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Employee Training Agreement

This Employee Training Agreement is made on danuary 15, 2024 between iPloy, OPC, with its place of business at
the 16" fleor 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 praviding a one-week training program to the Employee to enhance their skills and
knowledge in the field of Customer Service and s 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 Emplayee has

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

submission of Employment Requirements,

Agreement:

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

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

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

4. Pre- employment Physical Examination (PEME): The Employes ack nowledges and agrees that if they fail ta attain
their employment with the eampany up until regulatization, 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, evan after multiple follow- ups, they are required to caver
a portion of any penalties imposed by government authorities

6. Entire Agreement: This Agreement constitutes the entirp understanding and agreement between the parties
with respect to the subject matter hereof, and supersedes all prior negotiations, representations, and
dgreements between the parties, whether written or gral.

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

By signing below, the parties acknowledge that they have read this Agreement, understand its terms, and agrec to

be bound by the

vy "I'F.m'um:l / otf1al100g

Employiee Conbplete Name & Signature/Date Training Assoclate
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on {Date) Ayge 1, 1014
BETWEEN
1. IPLOY OPC. (the "Disclosing Party"): and

2. Viller, Masscausta  Vanhuan (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 su bsequently
disclosed to the Receiving Party is hereinafter referred to as "Proprietary Information” of the

Disclosing Party,
OPERATIVE PROVISIONS

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

1.1, to hold 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),

L2.  notto disclose any such Proprietary Information aor any information derived therefrom to
any third person,

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

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

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

procure that its employees, agents and sub-contractors to whom Proprietary Information 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

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

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information ar

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 construed as a waiver of such rights, If any part, term or provision of this

Agreement is held to be ilegal or unenfarceable neither the validity, nor enforceahility of the
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remainder of this Agreement shall be affected, Neither Party shall assign or transter all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warra nty 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 Pa rty is based in more than one country, the country in which its
headquarters are located) (the "Territory") and the parties agree to submit disputes arising out of or

in connection with this Agreement to the noen-exclusive of the courts in the Territary,

IPLOY OPC Receiving Party

By: Onboarding Specialist By: e Er-*hl.hﬂ e

Name: Jade Lenizo Mata Name: Vaugey Mauataymad T
Title: Onboarding Specialist Title: _ Csg

Address: #35 Salvador Extension Labangon Address: sg-% ¢y fupen 51 CER £
Cebu City

Date: Date: _ Junt 14, wm4




& IPioy
2% Picture
PERSOMNAL DATA SHEET
INSTRUCTEONS:
L Answer the questions completely and honestly in the spaces providaed,
L. Pleasa PRINT logibly.
3. DONOT LEAVE ANY SPACE BLAMK, Write *n/a". "not appicable® or “none”
HR:PLEOY
[P HA i only} {Far HE use only) BFaf R uss only)
EMPLOYEE NUMBER DATE HIRED DEFARTRAENT
W Y ML 9074
LAST MAME: FIRST MAME: MADDLE NANE-
TANTUAN VALERY [ HAmspG AT R
NICKMAME: FMCTHER'S FULL MAIDEN MAME!
L, . OEMAAAR  (RAMGT W Bysa it
CURRENT ADDRESS {House # / Lot | Block @/ Streer, Barangay, Municgaky / City, Province, Zip Coda)
SWR o) tonow 1. TINAGO cpaueny . Gooo
PROVINCIAL ADDRESS {Howse # / Lot | Bloek & | Strest, Barangay, Municpaity 7 iy, Provines, Zip Codu) =
; - -
Borbon  Bobhacion  Piemamun plan Cebu | Logg
Land Phana o, Mokile N | Mokile Mo,
| Win DonJoygean )
552 N PaG-183G Mo PHILHEALTH Ma. | ]
Bl 80 A5 8 A 3ova T | Nrsmatyan, LS 2R
BIRTH DATE HETH PLACE | GEMDER BLCOD TYPE
}amu.: b PR e Tofno £yl [ FEMALE ot
MARITAL STATUS BAME OF SPOUSE (fdarried] | Emmail Addressis|
[vf!lngln
[ } Logaily Separatod Mk vl bantuanGiame ). ¢ o
| I Married SPOUSE TIN hirighantean @iy m
1 1 WidewWidower HA
[ you relatgd by brship o matriagn up to the 37 dugree to aey current emplovee of Play?
[ I¥es §of Noo OYES, gove MARSE and RELATIOMNSHIP

Family Backp round

SPOUSE 'S EMPPLOYER

NAME OF SPOLISE [ marrisd] SPOUSES DATE OF BIRTH
B | Wil | 1]
NG OF | BIATH OROER
BROTHER/S | C | MO OF SISTER/S | 1 | DL O CHILD e | Pl | ity chid, 1%, 37 i) bl
[ DATE OF BIRTH &
MAASE OF CHILDRES {If any} DATE OF BIRTH WAME OF SIBLINGS ENL STATUS
i iy Wiy hwen M. Tarkuan Wholery - gmee
sy HEYLL TamTubil l.ﬂ_.lllm Mgy - g I L
. : DATE OF DATE OF ]
FATHIR'S NAME BIATH OCCUPATION BAOTHER'S MANSE BARTH | OCCUPATION
ML LLeyD B Thwrang| o t|..|||-r|-'l“|i PEivER BEMML W, TH'I"'I"#I W] '#""‘“‘li H;,.,.I,E-,..m:F_

PART

CONTACT PERSON : . ELATID‘.HSHIF TO EMPLOYEEE
Lisk, First) CONTACT FHOME NG, [Qptioraly
T S5, k48 LLE B
LLgp  f. Thviuliv SO0 IE e FATHERL

Mantage < 18th Floor One Moniags Townr, Arehblarogn Rayes fwve, Cobu Sty 71 MEY- 18th Figer MEY Towir Posoackores Fland Cabu
Business Park. Cety City 8OO0 11 AQCT - Bih Fioor, Aot Coarftnr Caby Towor, Cedw fusknpss Park, Gobir ity




—
i I,%‘\ -
&/ iPioy
LEVEL MAME OF scHa DATES ATTEMDED GRADUATE
stz mfiﬁs dmimye] = {rrsen ] [ed ar Na)
- ROCTION v s a1 CEWEAL ELEWMERTAR LL TR LR 1T kg
SECONDMRY EDUCATION 5TH. pisisih M CMBEWY - RUCURTTI TRV 18 1L =0 fE%,
™ Course; )
VOCATIOMAL i
R NOM-DEGREE COURSES Wik [T W
Dpras Cowtwe:
TERTIARY EDUCATION Wiy Wik Wk
I:l"n'|ruu: i
POSTGRADUATE & GRADUATE BEHED-TPHBL ~T1 wamn
i ' L3 CAVLoy gy BETy; el -1ete b
Degrea: i

EMPLOYER'S NAME

o

| positions heid)

Employment H

(From st recome and fio

ADDRESS & TEL. MO

5e4 Cry | PAhboLE  EEQL e e
JOD TITLE SALAHY  PERICD COVERED [mmyyr]
A TR, %y FROM To
L i} O 1eqn LY
SUFERVISOR'S NAMEE | SAPERVISOR'S TITLE EMPLOVERS SUPERVISED
' | r | Il appilcatie]
REASDN FOR LEAVING
H T [ Wipy [ 1§ DepogTunI
EMPLOYER'S NAME | | ADDRESS & TEL, MO,
OB TITLE PFERIOD rﬂ"r’[.—!ED!ITI-I"ﬂ.l'\'rI

| SALASY

|_ FRON Ta

SUPERVISOR'S MUAME

EMPLOYEES SURERVISED

| SUPERVESOR'S TITLE
[ applicable)

REASCN FOR LEAVING

EMPLOYER'S HAME

| ADDRESS & TEL M,
]

IOATITLE

| SALARY PERIOD COVEBED {menyyr]
FROM T
SUPERVISTR'S NARE SUPERVISOR'S TTLE EMPLOVEES SUPEAWISED
[¥ spplicabis)
REASCN FOR LEAWING
EMPLOVER'S MAME ADDRESS & TEL NGO,
| 308 TITLE [ SAL&RY | PERICD COWERED (mmjyr)
PR TQ

SUPERVISOR'S NAME

| SrERvISORE TiITLE EMPLOYEES SUPERVISED

|_{If appdcahin]

| NEAZON FOR LEAVING

EMPLOYER'S NAME

ADDRESS & TEL, NO,

JDTITLE SALARY ] PERIOD COVERED [mmyyr]
|' FROM 10
SUPERSOR'S NAME SUPERVIEORS TITLE | EMPLOYEES SUPERVEBED
[If appicahia)

REASOMN FOR LEAVING

Maoniage - 168 Floor Oine Maonls
Bustingss Par, Cabu

City 0000 (1 ADCT — 9y Flaar, Ayala Cerber Cal

g Towar, Archbishop Feyes fve, Cisbeu ity 1 MSY- 1190 Floor MSY Towss Poscadonss Road Caby

s Tioweor, Cata Busingas Park, Gohu Cily.




