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Employee Training Agreement

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

Recitals:

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

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

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

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

submission of Employment Requirements,

Agresment:

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

2, Salary Payment: In consideration of 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 {157 or 30" of the
manth) upon suctessful completion,

3, Mon-Eligiblity for Incomplete Training: The Employer acknowledges and agrees that if they fail to complete the
one-week training program for any reason, they will not be eligible to recelve the salary payment for the
training period,

4. Pre- employment Physical Examination (PEME]: The Fmployes acknowledges and agrees that if they fall to attain
their employment with the company up until regularization. The cost of the pre-employment exdmination will
be deducted fram the final pay

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

6. Entire Agreement; This Agreement constitutes the entire understanding and agreement between the parties
with respect to the subject matter hereol, and supersedes all prior negotations, representations, and
agreements between the parties, whather written or oral,

7. Amendments: This Agreement may be amended anly by a written instrument sxeeuted by bath parties,

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

s eE gy 01544 T

Employee Complete Name & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date) 07 95-14
BETWEEN
1. IPLOY OPC. (the "Disclosing Party"); and

2. Ch;'-lnfh i T L'-"*H]l“f (the "Receiving Party"),
- ‘_

collectively referred to as the "Parties”,

RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

L1 tohold the Proprietary Information in strict confidence and to take all reasonable
precautions to protect such Proprietary Information {including, without limitation, all precautions
the Receiving Party employs with respect to its own confidential materials),

12 nottodisclose any sueh 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

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

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

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

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

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

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

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

4, The Receiving Party understands that nothing herein

41.  reguires the disclosure of any Proprietary Information or

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

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

6. The failure of either party to enforce jts 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. Meither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the ather Party. This Agreement may not
be amended for any other reason without the prior written agreement of bath Parties. This
Agreement constitutes the entire understanding between the Parties relating to the su bject matter
hereof unless any representation or warranty made about this Apreement 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.

.l 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: Onboarding Specialist By few tmpla) oo

Mame: Jade Lenizo Mata Name: Chn th fy * Lu.rk:',, c':»rll

Title: Onboarding Specialist Title: e

Address: #35 5a r Extension Labangon Address: A AWrAG Bagmd Lo Micdas
Cebu City

Date: Dute:. 01 U514
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INSTRUCTIONS:

PERSONAL DATA SHEET

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

1 Please PRINT legibly

3. Do NOT LEAVE ANY SPACE BLANK, Write "n/a”, "not applicabls” or “nons”

(For BA uce anly
EMAPLOYEE NUMIBER

[P R paie Gyl
DATE HIRED

2x2 Picture

HR-FLS-01

|For MR e onky)
DEPARTMENT

¢ 1

TR

LAST NAME:

Lurs o

nation & Contact Detaily

Chish Red

Biarsic rulos
FIRST MABE

INGOLE RARE:

Tabar

MECENAME!

Chedn

MOTHER'S FULL MAIDEN ManE: |

freoradieliay T bar

CURRENT ADDRESS (Houss ¥ / Lotll / Block #t f Street, Barangay, Municipality / City, Provines, Tip Codey

124 Bl wwtob Gafad Cen Meolat Gpn o , Lwp

PRONINCIAL ADORESS [Baouse & [ Lote [/ Block & [/ Street, Rarangay, Munitipality / CHy, Provinee, 2ip Codeb

14 Bomegt  Bet ax { Mgl st Cibu m-f , obd
:.thnnl-Nn. !‘Ihmzlleuu. E"lﬁ’ﬂlu‘f"l!'l‘?u | Wabile M.
555 No. -1 [
0049140 -3 |50 Usap a1t |1 0c1 05 1ep- | S5 - 544 - 571 000
BIRTH DATE 10 o 14 {_.: m“;.:ﬁmf GENDER FFI'H.;ME; BLOOD TYRE ﬂ'-ﬁ'+
Mw’?:ﬁ STATUS NAME OF SFOUSE |Married) Emall Addressis)
| | Legally Saparated : .FIJJ- f-'”il;] In 1@ 9Nﬂ o
1 | Miarsied SPOLFEE TIN
I ] Widow, s¥idower

Arg e refated by kinship or marrisge up to the 39 degroe to any current emplayes of (Floy?
[ 1¥es [ Mo IFYES glve NAME and RELATIONSHIP

NAME OF SPOUSE [} married] SPOUSE 'S EMPRLCVER 1 SAOUSE'S DATE OF BIRTH
:f&f,;,# | 4 |m.nmmm'5 ]w,nicnu.o-n!n | T I 1,',;?,';,.?,:"1‘.2...“,:, |
NAME CIF CHILDREN [If ary) DATE OF BIRTH NAME 0F SIBLINGS O T
Lura fiefrg Luqu_! 0 14- 10 |Har¥ begb i Lags-{ Jurg, 19, Ham'ef
(oo Eayintroct Lungaf (09 13- [Joho vl d Luasad g 01, Jingle
B Pl Tabano L*.*"‘:k_t—_'f fen| 15, Digle
Bivord Hatlaw Longads  [lore 13, _-fI_T?H
FATHER'S MAME b BLCUPATION | MOTHER' NasE il QccuPATION
Japao Lua gof 1-n-14gq Ergin cor eara A ivia L"””'.' 04 147 Cuid et (o]
CONTACT PERSON RELATIONSHIR TO EMPLOVEEE
Luedy g M:W.M%EUEE;;? [ A i
Wna P ESTET| E

Montags « 10ih Finor O Moo

1 Tower, Aschibishop Feyes Ava, Cabic Clly (0 MSY- 118 Flaad MSY Tower Pescadones Fioad Cabu
Businaia Park, Cobu City G000 1 ACET - Sth P, Apali Canbsf Cabu Towss, Cabuy Business Park, Cobu Chiy,




al Attainement
DATES ATTENDED GRAGUATE
LEVEL NAME OF SCHODL B ADDRESS L (AR [Fes o o)
PRIMARY EDUCATION o
Soudnd eSham tivel M, 0L | 1449 - Lomp Js
SECONGRRVEDUCATION. uhwwes lom WhwerTl C-C| Tagn- ozl el
Caurin;
WOCATIONAL
& NON-DEGREE COUASES
| Dagren/Course: ) ] T
R S &, Lem 1™ 'l.'u‘.";'-h'hi““'f"‘*'_]' ligh- 10 e 'Illf o
DRgree: —
POSTGRADUATE & GRADUATE
STUMMES Degres;
Dagres:

EMPLOYER'S NAME

“SLIPERVISOR'S RAME

! ADDRESS & TEL M0, -1
'ﬁf_f-'l'x""'.-_‘l_hil‘.,:".fﬂ | N 1:1 I#NE | L"'r"'j La H "."IH
OB TITLE SALARY o FERIOD COVERED |mim/yr]
. - FROM Ja 4
(utiober RAvhcgty |4, 000 N gy m;| Juprs, 17, 1224
SUPERVISOR'S MAME SLFERVIEOR'S TITL B I |
H‘J?r{h F"‘:l'-l" .L*“l-f E T"-f' Eﬂfpﬁ;ﬁ?juﬂkvlﬂj
REASQIN FOR LEAVING .lrlll“l T
LA DV
EMPLOYVER'S WAKE | ADDRESS & TOL MO
ICB- TITLE SALARY PERIID COVERED {memyyr|
FROMA Ta
SUPERVIEOR"S MAME SUPERVISOR'S TITLE EMPLOYEES SUPERVGED
_ i anplicabla)
REASCH FOR LEAVING — )
ERARLOVER"S MAME ADDREST & TEL MO
108 TITLE SALARY [ PERICD COVERED [mmyyr)

FROM | o

| SUPERVISOR'S TITLE

| EMPLOYEES SL'F'F.HH'ISLFD

| {if applicakie)

REASON FORLEAVING

EMPLOYER'S NAME

ADDRESS & TEL. MO,

JORTITLE

SALARY

SUPERVISOR'S NAME

FERIOD COVERED |rmm/yr]
FROM 10

SUPERVISD®'S TITLE

EMPLOYEES SUPERNISED
[ applicakiz)

REASOIN FOR LEANING

ESSPLONER'S NAME

|'A|:-|:-ness& TEL. N,

I8 TME

REASDH FOR LEAVING

SALERY PERSOD COVERED {mm/ye]
FROM TQ
SUFERVISOR 'S NAME SUPERVISOR'S TITLE EMPLOVEES SUPERVISED 1
B! | |if appibenbls]

Monlags - 181 Fioor One Montnge Tower, Anchbishes R &, Cata City 0 MEY- 111h Floor MSY Towar Pascadenss Rasd Cabiu
Business Park, Cabu City 8000 {1 AQCT — Bih Floor, Aysia Camier Cabu Towar, Cobu Busingss Park, Cabu Cily.
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Pursuant to: (o) indigenaus Peope’s Act [RA BXT10: (b) Mogma Carlo for Disabied Persond (RA 7277): and Sals Poreats Welfove Act 2000 (RA 3973)
please answer the following items:

Are you 8 member of ary Indigenous group ? O wes | [ MO | o yos, ploass spocify:
D you identify as differently-abled? C¥ YES O HNa i pes, please speeify: |
Are you a salo parent? LI YES O Nd H s, please specify:

Character References
Give nawne, address, aod helephone nurmbers of three (3] persovs wiha know yow other thon thase yow hawt warked with,

NAME ADDALSS I TEL NO.

