behalf of the iPloy, even when a disclaimer is placed on such a comment, Any reguest
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. Therefare, always take time to review
your content in an ohjective manner before uploading. IF in doubt, ask someone to review it for
you. Think through the consequences of what you say and what could happen if one of your
colleagues had to defend your comments to a customer,

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

= This policy extends to 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 pravide you with
sufficient personal protection and limit access by others;

» Consider all online information with caution as there is no quality control pracess on the intermet
and a considerable amount of information may be inaccurate or misleading; and




& At all times respect copyright and inteliectual property rights of information you encounter on
the internet. This may require obtaining appropriate permission to make use of information. You
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities

By their position, Managers have obligations with respect to general content posted on social media.
Managers should consider whether personal thoughts they publish may be misunderstood as expressing
the company’s oplnions 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 anline forum is not the
place to communicate company policies, strategles or opinions to employees,

Enforcement / Progression

Mon-compliance with the general principles and conditions of this social media palicy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy is not exhaustive, In situations that are not expressly governed by this policy, you must ensure
that your use of soclal media and the internet is always appropriate and consistent with your
responsibilitles 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 prograssion:

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

Employee Acknowledgement

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

Clarenw Poe ¢ fodacen
PYASE o

Signature! Date:

o

Mame:
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Date : February 22, 2018

To < ALL EMPLOYEES CONCERNED
From : Human Resources

Thri : Diperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

DBIECTIVE

1.1 In confarmity with Repulilic Act No. 8504 otheswise khown as the Philippine
AIDS Prevention and Contral Act of 1998 which recognizes workplace-based
programs 45 a potent tool in addressing HIV/AIDS as an internatianal
pandemic problém, this company policy 1§ hereby issued for the information
and guidance of the employees in the diagnodin, treatmant and prevention of
HIV/BIDS in the workplace,

1.2, This policy 15 also amed at addressing the stigma attached to HiV/AIDS and

ensures that the workers' right against discrimination and confidentality 15
it airisd

COVERAGE

2.1, This Program shall apply to all employees regardless ol their employiment
status

IMPLEMENTING STRUCTURE
L Iploy Inc. HIV/AIDS Program shall be mandged by its health and safety
committee consists of representatives from the different divisions and
departments
POLICY STATEMEMNT
A.1. BASIC INFORMATION ON HIV/ADS
4.1.1, What is HW/AIDS?
4.1.1.1 It % a disease caused by 4 virus called HIV  (Human
immunodeficiency Virus). This virus slowly weakens a person's
ability to fight off other diseases by attaching itsell to and

destroying important cells that conteol and support the human
IMHmUne system

4,12 How HIVAIDS i transmitbed 7

4131 Unprotected sex with an HIV infecied pierson,
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4.1.2.2 From an infected mother to her child (during pregnancy, at

birth through breast feeding),

2123  Intravenous drug use with contaminated needies;

4124, Teansfusion with infected bloed and blood products; and

4125  Unsafe, unprotected contact with infected biood and bleeding

4.13

wounds of an infected persan

Is there a curg?

4131 No However, therg are antiretrovirsl drug combinations that

are available when properly wsed, result in prolonged survival of
people with HIV. Holistic care of peaple lving with HIV-AIDS and
comprehensive  treatment ol opportunishie nfections also
dramatically improve quality of life

5 GUIDELINES

5.1, Praventive Strategies

5.1

Conduct of HiV-AIDS Education.

5111 Who will conduct ?

The Medical Clinic of Iploy Inc_in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employess
for free. This shall also form part of the orientation of newly hired
employees, The standardized Information package developed by the
Department of Labor and Employment (DOLE] may he used for this
purpose.

5112  How wil it be conducted?

8.1.2.

The HIV-AIDS education will be conducted through distribution and
posting of EC materals, lecture:, counseling and training and
information on adherence to standard or universal precautions in the
workplace

Screemng, Dagnosis, Treatment and Referral to Heaith Care Services

51,21, Screening for HIV as a prerequisite to employment s not

mandatory

51.2.2 The company shall encourage positive health seeking behavicr

throwgh Voluntary Counsaling and Testing.




) ~

e B @ iPloy
Y

e atbiorey Bl Dol B iris Pach,
(Ceha City hoTM

5123 The company shall establish a referral system and provide
access to dagnostc and treatment services for its workers, Referral
to Sooial Hygrene Clinics of LGU for HIV screening shall be facilitated
by the company's medical clinic statf,

51.2.4 The company shall lkewise facilitate access 1o lvelihood
assistance for the affected employee and his/her families, being
affered by other government agencies,

6. SOCIAL POLICY
6.1 Non-discnminatory Policy and Practices

6.1.1. Discrimination in anmy  form  from  pre-employment  to  post-
employment, including hiring, promation or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual I= prohibited.

6.1.2. Workplace management of sick employees shall not differ from that of
any other iliness.

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

6.2 Confidentiality/Mon-Disclosure Policy

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

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

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

6.3, Work-Accommodation and Arrangement

6.3.1. The company shall take measures to reasonably accommodate
employees with A0S related dinesses

G.3.7. Agreements made betwesn  the company  and  employes's
representatives shall reflect measures that will support workers with
HIMFAIDS through flexible leave arrangements, rescheduling of working
time and arrangement for retusn 1o work,
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1, Employer's Responsibilities

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

112 Prowide information, education and traimng on HIVAAIDS far its
workforce.

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

714, Ensure confidentiality of the health status of its employées and the
access to medical records is imited to authorized personnal.

#.1.5. The Company, through its Human Resources Department, shall see 1o
it that their company policy and program s adequately funded and made
known to all employees

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

7.2 Employeas’ Responsibilities

721, The employes's organization shall undertake an active role in
educating and training their members an HIV prevention and cantrol
Fromote and practice a healthy lifestyle with emphasis on aveiding high
risk behavior and athier risk factors that expose workers to increased risk
of HIV infection,

F2.2. Employees shall practice non-discriminatony acts against co-employess.

723, Employess and their organization shall not have access to personnel
data ralating to a worker's HIV status,

724, Employees shall comply with universal precaution and preventive
MEASUrES,
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& IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY

8. 1. This Palicy shall take place effective immediately and shall be made known to
every employee.

