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Employee Training Agreement

This Employee Training Agreement is made on January 15, 2024 between [Ploy, OPC, with its place of business at
the 16 fioor One Montage Tower, Archbishep Reyes Avenue, Cebu City  ("Employer”)  and

PLUE B e iy 1 [Employee’s Mame], an individual with the address of
fil i 4 & b | [Employes's Address)
["Employes").
Recitals:

A. The Emplayer is providing a ore-week training program ta the Employee to enhance their skills and knowledpe
In the field of Customer Service and as part of the Onboarding process,
B. The Employee has agreed to participate in this one-week training program,
C. The Emplayer has agreed to pay the Employee a salary for the duration of the training. 0. The Employvee has
agreed to the terms and conditions concerning the Pre-Emplayment Medical Examination {(PEM E} and the
submission of Employment Requirements,

Agreement:

1. Training Obligation: The Employee agrees to attend and complete the one-week training program provided by the
Employer. The training will commence on July 1, 2024, and conclude on luly 5, 2024,

2. Salary Payment: In consideration of the Emplayee's completion of the training, the Employer agrees to pay the
Employes a salary for the duration of the training, payable at the nearest payout schedule (15+ar 30-of the manth)
upan successful completion,

3. Non-Eligibility for Incomplete Training: The Employee acknowledges and agrees that if they fail ta complete the ane-
week tralning program for any reason, they will not be eligibie o receive the salary payment for the training period.

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

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

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

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

By signing befow, the parties acknowledge that they have read this Agreement, understand its t
be bound by them,

, and agree to

Charsg® Y, Pacot
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T
Employee Camplete Nanmie & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date) ool iy
BETWEEN
1. IPLOY OPC. (the "Disclosing Party"): and
2 Pl 0 g (the "Receiving Party"),

collectively referred to as the "Parties",
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

1.1.  tohold the Proprietary Information in strict confidence and to take all reasonable
precautions to protect such Proprietary Information (inclu ding, without limitation, all precautions
the Recelving Party employs with respect to its own confidential materials),

1.2. notto disclose any such Praprietary Information or any information derived therefrom to
any third person,

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

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

1.5 nat 1o Ccopy o 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 nandisclosure or similar agreement
in content substantially similar to this Agreement

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

2.1.  isorbecomes (through no improper action or inaction by the Recelving Party or any
affiliate, agent, consultant ar 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

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

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

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

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

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

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




Ploy OPC ot
ooy & iPloy
Cebu City G000

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 Pa rty. This Agreernent may not
be amended for any other reason without the prior written agreement of bath Parties, This
Agreement constitutes the entire understanding between the Parties relati ng to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudule nthy
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understa ndings 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 [ts
headquarters are located) (the "Territory”) and the parties agree to submit disputes arising out of or

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: fhid  emesgser

Name: Jade Lanjzo Ma Name: _ vy 1 LT
Title: Onboarding Specialist Title: CiF

Address: #35 Salvadar Extension Labangon Address: _ Dalit kg Ll
Cebu City

Date: Date: T
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Pursuant fa; (o) indigenous People's Acr (A B3710; (&) Magne Conlo flar Disahisd Persans {RA 7277} and Sols Porents Weiare Act 2000 (RA 8573

pleace answer fe following tamy

|Are you @ member of any indigenous graup? jm] YES |i'|/" MO If yes, please spedfy: ]
Do you identify as differsntly-abled? O ves | C¥ nOo if yos, please specify:
hre you a solo parent? " ¥ES O wno i s, please spocify:

Character Roforances

Gl ravme, address, and Pelaphane numdbers of three (3] perions who knew pou other thon those you kave wanked with.

NAME ADORESS TEL NO-
S L 1T T 1L LS <y kel ekl
2 g L] WL O ol 19 dand fad
ERTNTT 11 Lo LI LTI [ PRI

PART

Other Ciu

Jab-sriated trolalog cowrses (give Hitfe ana pear), fob-related sihils forher keguoges, computer and informotion techealngy, eals, mochines, ofe.), fof-

rekebed certificties and Nornees (fwrrent only), Job-releled awards ond wpecial aceompishments (pubBeotions, memberships in prafessional or hanar
societies, Inadership octivities, public speaking, ond pegfarmonce awards). Give dales ond sand documents

DATE e = ]

DESCRISTION [/ TITLE

L1

FART 10

ADDITIONAL IDENTIFICATION

TYPE / CONTROL ND.

PASSPORT DETAILS

ISSUE DATE

EXPIRY DATE

VISA DETAILS {if applicable]

DRIVER'S LICENSE

OTHER GOV'T, (55UED |0 [For
example: 555, TIN, SOL0 PARENT
iD, PR, ACR, stc )

MILITARY / GOVT. / CVIL

| CERTHFY that, to the best of my kngwledge and hallal,
falth. | UNDERSTAND that false or fraudulent infosmation an or at
employmeent fram iFley. | IIMDERSTAND that ary informatian |

T

el e

Moniage - 18h Floor Cine Momags Tewar,
Businass Prrk, Cebu Cly 6000

Ehv miry be investigated

Archisshop Fayes Ava, Gl Oty 1 BSY- 1 1ih Ploor My Tewvsr Pascadonss Foad Cabu
1 BCCT — Sh Floar, Ayada Canter Cabu Tovwer, Cebu Businsas Pack, Coby City.

SERVICES [If ary)
Hava yoius sver baen formally charged of an [ ] Yes IF "Yas", please give detalls:
administrative / chviljcriminal offense? L& Ma
Have you ever heen convicted of an 17w If “¥es”, please give desai-
adminisirative f clvilferiminal offense? o

CERTIFCATION

all the information on an atischad to this document is trug, cormect, camplete and made in good
tached to this application may be grounds for not hirng me or terminate iy

Al mey

Date Signed
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

[ o ALY i LLLL TR hereby authorize lploy Ine. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
Including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my gualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent.

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

I'release Iploy Inc., its employees, designated representatives, agents, officers and trustees from
any and all claims of liability or damage due to either the procurement or the true and accurate
disclosure of such records ar information,

Applicant Name: il i LR

Present Address: SHTA mymMOmed e bo bbb 40}
Social Security Number: _ fy- sqlsqs - ¥ Date of Birth; _Ij #2] |1
Signature: —F

Date: 0] nry
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5IGN-ON BONUS POLICY

Policy:

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

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

Aregular employee

Na 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 ar 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 hereby acknowledge that | have read, understand, and agree to the terms and conditions
of the {25K) sign-on bonus policy.
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UNDERTAKING

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

Policy Title : Dress Code Pollcy
Revislon Mo o) |
Effective Date :lune 13. 2022

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

Blbuvd B idegut 7 . AT
Employee Name and Signature Date

-

Noted:

s

e\ o2
Onboarding Spadﬁst Mame and Signature Date




iPloy Gift Policy

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

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

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

Any violations will be subject ta the IPlay 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
¢ 3"Instance- Dismissal

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

Employee Acknowledgement

| have read, understand and agree to comply with the foregoing palicies, rules and conditions governing
the iPloy Gift Palicy,

MName; jLILIEEY | [ 1T

Signature: — Date: Ll st

c 7




iPloy Social Media Policy

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

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

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

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

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

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

Procedure:
All employees must adhere to the fallowing when engaging in social media.

* Be aware of your association with the company when using online social networks. You must
always identify yourself and your role If you mention or comment on the company. Where Yo
identify yourself as an employee, ensure your profile and related content s consistent with how
you would present yourself with colleagues and cllents. You must write in the first person and
state clearly that the views expressed are your own and not those of iPloy, Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
your apinion, and not necessarily the opinions of the company.

