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Employee Training Agreement

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

Recitals:

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

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

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

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

submission of Employment Requirements.

Agreement;

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

2. Salary Payment: In consideration of the Employee's completion of the training, the Employer agrees ta pay the
Employee a salary for the duration of the training, payable at the nearest payout schedule (15" or 30" of the
maonth) upon successful completion.

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

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

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

6. Entire Agreement: This Agreement consftitutes the entire understanding and agreement between 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.

Cha Y., Pacot

BEA 0. Appwo [ JUNE M 2024

Employee Complete Name & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on {Date) June 29 2029
BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2 Abello, Bea (. (the "Receiving Party”),

collectively referred to as the "Parties”,

RECITALS

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

Disclosing Party.

OPERATIVE PROVISIONS

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

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

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

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

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

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

procure that its employees, agents and sub-contractors te whom Proprietary Infaormation Is
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disclosed or who have access to Proprietary Information sign a nondisclosure or similar agresment
In content substantially similar to this Agreement

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

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

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

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

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 arder.

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
tontaining any such Proprietary Information and any and all copies or extracts thereof, save that
where such Proprietary Information is a form incapable of return or has been copied or transcribed
into another document, it shall be destroyed or erased, as appropriate,

4, The Recelving Party understands that nothing herain

#4.1.  reguires the disclosure of any Proprietary Information or

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

5, The Receiving Party further acknowledges and agrees that no representation or warranty,
express or implied, is or will be made, and no responsibility or liability is or will be accepted by the
Disclosing Party, or by any of its respective directors, officers, employees, agents or advisers, as to,
or in relation 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 eonstrued 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, nar enforcea bility of the
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remainder of this Agreement shall be affected, Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement canstitutes the entire understanding between the Parties rela ting 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
headguarters 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:  Mew Employee

Name: Jade Lenizo Mata Name: Abello, Pug 0.
Title: Onbo ciali Title: (CSR) Customer Gernce Represen Lot vt

Address: #35 Salvador Extension Labangon Address: Bray. Tinogo, Benifaco §f. Cebu Gy

Cebu City
Date:  June 29, 2024 Date: June 14, 2024
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PERSOMAL DATA SHEET

INSTRUCTIONS:
1. Answer the guestions completely and honestly in the spaces provided,
1. Please PRINT kagibly,
3. DONOT LEAVE ANY SPACE BLANK. Write "n/a", "ot applicable” ar “none”

HA-POE
|Fer HE ube only) For WL u anby) EFar b i ok
EMPLOTEL NLMIBER DATE HRED DEFARTMVIENT
7] r
ULl fuge 24, 2D

Bask informaticn B Contac Dotalls

LAST NANE; FIRST NAME: KIDDLE NAME:
ABELLO | BEA - LI VERDS
NICKHARE: AAOTHER'S FLALL MKIDEN MANE:
BAE /§ NOREsiA  TINGA _ OLIVEROS

CURRENT ADDRESS (House ¥ / Lot / Rlock A [ Street, Barangay, Mumicipaly [ City, Frm‘innt_ {ip Code)
A 19, BONIFACID CTREET, BARANGAY TINAGO, CEBU CITY, (1000

PROVINCIAL ADDRESS {Housa & / Lotl | Block 0/ Street, Barsngay, Municpsdty | City, Province, 2ip Code]

PURDF 13-A UPPER compaDo, BARANGAY TICAD, BAMTAYAN | (FBU | 052

Land Fhanes Mo Mobis Ma

09333 {3698 |Muh|l:!|lu.
555 Nar FAG-IAIG No: PHILHEALTH Ma TTim
O - 4599355 -, Miathgqed 12- 2037205120
BIRTH DATE RATH PLACE GENDER BLOAMN TYRE
AUGUST 7, 2002 F i
MAARITAL STATLUS HAME OF SPOUSE { Maorried) Emnail Addrassis)
s abellbbeoa@ama,
| | Legally Separated i ’
I 1Marred SPOLSE TIN Qﬂ"ﬂﬂ com
| | WidowsWidower

dry you refated by krahip or mariage up 1o the 3 degree 1o any current employes of Ploy?
| ] Yes |4] Mo 0 YES, ghe NAME and RELATIONSHIP

Farnily Background

MIAME OF SPOUSE [If marriad) SPOUISE 'S EMPRLOYER SPOUSE'S BIATE OF BIRTH
. | ]
x&uﬁm# 1 i WO, OF SISTER/S 1 | NO.OF CHLOREN | ] & il'i:;"::ﬁﬂ = l 4 hd
MAME QF CHILDREN (8 any) DATE OF BIRTH WASE OF SIBLINGS “;‘wf’mml
3 ABELLO | BoRDSON O o8 lia I 2001 ¢
ABELLG | GIAN PAR 0. o3f14 | 2004 ¢
ABELLO  CASSAHDEM 0. ntnl 206 ¢
FATHER'S MAME D;"F,;F DCouPATION MOTHER'S MAME °:':1_:F DCCUPATION
PBELLY, paY &, 09 12 iy NA MBELLO WORISLA (. |e3loa]jag] fouseBELPER

RELATIONSHER TO EMPLOYERE

Emwrgancy Contact (List of leost 2 Cont

COMTACT PERSON -
Laik, Firit) CONTACT PHONE NO. [T
ABFLLO  NORJSEH B | b97eisqy £22 MOFHEE
|0y RIVERAL, ppLIp .« pa129040 |57 GRA N D HUNT

Mboritages - H#iih Flear One Moninge Tower, Archisshop Rukyes Ave, Get Gty 11 MSY- 11th Floor MSY Tower Pescatdams Road Cabi
Busingss Park. Catu City 0000 11 ACCT - Gt Fler, Ayila Canler Cebu Tower, Ceto Business Park, Cal Oity,




toucational Attamnment

T DATES ATTENDED AUATE.
- Aram r] = fremyy] [Fed ot o)
PRIMARY EDUCATION |.smlr1‘.+:u&;ﬂrut :ILE?EH:E Ry 2008 = 9 010 JEE
SECOMDARY EDUCATION BANThT AN ﬂﬂ'mhhl- HiIGH coHuol
| Ilw_.':l.l_l..l.hui Tican, Binrayay Copd | S0IF = 2011 | NES
ik Courser £ FNIOR HIGH  cotioL
TIONAL g
& MOM-DEGREE COURSES BANTR Ticho, AN Ao | L01A = a9, MEL
| Dagres/Caurse:
TERTLARY EDUCATION Bs  PLYCHOLOGY ﬂ‘ﬂ:‘ .09 “Eﬂ,‘i'ﬂ]- MD
LM-T EurllD MWE. copusd B Packp 1.
POSTGRADUATE & GRADUATE
STUDIES Degree:
Degree:

EMPLOYIR'S MAME

Employment Histor

{Fram maost recent ond fl'.'.l

fans held|)

ADDRESS B TEL., MO,

[ Ion TITLE Tl ARy PERIDE COVERLD [menjyr]
FROM T
SLPERVISOR'S NasiE SUPERVISORS TITLE | EMPLOYEES SLIPERVISED
{if applicabds)

REASCIN FOR LEAVING

ERAPLOVER'S NAME

—| ADDRESS B TEL MO,

108 TITLE

SALARY

-EUPER-'.-'!-'!DH'S NAME

SUPERYISOR™S TITLE

PERIOD COVERED fmmy'yri

FROCA TQ

EMPLOYEES SUFERVSED
[ applizabli)

REASOM FOSR LEAVING

EMPLOYER'S NAREE

| ADDRESS & TEL NO.,

108 TITLE

SALARY

SUPERVISORS NAME

PERIOD CONERED [mmyyr]

FROM 10

SUPERVISDR"S TITLE

REASCIN FOR LEAVING

EMPLOWEES SUPERVISED
1iF apgctile]

EMPLOYER'S MAME

ADDRESS & TEL. ND

IQR TITLE

SLPERVISOR'S HAME

SUPERVISOR'S TITLE

e
PERICD COVERED §mwmnfyr]

| EMPLOYEES SLUPTRWISED
| {H applicabde)

FROM TQ

REASON FOR lE-ﬁ'l'nNE

EMPLOVERS NAME ADDRESS & TEL. MO,
OB TMLE SALARY PERIOD COVERED (mm/yr)
PR O
SLIPERVISCR'S MAME SUPERVISOR'S TITLE EMPLOYEES SUPERVEED.
{if spplicatsled

'REASON FOR LEAVING

Montnga - 16th Fices D Montage Tower, Archbishop Rayes Sse, Cabu City |

MEY- 111k Floor MEY Towsr Pesmonss Road Cabi

Businags Park, Cabu City 6000 11 ACCT - th Flase, Ayala Carter Cabu Towss, Cebu Business Park, Cebu Cily,
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Pursuone ro: (o) Indigenows Peapie's Act (B4 83710: (&) Mogno Cortar for Disobled Pevsons (RA 7277)r and Solo Porsars Wellass Act 2000 [RA B573)
please anpuser ihe folowing fems:

 Are you @ member of any indigenous groug? | O ¥ES | M MO If wes, please speclfy: I
Do you identify a5 differentiy-atdad? O YES ﬂ ND if o5, ploase spacify:
Are you B solo parent? O ¥ES i mwo if yes, please specify; =

PART 8 Characted Relerences

i norne, oddress, and tefrphone nurmbers of three (3] persans wiho know you otber than thase you have warked with.