Prepared by o Hmn} mlﬁcm

Human Resources

Reviewid by A (fledu P, }eﬁv_rllm It
DKECIUF ,*.:!'Fﬂ-\qlrdtmns
|

Approved by Yisroel ¥, Gissinger
CEQ
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Date :lanuary 1, 2018
To sALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Suhlect ¢ WORKPLACE POLICY AND PROGHAM ON TUBERCULDSIS (TH] PREVENTION

AN CONTROL

ORJECTIVE

1.1.To assist the government in its campaign against Tubercdlosis (TB) in compliance
with the Departrment of Labor and Employment's Depastment Order Mo, 73-05,
series of 2006 - Guidelings for the Implementation of Pollcy and Program on
Tuberculoss [TB) Prevention and Control in the Workplace

1.2 To provide inltlatives to provent the outbreak and spread of tubercuinsis in the
warkplace, and to treat, care, and support employees who become afflicted with
tubarculosis

COVERAGE
2.1 This Program shall apoly to all employees regardiess of ther employment status
POLICY STATEMENT

1.1.The company seaks the prevention of Lhe spread of tubercutoss, a5 well as the
treatment, rehabilitation, and restoration 1o work of employees who contract
this disease. To achieve this goal, all employees are strictly mandated to undergo
an annual physical examination with the requisite chest x-ray.

3.2 Also, In line with this, @ TB awareness program shall be undertaken through
information dissemination, which shall include its maturs, frequency [occurrence
in a salected population) and transmission, treatment with Directly Observed
Treatment Shorl Course [DOTS)E, and control and management of TA in the
workplace, This shall be handled by the Office al Health Services {Infirmary) or
the partner health provider ol IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider

3.3.The DOTS Is a comprehensive strategy to control TB, and s composed al five
companents, which are:

31,31, Politeeal will or commitment to enduring sustained and quality TB
treatment and contral activities;

332 Case detection by sputum-smizar mICrOsCOEy among  symplismatic
patienis;
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333 Standarsd short-course chemotherapy using regimens of 6 1o B months for
all confirmed active TB cases {Le., smear positive or those validated by the
TH Diagnostic Commitiee) Complete drug taking through direct
abservation by a designated treatment partner, duning the whole course of
the treatment regimen,

334 A regulae, uninterrupted supply of all anti-tuberculosis drugs and other
matesials;

3.3.5 A standard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculosis control
program's performance overall

3.4 Employees must be given proper information on ways of strengthening their
immune responses against TB Infection, be, mformation on good nutrivon,
adequate rest, avoidance of tobacco and alcohol, and good personal hygiene
practices.  However, it should be underscored that intensive efforts in the
prevention of the spread ol the dizease mist be gesred towards accurate
infarmation on s ebiology and complete perfarmance overall

A5 Improving workplace conditions:

15.1. To ensure thal contamination from TB alrborne particles ls controlled,
warkplaces must provide adeguate and appropriste ventilation (DOLE-
Deceupational Salety and Health Standards, O5HS, Rule 1076,01) and thare
shall e adequate sanitary Tacilities for workers.

3.52. The number of employees in a work area shall not exceed the required
number for a specified area and shall observe the standard for space
requirement, (OSHS Rule 1062}

Fb.Capability building an TE awarenass raising and training on TB case Finding, Case
Hotding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company heallth persannel or the occupational safety and health
comimittes

3.7.5acial Policies:

3.71, MNon-discrimination:  Employess who have or had TB shall not be
discriminated against.  Instead, they shall be supported with adequate
diagniosis and treatment, and shall be entitled towaork for as long as they are
cartified by the Company’s accredited health provider as medically fit and
shall be restored 1o work as soon as their (liness s controlled.

172, Work Accommodation: Through agreements  made  between  the
management and the employess, work accommodation measures o
support  employess with TB is encouraged through  flexible: leave
arrangements, rescheduling of working times, and affangements for fetum
1o wark.
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3.7.3. Restoration to Work: The employes may be allowed to returm 10 work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider.

3.8.Employee Respansibility.

3.8.1. Employees who have symploms of T8 shall iImmediately seek assistance
from the Companys Health Services Provider

IELL An employes who has the symptoms of TB s required to initially
wear a face mask (especially while inside the otfice) and observe good
hyglena practices, at least untl declared by a competent medical
practitioner to be sale from fransmission.,

3812 Similarly, for those at risk, Le., those with Tamily members with TR
or those exposed to a co-employee with T8, it would be prudent to
abiserve the same good hygiene practices until declared free from the
disease and safe from transmission,

183 Once diagnosed (o be with TB, employees shall immediataly segk
treatment elther throwgh the Department of Health's DOTS or a private
physician of the employee’s cholce. However, it is Imperative thal the one
strictly adheres to the course of treatmenl. Failing to dutifully sbserve the
treatment course may give rise to complications, such as resistance or even
the faillure of treatment, which may make it harder to treat the infection and
result ina longer absence

38.2.1.  An absence from work due o medical reasons of over six (6]
months may result in the termination of one's employment as
provided for by the Labor Code of the Philippines under Art. 784 -
Disease as Ground for Termination

AR3. Employees are required to undergo an annual compulsory chest X-ray
through the Annual Physical Examination. I for any season an employee
fails to secure a chest x-ray al thal time, he/she shall be directed to secure a
chest x-ray al an accredited clinie by his/her respective Infirmary/Health
Senvices,

31.9.The Company shall ensure that any T8 occurrence in the workplace is traced and
that all comacts are clinically assessed, as much as feasible.