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




Be aware of data protection rules — you must not post colleagues’ detalls or pictures without their
Individual permission, Employees must not provide or use their company password in response
to any internet request for a password.

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

Be respectiul always, in both the content and tone of what you say. Show respect to your
audience, your colleagues and customers and suppliers, Do not post ar publish any comments or
content relating to the company or its emplayees, which would be unacceptable in the workplace
ar in confiict with the company”s website. Make sure the views and opinions you express are your
own.

Recommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, custemers or suppliers on social media and
networking sites. Such recommendations can give the impression that the recommendation is a
reference on behalf of the iPlay, 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 conseguences of what you say and what could happen if ene of your
colleagues had to defend your comments to a customer.

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

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

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

Always remember on-line content ks 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 anline information with caution as there |s na guality cantral process on the internet
and a considerable amount of Information may be inaccurate or misleading; and




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

Specific Managerial Responsibilities

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

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
Imernet, e-mail and confidentlality policies may lead to disciplinary action, up to and induding dismissal.
Thiz palicy is not exhaustive. In situations that are not expressly governed by this policy, yOu Must ensure
that your use of social media and the internet is always appropriate and consistent with your
responsibilities towards the company. In case of any doubt, you should consult with your manager,

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

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

Employee Acknowledgement

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

Mame: FUBLR n L0

Signature: 4 Date: ] 24
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Date : February 22, 2018
To T ALL EMPLOYEES CONCERNED
From ¢ Human Resources
Thru : Operations Manager

Subject - WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBRIECTIVE

1.1 In conformity with Republic Act No. B504 otherwise known as the Philippine
AIDS Prevention and Control Act ol 1998 which recopnizes workplace-based
programs as a potent tool in addressing HWV/AIDS as an intermational
pandemic problem, this company policy is hereby issued for the informatian
and guidance of the employees in the diagnoss, treatment and prevention of
HIVAIDS in the workplace.

1.2 This policy is alse armed al addressing the stigma attached to HIV/AIDS and
ensures that the workers' right against discnimination and conldentiality s
maintained

2. COVERAGE

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

3. IMPLEMENTING STRUCTURE
3.1 \ploy Inc. HIV/AIDS Program shall be managed by (ts health and safety
committee consists of representatves from the different divisions and
departmeants
4, POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/ADS
411 What s HIV/AIDS?
4.1.1.1 ft s o disease coused by o virws calied HIV |Human
Immunodeficiency Virus). This wirus slowly weakens a person's
ability to fight off other diseases by attaching itselt to and
destroying impartant cells that contral and support the human
immune system

4.1.2. How HIV/AIDS is transmifted

4121 Unpratected sex with an HIV infected parson:
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F 1 i i From an infected mother to her child {during pregnancy, at
birth through breast leading),

4,1.23. Intravenous drug use with contaminated needles;
4124, Transfusion with nfected blood and blood products; and

4.1.2.5, Unsafe, unprotected contact with infected blood and Bleeding
wounds of an infected person

4,13 Isthereacure?

4131 No. However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
pegple with HIV. Holistle care of people living with HIV-AIDS and
comprehensive  treatment  of  opportunistic  infections  also
dramatically improve guality of ife

3. GUIDELINES
5 L Prevenbive Strategies
21.1, Conduct of HIV-AIDS Education
5111 Whowill conduct?
The Medical Clinic of Iploy Inc_in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employess
for free. This shall alio form part of the orientation of newly hired
emplayees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used for this
purpose.

2.1.1.2.  Howwill it be conducted?

The HIV-AIDS education will be conducted through distribution and
posting of IEC materals, lectures, counselling and training and
infarmation on adherence to standard or universal precautions in the
wiorkplace

512, Screering, Diagnosis, Treatment and Referral 1o Health Care Services

5121 Screening for HIV as a prereguisite 1o employment s not
mandatary.

5122, The company shall encourage positive health seeking behawor
through Voluntary Counseling and Testing

S VU1 VR SRS s
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5123 The company shall establish a referral system and provide
aceess to diagnostic and treatment sernces for its workers. #eferral
to Social Hygiene Clinics of LGLU for HIV screening shall be facilitated
by the company's medical clinic staff.

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

6. SOCIAL POLICY
6.1, Non-discriminatory Palicy and Praclices
6.1.1. Discrimination in any form  from  pre-employment to  post-
empioyment, including hiring, promation or assignment, termination ot
employment based on the actual, perceived or suspected HIV status of

an individual is prohibited

6.1.2 Workplace management of sick employees shall not differ from that of
ary other liness.

6.1.3. Discriminatory act done by an officer aran employes against thelr
co-officer or co-employee shall kewise be penalizad,

6.2. Confidentiality/Non-Disclosure Policy
B.4.1. 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

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

B.2.3. Co-employees shall nat be obliged to reveal any personal inlormation
relating to the HV/AIDS status of fellow workers,

6.3, Wark-Accommodation and Arrangement

631 The company shall take measures to reasonably accommuodate
employees with AIDS related llinesses

632 Agreements made betwesn the company and employes’s
representatives shall reflect measures that will support workers with
HIV/AIDS through Hesible leave arrangements, rescheduling of werking
time and arrangement for return to work,

.g_:;imuu T L ETR
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND ERMPLOYEES
7.1, Employer's Responsibilities

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

712 Provide Information, education and tranmg on HIV/AIDS for its
workforce.

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

714, Ensure contidentiality of the health status of Its employees and the
access to medical records is limited to authonized persannel,

.15 The Company, through its Human Resaurces Department, shall see 1o
It that their company policy and program is adequately funded and made
krnown to all employess,

716 The Health and Safety Committes, topothar with employees/ labar
organizations shall jointly review the policy and program and continue to
improve these by networking with government and organizations
promoting HIV prevention

1.2, Employees’ Responsibilities

721, The employee's organization shall undertake an active role in
educating and training thelr members an HIV prevention and control
Promote and practice a healthy |ifestyle with emphasis on avolding high
risk behavior and other risk factors that expose workers to increased risk
of HIV infection,

#.2.2. Employees shall practice non-discrirminatory acts against co-employess,

7.2.3. Employees and their organization shall pot have access to personnel
data refating to a worker's HIV status,

7.24. Employess shall comply with universal precaution and preventive
MEasUres,
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8 IMPLEMENTATION AND MONITORING

8.1. The Salety and Health Committee or its counterpart shall periodically menitor
and evaluate the Implementation of this Policy and Program.

9. EFFECTIVITY

9.1, This Pelcy shall take place effective immediately and shall be made known 10
evary employes.

} :

J'Lu.l’a-g
Prepared by Jo H *Lt R iecio
Human Resources

Reviewed by: Alfredo P damarillo I,

Director of Dparations

Approved by Yisroel ¥, Gissinger
CED
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Date < January 1, 2018

To s ALL EMPLOYEES CONCERNED

From : Human Resources

Thru : Dperations Manager

Subject @ WORKPLACT POLICY AMD PROGRAM ON TUBERCULOSIS (TH) PREVENTION

AND CONTROL

1. OBIECTIVE

1.1. T assist the government in its campalgn against Tuberculesis (TA) in compliance
with the Department of Labor and Employment's Department Order Mo, 73-05,
series of 2005 - Guldelines for the Implementation of Policy and Program on
Tuberculosis (TE) Prevention and Control in the Waorkplace.

1.2.To prowvide initiatives (o prevent the outbreak and spread of tuberculasis 0 the
workplace, and to treat, care, and support employees who become affiicted with
tuberculosis
2. COVERAGE
Z.1.This Program shall appiy to all employees regardiess of their employmen)| status.

3. POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tubereulasis, as well as the
treatment, rehabilitation, and restoration 1o work of employees who contract
this disease. To achieve this goal, all emplayees are strictly mandated to undergo
an | ical examination with the requisite chest x-ray.

3.2 Mso, in line with this, a TR awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency [occurrence
in.a sefected population] and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management of T8 i the
workplace, This shall be handled by the Office of Health Services {Infirmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider,

3.3, The DOTS is a comprehensive strategy to control TB, and s composed of five
compaonents, which are

3.31. Political will or commitment to enduring sustaned and guality TR
treatment and control activities;

313.2. Case detection by sputum-smear microstopy ameng  symplomatic
patisnts;
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333, Standard short-course chemotherapy using regimens of 6 1o 8 months for
all confirmed active TB cases (|e., smear postive or those validated by the
TR Diagnostic Committes),  Complete drug taking  through  direct
observation by a designated treatment partner, during the whoie course of
the treatment regimen;

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

335, Astandard recording and reperting system that allows assessment of case
finding and treatment cutcomes for each patient and of tuberculasis control
program's perfarmance overall

3.4, Employees must be given proper information on ways of strengthening their
immune responses against T Infection, Le, information on good nutrition,
adequate rest, avaidance of tobacco and alcohol, and good persanal hygiene
practices  Howewver, It should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information on its @ticlogy and complete performance overall

1.5 Improving workplace conditions:

3.51. To ensure that contamination from TB arborme particles 5 controlled,
workplaces must provide adequate and appropriate ventllation (DOLE-
Dccupational Safety and Health Standards, OSHS, Rule 107601} and there
shall be adequate sanitary facilities lor workers

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

3.6.Capability building on TB awareress raising and training on TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be glven to Company health personnel or the occupational safety and health
commitioe,

3.7.50cial Policies:

371 Non-discrimination: Employess who have or had TB shall not he
discrimimated against.  Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled 1o work for as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored to work as soon as their iliness s controfled

372 Work Accommodation:  Through  agréeements made  between  (he
management and Lhe employees, work accommodation measures 1o
support employees with TB s encouraged through Aexible leave
arrangements, rescheduling of warking times, and arrangements for return
to work.
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373, Restoration to Wark: The employes may be allowed to return to wark
with reascnable working arrangements as determined by the Company’s
Health Care Provider and/or the DOTS provider.

B Employes Respansibility

381 Employeers who have symptoms of TR shall immediately seek assistance
from the Company's Heallh Services Provider

3811 An employes who has the symptoms of TB s required to inrtially
wear a face mask (especially while inside the office) and observe good
hygiene practices, at least untll declared by a competert medical
practitioner to be safe fromm transmission,

3812 Sirnilady, for those at risk, e, those with family members with TB
of those exposed to a co-employes with TB, it would be prudent to
observe the same good hygiene practices until declared free from tha
disease and safe from transmission.

8.2 Once diagnosed to be with TR, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee’s choice. Howewer, 1| s imperative (hat the one
strictly adheres to the course of treatment.  Failing to dutifully obsere the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make it harder to treat the infection and
result in & longer absence

1821  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 Art. 284 —
Disease as Ground for Termination.

383 Employees are required to undergo an annual compulsony chest X-ray
through the Annual Physical Examination |l for any reason an employee
fails to secure a chesl x-ray al that time, hiefshe shall be directed to secure a
chest x-ray at an accredited clinic by his/her respective Infirmany/Health
Senvices.

3.49.The Company shall ensure that any T8 occurrerce in the workplace & traced and
that all contacts are clinically assessed,as much as feasible.

3.10, An employee afflicted with TB, who has voluntarly undergone the
treatment and rehabilitation program (DOTS] prescribed, and who is finally
declared to be in a non-communicable stage, may be allowed back to work
subject to belng given a medical clearance by a Company designated physician,

1L Employees (thowe afflicted with the diseass or thase identified under
contact tracing) who refuse to cooperate and dutifully observe lawful
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instructions (undergo a medical check-up and/or treatmaent), may be subjpect 1o
disciphmary action proceedings lor insebordination (the penalty of which may
range up to the termimation of one's employment)

4. PROCEDURE

4.1, The respective Health Services of the Company [andfor the contracted Heatth
services Provider] shall coordimate with the Occupational Safety and Health
Center who shall provide preventwe and technical assistance In the
implementation of the Workplace TB Contral and Managesrent Program

4.1 40 employee who undergoes the Annual Physical Examination with the féguisite
chest xray will have fisfher medical record forwarded 1o company clinic/HRD.
Ermployvees who fail to undergo the requisite annual chest x-ray shall be directed
to secure one al an accredited clinic or by hisfher priferred InfirmaryyHealth
Services.

4.2.1. Those with medical findings shall be reguired to undergn Turther medical
check-up. All rmedical records in connection with this second, further check-
up shall be submitted to comgany clinig™MRD ond  histher  respective
Infirmary/Health Services.

4.2.2. The employee shall then coordinate with company cllinic/HRD and his/her
respective Infirmary/Health Services lor the next steps,

4.3.An employee who 5 suspected to be alfficted with TB, whether as a direct suspest
of by contact tracing. shall cooperate fully with hisMher respective
Infirmary/Health Services (and/or the contracted Health Services prowider), If
the employes tests positive for TH, the employee shall undergo the DOTS
program to its completion

44,11 the employee needs 10 undergo a leave of absence 1o recuperate, hefshe will
be allowed to use the appropnate leave before hefshe may fsequest 1o be
permitted 1o go on a Leave of Absence without Pay (LOA),

#4.1. The employes shall observe the réquisite procedure in applying lor a
feave.

442 The Unit concerned shall ensure that the requisnte procedures are
observed by the employes and that the company clitie 1s duly informed

4.5 An employee may be allowed 1o go on a medical leave of absence (without pay)
Tar a maamum period of six [6) months. The concerned emploves shall submit
an application for a leave of absence before poing on leave. Said leave
application shall be subject Lo approval at the sole discretion of the Company
Management

451 The same procedures under 4 2.1 to 4,22 shafl be obsarved,
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4.6 After treatment, witha maamum penod of sx (6] manths on lsave (without pay),
an emplayee found to be cured or in @ non-communicable stage of T8 may be
allowed back to work, provided that the employes’s health shall continue to be
monitored during the annual physical examination with the reguisite chest x ray
or a5 may be deemied necessary by the Unit Health Services (Infirmary) or
contracted Health Services provider

4.7, The employvee returning 10 work shall be reguited by the Management (o secure
A medical clearance from a medical dector chosen by the Company before being
llowed ta return to work

4 8. The HRD will imitsate dscplinary proceedings against any employee lfound to have
discontinued treatrment in defiance of medical advice, or wh tefuses to undergo
the full treatment course prescribed,  Likewise, employees who are ordered to
sndergo @ check-up due to contact tracing but refuse to do so will also face
distiplinary action proceedings. In hoth cases, the maximum sanction applicabie
for insubordination will be the termination of one's employment, if it is deemed
warranted

5. IMPLEMENTATION AND MONITORING

4.1 The Saffety and Health Committes or s counterpart shail periadically manitor and
evaluate the implementation of this Policy and Program

6. EFFECTIWITY

6.1. This Policy shall vake place effective immediateiy and shall be made known 10
every employee

A »
Lok
Prepared by, Ju Hann eclo
Hurhan Resources

Reviewsd by: Allredo P arlilo Jr.
Direktor of Qpdarations

Approved by: Yisroel ¥ Gissinper
CED
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Date : February 22, 2018

To cALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTWE

1. 1.iploy Inc. Is committed to conform 1o the establishied standards assurance of
customer satisfaction, protection of our environment and health and safety in

the workplaces.

