& iPloy

Mantage - 16ih Floor Cr Mantags Tanwer, Archiishop Reyes Avn, Ceb Gty » MSY- 1110 Finer MSY Tewwer Pescankes Road Cabu Busingss Park, Cabu City
600D ® ACCT - 9" Floar, Ayala Centis Cab Tower Cabu Business Park, Cobu City

Employee Training Agreement

This Employer Trdining Agreement is made an fanuary 15, 2024 botween iPloy, OPC, with its place of business at
the 16" floor One Montage Tower, Archbishop Reyes Avenue, Cebu City {“Employer"} and [Employee's Name], an
individual with the address of [Employee's Address| {"Employee").

Recitals:

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

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

C. The Employer has agreed 1o pay the Emploves a salary for the duration of the training. . The Empleyvee has

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

submission of Employment Reguirements.

Agreement:

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

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

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

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

5. Submissien of Critical and Non- Critical Requirements: This agreement stipulates that should the Employee fail
to meet the requirements by the specified deadline, even after multiphe foliow- ups, they are required to cover
i portion of any penalties impased by government autharities

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

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

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

CHEISTIMCABREOS INZALES  ouf24/ 24

Employee Complete Name & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) 0 /24 } 74

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2. (LTI (- G0V ZAGqthe "Receiving Party"),

collectively referred to as the "Parties”,
RECITALS

A, The Receiving Party understands that the Disclosin E Party has disclosed or may disclose
infarmation 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

L In consideration of the disclosure of Proprietary information by the Disclosing Party, the
Receiving Party hereby agrees:

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

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

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

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

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

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

2. Without granting any right or autharization, 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 is or becomes (through no improper action or inaction by the Receiving Party or any
affiliate, agent, consultant or employee) generally available to the public, or

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

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

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

3. Immediately upon the written request by the Disclosing Party at any time, the Receiving
Party will return to the Disclosing Party all Proprietary Information and all docum ents 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 nathing 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 or implied, is or will be made, and no responsibility or liability is or will be accepted by the
Disclosing Party, or by any of its respective directors, officers, employees, agents or advisers, as to,
ar in relation to, the accuracy of completeness of any Proprietary Information made available to the
Receiving Party or its advisers; it is responsible for making its own evaluation of such Proprietary
Information.

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

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

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

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

IPLOY OPC Receiving Party

By: arding Specialis By: _ NEW FMPLOYEE

Name: Jade Lenizo Mata Name: CREISTIAV O GOUZALES
Title: Onboarding Specialist Title: __ (SE

Address: #35 Salvador Extension Labangon Address: SHMbAG L UYGELLD (EBY YT
Ceby City
Date: Dl Iilrz':‘.lr I][:"- ) Date: b[.fl,n"lf‘f /I?‘J"'
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INSTRLACTIONS:

L. Answer the guestions completely and honestly in the spaces provided

2. Please PRINT legibly

3. DONOTLEAVE ANY SPACE SILANK. Write “n/a”, "not applicable” or “none”

HA-PRSOL
[Fer HE use oniy) Bror HR ue ondyd For HA wis arebyh
EBMVPLOYEE NUMIBER CUATE HINED DEPAITIVIENT

b5 i< ouf 24 [ 249

PART 2
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[ I ¥es [ ) Ma  HYES, ghve MAME and RELATIONSHIP
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N, OF = WRTHORDER |1
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PART 5

T " DATES ATTENDED
NAME OF SCHOOL & ADORESS et | it Wol
T |aoARAARE BRMERSY iDL Qoo Tof] YRS
SECONDARY EDUCATION [VadAcel TATEFTE TG Hmﬁu%r“”_ 0% ol VES
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REASOM FOR LEAVING
EMPLOER'S BAME ADDRESS & TEL, MO,
OBTITE BALARY PENIGD COVERED [mmyyr]
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Fursunnt fa: (o) Indigenoes People's Act (R4 83710; [b] Magne Covto for Dismbded Persons (R4 7277 and Solo Aarents Wislfore Act 3000 (R4 8577)
please answer ine folowimg tems

Are pou @ member of sny indlgenaus group? 0O ve5 | @ wMD if yes, please speeify:

0o you identify as ditferantly-abled? 0 Yes | @ MO If yes, please specity:

Are you a solo parent? O ¥ES & NO Il yos, pleade spacity;
PART H Character References

Giwe e, andregs, and JIP_?EHW mumbers af three {3) periond wito Anow pou obher than thase pou hove worked with

HARE ADDRESS TEL NO.

1 MCCEL H%Tﬂmﬁ | GuADALVEE  CERV (Y 0973 (4307 5]

: Boefiplyn 4L AR Ay | CERU LY | D9oLq070591

3 Hiek DA~ AN i qu.ﬂﬂmnl'ﬂg fEBJ ¢ H'lr.}" | EATa 0] 579

Drihaer Cualificanbens

Jab-reiated roming couried (gl tille and pear], Job-related’ shills [odfer longueges, computer ond information techsaingy. tools, mochines, ekc |, lab-
reksted certificotes mad ficenses [curnend aniyl, Job-rekated avaards ovad speckal arcomplshments (pufiomtions, membershia m prafesiional or donar
socketies, leoderchip artiwties, putiiic speviing, ead performonee awards), G dades mmal v darumean

DATE {mm/pear) DESCRIFTION / TITLE

ADDITHIMNAL IDENTIFICATION

THPE / CONTAGL NO. ISSLIE DATE EXPIRY DATE

PASSPORT DETAILS
| VISA DETAILS [if spplicable)

| DRIVER'S LICEMNSE

OTHER GOVT. ISSLIED 10s: (Far
example: 555, TIN, SOLD PARENT
10, PRE, ACR, Btc )

MILITARY [ SONT, [/ CIVIL

| SERVICES (1f sry)

Have you ever heen farmally charged of an [ 1 ¥es o "f'!!-':', pl.eu-!.t.g.i.w detaibs:
sdrnimigtrative [ civil/criminal offense? LA o

Have you ever been convicted af an [1 ves i “Yes”, please give details;
k4 Na

adeinistrative [ chil/criminal offense?

CERTIFECATION

| CERTIFY that, 1o the hest of my bnowledge and beled, all the information on an atfached T this decurment Iy irue, correct, complete and made in Rood
faith. | UMDERSTAND that false or fraudubert information on ar attachad to this application may be grounds for nat Riring me or terminate my
emplaymant from Play; | UNDERST, any information § give may be iwvestigated.

i Ui e

Sighature of Employes Data Signed

Mionaage - Hilh Floor One Montage Towas, Archishop Reyes Ave, Cebu City 71 MSY- 11th Floor MSY Towse Pescadoes Aoad Casa
Business Pask. Caba City B00O [ AQCT - St Floor, Ayala Canier Cabu Tower, Gebu Business Park, Caby City
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

| chestian [ - e TAES hereby authorize lploy Inc. and/ar 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 thase maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application andfor obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
{fax], scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent.

| hereby consent to the Company’s verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
1o this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed,

| release |ploy 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
disciosura of such records or information.