HAME _ ADDRESS TEL. NO,
1 GODWIN 5. ARFLLD CUWANON, BANTA AN, CERd o4 1,39 |el Lo
Z pNGEL [EE B, DILDIG CUABALUPE | LEBU (171y o9 g,rq?ﬁ!
(3 REMLIE  ANN _ GIMPAYAN | BANWAD . Cpdy  CIDY P23 9977303

Other Qualifications
Job-relted trakning couses (v title and pear), job-reloted skifs father famguages, computer and informatian technodogy, tools, machines, eo, ), fob-
refated certificotes and Koenses fcurniat omiy), Job-refoted owards and speciol ecoempiishments [pablitotions, membershins i professianad e hanoy
societied, lrodership octivities, publc speaking, and performance owords). Give dones and send documents

| DATE fmmyear] DESCRIFTION | TITLE

PART 10

ADDITIONAL IDENTIFICATION

[ [ T¥PE/CONTRDLNOD. ISSUE DATE EXFIRY DATE
| PASSPORT DETAILS | B
WiSA DETAILS [if applicable)

DRIVER'S LICENSE

QOTHER GOY'T. ISSUED IDs: (For
Fxample: 555, TIN, S0L0 PARENT
10, PRC, ACA, ete.)

MILITARY / GEVT. J EIVIL
SERVICES [IF any} [

Hawe you ever been formally changed of an [ ] Yes If “Yes™, please give details:
adminstrative | eivilfcriminad offence? [#] Mo

[ Have you over been convicted of an []¥es W *¥es™, please give detads:
sdministrativa | chvilferimiral affense? (A4 ko

CERTIFICATION

| EERTIFY that, ko thi best el my knowdedge and beflef, ail thve infarmation on an sttached te this decurment s true, cormect, comglkele and made in good
faith. | UNDERSTAND that false or Iraudulent information on or attached to this anplicatian may be greunds for not hiring ma o terminate my
efnpicyment from Ploy. | UNDERST) ghit any nformation | give miyg be irmestigated
BEA (B LAt ne. 29 20
Signature of Employee Date Signad

Mantaga - 16 Fioor Ores Maortags Towsr, Archbishon Reyes Ave, Cabed Clly (7 B2 118 Ploor MY Tower Pescisions Road Cabu
Business Fark, Cabu City 8000 (| ACCT — ih Floor, Ayis Cetér Cibu Tower, Cebu Business Park, Ceby Gy,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

L_Pea 0 Abelle hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, chara cter, past employment, consumer raports,
education, and criminal history record information which may be in any state or local files,
including thase 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
information which may be material to my gualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
cansent,

I hereby consent to the Company's verifying all the infarmation | have pravided on vy application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining 1o this information, With regard to the foregoing disclosures, |
hereby agree to release any person, company, or ather entity from any and all causes of action
that otherwise might arise from su pplying the Company with information it may reguest 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.

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

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

Applicant Name: _ BEA 0. ARELW

Present Address; A« BONIFACIO €T, TINAGO (EBU (TTY

Sacial Security Number: _pl- 4€9485C - b Date of Birth: 3|01 ]70e

Signature; %%

Date: 04 | ’1” Zozy
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5IGN-ON BONUS POLICY

Policy:

The purpose of the sign-on bonus palicy 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 money that is paid to an employee as gratitude for
joining 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:

=  Aregular 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 EQC 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 on the 15" day of succeeding month of the
anniversary date of the employee,

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

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

E:E.hg- ABELL f“lﬂhwl

Signature Over Printed Name/Date
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UNDERTAKING

This document verifies that | have read the policy listed below and have discussed any
questions with the Onboarding Specialist / Supervisor/Manager. | have been infarmed
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 i Dress Code Poiicy
Revision Mo 101
Effective Date June 13, 2022

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

BEA - ELLO June 28 2024
Employes Name and Signature 7T Date
Noted: -
_— v
10de/ |L- ot tla 1y
| Date

Onboarding Sp-aciallllq't Name and Signature




iPloy Gift Policy

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

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

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

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

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

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

Employes Acknowledgement

I have read, understand and apree to comply with the foregoing policies, rules and conditions governing
the iPloy Gift Policy.

Name:  BEA . AbFLo

Signature: W Date:  dne 21: 2024




iPloy Social Media Policy

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

All employees should be aware that iPloy regularly manitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.
iPloy does not specifically monitor social media sites for employee contant on an angoing basis, however
employees should not expect privacy in this regard. iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes across in regular internet manitoring, or Is brought to the organization's attention by
employees, customers, members of the public, ete.

All employees are prohiblited from using or publishing information on any social media sites, where such
use has the potentlal to negatively affect IPloy or its staff. Examples of such behavior include, but are nat
limited to:

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

*  Publishing any confidential or business-sensitive infermation about iPlay;

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

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

= Be aware of your association with the company when using online social netwaorks. 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 eolleagues and clients. You must write in the first person and
state clearly that the views expressed are your own and not those of iPloy, Wherever practical,
you must use a disclaimer saying that while you wark for the company, anything you publish is
your opinion, and not necessarily the opinions of the company.

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




*  Beaware of data protection rules — you must nat 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 opinions YOU EXpress are your
oW,

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

* Once in the public domain, content cannot be retracted, Therefore, always take time to review
your content in an objective manner before uploading. If in doulbt, ask saomeone to review it far
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.

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

#  This policy extends to future developments in internet capability and social media usage,

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

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

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

= Consider all online information with caution as there is no quality contral process an the internat
and a considerable amount of Information may be inaccurate or misleading; and




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

Specific Managerial Respensibilities

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 exXprossing
the campany's apinions or positions even where disclaimers are used. Managers should err on the side of
cautian and should assume that their teams will read what is written, A public online forum is not the
place to communicate company policies, strategies or opinions to employees,

Enforcement [ Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal,
Thiz palicy Is not exhausthve. In situations that are not expressly governed by this paolicy, you must ensure
that your use of social media and the internet |s always appropriate and consistent with your
respansibilities towards the company. In case of any doubt, you should consult with your ma nager,

Infractions for this policy is tagged under Leve| 2 offense and follow these progression:

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 palicies, rules and conditions governing
the use of all property of iPloy and all work and conduct completed on or with the assistance of iPloy
property. Further, | agree Lo abide by the Soctal Media Best Practices when using social media sites on my
personal time and when my affiliation with iPloy regarding those sites Is known, identified, expected or
presumed.

Mame:  BFA g, ARFLLD

Signamre:w Date: _ Juat 74 202y
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Date : February 22, 2018
To SALL EMPLOYEES COMCERNED
From { Humian Resources
Thru : Operations Manager

Sublect  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBIECTIVE

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

HIV/AIDS in the workplace,

L2 This policy is also aimed at-addressing the stigma attached ta HIV/AIDS and
ensures that the workers” nght against discnmination and confidentiality is

maintained.

1 COVERAGE

2.1 This Program shall apply to all employess rogardless of their emplovment

Status

3 IMPLEMENTING STRUCTURE

3.1 Iploy Inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions -and

departments
4 POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS

4.1.1. What Is HIiv/aIDs?

4.1.11 It is a disease coused by a wirus called HIY {Human
Immunodeficiency Vines), This vires slowly weakens @ person’s
ability to fight off other diseases by attaching itself to and
destroying important cells that contral and support the human

ITTHTILNE S5 e
4,12, How HIV/AIDS ks transmitted?

