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Employee Training Agreement

This Employee Training Agreement is made on January 15, 2024 between IPloy, OPC, with its place of business at
the 16" flosr One Montage  Tower, Archbishop  Reyes Avenue, Cebu City {"Emplover”) and
B0, Maito . [Employee’s Namel, an individual with the address af

vk 3 Uppe Kemputbowy Cely Lify [Employee's Address] {"Employes®),

Recitals:

A, The Emplover is providing a one-week training program to tha Emplayee to enhance their skills and
knowledge in the field of Customer Service and as part of the Onboarding process,

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

C. The Emplayer has agreed to Pay the Employee a salary for the duration of the training. 0. The Employes has

agreed to the tarms and conditions conceming the Pre-Employment Medical Examinatian (PEME) and the

submission of Employment Requirements.

Agreement:

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

2, salary Payment: In consideration of the Employee's completion of the tralning. the Emplayer agrees o pay the
Employer a salary for the duration of the training, payabie at the nearest Payout schedule (15" or 30 of the
manth] upon successful completion,

3. Non-Eligibility for Incomplete Training: The Employee acknowledges and agrees that if they fail to complete the

one-week training program for any reazon, they will not be eligible to receive the salary payment for the
training period.

4. Pre- emplayment Physical Examination {PEME): The: Employes acknowledges and agrees that if they fail 1o attain
their emplayment with the company up until regularization, The cost of the Pre-employment examination will
be deducted from the final pay

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

b. Entire Agreement: This Agreemant constitutes the entire understanding and agreement between the parties
with respect to the subject mattar hereof, and supersedes all prior negatiations, fepresentations, and
agreements between the parties, whether written or oral,

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

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

Mﬂmm@ LIRS N mACo |OTI0% a0

Emplovee Complete Name & Signaturey/Date Tralning Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made an (Date) 0110312004
BETWEEN

1 IPLOY OPC. (the "Disclosing Party"); and
. Morionehe Cyles Baw (the "Receiving Party"),

collectively referred to as the "Parties”
RECITALS

A, The Receiving Party understands that the Disclosing Party has disclosed or may disclose
information relating to the training which to the extent previously, presently, or 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 reasonabie
precautions to protect such Proprietary Information {including, without limita tion, all precautions
the Receiving Party employs with respect to its own confidential materials),

1.2, notto disclose any such Proprietary Information or any infarmation derived therefrom ta
any third person,

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

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

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

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




m—
iPloy OPC s
57 Flaar, yala Center Cebu Tower 'P‘O
Bohal Street, Cobu Business Park, LU L ._y
Cabu City G000

disclosed or who have access to Proprietary Infarmation sign a nondisclosure or similar agreement
in content substantially similar to this Agreement

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

2.1.  isorbecomes (through no improper action or inaction by the Receiving Party or any
affiliate, agent, consultant or employee] generally available to the public, or

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1 requires the disclosure of any Proprietary Infarmation or

4.2, requires the Disclosing Party to proceed with any transaction or relati anship.

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 ta,
orin relation to, the accuracy of completeness of any Froprietary Information made available to the
Receiving Party or its advisers: it is responsible for making its own evaluation of such Proprietary
Infarmation,

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

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: _ New Employe

Mame: lade Lenizo Mata Name: Woronels E—g_‘le; M Bace

Title: Qnboarding Specialist Title: ___ E5% y
Address: #35 Salvador Extension Labangon Address: Puftk 3 Upper Komputtow, Labug, Cebu Gy
C Cit

Date: Date:  D1lozl2oay
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, Wasionelie  (ylec Bacg hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my gualifications for employment, A teleghone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid a5 the original
consent.

I hereby consent to the Company's verifying all the information | have provided on my application
form. | also agree to execute as a cendition of employment or 2 conditien of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this infarmation. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with infarmation 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 ar misrepresentations
be discoverad after | am employed,

I release Iploy Inc., Its employees, designated represe ntatives, agents, officers and trustees from

any and all claims of liability or dam age due to either the procurement or the true and accurate
disclosure of such records or information.