1 JaJign Dalesfrn Coabwp Codnh Cib] [ 0aa < eAA 71U
Eobralil Frlmiyg P TARY |24 ve11u Tuqg

i felanet nhfﬂ.{fﬂ’i\' [l X o N R n1_'_¢ i”";‘."-.: 13 'L_‘J'r_i-%

PART 4 Oither Qualilicatlons

fob-refoned rroislag coeriel [ive Hitle and pear), Job-related skl jather \nguoges, computer and daformation technology, toody, macfvmes, et |, Aobs
rekated certificmies and bornses fowerenl oaly). Job-related owards and speo aocompiehments (puiicetions, memberships in professione! or honar
socheties, wogership ochivines, pabie spaking, e perormence owordi). Ghe dotes and send dacurmenty

DWATE (rmimirear) DESCRIPTION / TITLE

ADDITIONAL IDENTIFICATION

TVBE | CONTROL NO. ISSUE DATE ENPIRY DATE

PRSSPORT DETAILS

ViSA DETAILS [1f applicabie]
DRIVER'S LICENSE

OTHER GOV'T. ISSUED 1D%: [For
example: 555, TIN, SOLO PARENT v
0, PRE, ACR, etc.)
MILITARY / GOVT, J EVIL
SERVICES {Hf any]

Have you aver been formally chargeu“;!";ﬁ- [ ] ¥es IF ™Yes", pleass glve catails:
administrative [/ chil/criminal offense? L¥Ha

Have yoal ever been convicted of an [1¥es IF "Yes", pledse give details:
adminlstrative / eivilfcrirminal offenso? [

CEATIFICATION

| CERTIFY that, to the best of my knowledge and belief, all ihe information an an attached to this document |s trise, carrect, complete and made in good
faith. | UNDERSTANMD that false or frautdulent information on or sttached 1o this application may be grounds for nal Birag me or terminate my

ampiyeent from iPlay, 10 rhat mny ielormation | g may be investigated
Chh it Fa Ay a0 09 24

ﬂlllturr af Erﬁrpin-,!i:n Date Signed

Montigs - 16ih Floor One Morbage Towar, Asehtishon Rases fyve, Cebu Clty [ MEY- 11t Floar MSY Tower Pascadenss Fasd Cabu
Business Park, Cobu City 8000 [) ACCT - Stk Floor, Ayain Cenbar Cabu Towenr, Cabe Businsss Paik, Calbi Cily.
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

L CMogn B 1. beng of hereby autharize Iploy Inc. and/or it's representatives to
make In-.restlgatlén of my bafkg#b und, references, character, past employment, consumer reports,
education, and criminal Ristory record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my gualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the onginal
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 & 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 arisa from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

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

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

Applicant Name: chodh Eef T Lut—i}p!!
Present Address; ‘14 Dl rot Belad Jen Nedag Gl oM

Social Security Number: W-Mhdo-2 Date of Birth: o nov ["[??

Slgnature: Lﬁl‘ *'“f{ﬁ

pate: 01~ 0% totf
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SIGN-ON BONUS POLICY
Palicy:

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
joining the Company. The sign-on bonus is subject to taxes.

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

A regular employee

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

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

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

Releasing of Sign-On Bonus:

s  The release of the sign-on bonus will be on the 15" day of succeeding manth of the
anniversary date of the employee.

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

Acknowledgment

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

Signature Over Printed Eiarrlle,-’Date
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UNDERTAKING

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

Palicy Title t Dress Code Policy
Rewvision No 10i
Effective Date tlume 13. 2022

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

C
Cwity tt%mmw 01- 23 U4

Employee Name and Signature Date
Noted: ) )
(Wi
ude/] L. Mata N oy

Onboarding Speciallst Name and Signature Date
1




iPloy Gift Policy

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

"Gift™ means any bestawal of maney, any itermn of value, service, laan, thing orf 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 employee/s or company that is seeking to conduct or is currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200 should be returned to the
Biver.

Any viclations will be subject to the IPloy Code of Conduct and Discipline. Infractions Tor this policy is
tageed under Level 2 offensa and follow these progression:

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

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

Employee Acknowledgement

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

Name: _(high B §- L-\-l"-qu t‘r
Signature: irt*’-m Date: D71 0% 24
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iPloy Social Media Policy

IPloy recognizes that employess use social media tools as part of their daily lives, Employees should always
be mindful of what they are posting, who can seeit, 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.
IPloy 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 for disciplinary
purposes any information that could have a negative effect an 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, et

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

¢ Publishing material that is 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 iPloy;

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

Procedure:
All employees must adhere to the follawing when engaging In social media.

*  Be aware of your association with the company when using online social networks, You must
always identify yourself and your rale if you mention or comment on the company. Where you
Identify yourself as an employee, ensure your profile and related content 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 is
your opinion, and not necessarily the opinions of the company.

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




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

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

Be respectful always, in both the content and tome of what you say, Show respect to your
audience, your colleagues and customers and suppliers. Do not post or publish any comments or
content relating to the company or its employess, 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 an soclal media and
netwarking sites, Such recommendations can give the impression that the recommendation is a
reference on behalf of the iPloy, even when a disclaimer is placed an such a comment. Any reguest
for such a recommendation should be dealt with by stating that this is not permitted in line with
company policy and that a formal reference can be sought through HR, in line with the normal
reference policy.

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

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 toals:

Always remember on-line content |5 never completely private;

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

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




= At all imes respect copyright and intellectual property rights of information you encounter on
the internet. This may require obtaining appropriate permission to make use of information, You
must always 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 opinions or positions even where disclaimers are used. Managers should err on the side of
caution and should assume that their teams will read what s written. A public anline forum s not the
place to communicate company policies, strategies or opinions to employees.

Enforcement / Progression

Non-compliance with the general principles and conditions of this sedal media policy and the refated
internet, e-mail and confidentiality policlies may lead to disciplinary action, up to and including dismissal.
This palicy 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 s always appropriate and consistent with your
responsibilities towards the company. A case of any deubt, vou should eonsult with your manager,

Infractions for this policy is tagged under Level 7 offense and follow these progression:

a. 1" Instance —'Written Warning
B, 2" instance- Final Written Warning
e, 3™ Instance- Dismissal

Employee Acknowledgement

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

Name: _CHagh Koy . m}‘”‘f
Signature: C?"ﬁf Date: oF-a3 14
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Date : February 22, 2018

Ta : ALL EMPLOYEES CONCERNED
From : Hurman Resources

Thru : Dperations Managér

Subject  : WORKPLACE POLICY AND PROGRANM ON HIV/AIDS

1. OBIECTIVE

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

1.2,

MRS Prevention and Contral Act of 1998 which recognizes workplace-hased
programs as a potent tool in addressing HIV/AIDS a5 an internaticnal
pandemic problem, this company policy is hereby sued foe the information
and guidance of the employess in the diagnosis, treatment and prevention ]
HIW/AIDS in the workplace.

This policy 15 also amed at sddresang the stigma attached to HIV/AIDS and
ensures that the workers' right against discritnination and confidentiality is
maintaired

2. COVERAGE

2L

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

3. IMPLEMENTING STRUCTURE

3l

Iplay Inc. HIV/AIDS Program shall be managed by it health and safery
committee consists of representatives from the different divisions and
departments

4. POLICY STATEMENT

4.1

BASIC INFORMATION ON HIV/AIDS
4. 1.1, What is HV/AIDS?
4.1.1.1 It a disease caused by a wirus calied HIY  (Human
Immunodeficiency Virus), This virus showly weakens & person's
ability 1o fight off other diseases by attaching itself to and
destraying impartant cells that contral and support the human
immune system

4.1.2. How HIVAIDS is transmitted

4121 Unprotected sew with an HIY infectad pecson,
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41232 Fram an infected mathae to her child [during pregnancy, at
birth through breast feeding),

4.1.2.3. [Intravenous drug use with contaminated needles;
4.1.2.4.  Transfusion with infected blood and blood products, and

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

4,13, Isthere a cure?