3,10, An employee afflicted with TB who has volumarily undergong the
treatment and rehabilitation program (DOTS) prescribed, and who & finally
declared to be in a non-communicable stage. may be allowed back to work
subject 1o being given a medical clearance by a Company designated physician

311 Employees (those afflicted with the diseaze o those identifled under
contact tracing] who refuse to cooperate and dutifully observe lawful
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imstructions {undergo a medicat check-up-andfor treatment), may be subject 1o
disciplimary action proceedings for insubhordination [the penalty of which may
range up 1o the termination of one's emplayrment)

4. PROCEDURE

4.1 The tespective Health Services of the Company (andfor the comtracted Health
services Provider] shall coordinmate with the Dooupational Safety and Health
Center who shall provide preveniwe and  lechrical  assistance  in the
implementation ol the Waorkplace TR Control and Management Program,

4.1 A0 employes wha undetgoes the Annual Physical Examinatian with the requimte
chest x-ray will have hisfher medical record forwarded to company clinic/HRD,
Employers who fail to undergn the reguisite annual chest x-ray shall be directod
o secure ome 3t an accredited cline or by his/her praferred Infirmary/Health
Services.

4.2.1.  Those with medical findings shall be required to undergo further medical
check-up, All medical records m connection with this second/ further check-
up shall be submitted to company clinic/HRD and  his/her respective
infirmary/Health Services

422 Tre employee shall then coordinate with company clinic/HAD and his/her
respective Infirmany/Health Services for the next steps.

4.3, An empioyee who 5 suspected o pe afficted with TH, whether as a direct suspect
or by comtact troceng,  tshall cooperate  fully with  hifher  respective
Infirmary/Health Services (and/or the contracted Health Servces provider). If
L hix employiee lests positive for T8, the employes shall undergo the DOTS
program 1o its complation

4 4.If the employes needs to undergo a leave of absence 1o recuperate, hefshe will
e allowed to use the appropriate leave before hefthe may reguest 1o be
permitted to go on a Leave of Abzence without Pay (LDA),

441 The employee shall observe [he reguisite procedure in applying for a
leavi.

442, The Unit concerned shall ensure that the requsite procedures are
abserved by the employes and that the company clinic s duly informed

A5 AN emplovee may e allowed to go on a medical leave of absence [without pay)
for @ manmum period af s (6) months, The concerned employse shall sutbmi
an apphcation for a leave of absence before poing on leave. Said leave
application shall be subject to approval a1 the sole discretion of the Company
hianagement.

4.5 1. The same procedures under 4,2.1 to 4,27 vhall be observed,




N ~

sy it e sl lP'o
Thib Fior WP Torwers

s aiborrs Gonas Uit Buniness Paik, [
v € iy 0

4 £ After treatment, with a maximum period of sic (6] manths on leave (withoul pay),
an employese found to be cured or in & non-comrmunicable sTage of TB may be
allowed back to work, grovided that the employee’s health shall continee to he
monitored during the annual physical examination with the Feqisite chest x-ray
or a5 may be deemed necessary by the Uit Health Sepwces {Infirmary] or
cantractad Haalth Services prowider

4 7 The employee reluriing (o work shall be required by the Managemenlt Lo secure
a medical clearance from a medical doctar chosen by the Company before being
allowed te return to work

4 B The HRD will initiate disciplinary proceedings agaitsl any employee found to have
discontinued treatment in deflance of medical advice, or who refusss to undergo
the full treatment course prescribed, Likewise, employees who are ordered to
undergo a check-up dug 1o contact tracing but refuse 10 do so will also fare
disciplinary action procesdings  In both cases, thie maximum sanclion applicabie
far insubardination will be the termination of are’s employment, if It s deemed
warranted

5, IMPLEMENTATION AND MOMITORING

4.1, The Safety and Health Committes or its counterpart shall perlodically monitor and
avaluate the Implementation of this Policy and Program,

B EFFECTIVITY

6.1 This Policy shall take place efectve immediately and shall be made known to
every employes

Prepared by

Reviewsd oy .ﬂ.lrrﬁdo Ir‘_._,i_' arillo Jr
Direk:{\ur’gf peration

Appraved by: Yisroel ¥, Gissinger
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Date : February 22, 2018

To : ALL EMPLOYEES CONCERNED
Fram  Humar Respurces

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

L

OBJECTIVE

1.1, Iploy Inc. |s committed to canform to the establshed standords assurance of
custamer satisfaction, protection of our enviranment and health and safety in
the workplaces,

1.2. The company promoles and ersires a healthy environment through it various
health programs to safeguard its employees, &nd az part of the company's
compliance to DOLE Department Advisory No. 05, Series of 2010 [Guidelines for
the Implementation of & Weorkplace Policy and Program on Hepatits 8), this
Program has been developed. This program s aimed 1o address the stgma
attached to hepatitls B and to ensure thal the employees’ right against
diserimination and confidentiality is maintainad

1.3.This guideline is formulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatits B This will inform the
amployees of ther role as well as the company in dealing with Hepatitis B. A

healthy environment encompasses a good warking relationship and greal output
for continuous business growth,

COVERAGE
2.1, This Program shall apply to all employees regardless of their employment slatus.
POLICY STATEMENT
3.1 Ienplementing Struciure
A.1.1. Iploy Inc. Hepatitis B workplace policy and program shall be managed by
Its health and safety committae; Each division or department of the
Company shall be duly representad
3.2.Guidelines
321 Education

31211 Hapatits B shall be conducted through distribution and posting aof
IFC materals and counselling andy or lectures, and
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3212 Hepatitis B education shall be spearheaded by iploy Inc. Medical
Clinic in close coordination with the health and safety committea.

322, Presentive Strategies

3221 Al employees are encouraged to be immunized against Hepatinis
A after securing clearance [rom their physician

3.2.2.2. Workptace sanitation and proper waste maragement and disposal
shall be manitored by the health and safety committee on a regular
basis.

3223 Personal protective equipment shall be made available at all times
far all employees; and

3324 Employees will Be glven traening and informatian on adherence 1o
standards or universal precadtions in the workplace,

4. SQCIAL POLICY
49.1.1 MNon-diser iminatary Policy and Practrces

1.1.1.11. There dnall be no discrenination of any form against
employers on the basis of theit Hepatitis B status consistent with
the nternational agreements en nan-dscomination ratifed by
the Philippines (L0 CLLL), Empioyess shall not be discommatad
against, from pre o post employment, Including  hineg,
promotion, or assipnment because of their hapatitls B status.

