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Employee Training Agreement

This Employes Training Agreement is made on lanuary 15, 2024 between iPlay, OPC, with its place of business at
the 16" floor One Montage Tower, Archbishop Reyes Avenus, Ceby City {"Employer”) and [Employae's Name], an
individual with the address of [Employes's Address] ["Employes"),

Recitals;

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

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

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

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

submission of Employment Reguirements,

Agreement:

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

2. Salary Payment: In consideration of the Emplayee’s complation of the training, the Employer agrees to pay the
Employee a salary for the duration of the training, payable ot the nearsst payout schedule (15" or 30 of the
month) upon successful completion,

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

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

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

G. Entire Agreement: This Agreement constitutes the entire understanding and agreement between the parties
with respect to the subject matter hereof, and supersedes all prior negohiations, representations, and
aEreements between the parties, whether written ar oral.

7. Amendments: This Agreement may be amended on Iv by a written instrument executed by bath parties;

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

/ ch Y. Facot

WMoy Chmwaille Eowern XC.‘-'G - ohif- _';lql_

Employee Complete Name & Signature/Date Training Associate




WPloy oPC —
¥ Floos, Ayala Canter Cobi Tower %‘IIP'OY
Sahol Streot, Ceby Business Park, N
Cotia City 5000

NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date)__vune 24, 203y

BETWEEN

1. IPLOY OPC. (the "Disclosing Pa rty"); and
2. Moy Cowile Eoverp (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 axtent previously, presently, or subsequently
disclosed to the Receiving Party is hereinafter referred to as "Proprietary Information” of the
Disclosing Party.

OPERATIVE PROVISIONS

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

L1 tohold the Proprietary Information in strict confidence and to take all reasonable
precautions to protect such Proprietary Information (including, withaut limitation, all precautions
the Receiving Party employs with respect to its own confidential materfals),

1.2, nottodisclose any such Proprietary Information ar any information derived therefrom to
any third person,

13, notto Lopy or remove and not to take picturas of any Proprietary information,

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

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

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




iPley OPC ?
iy & iPloy
disclosed or who have access to Praprietary Information sign a nondisclosure or similar dgreement
in content substantially similar to this Agresment

2, Without granting any right or authorization, the Disclosing Party agrees that the foregoing
shall net apply with respect Lo any information after five years following the disclosure thereof or
any information that the Receiving Party can document

2.1.  is or becomes (thro ugh no improper action or inaction by the Receiving Party ar any
affiliate, agent, consultant or employee) generally available to the public, or

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

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

24, was independently developed without use of any Proprietary Information of the Disclosing
Party. The Receiving Party may make disclosures required by law or court order pravided 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 reguest by the Disclosing Party at any time, the Receiving

Party will return to the Disclosing Party all Proprietary Information and alf documents ar media

where such Proprietary Information is a form incapable of return or has been copied or transcribed
into another document, it shall be destroved or erased, as appropriate.

4, The Receiving Party understands that nothing herein

4.1 requires the disclosure of any Froprietary Information ar

4.2, reguires 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 respansibility 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 aither party to enforce its rights under thic Agreernent at any time for any
period shall not be construed as a waiver of such rights. If any part, term or provision of this

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written dgreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes al| prior representations,
writings, negotiations or understandings with respect hereto,

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

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

IPLOY OPC Receiving Party

By: Onboardin ialist By pew  Leploye @
Name: lade Lenizo Mata Name:  PMovy Cemille.  Eovers
Title: rdi iali Title: cak

Address: #35 Salvador Extension Labangon Address: _ Fowbraion, Taliea) (Cebu
Cebu City

Date;__ June 24 2peuf dune 24 domu

Date:
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, oy Cotvafie  Maeg,y hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reparts,
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
[fax), scanned copy or xerographic copy of this consent shall be considered as valid as the ariginal
consant,

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

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

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

Applicant Name: iy raw g, flamgyq,
Prasent Address: Fieuor  TOALGW (Ll Ceby
M{’E"rﬁ‘l [0 _Date of Birth: __ @t 1€ (997

ber;

Social Security

Signature; |

Date: \ o6 - 2424
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S5IGN-ON BONUS POLICY

Policy:

The purpose of the sign-on bonus palicy is to outline the requirements, the timing of
payments, and the implementation of the sign-on benus. 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 s subject to taxes.

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

= A regular employee

* No resignation submitted before the releasing date of the sign-on bonus

& Must not be on any form of floating status

= IMust 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 15" day of succeeding month of the
anniversary date of the employee.

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

Acknowledgment

I herebyiacknowledge that | have read, understand, and agree to the terms and conditions
of the (25K} sign-on bonus policy,
J;Lbf | B A policy

LAt —

| .
Coivg lle Moo /ﬂﬁ-i‘t- i
l’o]rg,natl.imI Over Printed Mame{ﬁéte
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revision No 0l
Effective Date tlune 13,2022

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

lig,  [ooner?
Name and Signature Date

Noted:

Y
?mﬂnw iata euf

Onboarding Sp-edallsyﬂm and Signature B




iPloy Gift Policy

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

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

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

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

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

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

Employee Acknowledgement

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

Mame: m‘j ;::.:rnu Ik, ey

A7
Signature: [ K e O - 243 -2




iPloy Social Media Policy

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

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

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

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

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

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

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

* Be aware of your association with the company when using online social networks. You must
always identify yourself and your rale if you mention or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content |& consistent with how
you would present yourself with colleagues and dients. You must write In the first person and
state clearly that the views expressed are your own and net those of iPloy. Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
your opinlon, and not necessarily the opinlans of the company.

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




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

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

Be respectful always, in both the content and tome of what you say. Show respect to your
audience, your colleagues and customers and suppliers. Do not post or publish any comments or
content relating to the company or its employees, which would be uracceptable in the workplace
ar in conflict with the company's website. Make sure the views and opinions you express are your
0w,

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

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

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

This policy extends to future develapments in internet capability and sacial media usage.