4.1.3.1. Mo However, there are antiretroviral drug combinations tnat
are available when properly used, result in prolonged survival of
people with HIV, Holistic care of people Iving with HIV-AIDS and
comprehensive  treatment ol opportumstic  infections  also
dramatically improve gquality of life

5. GUIDELINES
5.1. Preventive Strategies
511 Conduct of HIV-AIDS Education.
5111 Who will conduct?
The Medical Clinic of Iploy Inc_in coordination with the Health and
Safety Committes shall conduct HV-AID5 education to all employees
for free. This shall also farm part of the orentation of mewly hired

employees. The standardized information package developed by the
Bepartment of Labor and Employment (DOLE) may be used for this

PUrpose.
E 5112 Howwill it be conducted?
O~ The HIWV-AIDS education will be conducted through distribution and

posting of 1EC materils, lectures, counselling and training and
informiition on adherence 1o standard or universal precautions in the
workplace

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

5Y.4.1 Screening for HIV as a prerequisite to employment (s not
mandatory,

5.1.2.2.  The company shall encourage positive health seeking behaviar
through Voluntary Counseling and Testing
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5.1.273,  The company shall establish @ referral system and provide
access to diagnostic and treatment services for its workers. Referral
to Social Hyglene Clinics of LGU for HIV screening shall be facilitated
by the company's medical clinic staff

5124 The company shall likewise facilitate access to livelihood
assistance for the affected employee and hisfher families, being
offered by other govarnment agencies.

&, SOCIAL POLICY
6.1, Non-discnminatory Polcy and Practices

£.1.1. Discomination in any  form  from  pre-employment 1o post
employrment, including hiring, promation or assignment, termination of
employrment based on the actual, perceived or suspected HIV status of
an individuai is prohibited.

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

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

6.2, Confidentiality/Non-Disclosure Palicy

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

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

6.2.3. Co-employees shall not be obliged 10 reveal any personal information
relating to the HIVAAIDS status of fellow workers.

6.3, Work-Accommodation and Arrangement

6.3.1, The company shall take measures 1o reasohably accemmodate
employess with AlDS related (linesses.

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 working
time and arrangement Tor return to work,




e &iPloy

Spmcadane Bnad Dol Builne Park, 'llf"-il-hli
Cein Lify 00D

7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer's Resporaibilitfes

7.1.1. The Company, together with employees/ laber organizations, company
focal personnel for human resources, satety and health personnel shall
develop, implement, monitor and evaluate the workplace policy and
program on HIV/AIDS,

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

7.1.3. Ensure nen-discriminatory practices in the workplace and that the
policy and program adheres 1o existing legislations and guidelines,

7.1.4. Ensure confidentiality of the health status of s employees and the
access to medical records 15 imited to authorized personnel.

7.1.5. The Company, through its Human Resources Department, shall see to
it that their company policy and prograrm is adequately funded and made
known to all empleyass

716, The Health and Safety Committos, wogether with employees/ labor
organizations shall jointly review the policy and program and continue to
improve these by networking with government and organizations
promoting HIV prevantion,

7.2. Employees’ Respansibilities

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

7.2.2. Employess shall practice non-discriminatony acts agamnst co-employess,

7.2.3. Employees and their organization shall not have access to personnel
data relating to a worker's HIV status,

7.2.4, Employess shall comply with universal precaution and preventive
FEasUres.
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E. IMPLEMENTATION AND MONITORING

8.1, The Safety and Health Committes or its counterpary shall periodically monitor
and evaluate the implementation af this Policy and Program.

9. EFFECTIVITY

9.1. This Policy shall take place effective immediately and shall be made known 1o
eyery employes.

Human Resources

T

Reviewed by ﬂJfredﬂ FLI' a)xnlln Ir.

D‘GCID‘T Jéf rations

Approved by: Yisrosl 'Y, Giscinger
CEQ
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Date :January 1, 2018
To « ALL EMPLOYEES CONCERNED
From  Human Aesources
Thru : Operations Manager
Subject © WORKPLACE POLICY AND PROGRAM ON TURERCULDSIS [TH} PREVENTION
AND CONTROL
1. DRIECTIVE

3I

1.1. T assist the government in is campaign against Tuberculosis [TB] in compliance
with the Department of Labor and Employment’s Department Order No, 73-05,
series of 2006 - Guidelines for the Implementation of Policy and Program on
Tubereulosls (TB) Prevention and Contral in the Workplace.

1.2.To provide initiatives Lo prevent the putbreak and spread of tuberculosis in the
workplace, and to treat, care, and support employees who become afflicted with
tuberculosis

COVERAGE
2.1 This Program shall apply to all employeses regardiess of their employment status,
POLICY STATEMENT

3.1.The campany seekt the prevention of the soread of tubercuinsis, as wel as the
treatment, rehabilitation, and restoration o work of employees who conlract
thiis disease. To achieve this goal, all employees are strictly mandated to undergo
an annual physical examination with this requisite chist s-ray.

3.2 Also, in ling with this, a TB awareness program shall be undertaken through
information dissemination, which shall inclede ts nature, frequency (GCourrence
in a selected population] and transmission, treatment with Directly Observed
Treatment Short Course (DOTS)h and contral and management of TR in the
workplace, This shall be handled by the Office of Health Senvices (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 is camposad of five
components, wihich are,

3.31. Political will or commitment to enduring sustained and quality T8
treatment and control activities;

337 Case detection by spulum-smear microscopy among symplomatic
patients,
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133, Standard short-course chematherapy using regimens of 6 to & manths for
all confirmed active TB cases (| 8., smear positive or those validated by the
TR Diagnostic  Committee), Complete drug taking through direct
abservation by a designated treatment partner, during the whole course of
the treatment regimen;

3.34. A regular, uninterrupted supply of all anti-tuberculosts drugs and otfer
rraterials;

3,35, Astandard recording and reparting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculoss control
program's performance ovarall

1.4 Employees must be given proper information on ways of strengthening their
immune responses against TB infection, Le, information on good nutrition,
adequate rest, avoidance af tobacco and alcohol, and good personal hygiene
practices. However, it should be underscored that intensive efforts in the
prevention af the spread of the disease must be geared lowards accurate
Irfarmation an its etlology and complete performance sverall

1.5 improving workplace conditions:

351, To ensure that contammnation from TB arborne particles is controlled,
workplaces must provide adequate and appropriate ventilation (DOLE-
Occupational Safety and Health Standards, OSHS, Rule 10¥6.01) and there
shall be adequate sanitary facilities for workers.

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

1.6.Capability bullding on TR awarenass raising and training on TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational safety and health
committes

1.7 Social Policies:

3.7.1.  Mon-diserimination: Emplovees who have or had TH shall not be
discriminated against.  Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitied 1o work for as long as they are
certified by the Compary's accredited health provider as medically fit and
shall be restored to work as soon as their iliness is controlled,

3.7.2, Work Accommodation:  Through  agreements made between  the
managemenl and (he employees, work accommodation measures o
support employees with TB |4 encouraged through flexible  leave
arrangements, rescheduling of working times, and arrangements for return
1o wark,
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3,73 Restoration to Work: The employee may be allowed o retirn Lo work
with reasonable working arrangements as determinesd by the Company's
Health Care Provider and/or the DOTS provider,

1.8, Employee Responsibiflity:

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

3E.1.1.  An employes who has the symptoms of TB s required Lo initially
wear a lace mask (especially while inside the office) and observe good
hyglane practices, at least until declared by a competent medical
practitioner to be safe from transmission.

38132 Similarly, Tor those at risk, ie,; those with family members with TB
or those exposed to o co-employee with TB, it wauld be prudent to
ahserve the same pood hyglene practices until declared free from the
disease and safe from transmission

38.2. Once diagnosed to be with TR, employees shall immediately seek
treatment either through the Department of Health’s DOTS or a private
physician of the employes’s choice. However, it ks imperative that the one
strictly adheres to the course of treatment Failing to dutifully observe the
tregtment courss may pive rise to complications, such as resisiance or even
the failure of treatment, which may make it harder 1o treat the infection and
result in a longer absence.

3821 An absence from work due to medical reasons of over six [6]
months may resull in the termination of one's emplayment as
provided for by the Labor Code of the Philippines: under Art. 284 -
Disease as Ground for Terminatuon,

383, Employees are required to undergo an annual compulsory chest X-ray
through the Annual Physical Examination, if far any roason an employes
Falls 1o secure a chest s-ray al that lime, hefshe shall be directed to secure a
chest x-ray at an accredited clinic by hisfher respective [rfirrary/Health
Services,

3.5.The Company shall ensure that any TB occurrence in the workplace is traced and
that all contacts are clinkcally assessed, as much as feasible.