4.1.1.1.2. Workplace management of sick employess shall not differ
from that ol any other ilness. Persons with Hepatitis B related
illnesses miay work for-as lang as they are medically fit to work,

4112 Conldentiality

411321, Iob applcants and employess shall not be compalied 1o
disclose their Hepatitis B status and other related medical
infarmation, Co-employees shall nol be pbliged fo reveal any
personal information about their fellow employees, Access 1o
pirsanal data relating Lo employves’s Hepatlitis B statud shall be
bound by the rules on confidentiality and shall be strictly limited
to redical perscnne or i1 legally reduired.

4113 Work-Accammodation and Arrangemaent
41131, The company shall take measures 1o reasonably

accommaodate erplayees wha are Hepatitis B pasitive or with
Hepatitis B - relatod Hinesses
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41132 Through agreements made betwean management and
employoas’ representative, measures o support employees with
Hepatitis B are encouraged to work through fexible leave
arrangements, rescheduling ol working time and arrangement for
return to work.

4114, Screening; Diagnoss, Treatment and Referral to Health Care
Services

41.14.1, The company shatl establish a referral system and provide
access to diagnostic and treatment senices for its employees for
appropriate medical avaluation/ monitorng and management,

41142 Adherence to the guidelines for healthcare providers on
the ewaluption of Hepatitis B positive employess . s Righly
ancouraged

41143 Screening for Hepatitis B as & prerequisite to employment
shall not be mandatary,

4.1.1.5. Compensation

41151 The company shall provide access to Soclal Security
System and Employess Compensation benefits under PD 626 to
an employes contracted with Hepatitis B infection in the
performance of his duty.

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

5.1.1.1.1. Management, together with employess’ organizations,
company Tocal persennel for human resources, and salety and
health personnet shall develop, implement, monitar and evaluate
the workplace policy and program on Hepatitis B,

51112 The Heaith and Safety Committes shall srisure that their
company policy and program s adeguately funded and made
known (o all employees.

51.1.13 The Hurman Resources Department shall ensure that their
policy and program adnere to existing legislations and guidelines,
including provisions on leaves, penefits and insurance.

3:1.1.14. Management shall provide information, education and
training or Hepatitis B for its workforce consistent with the
standardized basic information package developed by the
Haepatitis B TWG; if not available within the establishment, then
provide access to infarmation
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31115, The compary shall ensure non-discriminatory practices in
thi workpiace
5.1.1.1.6 The management together with the company focal

personnel for human respurces and safety and hesith shall
provide appropriate personsl protective equipment o prevent
Hepatitis B cxposure. especially for smployees exposed to
potentially contaminated biood or body fluid

51117 The Health and Safety Committee, together with Lhe
employees’ organizatons shall jontly review the policy and
program for effectiveness and continue to improve these by
netwarking with government and organizalions  promoting
Hepatitis. 8 prevention.

>1.118. The company shall ensure confidentiality of the heaith
status ol its employess, including those with Hepatltis A

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

5.1.1.2 Employees Responsibilities

51.1.2.1 The employess’ organization Is required 1o undertake an

active relg in educating and training thelr members on Hepatitis

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

promaoting and practicing a bealthy Iifestyle with emphasis on

avoiding  high risk behavior and other risk factors that

expake employees to Increased sk of Hepatitis 8

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

51123 Employees shall practice non-discriminatory acts against
co-employees on the ground of Hepatitis B status.

51123 Employees and their arganizations shall not have access Lo
personnel data relating to an employes's Hepatitis B status. The
rules of confidentiality shall apply in carrying out union and
organization functiony,

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

51125 Employees with Hepatitis B may inform the health care
provider ar Lhe company physician on their Hepatitis B status,
that i, if thew work activities may increase the risk of Hepatits B
infection and transmission or pul the Hepatitis B positive at risk
for aggravation.
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B, IMPLEMENTATION AND MONITORING
6.1. Within the gstablishment, the implementation of the policy and program shall be
monitored and evaluated penodically, The safety and health committee or its
counterpart shall be kasked for this purpose

7. EFFECTIVITY

7.1.This Palicy shall take place effective immediately and shall be made known 1o
every employee

o
Prepared by; o Hg'@ﬁ \‘E:If_-uu

Human Resources
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Date January 1, 2018
To s ALL EMPLOYEES COMCERNED
From t Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

OBIECTIVE

1.1

G

In compliance with Article ¥ of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Hegulations and DOLE Department Order No. 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 programs to achieve a drug-free workplace,

Company policy 15 to mamtain a workplace free of ilegal drugs. To ensure
that the objectives of the company's corporste policy are met, the company
Is implementing this drug free program, The program will have the following
elements

COVERAGE

2L

This Program shall apply to all amployess regardless of their employment
STatus.

POLICY STATEMENT

31

12

i3

4.

The use, possession, solicitation for, or sale of dangerous diugs on company
premises or while performing an assignment

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

Possessian, use, solicitation for, or sale of dangerous drugs away from the
company premises, IF such activity or invalvement adversely affects the
employee’s work performance. the safety of the employee or of others, or
puts at risk the company's reputation,

The presence of any detectable amount of dangerous drugs In the
employec's system while at work, while on the premises of the company, o
while on company business. “Dangerous Deugs® include those listed in the
Schedules annexed to the 1961 Single Convention an Marcotic Drugs, as
amended by the 19772 Protocol, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of R.A 9165

4. MANDATORY DRUG TEST

4,1, To ensure that anly those qualified shall be scregned and recruited 1o prevent
the detrimental effects (e fower productivity, poor decision making;
increased occidents; move compensation cipims; ond reduced team effort]
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment,

4.2 lploy Ime. designates company accredited or affiiated center, a duly
accradited drug lesting center by the Department of Health (DOH), as its
authorized drug testing laboratory,

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

4.2.1, HANDOM TESTING: Officer/employers 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/femployes ta

subimit to a drisg test at any time it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
circumstances. evidence of drugs on or about the employee’s person or
in the employes’s vicinity, unusual conduct on the employee's part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteeism or tardiness

4.3.3. POST-ACCIDENT TESTING: Any officer/employves involved in a “Mear-

Miss™ incident or “Work Accident™ under circumstances that suggest
possible use or influence of drugs may be asked 1o submit to a drug test.
As defined herein, “Near-Miss™ means an incident arising from or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable darnage to the employer had 1t nat been
curtailed. “Work Accident” refers o unplanned or unexpected
occurrence that may or may not resull in personal injury, property
damage, work stoppage of interference or any comibination thereof of
which arises out of and in the course of emplayment.