Purscent to; () indigenout Pecale's Aot

[RA B3710 (b} Mogea Corta for Disabled Persard R4 2277 and %olo Parenrs Welfare Act 2000 (R4 8972}
Piease angwer the following ihems.

Are you 8 member of sny indigenous group? O ws Mo # yei, please spacify: i
| D0 you idantify as differently-abled O ves | & MO | ifyes please specty: | Ll
fra you & solo parent? O yes M wo |_ir-,.we5, please specify: 4

PART 8
iy noroe, address, and helepirone Aumibers of §

Chasraeher

e (3] persans wio know you ather tham those you have workeg with,

_NAME ADDRESS TEL NO.
|1 WYELTH  fmfil PIRAAUNLALAY  { Eau CALE LY Lag |
2 JESCM MAE Cambuerl  TINAGO  crou ooy 0oag (1R
(B cening  pangmy \aodin IWEDE Ty (250 mﬂ_g’mrtcﬂﬁ

PART o Other Qualifcations
fobtrrelated frofming cowtes (pive Btk and ywar), Jab-rekehed shills [other fongeages, Fenputer and information technology, teoh, mochines, gte, fob-
riinted certificates ond fcenses feurrent onlvl, Job-reioted owords amd soecil irecomplishments (publeations, memberiigs In profecsional or osaor
mocietied, fenderhle oot pubiic speaking, and performance owids). Give dites.ond semd dacuments

DATE finm/jear) DESCRIPTION / TITLE |
L) Lol = A LAeT

| DE UM AT - TRAMrE  Sob [fdad

PART 10

ADDITHONAL IDENTIFICATION

TYPE f CONTROL NO, ISSLIE DATE EXPIRY DATE
PASSPORT DETAILS

| IS4 DETARLS (il applicable) - —
DRIVER'S LICENSE =
OTHER GOVT, ISSUED |0s: [For
example: 555, TIM, SCLO PARENT T
I3, PRC, ACH, sic.|
MILITARY # GOWT. f CviL
@vlcssqﬁ any) J

Have yau evar been formally charged of an 1] Yes i “Yes”, please give detad

scministrative / clvilfcriminal affarss? bl Mo Wik

Have yau ever bean convicted of an 1] Yea If "Yas", please give dotails:

admindstrative / civii/eriminal affansa? Io Hik

=

CERTIFICATION

| CERTIFY that, to tha best of sy knorwiadige and baliad, all the Information an an attached to this documant is true, carmect, complote snd made in good
faith, | UNDERSTAND that falsa oo feacdulent infarmation on or attsched t this appiication may be grounds Far not hiring me ar tarminate my
empicyrment fram @oy. | uunsns_l]wn that ary information | glve may be irnrestigated

— - B fiond
e TR
SFQﬂTturn of Emplayes Date Signed

Barringe - 16t Floor Cing Maoniagn Towar, Archbishes Foyes Ave, Cebu Ciky [ MEY- 111h Floor MSY Towesr Pascaconss Rosd Cabuy
Eusinesa Park, Cabu Clty BOOO 11 ACCT — Ga Figar, Ayain Canier Gobu Towar, Cabu Business Pavk, Cabu City.




s 2 iPloy
Pescadores Road Cebu Busismen Fark,
Cabu City G000 S Bukdbn

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

[, _¥Atiegy M- ThuTaAm hereby authorize lploy Inc. and/or it's representatives to
make investigation of my background, referen ces, character, past employment, consumer re ports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and Private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
infarmation which may be material to my qualifications for employment. A telephone facsimile
Ifax), scanned copy or xerographic copy of this consent shall be considerad as valid as the original
consent,

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

| release Iploy Inc., its employees, designated representatives, agents, officers and trustees fram
any and all claims of liability ar damage due 1o either the procurement or the true and accurate
disclosure of such records ar Information,

Applicant Mame;  Vapesy . T WA

Present Address: _sey-¥  e.4. cung ST Vb GEBW crpsd

Sacial Security Number:  oef8116 cad Date of Birth; _=! 'r"".'r’ 274

Signature; __ﬂ q,lk,._ i
J\

Data: ot -"Hhmn
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SIGN-ON BONUS POLICY

Policy:

The purpose of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the slgn-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 criterla;

*  Aregular employes

® Mo resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status

Must not be on Floating, AWOL, Terminated and EOC status or other forms of
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 15t day of succeeding month of the
anniversary date of the employee,

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

Acknowledgment

| hereby acknowledge that | have read, understand, and agree to the terms and conditions
of the (35K] 5[1n-an bonus policy.

.-"J:i- ;'Vﬁ';-___ _L

MVALLed W TAwrupa -"ul_.fm"wm
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:

Palicy Title : Dress Code Palicy
Revision Ma :01
Effective Date :June 13, 2022

I acknowledge that signing this document is a confirmation that | understand and agree
with what is expected of me as iPloy employee with respect to the Dress Code Policy
and | will abide by the provisions (including changes and additions which are deemed
incorporated herein) of thJsTuIi:\r.

ey

\-’-\u{::jﬁ' I1‘" Thirirameg Bl (a4 =
Employee Nare and Signature Date
Noted:
C
Tadd/\- (o a2y 1y

Onboarding spui:i[# Name and Signature I Date




iPloy Gift Policy

The aim of this policy is 1o establish 3 uniformity relating to the acceptance of gifts, including gratulties
and rewards. This policy applies to emplayees of the company, Employees include all permanent, part-
time, temporary and probationary 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, entertzinment and
food are also considered as gifts,

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

Any violations will be subject to the iPloy Cade of Conduct and Discipline. Infractions for this poliey is
tagged under Level 2 offense and fallow these progression:

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

IFin doubt, employees should with management on the appropriateness of any gift exchange,

Employee Acknowledgemant

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

Mame: _ Ve g LT T SCRATL A

|
Signatuire: ';tllj '-“1’_‘ : Date: ‘;'LI.-'I'l 4 Ijl?ﬂ;-' L
I 7

|




iPloy Social Media Policy

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

All employees should be aware that iPley regularly monitors the internet and social media about Its wark
and to keep abreast of general internat commentary, brand presence and industry/customer perceptians,
iPloy does not specifically monitor sacial media sites far employee cantent on an ongoing basis, however
employees should not expect privacy in this regard. iPloy reserves the right to utilize for disciplinary
purpeses any information that could have a negative effect on the company ar its employvees, which
Management comes across in regular internet monitoring, of is brought ta the organization's attentian by
employees, customers, members of the public, etc.

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

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

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

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

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

* Be aware of your association with the company when using online sodial networks, You must
always identify yourself and your rale if ¥ou mention or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
vou would present yourself with colleagues and clients, You must write in the first persan and
state clearly that the views expressed are your awn and not those of iPloy. Wherever practical,
You must use a disclaimer saving that while vou wark for the company, anything you publish is
Vour opinion, and not necessarily the opinions of the company.

* You are personally responsible for what you post or publish on sodal media sites, Where it is
found that any Information breaches any policy, such as breaching caonfidentiality or bringing the
company inte disrepute, you may face disciplinary action up te and including dismissal.