Applicant Name: Lhelsten) (- (oA tEA
Present Address: e L U
Social Security Number: 9 ~§ 235475 -5 Date of Birth: t_ﬁé“f Fal

Signature: _‘_ﬁ

Date: _OU 25 [ 24
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5IGN-ON BONUS POLICY

Policy:

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

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

*  Aregular employee

* Noresignation submitted before the releasing date of the sign-on bonus

= Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

* The release of the sign-on bonus will be on the 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

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

aNmps o 79 24
Signature Over Printed Name/Date




s &) iPloy

Cestan Bumingss Park, Ceibe Cing SD00

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 Supervisar/Manager has a copy of this policy and it is also available on the
HRWeb | can refer to it any time:

Palicy Title i Dress Code Policy
Revision No il
Effective Date tJune 13, 2022

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

£‘_,..-'_

(pesman AT GoVIAES 0t/ 24 /sz
Erfiployee Name and Signature " Date

® v
Tode/ L mata bl 24|
Onboarding Speciiﬂjl Mame and Signature ! phte




iPloy Gift Policy

The aim of this palicy 15 1o 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-
time, temporary and probationary status,

"Gift" means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is not exchanged, Payments 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 employeefs or company that is seeking to conduct or is currently conducting business with the
Company, Any gift with a substantial menetary value of more than Php200 should be returned to the
Biver,

Any violations will be subject te the |Ploy Code of Conduct and Discipline. Infractions for this palicy |s
tagged under Level 2 offenze and follow these progression:

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

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

Employee Acknowledgement

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

Name: CHEISTIgN (- GO/ ZALFC

Signature: ' Date: Uk rf-"-‘f J'szf




iPloy Social Media Policy

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

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

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

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

* Publishing any confidential or business-sensitive information about (Ploy;

« 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 ta the following when engaging in social media.

+ Be aware of your association with the company when using online social networks. You must
always identify yourself and your role if you mention or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. 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 1s
your opinlen, and not necessarily the opinions of the company.

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




* Beaware of data protection rules — you must not post colleapgues” details or pictures without their
individual permission, Employess must not provide ar use their company password in response
to any internet request for a password,

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

*  Be respectful always, In both the content and tone of what you say, Show respect to your
audience, your colleagues and customers and suppliers. Da net post or publish any comments or
content relating to the company or its employees, which would be unacceptable in the workplace
or in conflict with the company’s website, Make sure the views and opinions you express are your
own.

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

* Once in the public domain, content cannet be retracted, Therefore, always take time to review
your content in an objective manner before uploading. If in doubt, sk someone to review It for
you. Think through the consequences of what you say and what could happen if one of your
colleagues had to defend your comments to a customer,

* If you make a mistake, be the first to point it 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 toaols:

*  Always remember on-ling content is never completely private;

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

+ Consider all online information with caution as there Is no quality contral 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 ta make use of information. You
misst always give proper credit to the source of the information used.

Specific Managerial Responsibilities

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

Enforcement / Progression

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

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

a. 1% Instance —Written Warning
. 2™ Instance- Final Written Warning
C. 3" Instance- Dismissal

Employee Acknowledgement

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

Name: CRRUTAN (- G TALES

Slgnature: _,.-5 N pate: b2y !r'? o
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Date : February 22, 2018

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

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1L OBIECTIVE

1.1, In conformity with Republic Act No. 8504 otherwise known as the Philippine

12

AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as @ potent tool in addressing HIV/AIDS as an international
pandemic problem, this company palicy is hereby Issued for the information
and guidance of the employees in the diagnosis, treatment and prevention of
HIV/AIDE in the workplace.

This policy is also aimed at addressing the stigma attached to HIV/AINS and
ensures that the workers' nght against discnimination and confidentiality is
rmaintained.

2 COVERAGE

21

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

status.

3. IMPLEMENTING STRUCTURE

31

ploy Ine. HIV/AIDS Program shall be managed by its health and safety

committee consists of representatives from the different divisions and
departmerits,

4. POLICY STATEMENT

4.1. BASIC INFORMATION ON HIV/AIDS

4.1.1. What is HIV/aIDS?

4.1.1.1 b & a disease caused by a wirus called HIV (Human
Immunodeficiency Virus), This wirus slowly weakens a person’s
ability to fight off other diseases by attaching itself to and
destroying important cells that control and suppart the human
irmune system

4.1.2. How HIV/AIDS & transmitbed?

4.1.2.1 Unprotected sex with an HIV infected person,
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41,22,  From an infected mother 1o her child (during pregnancy, at
irth through breast feeding),

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

4,125 Unsafe, unprotected conmtact with mfected blood and bleeding
wounds of an infected person

413, Isthereacure?

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

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

The Medical Clinic of Iploy Inc._in coordination with the Health and
Safety Committee shall conduet HIV-AIDS education to all emplovees
for free. This shall also form part of the orientation of newly hired
employees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used for this
purpose.

51,12, Howwill it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of IEC matedals, lectures, counselling and  training and
information an adherence to standard or universal precautions in the
workplace

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

21,23, Screening for HIV as & prereguisite to employment s not
mandatory,

5.1.22. The company shall encourage positive health seeking behavior
through Volumary Counseling and Testing.
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5123  The company shall sstablish a referral system and provide
access to diagnostic and treatment services for its warkers: Relerral
to Social Hyglene Clinics of LGU for HIV screening shall be facilitated
by the company’s medical clinic staff,

2124 The company shall likewise facilitate access to livelihood
assistance for the affected employee and his/her families, being
offered by other government agencias,

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

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

B.1.2. Workplace management of sick employees shall not differ from that of
any other illness,

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

£.2. Confidentiality/Maon-Disclosure Policy

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

B.2.2. Job applicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical information,

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

6.3, Work-Accommaodation and Arrangement

B.3.1. The company shall take measures to reasonably accommodate
employess with AIDS related illnesses,

6.3.2. Agreements made between the company and employee's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of warking
tirme and arrangemeant for return to work
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7. ROLES AND RESPOMSIBILITIES OF EMPLOYERS AND EMPLOYEES
1.1. Employer's Responsibilities

FLY. The Company, together with employees/ labaor organizations, company
focal personnel for human resources, safety and health personnel shall
develop, implement, monitar and evaluate the workplace policy and
program an HIV/AIDS

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

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

7.14. Ensure confidentiality of the health status of its emplovees and the
access 1o medical records is limited to authorized persannel.

7.1.5. The Company, through its Human Resources Department, shall ses to
it that their company policy and program 15 adeguately funded and made
known 1o all employees,

7.1.6. The Health and Safety Committee, together with employees/ labor
organizations shall jointly review the policy and pragram and continue to
improve these by networking with government and organizations
promoting HIV prevention

1.2, Employees’ Responsibilities

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

7.2.2. Employees shall practice non-discriminatory acts against co-gmployess,

7.2.3. Employees and their organization shall not have access to personmnel
data refating to a worker's HIV status.

7.24. Employees shall comply with universal precaution and preventive
measures.




iuy ecurgurated Pb
1EIR Pt BASY Tt l

Pavtadonn. Ruad Coli Hunes Fark Il"hll-'llh-
Cnlyti Chyy 0000

& IMPLEMENTATION AND MONITORING

B.1. The Safety and Health Committes or its counterpart shall perindically monitor
and evaluate the implementation of this Policy and Program,

8. EFFECTIVITY

9.1. This Policy shall Lake place effective immediately and shall be made known to
every employes.

M

|
Prepared by: Jo Hann .%Hﬂ:iﬂ

Human Resources

Approved by Yisroel ¥, Gissi
CED




~ ' -~

St &) iPloy

Lt iy SO0

Pascadines Road Cebw Buvees Park, s L
Date slanuary 1, 2018
To : ALL EMPLOYEES CONCERNED
Fram : Human Resources
Thru : Operations Manager
Subject | WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TR} PREVENTION

AND CONTROL

OBJECTIVE

L1.To assist the government in its campalgn against Tuberculosis {TB) In compliance
with the Department of Labor and Employment's Department Order No. 73-05,
serles of 2005 - Guidelines for the Implementation of Palicy and Program on
Tuberculosis {TB) Prevention and Contral in the Workplace.