4.34, All drug tests shall employ, among others, two [2) testing methods, the

screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will canfirm a positive
scregning  test. Where the confirmatory test furms  positive, the
company s Assessment Tearn shall evaluate the results and determine
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the level of care and sdministrative interventions that can be extended
1o the concerned employes.

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

4.3.6. All costs of drug testing shall be borne by |pioy Inc.

5. TREATMENT, REHARILITATION, AND REFERRAL

[

51

5.1

5.4

34

An officerfemployee who, for the first time, s found positive of drug use,
shall be referred for treatment and/or rehabilitation n a DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least three (1)
arcredited facilities which an employee who was tested positive for drugs
may choase from,

Following rehabilitation, the company's Assessment Team, In consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employes and recommend (o the employer the resumption
of the employee's job if hefshe poses no senous danger to histher co-
employess and/or the workplace

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

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

ADVOCACY, EDUCATION AND TRAINING

6.1

6.2

Iploy Inc. undertakes to increase the awareness and education of its officers
and employees on the adverse effects of dangerous drugs through
continuous advocacy, educalion and training programsfactivities 1o all its
officers and employeas.

All officers and employess are required ta undergo an orlentation/education
program before assumption of thelr respective duties, The program shall
include the following topics:

6.2.1. Sallent features of LA, 9165;

6.2.2  Adverse effects of abuse andfor misuse of dangerous drugs on the
person, workplace, farily and the community;
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623 Preventive imeasures againet drug abuse, and

6.2.4, Stepsto take when intervention i needed, as well as available services
for treatment and rehabiiitation

. Ta encourage all officers and employees to lead a healthy lifestyle whiie at

work and at hame, Iploy Ing, undertakes to conduct the following activities as
often as possible:

E.3.1. Lifestyle assessment  programs  on health  nutrition, weight
management, stress management, alcohol abuse, sm oking cessation, and
other indicators of risk diseases;

£.3.2 Health wellness screenings (e.g blood pressure and heort rote,
cholesteral test, blood glucase, etc.);

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

f.3.4  Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

il

¥ &

13,

Iploy Inc. shall ensure that the workpiace policies and programs on the
prevention and control of dangerous drugs, including drug testing, shall be
disserninated to all officers and employees. The employer shall obtain a
written acknowledgement fram the employees that the policy has been read
ard understood by them

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

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

B CONSEQUENCES OF POLICY VIOLATIONS

8.1,

8.2

Any officer or employee who uses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawlul acts as defined under Article Il of RA 9165 and its Impiementing
Rules and Regulations shall be subject to the pertinent provistons of the said
Act.

. Ay officer or employee tound positive for use of dangerous drugs shall be

dealt with administratively in accordance with the provisions of Article 282 of
Book V1 of the Labor Code and under BA 9165,
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9. IMPLEMENTATION AND MONITORING

91.1. The implementation of these policies and programs shall be manitared
and evaluated periodically by management to ensure a drug-free
workplace. For this purpoze, an Assessment Team shall be constituted in
accordance with D0, 53-03

10. EFFECTIVITY

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

11 ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowiedgement

T ekt
Prepared by: lo HEH#T J& hIE'ErH:'H:I

Huran Resources

Reviewed by Al[rdeF‘ Catmarillo Jr,

Dur@:kkur of Dp-e qtlnna

Approved by: Yisroel Y. Gissingar
CED
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Drug-Frea Waorkplace Program Acknowledgement

| hereby acknowledge that | have received and read Iploy Inc, Drug-Free Warkplace Palicy
and Program, a summary of the drups which may alter or affect a drug test and a list of
local Employes Assistance Program providers or local drug and aleohol treatment
programs. | have had an oppoftunity to have all aspecis of this matenal fully explained. |
also understand that | must abide by the Program as a condibon af inital andor
continued employment, and any vialation may resull in disciplinary action up to and
including termination.

| also understand that during my employment | may be required to submit o testing for
the presence of drugs or aleohol in my body, | understand that submssion to such testing
is a condition of employment with |Company], and disciplinary action up to and fneluding
termination may result if.

1) I refuse to comsent 1o testing

2} | refuse to execute all forms of consent and release af hablity that are usually and
reasonably associated with such examinations

3) I refuse ta authorize release of the test results ta the campany.

1) The tests establish a violation of [Company|'s Drug-Free Workplace Pollcy,

5) I atherwise violate the poficy

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

The undersigned further states that hefshe has read and understands the above
acknowledgement and signs below of his/her own Tree will,

. 0 1A 2y

3 URE " DATE

WITNESS DATE
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[Date lanuary 1, 2018

To ; ALL EMPLOYEES COMCERNED
From { Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGHAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

LL

The following policies and procedure are hereby issued by Iploy Inc. 1o
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlemant and/or disposition of sexual harassment cases

2. COVERAGE
2.1 This Program shall apply 1o all employess regardless of thelr employment
Status
3. POLICY STATEMENT
3.1 Iplay inc. believes that employees should be afforded the opportunity to work

3.2,

A

3.4

in an environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines the employment relationship.  No employvee,
either male or fernale, should be subjected wverbally or physically to
ursplicited and umwelcome sexual overtures or conduct.

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

Iploy Inc. will pot tolerate any behavior that amounts to sesual harassment
and any officer or employee lound to have committed sexual harassment
shall be subjected to disciplinary action, up ta and including 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. 7877 It provides that sesual
harassment in warkplace is committed by an employer, employee, Manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work efvirenment, demands,
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renuires or otherwise reguires any sexual favor from the other, regardless of
whether the demand, requests of reguirement for submission is accepted by
the object of said Act

in a work-related or employmen! enviconment, sexual harassment s
committed when

34.1 The sexval favor i made as a condition in the hiring or in the
employment, re-employment, or continued employment of  said
individual, or in granting said individual faverable compensation, terms of
conditions, promotions, or privileges: or the relusal to grant the sexual
favor results in limiting, segregating or classifying the employes which in
any  way would discriminate, deprive  or  diminish - employment
opportunities or otherwise adversely affect said employes;

34.2. the above acts would impair the employees’ rights or privileges under
axisting labor laws; or

3.4.3. the above acts would result in an intimidating, hostile, or offensive
environment for the employes.