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

Material in which the company has a proprietary Interest — such as software, products,
documentation or other internal information — must nat 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,

Ba respectful always, in both the content and tone of what you say. Show respect to your
audience, your colleagues and custamers and suppliers. Do net poster 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 GRINIONSs you express are your
oW,

Recommendations, references or comments relating ta 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 isa
reference on behalf of the iPloy, even when a disclaimer is placed on such @ comment. Any request
for such a recommendation should be dealt with by stating that this is not permitted in line with
company policy and that a formal reference can be sought through HE, in line with the normal
reference policy.

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

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

This policy extends te future developments in internet capabllity and sodal media usage.

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

Always rermember on-line content s never completely private;

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

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




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

Specific Managerial Responsibilities

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

Enforcement / Progression

Mon-compliance with the general principles and conditions of this social media policy and the related
internet, e-mall and confidentiality policies may lead to disciplinary action, up to and including dismissal,
This policy is not exhaustive. In situations that are nat expressly governed by this policy, you must ensure
that your use of social media and the internet is always appropriate and consistent with vour
responsibilities towards the company, In case of any doubt, you should consult with YOUF manager.

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
£ 3"instance- Dismissal

Employee Acknowledgement

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

Name: _ Vaepy M TAMuaed

W oy Date: 0L /141000

——

Signature:

74

e
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Date : February 22, 2018
To S ALL EMPLOYEES CONCERNED
From : Hurman Resoirces
Thru ¢ Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. DBJECTIVE

1.1, In conformity with Republic At No, B504 otherwlise known as the Philippine
AIDS Prevention and Comtrol Act of 1998 which recognizes workplace-based
pragrams as a potent tool in addressing HIV/AIDS as an international
pandemic problem, this company policy is hereby issued for the information
and guidance of the employees in the diagnosis, treatment and prevention of

HIV/AIDS in the workplace.

1.2, This policy Is also aimed at addressing the stigma attached 1o HIV/AIDS and
ensures that the workers' right against discomination and confidentiality s

maintained

2. COVERAGE

£.1. This Program shall apply to all employess repardless of thejr employmem

status,

1. IMPLEMENTING STRUCTURE

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

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

411, What is HIV/AIDS?

4111 1w a disease caused by a wirus called HIV (Human
immunodeficiency Virus), This virus slowly weakens a person's
ability to fight off other diseases by attaching itself to and
de_rrtrnwng important cells that contral and support the human

immung system
4.1.2, How HIV/AIDS is transmitted?

4121 Unprotected sex with an HIV infected person:
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41.22 From an infected maother to her child {during pregnancy, at
birth through breast feeding),

4.1.23. Intravenous drug use with contaminated needles,
4124, Transfusion with infected blood and blood products; and

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

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
peaple with HIV. Hohstic care of peaple living with HIV-AIDS and
comprehensive  trealment  of  opportunistic  wfections  also
dramatically improve quality of life

5. GUIDELINES
5.1, Preventive Strategies
511 Conduct of HIV-AIDS Education.
5111 Who will conduct?
The Medical Clinic of Iploy Inc_in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education o 3l employees
far free. This shall also form part of the orientation of newly hired
employees. The standardized information package developed by the

Department of Labor and Employment (DOLE) may be used for this
pUPpOSE,

51.1.2 How will it be conducted?
The HIV-8ID5 education will be conducted through distribution and
pasting of 1EC matenals, lectures, counselling and training and
Information on adherence to standard or universal precautions n the
workplace
5.1L.2. Screening, Diagnosts, Treatment and Referral to Health Care Services

e S | screening for HIV as a prereguisile to employment s not
mandatory.

5122  The company shall encourage positive health seeking behavior
through Vaoluntary Counseling and Testing.
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5123 The company shall establish a referral system and provede
access to diagnostic and treatment services (or 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 likewlse facilitate access to livelihood
assistance for the affected employee and hisfher families, being
offered by ather government agencies.

B SOCIAL POLICY

6.1, Nan-discriminatory Policy and Practices

b.1.1. Discrimination in any form  from pre-employment to  post-
employment, including hiring, promation or assignment, termination of
employment based on the actual, percelved or suspected HIV status of
an individual is prohibited,

6.1.2. Workplace management of sick employees shall not differ fram that of
ary other illness.

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

6.2, Confidentiality/MNon-Disclosure Palicy

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

B.2.2. lJob applicants and workers shall not be compelled to disclose their
HIVM/AIDS status and other related medical infarmatian.

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

6.3, Wark-Accommodation and Arrangement

6.3.1. The company shall take measures to reasonably accommodate
employees with AIDS related (lInesses,

6.3.2. Agreements made between the company and employes's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangemiants, rescheduling of warking
time and arrangement for return to-waork
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

7.1. Employer's Responsibilities

7.1.1. 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 policy and

program on HIV/AIDS.

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

workforce.

/.13, Ensure non-discriminatory practices in the workplace and that the

policy and program adheres to existing legistations and guidelines

7.1.4. Ensure confidentiality of the health status of Its employees and the

access ta medical records is limited to authorized personnel,

7.1.5. The Company, through its Human Resources Department, shall see 1o
It that their company policy and program is adequately funded and made

known to all employees,

7.1.6. The Health and Safety Committee, together with employees/ labor
organizations shall jointly review the policy and program and continue 1o
improve these by networking with government and organizations

promoting HIV pravention

7.2, Employees’ Respansibilities

7.21. The employee's organization shall undertake an active role in
educating and training their members on HIV prevention and control.
Promate and practice a healthy lifestyle with emphasis on aveiding high
risk behavior and other risk factors that expose workers to increased risk

of HIV infection.

7.2.2. Employees shall practice non-giscriminatory acts against co-employess.

.23, Employees and their organization shall not have access ta personng

data relating to a worker's HIV status

7.24. Employees shall comply with universal precaution and preventive

medsures,
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8. IMPLEMENTATION AND MONITORING

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

9. EFFECTWVITY

8.1, This Policy shall take place effective immediately and shall be made known 1o
every employee,

AN
Frepared by: Jo Hanna R, Méalecio
Human Resources

Approved by, Yisroe| Y. Gissinger
CEQ
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Date tanuary 1, 2018
To P ALL EMPLOYEES CONCERNED
From ¢ Human Resources
Thru : Operations Manager
Subject : WORKPLACE POLICY AND PROGRAM DN TUBERCULOSIS (TB) PREVENTION
AND CONTROL
1. OBIECTIVE

1.1.To assist the government in its campalgn agalnst Tuberculosis (TB) in compliance
with the Department of Laber and Employment’s Department Order No, 73-05,
series of 2005 - Guidelines for the implemeantation af Pelicy and Program on
Tuberculosis (TR} Prevention and Contral in the Workplace,

1.2.7o provide initiatives to prevent the outbreak and spread of tuberculosis in the
workplace, and to treat, care, and support employees who become afflicted with
Luberculosis

2. COVERAGE
2.1 This Program shall apply 1o all employees regardiess of their employment status.
3, POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well 25 the

treatment, rehabilitation, and restoration to work of employees who contract

this disease. To achieve this goal, all employees are strictly mandated to undergo
an annual ical examination with the r ite chest s-ray.

3.2.Alzo, In line with this, a TB awareness program shall be undertaken through
information dissemination, which shall inelude its nature, frequency (occurrence
in @ selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management 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 conjunction with the Dperations
Manager and office of Human Resource through the company's accredited
health provider,

3.3.The DOTS is a comprehensive strategy 1o control TB, and |5 composed of five
compenents, which are:

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

332 Case detection by sputum-smear MICTOSCORY AMOoRE  Symplomatic
patients:
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3.3.3. Standard short-course chemotherapy using regimens of 6 to 8 months for
ali confirmed active T8 cases (|.e., smear positive or those validated by the
TE Diagnostic Committee). Complete drug taking through direct
wbservation by a designated treatment partner, during the whaole course of
the treatment regimen;

3.34. A regular, uninterrupted supply of all anti-tuberculosis drugs and other
materials,

135 Astandard recording and reporting system that allows assessment of case
finding and treatment autcomes for esch patient and of tuberculosts control
program’s performance overall

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 personal hygiens
practices. Mowever, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
Infarmation on its etiology and complete performance overall

3.5, Improving workplace conditions:

351 To ensure that contamination from TB airborne particles is controlled,
workplaces must provide adequate and appropriate ventilatlon [DOLE-
Cccupational Safely and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers,

3.5.2. The number of emplovees in a work area shall not exceed the required
number for a specified area and shall observe the standard for space
requirement. (OSHS Rule 1067)

3.6.Capability building on TB awareness raising and training on TE case Finding, Case
Halding, Reporting and Recording of cases and the implementation of DOTS chall
be glven o Company health personnel or the ocoupational safety and health
committes,

3.7.50cial Policies:

37.1. Mon-discrimination: Emplovess who have or had TB shall not be
discriminated against  Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled ta work for as lone as they are
certified by the Company's aceredited health provider as medicatly fit and
shall be restored to work as soon as their iliness s contrafled

372 Work Accommodation: Through agreements made  botween  the
management and the employees, work accommodalion measures o
support employees with TB s encouraged through fexible leave
arrangements, rescheduling of working limes, and arrangements Tor return
Lo waork.
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3.7.3. Restoration to Work: The employes may be allowed to return 10 work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider.