3.10. An employee afflicted with TH, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and who is fimally
declared to be in a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated phySacian

311, Employess (those afflicted with the disease or those ldentified under
contact tracingl who refuse to cooperate and dutifully observe lawful
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instructions (undergo a medical check-up andfor treatment), may be subject to
disciplinary action proceedings for insubardination [the penalty of which may
range up tothe termination of gne’s employment|,

4. PROCEDURE

4.1, The respective Health Senvices of the Company (and/or the contracted Health
Services Provider] shall coordinate with the Occupational Safety amd Health
Cemer who shall provide preventive and lechnical assistance in the
implementation of the Warkalace T8 Control and Management Frogram

4.7 An employee wha undergoes the Annual Physical Examination with the requisite
chest x-ray will have hs/her medical record farwarded Lo company clinlgfHRD.
Employees who fail 1o undergo the requisite annual chisst x-ray shall be directed
to secure one at an accredited clinic or by his/her preferred infirmary/Health
Services.

4,21 Those with medical findings shall be required to undergo further medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted to company clinic/HRD and hisfher respective
Infirmary,/Health Services.

432 The employes shall then coordinate with company clinic/HRD and hisfher
respective Infismary/Health Services lor the next steps.

4.3.An employee who s suspected 1o be afflicted with T8, whether s a direct suspect
or by comact tracng, shall cooperate fully with  hisfher  respective
infirmary/Health Services (and/or the contracted Health Services provider), If
the employes tests positive for TB, the employes shall undergo the DOTS
program o its completion

4.4.17 the employes needs to undergo a leave of absence to recuperate, hefshe will
be allowed to use the appropriate leave before hefvhe may reguest o be
permitted to go on a Leave ol Absence without Pay (LOA)

A4.4.1. The employee shall observe the requisite procedure 16 appiying for a
lgave.

442 The Unit concerned shall ensure thal the requisite procedures are
absarved by the employes and that the company ciinie is duly informed

4.5 4n employes may be aliowed to go on a medical leawe of abserce [without pay)
for & maxmum geriod of six (B] months. The concerned employee shall submit
an application for a leave of absence belore going on leave.  Sald leave
application shall be subject 10 approval at the sobe decretion af the Company
Management.

451, The same procedures under 4.2.1 o 4. 2.7 shall be observed.
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4.6, After reatment, with a maxamum penod of sic (6] months on leave (withoul pay),
an employee found to be cured or in a non-communicable stage of TR may be
allowed back to work, provided that the employee’s health shall cantinue to be
manitored during the annual physical examination with the reguisite chest xray
or as may be deemed necessary by the Unit Health Services (Imfirmary) or
rontracted Health Services provider

4.7 The employes retatring to-work shall be required by the Managemenl (o secure
a medical clearance from a medical doctor chosen by the Company before being
allowed ta return (o work

4.8 The HRD will Initiate disciplinary proceedings aganst any am ployes found ta have
diseontinued treatment i defiance of medical advice, or who refuses 1o undergo
the full treatment course prescribed. Likowise, employees who are ordered to
undergo a check-up due to contacl tracing but refuse 1o do so will also face
disciplinary action proceedings. In both cases, the manmum sanction applicabie
for insubardination will be the termination of one's employment; If it s deemed
warranted

5. IMPLEMENTATION AND MONITORING

5.1.The Safety-and Health Committes or its counterpart shall penodically monitor and
evaluate the implementation of this Palicy and Program

6. EFFECTIVITY

B.1.This Policy shall take phace effective (mmediately and shall be made known 1o
every employes.

Frepared by |

Approved by Yistoel ¥ Gissingss
CED
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Date : February 22, 2018

To « ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

QBJECTIVE

1.1.4ploy Inc. |s committed to conform to the pstablished standards assurance of
custamet satisfaction, protection of our efvironment and health and safety in
the workpiaces.

1.7.The company promates and ensures a healthy envirnnment through its vanaus
health programs to safeguard its employees. And as part ol the company
compliante 1o DOLE Departrment Adwisory Now 03, Sevies of 2010 {Guidelinas for
the Impiementation of a Workplace Palicy and Program on Hepatitis B], this
Program has been developed. This program s aimed (o address the stigma
attached 1o hepatitis B and to ensure that the employees’ right against
discrimination and confidentiality is maintained,

1.3, This guideting is farmuiated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatits B This will infarm the
employees of their rale as well as the company in dealing with Hepatitis B A
healthy envirgnment encompasses 3 good working relationship and great outpul
for continuaus business growth

COVERAGE

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

POLICY STATEMENT

1.1 Implementing Structure
3.1.1. Iptoy Inc. Hepatitis B workplace poiicy and program shall be managed by

it health and safety committes. Each division or department of the
Company shall be duly represented
1.2.Guidelings
3.21. Education

1211 Hepatitis B shall be conducted through distribution and posting of
[EC materials and counseliing and/ or lectures; and




™ ~

-
-
s iPlo
Lk P MY T
Pipatore Busd (o by baures Pk a
it it G000

3.2.1.2, Hepatitis B education shall be spearheaded by Iploy Inc. Madical
Ciinic in close coordination with Lhe health and safety committes,

322, Preventive Strategies

3221 Al employees are encouraged (o be immunized agsinst Hepatitis
B after securing clearance from their physician,

3.2.2.2 Workplace sanitation and proper waste management and disposal
shall be moniterad by the heaith and safety committee on & regular
basis.

kT Personal proteciive equipment shall be made avatlable at all times
for all employees, and

3224 Employees will be given training and information cn adherence to
standards ar universal precautions in the workplace.

4. SOCIAL POLICY
4.1.1.1, Non-discriminatory Policy and Practices

41111 There shall be no discrimination of any form against
employees on the basic of their Hepatitis B status consistent with
the international agreements on noN-DISComINation ratified by
the Philippnes (LD €111). Employees shall not be discnminated
against, from pre o post employment, oncluding  Riring,
promotion, or assignment becalse of their hepatitis B status

4.1.1.1.2. Waorkpiace management of sickemployess shall not differ
from that of any other iliness. Persons with Hepatitis B related
ilinesses may work for-as long as thiey are medically fit to work,

4112 Conlidentiality

41121 Job apphicans and employeas shall not be compelled to
disclose ther Hepatitis B status and other related medical
information. Co-emplovees shall not be obliged to reveal any
personal information about 1heir felldw employess Acesss 1o
persanat data relating to employee’s Hepatitis B status shall b
bound By the rules on confidentiality and shall be strctly imited
o edical personnel or (T legally reguired.

4113  Work-Accommadiation and Arrangement
41.13.1 The company shall take measures 1o reasonably

accommodate smployees who are Hepatitis B positve ar with
Hepatitis B - related llinesses
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41133 Througn agreements made between management and
employees’ reprasentative, measures Lo suppart employees with
Hepatitls B are encouraged to' work through flexible leave
arrargements, rescheduling of working lime and arrangement for
return to work.

4.1.1.4. sereening, Diagnoss, Treatment and Reforral 1o Health Care
Services

4.1.1.4.1. The company shall establish a referral system and prowide
access to diagnostic and treatment services for its employees lor
apprapriate medical evaluation/ monitoring and managament,

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

41143, Screening for Hepatitis B as a prereguisite to employment
shall mat be mandalory.

4.1.15 Compensation

41151 The company shall provide access to Social Security
System and Employees Compensation benefits under PD 626 to
an employes contracted with Hepatitis B infection in the
performance of his duty.

5. ROLES AMD RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5.1.1.1, Employer's Responsibilities

51110, Management, togethier with employess’ organizabions,
company focal personnel far human resources, and safety and
health personnel shall develop, implement, monitor and evaluate
the warkplace polley and program on Hapatites B

51112 The Health and Safety Committes shall ensure that their
company policy and program & adeguately funded and made
wriowr 1o all employess.

51113 The Human Resources Department shall ensure that their
policy and program adhere to existing legislations and guidelines,
including provisions on leaves, benefits and insurance.

5.1.1.1.4. Management shall provide information, education and
trainingan  Hepatitis B for its workforce consistent with the
standardized basic information  package developed by the
Hepatitis B TWG; if not available within the establishment, then
provide atcess 1o Infarmaton
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51.1.1.5 The company shall ensure non-discriminatory praclices in
the workplace

5.1.1.16 The management together with the company focal
personned for human resources and safety and health shall
provide appropniate persoral protective equipment to prevent
Hepatitis B exposure, especially for employees exposed (o
potentlally cantaminated blood or body fluid

5.1.1.1.7 The Health and Safety Committee, logether with the
employees’ organizations shall jointly review the policy and
program for effectivenass and continue o (mprove these by
retwarking  with government and organizations promoting
Hepatitis B prevention.