L2.To provide initiatives to prevent the authreak and spread of tuberculosis in the
workplace, and to treat, care, and support employees who become afflicted with
luberculosis

COVERAGE
2.1, This Program shall apply to all employees regardless of their employment status.
POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
ireatmient, rehabilitation, and restoration to work of employees who contract
this disease. To achieve this goal, all employees are strictly mandated 1o undergo

an annual physical examination with the requisite chest x-ray.

3.2.AMl50, in line with this, a TR awareness program shall be undertaken through
information dissemination, which shall include its nature, frequeney (occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TR in 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
companents, which are:

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

332 Case detection by spulum-smear microscopy ameng Symplomatic
patients;
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133 Sandard short-course chemotherapy using regimens of 6 ta 8 months for
all confirmed active TB cases (i.e., smear positive ar those validated by the
TB Dhagnostic Commiltes) Complete drug taking through direc
abservation by a designated |reatment partner, during the whole course ol
the treatment regimen,

334, A regular, uninterrupted supply of all anti-tubertulosis drugs and other
materals;

3.3.5. A standard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculosis conteol
program's performance overal|

d.4.Employeas must be given proper information on ways of strengthening their
immune respanses against TB Infection, e, information on good nutrition,
adequate rest, avoidance of 1wbacco and alcohol, and good personal hygiene
practices.  However, it should be underscored that intensive efforts In the
prevention ol the spread of the disease must be geared towards accurate
infarmation on its etiology and complete performance overall,

1.5 mproving workplace canditions:

351. To ensure that contaminatien from T sirbarne particles is controlled,
warkplaces must provide adequate and appropriate ventilation (DOLE-
Decupational Safety and Health Standards, OSHS, Rule 1076,01) and there
shall be adequate sanitary facilities for workers.

352, The number of employees ina work area shall not exceed the required
number for a specified area and shall observe the standard for space
requirement, (OSHS Rule 1062)

3.6.Capability building on TB awareness ralsing and training on TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation af DOTS shall
be given to Company health personnel or the occupational safety and health
commities.

3.7.50cial Paolicies:

3.1, Nan-discrimination: Emplayees who have or had TE shall nat be
discriminated against, Instead, they shall be supported with adequate
diagnosis and treatmant, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as madically fit arid
shall be restored to work as soon as their lilness is controlled.

3.7.2, Work Accommodation: Through agreements made between  the
management and the employess, work accommodation measures to
support  employees with. TB s encowraged through flexible |eave
arrangements, rescheduling of working times, and arrangements for return
to work,
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373, Restoration to Work: The employee may be aliowed to return to wark
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider,

3.8 Employvee Responsibility:

3.8.1. Employees who have symptoms of TB shall immediately seek assistance
from the Campany's Health Services Provider

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

3812 Similarly, for those at risk, Le., those with Family members with TB
or those exposed to @ co-ermployes with TB, it would be prudent to
observe the same good hygiene practices untll declared free from the
disease and safe fram transmission

382, Once diagnosed to be with T8, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee’s choice. However, it 15 imperative that the ane
strictly adheres to the course of treatment.  Failling ta dutifully abserve the
treatmint course may give rise 1o complications, such as resistance or even
the failure of treatment, which may make it harder to treat the infection and
result in a longer absence.

3821 An absence from work due to medical reasons of over six [6]
months may result in the termination of one's employment as
provided for by the Labor Cade of the Philippines under Art, 284 —
Disease as Ground for Termination.

38.3 Employees are reguired to undergo an annual compulsory chest X-ray
through the Annual Physical Examination. If for any reason an employee
fails to secure a chiest x-ray at that time, hefshe shall be directed to secure a
chest x-ray at an accredited clinle by hisfher respective Infirmary/Health
Sarvices,

1.9.The Company shall ensure that any TR oocurrence n the workplace s traced and
that all contacts are clinically assessed, as much as feasible,

.10, An employee afflicted with TB, who has voluntarily 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 1o being given a medical clearance by a Company deslgnated physician.

311 Employees [those afflicted with the disease or those ldentified under
contact tracing] who refuse 1o cooperate and dutifully observe lawful
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nstructions (undergo a medical check-up and/or treatment), may be subject to
disciplinary action proceedings Tor insubordination (the penalty of which may
range up to the termination of ane’s employment ),

4. PROCEDURE

4.1.The respective Health Services of the Company {and/or the contracted Health
Services Provider) shall coordinate with the Occupational Safety and Health
Canter who shall provide preventive and techmical assistance 0 the
implementation of the Workplace TB Control and Management Program.

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

421 Those with medical findings shall be required to undergo further medical
check-up. All medical records in connection with this secand, further check
up shall be submitted lo company clinic/HRD and  hisMer respective
Infirmary/Health Services.

4.22  The employee shall then coordinate with company clinic/HRD and his/her
respective InfirmaryHealth Services for the next steps

4.3.An employee who [s suspected to be afflicted with TB, whether as a direct suspect
or by contact tracing, shall cooperate [ully with hisfher  respective
infirmary/Health Services (and/or the contracted Health Services provider). I
the employes tests positive for TH, the employee shall undergo the DOTS
program 1o its complatian,

4.4.1f the employee needs to undergo a leave of absence Lo recuperate, he/she will
be allowed 1o use the appropriate feave before hefthe may request to be
permitted to go on a Leave of Absence without Pay (LOA],

44.1. The employee shall observe the requisite procodure In applying for a
(RIS

442 The Unit concermed shall ensure that the rénufsite procedures are
ohserved by the employee and that the company clinic is duly imfarmed

4.5.4n employes may be allowed to go on a medical leave of absence {without pay)
Tor a maximurm period of sis [6) months. The concerned employes shall submit
an application for a leave of absence before going on leave.  Said leave
application shall be subject to approval at the sola discretion of the Company
Management.

451, Thesame procedures under 4.2.1 to 4.2 7 shall be abserved,
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4 6. After treatment, with @ maximum penod of six (6) months on leave (without pay),
an employee found to be cured or in & non-communicable stage of TB may be
allowed back to work, provided that the pmployee’s health shall coptinue 1o be
manitored during the annual physical examination with the requisite chest xray
or a5 may be deemed necessary by the Unil Health Services [Infirmary) or
contracted Health Services provider

4.7 The employes returning to work shall be reguired by the Managemen! 1o secure
a medical elearance from a medical doctor chosen by the Company belore being
allowed to return to woark.

4.8, The HAD will initlate disciplimary proceedings aganst any emplovee lound to have
discontinued treatment in defiance of medical advice, or who refuses (o undergo
the full ereatment course prescribed.  Likewise, employees who are ordered 1o
undetgo a check-up due 1o contact tracing but réfuse 1o do so will also face
disciplinary action proceedings. In both cases, the maximum sanction appliicabile
far insubordination will be tha termination of one's employment; if it is deemed
warranted,

5. IMPLEMENTATION AND MONITORING

5.1 The Safety and Health Committee or its counterpart shall periedically monitar and
evaluate the implementation of this Pallcy and Program

6. EFFECTIVITY

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

Il-.l i
Prepared by lo Higé R, ile;m
Human Resources

Approved by Yisroel ¥, Gissinger
CED
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Date + February 22, 2018
To ; ALL EMPLOYEES CONCERNED
From i Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

OBIECTIVE

1.1 ploy Inc. s committed to conform o the established standards assurance of
customer satisfaction, protection of our environment and haalth and safety In
the workplaces.