1.8, Emplovee Responsibility:

381 Employess who have symptoms of TH shall immediately seek assistance
from the Company’s Health Services Provider,

3811 An employes who has the symptoms of TB is required Lo initially
wear a face mask {especially while inside the office] and observe good
hyglene practices, at least until declared by a competent medical
practitioner to be sale from transmission

3812 Similarly, for those al risk, Le,, those with family members with TB
or those exposed to a co-employee with TB, it would be prudent 1o
observe the same good hygene practices until declared free from the
dizease and safe from transmission

382 Once diagnosed 1o be with TB, employees shail immediately seek
treatrment either through the Department of Health's DOTS or a private
physician of the employea’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 complications, such as resistance or pven
the failure of treatment, which may make it harder to treat the infection and
result ina longer absence,

1831, An absence from work due to medical reasons of over six [6]
months may result 0 the termination of one’s employment as
provided for by the Labar Code of the Philippines under Art. 284 -
Disease as Ground for Termination,

3.8.3. Employees are réquired to undergo an annual compulsory chest X-ray
through the Annual Physical Examination. If far any reason an employee
fails Lo secure a chest x-ray al that time, hefshe shall be directed to secure a
chest x-ray at an accredited clinic by his/her respective Infirmary/Health
aervices,

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

1.10. An employee afflicted with TB, who has voluntarly undergane the
treatment and rebabilitation program (DOTS) prescribed, and wheo s finally
declared to be in a non-communicable stage, may be allowed back to work
subject 1o being given a medical clearance by a Company designated physician.

311 Employees (those afllicted with Lthe disease or those identified under
contact tracing) who refuse to cooperate and dutifully observe lawful
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instructions {undergo a medical check-up andfor treatment), may be subject to
disciplinary action proceedings lor insubordination [the penaity of which may
range up tothe termination of one's emoloyment).

A PROCEDURE

4.1.The respective Health Services of the Company (andfor the contracted Health
Services Provider) shall coordinate with the Occupational Salety and Health
Center who shall provide greventive and technical assistance In the
implementation of the Worknlace TB Control and Management Program.

4.2.An employee who undergoes the Annual Physical Examination with the requisite
chest x-ray will have hisfher medical record forwarded 1o company efinic/HRD.
Employees who fail to undergo the requisite annual chest x-ray shall be directed
to secure one at an accredited clinic or by his/her profereed Infirmary/Health
Services.

4.2.1. Those with medical findings shall be required to undergo furthisr medical
check-up. All medical records in connection with this second/ further check-
up shall be sutmnitted o company clinic/HRD and hisfher respactive
Infirmary/Health Services.

4.2.2. The employee shall then coordinate with company clinic/HRD and hisfher
respective Infirmary/Health Services for the next steps,

4.3.An employee who s suspected to be affictad with T, whether as a direct suspect
or by contact tracing, shall cooperate fully with hisfher rtespective
Infirmary/Health Services (and/or the contracted Health Services provider). I
the employee tests positive for TH, the employee shall undergo the DOTS
program o its comgpletion,

4.4.f the employee needs to undergo a leave of absence 1o recuperate, hafshe will
be allowed to use the approprate leave before hefshe may request to be
permitted to go on a Leave of Absence without Pay (LOA).

441 The employes shall observe the requisite procedure In applying for a
bpave,

44.2. The Unit concerped shall ensure that the requisite procedures are
observed by the employes and that the company clinic is duly informed.

4.5.An employee may be allowed to go on a medical leave of absence (without pay)
for a maximum period of six {6) months. The concerned employse shall submit
an application for & leave of absence before going on leave.  Smd jeave
application shall be subject to approval at the sole discretion of the Company
Management

451, Thesame procedures under 4.2 1 1o 4.2.2 shall be observed.
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4.6.After treatment, with @ maximum period of six {6) months on leave (without pay),
an employee found to be cured or In a non-communicable stage of TH may be
allowed back to wark, provided Lhat the employes’s health shall continue 1o be
monitored during the annual physical examination with the requisite chest x-ray
or as may be deemed necessary by the Unit Health Services (Infirmary) or
contracted Health Services provider

4,7, The employee returning to work shall be required by the Management to secure
a medical clearance from a medical doctor chosen by the Company before belng
allowed to return 10 work,

48.The HRI will initiate disciplinary proceedings against any employee found 1o have
discontinued treatmient in defiance of medical advice, or who refuses to undergo
the full treatment course prescribed.  Likewise, employvees who are ardered 1o
undergo a check-up due to contact tracing but refuse to do so will also Face
disciplinary action proceedings, In both cases, the maximum sanction applicable
far insubordination will be the termination of one's employment, it is deemed
warranted

5 IMPLEMENTATION AND MONITORING

5.1 The Safety and Health Committee or ity counterpart shall periodically manitar and
evaluate the implementation of this Policy and Program

6. EFFECTIVITY

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

Prepared by Mliﬁ"’? R Melec
Human Resources

YALLERA \ . TAaN TR
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Anproved by: Yisroe! ¥. Gissinper
CEQ
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Date i February 24, 2018
To T ALL EMPLOYEES CONCERNED
From { Human Resaurces

Thru : Operations Manager
Subject  :WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

OBIECTIVE

1.1pioy Inc. Is cammitted to conform 1o the established standards assurance of
customer satisfaction, protection of our environmaent and health and safety in
the workplaces.

1.2.The company promotes and ensures a healthy environment through its various
health programs to safeguard its employees. And as parl of the company's
compliance to DOLE Department Advisory No. 0%, Series of 2010 {Guidelines for
the Implementation of 3 Waorkplace Policy and Program on Hepatitis B), this
Program has been developed This program o aimed to address the stigma
attached to hepatitis B and o ensure that the employess' nght against
discrimination and confidentiality is maintained,

1.3.This guideline is formulated for everybody's information and reference for the
diagnosis, Ireatment, and prevention of Hepatitis B This will inform the
employees of their role as well as the company in dealing with Hepatitis B A
healthy environment encompasses a good working relationship and great output
fiar continuous business growth,
COVERAGE
2.1.This Program shall apply to all employees regardiess of their employment status,
POLICY STATEMENT
1.1, Implementing Structure
3.1.1. Iploy 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 regresented
3.2 Guidelines

3.21. Education

3211 Hepatitis B shall be conducted through distribution and posting of
[EC materials and counseling and/ or lectures; and
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3212 Hepatitis B education shall be spearheaded by Iploy Inc Medical
Clinic in clase conrdination with the health and safety committee

32.2  Preventive Strategies

3221 Al employees are encouraged to be immunized against Hepatitis
8 after securing clearance from therr physician

3222, Workplace sanitatlon and proper waste management and disposal
shall be monitored by the health and safety cammittee on & regular
brasis,

1223 Personal protective equigment shall be made available at all times
{ar all employees; and

3224  Employees will e given training and information on adherence to
ttandards or universal precautisns in the workplace.