1.2.The company promotes and ensures a healthy envirenment through s varous

health programs to safeguard its employess. And as part of the company's

compliance 1o DOLE Departmient Advisory No, 05, Series of 2010 {Guidelines for
the Implementation of a Workplace Policy and Program on Hepatitis B), this

Program has been devefoped. This program s aimed to address the sligma
altached to hepatitis B and 10 ensure that the employees’ right againgt
discrimination and conflidentiality s maintained,

13 This guidetine is formulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B, This will inform the

employess of their role as well a5 the company in dealing with Hepatitis B, &
healthy environment encompasses a good working relationship and great output

for continuous business growth,
1. COVERAGE
2.1.This Pragram shall apply to all employees regardless of their employment status
3, POLICY STATEMENT
3. Limplementing Structure
3.1.0. Iploy Inc. Hepatitls B workplace policy and program shall be managed by
its health and salety commitiee. Each division or department af the
Company shall be duly represenied.
3.2.Guldelines

3.2.1. Education

3211 Hepatitis B shall be conducted throoegh distritution and pasting ol
IEC matenals and counselling and/ or lectures: and
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3414 Hepatits B education shall be spearheaded by Iploy Inc Medical
Clinie in close coordimation with the health and safety committes.

3.22. Preventive Sirategies

31221 Al employess are encouraged (o be immunized against Hepatitis
B after securing clearance from thelr physkclan

3323 Workplace sanitation and proper waste managemant and disgosal
shall be monitared by the health and safety committes on a regular
baasis.

1223 Fersonal protective equipment shall be made avaitable at ali timos
for all employess; and

33.24. Employess will be given traiming and information on adherence 1o
standards or universal precautions in the workplace,

4. S0CIAL POLICY
4.1.1.1 Mon-discriminatory Policy and Practices:

4,1.1.1.1 There shall be no discrimination af any form against
employeas an the basic of their Hepatits B status consistent with
the inernationa? agreements on non-discrimination ratified by
the Philippimes (ILO C111% Employess shall not be discriminatied
against, from pre to post employment, including  hinng,
promation, or assignment because of their hepatitls B status.

111132 Workpiace management of sick emplovess shall pot differ
from that of any other iiness. Persons with Hepatitis B refated
ilinesses may work for as long as they are medically fit 1o work.

4.1.1.2. Conflidentiality

41121 Iob applicants and employees shall rot be compelied to
disciose their Hepatits 8 status and other related medical
Infarmation. Co-employees shall nol be oblged 1o reveal any
personal, information about their fellow employees. Access to
personal data relating to employes’s Hepatitis B status shall be
bound by the rutes on confidentiality and shall be strictly limited
to medical persormel or il legally required.

4113 Wark-Accommodation and Arrangement
4.1.131 The company shall take meassures 1o reasonably

accommodate employees who are Hepatts B positivé of with
Hepatitis B - ralated linesses.
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4.1.1.3.2 Through agreements made between management and
employess representative, measuras (o support employees with
Hepatitis B are encouraged to work through Aexible leave
arrangements, rescheduling of workeng time and arrangement for
relurn to work,

4114 Screening, Diagnoss, Treatrment and Referral to Heallh Care
Services

4.1.14.1. The company shall establish a referral system and provide
access to diagnostic and treatment services for its employees for
apprapriate medical evaluation monitoring and management,

41142 Adherence to the guidelines for healthcare praviders on
the ewaluation of Hepatitis B posithe employess s fighly
encouraged

41143 Screening for Hepatitis B as a prerequisite to employment
shall et be mandatary

4115, Compensation

41151, The company shall provide access to Sacial Security
System and Employees Compersation berefits under PD 626 to
an amployer contracted with Hepatitie B nfection In the
performance of his duty.

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

51.1.1.1. Managemen!, together with employees’ organizations,
compary focal personnel for human resources, and safety and
health personnel shall develop, implement, monitor and evaluate
the workplace policy and program on Hegatitis B,

1112 The Heaith and Ssfety Committee shall ensure that thaeir
company palicy and program 15 adeguately funded and made
knowr 10 all employess.

5.1.113. The Human Resources Department shall ensure that thelr
policy and program adhere to existing legistations and guidelines,
including provisions on leaves, benefits and insurance,

5.1.1.1.4, Managemen! shall provide information, educatlon and
training an  Hepatitis B for its workforce: consistent with the
standardized basic information package developsd by the
Hepatitis 8 TWG; if not available within the establishment, then
provide access Lo informatian
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53135, The company shall ensure nan-discniminatory practices in
the workplace
511.16. The mansgement together with the company focal

parsorngl for human resources and safety and health shall
provide appropriate personal protective equipment to pravent
Hepatitis B exposure, especally for employess expased to
potentially contaminated blood or body Tluid.

51117 The Health and Safety Committes, together with the
employees’ organizations shall jointly review the polcy and
program for effectiveness and continue to improve these by
retwarking with government and organizations promoting
Hepatitis B prevention.

51.1.18. The company shall ensure confidentiality of the health
status of its employees, including those with Hepatitis 8,

51119 The human resources shall ensure that aeeess o medical
records i imited (o authorized personnal

5112,  Employees Responsibilifies

7% P The employess’ organization s required to undertake an

active role in educating and training their members on Hepatitls

B prevention and contral, The IEC program most alsa aim at

promaoting and practicong a healthy lifestyle with emphasis an

avoiding high risk behavior and other risk factors that

expose employees to increased risk af Hepatitis B

infection, corsistent with the standardized basic information
package developed by the Hegatitis B TWGE.

211,22 Employees shall practice non-discriminatory acts against
co-ermployees an the ground of Hepatitis 8 status,

51.1.2.3. Employeeas and their organizations shall not have access o
personned data refating to an employes's Hepatitis B status. The
rules of confidentiality chall apply in carrying out union ane
arganization functions,

pLL24 Employees shall comply with the unlversal precaution and
the  preventive measures.

51125 Employees with Hepatitis B may inform the health care
provider ot the company physician on their Hepatitis B status,
that is, if their wark activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatitis 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 evafuated peripdicatly, The safety and health committee ar its
counterpart shall be tasked for this purpose,

T, EFFECTIVITY

7.1.This Palicy shall take place effective immediately and shall be made known o
every employes,

Prepared by Ja Hﬂf@h tecio
Hurmar Resources

Approved by: Yisroel ¥, Gissingar
CED
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Date Hanuary 1, 2018
To CALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Managoer

Subject - DRUG-FREF WORKPLACE POLICY AND PROGRAN

1. OBRJECTIVE

L1 In compliance with Article V' of Republic Act Mo, 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its implementing Rules
and Regulations and DOLE Department Order No. 5303, series of 2003
{Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc hereby adopts the following
prolicies and programs to achieve a drug-free workplace,

1.2, Company policy 15 to maintain a workplace free of llegal drogs, To ensure
that the abjectives of the company's corporate policy are met, the company
Is implementing this drug-free program. The program will have the followityg
Blements;

2. COVERAGE

2:1. This Program shall apply 10 all employess regardless of their employment
status

3. POLICY STATEMENT

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

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

3.3 Possession, use, sehicitation for, or sale of dangerous drugs away from the
company premses, f such activity o involvement adversely affects the
employes's work performance, the safety of the employes or of others, or
pists at risk the company’s reputation,

34 The presence of any detectable amount of dangerous drugs in the
employes's systerm while at work, while on the premises of the campany, or
while on company business. “Dangerous Drugs” include those listed in the
Schedules annexed (g the 1961 Single Conventlon on Narcotic Drugs, as
amended by thie 1972 Protacal, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of B.A. 9165,