1.2 The company pramotes and ensures a healthy environment through its various
health programs ta safeguard its employees. And as part of the company's
compliance to DOLE Department Advisory No. 05, Series af 2010 (Guidelines for
the |mplementation of a Workplace Policy and Program on Hepatitis B), this
Program has been developed. This program is aimed to address the stigma
attached to hepatitis B and to ensure that the employees’ right against
discrimination and confidentiality is maintained

1.3.This guidefine fs formulated for everybody's infoermatien and relerence for the
diagnosis, treatment, and prevention of Hepatitis B, This will inform the
employees of their role as well as the company in dealing with Hepatitis B A
healthy environment encompasses a good working relationship and great output
for continuous business growth,
COVERAGE
2.1.This Program shall apply to all employees regardless of their employment status
POLICY STATEMENT
3. 1.Implementing Structure
3.1 |ploy Inc. Hepatitis B workplace policy and program shall be managed by
its health and safety committee. Each division or department of the
Company shall be duly represented.
3.2.Guidelines
3.2.1. Education

3211 Hepatitis B shall be conducted through distribution and posting of
|EC materials and counselling and/ or lactures; and
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3212 Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close coordination with the health and safety committes,

322, Preventive Sirategies

3221 Al employees are encouraged to be immunized against Hepatitis
B after spcuring clearance from their phiysician

3220 Workplace sanitation and proper waste management and disposal
shall be rmonitored by the health and safety committes an a regular
basis,

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

3234, Employees will be given training and mformation on adherence to
standards or universal precautions in the workplace.

4. SOCIAL POLICY
4111  Mon-discnminatory Policy and Practices

4.1.1.1.1, There shall be po discrimination of any form against
employees on the basis of thalr Hepatitis B status consistent with
the international agreements on nonediscrimination ratified by
the Philippines (ILO C111). Emplayees shall not be discriminated
apainst, from pre to post employment, including hiring,
promation, or assignment because of their hepatitis B status

4.1.1.1:2. Waorkplace management of sick amployees shall not differ
from that of any other illness. Persons with Hepatitic B rafated
ilinesses may work for as long as they ane medically fit to work.

4112 Confidentiality

4.1.12.1 Job apphcants and employess shall nat be compelled to
disclose thesr Hepatitis B status and other related medical
information. Co-employees shall not be obiiged to reveal any
personal Information about their fellow employees. Access to
personal data refating to employes’s Hepatitis B status shall be
bBound by the rules on confidentiality and shall be strictly limited
to medical personnel or if legatly regquired.

4113 Work-Accommodation and Arrangement
11131 The company shall take measures Lo reasonably

accommodate employees who zre Hepatitis B positive or with
Hepatitis B - related dinedses,
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4.1.1.3.2. Through agreements made between management and
employess’ representalive, Measures 1o suppor! emplovess with
Hepatitis 8 are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
FEtlrm to work,

A1.14.  GScreeming, Diagnoss, Treatment and Referral to Health Care
Services

41141 The company shall establish a referral system and provide
access to diagnostic and treatment services for its employees lor
appropriate medical evaluation/ monitoring and management

4.1.1.4.2, Adherence 1o the guidelines for healthcare providers on
the evaluation of Hepatitis B posilive employees s highly
encoiraged

41143 Screening for Hepatitis B as 3 prerequisite to employment
shall not be mandatory,

4.1.15. Compensation

4.1.151. The company shall provide access to Soclal Security
Systern and Employees Compensation benefits under PD 626 to
an employee contracted with Hepatitis B infection in the
perfarmance of his duty.

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

51111 Management, together with employees’ organizations,
cormipany focal personnel for human resources, and safety and
health personnal shail develop, implement, monitor and evaluate
the workplace policy and grogram on Hepatitis B,

511.1.2. The Health and Safety Committee shall ensure that their
company policy and program Is adequately funded and made
known to all employees,

51.1.1.3. The Human Resaurces Department shall ensure that their
policy and program adhere 1o existing leglslations and guidedines,
including provisions on leaves, benelits and insurance.

51114, Management shall provide information, education and
training on  Hepatitis B for its workforce consistent with the
standardized  basic Information package developed by the
Hepatits B TWG; il nol available within the establishment, then
provide access to infarmation,
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51115, The company shall ensure non-discrminatory practices in
the workplace.
51116 The management together with the company focal

personnel for human resources and safety and health shall
provide appropriate personal protective equipment ta prevent
Hepatitis B exposure, especially for emplovees exposed o
potentially eontaminated tood ar body fluid,

$.1.1.1.7. The Health and Safety Committee, together with the
employees’ organizations shall jointly review the policy and
program for offectiveness and continue to improve these by
networking  with government and organizabions promoting
Hepatitis B prevention.

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

£.1.1.19 The human resources shall ensure that access b medical
recordsis limited to authorized personnel,

5112  Employees Responsibilities

511321 The employees' organization |s required to undertake an

active role in educating and training their members on Hepatitis

B prevention and control. The |EC program must also aim at

promating and practicing a healthy |ifestyle with emphasis on

avoiding high risk behavior and other risk factors that

expose gmployees (o Increased risk of Hepatits B

infection, consistent with the standardized basic information
package developed by the Hepatitis B TWE,

51122, Employees shall practice non-discriminatory acts against
co-employees on the graund of Hepatitis B status,

51123 Employees and their arganizations shall not have access to
personnel data relating 1o an employes’s Hepatitls B status. The
rules of confidentiality shall apply in carrying out union and
arganization furctions,

51124, Emplayees shall comiply with the universal precaution and
the preventive measures.

5.1.1.25, Ernplovees with Hepatitls B may inform the health cars
provider or the company physician an their Hepatitis 8 status,
that is, if their work 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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B, IMPLEMENTATION AND MONITORING
B.1.Within the establishment, the implementation of the policy and program shall be

monitored and evaluated periodically. The safety and health committee or its
countarpart shall be tasked for this purpose

7. EFFECTIVITY

7.1.This Policy shall 1ake place effective immediately and shall be made known to
every employee.

j I|I|
Prepared by. jo Hg'iﬂ' J @.‘Lﬁ:m

Human Resources

Approved by Yisroel ¥, Gissinger
CEQ
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Diate tJanuary 1, 2018

To +ALL EMPLOYEES CONCERNED
From : Human Resources

Thru ; Operations Manager

Subject - DRUG-FREE WORKPLACE POLICY AND PROGRAM

. DBIECTIVE

L1 In compliance with Article V of Republic Act No. 9165, otherwse known as
the Comprahensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Mo, 53-03, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc. hereby adopts the following
policies and programs to achieve a drug-free workplace;

1.2 Comparny pobcy % ta maintain a workplace free of llegal drugs. To ensure
that the objectives of the company's corporate policy are met, the company
is Implementing this drug-free program. The program will have the following
elements

COVERAGE

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

POLICY STATEMENT

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

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

3.3. Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such activity or involverment adversely affects the
emploves's work performance, the safety of the employee or of others, or
puts at risk the company's reputation.

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

4. MANDATORY DRUG TEST

4.1 Toe
the

nsure that only those gualified shall be screened and recruited to prevent
detrimental effects {eg. lower productivity; poor decision moking,

incregsed acoidents; more compensation cloims, and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of

man

dataory drug test shall be required for pre-employment.

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

4.3 The

Company may also conduct drug testing under any of the following

circumstances:

4.3.1.