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

Always remember on-line content is never completely private:

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

Consider all enline information with caution as there is no guality control precess on the internet
and a considerable amount of information may be inaccurate or misleading; and




« At all times respect copyright and intellectual property rights of information you encounter an
the Internet. This may require obtaining appropriate permission to make use of information, You
must always give proper credit to the source of the information used.

Specific Managerial Responsibilities

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

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
Internet, e-mail and confidentlality policles may lead to disciplinary action, up to and including dismissal,
This poliey [s not exhaustive, In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the intermet is always appropriate and consistent with your
respansibilities towards the company. In case of any doubt, you should consult with your manager.

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

a. 1" Instance — Written Wamning
b. 2" |nstance- Final Written Warning
c. 3" Instance- Dismissal

Employes Acknowledgement

| have read, understand and agree to eomply with the foregoing policies, rules and conditians EOVErTing
the use of all property of iPloy and all work and conduct completed on or with the assistance of iPloy
property. Further, | agree to abide by the Soclal Media Best Practices when using social media sites on my
personal time and when my affiliation with iPloy regarding those sites is known, identified, expected or
presumed.

Mamea: e I'f“dfl"l“lﬂt-' o i

Signature: Efmﬂ?é—:" Date: ou-u}- Ly




Freiadenrs R et Buties Park,

™ ~

Wiy it i atisd IP,O
T Ei Tz AANY Thimi

ety ....u._..

Lt City TN

[xate : February 22, 2018

Ty TALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject - WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

DBJIECTIVE

L.1.In conformity with Republic Act Mo. 8504 atherwise known as the Philippine
AIDS Prevention and Control Act ol 1998 which recognizes workplace-based
programs as a potent tool in addressing HIV/AIDS as an international
pandemic problem, this company policy s hereby issued for the information
and guidance of the employees in the diagnosis, treatmernt and prevention of
HIVAIDS in the workplace.

1.2, This policy & also aimed at addressing the sligrma attached to HIV/AIDS and
ensures that the workers' right against discrimination and conbidentiality s
maintained

. COVERAGE

2.1 This Program shall apply to-all employees regardless of their smployment
status.

IMPLEMENTING STRUCTURE
3.1 Iploy Inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departmants,
POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
4,11 What is HIV/ADS?
a4.1.1.1 It s a disease caused by o wirus called WY [Human
Immunodeficiency Virus), This wirus sfowly weakens 2 person's
ability to fight off other diseases by awaching itself to and
destroying important cells that control and support the Rhuman
[mirriung system

4,1.2. How HIV/AIDS is transmitted P

4121 Unprotected sex with an HIV infected person,
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4122  From an infected mother 1o her child (during pregnancy, at
birth through braast feading),

4123, Intravenous drug use with contaniriated needles;
4124,  Transfusion with infected biood and blood products; and

41,25, Unsafe, unprotected contact with infected blood and bleeding
wounds of an infected person

4.1.3. Is there a cura?

4,131 Moo However, there are antiretroviral drug combinations that
are available when properly used, resuit in prolonged survival of
people with HIV. Holistic care of people living with HIV-AIDS and
comprehensive  treatment ol opportunistic  infections  also
dramatically improve quality of life

5 GUIDELINES
5.1, Preventive Strateges
511 Conduct of HIV-AIDS Education,
5111 Who will conduct?

The Medical Chinic of Iploy Inc._in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the orientation of newly hires
employees. The standardized information package develaped by the
Department of Labor and Employment [DOLE) may be used for this
Purpose

5114, Howwillit be conducted?
The HIV-AIDS education will be conducted through distribution and
pasting of IEC materials, inclures, counseling and training and
information on adherence to standard or universal precautions in the
workplace

5.1.2. Screening, Diagnoss, Treatment and Referral to Health Care Services

5121, Screening for HIV as a prerequisite to employment s not
mandatory

5122 The company shall encaurage pasitive health seeking behaviar
through Voluntary Counseling and Testing,
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5123  The company shall estabhish a referral system and provide
access to diagnostic and treatment services for ts workers, Referral
to Social Hygiene Clhnics of LGU for HIV screening shall be facilitated
by the company’s medical clinic staff,

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

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

B.1.1. Discrimipation in any  form  from  pre-employment 1o post-
employment, including hiring, promotion or assignment, termination of
employment based on thie actual, perceived or suspected HIV status of
an individual 15 prohibited

612 Workplace management of sick emplayees shall not differ from thar of
any other liness

6.1.3. Discriminatory act done by an officer or an employee against thelr
co-officer or co-employee shall likewise be panalized,

B.2. Confidentiality/Mon-Disclosure Policy

6.2.1. Access to personal data relating 1o a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of RA
8504 and the ILO Code of Practice.

B.2.2. lobapplicants and workers shall not be compelied to disclose thelr
HIV/AIDS status and other related medical information,

£.2.3. Co-employees shall not be obliged 1o reveal any personal information
relating to the HIVAAIDS status of fellow workers.,

6.3, Work-Accommadation and Arrangement

63.1. The company shall take measures to reasonably accommodate
employees with A0S related illnesses.

B.3.2. Agreements made between the company and emplayes’s
representatives shall refiect measures that will support workers with
HIV/AIDS through flexible leave arrangemaents, rescheduling of working
time and arrangement for return 1o work
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1 Employer's Responsibilities

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

712, Provide information, education and trainmg on HIV/AIDS for its
workforce.