4121 Unprotected ses with an HIV infected person;
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4122  From an imfected mother to her child [during pregnancy, at
birth through breast feeding),

4.123.  Intravenous drug use with contaminated needles,
4124, Transtusion with infected blood and bleod products; and

4125  Unsale, unprotected contact with infected blood and bieeding
wounds of an infected persan

4.1.3. s there a cure?

4131 No. However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
people with HIV. Holistic care of people living with HIV-AIDS and
comprehensive  treatment ol opportunitic  infections  also
dramatically improve quality of life.

5 GUIDELINES
5.1. Praventive Strategies
5.1.1. Conduct of HIV-AIDS Education
5111 Who will conduct?

The Medical Clinic of iploy inc._in coordination with the Heafth and
Safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also farm part of the orientation of newly hired
employees. The standardized information package developed by the
Department of Labor and Employment [DOLE) may be used for this
PUIpOSE.

51.1.2, How will it be conducted?
The: HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures. counseling and traning and
information an adherence to standard or universal precautions in the
workplace

5.1.2. Screemng, Diagnosis, Treatment and Referral to Hoalth Care Services

5121 Screening for HIV a5 a prerequsite to employment Is not
mandatory

5.1.22. The company shall encourage positive health seaking behaviar
through Voluntary Counsefing and Testing
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51.23.  The company shall establish 3 referral system and provide
access to disgnostic and treatment services for its workers, Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company’s medical clinic staff.

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

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

611 Discrimination In any form  from pre-employment to post-
employment, including hiring. promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited.

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

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

6.2, Confidentiality/Non-Disclasure Policy

6.2.1. Access to personal data refating to @ worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of R.A
B504 and the ILO Code of Practice.

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

6.2.3. Co-employees shall not be obliged to reveal any personal infarmation
refating to the HIV/AIDS status of fellow workers,

6.3. Work-Accommaodation and Arrangement

63.1 The company shall take measures to reasonably accommadate
ernployess with AIDS related lnesses,

6.3.2. Agreements made between  the campany  and  employes's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for return to 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 poliey and

program on HIV/AIDS.

7.1.2. Provide information, education and traiming on HIV/AIDS for its

warkforoa,

7.1.3. Ensure non-discriminatory practices in the workplace and that the

palicy and program adheres to existing legisiations and guidelines,

7.14. Ensure confidentiality of the health status of its employees and the

aocess o medical recards is imited to authorized personnel,

115 The Company, through its Human Resources Department, shall see to
it that their company policy and program is adequately tunded and made

known 1o all employees

7.16. The Health and Safety Committee, together with employees/ labor
organizations shall jointly review the policy and program and continue to
improve. these by networking with government and organizations

promoting HIV prevention,

1.2, Employees’ Responsibilities

721 The employee's otganization shall undertake an active role in
educating and training their members on HIV prevention and control.
Promote and practice a healthy lifestyle with emphasis on avalding high
fisk behaviar and other risk factors that expote workers to [ncreased risk

of HiV infection.

1.2.2. Employees shall practice non-discriminatory gct against co-employeeas.

F.2.3. Employees and their organization shall nat have access to personnel

data relating to a warker's HIV status

1.24. Employees shall comply with universal precaution and preventive

MEASUTES
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8. IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY

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

l.tl” ‘Lm .
Prepared by: Jo Hania R. Mélecio
Human Resources

=
Reviewed by Alfredo P}i}uanlls Ir.
D'L{ecturjn! Pp‘qrauuns
b ]

Approved by: Yisroel Y. Gissinger
CEQ

AR o292 24




-
Wyt IP'oy
LR Toar WEY Toiser ! d

Fraidores Foad Cotu Buiiwn Pk

b Ty &000
Date slanuary 1, 2018
To T ALL EMPLOYEES CONCERNED
From : Human Resources
Thiru : Operations Manager
Subject | WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB) PREVENTION
AND CONTROL
1. OBIECTIVE

1.1.Ta assist the government in its campaign against Tuberculosis (TB) in campliance
with the Department of Labar and Employment’s Department Order No. 73-05,
series of 2005 - Guidelines for the Implementation of Palicy and Program on
Tuberculosis (TB] Prevention and Contral in the Workplace

1.2.To provide initistives to prevent the outbreak and spread of tuberculosis in the
workplace, and to treatl, care, and support employees who become afflicted with
tuberculosis

2. COVERAGE
&.1.This Program shall apply to all employees regardidss of thaejr emplaynent status,
3. POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosts, as well as [he
treatment, rehabilitation, and restoration to work of employess who contraci

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.Ml50, in line with this, 3 TB awarencss program shall be undertaken through
infarmation dissemination, which shall include ts nature, frequency |occurrence
in a selected population) #nd transmission, treatment with Directly Observed
Treatment Short Course (DO715), and contral and managemeant of TH in the
workplace, This shall be handied by the Office of Health Services {Infirmary]} or
the partner health provider of IPLOY INC. In confunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider

3.3,The DOTS is a comprehensive strategy o control TB, and is composed of five
components, which are;

331, Political will or commitment te enduring sustained and quality TB
treatment and control acthivities:

332 Case detection by spulum-smear microscopy MONE  symplomatc
patients;
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333, Swandard short-course chemotherapy using regimens ol 6 ta 8 months Tar
all confirmed active T8 cases {i.e,, smear positive or those validated by the
TE Dizgnostic Commines) Complete drug taking through direct
observation by a designated (reatment partner, during the whole tourse of
the treatmient regimen,

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

335 Astandard recording and reporting system that allows assessment of case
finding and treatrment outcomes for each patient and of tuberculosis control
program's performance avierall

34.Employees must be given proper information on ways of strengthening their
immune responses against TB infection, Le, information on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and good persanal hypiene
prachices.  However, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information on its eticlogy and complete parformance overall

3.5 Improving workplace conditions:

351 To ensure that contamination from T8 aitborne particies is controliad,
workplaces must provide adequate and appropriate ventilation [DOLE-
Oecupational Safety and Health Standards, O5HS, Rule 1076.01) and there
shall be adequate sanitary Tacilities for workers,

35, The number of employees in 2 work area shall not exceed the required
number for a specified area and shall observe the standard for space
requirement, (O5HS Rule 1062)

3.6.Capability building on T8 awareness ralsing and training on TH case Finding, Case
Holding, Reporting and Recording of cases and the Implementation of DOTS shall
be given to Company health personnel or the occupational sataty and health
committee.

3.7.Social Policies:

371 Non-discrimination: Employees who have or had TB shall nat be
discriminated agalnst  Instead, they shall be supported with adequate
diagnasis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored to work as soon as their iliness is controlled

372 Work Accommodation:  Through  apreements made  between  the
management and (he employees, work accommodation measures 1o
suppart  amployees with TB s encouraged  through fesible |eave
arfangements, rescheduling of working times, and arrangements for return
to work.
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373 Restoration to Work: The employee may be allowed to return to work
with reasorable working arrangements as determined by the Company's
Health Care Pravider and/or the DOTS provider,

3.8, Employves Responsibility:

181, Employess who have symptoms of TB shall immediately seek assstance
from the Company's Health Services Provider

3811 An employes who has the symptoms of TB is required to initially
wear a face mask (especially while inside the affice) and observe good
hygiene practices, at least untll declared by a competent medical
practitioner 1o be safe from transmissian,

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

3872 Dnce diagnosed te be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or & private
physician of the employee's choice  Howewer, it is imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise to complicalions, such as reslstance or even
the failure of treatmant, which may make it harder to treat the infection and
result in a lenger ahsence

1821 An absence from work due 1o medical reasons of over six 16]
months may resull in the termination of one's employmeant as
provided for by the Laber Code of the Philippines under Art, 284 -
Disease as Ground for Termination.

3.83. Employees are required to undergo an annual compulsery chest K-ray
through the Annual Physical Examination  If for any reasan an employes
fails Lo secure a chest x-ray at that time, he/she shall be directed to secure a
chest x-ray at an accredited clinic by hisfher respective Infirmary/Health
Services.