43.2.

4,33

4.3.4,

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

FOR-CALUSE TESTING: The caompany may ask an officerfemployes 1o
submit to a drug test at any time it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
circumstances: evidence of drugs on or about the employee's parson or
in the employee's vicinity, unusual conduct on the employes’s part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplaned absentesism or tardiness.

POST-ACCIDENT TESTING: Any officer/employee Invalved in & “Near-
Pdiss” incident ar “Work Accident” under circomstances that suggest
passible use or influence of drugs may be asked to submit to a drug test,
As defined herein, "Mear-Miss" means an Incident arising from or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage to the emplover had it not been
curtailed. "Work Accident” refers o unplanned o  unexpected
occurrence that may or may not result in personal injury, property
damage, work stoppage or mterference or any combination thereof of
which arises out of and in the course of employment,

All drug tests shall employ, among others, two | 2) testing methods, the
screening test which will determing the positive resull as well as the type
of the drug used and the confirmatory test which will confirm a positive
screaning test. Where the confirmatony test turne  positive, the
company’s Assessment Team shall evaluate the results and determine
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the level of care and administrative mterventions that can be extended
to the concerned employee.

4,35 Iploy Inc. shall inform the officer/employes who was subjected to a
drug test of the test-resulls whether positive or negative,

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

5. TREATMENT, REHABILITATION, AND REFERRAL

h.l.

5.2

53

5.4.

6.1

6.2

An officer/employee whao, for the first time, 15 found positive of drug use,
shall be referred for treatment andfor rehabilitation in a DOH accredited
center. Far this purpose, Iploy Inc. shall provide a list of at least three [3)
accredited facilities which an employee who was tested positive for drugs
may choose from

Following rehabilitation, the company’s Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee's job if hefshe poses no senous danger to hisfher co-
employees and/for the workplace.

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

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

ADNVOCACY, EDUCATION AND TRAINING

iploy Inc. undertakes to increase the awareress and education of its officers
and employees on the adverse effects of dangerous drugs through
continuous advocacy, education and training programs/activities to all its
officers and employess.

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

6.2.1. Salient features of H.A. 9165;

B.2.2. Adverse effects of abuse and/or misuse ol dangerous drugs on the
parson, workplace, family and the community;
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6.3

6.2.3. Preventive measures against drug abuse; and

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

Te encourage all officers and employees to lead a healthy lifestyle while at
work and at home, lploy Inc. undertakes to conduct the following activities as
often as possitile;

B.3.1, Lifestyle assessment programs on heaith  nutrition,  weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

6.3.2. Health wellness screenings (e.g. blood pressure and heart rote,
cholesteral test, Blood glucose, et );

6,33, Sports, recreational and fun-game activities; and

6.3.4, Other activities premoting health and weliness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

1.

7.2,

7.3,

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

Iploy Inc: shall maintain the confidentiality of all information relating to drug
tests or to the identification of drug users in the workplace; exceptions may
be made anly 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 cancerned

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

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1

B2

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

Any officer or employee found positive for use of dangerous drugs shall ba
dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 9165,
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9. IMPLEMENTATION AND MONITORING

9.1.1, The implementation of these policies and programs shall be manitored
and evaluated perodically by managemant 1o ensure a drug-free
workplace, For this purpose, an Assessment Team shall be constituted in
accordance with D.0. 53-03.

10. EFFECTIVITY

10.1 This Policy shall take place effective immediately and shall be made
known ta every employee,

11. ATTACHEMENT

11.1. Drug-Free Workplace Palicy and Program Acknowledgement

fy
Prepared by: 1o H "’M alagio
Human Resources

Approved by: Yisroel ¥, Gissingor
CED
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Drug-Free Workplace Program Acknowledgement

| hereby acknowtedge that | have received and read Iploy Ine. Drug-Free Workplace Palicy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or local drug and alcohol treatment
programs. | have had an opportunity to have all aspects of this matenal fully explained. |
also understand that | must abide by the Program as a condition of initial and/ar
continued employment, and any wiolation may result in disciplinary action up to and
including termination,

| also understand that during my employment | may be required to submit to testing for
the presence of drugs or aleohel in my body. | understand that submission to such testing
Is. & candition of emplayment with {Compary], and disciplinary action up to and including
termination may result if;

1] | refuse to consen! to besting.

2] I refuse to execute all forms of consent and release af kability that are usually and
reasonably assaciated with such examinations,

kY | refuse to authorize release of the test results te the cOmpany.

&) The tests establish a violation of [Company]'s Drug-Free Workplace Policy.
5] | atherwise violate the policy

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

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

SIGNATURE DATE

WITMESS DATE
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Date : lanuary 1, 2018

To tALL EMPLOYEES CONCERNED
From : Human Resources

Thru ; Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1.

The following policies and procedure are hereby (ssued by Iplay Ing. to
prevent sexual harassment in its workplace and to provide the precedure for
the resolution, settlement and/or disposition of sexual harassment cases,

2. COVERAGE

2.1

- This Program shall apply to all employees regardiess of their employment

status.

3. POLICY STATEMENT

il

32

a3

RS

tploy Inc. believes that employees should be afforded the oppartunity to work
in-an envirenment free of sexual harassment. Sexual harassment is 3 form of
misconduct that undermines the employment relationship. Mo employee,
either male or fenale, should be subjected wverbally or physically to
unsolicited and unwelcome sexual overtures or conduct.

Sexual harassment refers ta behavior that s not welcome, that is personally
offensive, debilltates marale and, therefore, Interferes with  work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
onented conduct which is offensive or objectionable to the reciprent,
including, but not limited 10: epithets, derogatory or supgestive comments,
slurs or gestures and offensive posters, cartoons, pictures, ar drawings.

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,

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA 7877, It provides that sexual
harassment in workplace is committed by an emplayer, em ployee, manager,
supervisor, agent of the employer, or any other person who, having authority,
Influence or moral ascendancy over another in a work anvironment, demands,




Py b s abed iPlo
L1k Pl MY Toaver

Pescadmres Roar Cebi St Fark """“""""“
Cofbu Ciy B000

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

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

341 The sexual favor |5 made as a condition in the hiring or in the
employment, re-employment, or continued employment of said
individual, ar in granting said individual favorable compensation, terms of
conditions, promaotions, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would disciminate, deprive or  diminish  employment
opportunities or otherwise adversely affect said employes;

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

3.43. the above acts would result in an intimidating, hastile, or affenzive
environment for the employee

3.5, WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be committed in any work or tralning envirenment, It
may include, but are not limited to the lollowing,

351 Inoroutside the office bullding or training site,

3.5.2. -al office or training-related social functions;

353 inthe course of wark assignments outside the office;

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

3.6 FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed in any of the ollowing farms:

361 Owvart sexual advances,

3.6.2. Unwelcome or improper gestures of affection:

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

3.6.4. Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
wictim
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3.8

. WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment dogs not refer 1o occasional compliments of & 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

Ilploy Inc. wndertakes to provide its officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employess must interact in
the course of their employment in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a vielation of company policy, The company is
responsible for preventing sesual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

4.1. COMPLAINT PROCEDURE

4.1.1. Any officer or employee, who experiences or witnesses any act of
sexual harassment n the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iploy Inc
management or 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 i completed, all parties will be informed of the
outcome of the investigation,

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

4.2 RETALIATION

4.2.1. Iploy Inc. will permit no employment-based retaliation against anyone
who brings a complaint of sexual harassment ar who speaks as a witness
in the investigation of a3 complaint of sexual harassment
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4.3, WRITTEN POLICY

4.3.1 Al officers and employees of Iploy Inc. shall receve a copy of the
company’s sexual harassment policy upon assumption of their respective
offices. If at any time an officer of employes would like another copy of
the policy, pleass contact the Office of the Cammittee on Decorum, If
Iploy Inc. should amend or modify its sexual harassment policy, all
officers and employvees will receive an individual copy of the amended or
modified policy.