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

7.14. Ensure confidenbality of the health status of s employees and the
access to medical recards s limited o authorized personnel,

215 The Company, thraugh its Human Resources Department, shall see to
it that their company podicy and program is adeguately funded and made
known 1o all employees,

7.16. The Health and Safety Committee, together with emplovess/ iabor
organizations shall jointly review thie policy and program and continue to
improve these by networking with government and  organizations
promaoting HIV prevention

1.2, Employess’ Responsibilities

7.2.1. The employee's organization shall undertake an active role in
educating and training their members on HIV prevention and cantrol
Fromote and practice a healthy lifestyle with emphasis an avoiding high
risk behavior and other risk factors that expose workers to increased risk
of HIV infectian,

122 Employees shall practice non-discriminatory acts against co-Employess

1.2.3. Employees and their organization shall not have access to personnel
data relating 1o 3 worker's HIV status,

7.24. Emplovees shall comply with sniversal precaution and preventive
measures.
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& IMPLEMENTATION AND MONITORING

8.1, The Safety and Health Committes or |ts counterpart shall periodically monitor
and evaluate the implementation of this Policy and Program,

9. EFFECTIVITY

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

II. I'* A
Prepared by: o H k lecio
Human Resources

r-myll f-‘rwilm puserc  06[ 2424
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Date tdanuary 1, 2018
To CALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Subject ! WORKPLACE POLICY AND PROGRAM ON TUBERCULOSE (TB) PREVENTION
AND COMTROL
1, OBIECTIVE

1.1.To assist the government in its campaign against Tubercalosis (TB) In compliance
with the Department of Labor and Employment’s Departrment Order Mo, 73-05,
senes af 2005 - Guidelines for the Implementation of Policy and Program on
Tuberculosis TR} Prevention and Control In the Workplace.

1.2.Te provide initiatives Lo prevent the outbreak and spread of tuberculosis in the
workplace, and 1o treat, care, and support employess who become afflicted with
tubereulasis

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

3.1.The company seaks the prevention of the spread of tuberculosis, as wall as the
Ireatment, rehabilitation, and restoration to work of emplovess who contract
this disease. To achieve this goal, all employees are strictly mandated to underpo
an annwal physical exsmination with the requisite chest x-ray

3.2.Als0, In line with this, 3 TB awareness program shall be undertaken through
information dissemnination, which skall include its nature, frequency (occurrence
ina selected population) and Lransmission, treatment with Directly Observed
Treatment Short Course (OTS), and control and management of TR in the
workplace. This shall be handied by the Office of Health Services (Infirmary) or
the partner health provider of 1PLOY INC. in canjunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider.

3.3.The DOTS is a comprehensive strategy to control TR, and 15 composed al five
companents, which are

331 Politcal will or commitment to enduring sustamed and quality T8
treatment and control activities;

3.3.1. Case detection by spulum-smear microscopy among. symptomatic
patients,
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333 Standard short-course chemotherapy using regimans of & to 8 months for
all confirmed active T8 cases (e, smear positive or thpse validated by the
T8 Diagnostic  Committese], Complete drug taking through direct
observation by a designated treatment pariner, during the whale course of
the treatment regimen;

3.34. A regular, uninterrupted supply of all anti-tuberculosis drigs and: other
materials;

335 Astandard recording and reporting system Lhat allows assissment of case
finding and treatment auicomes for each patient and of tuberculosis cantrol
program's parformance overall

3.4.Employees must be given proper information on ways of strengthening their
immune responses against TB infection, |&, information on good nutrition,
adequate rest, avoidance of tobacce and alcohol, and gaod persanal hygiene
practices.  However, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information on its etiology and complete perlormance averall

4.5, Improving warkplace conditions:

351, To ensure that contamination from TH airborne particies 5 contralled,
workplaces must provide adeguale and appropriate vestilation [DOLE
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shiall be adeguate sanitary facilities for workers,

352 The number of employees in & work area shall not exceed the required
rumber for a specified area and shall observe the standard for space
requirersent. {D5HS Rule 1062 )

3.6.Capability building on TB awaranets raising and (raining on TH cage Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health persannel or the occupational safety and health
committes.

3.7 5oc@l Policies:

371 Non-discrimination: Emplovees who have or had TB shall not be
discriminaled against, Instead, they shall be supported with adeguate
diagnosis and treatment, and shall be antitled to work for a5 Iong as they are
certified by the Company's accredited health provider as madically it and
shall be restored to work as soon as their iliness is controlled.

372 Work Accommodation: Through  agreements  made  between  the
management and the employees, work accommodation measures 1o
support  employees with TH s encouraged throuph [llexibie  leave
arrangements, rescheduling of working times, and arrangements for relurn
T wiork
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373, Restoration to Work: The employee may be allowed Lo return to work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider.

1.8, Emploves Responsitility:

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

3811 An employes who has the symptoms of TB is required to initially
wear a face mask (especially while inside the office) and observe good
hygiene practices, at least untll declared by @ competent medical
practitioner 10 be safe from transmission,

3812 Similarly, for 1hose a1 risk, e, those with family members with TB
of those exposed to a co-employee with TB, it would be prudent to
observe the same good hygens practices until declared free from the
disease and safe fram trarsmission

38.2. Once disgnosed to be with TB, emplovess shall immediateiy seek
treatment either through the Department of Health's DOTS or a private
physician of the employee's choice. Howewver, it s 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 resslance oF even
the failure of treatment, which may make it harder to treat the infection and
result in a longer absence,

3B21  An absence from work due to medical reasons of over six |6]
months may resull in the termination of one's employment as
provided for by the Labor Code of the Philippines under Ari, 284 —
Disease as Ground for Termination,

3.8.3, Employees are reguired to undergo an annual compulsory chest X-ray
through the Annual Physical Examination, W for any reason an aemployes
fails 10 seture a chest x-ray at thal time, he/she shall be directed to secure a
chest x-ray at an accredited clinic by his/her raspective Infirmary/Health
Services,

3.9.The Company shall ensure that any T8 accurrence n the workplace is traced and
that all contacts are clinically sssessed, as much as Tedsible.