4. MANDATORY DRUG TEST

4.1, To ensure that only those qualified shall be screened and recruited te prevent
the detrimental effects (eg. foweor productivity, poor decision making,
incregsed occidents, more compensation cloims; end reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
rmandatory drug test shall be required for pre-employment

4.2 1ploy Inc. designates company accredited or affiliated center, a duly
accredited drug testing center by the Department of Health (DOH), as its
authorizad drug testing laboratory

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

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

4,32 FOR-CAUSE TESTING: The company may ask an officer/femployee ta
subimil 1o a drug test at any tme it feels that the employee may be under
the Influence of drups, including. but not limited to, the following
clreumstances: evidence of drugs on or about the employee’s person or
in the employee's wvicinity, unusual conduct on the employee’s part that
supgests impairment o influence of drugs, negative parformance
patterns, or excessive and unexplained absentesism or tardiness

4.3.3. POST-ACCIDENT TESTING: Any officer/employee involved in a "Near-
Miss” incidernt or "Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test,
As defined herein, "Wear-Miss” means an incident arising from or in the
course of work which could have led to Injuries or fatalities of the
workirs and/or considerable damage to the employer had it not been
curtailed. "Work Accident” refers to unplanned or  unexpected
pcourrence that may or may not result in personal njury, property
damage, wark stoppage or interference or any combination theraof of
which arises out of and in the course of employment

4.3.4. Al drug tests shall employ, amang others, twa (2] testing methods, the
sereening 1est 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 torns  positive, the
company's Assessment Team shall evaluate the results and determing
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the level of care and adminstrative interventions that can be extended
to the concerned employes

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

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

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1

3.

5.3.

5.4,

. An officerfemployes who, for the first time, 5 found positive of drug use,

shall ke 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 facilities which an employee who was tested positive for drugs
may chogse fram.

Following rehabilitation, the company's Assessment Team, in consuitation
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 he/she poses no serious danger to histher co-
employees and/or the workplace

All eosts lor the treatment and rehabilitation of the drug dependent
employes shall be charged to his account, The period during which the
employee s under treatment or rehabilitation shall be considered as
authorized leavas.

Repeated drug use even after ample opportunity lor treatment and
rehabilitation shall be dealt with the corresponding penalties under RA. 9165
and is a ground for dismissal

6. ADVOCALY, EDUCATION AND TRAINING

6.1

b.2.

. Iploy Inc. undertakes to increase the awareness and education of its officers

and employees on the adverse effects of dangerous drugs through
continuous advocacy, education and training programs/activities to all itz
officers and employees.

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

6.2.1. Salient features of R.A. 9165;

B.2.2. Adverse eflects of asbuse andfor misuse of dangerous drugs on the
person, wirkplace, family and the community,
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6.3.

6.2.3, Preventive measures against drug abuse; and

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

To encourage afl 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 possible:

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

6.3.2. Health wellness screenings [eg, blood pressure and heart rote,
cholesteral test, blood glucase, efc);

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

T4

.

7.3

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

Iploy Inc. shall mantam the confidentiality of all information relating to drug
tests or to the ldentification of drug wsers in the workplace, exceptions may
be made only where required by law, in case of overriding public health and
safety concerns; or where such exceptions have been authorized in writing by
the person concerned.

Al officers and employees chall enjoy the right 1o due process, absence of
which will render the referral procedure inaffective.

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1

8.2

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

Any officer or employes found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book V1 of the Labor Code and under B 9165
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9, IMPLEMENTATION AND MONITORING
4.1.1. The implementation of these policies and programs shall be monitared
and evaluated periodically by management to ensure a drug-free

workplace. For this purpose, an Assessment Team shall be constituted in
accordance wekh 0.0 5303,

10. EFFECTIVITY

10,1, This Policy shall take place effective immediately and shall be made
known 1o every employee

11. ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

I
(LF LA
Prepared by: lo HEI#H;L‘&. Elecio
Human Resources

F i {‘
Reviewed by: Altrddo P. Cabnarillo Jr
DiTqurr of J.E?t:eﬂl‘tmns

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

| herety acknowledge that | have recelved and read Iptoy Inc. Drug-Free Workplace Policy
and Program, asummary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program prowiders or local drug and alcobol treatment
programs. | have had an opportunity to have alf aspects of this material fully explained. |
also understand that | must abide by the Program as a condition of initial and/or
continued employment, and any violation may result in disclplinary action up to and
including termination.

| alsa understand that during my employment | may be required to submit to testing for
the presence of drugs or alcohol in my bady, | understand that submission to such testing
s a condition of employment with [Comparyl, and disciplinary action up te énd including
termination may result if;

1} | refuse to consent to testing

2] I retuse to execute all farms of consent and release of liabiliny that are usually and
reasonably associated with such éxaminations

3 I refuse ta authorize release of the test results to the campany,

a) The 1ests establish a violation of {Company|'s Drug-Free Workplace Policy

5) | otherwise violate the policy,

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

The undersigned further states Lhal hefshs has read and wndorstands the above

acknowledgerment and signs below of his/her own free will,

el am

.
5W I\ DATE

WITHESS DATE
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Date : January 1, 2018

To SALL EMPLOYEES CONCERMED
From : Human Resources
Thru - Operations Manager

Subject - WORKPLACE POLICY AND PROGRAN ON ANTI-SEXUAL HARASSMENT

OBIECTIVE

1.1. 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.

. COVERAGE

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

POLICY STATEMENT

3.1 Iploy Inc. believes that emplayees should be aflarded the opportunity to work
in an environment free of sexual harassment. Sewual harassment is a form of
misconduct that undermines the employment relationship.  Ne employes,
either male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual overtures or conduct

3.2. 5exual harassment refers to behavior that is not welcame, that s 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 favers, and other saxually
onented conduct which is offensive or objectionable to the recipient,
including, but not limited to; epithets, derogatary 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 employee found to have committed sexual harassment
shall be subjected to disciplinary action, up to and Including dismissal,

3.4, DEFINITION OF SEXUAL HARASSMENT

Iptoy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of §.A, 7877 It provides that sexual
harassment in workplace s committed by an employer, employee, manager,
supervisar, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work environment, demands,
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requires of otherwise fequires any sexual favor from the other, regardless of
whether the demand, régquests or reguirement for submission is accepted by
thie abject of said Act.

In a work-related or emplayment environment, sexual harassment s
committed when:

341 The sexual favor 5 made as a condition in the hiring or in the
employmeant, re-employment. o continued  employment of  said
individual, or in granting said Individual fovorable compensation, terms of
conditions, promaotions, or privileges; or the refiesal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discniminate, deprve 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

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

35 WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be committed In any work or training environment. it
may include, but are not lmited to the following:

351 Inoroutside the office building or training site,

352, atoffice or training-related social functions:

353 inthe course of work assignments outside the office;

354, avwork-refated conferences, studies or training sessions: or
355 dunng wark related travel,

3.6, FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed (n any of the following farms:

361 Overt sexual advances;

362 Unwelcome or improper gestures of affection;

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

364 Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
victim,
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WHAT 15 NOT SEXLIAL HARASSMENT

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

EMPLOYER'S RESPONSIBILITY

iploy Inc. undertakes to provide its officers and employees a8 work
environment free of sexual harassment by management personnel, by co.
workers and by others with whom officers and employees must interact in
the course of their employment i lplay Inc. Sexual harassment 15 specifically
prohibited as unfawful and as a violation of company policy. The company is
responsible for preventing sexual harassment in the workplace, for taking
immeadiate corrective action Lo stop sexual harassment in the workplace and
for promptly investigating any allegation of work-refated sexual harassment,