5. CONFIDENTIALITY

51 At the commencement of the investigation procedure at the Committee,
starting from the filing of a written complaint, or the manifestation of an
abjection ta an act ar behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence. It s the Iintention of tploy Inc. that rights of the
parties, especially the innocent ones, are protected. Al the same Lime,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
cenfidential at all times, even after the conclusion of the investigation proper.

6. EFFECTIVITY

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

Human Resources

Approved by: Yisroel ¥, Glssin
CED
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Iploy Inc,

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by:

Yisroel Y, Gissinger
CED




iy Inccrporated

111k Hoor WMSY Towar
Pesragiorsy Rosd Ceby Business Park,

by Cay 600

[IATE

To
FROBA
THRL
SUBIECT

April 3, 2018

ALL EMPLOYEES

HUMAN RESOURCES DFPARTMENT
OPERATIONS MANAGEMENT
MEMO: RESTROOM GUIDELINES

Iploy Inc. provides unisex restrooms avallable so that employees can use them when they need
10 do 30, One is located inside the operation floor and second is in the hallway outside the
operation Moor. However, those who are uncomfortable, kas lssue with the unisex restroom,
wit have a separate single, private restroom avallable for use,

Maoreowver, any employes with concern/fissue n using thee unisex restroom, please visit Human
Resources office to get door access pass, Office secunty, Log in and Log out procedure shall

aply.

Furthermaore,

etiguette:

it s @ssential that afl emplovess should comply and observe the restroam

Knock if the cubicle appears to be occupied. Don't peek under the doors,
Lock the cubicle door when you enter
5tand close enough 1o the pan or urinal so you don't wet the seat, walls ar

floor

Flush the toilet after use and wipe off the toilet seat for the next yser
Paper towels go in the trash can, not on the floor or in the tollet bowl
Wash your hands (o prevent the spread of colds and the flu

Please use water and paper towels conservatively

Far your information and guidance.

&/ iPloy

ouf2y/ 24
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February 27, 2018

To ALL EMPLOYLES

FROM HUMAN RLSDURCCS DEPARTMENT
THRLY OPERATIONS MANAGER

sUmccy

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tollowing Is issued to ensure the effective
employees on office attendance and punctuality
To ensure effective implementation and monite

1.

2,

8

9.

10.

11.
12.

enforcement and strict observance of all
ring of affice security

Emplayees are required to log in and log out using the biometric and the RF 1D, even
if the door s apen

Cmplayees are allowed to be inside the office and to Log in thirty (30) minutes before
their scheduled time

Bags and/or personal items should be left in the locker before longing in/going inside
the production area

Once an employee logged in and Inside the production area, they can no longer go
oultside until their 19 break

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

Pantry, recreation room and locker should be closed at all times, employees must use
their RF ID 10 aceess these fonms

Mo tallgating

Employee 1D and RF 10 showld be worn at all
employes

Mo employees are allowed 1o stay In the waiting area for applicant,

Employees wha left/lost their IDs will et temporary 1D from HR and will be dealt with
according to our code of conduct and discipline.

Submit self to magnetic wand sca nning with the security personnel
Only water in a clear container is allowed in the operation area and recreation room

times, lost RF IDs will be charge to the

For guidance and strict compliance,

I-ll tréng'li!‘ﬂgodu

Hui

Moted by:

Resources

|

edo Catharilla Jr.
Dirgctor o rations

Scanned by CamScanner

& iPloy

chesTim 7 GonamES (o2 (2
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Cebu City 6000

DATE i Movemnber 17, 2021
O 1 ALL EMPLOYEES
FROM ) HUMAN RESOURCES
SUBIECT : LOCKER POLICY

The aim of this policy is to guide our employees and establish a well-kept and orderly erwironment in
the locker roam,

Please see list of rules provided befow for your reference.

RULES

= OMNE LOCKER ONLY per employee, NO sharing of lockers,

*  NOstoring of perishable foods fleftovers inside the locker,

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

= NOtransferring of lockers. Transferring of lockers is subject to approval,

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

®=  Any sort of action that may result In damage to property is strictly prohibited. This includes but |s
not limited to graffiti vandallsm, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs' knowledge or consent, ete,

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

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

* Forced Open Request due to lost padiock key or forgotten password/cade should be submitted 3
day prior and will be subject to availability of the belt cutter.

* Autharization to Forced Open a Locker, the request must be submitted via emall to hr@iploy.com
and must wait for the appraval,

# NO LOITERING inside the locker room

= Unassigned Lockers with cable ties should not be opened.

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

This Memarandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly,

Prepared by:

General Manager Directo perations

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

c,ﬁﬂswmwmﬁf ou/2y |2y

Employée Signature Over Printed Name/Date
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DATE i April 3, 2018

Io ; ALL EMPLOYEES

FROM i HUMAN RESOURCES DEPARTMENT
THELU OPERATIONS MANAGER

SUBIECT - FAEMD: CALL IN FOR OUT OF OFFICE

In arder o propery monitor out of office employees, a new process to call in/report absence will
be implemented effective Monday, April 9, 2018

Guidelines:

L In cases of late and/or absences, employee should report to Human Resources through
SMS or Call via HR hotline: D917.709-7074
2. Motification should contain the following information
a. Complete {real) Name
b Department
C. Team Leader
d. Callin for: (Whole day Absent, Half-day Absent, Late)
e, Reason
3. HR will be the one 1o send netification to Operaticns Management
Mo call in should be communicated through Team ieads or any other employee. it should
be done by the emplayee or his/her relatives
5. Natification should be at least two (2) hours before the employee's shift
5. I an employee is advised to rest/confinad in the hospital, number of rest days as advised
by the physician should be indicated, Otherwise, employes must send notification daily
1. Failure to notify will be tagged as No Call, No Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline

For your guidance and strict compliance.

Ia H. pJ &.Ierin

Hur Resources

(et (- Gopores  obfey /oy
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February LB, 2020

Ta ' ALL EMPLOYEES

FROM i OPERATIONS MANAGEMENT
SUBJECT : ATTEMDAMNCE BONUS 2020

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

PAYROLL

1, Immaculate Attendance Bonus is for employess with perfact attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in — aut for
breaks will also disgqualify the employee. Mo walvers will be given.

2, Tardiness, Undertime and Over breaks will be deductad from the employee’s pay

1, Employeas who tenderad their resignation before the release of the Sign On Bonus (First Hall or Second Half] will
MO longer be eligible to receive it,

4, Emploveas qualified for the Sign On Bonus (First Half or Secand Half) will receive it an the 30" of the succeeding
manth from eligibility.

5. Eligibility for the annual marit increase s based on overall performance and management discretion, Pay out is
ot management’s discrokion,

MEDICAL CERTIFICATE

1. When must the medical certificote be dated?

. 1 day absence — the medical certificate must be dated on the day of absence ar the next day. If the absence
falls on a Friday, the metical certificate must be dated the Saturday that immaediately follaws — at the latest. It
cannot be dated on the day that the agent is to report back to work,

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

latest. |tcannot be dated on the Saturday that Immediately follows or that Monday that the agent |s to repart back
o waork,

. 3 days of absence or longer - the medical certificate must be dated on the initial doy of sbsence or the next

day. It cannot be dated on the day that the agent reports back to work with the advice to rest amedated from the
Initial date of absence. Alsa, the advice to rest s inclusive of rest days.