310, An employee afflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program {DOTS) prescribed, and who s finally
declared to be in a non<ommunicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physician,

in Employees (those afflicted with the disease or those identified under
conmtact tracing) who refuse to cooperate and dutifully observe lawiul
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instructions {undergo a medical check-up and/or treatment), may be subject 10
disciplinary action proceedings for ipsubordination (the penalty of which may
range up to the termination of one's employment)

4 PROCEDURE

4.1 The respective Health Services of the Company [and/or the contracted Health
Services Provider) shall coordinate with the Occupational Safety and Health
Canter who shall provide prevestive and technical assistance n the
implementation of the Workplace TB Contral and Management Program

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

441 Those with medical findings shall be required to undergo further medical
check-up. Al medical records in connection with this second/ further check-
up shall be submitted to company cinic/HRD and his/her respective
Infirmary/Health Servces

422 The emploves shall then coordinate with company clinic/HRD and his/her
respective Infirmary/Health Sarvices for the nevt steps

4.3 An employee who s suspected 1o be afflicted with TB, whether a5 3 direct suspest
or by contact tracing, shall cooperate fully with  hisfher  respective
Infirmary/Health Services {and/or the contracted Health Services provider). If
thie employee tests positive lor TB, the employee shall undergo the DOTS
program toits completion

4.4.If the employee needs to underge a leave of absence to recuperate, hefshe will
be gllowed 1o use the appropriate leave before hefshe My request to be
permitted to o on a Leave of Absence without Pay (LOA].

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

44.2. The Unit concorned shall ensure that the requisite procedures ane
observed by the employes and that the company chinic is duly informed

4.5.An employes may be allowed to go on a medical leave ol absence (without pay)
for a manimum penod of s (6} months. Thee concerned emploves shall subrmit
an application for a leave of absence belore gomg on leave.  Said lsave
application shall be subject to approval al the sole discretion of the Company
Maragement.

451, The same procedures under 4 2.1 104 2.2 shall be observed
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A6 After treatment, with @ maximum penod of six (6] months on leave (without pay),
an employee found to be cured or in a non-communicabile stage of T may be
allowed back to work, provided that the smplovee’s health shall continue 1o be
maonitored during the annual physical examination with the requisite chest g-ray
or a5 may be deemed necessary by the Unit Health Seraces (Iafirmary) or
contracted Health Services grovider

4.7 The employee returming to wark shall be required by 1he Manggement o secure
a medical clearance from a medical doctor chosen by the Company before being
allowed to return to wark

4.8.The HRD will mitlate discoplnary proceedings aganst any employee {ound 1o have
discontinued treatment in defiance of medical advice, or who refuses to undergo
the full treatment course prescribed.  Likewise, employees who are ordered to
undergo & check-up due to contact tracing but refuse 1o do so will also face
distiplinary acton proceedings. In both cases, the maximum sanction applivable
for insubordination will be the termination of one's employment. it it 15 deemod
warranted

5. IMPLEMENTATION AND MONITORING

5.1 The Safely and Health Committee or its counterpart shall periodically monitarand
evaluate the implementation of this Policy and Program

6. EFFECTIVITY

6.1.This Policy shall take place effective \mmediately and shall be made known to
every employee

_.'1 TI,+
Prepared by. Jo Hanna R Melecio
Humman Resources

Reviewed by: Mfﬁ:lu arillp Jr

Duw nrj._].f prations
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Date : February 22, 2018

To : ALL EMPLOYEES CONCERNED

From : Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OHIECTIVE

LLIploy Inc. is committed to conform to the established standards assurance of
customer satisfaction, protection of our environment and health and safety in
the workplaces.

1.2.The company promates and ensures a healthy environment through its vanaus
health programs to safeguard its emplovees. And as part al the company's
compliance to DOLE Department Advisory Mo. 05, Series of 2010 [Guidelinas for
the Implementation of 2 Weorkplace Policy and Program on Hepatits B), this
Program has been developed. This program is awmed to address the stigma
attached to hepatitis B and to ensure that the employees' night againgt
discrimination and confidentiality [s malntained,

1.3.This guideline s formutated for everybody's Information and reference for the
diagnosis, treatment, and prevention of Hepatitis 8. Thi will Inform the
emplaoyees of thelr role as well as the company in dealing with Hepatitis B, A
healthy environment encompasses a good working relationship and great output
for continuous business growth,
2. COVERAGE
2.1.This Program shall apply to al| employees regardiess of their employment status
3. POLICY STATEMENT
1.1 implementing Strurture
3.1.1. Iploy Inc. Hepatitis B workplace policy and program shall be managed by
its health and safety commitiee, Each division or department of the
Compary shall be duly represented
3.2 Guidelines
3.2.1 Education

3211 Hepatitls 8 shall be conducted through distribution and posting of
IEC materials and counselling andy of lectures; and
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32.1.2 Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close conrdination with the health and safety committes

3212 Prevertive Strategies

3.2.2.1 All employees are encouraged to be immunized sgainst Hepatitis
R after securing clearance trom their physician

3222 Workplace sanitation and proper waste management and disposal
shall be monitored by the heaith and safety committee on a regular
biasis,

3223 Personal protective squipment shall be made available at all times
far all employess; and

3224 Employees will be geven traming and information an adherence 1o
standards or uriversal precautions in the workalace

4, S0CIAL POLICY
4111 Non-discriminatory Policy and Pragtices

41111 There shall e no discrimination of any form against
employees on the basis of their Hepatitis B status consistent with
the international agreéements on noh-discrimination ratified by
the Philippines (ILG C111). Employess shall not be discrimmated
against, from pre to post employment, including  hiring,
promatian, af assignment because of their hepatits B status

411132 Wiorkplace management of sick employees shall net differ
from that of any ather iliness. Persons with Hepatitis B relsted
linesses may work for as long as they are medically fit to weork.