4. SOCIAL POLICY
4.1.11 Nen-discriminatory Palicy and Practices

41111 There shall be no discrimination of any form against
employess on tha bass of their Hepatitis B status caonsistent with
the international agreements on non-discrimination ratified by
the Philippines {(ILO C111) Employees shall not be discriminated
against, from pre to post employment, including  hiring,
promotion, or assignment because of their hepatitls B status,

4.1.1.1.% Workplace management of sick employeas shall not differ
from that of any other iness. Persons with Hepatitis B related
(liresses may wark lor as leng as they are medically fit to work,

4.1.1.2 Confidentiality

41121 lob applicants and employees shall not ba compelled 1o
disclose ther Hepatitis B status and other related medical
information, Co-employvees shall not be obliged 1o reveal any
personal infarmation about their fellow employees Access to
personal data relating. 1o employes's Hepatitis B status shall be
bound by the rules on confidentiality and shall be strictly Imited
to medical personnel or if legally required.

4113 Wark-Accommaodation and Arrangement
4.1.1.3.1. The company shall take measures (o reasonably

accommadate employess who are Hepatitis B pasitive or with
Hepatitis B - refated |linessos
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411332 Through agreemients made betwsen management and
empioyees’ representative, measurss 1o support employees with
Hepatitis B are encouraged to work throogh flexible leave
arrangements, rescheduling of working time and arrangement for
return o work.

4114, Screemng, Diagrosis, Treatment and Referral to Health Care
Services

4.1.1.4.1. The company shatl establish a refe:cal system and provide
access 10 diagnostic and treatment services for its employees for
appropriate medical evaluation/ monitoring and management,

4.1.1.4.2. Adherence ta the guidelines for healthcare providers on
the evaluation of Hepatitis B posithve employees s highly
Encouraged.

41143 screening for Hepatitis B as a prerequisite to employment
shall nat be mandatory

4.1.15. Compensation

41151 The company shall provide access to Social Security
Systern and Employees Compensation benefits under PD 626 to
an employee contracted with FHepatitis B infection in the
perfarmance of his duty,

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

51111 Management, together with employees’ organizations,
conmpany focal personnel for human resources, and salety and
health personnel shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatitis B,

5.1.1.1.2 The Health and Safely Committee shail ensure that their
company policy and program (s adeguately funded and made
kricnan to all employass

51.1.13 The Human Resources Department shall ensure that their
policy and program adhere to existing legistations and guidelines,
including provisiens on leaves, bepafits and insurance.

51114 Management shall provide information, education and
training on Hepatitls B for its workforce consistent with the
standardized basic information package developed by the
Hegiatitis B TWG; if not available within the estanlishment, then
provide acoess 16 farmation,
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51.1.1.5. The company shall ensure non-discniminatory practices in
the warkplace

511146, The management together with the company focal
peesonnel for human resources and safety and health shall
provide appropriate personal protective equipment to prewvent
Hepatitis B exposure, especally for employess exposed to
potentially contaminated blood or body Nuid,

51117, The Health and Safety Committee, together with the
employeess’ organizations: shall jointly review the dolicy and
program for effectiveness and continue to improve these by
retwaorking with government and  organizations promoting
Hepatitis B prevention.

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

51.1.1.9 The human resources thall ensure that access to medical
recards is limited to authorized persannal,

5.1.12 Employess Responsibilities

51121 The employees’ organization Is required 1o undertake an

active rae in educating and training their members an Hepatitls

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

promoting and practicing a healthy lifestyle with emphasis on

avoiding  high risk behavior and other risk factors tha

expose employees to Increased risk of Hepatitis B

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

51122 Employees shall practice non-discriminatory acts agairst
co-employees an the ground of Hepatitis B status,

51.1.2.3. Employees and their organizations shall not have access 1o
personnel data relating to an employes's Hepatitis B status. The
rules of confidentiality shall apply in carrying out unisn and
arganization functions.

51124 Empleyees shall camply with the universal precaution and
the preventive measures.

511235 Employees with Hepatitis B may inform the health care
provider or the company physician on their Hepatits B status,
that is, if their work activities may increase the risk of Hepatitis B
infaction and transmission or put the Henatitis B positive at risk
for aggravation,
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6. IMPLEMENTATION AND MONITORING
6.1. Within the establishment, the implementation of the policy and program shall be
monitored and evaluated periodically. The safety and health committee or it
counterpart shall be tasked for this purpose

7. EFFECTIVITY

7.1.This Policy shall take place effective immediately and shall be made known 1o
every emplovee,

Al n&
Prepared by: Jo Hg:l_" it ‘Et welecio
Humarn Resources

.ﬁppm‘mﬂ by Yisroel ¥, EI!-'.S‘-E‘F'EE'
CED
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Date tJanuary 1, 2018

To s ALL EMPLOYEES COMCERNED
Froam : Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBJECTIVE

LL

1.2.

In complisance with Article ¥ of Republic Act Mo, 9165, otherwise known as
the Comprehensive Dangerous Drups Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Moo 53-03, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc. hershy adopts the following
policies and programs 1o achieve a drug-free workplace,

Company policy 15 to mamtain a workplace free of dlegal drugs. T ensure
that the objectives of the company's corporate policy are met, the company
I implementing this drug-free pregram. The program will have the following
elements

2. COVERAGE

2.1

This Program shall apply to all employess regardiess of their empleyment
SEATLIS

3. POLICY STATEMENT

31

iz

3.3

3.4

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

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

Passession, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such activity or involvement adversely affects the
employee’s work performance, the safety of the employes or of others, or
puts at risk the company's reputation

The presence of any detectable amount of dangerous drugs n the
employee's system while at wark, while on the premises of the company, or
while gn company business, "Dangerous Drugs” Include those listed in the
Schedules annexed 1o the 1961 Single Comvention on Marcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annesed to the 1971
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Single Convention on Psychatrople Substances as enumerated in the
attached annex of R.A, 9165,

4. MANDATORY DRUG TEST

4.1, Te ensure that only those gualified shall be screened and recruited to prevent
the detrimental effects (eg lower productivity, poor decision making;
increased occidents; move compensation cloims; and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

4.2, Iplay Inc. designates company accredited or affiliated cemter, a duly
accredited 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:

4,31, RANDOM TESTING: Officer/employees may be selected at random for
drug testing at any Interval determined by the Company

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

4.3.3. POST-ACCIDENT TESTING: Any officer/employes involved In a "Near-
Miss" Incident or "Work Accident” under circumstances that suggest
passible use or influence of drugs may be asked to submit to a drug test
As defined herein, "Near-Miss” mieans an incident arising from or in the
course of work which could have led to injuries or fatalities of the
workers and/for considerable damage to the employer had it not been
curtailed. “Work Accident” refers to unplanned or unexpected
occurrence that may of may not result in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment,

4.3.4. Al drug tests shall employ, among athers, two (2) testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening  test, Where the confirmatory test turns positive, the
company's Assessment Team shall evaluate the results and determine




Py toraira s iP'o
1t Figuem $ASY Termss
LU AT I-IHI-I

Pescaioim Hoat Cebe Nitinems Paik,
Cebu City 000

5,

the level of care and admimistrative interventions that can be extended
to the concerned amployes

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

4,3.6. Al costs of drug testing shall be borne by Iploy Inc.