1118 The company shall ensure confidentiality of the health
status of itsemployees, [neluding those with Hepatitis B,

511185 The human respurces shall ensure thatl access (o medical
records is limited to authorized persennel,

5112 Employees Responsibilities

51121 The employess’ arganization is requited (o undertake an

active rofe in educating and training their members on Hepatitis

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

promoting and practicing a healthy lifestyle with emphasls on

avolding high risk behavior and other risk factors that

expose employess to increased tisk of Hepatitis B

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

51122 Employees shall practice non-discriminatory acls against
co-employees on the ground of Hepatitis B status

51122 Employers and their organizations shall not have access 1o
personned data relating 1o an employes's Hepatitis B status. The
rules of confidentiality shall apply in carnding out union and
organization functions

51124, Emploveas shall comply with the universal precaution and
the preventive measures

31125 Employees with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis 8 status,
that is, I their work activities may increase the risk of Hapatits B
inlection and transmission or put the Hepatitis B positive at risk
far aggravation.
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G IMPLEMENTATION AND MONITORING
&, L. Within the establishment, the implementation of the policy and program shall be
monitored and evaluated periodically. The safety and health committes or its
counterpart shall be tasked for this purpose,

7. EFFECTIVITY

7.1.This Palicy shall take place effective immediately and shall be made known o
avery amployes.

I| ||,
Prepared by. lo Hafma R, B H-.su‘lL ‘ﬁ &muu

Hurﬂan' Resources

Approved by: Yisroe! Y, Gissinger
CED
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Date January 1, 2018
To < ALL EMPLOYEES CONCERNED
From + Human Resources
Thru : Operations Manager

Subject @ DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBRIECTIVE

1.1. in compliance with Article V ol Republic Act No 9165, otherwise known as
the Comprehensive Dangerows Drugs ACt of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Mo 53-03; seties of 2003
(Guidelines for the Implemenation of a Drug-Free Warkplace: Policies and
Programs for the Private sector), Iploy Inc. hereby adopts the following
policies and programs to achieve a drug-froe workplace,

1.2. Company policy 15 10 maintam a workplace free of llegal drugs. To ensure
that the objectives of the company’s corporati palicy ame met, the company
is implementing this drug free program. The program will have the following
elements:

2. COVERAGE

2.1 This Program shall apply to all employees regardiess of ther employment
status

3. POLICY STATEMENT

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

3.2 Being impaired or under the influence ol dangerous drugs away from the
company, f such impairment of influence adversely affects the employes's
waork performance, the tatety of the employee or of others, or puts at risk
the company's reputation,

3.1 Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, f such activity or involvement adversely affects the
employee's work perfarmance, the safely of the smployee of of others, or
puts at risk the company's reputation

3.4 The presence of any detectable amount of dangerous drugs in the
employee’s system while at work, while on the pramises of the company, of
while on compary busmess. "Dangerous Drugs” include those histed in the
Sehedules anpexed o the 1961 Single Conventian an Narcotic Drugs, as
amended by the 1972 Protocal, and in the Schedules annexed 1o the 1971
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Single Convention on Peychotropic sybstances as enumerated in the
attached annex of R.A 9165

4, MANDATORY DRUG TEST

a1

4.2

a3

Toensure that anly those quatified shall e sereened and recruited to prevent
the detrimental effects (eg. lower productivly, poor decision  making,
incregsed ocoidents; more compensation claims: ond reduced teom effort]
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment

Iploy Inc. designates company sccredited or affiliated center, a duly
accredited drug testing center by the Department of Health {DOH), as its
authorlzed drug testing laboratory.

The Company may also conduct drug lesling under any of the following
circumstances:

4.3.1. RANDOM TESTING: Officer/employees may be salocted at random for
drug festing at any interval determinad by the Company.

4.3.2. FOR-CAUSE TESTING: The company may ask an officerfemployee to
submit to a drig test at any time it feals that the employee may be under
the influence of drugs, including, but not limited to, the following
circumnstances: ayidence of drugs on or about the employee's persan or
in the employee's vicinity, unusual canduct on the employee's part that
suggests impairment oF nfluence of drugs, negative performance
patterns, or excessive and unexplained absentesism or tardiness.,

4.3.3. POST-ACCIDENT TESTING; Any officer/employee involved in a "MNear
Miss" incident ar "Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test,
As defined herein, "Near-Miss" means an incident arising from or in the
course of work which could have led to injuries of fatalities of the
workers and/or considerable damage to the emplayer had it not been
curtailed.  “Work  Accident” refers Lo unplanned ar unexpected
mecurrence that may or may not resull in personal Injury, property
damage, work stoppage of interference or any combination thereof of
which arises out of and in the course of employment

4.3.4. Al drug tests shall employ, among others, two [2) testing methods, the
screening test which will determine the positive result as well as the type
af the drug used and the canfirmatory test which will confirm a positive
screening test. Where  the confirmatony  test turns positive, the
compary's Assessment Team shall evaluate the resdlts and determine
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the level of care and adrmimistrative interventions that can be extended
ko the cancermned employee

4,35, |ploy Inc. shall inform the aificer/femployee who was subjected to 3
drug test of the test-results whether positive or negative.

436. All costs of drug testing shall be borne by Iploy Inc.
5 TREATMENT, REHABILITATION, AND REFERRAL

5.1. An officer/femployes who, for the first time, ks Tound positive of drug use,
chall b referred for treatment and/or rehabilitation in a DOH accredited
center. For this purpose, |play Ing. shall provide a list af at least theee (3)
accredited Facilities which an employee who was tested positive for drugs
may choose from

52, Following rehabilitation, the company's Assessment Team, in consuftation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend 1o the employer the resumption
of the employee's job if hefshe poses no serious danger to his/her co-
employees and/or the workplace

53 All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account. The period dunng which the
employee s under treatmenl o rehabilitation shall be considered as
authorized leaves.

5.4, Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the correspending penalties under LA 9165
and is a ground for dismissal,

6, ADVOCACY, EDUCATION AND TRAINING

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

632, All officers and employees are reguired 1o undergo an orlentation/education
program before assumption of their respective duties. The program shall
include the following topics:

6.2.1. Salient features of R.A, 9165,

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

6.2.4, Steps to take when ntervention fs needed, as well as avallable services
for treatment and rehabilitation.

&3, To encourage all officers and employees to lead a healthy lifestyle while a1
work and at home, Iploy Inc. undertakes to conduct the following activities as
often as possible:

£.3.1, Lifestyle assessment programs on  health nutrition, weight
management, streas management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

€32 Health weliness screenings (e.g. blood pressure and heort rote,
chotesterol test, blood glucose, etc.);

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

634 Other activities promaoting health and weliness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1, Iploy Inc. shall ensure that the workplace policies and programs on the
prevention and contral of dangerous drugs, including drug testing, shall be
disseminated to all officers and employees. The employer shall obtain 3
wiitten acknowledgament from the emplovees that the policy has been read
and understood by them

7.2 \play Inc shall maintain the confidentiality of all information refating 1o drug
tests or to the identification of drug users in the workplace; exceptions may
be made only where required by law. i case of overriding public health and
safety concerns; or where siuch exceptions have been authorized i owriting by
the person concerned.

7.3, All officers and employees shall enjoy the nght to due process, absence af
which will render the refarral procadure ineffective

8, CONSEQUENCES OF POLICY VIOLATIONS

8.1 Any officer or employee who Uses, possesses, distributes, sells or altempts 1o
coll, tolerates, or transfers dangerous drugs or otherwise commits other
untawful acts as defined under Article | of RA 9165 and its Implementing
Rules and Regulations shall be subject 10 the pertinent pravisions of the said
Act.

#.2. Any officer or employee found positive for use of dangerous drugs shall be
dealt with admimstratively 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

511, Theimplementation of these polictes and programs shall be monitored
and evaluated periodically by management 1o ensure a drug-free
workplace. For this purpose, an Assessment Toam shall be constituted in
accordance with 0.0 53-03

10. EFFECTIVITY

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

11, ATTACHEMENT

111, Drug-Free Workplace Policy and Program Acknowledgement

fl t,w(_ll e
Prepared by: Jo Ha A# Melecio
Hurmian Resources

Approved by: Yisrogl ¥, Gissinger
CED
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Drug-Free Waorkpltace Program Acknowledgement

| heraby acknowledge that | have received and read |ploy Inc. Drizg-Free Workplace Policy
and Program, a summary of the drugs which may alter ar affect a drug test and a list of
local Empioyee Assistance Program providers or local drug and alcohol treatrment
programs. | have had an opportufity (o have all aspects of this material fully exptained. |
also understand that | must abide by the Program as a condition of initial and/or
continged employment, and any violation may result in disciplingry action up to and
including termination.

| atsa understand that during my employment | may be required 1o submit to testing for
the presence of drugs or alcohol in my bady. | understand that submission to such testing
is.a conditlon of employment with [Company], and disciplinary action up to and including
termination may result if

1} I refuse to consent Lo testing

2} I refuse to execute sl forms of consent and release of lbility that are usually and
reasonably assoclated with such examinations.
3 | refuss to authorize release of the test results to the company

4) The tests astablish a vinlation ol [Company]'s Drug-Free Workplace Policy.
5] | otherwise violate 1he palicy.

| also recognize that the Drug-Free Warkplace Policy, and refated documents are nal
intended 1o constitute a contract between iploy Inc. and me.