4. PROCEDURE

4.1

4.2,

COMPLAINT PROCEDURE

4.1.1. Any officer or employes, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
ta the Committee on Decorum and Investigation. They may also report
acts of sexual harassment ta any other member of Iploy Inc
management o ownership, All allegations of sexual harassment will be
guickly 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 ol the
outcaome of the investigation

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

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

who brings a complaint of sexual harassment or who speaks as 3 witness
in the investigation of a complaint of sexual harassment
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4.3, WRITTEN POLICY

4.31. Al officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy upan assumption of their respective
offices. If at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum. If
lplay Inc. should amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
modified palicy,

5. CONFIDENTIALITY

5.1 At the commencement of the mvestigation procedure at the Committes,
starting from the filing of 2 written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspandences read, and, testimonies heard, will be kept under
the strictest confidence. It 15 the intention of Iploy Inc. that rights of the
parties, especially the innocent ones, aré protected AL 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 te
every employes,

,g,anLJl
Prepared by: Jo H g R lecio
Hurman RBesources
Reviewed by: Miredo > rmar o Ir
Dlgctq} %F Oparations

Approved by: Yisrpal ¥ Gissinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name Position in Establishment

Chairman: Alfred Camarillo Director of QOperations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Skaff

Ma. Blesila Vest| CSR - Phone

Junamel Brigoli CSR - Phone
Submitted by: o

FAE j e
(=

Yisroel Y. Gissinger

CEQ
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DATE : April 3, 2018

To ALL EMPLOYEES

FROM H HUMAMN RESDURCES DEPARTMENT

FHRU : OPERATIONS MANAGEMENT

SURIECT : MEMO: RESTROOM GLIDELINES

Iploy Inc. provides unisex restrogms available so that smployess ¢an use them when they need
o do so. One is located inside the operation floor and second is in the hallway outside the
operation fioor. However, those who are uncomiortable, has issue with the unises restroom,
we have a separite single, private restraom available for use

Mareover, any employee with concern/fissus in using the umisex restroom, pleass visit Human
Resources office to get door access pass. Office security, Log 0 and Log out procedure shall
apply.

Furthermore, it is essential that all employess should comply and observe the restroom
etiguette:

s Knock if the cubicle appears ta be occupied, Don't peek under the doors

& lock the cubicle door when you enter

& Stand clase enough to the pin or urinal 50 you don't wet the seat, walls or
floar

»  Flush the toiletatrer use and wipe off the todet seat Tor the next usir

& Papertowels go in thetrash can, nol on the floor of in the tollet bowl

= Wash your hands ta prevent the sgread of colds and the fiy

*  Please use water and paper towels conservatively

For yaur infarmation and guidance.

a_;llm_ LR T TR
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February 27, 2018

To ' ALLEMPLOYLES

FROM ; HUMAMN RESOURCLS DEPARTMENT
THRU H OPERATIONS MANAGER

SURICCT

OFFICE SECURITY, LOG IN AND LOG QUT PROCEDURE
The tollowing Is issued to

ensure the effective enforcement and strict ocbservance of all
employees on olfice attendance and punctuality

To ensure etfective implementation and monitoring of office security

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

2. Employees arc allowed to
their scheduled time

Bags and/or personal items should be left in
the production area

Once an employee logged in and inside
outside until their 19 break

5. Employees are only allowed to stay
unless authorized or

& In and log out using the biometric and the RF 1D, even
be inside the office and to Log in thirty (30) minutes before
the locker before longing in/going inside
the production area, they can no longer go

inthe office for thirty (30) minutes after their shift,
has approval to extend their time

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

7. Mo tallgating

8. Employee ID and RF D should be worn at all times, lost RF 105 will
employee

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

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

11. Submit self to magnetic wand scannin g with the security persennel
12, Only water in a clear container s allowed in the aperation area and recreation room

be charge to the

For guidance and strict compliance,

MNoted by:

—
fredo Cafmarillo Jr
I:Hr@ru ID erations

(f/‘ﬂr.1gln I um-nqhw-mq

Scanned by CamScanner




iPloy Incorporated 5 ))I' -

9™ finor, Ayala Center Cebu Tower & ’ IP' oy
Bohel Avenue, Cabu Business Park d ity B, W
Cebu Clty 6000

DATE : Novernber 17, 2021

TO - ALL EMPLOYEES

FROM H HUMAN RESOURCES

SUBIECT : LOCKER POLICY

The aim of this policy Is to gulde our employees and establish a well-kept and orderly enviranment in
the locker room,

Please see list of rules provided below far your reference,

RULES

*  ONELOCKER ONLY per employes. NO sharing of lockers.

«  NO storing of perishable foods/leftovers inside the locker.

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

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

* Checking/audit will be done from time to time and ence 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
notlimited te 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 padlocks, placed on top of the lockers, ete.

* The company Is nat responsible for loss or missing items due to the owner’s negligence,

+ Forced Cpen Request due to lost padiock key or forgotten password/code should be submittad a
day prior and will be subject ta availability of the bolt cutter,

* Authorization to Forced Open a Locker, the reguest must be submitted via email to hr@ipioy.com
and must wait for the approval,

= NOLOITERING Inside the locker room

*  Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on Movember 22, 2021,

Failure to comply will be dealt accordingly.

L i
Carlos Gotiong ~ _Alf
General Manager Directo erations

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

T A T (LT AT
Emplw{!’ﬁmtﬁ;‘e Cwver Printed Mame/Date
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April 3, 2018

ALL EMPLOYEES

HUMAN RESDIIRCES DERARTMENT
DPERATIONS MANAGER

MEMO: CALL IN FOR OUT OF OFFICE

In grder to propetly monitor out ol alfice employees, 3 new process 1o call indreport absence will
be implemented effective Manday, April 9, 2018,

Guidelines:

L In cases of late and/or absences, employee should report to Human Resaurces through
SMS or Call via HR hotline: 09177089 7074
4. Norification should cantain the following information

4.

b
3
d
e

Complete (real) Name

Dapartrmerl

Team Leader

Callin for: (Whole day Absent, Half-day Absent, Late)
Reason

3. HA will be the one to send notification to Ogerations Management

4. Nocall In should be communicated through Team leads or any otber employes. it shouid
be done by the employes or his/her relatives

5 Naotification should be at least two (2} hours before the employes's shift

b. it an employes |5 advised 1o rest/canfined in the hospital, number of rest days as advised
by the physician should be indicated, Otherwise, employes must send notification datly

7. Failure to notify will be tagged as'No Call, Mo Show andfor unscheduled absence and will
be dealt with according to our Code of Conduct and Discipling

For your guidance and strict compliancea

PO e | 0 ey -
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February 18, 2020

Ta : ALL EMPLOYEES

FROM . OPERATICNS MANAGEMENT
SUBIECT : ATTENDANCE BONUS 2020

A5 we end the year 2009, IPboy would like 1o et clear key procedures and policies. This memorandum servas as
remindsr to be followed:

PAYROLL

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

2, Tardiness, Undertime and Owver breaks will be deducted from the amployes’s pay

3. Employees who tendered their resignation before the releass of the Sign On Bonus (First Hall or Second Half) will
N longer be eligible to recelve i1

4. Employees qualified for the Sign On Bonas (First Half or Second Half) will recelbve it an the 30" of the succesding
manth from eligibility.

5. Eliglbility for the annual merit increase s based on overall performance and management discretion, Pay oul 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 af absence or the next day If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows = at the latest. It
cannot be dated on the day that the agent is to report back to work.