3.9.The Company shall ensure that any T8 occurrence in the workplace is traced and
that all contacts are clinically asssssed, as much as feasible:

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

ER bR Ernployees (those afflicted with the disease or those identified under
contacl tracing) who refuse to cooperate and dutifully observe lawful
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instructions (undergo a medical check-up and/or treatment), may be subject to
disciplinary action procsedings for insuberdination {1he penalty of which miay
range up to the termination of one’s amployment),

4, PROCEDURE

4.1 The respective Health Services of the Company (andfor the contracted Health
Services Prowider] shall coordinate with the Occupational Salety and Health
Center who shall provide preventive and technical assistance in the
implementation of the Workalace TB Control and Management Program

4.3 An employee who undergoes the Annual Physical Examination with the FenumLe
chest x-ray will have hisfher medical record farwarded to company clinic/HRD,
Employees who fail to undergo the reguisite annual chest x-ray shall be directad
io secure one at an accradited clinic or by hisfher preferred Infirmary/Health
Services,

4.2.1. Those with medical findings shall be required to undergo further medical
chieck-up All medical recards in copmection with this second/ further check.
up shall be submitted to company clinic/MAD and higher respective
Infirmary/Health Services,

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

4,3.An employee who s suspected ta be alflicted with TB, whether 35 a diraet suspact
or by contact tracing, shall cooperate fully with his/her FE pec v
Infirmary/Health Services |and/or the contracted Health Services provider). if
the employes tests positive far TB, the employes shall undergo the DOTS
pragram [a its completion

4.4.1f the employee needs 1o undergo a leave of absence to recuperate, Psfohe will
be allowed to use the appropriate leave before hefshe may request to be
permitted to go on a Leave of Absence without Pay (LOAJ,

A44.1. The employes shall observe the reguisite procedure in applying lfor a
ler e,

44.2, The Unit concerned shall ensure that the reguisite proceduses are
observed by the employes and that the company cinic is duly informed.

4.5 An emploves may be dlowed 1o g0 on & medical leave ol absence {without pay)
for a maximum period of six (&) months. The corcernid employes shall sybmit
an application for a leave of absence belore gong on leave,  Sad leave
application shall be subject to approval at the sole discretion of the Coempany
Managemnt_

451, The same procedures under 4.2.1 ta 4 2.2 shall be ohéervsd.
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4.6 Aler treatment, with @ masimum penod of so (&) months on (eave (without pay),
an empioyee found to be cured or in a non-communicable stage of TB may be
allowed back 1o work, provided that the employes’s health shall cantinue to be
manitared during the annual physical esamination with the reguisite chest x-ray
or a5 may be deemed necessary oy the Unit Health Services [Infirmary) or
contracted Health Services provider

A7 The employee returning (o work shall be required by the Management (o securne
a medical clearance {rom a medical doctor chosen by the Company before belng
alfowed 1o return to wark

4.8, The HRD will inttiate disciplinary procesdings against any employes faund to have
discantinued treatment in defiance of medical advice, or who refuses to undergo
the Tull treatment course prescribed. Likewsse, employess wha are ardered to
undergo a check-up due 1o contact tracing but refuse to do so will also face
disciplinary action proceedings. In both cases, the maximum sanction applicable
for Intubordination will be the termination ol ane's employment, i it 15 desmed
warranted

5. IMPLEMENTATION AND MONITORING

5.1 The Safety and Health Committee or its counterpart shalt penodically manitar and
evaluate the implementation of this Palicy and Program

6. EFFECTIVITY

8.1 This. Podicy shall take place effective immediatety and shall be made known to
every employes

il
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Date : February 22, 2018

To : ALL EMPLOYEES CONCERNED

From : Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1 OBIECTIVE

L.Llploy Inc. is committed to conform to the established standards assurance of

customer satisfaction, protection of our environment and health and safety in

the workplaces.

1.2 The company promotes and ensures a healthy ervironment through its varigus
health programs to safequard its employees. And as part of the company's
comphance 10 DOLE Department Advisory No. 05, Series of 2010 [Guidelines for

the Implamentation of & Workplace Policy and Program on Hepatitis B), this

Program has been developed. This program is aimed to address the sligma
attached to hepatitis B and to ensure thar the employees’ right against
discrimination and confidentiality s maintained

1.3.This guideline Is formulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis 8, This will inform the
employees aof ther role as well as the company in dealing with Hepatitis B A
healthy environment encompasses a good working retationship and great output
for continuous Business growth

2. COVERAGE

2.1.This Program shall apply to all empioyees regardless of their employment status.
3. POLICY STATEMENT
3.1 Implementing Structure
311 Iplay Inc. Hepatitis B workplace policy and program shall be managed by
its health and safety committee, Each division or department of the
Company shall be duly represented.
3.2.Guidelines

3.2.1. Education

3211 Hepatitis B shall be conducted through distribution and pasting of
|EC materials and counselling and/ or lectures: and
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3.2:1.2.  Hepatitls B education shall be spearheaded by lploy Inc. Medical
Clinit in close coordination with the health and safety committee.

3122, Preventive Strategies

3221 All ermployees are encouraged to be immunized against Hegatitis
B after secunng clearance from their physician

3.2.21. Warkplace sanitation and propér waste management and dispasal
shall be monitored by the haalth and safely committes on a segular
basis,

3223 Personal protective equipment shall be made available at all times
for all employees, and

3224 Employees will be given training and infermation on adherence to
standards or universal precadtions in the workplace.

A, SOCIAL POLICY
4111 Nen-discriminatory Palicy and Practices

4.11.1.1. There shall be no discrimination ol any form against
employees on the basis of their Hepatitis 8 status consistent with
the international agreements on non-dikerimination ratified by
the Philippines (ILO CLLLL Employess shall nol be diseominatad
against, from pre to post employment, including Hiring,
promation, ar assignment because of their hepatitis B status.

4.11.1.2 Warkplace management of sick employees shall not differ
trom that of any other |liness. Persons with Hepatitis B related
finesses may wark for as long as they are medically fit to work.

4112 Conludentiality

4.1.1.2.1, ot -applicants and employees shall not be compelled 1o
discinse their Hepatins B status and other related medical
information. Co-employees shall not be abliged to reveal any
personal information aboul their fellow emplovees. Aocess to
pessonal data relating to employes's Hepatitis B status shall be
bound by the rules on confidentiality and shall be serictly [imited
to medical personnel ar if legally required,

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

accommodate employees who are Hepatitis B positive oF with
Hepatitis B - related ilnesses,
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4.1.1.3.2. Through ‘agreements made between management and
employess’ representative, measures (o support employess with
Hegpatitis 8 are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
return be work

4.1.14 Screaning, Diagnosis, Treatment and Referral to Health Care
Senices

41141 The campany shall gstablish a referral system and provide
access to diagnostic and treatment services far its emplovees for
appropriate medical evaluation/ monitoring and management.

4.114.2 Adherence 1o the guidelines for healthcare praviders on
the evaluation of Hepatitis B positive employees s highly
encouraged

4.1.1.4.3 Sereening for Hepatits B as a prerequisite to employment
shall not be mandatary,

41.15, Compensation

41,151 The company shall provide access to Social Security
Fystam and Employees Compersation benefits under PD 626 1o
an employes contracted with Hepatitis B Infectian in the
performance of his duty.

5. ROLES AND RESPOMSIBILITIES OF EMPLOYERS AND EMPLOYEES
51.11. Employer's Responsibifities

LT 547 e s 9 Management, together with employees” arganizations,
comgany focal personnel for human resources, and safety and
health personnel shall develop, implement, monitor and pvaiuate
the workplace palley and program on Hepatits B.

5.LLLZ The Health and Safety Commitiee shall ensure that their
company polley and progeam is adequately funded and made
Enown toall employeas.

e B o B The Human Resources Department shall ensure that their
policy and program adhere to existing legislations and guldefines,
Including provisions an leaves, benefits and insurance.