The undersigned further states that he/she has read and understands the above
acknawledgemeant and signs Delow of his/her own free will,

W 07 03 ¢4

SIGNATURE DATE

WITHESS DATE
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Date ¢ January 1, 2018
To ¢ ALL EMPLOYEES CONCERNED
Fresmm . Human Resources
Thru : Operations hManager

Subject  : WORKPLACE POLICY AND PROGRAM DN ANTI-SEXUAL HARASSMENT

OBJECTIVE

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

COVERAGE

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

POLICY STATEMENT

3.1. Iploy Inc. believes that employees should be atforded the opportanity 1o work
in an environment free of sexual harassment. Sexual harassment s a form of
misconduct that undermines the employment relationship.  No employee,
gither male or female, should be subjected verbally or physically to
unsolicited and vnwelcome sexual overtures or conduct,

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

3.3 Iploy Inc, will not tolerate any behavior that amounts (o sexual harassment
ang any officer or employee found 1o have commilied sexual harassment
shall be subjected to disciplinary action, up to and including dismissal,

3.4, DEFINITION OF SEXLIAL 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 (s committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having autharity,
influence or moral ascendancy over another in a work environment, demands,
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requires or otherwise requires any sexial favor from the other, regardiess of
whether thie demand, requests of requirement for submission is accepted by

the ohject of said Act.

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

31.4.1. The sexual favor is made as a condition in the hiring or in the
employment, re-employment, or continued employment of said
individual, or in granting said individual favorable compensation, terms of
conditions, promations, or privileges; or the refusal to grant the sexual
favar fesults in limiting, segregating or classifying the employes which in
any way would discnminate, deprive of diminish  employment
opportunities or otherwise adversely affect said employee;

342, the above aets would impair the employees” rights or privileges under
exlsting labor laws; or

3143 the above acts would result in an intimidating, hastile, or offensive
environment for the employee.

3.5 WHERE SEXUAL HARASSMENT 15 COMMITED

sexual harassment may be committed in any work or tralning environment. It
may Include, but are hat limited to the following:

3151, Inoroutside the office building or traiming s/te,

3.5.2. atoffice or training-related social functions;

153 in the course of work assignments outside the office;

3.5.4. at work-refated conferences, studies ar training sessions, or
3155, during work related travel,

1 6. FORMS OF SEXUAL HARASSMENT
soxual harassment may be committed in any of the following forms:

16.1. Overt sexual advances;

362 Unwelcome or improper gestures of affection;

36.3. Request or demand for sexual favors including but nat limited to going
out on dates, outings, or the like for the same purpose,

3.6.4. Any other act or conduct of a sexual nature or for purposes af soxual
gratification which s generally annoying, disgusting or offensive to the
wictim
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WHAT IS NOT SEXUAL HARASSMENT

sexyal harassment does not refer to occasional compliments of @ socially
acceptable nature, It refers to behavior that 15 not welcome, that 15
personally offensive, that debilitates morale, and that, therefore, interferes
with work effectivensss

EMPLOYER'S RESPONSIBILITY

lplay Inc. undertakes to provide s officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in ploy Inc, sexudl harassment 15 specifically
prohibited as uniawful and as & violation of company pelicy. The company is
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

4.1

4.2

COMPLAINT PROCEDURE

411 Any officer or employee, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
te the Committes on Decorum and Investigation, They may also report
acte of sewual 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 dentity of the officer or
employee shall remain confidential and that of any witnesses and the
alieged harasser will be protected against unnecessary disclosure. When
the Investigation |5 completed, all parties will be Informed of the
outcome of the investigation

41,2, A Committee an Decorum and Investigation thall be constituted and
shall be composed of the management and the employees’
representative to receive compiaints, investigate and  hear sexual
harassment cases. The Committes shall develop is own rules i the
settlement and disposition of sexual harassment Cases. The Committee
shall also develop and implement programs 1o increase understanding
and awareness about sexual harassmen

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

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

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

5. CONFIDENTIALITY

5.1 At the commencement of the investigation procedure at the Committee,
starting from the filing of & written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence. It s the intention of Iploy Inc. that rights of the
parties, especially the innocent ones, are protected, Al the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusian of the investigation proper.

6. EFFECTIVITY

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

e
Prepared by: Jo Hifﬁghbﬁt.}llr&mﬂm

Human Resgurces

Reviewed by

Approved by: Yisroel ¥ Gissinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name Position in Establishment
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil C5R - Phone
Junamel Brigoll CSR - Phone

Submitted by:

Yisrpe! Y, Gissinger
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SUBJECT

Apnit 3, 2018

ALL EMPLOYEES

HUMAN RESOLURCES DEFARTMENT
OPFERATIONS MANAGEMENT
MEMO: RESTROOM GUIDELINES

Iploy Inc. provides uniex restrooms available so thal employees can use them when they need
ta do s0. One is located inside the aperation floor and second woan the hallway outside the
operation floor. However, those who are uncomfortable, has issus with the unisex restroom,
we have a separate sngle, private restroom avnilable for use

Moreover, any employes with concern/issue [n using the unisex resiroom, please visit Human
Resources office to get door access pass. Office security, Log in and Log out procedure shall

apply,

Furtherimarne,

enquette:

it is essential that all employess should comply and observe the restroom

Knock If the cubicle appears to be cccupied, Don't peek under the doors.
Lock the cubicle doar when you enter
Stand close enough to the pan or uriral o you don't wet the seat, walls or

floar

Flush the toiet after wie and wipe off the todet seat for the next user
Paper towels goin the trash can, not an the floor o in the tollet bow!
Wash your hands to prevent the spread of colds and the flu

Please use water and paper towels consenvatively

Far your information and guidance.

thﬂh%;ﬁ T. w“ﬁ Ff

- b Lok
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February 27, 201H

Tn H ALL EMPLOYCES

FROM : HUMAN RCSOURCES DEPARTMENT
THRU : OPERATIONS MANAGER

sumrey

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tollowing Is Issueel to ensure the effective enforcement and strict observance of all
emplayees on office attendance and punctuality

To ensure elfective implementation and manitaring of office security

1. Employees are required to log in and log out using the biometrlc and the RF 1D, even
if the door is open

2. Employees are allowed to be inside the office and to Log in thirty (30) minutes before
their seheduled time

3. Bags and/or personal items should be left in the locker before langing in/going Inside
the production area

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

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

6.

Pantry, recreation roam and locker should be closed at all times, employees must use
their RF 10 to access these rooms

7. Notallgating

Employee ID and RF 1D should be worn at all times, lost RE IDs will be charge to the
employee
No employees are allowed to stay in the waitin g area for applicant,

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

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

gu
10.

For guidance and strict compliance,

oxo SR v

g 0% 101 {
Noted by:

Scanned by CamScanner
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DATE £ MNavember 17, 2021
O : ALL EMPLOYEES
FROM g HUMAMN RESOURCES
SUBIECT z LOCKER POLICY

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

Please see list of rules provided below for your reference,

RULES

& ONE LOCKER OMLY per employes, NO sharing of lockers,

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

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

= MO transferring of lockers. Transferring of lackers 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 lizble for padiock replacement nor
reimbursement.

«  Any sort of action that may result in damage to property is strictly prohibited. This includes but is
not limited to graffitivandalism, posting of stickers, damage to facility property such asthe forced
opening of lockers without the management/HRs" knowledge or consent, etc.

s The company will not be Hable for the loss or damage to any personal belongings left unattended
and that includes, sharing of lockers, lockers without padlocks, placed on top of the leckers, etc,

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

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

s Authorization to Forced Open a Locker, the request must be submitted via email to hr@iploy.com
and must wait for the approval.

¢« MO LOITERING inside the locker room

¢ Unassigned Lockers with cable ties should not be opened,

= Things Inside unassigned lockers will be subject to disposal of the management

This Memorandum shall take effect on November 23, 2021.

Failure to comply will be dealt accordingly.

Prepared by: Moted by

o i i
Carlos Gotiong Alfredo
Empldyee Relations Specialist General Manager  Directo perations

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

governing the iPloy Locker Policy.
[‘hi\d'h-qu wt My 01-0% -14

Employes Signature fhver Printed Name/Date
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DATE 1 April 3, 2018

To : ALL EMPLOYEES

FROMA ) HUMAN RESDURCES DEPARTMEMT

THHRU : OPERATIONS MANAGER

SUBJECT ! MEMCH: CALL IN FOR OUT OF OFFICE

In order to properly manitor out of office employess, @ new process to call infreport absence will
be implemented effective Monday, April 9, 2018,

Guidelines:

1. In cases of |ate andfor absences, employes should report to Human Resources thraugh
SMS or Call wia HR hotline: 0914 #09-7074
2. Notification should contain the following information
a. Complete (real) Name
b Departiment
£ Team Leader
d. Call in for: (Whole doy Absent, Half-day Absent, Late)
e. Heasan
2. HAR will be the one to send notification Lo Dperations Manageiment
4, Mo call in should be communicated through Teasm leads or any other employee. It should
be done by the employes or his/her relatives
5. Natification should be at least two (2} hours before the employes’s shift
6. if an employes is advised to rest/confined in the hospital, number of rest days as advised
by the physician should be indicated. Otherwise, employee must send natification daily
7. Failure to notify will be tagged as No Call, Mo Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline,

For your guidance and strict compliance.