4112 Conlidentiality

411321, Job applicants: and employess shall nal be compelled to
disclose their Hepatitis B status and other refated medical
information. Co-employees shall not be obliged 10 reveal any
personal information about their fellow. employees. Aoces 1o
personat data redating 1o employes's Hepatits B status shall be
bound by the rules on confidentiality and shall ba strictly limited
1o medical personnel or if legally required,

4113 Work-Accommadation and Atrangement
41131 The company shall take measures tb  reasonably

accommodate employees who are Hepatiis B positive or with
Hepatitis B - related (inpssas,
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4.1.1.3.2. Through agreements made between management and
employess’ representative, measures Lo support emplovess with
Hepatitis B are encouraged to work through [lexible leave
arrangements, rescheduling of working time and arrangement for
Fofurn fo work,

4114 screaning, Diagnesis, Treatment and Referral to Health Care
Services

41141, The company shall establish a referral system and provide
access to diagnostic and treatment services for its emplovees for
approprinte medical evaluation/ monitaring and managemeant.

41142, Adherence to the gukdeiines for healthcare providers on
the evaluation of Hepatitis B positive employees s highly
encouraged.

41,143 Screening for Hepatitis B as a prerequisite to employment
shiall nat be mandatory

4115 Compensation

41,151 The company shall provide access to Social SECurity
System and Employees Compensation benelits under PO 626 1o
an employee contracted with Hepabitis B infectlon in the
performance of his duty.

3. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
51.11 Ermiplovier's Responsibilities

T e . 8 Management, together with employess’ organizations,
company focal personnel far human resources, and safety and
health persannel shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatitis B,

2.1.1.1.2 The Health and Safety Cammittée shall ensure that their
company policy and program s adequately funded and made
known to all employess

51.1.1.3. The Human Resources Department shall ensure that thisir
policy and program adhere to existing leglstations and guidelines,
Inciuding provisions on leaves, benefits and insurance.

5:1.1.14. Management shall provide information, education and
trainingon  Hepatitis B for its workforce consistent with the
standardized basic information  package developed by the
Hepatitls B TWG; Il not avallable within the estanlishment, then
provide access ta information
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31.1.1.5 The company shall ensure non-discriminatory practices in
the workpiace

51118 The management together with the company focal
personnis for human resources and safety and health shall
provide appropriate personal pratective Buipment to prevent
Hepatitis B exposure, especially for empiloyees exposed to
potentially contaminated blood or body fluid

51117 The Health and Salety Committee, together with the
employess’ organizations shall jointly review the poley - and
program for effectiveness and cortinue 1o improve these by
networking with government and  organizations promoting
Hapatilis B preventian.

51118 The compary shall ensure confidentiality of tHe heaith
status of its employees, including those with Hepatitis B,

2.1.1.19 The human resources shall ensure that access 1o mrsdical
recards i limited to-authorized personna,

5112 Employees Respansibilities

31121 The emplovees' organization ls required to undertake an

active roke in educating and training their members an Hepatitis

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

promating and practicing a heaithy lifestyle with emphasis on

avoiding high risk behavior and other wsk factors thar

expose employees o increased risk of Hepatits B

infection, consistent with the standardized Basic information
package develpped by the Hepatitls B TWG

51.1.22 Employees shall practice non-duscrniminatory. acts agains
to-employess on the ground of Hepatitis B status

51123 Employees and their organizations shall not have access to
personnel data relating to an pmploves's Hepatitis B status, The
rules of confidentiality shall apply in carrying ol union and
organization lunctions,

9,1.1.2.4 Employees shall camply with the univarsal precaution and
the  preventive measures,

51,28 Employees with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis B status,
that is, if their work activities may increase the risk of Hepatitis B
infection and transmission or put the Hopatitis B positive at risk
for aggravation
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b IMPLEMENTATION AND MONITORING
6.1. Within the establishment, the iImplementation of the policy and program shall be
monitored and evaluated periodically. The wafety and health committee or its
counterpart shall be tasked for 1his purpose.

7. EFFECTIVITY

T.1.This Policy shall 1ake place affective immediately and shall be made known 1o
gvery employee.

i

b L
Prepared by Eﬂgﬂhﬂ'\‘ﬂ.&ltﬂ;su

Humar Resources

N
Feviewed by Alfretio P, rillo dr.
Director of Qperations

X [

Approved by: Yisroel ¥, Gissinger
CEC




~ ~

R Qgﬂgy

Fewidahisin Mol Clna Misneg, Pk

O Lty WETHD
Date lanuary 1, 2018
To ALL EMPLOYEES CONCERMNED
From : Human Resources
Thru : Operations Manager

Subject @ DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

11

1.2

In compliance with Article V of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerows Drugs Act of 2002, and its Implementing Bules
and Regulations and DOLE Department Order No. 53:03, series of 2003
[Guidetings for the Implememation of 8 Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc. hereby adopts the following
pelicies and programs 1o achieve a drug free workplace;

Company policy 15 to mantain a workplace free of legal drugs. To ensure
that the objectives of the company's carporate policy are met, the COmpany
is Implementing this drug-free program. The program will Bave the tollowing
elements

2. COVERAGE

21

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

3. POLICY STATEMENT

a1

32

3.3

34

The use, possessian, solicitation for, or sale of dangerous drugs on company
premises or while perfarming an assignment

Being impaired or under the influence af dangerous drugs away from the
company, if such impairment or infusnce adversely affects the employee's
work performance, the safety of the amplovee or of others, o 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 safetv of the employee or of others. or
puts at risk the company's reputation.