5.11.1.4, Management shall provide information, education and
training on  Hepatitis B for 15 workforce cansistent with the
standatdized basic Information package developsd by the
Hepatitis B TWG; i not avallable within the establishment, then
provide access Lo infarmat iin
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A5, The cormpany shall ensure non-discriminatory practices in
the workplace

51116 The management together with the company focal
personnel far human resources and safety and health shail
provide appropriate persanal protectve equipment to prevenl
Hepatitis B exposure, especially lor employees ssposed to
potentially contaminated blood or body fluid

¥ s W Dy The Health and Safety Commiltes, together with the
employees' organizations shall jointly review the policy and
program for effectiveness and continue to improve these by
networking with government and erganizations promoting
Hepatitis B prevention,

51118 The company shall ensure confidentiality of the health
status of its emplovees, including those with Hepatitis A

51.1.1.9. The human resources shall ensure thal access to medical
records is-limited to authorized personnel,

5112, Employees Responsibiities

51131, The employess’ orgarization ls required to undertake an

active roke in educating and [raining their members on Hepatitis

B prevention and conteal. The 1EC program must alse aim at

promoting and practicing @ healthy lifestyle with emphasis on

avoiding high risk behavior and other sk factors that

expose employees to increased risk of Hepatitis B

infection, consistert with the standardized basic infarmation
packape develaped by the Hepatitis B TWG.

5.131.8:2 Employees shall practice non-discriminatory acts against
co-amployees on the graund of Hepatits B status.

51123 Employees and their organizations shall not have access (o
personnel data relating 1o an employee’s Hapatitis B status. The
rules of confidentiality shall apply in carrying eut uricn and
organization functions,

51124 Emplovees shall comply with the Gniversal precaution and
the preventive measures.

5.1.1.25; Employees with Hepatitis B may Inform the health care
provider or the company physician on their Hepatitls B slatus,
that is, if their wark activities may increase the risk of Hepatitis B
infection and transmission of put the Hepatitis B positive ar risk
for aggravation
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6. IMPLEMENTATION AND MONITORING
B.1.Within the establishment, the implementation of the policy and program shall be

manitored and evaluated periodically. The safety and health committee or its
counterpart shatl be tasked far this purpose

7. EFFECTIVITY

7.1.This Palicy shall take place effective immediately and shall be made known to
Every employee,

A i

H IIIL;"u:;.
Prepared by: Jo Harig R, Melecio

Humar Resources

Approved by: Yisroe! ¥, Gissingar
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Dato : January 1, 2018
Ta :ALL EMPLOYEES CONCERMED
From : Human Hesources
Thru : Dperations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. DRIECTIVE

1.1

1.2

In compliance with Article ¥V ol Republic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and s Implementing Rules
and Regulations and DOLE Department Order Noo 53-03, series of 2003
{Guidelines for the Implementation of & Drug-Free Workplace Policies and
Programs for the Private Sector], Iploy Inc. hereby adopts the following
policies and programs 1o achieve a drug-free workplace,

Company policy 15 10 mantam a workplace free of ilegal drugs. To ensure
that the objectives of the company's corparate policy are met, the company
is implementing this drug-free program, The program will have the following
elements:

2. COVERAGE

21

This Program shall apply to all employess repardiess of their employment
alatus

3. POLICY STATEMENT

3.1

3.2.

iia

34

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

Baeing impaired or under the influence of dangerous drugs away fram the
company, if such impairment or influence adversely affects the smployee's
wark performance, the satety of the employes or of others, or puts at risk
the company's reputation,

Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such activity or involvernent advirsely affects the
employee’s work performance, the safety of the employee or af athers, or
puls at risk the company's reputation,

The presence of any derectable amount of dangerous drugs in the
employves’s system while at work, while on the premises of the COmpany, or
while on company business, "Dangerous Drugs” include those listed in the
Schedules annexed to the 1961 Single Convention on Marcotic Drugs, as
amended by the 1972 Protocol. @and in the Schedules annexed to the 1971
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Single Conwention on Paychotropic Substances a5 enumerated in the
attached annex of LA 9165

4, MANDATORY DRUG TEST

4.1. To ensure that only those gualified shall be screened and recruted to prevent
the detrimental effects [eg. lower productivity, poor decision making,
increased peoidents; more compensetion cloims; ond reduced 1eam 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 Inc. designates company accredited or affiliated center. a duly
dccredited drug testing center by the Department of Health (DOH), as its
authorized drug testing laboratory

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

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

432 FOR-CAUSE TESTING: The campany may ask an olficerfemployee to
submit to a drug test at any time it feels that the employee may be under
the influence of drogs, neluding, but not hmited to, the following
circumstances: evidence of deugs on or about the employee's parson or
in the employee's vicinity, unusual conduct on the employes's part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absentesism or tardiness.

433, POST-ACCIDENT TESTING: Any officer/employee invalved in a “MNear-
Miss" incident or "Work Accident” under circumstances that SUggest
possible use or influence of drugs may be asked to submit to a drug test.
Ag defined herein, "Near-Miss” means an incident arising from ar in the
course of work which could have led to Injuries or fatalities of the
warkers andfor considerable damage to the employer had it not been
curtailed.  "Work Accdent”  refers 1o unplanned or  unexpected
occurrence that may or may not result in personal injury, proparty
damage, work stoppage ot interference or any combination thereof of
which arises out of and In the course of employment,

4.34. Al drug tests shall employ, amoeng others, twa (2] testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatery test which will confirm a positive
screeming  test Where the confirmatory test turms  positive, the
company's Assessment Team shall evaluate the results and determine
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the level of care and admimstrative intarventions that can be extended
to the concerned employae

435 Iploy Inc. shall inform the officer/employves who was subjected 1o a
drug test of the test-results whether positive or negative,

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

5. TREATMENT, REHABILITATION, AND REFERRAL

7 1

..

5.3

3.4,

An officer/employee who, for the first time, s found positive of drug use,
shall be referred for treatment and/or rehabilitation in a DOH accredited
center, For this purpose, lploy Inc. shall provide a list of at least three {3}
accredited facilities which an employes who was tested positive for drugs
may choose from.

Following rehabilitation, the company's Assessment Team, in consuitation
with the head ol the rehabilitation center, shall evaluate the status of the
drug dependent employes and recommend to the employer the resumption
af the employee’s job if hefshe poses no serious danger to hisfher co-
employess and/ar 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 opportunity for treatment  and
rehabilitation shall be dealt with the corresponding penalties under BA, 9165
and is a ground for dismissal

6. ADVOCACY, EDUCATION AND TRAINING

b.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, education and training programsfactivities to all its
officers and employees.

All officers and employees are required 1o undergo an orentation/education
program before assumption of their respective dutles, The program shall
include the following topics:

6.2.1. Salient features of RLA, 9165;

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




™ ~

ndnetrindl QIPIO

P agoned Boad ey funines fa,

mnnnu

b City BOOU

6.3

6.2.3. Preventive measures against drug abuse; and

6.2.4. Stepsto take when intervention s reeded, as well as available services
for treatment and rehabilitation.

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

work and at homa, Iploy Inc. undertakes to conduct the following activities as
often as possible:

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

6.3.2. Health wellness screenings (e.g. blood pressure and heart role,
cholesterol test, blood glucase, etc.);

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

634, Other actities promoting health and wellness

7. ROLES, RIGHTS AMD RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

1

7.2

7.3

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

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

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, selis or attempts to
sall, tolerates, or fransfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article Il of RA 5165 and its Implementing
Rules and Repulations shall be subject to the pertinent provisions of the said
Act.

Any officer or employee found pasitive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 9165,




o et 9 iPloy

Penczdares Bosd Cebn Beyivarst Bark, races -l—-i-u
izt City §000

9. IMPLEMENTATION AND MONITORING
9.1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workplace. For this purpose, an Assessment Team shall be constituted in

accordance with DO 53-03,

10. EFFECTIVITY

10.1. This Palicy shall take place effective immediately and shall be made
known 10 every employee,

11, ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

Prepared by Jo Hqi’ky& [l;jelecn:r

Human Rasources

Reviewed by AHF{[T{I P, Ei‘huanllnjr
Dlr&dt\nr of ﬂ}:rr_rrﬁtrnn..

Approved by: Yisroel ¥. Gissinger
CED

g’%w ol strgng
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Drug-Free Workplace Program Acknowledgemant

I hereby acknowledge that | have received and read Iploy Inc. Drug-Free Waorkplace Policy
and Program, @ summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or local drug and alcohol treatment
programs, | have had an opportunity to have all aspects of this material fully explained. |
dlso understand that | must abide by the Program as a condition of initial andfor
rontinued employment, and any violation may result in disciplinary action up to and
including termination

| alsa understand that during my employment | may be required to submit to testing for
the prasence of drugs or alcohol in my body. | understand that submission te such testing
15 @ condition of employment with [Company|, and disciplinary action up to and inciuding
termination may result if;

1) I refuse to consent to testing

2) I refuge to execute all forms of consent and release of ability that are usually and
reasonalily assaclated with such examinations,

3) | refuse to authorize release of the test results to the company

4) The tests estabiish a violation of [Company|'s Brug-Free Warkplace Palicy.
51 | otherwise violals the policy

| also recognize that the Drug-Free Workplace Policy and related documents are not
intended to constitute a cantract between Iploy Inc. and me

The undersigned further states that hefshe has read apd understands the above
acknowledgement and signs below of hisfher own Tree will.