Applicant Name: _ Madonele  Lyles W Baco

Present Address: AROK 3, Uppen Kamputhaw, Lohag , Gby Uy  Loop

Soclal Security Number: _ 34- iy 4194-4 Date of Birth: 1eleu] 9@y
Signature; “@“‘gﬁ‘

Date: w1 o ey
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SIGN-ON BONUS POLICY

Policy:

The purpose of the sign-on bonus policy is to outline the reg uirements, the timing of
payments, and the implementation of the sign-on bonus, The sign-on bonus is 2 non-
recurring and non-accu mulating sum of money that is paid to an employee as gratitude for
Joining the Company. The sign-on bonus is subject to taxes,

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

*  Aregular employee

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

*  Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

* The release of the sign-on bonus will be on the 15" day of succeeding month of the
anniversary date of the employee,

The company reserves the right to change these terms and conditions at any time withaut
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.

Mosisne fi ﬂﬁ-m—. W Boro 0703 laom
Signature Over Printed MName/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 avallable on the
HRWeb | can refer to it any time:

Poiicy Title : Dress Code Policy
Revision No 101
Effective Date tlune 13, 2022

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

Manoneke  Coyles Bow o1l o3l2024
Employee Name and Signature Date

e I
g L @ an|oh
Onboarding Specialist Name and Signature Date




iPloy Gift Policy

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

“Gift” means any bestowal of maney, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is ngt exchanged. Payments for travel, entertginment and
food are also considered as gifts.

Employees are required NOT ta 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 manetary value of more than Php200 should be rety rned to the
giver,

Ay vialations will be subject to the iPloy Code of Conduct and Discipline. |nfractions for this policy is
tagged under Level 2 offense and fallow these progression:

4. 17 Instance - Written Warning
b, 2™ Instance- Final Written Warning
€ 3" Instance- Dismissal

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

Employee Acknowledgement

| have read, undarstand and agree to comply with the foregoing policies, rules and conditions governing
the IPloy Gift Palicy,

Name: _Morionelde Cyles N Bog

Signature: m Date:  Ol03 |20dq

L=




iPloy Social Media Policy

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

All ermpleyees should be aware that iPlay regularly monitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.
IPlay does not specifically monitor social media sites for employee content on an ongoing basis, however
employees should not expect privaey in this regard. iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes across in regular internaet monl toring, or |5 brought 1o the arganization's attention by
employees, customers, members of the public, etc,

All employees are prohibited from using or publishing information on any sacial 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 refation to any employee, manager,
office holder, sharehoider, customer or client of the company;

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

* FPublishing material that might reasonably be expected to have the effect of damaging the
reputation or professional standing of the com pany.

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

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

* You are personally responsible for what You post or publish on soclal media sites. Where it is
found that any information breaches any policy, such as breaching confidentiality ar 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 their company password in response
to any internet request for a password.

Materlal 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 tone of what you say. Show respect to your
audience, your colleagues and customers and suppliers, Do not post or publish any comments or
content relating to the company or its employees, which would be unacceptable in the workplace
or in conflict with the company’s website. Make sure the views and aginians YOU EXPress are your
own,

Recommendations, references or comments relating te prafessional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
netwarking sites. Such recommendations can give the impression that the recommendation is 3
reference on behalf of the iPloy, even when a disclaimer is placed on such a comment. Any request
for such a recommendation should be dealt with by stating that this is not permitted in line with
company policy and that a formal reference can be sought throwgh HR, in line with the normal
reference policy.

Once in the public domain, content cannot be retracted, Therefare, always take time to review
your cantent in an objective manner before uplaading. If in doubt, ask someone to review it for
vou. Think through the consequences of what you say and what could happen if one of your
celleagues 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 palicy extends to future developments in internet ca pability and social media usage,

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

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

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

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




= At all times respect eopyright and intellectual property rights of information you encounter on
the internet. This may require obtaining appropriate permission to make use of information, You
miust 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 Is written. A public online forum is nat the
place to communicate company policles, strategles or opinions to employees.