Mated by thuhc%:-f-’ 1. Mﬁ ‘LI‘

0% 0% 1014
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Fabruary 18, 2020

Ta - ALL EMPLOYEES
FROM : OPERATIONS MAMAGEMEMT
SUBJECT : ATTENDANCE BOMUS 2020

Az we end the year 2009, iPloy would like 1o set clear key procedures and policies. This memorandum Serves as
reminder to be followed:

PAYROLL

1. immaculate Attendance Bonus is for employess with perfect attendance, Employes should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak, Failure to punch in — out for
breaks will alsa disgualify the emplayee, Mo waivers will be given,

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

3. Employess who tendered their resignation before the release of the Sign On Bonus {First Hall or Second Hall) will
MO longer be eligible to recehe it.

4, Employees qualified for the Sign On Bonus (First Half or Second Half| will receive it on thie 30™ of the succeeding
month from eligibifity.

5. Eligibility for the annual merit increate ls based on overall performance and management discretion. Pay our is
at management's discretion.

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

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

. 2 days absence - the medical certilicate must be dated on the initial day of absence or the nest day, If the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the
{atest. It cannot be dated on the Saturday rhat immediately Tollows or that Monday that the agent is to report back
o work.

. 1 days of ebsence or longer - the medical cestificate must be dated on the initial day of absence or the next
day. It cannet be dated on the day that the agent reports back to work with the advice to rest antedated fram the
initial date of absence, Also, the advice to rest bs inclushve of rest days.

0 Ex: If the agent is absent on a Friday and the medical certificate states advised Lo rest for 3 days,
that is inclusive of the day of absence that the agent (ook to rest plus Saturday and Sunday - the ageant must be back

b weork an Monday.
iR g o

07 0% oty
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o If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannot be antedated,
a There must be a fit to work date.
o The anly exception to the Medical Certificate date guidelines is I the employes has heen
hospitalized.
VACATION LEAVES

1. The company reserves the rght to approve and disapprove all vacation leave (V0] reguests,

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

1. Employes with perfect attendance 60 days from the requested YL date will be given prioity in the approval of
leaves, This is o way of rewarding employees with periect attendance

4. The company and client have the right to disapprove leave reguests and cancel approved leaves lTor those

emplayees who committed unscheduled absences on the prior month and on the current manth of the requested
tirme off including poor attendance recards, behavioral and productivity issues.

Approaved By:

] 1550 R
Chief Executive Oficer

Director of Operations

Cha . e
9
0 0% to iy n1
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Date : Movember 17, 2021

TO : ALL EMPLOYEES

From  HUMAN RESOURCES DEPARTMENT
Subject : RE: SICK LEAVE POLICY

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

1. Employess are required to notify the HR hetline number (0917-709-7074) and/or send an email to
hr@iploy.com at least two (2) hours before the emplayes's shift (fallowing call-in procedure] and/or
within 24 hours from the first day of absence.

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

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

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

4. Below are the documents needed to provide to use the paid sick leave;
«  Employee’s iliness or injury

» At the discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was Incapacitated from work for the
perind of absence because of sickness ar injury and that the employee is again
physically abie to perform his or her duties, (Medical Certificate with Fit to
Work)

# Blacklisted Doctors and clinics' will not be honored. (Please refer to the
Blacklisted Clinle/Physician Memo)

» Bereavement leave |Please refer to the Bereavement Leave Policy)

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

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

& [ntermet ODutage
¥ Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
* Picture of the modem {showing red, no light in "internet”)

5, Any unauthorized sick leave will subject the emplovee to disciplinary action, 5L is unauthorized
under the following circumstances:
+  The employee failed to Inform the immediate superior or HRD about hisfher absence due to
illress unless fully justified.

chh;mf Ry 1 a4 g
07- 9% 16424
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» [ sickness claimed is fictitious or non-existent.

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

This Memorandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by:
ARCILLA
HR Mana
Moted by:
Angelo Manal CarlogGotlong
Dir . 0 eratipns Operations Manager “General Manager
cha mi}tﬂ iy of
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Movember 12, 2019

ALL EMPLOYEES

HUMAMN RESOURCES DEPARTMENT
CPERATIONS MANAGER

£55 SICKNESS CLAIMS = 5 CALENDAR DAYS

For those employess’ 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 stbmitied within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit
thelr form in Accounting offica.

& member is gualified to avall of this benefit if:

1, Heis unable to work due to sickness ar injury and confined either in a hospital or at home for al
least four (4) days;

2. He has paid at least three (3) months of contributions within the 12-manth period immediately
bafare the semester of sickness or injuny;

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

4. He has natified the employer ar the 555, if unsmployed, voluntary or seif-employed member
regarding his sickness or injury,

Fallure to submit the decuments within the prescribed period will free Ploy from any liability of their

claims.

Far your guidance,

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

Sincerely,

iparillo Jr.
Dperations

Cha o %zjq{r - Ly o
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HRM-2023-10-016

DATE October 4, 2023

TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is in reference to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject. We are ‘updating this memo adding more clinics andfor physiclans that are
considered blacklisted and medical certificate/documents Issued by them will not be accepted. In the
event that the employes 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 Disciplina.

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

Rajah Tupas Medical Sarvices

Bimbe H, Tequillo MD Clinic

Lolita E. Abellz-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinle

Health Doc Diagnostics

Gaudioss Mantacllla Jr.,, MD

Mow Serving

Dr. Guian Darnell Sumalinog

IEI Tambut Medical Clinic

11. Clinics/Physiclans without complete contact details such as but nat limited to the fallowing:
11.1  Doctar's name

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

11.5 Diagnosis

11.6  Recommendation

11.7  Fit to work date

B0 N R e

MNew Clinics added:
12, Enad Clinic
13. Bing Clinic
14, Gia Clinic
15. Velasa Clinic
16. Or. Paolo M, Apull
17, Lourdes D. Sasoy, MD

When praviding 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 requested.
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-ta-wark certificate will be denied entry.

grl o '1ﬂ4H
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4, Do not make erasures on the docurment. &ny correctlons made must be counter-signed by
the attending physician.
5. Ensure that the soft copy (sent through email) matches the ariginal copy submitted to HR.

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

Mo diagnosis provided, Please note thet £ codes are not considered as diagnosis.

Mo contact information displayed In the medical certificate.

Absence of physician’s name and license number.

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

cantacted.

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

7. The clinic/physiclan does not facilitate phone validations for the Issued medical certiflcate,

8. The clinic/physlclan's services are primarlly related to cosmetlc procedures and consultations,
rnaking them unsuitable for absence-related medical certifications,

Ll L S

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

are constantly improving since the pandemlé hit, therefore, we will 1 r
done online/via phone calls, Consultation must be done face-to-face.

This updated memorandum shail take effect on October 15, 2023.

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

For strict compliance,
Prepared by:

N Afganza
Employee Relations Supervisor

Moted by:
B ‘{ux-ﬂ;:eff—r
n Ming elo Manal
HR Manager Operations Manager Director af Operations
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Date : Movember 30, 2022

Tor : ALL Emplovess

FROM : Human Resources Departnvent

SUBJECT i VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be relessed on Decermber 15, 2002
payout. In this connection, all remaining 5L credits are to be converted thus, 51 applicatian is no lenger
allowed until the end of the year.