SIGNATLURE DATE

WITNESS DATE
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Brsiadoiey Mosd el Sdinss Park,
Date s January 1, 2018
Ta s ALL EMPLOYEES CONCERMED
From s Human Resources
Thru : Operations Manager

subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

. OBIECTIVE

1.1. The Tollowing poficies and procedure are hereby (ssued by Iploy Inc. to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases.

. COVERAGE

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

POLICY STATEMENT

3.1 Iploy Inc; believes that employees should be afforded the opportunity to work
In an environment free of sexual harassment, Sexual harassment is a form of
misconduct that undermines the employment refationship, Mo employes,
either male or female, should be subjected wverbally or physically to
unsalicited and unwelcame sexual overtures or conduct,

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

3.3 Iplay Inc. will not tolerate any behavior that amounts to sexual harassment
gnd any officer or employee found to have committed sexual harassment
shall be subjected to disciplinary action, up to and Including dismissal.

3.4 DEFINITION OF SEXUAL HARASSMENT

tploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA 7877 It provides that sewual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person wha, having authority,

influence or moral ascendancy over anather in a work environment, demands,
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requires of otherwise requires any sexual favor from the other, regardless of
whether the demand, rpquests or requiremnant for submission 5 accepted by
the object of said Act,

In & work-related or employment emnvironment, sexual harassment is
committed when

341, The sexual favor is made as a condition In the hiring or in the
employment, re-employment, or continued employment of  sald
individusal, or in granting said individual favarable compensation, terms of
conditions, promaotions, of privileges; or the refusal o grant the sexual
favor results in limiting, segregating or classifying the emplovee which in
any  way would discominate, deprve or  diminish  employment
opportunities or otherwise adversely affect said employes;

342 the above acts would impair the employess’ rights or privileges under
existing labor laws, or

343, the above acts would result in an intimidating, hostile, or offensive
environment for the employee.

35 WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be committed in any work or training environment, It
may include, but are nat mited to the following:

35.1. Inor outside the effice building or training site;

3.5.2. at office or training-related soctal functions;

353, inthe course of work assignments outside the office;

354, at_w::rk -related conterences, studies or training sesnons or
355, during work relatéd travel

6. FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed in any of the (ollowing forms;

3.6.1. Owvert sexual advances;

362 Unwelcome or improper gestures of affection;

3.6.3. HRequest or demand for sexual favors including but not limited to going
out on dates, outings, or the |ike for the same purpose;

364 Any ather act or conduct of a sexual nature or for purposes of sexual
gratification which Is generally annoying, disgusting or offensive to the
wictim,
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1.8,

WHAT I5 NOT SEXUAL HARASSMENT

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

EMPLOYER'S RESPONSIBILITY

iploy Ine. undertakes to provide its officers and employees 3 work
emvironment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in iploy Inc. Sexual harassment is specificalty
prohibited as unlawful and as a violation of company policy. The company |5
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

4.1

4.2

COMPLAINT PROCEDURE

4.1.1. Any officer or employes, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of (ploy Inc.
management or ownership. Al allegations of sexual harassment will be
quickly investigated. Ta the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
outcame af the investigation

412 A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
representative to recelve complaints, investigate and hear sexual
harassment cases The Committee shall develop its own rules in the
seltlerment and disposition of sexual harassment cases. The Committee
shall also develop and implement programs o increase understanding
and awareness about sexual harassment,

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

who brings a complamt 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 of Iploy Inc. shall receve a copy of the
company's sexual harassment policy upon assumption of thelr respective
alflces. IT at any time an officer of employes would like another copy of
the policy, please contact the Office of the Committee an Decorum,
Iploy Inc. should amend or modify its sexual harassment policy, 4l
officers and employees will receive an individual copry of the amended o
modified palicy

5 CONFIDENTIALITY

S0 AL the commencemant of the myestigalion procedurs a1 the Committee,
starting from the filing of a written complaint, or the manifestation of an
abjection ta an act or behavior, all matters discussed, detuments reviewed,
letters and correspondences read, and. testimonies haard, will be kept under
the strictest confidence. It is the intention of Iploy Inc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
hawever, dignity and honor shall be preserved for all the parties concermed
by keeping all information gathered through the investigation process
confidential at all times, even atter the conclusion of the investigation proper

6. EFFECTIVITY

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

(e
Prepared by Jo H ‘Lnéﬂ i,
Human Resgurces

Reviewad by, Slireda Eam arilla Jr.
o ectof f Operations

Approved by: Yisroel ¥, Glssinger
CEQ

Bea (o puf24] 2024
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by:

Yisroel Y, Gissinger
CED
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DATE : April 3, 2018

T ] ALL EMPLOYEES

FROM J HURAN RESOURCES DEPARTMENT

THRL QPERATIONS MAMNANGE MEMNT

SURIECT MEMO: RESTROOM GLIDELINES

Iploy Ing. provides unisex restrooms availlable so that employess can use them when they need
to do 50, One &5 located inside the operatron floor and second i in the hallway outside the
aperation floor. However, those who are uncomfortable, has issue with the unisex restroom,
we have o separate single, private restroom available for pse

Moreover, any employee with concern/issue in sing the unluex restroom, please yisit Human
Resources office to get door access pass. Office secunity, Log In and Log out procedure shall
aoply

Furthermore, it 15 essential that all employees should comply and observe the restroam
etiquette:

Knock If the cubicle appears to be occupied. Don't peek under the doors.
Lack the cubicle door whet you eriter
Stand close enough to the pan or urinal s0 you don't wet the seat, walls or
Naor

v Flush the toilet after use and wipe off the toilet seat for the nest user

= Paper towels go in the trash can, not on the floor or in the toilet bow

& Wash your hands to prevent the spread of colds and the fiu

¢ Please use water and paper towels conservatively

For your information and guidance

PEAOD CApgg  0uf29 2029
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Febiuary 27, 2018

To - ALL EMPLOYLES

FROM } HUMAN RESOURCES DCPARTMENT
THRU H OPERATIONS MANAGER

suniecy §

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE
The following Is Issue

t to ensure the effective enforcement and strict observance of all
employees on olfice attendance and punctuality

To ensure effoctive Implementation and menitoring of office security

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

1, Employees are allowed tabe i
their scheduled time

3. Bags and/or persanal items sho
the production area

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

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

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

7. Notallgating

8. Employee ID and RE 1D should be worn at all
employes

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

Employees whao left/last their 10s will Bet temporary 1D from HR and will be dealt with
according to our code of conduct and discipline,
11. Submit self to magnetic wand scannin

12. Only water in a clear container is all

£ in and log out using the biometric and the RF D, even
nside the office and to Log in thirty {30) minutes before
uld be left in the locker before longing infgoing inside

inside the production area, they can no longer go

times, lost RF IDs will be charge to the

9.
10

E with the security personne
owed In the operation area and recreation room

For guidance and strict compliance.

Ly f
"'1:'-Lu|~£|heci

Hu Resources

MNoted by:

ayh /Y bl | 24] voey

Scanned by CamScanner
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DATE : November 17, 2021

TO 4 ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIECT : LOCKER POLICY

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

Please see |ist of rules provided below for your reference.

RULES

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

*  NO storing of perishable foodsleftovers inside the locker,

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

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

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

= Any sort of action that may result in damage to property is strictly prohibited, This includes but is
not limited to graffiti vandalism, posting of stickers, damage ta facility property such as the forced
apening of lockers without the management/HRs' knowledge or consent, ete,

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

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

* Forced Open Request due to lost padlock key or forgotten passwerd/code 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 hridiploy.com
and must wait for the approval.

+  NOLOITERING inside the locker rocm

* Unassigned Lockers with cable ties should not be opened.