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
Internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.

This palicy is not exhaustive. In situations that are not expressly governed by this palicy, you must ensure
that your use of social media and the internet is always appropriate and consistent with your
responsibilities towards the company. In case of any doubt, you should consult with vour ma nager,

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

a. 1% Instance — Written Warning
b. 2*Instance- Final Written Warning
¢ 3"Instance- Dismissal

Employee Acknowledgement

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

Name:  Mosoncke Ciles W Bow

Signature: ,Ll}m&t&, pate: 01|03 2624




& Y

iy g e sbed P
Lizh Fioor WS fesyer 9' ’o

Mo g ot

Py airarer By U bay Bssmarar i Pars;
Tl by SINWD

Date : Felyruary 22, 2018

To SALL FMPLOYEES CONCERNED
Fram s Human Resources

Thru ¢ Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

OBIECTIVE

L1 In conformity with Republic Act No, 8504 atherwise known as the Philippine
AIRS Prevention and Control Act of 1998 which recogrizes workplace based
programs az a potent tool in addressing HIVAAIDS a5 an international
pandemic problem, this company policy is hereby issued for the infarmation
and guidance of the employess in the diagnosis, treatment and prevention of
HIV/AIDS in the workplate.

L2 This policy 15 also aimed -at addressing the stigma attached to HIV/AIDS and
ensures that the workers' nght against discrimination and confidentialiny s
maintained,

COVERAGE

2.1. This Program shall apply to afl emplovees regardlisss of thelr employment
SrAtus,

IMPLEMENTING STRUCTURE

3.1 Iploy Inc. HIV/AIDS Program shall be manogeg by its health and safety
comrmittee consists ol representatives trom the different divisions and
departmants

POLICY STATEMENT

4.1, BASIC INFORMATION ON HIV/AIDS
A1 What s HIV/AIDS?

4111 It 1% o disease caused by a wirus called HIV (Human
Immunodeficiency Virus] This virus slowly weakens 3 person's
ability to fight ofl other diseases by attaching itself to and
destroving impaorkant cells that control and swupport the human
HTHTILNE system,

4,12 How HIV/AIDS i transmitted @

4121 Unprotected sex with an HIV infected person;
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4.12.2.  From an infected mother ta her child (during pregnancy, at
birth through breast feeding),

4123,  Intravenous drug use with contaminated needles,
4124 Transfusion with infected blood and blood products: and

4125  Unsate, unprotected contact with infected biood and bleeding
wounds of an infected person

4.1.3 s there a cure?

4131 MNo However, there are antiretraviral drug combinations that
are availatile when properly used, result in prolonged survival of
people with HIV. Holistic care of people living with HIV-81I05 and
comprehensive  treatment  of  opportunistic infections also
drarmatically improve quality of life

5. GUIDELINES
5.1. Praventive Strategies
3. 1.1, Conduct of HIV-AIDS Education.
5L11 Who will condue?

The Medical Clinic of tploy inc_in coordination with the Health and
Safety Committee shall conduct HIV-AI05 eduration to all employess
far free. This shall alse form part of the arientation of newly nired
employees. The standardized information package developed by the
Department of Labor and Employment {DOLE] may be used for this
OUrpOse.

5112 Howwill it be conductod?
Thee HIV-AIDS education will be conducted through distribiticn and
pasting of IEC matenals, lectures, counselling and training  and
information on adherence to standard or unlversal precautions in the
workplace

5.1.2. Screening, Diagrasis, Treatment and Refarral 1o Health Care Services

3L Screering for HIV a5 a prerequisite to employment is not
mandatory,

3.1.22. The company shall encourage pasitive Health sepking behavior
theasgh Voluntary Counseling and Testing.
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5143  The company shall poiablish a referal system and provide
access to diagnostic and treatment services for its workers, Referral
ta Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company's madical chinic staff,

5124 The company shall likewise faclitate access o lvelihood
assistance for the affected employee and his/her families, being
offerad by other government agencies

b6. S0CIAL POLICY
B.1. Non-discriminatory Policy and Practices

B.1.1 Discrimination in  any  form  from pre-employment  to  past-
employment, including hiring, promation or assigrment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited

b.12. Workplace management of sick emplovees shall not differ fram that of
any other lliness.