As for the Vecation Leave (VL) converston, all unused VL tredits will be released on the 30" of December
2022, All employees can plot & WL request untll December 8, 2022 ONLY. The actusl VL dates will cover
anly untll April 30, 2023, Kindly take nete of the reminders below In reference to filing of VL

& Mo retraction of approved Vs If the employee reports for work on the actual VL date, the VL
will not be relmbursed and will be valded.

s Norescheduling of Vi onoa approved.

s VL date should not fall on a local holiday otheredse forfaited,

Mate: Approval of VL requests will be an oo before December 14, 2022,

Furthermore, | the employes reslgns or gets separated from the campany elthes valuntary oF invaluntary,
all available VL credits will be forfelted and will not be part of their kaat pay if:

o Employes led an immediate resignation and/or failed to provide a 30-day notice,

& Employes went on Absent Without Offlcial Leave (AWOL)

o Employes incur any leave, absences, and/or any form of terminal leave within the 30-day notice
period with the exception that the employee provided a valid documentation such as but not
lirnlted to hosplialization due to sielnass, aceldents, ar contagious diseases,

o Employes Incurred mare than four (4) hours of sccumulated and/for total late/undertime within
the 30-day natice.

o Employee will have lssues with perfarmance including but not lmited to quallty, prodauctiviy, &
chlent escalation within the duration of the 30-day notlce.

o Incurred any behavioral Infracton such as but mot limited to Sleeping, Browsing Unrelated
Wabsites and atc,

Furthermvore, 5L and VL comm@rsion maybe subject to ten. Should you have guestions pertaining to this
merno, feel fres to reach out to our Accounting personnel at Accounting@iploy.com,

Slgreed! B
Lol W
HR Manager Accounting hanager
oted by
m ib Cesumiie )

Dperations Managar Diracior of Etlons
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December 17, 2019

To £ ALL EMPLOYEES
FROM . CPERATIONS MANAGERENT
SURIECT B CLEAMSIMG FERICD

Wy Stalling Solutions bellwves n giving employssy enowth room for improvement o straighton out
employment in regards to compliance 1o our company’s Code of Conduct, The akm ol this approach i to help
el L Em;ﬂl'.lﬁl'ﬁ't‘l rﬂtllhr pa:&pd allenses and sbark snew.

Cleansing Persod pertams 1o the e when an employes seho bhas e suljecned o n Dsciplinary Sctuon (D)
o expected 1o improve peclormance. Ample tme i given o correet Imgrapes behavior sned rofeain feom
committing any other infractiong,

Il an employes dowes not commil the same indraction Tor the speciliod cleanving period, the progression of the
disciplinary actbon will slide back to a level depending on £6 type, Plsase cefer o tabe below:

Attendance 6
| Productivity 6
Behavioral 12

Thet cownting ol the Cleansing Period will stirt based on the date when B8 weas decsded upon, All documentations
fost infractions will still be kept in the Cmployes’ s 201 Fle iegardless what period of progression.

The Cleansing Period s eflective lanwary 1, 2020 couering DA & montbe and alider
Appeoyed By

JAY GISSINGER

Chiwl Executive Offices

Chaoh f%fﬂ; WAn e
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CODE OF DONDUCT AND INSCIPUNE [Table of Infractions)

The Code of Conduct and Disciplie iv dasigned 10ensure healthy and poadihe werking
erméranment, and hopes 1o mantain and uphold professionalism smang iPiay =, employees.
T ersabsisred norms herein set forth are geared towards the attainment of the Company's
ﬁnlu'lnf!n_wl—. iﬂﬁ-..ﬂaa._!lﬁ-_-_ﬁ it the Ciode is mol meant 1o b copnesiing por
s valoyees, indeed, it bRt & 9 Juiing principles

giwﬂﬂﬂﬁniﬁ.nﬁlﬁl 1o conduct during the entine emplioyment here in iFioy,
Inc.

1. DOCTRINGS TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

1. Thee right todiscipline ard discharge employess for jult and proper couses o management's
prerogative enshinsd from the 1987 Philiapine Cormtitution.

1 Falrress and justice shall slwinys gavern the mpesnan of discipiinary schons, Exiing Laoer
Laws, bmplemerirg Riles ard Jurisaruderse wil atseys be gaserved,
3, Tho full ard sisict rainsenance of discipline is the maragerment’s respansibility, Thus, It shall be

the primary cencern of immediats superion and deperiment heads o iniilate sy disclalinesy
sctions against their subardingtins whanever & violation af the rule i§ commitea.

4, Adminfstrative investigatioes and other proosedings shall be santucted expeditiouly.

5. Impositian of penetis when warranted, shail not be cancelled, nor delayed for any reason,

B The rights of the respondent as provided for by Ly shali Be paarantzed.

7. The mardgsmant may Mitigete the pensity 1o be imposed, subject howeves i Msrgement’s
spproval and upan compllance to the sanditions et Sorth by the latier,

£ I cases of multiple viclations of this Code, tre following rule shall poly & 20 the penaty 1o b

whyodore SRR Q iPloy

1. mngident Repert will be submitied to Human Reponoes [HA) within 1 working days from
the date of The Incident

1 Human feicusces will ase o Notice o xplain [NTE} b2 the efnployes within 3 working
iy

1, Dérect Superior thould ssech the employes within § warking ey from the Hauarce of
tha NTEE

4. Coscheng Form and Writien Explaeation al tne emoiyee thould be submitied within 5
wiorking ciys fram the imaance of the NTL

% AR will igsoe Nolice of Deciion withor without sanctiors within 5 days from the receiot
ol i iiidg!aiiﬂ:g_ﬂ
a. Fadkiie 8o WTCTEN nal Lo waiver of the emoioyer's
Eﬂifﬂni%;ﬁ.:.ﬂ;ti%i!il
without #ny bl
b, apees. in The timeing will resds 1o @ aanction = Negleot of Suty / Insuoordination
. Lapses in the timeting will not veid the sercton.
. GINERAL O HAVIORAL STANDARDS
Bz an Moy empioyee we expect thit you wil meet the fadowing oehavioral siercerds
Proger Canduct ard Desorum is expacted from you within the offise ana cutsigs whan
regresariting the Comaaey. This indudoy approprisss dress, sivending the offics resdy 1o work, we of
proper goul decent language, Se-vines ¢l propar allios and work detorem, maintaining proner
liticsnaripn with yaur collpagues, cuscomen and other indviduats not in the emaioy of the compeay,

4. Enhancisg Company Pradusthily o Compary expects the Priges cies bhd stiaton of
Capital mesilabie 1o the Company: tarming up for woek reacly to wiark o i all the time, lollowing the
BEEreETiete beauk g Gntgh Gimes, gettingon with the job and perfanming the o o the hest of voor
akility, posicve attityde and cedication toone's work sigemnanss, supoorting supervisions and these in
mgnagement

© Pollowing rules on cusbtmer and elient Felstions ard aways maintinicg a profesional el
attituds with customers.

& Mairaerarce of health and safety of the office sng puropie arcund you. A propes titude
terwiaris cleanliress ard proper housekeepng in the offics, pecd heaith of younelf and others sroend

woud, @554t in the serueity of the office, folowng basic sslety procedures.
. Fropes s of Compary Property, tadlities and security b0 protect Company ard employe
grﬂnﬂi}i%lg; keep confidertial and protect the

Ingngrity of ali W O g tata and ink tice, Bepraprlate use Mol Company equipment for
wirl relabed purpoes, v_d!i.-ﬁa nt for afl Compaey S recehved.

ot




I Types af Ollensss

Lewel 1 = infractionrs which ane mings in nature but which may become nabibual and disruptive i not
comected. it has ra detrimental impact ol 1he Susiness.

Leval 1 = Serfous ol ferse which causes delay in operations, may pose threat, harm, or cangsr 1o
Company property andfor [hes of Individuals.

Leved § ~ inifractions which will destroy the company's image and eputidion. 11 Coupes substanial o5 12
this eempd iy #d A FEiE 1o srtizal aperationsl disruption. A entizal allonse that has cemgromised
the security af the smpicyees, the imegrity of Ciier, Lthe saletby of custerers Information ane the
stability of the bushreas.

. Tabée of infractions

3 manuE odinin a met
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14 | risking the network o 8 b .u-.__._ Dmiasal
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§ Tampering of cormsay
SEFVEE R Owh
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13 rdgrrnacion tn anyone i Levnl m.__imﬂt._._.”.-n._ﬂ Déwrreinnsl
‘the COT@ANy o exdienE
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W |t e e L = Dain Donimal
g
Unautharizss copving af ._
lansed wfmeare
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o thal waams
Enilechan Braparty righ.
DaSborse ipsking-out or
haciing of sncther Suspgnalon -
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Facemant of computy
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omhar darragiog eiectonic | Loweld | SRR | piy
it or ahsizal acss e e
_of servers o worieigkions.
i, Saving Clause
Torminatonof an empioyers shall automatically par Fimfres frem -Etnployrnenl.
The panaity of dismissal shall not prejudion the right of ihe company to Iretiate cowrt sction
agoinal the erfing employee.
i ;Eaghgggig FFFFFFFF Chices

10 be implgmented, If the same [x found to e Incorgisient with the Code of Corduct.

Wil Approval

Loy Gissingor
Dt and Chiel Executive Cfficr

Fhey Ired g vl

i - & iPloy
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RECESRT OF THE 0O DE OF CONDLCT AND DISCIPLIME POLICY

and ooligatiors ol amploymens with the Company.
I@lso acknowiedge that the Company resenves the right 4o revise, delete, shd add o the: provasons of

this Code ol Condoct and Discipire., of condition of empioyment @n be estabished by any other
staternent, corduct; policy, or practioe.

__._:»,_ r.__ 1- f__.ﬁ&i

E.n

AND HAVE READ AND LINDERST TS ENTIRE CONTINTS,
EMPLOVEE BGNATURE ﬂh_.?l