3.5 WHERE SEXUAL HARASSMENT |5 COMMITED

Sexual harassment may be committed in any work or training énvironment. It
may include, but are not imited to the following:

35.1. Inoroutside the office building or training site;

35.2. at office or training-related social functions;

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

3.5.4, at work-related conferences, studies or training sessions; or
3.5.5, during work related travel

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

361 Owvert sexual advances;

3.6.2. Unwelcome or improper gestures of affection;

3.6.3, Request or demand for sexual favors including but not limited to going
out on dates, autings, or the like for the same purpose,

364 Any ather act or conduct of a sexual nature or Tor purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
victirm
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1

. WHAT 15 NOT SEXUAL HARASSMENT

Spxual harassment does not refer to occasional compliments of & socially
acceptable nature. It refers to behavior that & not welcome, that 3
personally offensive, that debiltates morale, and that, therefore, interferes
with work effectiveness.

EMPLOYER'S RESPONSIBILITY

Iploy  Inc. wndertakes to provide ts officers and employees a work
enviranment 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 n [play Inc, Sexual harassment s specifically
prohibited as unlawful and as a wiolation af company policy. The company |s
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassmeant in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

4.1

4.2,

COMPLAINT PROCEDURE

4.1.1. Any officer or employes, who experiences or witnesses any act of
sexidal harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They may also report
gcts of sexual harassment to any other member of Iploy Inc.
management of ownership. Al allegations of sexual harassment will be
guickly investigated. To the extent possible, the identity of the officer ar
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the |nvestigation s completed, all parties will be informed of rhe
outcome of the investigation

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employess’
representative to receive complaints, investigate and hear sexual
harassmant cases. The Committeg shall develop s own rules n the
settlement and disposition of sexual harassment cases, The Committes
shall also develop and Implement programs to increase understanding
and awareness about sexual harassmenl,

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

who brings a complaint of sexual harassment or who speaks as a witness
In the investigation of a complaint of sexual harassment
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4.3 WRITTEN POLICY

431 Al officers and employees af Iploy Inc. shall recewve a copy of the
company’s sexual harassment policy upon assumption of their respective
offices. If at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum, If
Iploy Inc. should amend or modify it5 sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
madified palicy,

5. CONFIDENTIALITY

5.1 At the commencement of the investigation procedure at the Committee,
starting from the filing of a written complaint, or the manifestation of an
objecticn to an act or behavior, all matters discussed, documeants reviewed,
letters and correspondences 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 protected. At the same time,
however, dignity and honar shall be preserved for ail the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper

6. EFFECTIVITY

6.1 This Palicy shall take place #ffective immediately and shall be made known Lo
every employee

Dyl

Prepared by: | I'II'I.F R lBcin

Humman Resources

Reviewed by F M
t Operations

Approved by: Yisroel ¥, Gissinger
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name ition in E li
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoli CSR - Phone

Submitted by:
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DATE i April 3, 2018

fo . ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT
THRU ; OPERATIONS MANAGEMENT
SUBIECT . MEMOD: RESTROOM GLHDELINES

Iploy Inc. provides unisex rastrooms avallable so that employess can use them when they need
to do so. One s lecated wnside the operation Moor and second s 10 the hallway outside the
operation floor. However, those who are uncomifortable, has msue with the unisex restroom,
we have a separate single, prvate restroom avalable for use

Moreover, any emploves with concernfisiue In using the unises restroom, please disit Human
Resources office to get door access pass. Otfice security, Log in and Log out procedurne shall
apply.

Furthermore, it « essential that all employees should comply and observe the restroom
efiquette:

Knock if the cubicle appears to be occupied. Dan't peek under the doors
Lock the cubicle door when you enter

o Stand close enough to the pan or urlnal so you don't wet the seat, walls or
fioor

o Flush the toilet after use and wipe off thie toilel sest for the nexl user

& Paper towels go in the frash can, not an tha floaror in the 1oilet bowl

® Wash your hands to prevent the spread of colds and the flu

*  Please use water and paper towels conservatively

For your information and guidance
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February 27, 2008

Ta H ALL EMPLOYLES

FROM $ HUMAN RCSOURCES DEPARTMENT
THRL i OPERATIONS MANAGER

SURIECT ;

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

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

To ensure elfeetive Implementation and monitoring of office security

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

2. Employees are allowed to be inside
their schieduled time

3. Bags and/or personal
the production area

4. Once an employee lopged in and
outside until their 1" break

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

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

7. Mo tailgating

g in and log out using the biometric and the RE ID, even
the office and to Log in thirty (30) minutes before
items should be left in the locker before longing infgoing inside

inside the production area, they can no longer go

8. Employee 1D and RF 1D should be worn at all times, lost RF IDs will be charge to the
employee
Mo employees are allowed to stay in the waiting area lor applicant,

. Employees wha left/lost their 1Ds will Eet temporary 10 from HR and will be dealt with
accarding to our code of conduct and discipline.

11. Submit self to magnetic wand scan ning with the security personnel
12. Only water in a clear container is allowed in the operation area and recreation room

10

For guidance and strict compliance,

Jidwl s
sy

Moted by:

{la

Scanned by CamScanner
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DATE . Movernber 17, 2021

O E ALL EMPLOYEES

EROM i HUMAM RESOURCES

SUBIECT B LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

o  ONE LOCKER ONLY per employee, NO sharing of lockers.

+  NOstoring of perishable foods/leftovers inside the locker,

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

= NOtransferring of lockers. Transferring of lackers is 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 llable for padiock replacement nor
relmbursement.

= Any sort of action that may result in damage to property is strictly prohibited. Thisincludes but is
not limited to graffiti/vandalism, posting of stickers, damage to facility praperty 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 unatbended
and that includes, sharing of lockers, lockers without padiocks, placed on top of the lockers, ste.

» The company is not responsible for less or missing items due to the owner's negligence.