TREATMENT, REHABILITATION, AND REFERRAL

5.1

a2

5.4

a4,

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

Following rehabilitation, the comparny's Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employes and recommend to the employer the resumption
of the employee's job if hefshe poses no serous danger to his/her co-
employees and/or the workplace

All costs for the treatment and rehabilitation of the drug dependent
employes 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 penaities under R.A. 9165
and is a ground for dismissal

ADVOCACY, EDUCATION AND TRAINING

b1

6.2

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

All officers and employees are required to undergo an orientation/education
program before assumption of their respective duties. The program shall
include the following topics:

B.2.1. Salient features of RA, 9165;

6.2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community;
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£.2.3. Preventive measures against drug abuse; and

B6.2.4. Steps to take when intervention is needed, as well as available services
tor treatment and rehabilitation,

To encourage all officers and employees to lead a healthy lifestyle while at
work and at home, Iploy Inc. undertakes to conduct the following activities as
often as possibie:

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

6.3.2. Health wellness screenings (2. blood pressure and heart rote,
cholesteral test, blood glucose, etc.);

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

6.3.4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

EI

1.1

7.2,

.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
written acknowledpement from the employees that the policy has been read
and understood by them

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

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

CONSEQUENCES OF POLICY VIDLATIONS

8.1,

8.2

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

Any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book Vi of the Labor Code and under RA 9165
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9. IMPLEMENTATION AND MONITORING
9.1.1. The implementation of these policies and programs shall be menitored
and evaluated perodically by management to ensure a drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with 0.0 53-03.
10, EFFECTIVITY

10.1. This Palicy shall take place effective immediately and shall be made
knonen to every amplayee.

11. ATTACHEMENT

111, Drug-Free Workplace Policy and Program Acknowledgement

Prepared by %@i’# h.m!lg:ig

Human Resources

VALLEZY Len.  TAwAM

g 6l Th R =it
Reviewed by; Alfrédo P. > arillo Ir, 'lr ; ¥
Direcyor of Operations
e y

Approved by: Yisroel ¥. Gissingar
CED
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Drug-Free Workplace Program Acknowledgement

| hereby acknowledge that | have received and read lplay Inc. Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employes Assistance Program providers or local drug and alcohol treatment
programs. | have had an opportunity to have all aspects of this material fully explained. |
also understand that | must abide by the Program as a condition of initial and/or
continued emplayment, and any violation may result in disciplinary ection up to and
including termination,

I also understand that during my employment | may be required to submit to testing lor
the presence of drugs or alcohol in my body, | understand that submission to such testing
is a condition of employment with |Campany|, and disciplinary action up to and mcluding
lermination may result if;

1) I refuse to consent to testing,

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

3) | refuse to authorize release of the test resulls Lo the company.

4) The tests establish a violation of [Companyl's Drug-Free Workplace Policy
5) | atherwise violate the palicy.

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

The undersigned lurther states that hefshe has read and understands the above
acknowledgement and signs below of his/fer own free will

@'&\P—_ ) GL ,-'{],d.f}mi
SIGRTURE DATE

WITHESS DATE
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Date Hlanuary 1, 2018
To S ALL EMPLOYEES COMCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM DN ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1. The following policies and procedure are hereby ssued by Iploy Ine. to
prevent sexual harassment in {15 workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases,

2. COVERAGE

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

3. 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 relationship, No employee,
either male or female, should be subjected verbally or physically to
unsalicited and unwelcome sexual overtures or conduct.

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

3.3 Iploy Inc. will not tolerate any behavior that amounts to sexual harassment
and any officer or emplayee found to have rommitted senual harassment
shall be subjected to disciplinary action, up to and including dismizsal

3.4. DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy 1s based on, the definition of sexual
harassment set forth in Section 3 of RA TET7 |t provides that sexual
harassment in weorkplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other persan whao, having authority,
influence or moral ascendancy over anather in a wark environment, demands,




v @lPl

Pestitores Rosd Ceby Buvnea Par
Cortru iy 0

requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission is accepted by
the object of said Act

In 8 work-related or employment environment, sesual harassment s
committed when:

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

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

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

35 WHERE SEXUAL HARASSMENT 1S COMMITED

Sewual harassment may be cammitted in any work or training environment, It
miy include, but are not limited to the following:

351 Inor outside the office building or training site;

35.2. atoffice or training-related social functions:

353, inthe course of work assignments outside the office:

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

3.6. FORMS OF SEXUIAL HARASSMENT
Sexual harassment may be committed in any of the lollowing forms;

3.6.1 Overt sexusl advances;

362, Unwelcome or improper gestures of affection;

3.6.3. Request or demand for sexual favars including but not limited to Boing
out on dates, outings, or the like for the same purpose;

3.6.4. Any gther 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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3.8

WHAT I5 NOT SEXUAL HARASSMENT

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

EMPLOYER'S RESPONSIRILITY

iploy Inc, undertakes to provide its officers and employees a work
environment free of sexual harassment by management personnel, by co-
warkers and by others with whom officers and employees must interact in
the course of their employment in Ipley Ine. Sexual harassment s specifically
prohibited as unlawful and as a violation of company policy, The company |s
responsible for proventing 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

41.1. Any officer or employee, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same |mmediately
to the Commitiee on Decorum and Investigation, They may also report
acts of sexual harassment to any other member of lploy Inc
management or ownership. Al aliegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure, When
the investigation is completed, all parties will be informed of the
outcome of the investigation,

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

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

who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of 2 complaint of sexual harassment,
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4.3 WRITTEN POLICY

431 Al officers and emplayees of Iploy Inc. shall receive a copy of the
company’s sexual harassment policy upon assumption of their respective
offices. if at any time an officer of employes would like another copy of
the policy, please contact the Ofice of the Committee on Decorum, If
Ipley Inc. should amend or modify s sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
modified policy

5. CONFIDENTIALITY

5.1. At the commencement of the investigation procedure at the Committee,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, 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,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper

6. EFFECTIVITY

E.1. This Policy shall take place effective immediately and shall be made known to
avery employes,

Hufnan Resources

ot 2 fruza

Reviewed by: Alfr
[

Approved by: Yisroel ¥, Gissinger
CEC
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

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

Submitted by:

Yisroel ¥, Gissinger
CEOD
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DATE . April 3, 2018

To : ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT

THRLU : OPERATIONS MANAGEMENT

SUBIECT I MEMO: RESTROOM GLIDELINES

lptoy Ing, provides unisex restrooms avallable so that employers can use them when thiey need
ta do so. One is located inside the operation floor and second is in the hallway outside the
operation floor, However, those who are uncomibortable, has issue with the unisex rESIroom,
we have a separate single, private restroom available for use.

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

Furthermore, It 15 essential that all employees should comply and observe the restroom
atiguette;

Knock if the cubicle appears to be occupied. Don't peek under the doors.
Lock the cubicle doar when you enter
Stand close enough to the pan or urinal so you don't wet the seat, walls or
floar

®  Flush the toilet sfter use and wige off the oilet seat far the fekt wser

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

* Wash your hands to prevent the spread af colds and the flu

*  Please use water and paper towels conservatively

For your information and guidance,

do angarillo dr

Dirkgto Opgrations
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Febiruary 27, 2018

To - ALL EMPLOYLES

FROM ! HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGER

SURIECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tollowing Is issucd 1o chsure the effective enforcement and strict observance of all
vimployees on office attendance and punctuality

To ensure effective implementation and manitoring of office security

1. Cmployees are required to log in and log out using the biometric and the RF ID, even
if the door is open

2. Employees are allowed
their scheduled time

3. Bags and/or personal items should be
the production area

4. Once an employee logged in and inside the production area, they can no longer go
outside until thelr 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

6. Pantry, recreation roam and locker should be closed at all times, employees must use
their RF ID to access these rooms

7. No tailgating

to be inside the office and to Log in thirty (30) minutes before

leftin the locker befora longing in/going inside

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

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

10. Employees wha left/lost their IDs will get temporary ID from HR and will be dealt with
according to our code of conduct and discipline.

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

Fer guidance and strict compliance.