The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while o the premises of the company, or
while an company business, "Dangerous Drugs” include those listed in the
Schedules annexed 10 the 1961 Single Convention on Narcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of R.A. 9165,

4. MANDATORY DRUG TEST

4.1

4.2

4.3,

. To ensure that only those gualified shall be screened and recruited to prevent

the detrimental effects {eq lower productivity; poor decision making,
incregsed accidents; more compensation cloims, ond reduced team offort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment

Iplay  Inc. designates company accredited or affiliated cemter, o duby
accredited drug testing center by the Department of Health (DOH), as its
authorized drug testing laboratory

The Company may aiso conduct drug testing under any of the following
CiIrCUmsiances:

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

432 FOR-CAUSE TESTING: The company may ask an officer/employee 1o
subrmit toa drug test at any time it feels that the employes may be under
the influence of drugs, including, but not limited to, the following
circumstances: evidence of drupgs on o about the employes's parson or
in the employee’s vicinity, unusual conduct on the employvee's part that
suggests impalrment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteetism or tardiness.

4,33, POST-ACCIDENT TESTING: Any officer/employee involved in a “Near-
Miss™ incident or *Work Accident™ under circumstances that suggest
possible use or influence of drops may be asked to submit to a drug test,
Az delined herein, “Mear-Miss” means an incident arising from or In the
course of work which could have led to Injuries or fatalities of the
workers and/or considerable damage 1o the employer had it not been
curtalled.  "Work Accident” refers o unplanned or  unexpected
oceurrence that may of may not resull in personal injury, property
damage, work stoppage or interference or any combination thereal of
which arises out of and In the course of employment,

434, All drug tests shall employ, ameng others, two (2] testing methads, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will canfirm a positive
scregning test. Where the confirmatory test turns  positive, the
company’s Assessment Team shall evaluate the results and determine
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the level of care and administrative intarventions that can be extendad
to the concerned employes

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

4,36, All costs of drug testing shall be barme by Iploy Inc.

5. TREATMENT, REHABILITATION, AND REFERRAL

5l

3.2

b,

54,

An officerfemployee who, for the first time, is found positive of drug use,

shall be referred for treatment and/or rehabilitation in a DOH accredited
center. For this purpose, Iploy Inc, shall provide a list of at least three (3)
accredited facitities which an employee who was tested positive for drugs
may choose from

Following rehabilitation, the company’s Assessment Team, in consultation
with the head of the rehabilitation center, shalf evaluate the status of the
drug dependent employes and recommend to the employer the resumption
of the employee's job i hefshe poses no senous danger 1o histher co-
employees and/ar the workplace

All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his aceaunt. The period during which the
employee s under treatment or rebabilitation shall be considered as
authorized leavas,

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

6. ADVOCACY, EDUCATION AND TRAINING

6.1.

6.2.

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

All officers and employees are required to undergo an onentation/education
program before assumption of their respective dutles. The program shall
include the following topics:
b.2.1. Salient features of R.A. 9165;

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




ot e QIPIO

Pescacoer Road Cobe Binness Fark,

Bty wr

Chii City =00

6.2.3. Preventive measures against drug abuse, and

6.2.4. Steps to take when intervention is needed, at well as svailable services
for treatment and rehabiitation.

6.3, To encourage all officers and employess to lead a healthy lifestyle while at

work and at home, Iploy Inc. undertakes to conduct the following activities as

often as possible:

£.3.1 Lifestyle asseszsment  programs  on health  nutrition,  weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of nsk diseases,

£.3.2. Health wellness screenings (e, biood pressure ond heort rate,
cholesterol test, blood glucose, eic.))

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

634 Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

1.

73

Iploy Inc. shiall 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 acknowledgement from the employees that the policy has been read
and understood by them

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

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

8. CONSEQUENCES OF POLICY VIOLATIONS

B.1

8.2,

Any officer or employee who uses, possesses, distributes, sells or attempts 1o
sell, tolerates, or transfers dangerous drugs or otherwise commits other
untawful acts as defined under Article 11 of RA 9165 and its Implementing
Hules 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 V| 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 monitored
and evaluated periodically by management o ensure’ a drug-free
workplace, For this purpess, an Assessment Team shall be constituted in
accordance with 0.0, 53.03

10. EFFECTIVITY

0.1 This Policy shall take place effective immediately and shall be made
known 1o every employee.

11 ATTACHEMENT

134 Orug-Free Workplace Policy and Program Acknowledgement

fl /) ]
Prepared by Jo tjﬂﬂﬁ#ﬂg% Eﬂelerm
Human Resources

Durndl\ur |:rf ﬂb-er tions
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Approved by: Yisroel Y. Gissinger
CEQ
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Drug-Free Workplace Program acknowledgemen

I hereby acknowledge that | have recelved and read Iploy Inc, Drug-Free Workplace Policy
and Program, & summary of the drugs which may alter or affect a drug test and a list of
lecal Employee Assistance Program prowiders or local drug and alcohol (reatment
programs. | have had an apportunity to have all aspects of this matenal fully explained. |
aiso understand that | must abide by the Program as a condition af nittal and/far
continued employment, and any vioiation may resull in disciplinary action up to and
including termination,

| alse understand that during my employment | may be required to submit Lo testing far
the presence of drugs or alcohal in my body. | understand that submission to such testing
I5 & condition of employment with [Company|, and disciplinary action up 1o and including
termination may result if:

1] | refuse ta consent Lo testing,

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

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

4} The tests establish a wiolation of [Company]’s Drug-Free Workplace Policy.
5] I otherwise violate {he policy,

| alser recognize that the Drug-Free Workplace Policy and related documents are not
intended to constitute a contract batwean Iploy Inc, and me

The undersighed further states that hefshe has read and onderstands the above

acknowledge F and signs below of bisfher own ree will
aln
el
Moy Copithe  [omerd . ﬂff/zq/z.qf
“ﬁlsm[unf " DATE

WITNESS DATE
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Date Vlanuary 1, 2018

To D ALL EMPLOYEES CONCERNED
Frevm {Human Resources

Thru : Operations Manager

Subject . WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. DBIECTIVE

L1 The following pelicies and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases,

2. COVERAGE

2.1. This Program shall apply to all employees repardless of their employment
sLatus.

3. POLICY STATEMENT

3.1. Iploy Inc_ believes that employees should be afforded the opportunity to work
In an environment free of sexual harassment. Sesual harassment is a form of
misconduct that undermines the employment relationship. Mo employee,
either male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual avertures or canduct.