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

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

NOLOITERING inside the locker room

* Unassigned Lockers with cable thes should not be opened,

*  Things Inside unassigned lockers will be subject to disposal of the management

This Memorandum shall take effect on Movember 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by:

A=y i
Cargs Gotipng. ~_Alfr

General Manager  Direc perations

T,

|
I have read, understood, and agreed to comply with the forego cies, rules and conditions

governing the iPloy Locker Policy. -
Clareace R forlO1ceq 142X

Employee Signature Over Printed Mame/Date
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DATE H April 3, 2018

To ALL EMPLOYEES

FROM : HUNMAN RESOLURCES DEPARTMENT

THRU COPERATIONS MANAGER

SUBIFCT MEMO: CALL IN FOR OUT OF OFFICE

I order 1o properly manitar out of office employees; 3 new process 1o call infreport absence will
be implemented sffective Manday, Agpril 9, 2018,

Guidelines;

L In cases of late andfor absences, employee should report 1o Human Resources 1hrough
SMS or Call vig HR hotline: 09172097074
2. Natification should contain the following miormation
a, Complete (real) Name
b, Deparirmient
€. Team Leader
d. Calliri for: (Whole day Alsent, Half-day Abaent, Late)
. Reason
3. HR will be the one to send notification to Operations Man agement
4. No call in should be communicated through Team leads or any other emplovee. 1t should
be done by the employes or hisfher refatives
5. Notification should be at least 1w {2) hours before the emplayes's shift
6. i an employee is advised to rest/confined in the hospital, number of rest days as advised
by the physician should be indicated, Otherwise,. smployee must send notification daily
I Failure to notify will be tagged as No Call, Mo Show and/or unscheduled absence and will
bie dealt with according to our Code of Conduct and Discipline

For your gudance and strict compoliance

0 futl g
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Ta j ALL EMPLOYEES

FROM - OPERATIONS MAMAGEMENT
SUBIECT k ATTEMDANCE BONUS 2020

As we end the year 2009, [Ploy would like to set clear key procedures and policies. This memorandum serves as
remindar to be followed:

PAVROLL

1. immaculate Attendance Bonus is for employees with perfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak, Failure to punch in - out for
breaks will also disqualify the employee. Mo waivers will be given.

2. Tardiness, Undertime and Cwer breaks will be deducted from the emploves’s pay.

3, Employeas who tendered their resignation before the release of the Sign On Bonus |First Hall or Second Hall) will
NO longer be eligible to recelve it

4. Employees qualified for the Sign On Bonus (First Hall or Second Half) will recetve it on the 30 of the succoeding
month fram aligibility.

5. Eligibility for the annual merit increase Is based on everall performance and management discretion. Pay out |s
at management's discretion.

MEDICAL CERTIFICATE

L When must the medical certificate be dated?

. 1 day absence = the medical certificate must be dated on the day of ahsence or the next day. If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows - at the latest. It
cannot be dated on the day that the agent |5 1o report back to work.

. 2 diays absence - the medical certificate must be dated an the initial day of absence or the next day, Il the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day — at the

latest. It cannot be dated on the Saturday that immediately follows or that Monday that the agent is (o report back
1o wiork.

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

o Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 days,
that Is inclusive of the day of abisence that the agent took to rest plus Saturday and Sunday — the apent must be back
b work on Monday,
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o If the doctor prescribes rest, the medical certificate must include the number of days af rest, Tha
advice Lo rest cannot be antedated.

o There must be a {it to work date.

o The only exception to the Medical Certificate date guldelines is If the emploves has been
haospitalited,
WACATI \i

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

2. Employee must exactly have the corresponding credits for the requisst 1o be approved.
1 credit = One Day
.5 credit = Half Day

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

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

employees who committed unscheduled abvsances on the prior month and an the current manth of the requested
titne off Including poor attendance records, behavioral and productivity [ssues.

Appreved By:

IAY GISSINGER

Chief Executive Officar

L ]

C foaan Ok f
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Date t November 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

1. Employees are required to notify the HR hotline number {0917-709-7074) and/or send an emall to
hr@iploy.com at least twa (2) haurs before the employes's shift (fallowing 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 fallowing reason:
s  Employee’s illness ar injury.
*  Bereavement leave/s
*  Emergency leave/s
= Power Outage/internet Dutage (for temporary Weork from Home set-up)

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

Mote: No more Manual filing of Sick Leave except if the employee was hospitalized and/or
guarantine due to COVID-19,

4. Below are the documents needed to provide to use the paid sick leave;

=  Employee’s illness or injury
# Atthe discretion of the employer, the employvee should furnish a certificate from
a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the employes is again
physically able to perfarm his or her duties, (Medical Certificate with Fit ta
Work)
Blacklisted Decters and clinics’ will not be hanored., (Please refer to the
Blacklisted Clinic/Physician Memo)

v

» Bereavement leave (Please refer to the Bereavement Leave Palicy)

* Emergency leave
¥ Walidate his/her absence through supporting documents as to why she/he was
having emergency leave on the said date.

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

= Intermet Outage
#  Ticket number fram the internet service provider and/er screenshot/link of
official outage announcement from the internet/telco provider

# Picture of the moadem (showing red, no light in "internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action, 5L is unauthorized
under the following circumstances:
* The employee failed to inform the immediate superior or HRD about his/her absence due to
iliness unless fully justifiad.
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s |f sickness claimed s fictitious or non-existent.

6. The employee or his/her representative must inform his/her immediate superior or HR if an

extension of 5L will be needed to recover fram the sickness. & medical certificate must be submitted

before the expiration of the SL. 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 Memaorandum shall take effect on Movember 22, 2021,

Please be guided accordingly.