JEE’EI'PEE?F{:E%&' io _ nj,;. :
Hu Resources

VAL ALE pAf K ¥ TuA R
Noted by:

| ANEE .’var.q

Alfcedo Catrvarillo Jr,
Director o rations

Scanned by CamScanner
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DATE : Movember 17, 2021
TO : ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT ; LOCKER POLICY

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

Please see list of rules provided below for your reference,

RULES

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

* MO storing of perishable foods/leftovers inside the locker,

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

= NOtransferring 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 to facllity property such as the foreed
opening of lockers without the management/HRs' knowledge or consent, etc.,

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

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

+ Forced Open Request due to lost padlock key or forgotten password/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 hri@iploy.com
and must wait for the approval,

+  NOLDITERING inside the locker roam
Unassigned Lockers with cable ties should not be opened.
Things inside unassigned lockers will be subject to disposal of the management

This Memorandum shall take effect on November 22, 2021,

Fallure to comply will be dealt accordingly,

Prepared by: Moted bry;
] _|
Carlos Gotiong
Relations Spacialist General Manager Directa rations

| have read, understood, and agreed to comply with the foregoing policles, rules and conditions
governing the iPloy Locker Policy. o, L

Vhuesy M. TAntuan O [14 hgra
Employee Eigna[ture Owver Printed Na}ne.-fbate
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DATE

To
FROM
THRU
SUBIECT

April 3, 2018

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT
OPERATIONS MAMAGER

MEMO: CALL IN FOR OUT OF OFFICE

In order to properly monitor out of office employees, 3 new process to call Infreport absence will
be implemented effective Manday, April 8, 2018

Guidelines:

L. In cases of late and/or absences, employes should report to Human Resources thraugh

SM5 or

Call via HR hotline: 0917-709- 7074

2. Notification should contain the following information:

i
i,
8
d
LA

Complete (real) Name

Department

Team Leader

Call In for: (Whole day Absent, Half-day Absent Late)
Reasan

3. HR will be the one ta send notification ta Cperations Management

4. Mo call

in should be communicated through Team leads or any ather employee. It should

be done by the employee or his/her relatives

5. Notification should be at least two (2) hours before the employee's shify

B If an employee is advised to rest/confined in the hospital, number of rest days as advised
by the physician should be indicated, Otherwise. employee must send notification daily

T Failure

tor notify will be tagged as No Call, No Show and/or unscheduled absence and wil

be dealt with according to our Code of Conduct and Discipline,

For your guidance and strict compliance.

Ve gy (D e 1A AR

o[ /—nm\—
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Feloruary 18, 2020

Ta 1 ALLEMPLOYEES

FROM t OPERATIOMNS MANAGEMENT
SUBJECT t ATTEMDANCE BOMUS 2020

Bs we end the year 2009, iPloy would like to set clear key procedures and policies. This memarandum serves as
reminder to be followed:

PAYROLL

1. Immaculate Attendance Bonus is for employess with perfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = sut for
breaks will also disqualify the employee, No walvers will be given,

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

3. Employees who tendered their resignation before the releass of the Sign On Bonus |First Hall or Second Half) will
MO longer be eligible to recelve it

#. Employees qualified for the Sign On Bonus (First Half or Second Half) will receive it on the 20" of tha succeeding
manth fram aligibility,

5. Eliglbity for the annual merit increase Is based on overall perfonmance and management discretion. Pay out Is
at management’s discretion,

MEDICAL CERTIFICATE

L. When must the medical certificate be dated?

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

.  days absence - the medical certificate must be dated on the initial day of absence ar the next day. I the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the
latest. |Lcannot be dated on the Saturday that immediately fallows or that Manday that the agent Is 1o report back
to work.

L 3 days of absence or longer - the medical centificate must be dated on the Inftial day of sbsence or the next
day. It cannot be dated on the day that the agent reporis back to work with the advice 1o rest antedated from the
initial date of absence. Also, the advice to rest is inclusive of rest days.

o Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 dirys,
that is inclusive of the day of absence that the agent ook to 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 cerificate must include the number of daye of rest, The
advice to rest cannot be antedated.

o There rmust be a fit to work dote.

o The only exception to the Medical Certificate date guidelines is If the emplayee has been
hospitalized.
VACATION LEAVES

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

2. Employee must gactly have the correspanding credits for 1he reguest to be approved,
1 cradit = One Day

5 credit = Half Day

3. Employee with perfect attendance &0 days fram the requested Vi date will be given priority in the approval of
laaves, This is a way of rewarding employess with perfect attendance,

4. The company and client have the right to disapprove leave requests and cancel approved lsaves for those
employeas who committed unscheduled absences on the prior month and en the current manth of the reguestied
time aff including poor attendance records, behavioral and productivity Bssues,

Noted By: Approved By:
JAY GISSINGER
HE Supar Chief Executive Officer
J
Mrector of Operations

_f_’.f:b_

YALEEY W cavmondd

O s
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Date : November 17, 2021

TO tALL EMPLOYEES

From i 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 emall to
hr@iploy.com at least two {2) hours before the employee’s shift |following call-in procedure) and/or
within 24 hours from the first day of absence.

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

3, Employee must file the incurred sick leave in HRweb within 48 hours. Failure ta 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
quarantine due to COVID-19,

4, Below are the documents needed to provide to use the paid sick leave;
*  Employee’s illness or injury

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

+ Blacklisted Doctors and clinics' will not be honored, (Please refer to the
Blacklisted Clinic/Physician Memao)

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

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

= Power Outage

®  Certification from their electric/power supply provider (e.g., VECO, CEBECD,
MECD)

* Internet Outage
& Ticket number from the internet service provider and/or screenshot/link of
official cutage announcement from the internet/telco provider
#  Picture of the modem (showing red, no light in “internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action, 5L is unauthorized
under the following circumstances:
*  The employee falled to inform the immediate superior or HRD about his/her absence due to
illness unless fully justified,
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* |fsickness 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. A medical certificate must be submitted
befare the expiration of the SL. Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted.

This Memorandum shall take effect on November 22, 2021,
Please be guided accordingly.

Created by:

79
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Noted by:

o Camaiilio Jr. Angelo Manal CarlosBotlons

Diredtor, Dperatipns Dperations Manager “General Manager
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&) iPloy

November 12, 2019

ALL EMPLOYEES

HUMAMN RESOURCES DEPARTMENT
OPERATIONS MANAGER

555 SICKNESS CLAIMS = 5 CALENDAR DAYS

For those amployees’ who wants to file for sickness claims must submit the duly accomplished 55%
notification form attached with original and complete medical documents. it should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit
their form in Accounting office.

A member is qualified to avall of this benefit if:

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

2. He has pald at least three (3) months of contributions within the 12-month peried immediately
before the semester of sickness or injurny;

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

4. He has notified the employer or the 555, If unemployed, valuntary or salf-employed member
regarding his sickness ar injury.

Failure to submit the documents within the prescribed period will free iPloy fram any liability of their

For your guldance,

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

Sinceraly,

Moted by:

nrll o dr
Directof, Dperations
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HRM-2023-10-0316
DATE October 4, 2023
TO : ALL EMPLOYEES
FROM HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

The following are MNOT ACCEPTABLE and are considered part of the BLACKLISTED
CLINICS/PHYSICIANS:

Rajah Tupas Medical Services

Bimba H. Tequillo MD Clinic

Lalita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Climic

Health Doc Dlagnostics

Gaudioso Montecilio Ir.,, MD

Mow Serving

+  br. Guian Darnell Sumalinog

10. Tambut Medical Clinic

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

112 Doctor's license number
113  Clinie/Doctar Phone number
11.4  Date of Actual visit

115 Diagnosis

116  Recommendation

11.7  Fit to work date

R

Mew Clinics added:
12. Enad Clinic
13, Bing Clinic
14, Gia Clinle
15. Veloso Clinic
16. Dr. Paclo N. Apull
17. Lovrdes D. Sasoy, MDv

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

the attending physician.
5. [Ensure that the soft copy (sent through email} matches the original copy submitted to HR.

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

No dizgnosis provided. Please note that Z eades are not considered as diagnosis,

Mo contact Informatlon 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,

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

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

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

L

Lastly, since hospitals and clinics are now having less restrictions for consultations and our situations

are eonstantly improving since the pandemic hit, therefore, we will no longer accept consultation

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

Should you have questions or clarification regarding this, please do nat hesitate to send us an email

at er@iploy.com.
For strict compliance,
Prepared by:

N Afganza
Employee Relations Supervisar

Moted by:

—-
s A

HR Manager




#lag, (10 ~ C W) ;
¥ Flnge, dyala Contar Cofs Tos w 'Ploy

Cha i Foark. Hohod fx.

Catm) ity G000

Date 1 Movember 30, 2022

To d ALL Employess

FROM : Human Resources Department

SUBECT : VACATION AND SICY LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
ey, mmumum.allmanS!.uidﬂimmbamnurwdthus,SLq:pH:ﬂinnlsnnhnnr
allowed until thie end of the year,

As for tha Vacation Leave (VL) corwersion, all unused VL credits will be relezsed on the 30" of Decamber
2022 All employees can plot a VL request untll December 8, 2022 QMLY. The ectual VL dates will cover
only until April 30, 2023. Kindly take note of the reminders below in reference to fillng of VL:

« Mo retraction of approved Vs, If the employes reports for work on the actual Vi date, the VL
will mat be reimbursed and will be vaided.