[ Ex: If the agent s absenl on a Friday and the medical certificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent ook to rest plus Saturday and Sundiy — the agent must be back
to work on Monday.
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o If the doctor prescribes rest, the meadical certificate must include the number of days of rest, The
petvice 1o rest cannot be antedated,
o There must be a fit to work date.
o The only exception to the Medical Certificate date guldelines is if the employee has been
hospitalized.
VACATION LEAVES

1, The company reserves the right to approve and disapprove afl vacation |eave VL) requests.

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

3. Emplovee with perfect attendance 60 days from the requested VL date will ba given priovity in the approval of
leavies. This is 2 way of rewarding amployess with perfect atendance.

4. The company and cllent have the right to disapprave leave reguests and cancel approved leaves for those
employees who committed unscheduled absences on the prior manth and en the curent month of the requested
time off including poor attendance recards, behavioral and praductivity issues.

MNoted By: Approved By: M ¢ é,w.
CIesT : WES Oy /2
IAY GISSINGER f ?'/ U
HR Supery Chief Executive Officer
AR

Director of Operations
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Date : November 17, 2021
TO : ALL EMPLOYEES
From : HUMANMN RESOURCES DEPARTMENT

Subject : RE: 5ICK LEAVE POLICY

Sick Leave |5 to be used by employees who are ill, or any other form of absences supported
by a valid document,

1. Employees are required to natify the HR hotline number (0917-709-7074) and/or send an email to
hr@iploy.com at least two (2) hours before the emplayee’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 fallowing reason:
»  Employee’s illness or injury.
» Bereavement leave/s
*  Emergency 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 Ieave
on the given hours will be forfeited.

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

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

« Employee's illness or injury
# At the discretion of the employer, the employee should furnish a certificate from

a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the employee |s again
physically able to perform his or her duties. (Medical Certificate with Fit to
Wark)

» Blacklisted Doctors and clinics' will not be honored, (Please refer to the
Blacklisted Cllnll:;"F"h',lslcian Mema)

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

*  Emergency leave

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

*  Power Outage
#  Certification from thelr electric/power supply provider {e.g., VECO, CEBECO,
MECD)

# Internet Outage
#  Ticket number from the internet service provider and/far screenshot/link of
official outage announcement from the internet/telco provider
#  Picture of the madem (showing red, no light in “internet”)

5. Any unautharized sick leave will subject the employes ta disciplinary action. 50 is unauthorized
under the following circumstances:
+  The employee failed to inform the immediate superior or HRD about his/her absence due to
illness unless Fully justified.
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» |f sickness claimed is fictitious or non-existent,

E. The employee er his/her representative must inform his/her immediate superior or HR if an
extension of 5L will be needed ta recover from the slekness, A medical certificate must be submitted
before the expiration of the SL. Absence of notice and certification will be considered unautherized
unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted,

This Memarandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by:
ARCILLA
HR Kana
Moted by:
o Jr. Angelo Manal rle¢'Gotlon
b urJJD ratipns Operations Manager “General Manager

e

ouf2y (24
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Date % Movember 12, 2019
To : ALLEMPLOYEES
FROM : HUMAN RESOURCES DEPARTMENT
THRU H OPERATIONS MANAGER
SUBIECT : 555 SICKMESS CLAIMS — 5 CALENDAR DAYS

Far those employees’ who wants to file for sickness claims must submit the duly accomplished 555
natification form attached with original and complete medical documents. It should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit
thelr farm in Accounting office.

& member Is qualified to avall of this benefit if:

1. He is unable 1o work 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 o injury,

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

4. He has notified the employer or the 555, f unemployed, voluntary or self-emplayed member
regarding his sickness or injury,

Failure to submit the documents within the prescribed period will free iPloy from any liability of their
claims,

For your guldance,

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

Sincerely,

CHCOAA - GowaALEC o2y [2y

Mated by:

ari o fr.
Dil ? Dperations
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HRM-2023-10-016

DATE : October 4, 2023

T ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Or. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecllle Jr., MD

Mow Serving

. Or. Guian Darnell Sumalinog

10. Tambut Medical Clinic

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

11.2  Doctor's license number
11.3  Clinic/Doctor Phone number
11.4  Date of Actual visit

11.5 Diagnosis

11.6  Recommendation

11.7  Fit to work date

N I T

Mew Clinics added:
12, Enad Clinic
13, Bing Clinic
14, Gia Clinic
15. Veloso Clinic
16. Dr. Paolo N, Apull
17, Lowurdes D. Sasoy, MD

When previding medical certificates for absences, ensure the following:
1. The certificate must be issued on the day of the absence ar the day after,
2. Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be reguested.
3. HR/Clinte will validate all medical certificates, including fit-to-wark certifications. Remember
that ni fit-to-wark certificate will be denied entry.
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4. Do not make erasures on the document. Any corrections made must be counter-signed by

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

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

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

Mo eontact information displayed in the medical certificate.

Absence of physiclan's name and license number,

Phone numbers listed in the medical certificate are incorrect and/or unable to be verified or

contacted,

6. Medical certificates with Inconsistencies or discrepancies determined by HR/Company
Nurse/Company Doctor te be guestionable,

7. The clinic/physician does not facilitate phone valldations for the Issued medical certificate.

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

OB W

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

are constantly improving since the pandemic hit, therefore, we will no longer accept consultation
done 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 ar elarification regarding this, please do not hesitate to send us an email

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

M anza
Employee Relations Supervisar

Moted by: —
il j&ﬂ-:;__ s : F t .
Mar I& A Manal arila Jr.
HR Manager Ma r Operations Manager Director of Gperations

it & GonMEC ouf2y [
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Date - November 30, 20232

Ta E ALL Employess

FROM 1 Human Resources Department

SUBJECT 1 VACATION AND 5ICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave comversion will be released on December 15, 20232
payout. In this connection, all remaining 5L credits are to be converted thus, 5L application is no longer
aliowed until the end of the year,

As for the Vacation Leawve (VL) conversion, all unused VL credits will be released on the 30™ of December
2022 Al employess can plot s VL request untli December 8, 2022 OMNLY. The actual VL detes will cover
only until April 30, 2023, Kindly take note of the reminders bedow in reference to filing of VL:

« Mo retraction of approved VLs. If the emploves reports for work on the actual VL date, the VL
will not be relmbursed and will be voided.

® Mo rescheduling of Vi once approved.

o WL date should not fell an a lecal holiday otherwise forfeited.

Moke: Approval af VL réquésts will be on or before December 14, 2022,

Furthermaore, if the employes resigns or gets separated from the company either voluntary or iImmoluntary,
all avallable VL credits will be forfeited and will not be part of their fast pay if:

& Employes filed an immediate resignation and/or falled to provide a 30-day notice.

s Employes went on Absent Without Official Leave [AWOL)

& Employes incur any leawe, absences, andfor any form of terminal leave within the 30-day notice
period with the exception that the employee provided & valld documentation such as but not
limited to hospitalization due to sickness, accidents, or contaglous diseases.

* Employee incurred mare than four (4) hours of accumulated and/or total late/undertime within
the 30-day notice.

+ Employee will have issues with parformance induding but not imited to quallty, productiity, &
client escalation within the duration of the 30-day notice.