3.4 sexual harassment refers to behavior that is nol welcome, that is persomally
offensive, debilitates morale and, therefore, interferes  with wiark
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, reguests for sexual favers, and othes senully
ariented conduct which 15 offensive or objectionable to the recipient,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and affensive posters, cartoons, pictures, or drawings

3.3, Iploy Inc. will not tolerate any behavior that amounts to sexual harassmant
and any officer or employee found to have commitied sexual harassment
shall be subjected to disciplinary action, up to and including dismissal

3.4. DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and |ts policy i based on, the definition of sexual
harassment set forth in Section 3 of RA 7877 It provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other persan who, having authority,
influence or moral ascendancy over another in 3 work environment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission (s accepted by

the object of said Act

In @ work-related or employment environment, sexual harassment is
committed when

34,1, The sexunl 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 employee which in
any way would discriminate, deprive or  diminish  employment
opportunities or otherwise adversely affect said employes;

34.2. 1he above acts would impair the employees’ rights or privileges under
existing dahor laws; or

343, the above acts would resull in an intimidating, hostile, or offensive
enviranment for the emploves,

35 WHERE SEXUAL HARASSMENT 15 COMMMITED

Sexual harassment may be committed in any work or training environment. It
may include, but are not limited 1o the follawing:

151, Inoroutside the office building or training site;

352, atoffice or training-refated social functions;

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

3.5.4. at wark-refated conterences, studies or training sessions: or
3.5.5. during work related travel

3.6, FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed in any of the following forms

361 Overt sexual advances;

3.6.2. Unwelcome or improper gestures of affaction:

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

3.6.4. Any ather act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
wickim.
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WHAT 15 NOT SEXUAL HARASSMENT

Senual harassment does not refer to occasional compliments of a socially
acceptable nature. It refers to behavior that s pot weltome, that is
persanally offensive, that debilitates morale, and that, therefore, interferes
with wark effectiveness

EMPLOYER'S RESPONSIBILITY

Ipley Inc. undertakes to prowide its officers and employees 2 waork
environment free of sexual harassment by management persannel, by co-
workers and by others with whom officers and empléyees must interact in
the course of their employment in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of company policy. The company |s
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

41

4.2

COMPLAINT PROCEDURE

4.1.1. Any officer or employes, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investipation. They may also repaort
acts of sexual harassment to any other member of iploy Inc
management or ownership, Al allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the afficer 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'
reprasentative to receive complaints, investigate and hear sexual
harassmen! cases. The Committea shall develop its own rules in the
settlement and disposition ol sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment

RETALIATICON

421 Iploy Inc. will permit no employment-based retaliation against anyone
who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment
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4.3, WRITTEN POLICY

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

5. COMFIDENTIALITY

5.1 At the commencement of the investigation proacedure at the Committes,
starting from the filing of a written complaint, of the manifestation of an
objection to an act or behavier, all matters discussed, documents reviewsd,
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

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

il

Prepared by: Jo Hanna R, I lecio
Human Resources

Reviewed by: %dut Eamarilla r.

il Ll:xra:lf O"perahuns

Approved by: Yisroel ¥, Gissinger

06 fv/] [2¢
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by;

Yis Y. Gissi
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[ATE - Apni 3, 2018

T } ALL EMPLOYEES

FROM 4 HUBAAN BESOURCES DEPARTRENT

THRU } COPERATIONS MANAGERMENT

SUBIECT ) MEMO: RESTROOM GUIDELINES

Iploy Inc. provides unisex restrooms available so that employess can use them when they need
10 do so, One &5 located inside the operalion Moor and second is in tha hallway outside the
operation floor, However, those who are uncomfortable, has issue with the unisex restronm,
we have a separate single, private restroom avalable for use.

Maoreover, any employee with concern/issue in using the unisex restroom, pleass visit Human
Resources office to get door access pass. Office securty, Log in 2nd Log out procedure shall
agply

Furthermare, it 15 essential that all emplovess should comply and abserve the restioom
etiguetts:

Knock if the cubicle appears 1o be occupied, Don't peek under the doars.

Lack the cubicle doar when you enter

& Stand close enough to the pan or urinal so vou don’t wet the seat. walls or
floor

»  Flush thie tollet after use and wipe off the tilet sest for the next User

s Paper towels go in the trash can, nat on the floor or in the taiiet bawl

®  Wish your hands to prevent the spread of colds and the fly

*  Please use water and paper towels consenatively

For your iInformation and guidance
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Febwuary 27, 20018

To ; ALL EMPLOYEES

FROM - HUMAN RESOURCES DCPARTMENT
THRU ; OPERATIONS MANAGER

SUmECTY :

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is issued 1o ensure the effective enforcement and strict observance of all
employees on office attendance and punctuality

To ensure effective Implementation and manitering of office security

1. Cmployees are required to lo
il the door is open
2, Employees are allowed tobein
their scheduled time
- Bags andfor personal items should be leftin
the production area

4. Once an employee logged in and inside the production area, they can no longer go
outside until thelr 1 break

3. 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 room and locker should be closed
their RF 1D to access these rooms

7. No tallgating

8. Employee 1D and RF ID should be worn
employes

Mo employees are allowed to stay in the waiting area for applicant.