& Narescheduling of VL once approvad.,

= Wl date should not fall an a iocal hollday otherwise forfeited.

Mote: Approval of VL reguests will ba an or bafore December 14, 2022,

Furthermore, if the employes resigns or gets separated from the company elther voluntary or Imsaluntary,
&ll available VL credits will be forfalted and will not be part of their last pay If;

o Employes filed an immadiste resignation and/ar falled to provide a 30-day notice.

+  Employee want on Absent Without Official Leave (AWOL)

®  Employes Incur any leava, absences, and/or any farm of terminal leave within the 30-day notice
period with the excaption that the employes provided a valid doeumentation such as but net
limited to hospitalization due to sickness, sccidents, or contaglows diseases.

*  Employes incurred more than four {4) hours of accumulated and/or totel late/wndertime within
the 30-day notice.

® Employee will have lssues with performance including but not limited to quality, productiity, &
chient ascalation within the duration of the 30-day notics.

® Incurred any behewioral infraction such as but mot limited to Sleeping, Browsing Unrelated
Websltes and etc.

Furthermare, 5L and VL conversion maybe subject to tax, Should you have quastions peraining to this
mema, feel free to reach out to our Accounting personned at Accommting@iploy.com,

Slgned:

; i fi "'E- a‘f"
HR hanager HR Accounting Manager
Noted by:

E ;E i b
Opearations Manager m

Approved by
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December 17, 2009

Ta - ALL EMPLOYEES
FROM : COFERATIONS MANAGEMENT
SUBRIECT CLEANSING PERIOD

Plery Stalfing Solutions believes in giving employess enough reom lor improvement o straghten oul
employment in regards to complianoe 1o our company’s Code of Conduct, The aim of this approach s to belg
rditivi bis employees rectify passed oflenses and start anew

Cleansing Period periaing 1o the time when an employes who has besn subjected to o Dlsciplinary Action [IA)
s expected to improve performance, Ample tme | given to correct Improper behavier and refrain fram
tommitting amy other miractions,

It an employes does not commil the same infraction for the specilind cleansing period, the progréssinn of th
driclplinary action wil dide back to a level depending on its type. Pluase refer to tsble below,

_ﬂ_u_tit_mdance E
Productivity | =~ 6
Behavioral | 12

The counting of the Cleansing Pariod will start based on the date when 08 wars decided upon. All documentations
far infractions will still be kept in the Employes's 200 File regardiess what period of pregiession

The Cleansing Period is elfective January 1, 2020 covering Das & manths and older,

Approved By

JAY GISSINGER

Chief Executive Officer
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CODE OF COMDUCT AND DISOIPLNE (Table of Infractions)

L STATEMENT OF POLICY

Thir Cesde of Covediset and Disciphice [s Sesigred b ersune healthy and posithe working
environment, and hopes to maintain and uphold profesticralism among IPoy InC. emglsyeel.
The entxhiished norms hamein et forth sre geared towands the attanment of tee Comaamnys
Goals and ohjsctives. It & warthy toemphasite that the Code is nat meant bo be appressive nor
i o v and | ngi wloyees. ndead, i serves 35 the guding annciphes
o what iy expected of id" empioyers 1o condect during the entie empiogment hiere In [Py,
Inc.

I DOCTRINES TOGOVERN THE COMPANY'S CODE OF CONDAUCT AND DISCIPLINE

preTEgsve entdindd from (ke 1587 Phiigpond Cond@ution
2 Fairness ard juitice shall alwisys gowern the impasitien of dhciplinary agtiors. Exathng Libor
-.I!j.-ﬁl__ql}!._t‘ el Jurfsprudernce will al E}Unuﬁonin

approval and upon compliance o the conditions S8t farth By the iatber,

5 Direct Superfor should comch the amoioyss within § werking days from the bsuance of

a. Failure 10 praside WHinen Exglanatien trall Soramilte & wiwr o e tnpleyse’s

right tobe haard and condinms fhed 2l the detais in te incidern Aeporare Sruee and
WAL E Ay Bidne,

b. Lupses in 4_-;....__3.&_ # sanctien = Neglest of Quty | injubondination
C Lapses in the dmetine wil not wakd the RaeTTiOn.

GEMERAL BEIAVIDRAL STANDARDE
As-an iPloy empioyee we expest that you will meet the foliowing behawicral standands:

a. Fropey Conduct and Decarum ik sxpected rom you within the office ind culside when
representing the Company, This Inchudes appeonriaste deess, sminding the office ready 1o won, use of
srepar and decont lirguags, observarcl of prager offios and work detorum, maintairing prEsar
reiatiorahips with your eoll pagoes, eURDmers and other indtwidunis not in the empisy of the comeamy,
olemrvarce of and compdlance with existing lows of the Prifpoines.

& Enhancing Compary Productivity the Company expects the Proper cire and utSaation of

Cagsital availabis 1= ihe Soenpany; turming up fer work ready 3o wisne o time ol the tme, following the
approprigie break el linish tmes, geiting on wish the job and perfarming th job t the e of yoar

abRity, positve attitude snd decicazion toone's work auignments, supporting rupenvisions and these in

. Maintenance of heatth and satety of the office and pecple ancurd you. A proper atiftsde
boveards ceardmigss and EE&&FEE paod nealth of yourss! @nd others anoend
you, assistim the wecunity of the office, foliowing basic safely procedures.

e. Proper use of Company Froperty, faciifies and security i0 protect company and empioyee
aisety. Secure handing and maintenance of Company records, keep oomfidential and protect the
imtegrity of all Corwzny operating data and information, appropriats vee if 2 Company equipment for
work related purposes, property sccount for all Company furds recelved.
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Applleabiiy
This Code shall apaty toal [Pioy employes:, regardiess of 818 or poaition el
Il Types of Offenses
Lirvel 1 — indractions walch are mingr in nature Dut which ray decome estual ond dhruptive 2 ot
exrracied. |t has ra detfimental impact af the busingss,
Lewel 2 = Serious olfense which causes delay i operatiom, may pose threat, hasm e danger 1o
Company property and)or (fves of Indhiduals, dathring. rnging od
¢ RmetmEEs | weis | veeb weinen | L | sun |
Lewel 3= Infractions which wil destroy the comabry's image and reputation. it croses subsiantial iees 1e winians posdgets wamisg Warning Warsing <3 Do
Zha company ard cam resuls 1o oritics operations daruplicn. & critical cfferse ¢ _nu__-___ui_.ﬁ.ﬂq.a!u [apmp, Axnszanseis
iFe smcurity of the empioyess, the imegrity of Cient, the salachy of cusiomers informasion gnd the ___"..ihu!.a...w_
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. Saving Clanse

1 Termination of an empicyes ikl auomsticaly bar him/her from re-employment,

L The penaity of dismiasl shall nat projadics 1he fgng of the company o rmitinte sourt sstion
ageiat the afring emplovee.

5. This Code shail supersede 2 other existing pollces, rules, memas, bnd tiw ke, and all poéciet
ta b Emplerneritad, if the same is fourd 1o oe inconsipent with the Code of Conduct.
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RECEIPT OF THE CO0E OF CONCUCT AND DISCIPLINE POLICY

Thi% I 10 SthrcWiedge that | have read the Company's Code of Conouct and Chcipling and undersisng

El_.lﬂgﬂiiﬁilﬁnﬂﬂﬂoa—n_;% as well as the dutles ard resporslblities,
and ooligations af émpleyment with the Company,

iz acdnowledge that the Company reserves the right 1o revise, delete, and ade to the provisions of
EEEEEE}EEHEQnE%EEEEEXEE
SLATRTIENG, fordust, pofcy, of Sreclice,

NASAE o.__.....ukw.ﬂ._,___ P TAMnaR
DATE - WHE 94, J00

AND HAVE READ AND UNDERSTAND q_.u ﬁ_un_:._m.z._.m.

EMPLOYEE SIGNATURE
_.t