. 2 days absence - the medical certificate must be dated on the initial day of absence or the next day. I the
absence falls on a Thursday, the medical certificate mist be dated either that Thursday ar the next day = at the
latest. |tcannat be dated on the Saturday that immediately follows oc that Monday that the agent is 1o report back
o work

. 3 days of absence or longer - the medical cartificate must be dated on the inftial day of absence or the nest
day. It cannot be dated on the day that the agent reparts back to work with the advice to rest antedated from the
initial date of absence. Alsa, the advice to rest ks inclusive of rest days,

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

that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday — the agent must be back
o weork on Monday.

azﬁﬁmm LT[R e
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o If the doctor prescribes rest, the madical certificate must include the number of days of rest. The
amdlvice (o rest cannat be antedated,

@ There must be a fit to work date.

a The only exception to the Medical Certificate date guidelines is if the employee has heen
hospitafized,
VACATIO

L. The company reserves the right to approve and disapprave all vacation leaye {WL) requests.

2. Employes must gxactly have the comesponding credits for the request to be approved.
1 credit = One Day

.5 credit = Half Day

i. Employea with perfect attendance &0 days from the requasted VI date will be glven priority in the approval of
leaves. This is a way of rewarding smployees with periect attendance

4. The company 2nd client have the right to disapprove leave reguests and cancel approved leaves for those
employees who committed unschaduled absences on the prior manth and on the current manth of the requested
time off including poor attendance records, behavioral and productivity ssues

Moted By Approved By:
IAY GISSINGER
HH Sup Chiel Executive Officer
ARI

Director of Operations

7
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Date : November 17, 2021

TO : ALL EMPLOYEES

From s HUMAN RESOURCES DEPARTMENT
Subject : RE: SICK LEAVE POLICY

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

1. Emplayees are required to notify the HR hotline number (0917-709-7074) and/or send an email to
hr@iploy.com at least two (2} hours 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 fellowing reason:
«  Employee's illness or injury.
* Bereavement leave/s
s  Emargency leave/s
* Power Outage/internet Dutage {for temporary Work from Home set-up)

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

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

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

= Atthe discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the employee is again
physically able ta 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 Memo)

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

* Emergency leave

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

+ Power Outage

®  Cartification from thelr electric/power supply provider [e.g., VECO, CEBECO,
MECO)

* [nternet Outage
7 Ticket number from the internet service provider and/or screanshat/flink of
official outage 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 ta disciplinary action. SLis unauthorized
under the following circumstances:
¢ The employee failed to inform the immediate superlor or HRD about his/her absence due to
illness unless fully justified,

(-7‘
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o If sickmess claimed is fictitious or non-existent,

E. 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
before the expiration of the 5L Absence of notice and certification will be considered unauthorized

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

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

Created by:

ARCILLA
HR Klan

Moted by:

hhatito i, Aoatia bl Carlogotlong

Dir , Dperatipns Operations Manager “General Manager
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Nowvember 12, 20159

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT
OPERATIONS MANAGER

555 SICHNMESS CLAIMS = 5 CALENDAR DAYS

For those employees' who wants to file for sickness claims must submit the duly accomplished 555
natificatian 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 farm in Accounting office.

A member is qualified to avail of this benefit if:

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

2, He has paid at least three (3) months of contributions within the 12-month period immediately
before the semester of sickness or injury;

o

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

4. He has notifed the employer or the 585, if unemployed, voluntary or self-employed member
regarding his sickness or injury.

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

claims.

For your guidance.

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

Simcerely,

Moted by:

Ifr arilka Ir
D ? Dperations
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HREA-2023-10-016

DATE October 4, 2023

TO ! ALL EMPLOYEES

FROM : HUMAMN 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 clinies and/ar physicians that are
considered blackiisted and medical certificate/documents issued by them will not be accepted. In the
evient 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 2nd Discipline.

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

Rajah Tupas Medical Services
Bimba H. Tequille MD Clinic

Lolita E. Abella-Libres, DMD

Dr, Omar Arceo, MD

Sia Clinic

Health Doc Diagnastics

Gaudioso Mantecillo Jr., MD

Mow Serving

Or, Guian Darnell Sumalinog

10. Tambut Medical Clinic

11. Clinies/Physicians withaut complete contact details such as but not limited to the follawing:
11.1  Doctor’s name

11.2  Dector's license number

11.3  Clinic/Doctor Phone number
114  Date of Actual visit

11.5 Diagnaosis

116  Recommendation

11.7  Fit to work date

ol i B U L i o

Mew Clinics added:
12. Enad Clinic
13. Bing Clinic
14, Gia Clinlc
15, Veloso Clinic
i6. Dr. Paaolo M, Apuli
17. Lourdes D, Sasoy, MD

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

(: [T L e B TR




PATE o L) iPloy

Cieb Business Park, Cebu Cliy 6000

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 ematl) matches the original copy submitted to HR.

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

No diagnosls provided. Please note that 7 codes are not considered as diagnosis.

Mo contact information displayed in the medical certificate.

Absence of physician's name and license number.

Fhane numbers listed in the medical certificate are Incorrect and/ar unable to be verified or

contacted,

Medical certificates with inconsistencles or discrepancies determined by HR/Company

Wurse/Company Doctor to be guestionable,

7. The clinlc/physician does not facilitate phone validations for the lssued medical certificate.

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

oW N

L

Lastly, since hospitals and clinics are now having less restrictions for consultations and our situations
are constantly improving since the pandemic hit, therefore, longer accept consultation

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

This updated memorandum shall take effect on October 15, 2023

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

at erf@iploy.com.
For strict compliance.
Prepared by;

N nza
Employee Relations Supervisar

Noted by:
BT &_{M,_,;._ﬂ o a
Casf Niho An Alfr nl:l
HR Manager Operations Manager Dir r af Operations
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Date 4 Movember 30, 2023

To i ALL Employess

FROM : Human Resourcas Department

SUBJECT 1 VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remaining 5L credits are to be converted thus, SL application Is no longer
alloweed untll the end of the year,

As for the Vacation Leave VL) conversion, all unused VL credits will be releasad on the 30" of December
2022, All employees can plot a VL request untll December &, 2033 OMLY. The actual Vi dates will cover
enly until April 30, 2023. Kindly take note of the reminders below in reference to filing af YLt

« Mo retraction of approved Vs, If the employes reports for work on the actual VL date, the VL
will not be reimbursed and will be volded,

& Mo reschaduling of VL once approved,

= VL date should not fall on a local holiday otherwise farfaited,

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

Furthermaore, if the employes resigns or gets separated from the company efther valuntary or iInvofuntary,
all svailable VL credits will be forfefted and will not be part of their last pay if:

* Emploves flled an immediste resignation andfor falled te previde 3 30-day notice.
Employes want on Absent Without Official Leave (AWOL)
Employes incur any leava, absences, and/ar any form of terminal leave within the 30-day notice
pariod with the exception that the employes provided a valid documentation such as but not
lirvited to hospitalization due to sickness, sccidents, or contagious diseases,

® Employee incurred more than four (4) howrs of accumulated and/for total late/undertime within
the 30-day motice.

= Employee will have |ssues with performance including but not limited to quality, productivity, &
dlient ascalation within the duration of the 30-day notice,

* Incurred any behaviors! Infraction such as but not limited to Sieeping, Browsing Unrelated
Websibes and aic,

Furtharmare, 5L and VL conversion maybe subject to tay. Should you have guestions pertalning to this
migmo, feel free ta reach out 1o our Accounting persannel at Accounting@iploy.com.