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

11. Submit self to magnetic wand seanning with

12. Only water in a clear container is allowed in

B in and Iog out using the biometric and the RF 1D, even
side the office and to Log in thirty (30) minutes before

the locker before longing infgoing Inside

at all times, employees must use

at all times, lost RF IDs will be charge to the

the security personnel
the operation area and recreation oo

For guidance and strict compliance,

Lilul
Jo HI?' IE? Elnfhbc:iu
Hurmtan Resources

Moted by:

Scanned by CamScanner
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DATE : Movember 17, 2021
TO 1 ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBIECT ; LOCKER POLICY

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

Please see list of rules provided below for your reference,

RULES

* ONELOCKER ONLY per employee. NO sharing of lockers.

«  NOstoring of perishable foods/leftovers inside the locker.

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

*  NOtransferring of lockers. Transferring of lockers is subject to appraval.

*  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
nat limited to graffiti/vandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs' knowledge or consent, ete,

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

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

* Forced Open Reguest due to lost padlock key or forgotten password/code should be submitted a
day prior and will be subject ta availability of the bolt cutter,

* Authorization to Forced Open a Locker, the request must be submitted via email to hr@iploy.cem
and must walt for the approval,

s  NOLOITERING inside the locker reom

*  Umassigned 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,

Failure to comply will be dealt accordingly.

Prepared by: Moted by
_%_ Ma
Empi Relations Specialist

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

governing the IPloy Locker Policy.
: by [2 q'/zq
et onnille Khmeird

Employee Signature Over Printed Name/Date

4 #0="3 - i
c Carlos Gotiong o
er General Manager i erations




ey Incorparated

i ——— @ iPloy
Poscadons Rnad Celne Batingss Park. o

Cebu City 600

DATE

Ta
FREM
THRL
SUBIECT

April 3, 2018

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMEN
OPERATIONS MANAGER

MEMO CALL IN FOR OUT OF OFFICE

In orger to properly manitor gut of office employees, 4 new process to call infreport absence will
be implemented effective Monday, April 9, 2018

Guidelnes:

1. In cases of late and/or absences, employes should report 1o Human Resources thronegh
3M5 or Call via HR hotline: 0917 708-7074
2. Maotification should cantain the following information

.
(K

C
d
-

Complete (real) Mame

Department

Team Leader

Call in for: (Whiole day Absent, Hall-day Ahsent, Late)
Reason

3. HR will be the one to send notification 1o Operations Management

4. No call in should be communicated through Team leads or any other emnployes. It should
bt done by the employee or his/her ralatives

5. Notfication should be at least two (2) hours before the employee’s shift

b, If an employee is advised ta rest/confined i the hospital, number of rest diyy as advised
by thie physician should be indicated. Otherwise, smployes must send natification daily

. Failure to notify will be tageed as No Call, Mo Show and/or unscheduled absence and wil
be dealt with according to our Cade of Conduct and Discipline,

For your guidance and strict compliance

°4/24[24
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February 18, 2020

Ta H ALL EMPLOYEES

FROM ] OPERATIONS hANAGEMENT
SUBIECT : ATTEMDAMCE BOMNUS 2020

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

PAYROLL

1. Immaculate Attendance Bonus is for employess with perfect attendance. Employes should NOT commit any
schedule deviations like tardiness, unscheduled absernces, undertime and overbreak. Failure to punch in = out for
breaks will also disqualify the employee. Mo waivers will be given

2. Tardiness, Undertime and Over breaks will be deducted from the employee's pay.

3. Employees whao tendered their resignatian befare the releass af the Sign On Banus (First Hall ar Secand Half) will
MO tenger be eligible to receive i,

4. Employess qualified for the Sign On Bonus (First Half or Second Half] will recelve it on the 30" of the succeading
manth from eligibility.

5. Eligibitity for the annual merit increase Is bated an overall performance snd management discretion. Pay aut s
at management’s discretion,

MEDICAL CERTIFICATE
1. When must the medical certificate be datedy

. 1 day abtence — the medical certificate must be dated an Lthe day of absence or the next day. If the absence
falls on a Fricay, the medical certificate must be dated the Saturday that immediately follows — at the latest. it
cannot be dated on the day that the agent s to report back to work.

. 2 days absence - the medical certificate must be dated on the initial day of absence or the next day. If the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the

latest. |t cannot be dated on the Saturday that immediately follows ar that Monday that the agent is 1o report back
o wiork

- 1 days of absence or longer - the medical certificate must be dated on the initial day of absence or the next
day. It cannot be dated an the day that the agent repors back to work with the advice to rest antedated from the
initial date of absence. Alsa, the advice 1o rest s inclusive of rest days,

o Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 davs,
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must be back
to work an Monday,




Py Incorporated

11th Floor 845 Tower g‘ ipioy

Pescagores Road Cebw Bumines Park,

Gl Dty B
e] If the doctor prescribes rest, the medical certificare must include the number af days of rest. The
advice to rest cannot be antedated,
a There must be a fit to work date.
o The anly exception to the Medical Certificate date guidelines is If the employves has hesn
hospitatized.
VACATION

1. The company resarves the night ta approve and disapprove all vacation leave VL) reguests.

2. Employee must exactly have the corresponding credits Tor the request to be approved
1 cradit = One Day

.5 credit = Half Day

1. Employee with perfact attendance 60 days from the requested VI date will be given priority in the approval of
baaves. This s a way of rewarding employees with perfect attendance.

4, The company and client have the right to disapprove leave requests and cancel approved leaves for those
employees who committed unscheduled absences an the prior month and an the cument maoith of the requested
time off intluding poor attendance records, behavioral and productivity issues.

Mated By: Approved By
NG
HR Supery Chiel Executive Officer

06 [24)24
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s |f sickness claimed is fictitious or nen-existent,

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

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

This Memorandum shall take effect on November 22, 2021,

Please be gulded accordingly.

Created by:
HR Klana
Mated by:
Angelo Manal Carlos Gotlong
Operations Manager “General Manager
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