Created by:
HR fAana
Noted by:
—— M - e
o Caari Angelo Manal Carlos Gotlong
Dire nr,l_CI eratipns Operations Manager “General Manager
Fmﬂwmpm C O
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Date : Movember 12, 2019

To : ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGER

SUBRIECT B 555 SICKNESS CLAIMS -5 CALENDAR DAYS

For those employees' wha wants to file for sickness claims must submit the duly accomplished sss
natification form attached with original and complete medies| documents. It shauld be submitted withki
3 calendar days from the start of sickness, they may ask their relatives; friends and workmates to submit
thair farm in Accounting affice,

A member is qualified to avail of this benefit if:

1. Heis unable to work due ta sickness or injury and confined Either in a hospital or at homa for at
least faur {4) days;

2. He has pald at least three {3} manths of contributions withisn the L2smonth period immediately
before the semester of sickness or injury;

3. He has used up all ey rrent company sick feave with pay; and

4, Ha has natified the employer or the 555, 1 unemployed, voluntary or sell-emploved mamber
regarding his sickness gr injury.

Failure to submit the documents within the prescribed period will frae IPloy from any liability of thair
claims,

For your guidance.

I there are any questions or clarifications, please feel froe to approach the Human Resource Department.

Sincerely,
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HAM-2023-10-016

DATE October 4, 2023

TO 1 ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIECT: 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 Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

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

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Mantecilla Jr, MD

MNow Serving

Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

11. Clinics/Physicians without complete contact details such as but not limited to the followi ng:
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

Ll S BN B O o

Mew Clinics added:
12. Emad Clinic
13. Bing Clinic
14. Gia Clinic
15. Veloso Clinic
16. Dr. Paolo N, Apuli
17. Lourdes 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
areceipt for prescribed medications and laboratary results, may be requested.
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-werk certificate will be denled entry,
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4. Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physician,
5. Ensure that the soft copy (sent through email) matches the original copy submitted to HR,

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

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

Mo 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
MNurse/Company Doctor to be questianable.

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

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

Loilge ol

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

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

This updated memaorandum 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@iplay.com,
For strict compliance.
Prepared by;

N anza
Employee Relations Supervisor

Noted by:
27 Pt Fpﬂ.;.u—
ﬂ&éﬂlﬂi{!ﬁ Ia Nifio Angelo Manal
HR Manager r Operations Manager
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Date 3 Movember 30, 2023

To : ALL Employess

FROM : Hurnan Resources Departmaent

SUBIECT - VACATION AMD 5iCK LEAVE CONVERSION

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

As for the Vacation Leave (VL) conversion, all unused VL credits will be relaased on the 30" of December
2022, All employees can plot a VL request until December &, 2022 OWLY. The actual VL dates will cover
only until April 30, 2023, Kindly tale note of the remindars below in referance to filing of VL

* No retraction of approved VLs. If the employee reports for work on the actual VL date, the VL
will not be relmbursed and will be voided.

&  No rescheduling of VL once approved,

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

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

Furthermaore, If the employes resigns or gets separated from the company efther voluntary or Inveluntary,
all avallable VL credits will be forfeited and will not be part of thair fast pay if:

+  Employes filed an immediate resignation and/or failed te provide a 30-day notice.

o Employes went on Absent Without Official Leave [AWOL)

& Employee Incur any leave, absences, andfor any form of terminal leave within the 30-day notice
period with the exception that the employes provided a valid documentation such ag but not
limited to hospitalization due to sickness, accidents, or contagious disaases.

= Employee Incurred more then four {4} hours of sccumulated and/or total late/undertime within
the 30-day notice.

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

o Incurred any behevioral Infraction such as but net limited to Sleeping, Browsing Unrelated
Websites and etc.

Furthermore, SLand VL conversion maybe subject to tax. Should you hove questions pertaining o this
memma, fesl free to reach out to our Accounting persannel at Accounting@iploy.com,

Eﬁﬁm -

HA Manager HA hia Accounting Manager
Woted by:
: L
ol A ot
Approved by:

i
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December 17, 2019

Ta E ALL EMPLOYEES
FROM ; OPERATIONS MANAGEMENT
SUBIECT CLEANSING PERIOD

IPhoy Suaffing Solutions belioves In giving employees enough room for improvement 1o straighten out
employment in regards to compliance to our company’s Code of Conduct. The aim ol this spproach 1 1o belp
motivate employess rectify passed aflenses and start anew,

Cleansing Period pertaing to the time when an smployes who hae been subjiected 1o 8 Disciplnary Selion (o)

b5 eapected o improve performance. Ample time B glven to coreet impraper behavier and refrain frem
committing any other infractions

If an employee does not cammit the same Infraction for the specified cleansing period, the progression of the
diseiplinary action will slide back to a level depending on its type. Please raler to table bebow:

The counting of the Cleansing Period will start based on the date when DA was decitied upon, All documentaticns
for infractions will still be kept in the Employes's 201 File regardiess what persod of progression

The Cleansing Periad b effective lanuary 1, 2020 cowering DAL B manths and alder

Approved By:

1
Chief Exmcutive Offlicer




EFEE_EEEi Indeid, it sefvits a3 the guiding principles

prerogative ershrined from the I987 Philppine Constitution,
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4, Ahdminfrative rmestigatiom and ather procesdings shall Be corrlucted pxdeditonsly.
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1L incident Ropo aill be subemithed 1o Fuman Resoemes [HE) within § werkang Sy from.
the date of the incident.
Humamn Rirsureirt will 5o 3 Notor @ Explain |NTE) 1D the ermpioyss within | siiking
days.
3 Drex Superior snould coach e employss within 5 werking deys from the issuancs of
the NTE
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GEMERAL BEHAVIORAL STANDARDS
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b, Enhancing Comparry Froductivity The Company expacts tha Proper cioe and utikution of
Capital svailable uﬁﬂ!ﬁi._.__ Eﬁiiiﬂiﬂuﬂ!ﬁ;fﬁ.iﬁiﬁ!

L %h—dg ind dedication toane's work asgignments, sunborting supervisions and Bhoss in
:.Einu___-.!.-.

¢ Followirg rules on customer and cliens relatians and always rmantiiring a professionsl heiphd
attiude with custoeners.

o, Mairhensnce of health and safety of the office and people around you. & proper sttt
toreards clesnliresy and proper houseleeping in n..n.u.-mﬁ good hewith of yourseld and ochers amond
VOu A in the security of the office, foliceaving basic sadeby procedures.

rﬂﬁzilggﬁlﬂniﬂg propriste use i g Company equipment for
work relates purcesed, properiy scoount for sl Company funds received.
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