® Incurred any behmdoral infraction such as but not limited to Slesping, Browsing Unrelated
Websltes and ate.

Furthermore, SL and VL conversion miybe subject to tax. Should you have questions pertaining to this
mema, feel fres Lo reach out to our Accounting personnel at Accounting@iploy.com.

Slgnod;
HR hanager

tioted by;

Operations Manager

CEQ

Chewtian (- WWE‘, ou 29 [y
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December 17, 2019

Tor : ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBJECT : CLEAMSING PERIDD

IPloy Staffing Solutions believes in ghving employees enough room for imprevement to straighten out
employment in regards to compliance W our eompany’s Code of Conduct. The abm of this appraach ks te belg
mtivate employees rectify passed offenses and start anew.,

Cleansing Period pertains to the time when an empioyes who has besn subjected to o Disciplinary Action (DA
I espected to improve performance. Ample Brte 5 given to correct Improper behavior and refrain from
committing any other infractions,

If un employes does not commil the sarme infraction for the speciied cleaming period, the progression of the
disciplinary action will slide back to @ level depending on its type. Please refer to table below:

The counting of the Cleansing Period will start based on the date when DA was decided upon_ All docusmentatians
tor infractions will still be kept in the Employee's 201 Flle regardless what period of progressian,

The Cleansing Period is effective lanuary 1, 2020 covering DAs & months and alder

Approved By

L
Chief Exscutive Dificer

CHESTAN A - WW&: Oefzy fas




I STATEMEINT OF POLICY

The Coce of Condluct and Discipiine is cesgrad 1o ersure healthy and positive woriing
emvircryment, ard bapes 5 #.ij!l.l ‘E!&F‘E!ﬁi Figy inc. employees.

iiii discipling ard dEcharge Empiayee for fust and Proper s 5 maragernt's
prenogative grshrined from the 1987 Philppine Coretitution

2 Fadrreess and justics shall slways govern the imposition of disciplinary sctiors. Sxating Labor
Laws, implementing Bules and Jurisprudencs will siways be obareed,

i The full &nd strict maintenarce of discipling is the manapement’s respors ibifty. Tho, it shall be
she primeny concern of immediate superion 2 E%Eﬂii!nﬁng

iy Vagies pgaliod .._. -
Fisar A Tauess
Embw City 1000
L. inciders Repert will be submitied te Human Ressurtes | HE within 2 working Says from
thie da it incidar
Hurman Fesources will issus & Mosice o Explon |NTE) 1o the erpiopss within § werleng
gy,
3 Oirect Superior shoukd cosch the emploves within § wirking days from Sthe oasncs of
1h NTE.
4. Coaching Form ang Wristen Saplanratien of the employes should be submitied withins
working divi rem the lssusnce of the NTE
5. HAwill iggue Nobce af Decilion with ¢ withew: sarctions within 5 days from the receipn

a. Proper Conghust ared Decorum i expecied from you within the office and cutside wnen

prasenting the Comaeny, This includes apptcoriste dress, anending the olfice resdy o work, use ol
Hﬂn\ii_.ggﬂlﬂnﬁ!%iig FRERARining proper
rrlaticnships with your celloagets, customen nd athar individiels net in the ermsiay of the company,
observance of and compance with esisting lows of the Prdippines.

b. Enhencing Company Peaductivity she Company expects: thi Propsr Sine and uilisatsn of
Copits! mvaileble 1o the Cornpany; bening up for work ready to work on time sl the U, lollowing the

appropriate broak and finish Gmes, geTlingon with the job and perfomming the jos 1o e best of your
ability, positive sttitede and dedication toong's work Jssignmenis, supponting supsrvisions and those in
a!.i_.__"!.___
. Following ruies on customer and client relations and atways muertiining o profeciions) heiptl
attitude with tustomers.
. Maritenares of heatth angd sadety of the office srd people amund yoo. & proper attiteds
‘towards cheaniiress ard proper hoosekesping in the oifics, good health of yourself 2nd others. anoeng

o, assist in the- security of the office, iolrwing basic safety protedunes.

& Proper use of Comparry Propery, faciiflies ard wecurity to protect company and empioyes
assets. Secure handling and maintenance of Comgary secords, keep confidential and protect the
integrity of all Company operating data and information, appropriate use i sl Company equipment for
work refated purposes, properly sccourt for sl Camgany funds received.




This Code shad saphy to all Pioy employees, regardiess of statu ar il e
a
Types of Offenses
Lwel 1 — Infractions which are minor In netune but which may beceme Rasituel brd disrupthe if net -“
corracied, It s no detrimentsl impact of the Business
Emresians or traling
Leved 2 = Serious offerse which eautes celay in operatior, may pesd thioat, harm, & danper i B Othey Thiss Dese
Compary property and/'or Bves of Indlviduass. authorized. Brnging ol Fiat
F man-wery retated e EE_I[ weiman | | Sumenen |
Level § = infractiom wrich wil destroy The compling's image and reputation. 1t causes substantlal o 1o eecionk padgets warsing Warilng warsing +Blep
thil Comaary ane cin st 1 criteal optrationsl disruption. & Sitizal allense that kas comgromises oz, Ahiizartabin
e security of the emEloyees, the imtegriny of el the saletEy of customess infarmation and the 3“.5.:3
wiabiliny af the business, S KD CATIAY.
prommises whhout priee
aparaval from e
‘mmisce wpeesar
Wl Takahe of Infractions Eating n ursatharies
areas (opemsiors,
ranegemem Bsppert | qu_a_uin wiritn sﬂ“: Sapenson | o
Aules an Proper Conduct and Decorum arE] within The company Warring -3 Days
Brembat espeiay whil Warring Warning
= T o W S .
E Ingtanea ! nEafes | inmsees Spraking b sadher O, Tnal
R__i_lkhuoh:&:t i Viaitiad R | | Sl | L
Craating UnnESERrY f 1 faggiee i Warring - 308
nalie or Saturaancy Documended | yyritogn Pt Scapenian TEmBany SEUERALES Jed oy o
Laval Vsl Wrinan 2 g
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EiEmELnes ane Blnat
5 gL b ETTEnEInEE
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Dress Sl Policy, e i WATNRE | aing Eayi pench infowt for presks
wns leinch cer day
eEniidend 11 Socurmeried
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1 Terminationef gnempioves shall sutematically bar him/her fremn re-employment.

L The penalty of diemised shall not prejudice the right of the company o mitlate sourt setien
sgairmt the erring employee.

5 This Code shail supersede 33 other existing policles, rules, mamnss, and the ke, ard all policies
12 b irnpisrnenited, i the same it lound to be incontistent with the Code of Cenduet.

Wik Approal

foy Gissingsr
Dwrar and Chie! Executive Oificer

Piey e paratal
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RECEIPT OOF The CODE OF COMDUCT AND DISCIPUNE POLCY

This I 16 scknawiedge 1hat | have road the Company’s Code of Corduct and Discipling snd understand
thad it sets forth the terrns and conditions of my empieymerd as well 26 the duties and respensiblites,
ard poligatiors f amployment with the Company.

balso ackroaded gt it thet Comfigany ferid the SEhL 5 reviee, dalate, ard bdd 16 15 prvitons of

this Code of Conduct and Discptne., or condition of empioymens mn be established by any other
stafiement, conciuct, palicy, or Sractice,

wve CHRUTAY ¢ GavatES
Ed..w.._.whummﬂ{

AN HAVE READ AND LNDE 75 ENTIRE CONTENTS.
EMPLOWEE SIANATURE xmo.imw...l. :
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