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

This Memarandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: Moted by,
i-‘":J ) Fl
Carles Gotiong
Relations Specialist General Manager Directo perations

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

governing the iPloy Locker Policy.
RE A ﬁ%w 06 24/ 2024

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

To ' ALL EMPLOYEES

FREXMA HUMAN RESOURCES DFPARTRENT

THRL CPERATIONS MANAGER

SUBJECT PEMD: CALL IN FOR OUT OF OFFICE

In order to properly monitor out of office employess, o new protess to call infreport absence wiil
be implemented effective Manday, April 9, 2018

Guidelines:

1 In cases of late andfdor absences, employee should report to Human Resources through
SMAS or Call via HR hotline: 091 7-709- 7074
2. Natification should contain the following information
2. Complete (real) Name
b, Department
¢ Team Leader
d. Call in for: (Whole day Absent, Half-day Abient, Liste)
#. Heason
3. HR will be the one 1o send notification to Operations Management
No call in should be communicated through Team leads or dny other employee. It should
bix done by the employee or his/her relatives
5. Motification should be at least two {2} hours before the employes's shift
6. if an employee is advised to rest/eanfined in the hospital, number of rest days as adwsed
by the physician should be indicated. Otherwise, employee must send notification daily
7. Failure to natify will be tagged as No Call, No Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline

For your guidance and stnict compliance

hh AC - ot |24 17024
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February 18, 2020

To : ALL EMPLOYEES
FROM ! OPERATIONS MANAGEMENT
SUBJECT : ATTENDANCE BOMUS 2020

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

PAYROLL

1. Immaculate Attendance Bonus is for employees with perfect attendance, Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbrreak, Failure to punch In = out for
breaks will also disgualify the employee. No waivers will be giver,

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

3. Employmes wha tendaned their resignation bielore the release of the Sign On Bonws {First Half or Second Half] will
NO longer be aligible to receive it.

4, Emplovees qualified for the Sign On Banus (First Half or Second Hal) will receive it an the 20" ol the succeeding
manth from efigibilivy,

S, Elggibility for the annual merlt lncresse is based an oversll performance and management diseretion. Pay out |s
at management’s discretion.

MEDICAL CERTIFICATE

L ‘When must the madical certificate be dated?

. 1 day absence — the medical certificate must be dated on the day of absence or the next day. If the absance
falls. on a Friday, the medical certificate must be dated the Saturday that immediately follows — at the latest. It
cannot be dated on the day that the agent is to report back Lo work,

* Z days absence - the medical certificate must be dated on the initial day of absence of 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. |tcannot be dated on the Saturday that immediately fallows ar that Monday that the agent is 1o report back
fo work.

- 1 days of absence or longer - the medical certificate must be dated on the Inithal day of sbsance or the next
day. Itcannot be dated on the day that the agent reports back to work with the advice to rest antedated Tram the
initial date of absence. Alsa, the advice ta rest |s inclusive of rest days.

Q Ex: If the agent is absent on a Friday and the medical certificate states advised 1o rest for 3 days,

that is inclusive of the day of absence that the agent ook 1o rest plus Saturday and Sunday — the agent must be back
to work on Monday,
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o if the doctor prescribes rest, the medical eertificate must include the number of days of rest. The
advice 1o rest cannot be antedated,

a There must be a fit to work date.

a The only exception to the Medical Certificate date guidelines is i the employes has been
hospitatized.
VACATION LEAVES

1. The company reserves the right to approve and disapprose all vacation leave VL) raquests.

2. Employee must sxatly have the corresponding credits Tor the request to be approved,
1 credit = One Day

.5 eredit = Half Day

1. Employee with perfect attendance 50 days from the requestsd VL date will he glven priority in the approval of
leaves. This is 3 way of rewarding employess with parfect pttendance

4. The company and client have the right to disapprove leave requests and cancei approved leaves lor those
employees who committed unscheduled absences on the prior manth and on the current month of the requested
time aff Including paor attendance recards, behavioral and productivity issues

HMoted By: Approved By:
JAY GISSINGER
HR Supery Chief Executive Officer
LD
Directar of Operations

Bk 0. UWawio oblr9)i02d
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Date : November 17, 2021

TD ¢t ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

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

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

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

Note: 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 iliness or injury

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

# Blacklisted Doctors and dinics’ will not be honared, (Please refer to the
Blacklisted Clinie/Physician Mema)

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

= Emergency leave
= Validate his/her absence through supporting documents as to why she/he was
having emergency leave on the sald date,

* Power Outage
= Certification from their electric/power supply provider (e.g., VECO, CE BECO,
MECO)

* Internet Outage
& Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco pravider
= Picture of the madem (showing red, no light in "internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action. SLis uhauthorized
under the following circumstances;
»  The employee failed to inform the immediate superior or HRD about his/her absence due to
illness unless fully justified,
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o If sickness claimed is 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 from 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 physican, after due examination of the employes, certifies that extension of
leave is warranted.

This Memarandum shall take effect on November 22, 2021,

Please be guided accordingly.
Created by:
ARCILLA
HR ®ana
Noted by:

r T M— e
arillo Jr. Angelo Manal Carlos Gatfong
Dire: r,ID eratipns Operations Manager “General Manager
Mﬁggf’%mﬂ uhhii]‘lnzt
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Date H Movember 12, 2019

To i ALLEMPLOYEES

FROM . HUMAM RESCURCES DEPARTMENT

THRU b OPERATIOMNS MAMAGER

SUBIECT I 555 SICKMESS CLAIMS = 5 CALENDAR DAYS

For those employees' who wants to file for sickness claims must submit the duly accomplished 558
notification form attached with original and complete medical documents. It should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit
thelr farm in Accounting affice,

A member is qualified to avail of this benefit if:

L. Heis unable to work due to sickness or injury and confined either in a hospital or at home for 8t
least four (4] days:

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

before the semester of sickness or injury;

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

4. He has natified the employer or the 555, if unemployed, voluntary or self-employed member
regarding his sickness or injury.

B

Fallure to submit the documents within the prescribed period will free iPloy from any liability of thelr
claims.

Far your guidance.

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

Sincerely,

wrifle Jr.

Dperations

pen /- Megro 0vl “hﬂf
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DATE @ October 4, 2023

TO i ALL EMPLOYEES

FROM HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is in reference to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject. We are updating this memo adding more clinics and/or physicians that are
considered blacklisted and medical certificate/documents issued by thern 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
Bimbao H. Teguilla MD Clinle

Lolita E. Abella-Libres, DMD

Dr. Omar &rceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecilio Ir,, 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 following:
11.1  Doctor's name

11,2 Doctor's license number
113 clinic/Doctar Phone number
114  Date of Actual visit

115 Diagnosis

11.6  Recommendation

11.7  Fitto work date

R

New Clinics added:
12, Enad Clinic
13, Bing Clinic
14, Gia Clinic
15, Veloso Clinic
16. Dr. Paclo N. Apull
17. Lourdes D. Sasoy, MD

When providing medical certificates far absences, ensure the following:
1. The certificate must be issued on the day of the absence or the day after,
2. Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be reguested,
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be deniad entry,
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4. Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physiclan.
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:

Mo consultation date specified.

No diagnosis provided. Please note that Z codes are not considerad as diagnasis,

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 ar

contacted.

Medical certificates with Inconsistencies or discrepancies determined by HR/Company

Murse/Company Doctor 1o be questionable.

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

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

et L T

o

Lastly, since hospltals and clinics are now having less restrictions for consultations and our situations
are constantly improving since the pandemic hit, therefare, I Br acce tion

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

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

Should you have questions or clarification regarding this, please do not hesitate to send us an email
at er@iploy.com.

For strict compliance,
Prepared by:

N Afganza
Employee Relations Supervisor

Moted by:

e R reilla mﬂw mg%cagmn?m
[ir -_-g.f perations

HR Manager Ma r Operations Manager




Firy, P o,

F o e -'| ~
F Flniw, dyala Conbir Catr Tow i P' y
Cetui Buainess Park, Bohil % w l 0

Cbu Doy HIKD

Date 4 Movember 30, 2022

To - ALL Employess

FROM : Human Resources Department

SUBIECT ' WACATION AND SICK LEAVE COMVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
Payout, In this connection, all remaining 5L eredits 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 released on the 30™ of Decamber
2022. All employees can plot & VL request untll Decarnber B, 2022 OMLY. The actual VL dates will cover
ordy until April 360, 2023. Kindly tale note of the remindars below in reference to filing of VL

@ Noretraction of approved Vis. If the employee reports for work on the actual VL date, the VL
will not be reimbursed and will be voidad.