Signed:
il

-
-

HR Manager Accounting Manager

Hoted by:

vy ,

Oparations Managar Diire al I 5
Approved by

ulbiiiEr

CEO
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Pt W |0 -0) <nigy




ol & iPloy

Pescndones Road Cobi Buinas Park,
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December 17, 201%

Ta ALL EMPLOYEES

FROM H OPERATIONS MANAGEMENT
SUBIECT CLEAMSING PERIOD

iPloy Staffing Solutions belleves in ghong employees enough room for improvement to straighten ot
employmaent in regards to complisnce to sur eompany’s Code of Conduct. The aim of this approach s 1o help
motivate employess rectity pazsed alfenses and start anew

Cieanding Period pertaing to the time when an employes who has been wbjected to o Disciplinary Action (DA)
Is expected 1o improve pefformance Ample birre 5 goven to cofrect Improger behavor and mefrain from
committing any other infractions.

1 an employes doos not commit the sarme infraction for the specified cleansing puriod, the progression of the
disciplinany action will slide back to a level depending on its type., Ploase refer to table betow:

Attendance 6
Productivity 6
 Behavioral 12 i

The counting of the Cleansing Persod will siart based on the date when DA was decided upon, All documsntations
for infractions will still be kept in the Employes’s 201 File regardiess what perod of Progression

The Cleansing Periad |s effective January 1, 2020 toveting Das b manths and alder,

Sencevely yours, Appronved By
Al
JAY GISSINGER
D ation r Chief Executive Ciificer

st.
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mcighent Report will be submitted to Human Resouwrtes (HR) within § waorking Says from
COCH OF COMNDUCT ARD DeSCIPUNE [Table of infractions) =ha dite ircider.
Hurmian REsuroes wifl isaue 2 Moloe o Explain (NTE] 10 the empiayes within 3 wirking
Sy
STATEMENT OF POLICY 3 Dirpsr Supdvior shouid cossh T emgloyen within 5 warking diys Bom The Meusnces of
e BT
The Code of Conduct and Disclpline (s designed toeraure healthy ard positive werking 4. Coaching Form and Wiithen Explaration of the #maloyes thould be submitiad within®
envirermend, and bapes to maintaln and uphold professioralism among IFloy Inc empioyees. woriting days from the Issuance of the NTE.
Thap @rsCablighad nexro bevein set fGroh are peired [owands the aftsinement of the Company's 5 HIwill msue Noice of Derlsion with or withct sanctiors within 5 Says tram the recsipn
‘oals and ohjsctives. It k worthy to emphasize that the Code is not meant o b CEDIBISVE FOr of the Coaching Form and Weitten Explamion
it i Eended bo thoesten and intimidate employees. indeed, & serve as the guiding principes a. Faiture fo provide Wrimen Esplanation sha® constinne 3 waiver £f the smpioyes’s
ol what i sxpecisd of i empleye 10 oonduct dufing the entie emirioyment here in iPoy, FighT Do b hepaedd gt goeferm that ol the detaily in e inoer feport are true and
[ et @y Diames,
. Lapses inthe thmekne will reult i g sanrdon — Negiacr of Dury | rsubnrrinalan

L. DOCTRIMNES TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIFLINE £ Lapiss in the trefine will not vald the samchon

1 The right to dacipline srd discharpe employen Tor fust and proper e b maregements V. GENERAL BERAVIORAL STANDARDS
preragativg erahrined free th 1987 Philppine Constifution

1 Fairmess and justice shall alweys govern the imposition of disciplinary actions. Existing Laber A5 an iPloy employoe we expect that you will mest the following behavicral standands
Lawys, implema g Aules and Jurisprudence will always be cbearved,

3 ‘The full and strict maintenance of discipline is the maragement’s Mriporaiblity. Thia, { shall be i, Proper Cordiact s Decorum iy sxpectid froem you within the offics arg outtide when
the primary eoncern of immediate soperiors and ceperimen Peac o inltsde sny ditciolinary repesenting the Company. Tnis Inciudes appropriate dress, amending the offioe ready 1o veork, wse ol
sctiang agaital thelr ludardnates whanever & violation of the rule is commrted, proper and decent nguags, obanares ol prooer office snd work dessrum, malvaining praser

4, admirsirative rvestigacces and ocher proceedings shall be canducted expeditiously, reatiorstips with your collpagees, oustomers and other imdividuals noc in chie evnipey of thie company,

5 kmposition of peralties when warramted, shall not be caneilled, ner defayed for By résson, ebagrvance of and compliance with existing lows of e Phifopines

& The rights of the respordent 2s provided for by Ww shall be gusanteed.

7 #ﬁiﬂaﬂiiaiimlﬁdiuuif te B impiid, Subject hougwe 10 Murigemant's & Enhamcirg Cornpany Praducthaly the Company expects the Propes care and wtilizstion of
approval and upon i st forth by the Batter, E_%Efgiifizl‘ﬁigﬁiﬂnﬂ¢qﬁgg

B !Eliiiﬂulgﬁn.fgn&ﬂiilﬁﬂiﬂiﬂﬁw sppranriste break and finlsh times, gettingon with the joi sed pericrming the jsb to the best of ot
impoied: ahdliny, EE:-..—.EEIE&:&HH one"s won assignments, suboorting subervisions and those in

managemend

& Fellersing rules on cusiomer g client relations and atways mantaining @ professional helpia
aftituce with fugtomeny,

d Mairtensnce of heatth ang safery of the offics and peogte around you, & progsT TR
Eowveards cleanliness and proper housekesging in the offics, good health of yours!f ard athers anosng
¥aui, @536t in the security of the office, foliowing basic salety procedures.

. Froper use-of Company Froperty, facities and security 10 protec comgarry Bnd emiplowes
#53ets, Secore handling and mairtenance of Company records, keep confidential and protect the
frdegrily of &l Company operating data ard information, appropriate woe i all Company poulpment far
wirk felsded purposes, properly account for afl Company funds recoived.




) Level B - Infepstions wish will destroy the

&Y iPloy

This Codle shall apaly 1o all Moy amployees, regansien. o satus o poaitlon Reld.
IL Types of Oftenses

Lewel 1 — infractions which are minor in rature but which may beccrne Rabliual and disruptive If net
couracted. 1t has no desrimentsl impact of 1ne Susiness,

Lewel 2 = Serious ofienss which cautes Sy inSperitioes, may pose threat, hadmy, or dangsr 12
Cormpany property andfor ies of indlviduals.

She SRR B Saf Pevil BEE&EI_&!}&EQ_E"E"EEE
it ecurity of the erioyess, the imegricy of Cliont, the sefetly of custormers infarmation gnd the
wiaiting of the busingss.

Hil, Table of ivtractions

pany's irags and repatation. it chvies subsiantial o to
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L This Code shail supersede all other existing policies, fulies, memes, and the Fie, and i poiicies
i b impiementad, If the same i found to be inconsislent with the Code of Conduct,

iy meatper el
™ Piggr MEY Tawer

B e & iPloy

RECEWT OF THE CODE OF COMDULT AND DISCIPLINE POLCY

This i to acknowisege thar | hove reae the Cormpar’s Sode of Cancuct and Dizeiplire and upderstand
thast Ik sats forih the terms and sonditions of my empicymers a5 well a5 the duties snd responsibliities,
and eailgatiors of employment with the Company,

I3k athadwledge that the Company reserves the dght 1o revise, delete, and add 1o 1he provisions of
ihis Code of Conduct and Discipire., o tondition of employment an be established by any other
statemnent, condutt, poficy, or practioe.

AAME Mkl 0 Mgus]
BATE_- 1 gid i

AND HAVE READ AND aﬂmmﬁ____..zu__qmm!._._n CONTENTS.
n MBLOYEE SENRATURE
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