# Mo rescheduling of VL once approved,

* VL date should nat fall on & local hotiday otharwise farfelted.

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

Furthermore, if the employes resigns or gets separated from the comipany alther voluntary or involuntary,
all available VL credits will be forfeited and will not be part of their last pay if:

= Emplovee filed an immediate resignation and/or failed to provide o 30-day notice.

& En'q:kmnwmton-thnmmumrtﬁﬂﬂafmtﬁwu}

= Employee incur any leave, absencas, and/ar any form of termina! lasve within the 30-gay notice
peried with the exception that the employes provided a valid documentation such as but not
lirrited to hospitalization due to sickness, accldents, or contagious diseases.

* Employes incurred more than four (4) howrs of accumulated andfor total late/undertime within
the 30-day notice.

& Employes will have issues with performance Including but not limited to guality, productivity, &
dlent escalation within the duration of the 30-day notice.

® Incusred any behaviorsl infraction such as but not Hmited to Sheeping, Browsing Unrelated
Websltes and atc.

Furthermaore, 5L and VL conversion maybe subject to tio. Should you have questions pertalning to this
mgma, feel free to rmach out to our Acesunting persannel at Accounting@iploy.com.

Mated by:
ool iens Al Comariton.

Approved by:

wlG

CED
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December 17, 2019

Ta i ALL EMPLOYEES
FROM i OPERATIONS MANAGERMENT
SUBIECT CLEANSING PERIOD

iPloy Staffing Solutions believes in giving employees enough room for mmprovemsnt to straighten out
employment in regards to compllance 1o our company's Code of Conduct. The alm of this approach i 1o helg
mativate emplayees rectify patsed offenses and start anew.

Cleansing Peried pertains to the time when an employes who has been subjected 1o & Disciplinary Action (DA
Is eapected to inprove performanee. Ample time [ glven to correct improper behavior and refrain from
comimitting any other infractions,

If an employas dogs not commil the same infraction for the specilled tleansing period, the progression of the
disciplinary action will slide back to a lewel deponding an its type. Please refer to table below:

Attendange [
Productivity | 6
| Behavioral | 12

The counting of the Cleansing Period will start based on the date when DA was decided upon. Al documentations
lor infractions will still be kept in the Employes's 301 File regardiess what period of progression

The Cleansing Period is affective lanuary 1, 2020 eoverlng DA4s & months and alder.

Sincarely yours, Noted By: Agiproniid By
Al
1AY GISSINGER
Dpfefratio REr Chief Executive Olficer




1. incidert Report will be submitie to Human Resources (HA) within 2 warking days from
CODE OF COMDUCT AMND ISCTPUNE (Table of Infractians) e daee el the Sgident
L Human Rescurces wifl issue a Notier i Explain (NTE} 02 the croyee within 2 woriing
days.
L STATEMEMT OF POLICY 1 Direat Supariar thould Esash (e aregioyse within § werking daye from irs isuanes o
thi NTL

Thi Code of Conduct and Discipline is designed toensure healthy rd poiithe woriing Crarming Ferr ind Wrilen Eglara tion of the smpioyes shouis be tubmitted witin
anviranmens, and hooss 1o maintain and uphold professionalism among IPloy ine, employees. weorting days fram the ssuance of the NT|
The estmbitshed norms hevsin st forch are geared towarsh the astaircnent of the Comaeny's 5 HR will isse Nolice of Decision with o wizhous sanciions witnee 5 divs Fore the receipe
Goals and objectives. i & worthy toemphasize that the Code bs not meant o be opprastive nor ?Egiiig
it i iriended 10 threaten s inlimidate employees. indeed, it serves as the guiding orinciples 4, Fallyre to provide Withen Esplanation shal coegiule & waver af e empiopse's
o what s expected of {5 employess (o condict during the entire smploymant hers in[Bloy, HENE 10 b heare! g coofirrm that 2 the details in the inciden: Rener ane T asd
Ine. without any bizses.

b, Laspses in thee timetre will reseit 1o sancton =K Duty

Il DOCTRINGS TO GOVERN Tl COM PANY'S CODE OF CONDUCT AND DISCIRLINE €. Lagidnt in the tireiine will not vold the sanction

L The right todiscipline and discharge embisyeds I3 j0 and proper Sk i mansgerment’s . GENERAL BENAVIORAL STANDARDS
prermgative eraswired from the 2987 Philppine Constiution,

X Fairmess and justics shall ways govern the impositon of disciplinary sctons. Existing Labar A5 B iPoy emplovee W B2t ThEt you will miest the fallowing Sehaviosl standards:

Liwa, Inplémnenting Rufes and Jisisardence will alwan be csared,

B T full ard strict maintenares of discialing it the rinagemant's reapansibillty, Thus, i shall be 2. Proper Conghact and Decorum is axpectsd from yeu within the ofiee irg sutiics when
thir grimery carcem of immediate seperion and depariment haads o intiate t.al.n_u____i._ representing the Comvpany, Thik Inckudes sspropriale dress, acending the offics ready to wark, e of
actions against their subondinases whenever a Eu__ rn..___l nu_..____inﬂn. Eﬂn‘iﬂgri;aﬁliﬁ&i aigaﬁxﬂ_ﬂ:ﬂ;

relaticnshaps Witk wiit afods, and chher in dugis not in the y af the comrsucy,
cheervarce of and compiance with sxisting laws of fhe Philpoines

Enhancing Company Producthity the Cormpery expects e Proper care and utifizston of
géﬂzgiﬂﬁfiiqﬁigik?igr
appropriat break and Frish tires, getting on with the job and perfomming the job 1o the best of your
5%y, potithe attinase aed dedicorian 1o ore's work assigrment, supDorting wesrddsices and thess
managemen,

. Following rules on customer and cliens relations and abwiys maintsining a professional helplul
Alitude with customers.

F%Ei?:gnqﬁﬁ&ﬂuﬂigrhi%
ggi%iﬂiﬂ_;uﬁaﬁﬂ!ﬂi:iiiﬂiai

¥ou, assatin the sgurity of the office, foliowing basic salety procedures.

. Proper i of Cormpany Propesty, faciities and secority to protect company &0 emphoyes
ety Secure Eigﬁgg}g%!&ugg
Integrity of all Commany operating s and infcrmation, appropriste use iF all Company equipment for
wiork relsted prrgmnes, progetty scoourt for all Company funds receiusd.
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L Applicebiliry
This Code shall apoly k2 @ iPFloy ermployess, regarciess of statun o poalzion neld,
L. Types of Offerces

Laval 1 - E%i!%iggnigigﬁng}:g
sorgcted. |§ hat rd detrimestil impact of the businen,

Lewel 2 —Sarious olferns which causes oeley in operatisns, may pese throat, harm, or danger b2
Eompany property andlor [hwes of Individuais.

vl 5 = imfractions which will dest-oy the compeny's image and reputation. [T caubet uBsantial IS to
e comipary and can result T erteal aperatianal hFﬂR!h%_%ugiEﬂl

the seoriy of the employees, the imegricy of Client, Lhe satetby of custormer's infofmaticn and the
stapilivg of the business.

. Table of Iafractions
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M or physicad accemarke L |
o BB & woriaeion, |

W1, Sawing Classe

_.. Terrmingtion of sn employes skl soiomatically bee himfnar frem m-amplay rent.
% The penalty of demicsn| shali not prejudics the right of the oompany o nitlate court oetion
agaimt the arring ernployee.
3 #&Egii!aﬂiﬂi_ﬂl; fules, mamas, and the like, and aif policies
1o b implarnarted, it the same i found to be inconsiste ii._u_-__lnhan_u.__nni uct

Wik Approval

oy Glssinger
Craner and Chiel Ewpcutive Officer

R i ‘& iPloy

AECEIRT OF THE CODE OF CONDUCT AND DISCIPLENE FOUCY

This achnawisdge that | hove read the Company's Code of Condect and Discipiing and uwnderstend

that nﬂnﬁ..n._ Efie v Snd eanditions &F My empioymest 55 well 25 (% dutiss 804 resporsibiiies,
!n&t!&ﬁ%&i‘gg

1 eHs pchnoeiedge that the Company eserves the fght 1o revise, delste. and acdd to the provisions of
this Code of Corduct and Diciphing., or candition of employment zan be estabiished by any other
sarhement, sorduct, policy, or prectice.