6.1.3. Discriminatory act done by an officer or an employee against their
co-officer or co-employves shall Tkewlse be penalizad,

6.2. Confidentiality/Non-Disclosure Policy

6.2.1. Access to personal data relating to a worker's HIV status shall be
bound by the rutes of confidentiality consistent with pravisions of FLA.
8504 and the ILO Code of Practice.

6.2.2. Job applicants and warkers shall not be compelled to disclose thelr
HIV/AIDS status and other related medical information.

6.2.3. Co-emplovees shall not be abliged 1o reveal any personal information
relating to the HIV/AIDS status of fellow workers

6.3, Work-Accommodation and Arrangement

B.3.1. The company shall take measures 1o reasonably  accommaodate
employees with AIDS related linesses,

6.32. Agreements made betwesn the tompany  and  employee's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement For return to work
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1 Emplover’s Responsibilities

111 The Company, together with employeas/ labor OTEAniZations, company
facal personnel for human resources, satety and health personnel shall
develop, implement, monitor and evaluate the workplace policy and
program an HIV/AIDS

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

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

714, Ensure confidentialily of the health statue of Its employees and the
access 1o medical records s limited 1o authorized personnel

2.1.5. The Company, through its Human Resources Department. shall see 1o
It that their company policy and program s adequately funded and made
known to all employess.

7.16. The Health and Safety Committes, together with employees/ labor
organizations shall jointly review the policy and program and continue to
improve these by networking with government  and afganizations
promoting HIV pravention

F.2. Employees' Responsibilities

7.21. The employvee's organization shall undertaks an active tale in
educating and training their members on HIY prevention and control,
Promate and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose workers to increased risk
of HIV infection.

7.2.2. Employees shall practice non-disciiminatory acts against co-employees

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

7.24. Employees shall comply with universal precaution and preventive
FME3sires.
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8 IMPLEMENTATION AND MOMNITORING

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

9. EFFECTIMVITY

9.1. This Policy shall take place effective immediately and shall be made known to
every employea,

s
Prepared by: Jo Hanng R lecio

Human Resources

Fg e,

Reviewed by &'fre&u pida arillo Ir.
Di[Ll.'L‘tnrfﬂf pérations
N |

Approved by; Yisroel ¥ Gissinger
CED
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Date :January 1, 2018
To tALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Subject ¢ WORKPLACE POLICY AND PROGHAM ON TUBERCULOSE {TB) PREVENTION
AND CONTROL
1, OBIECTIVE

1.1.To assist the government in its campaign against Tuberculosis (T8} in eompliance
with the Department of Labor and Employment's Department Order No. 7305,
sefiis of 2005 - Guidelines for the Implementation of Policy and Program on
Tuberculasis {TB) Prevention and Control in the Workplage,

1.2.Ta provide initiatives to prevent the outbreak and spread of tiberculosis in the
warkplace, and to treat, care, and support employees who become afflicted with
tuberculosis

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

3.1.The company seeks the prevention of the spread of tuberculosis, ac wll 3 the
treatment, refabilitation, and restoration to work of emplovess who contract
this disease. To achieve this goal, all employees are strictly mandated to undergo

an annual physical examination with the requlsite chest x-ray

3.2.Al50, In line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency (oceurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Shart Course (DOTS), and contral and management of TB in the
workplace. This shall be handled by the Office ol Health Services {Infirmary} or
the partner health provider ol IPLOY INC in conjunction with the Dperations
Manager and office of Human Resource through the campany's accredited
health provider

3.3.The DOTS Is a comprehensive strategy te control TB, and is composed of five
tomponents, which are:

33,1, Political will or commitment to enduring sustained and quality T8
treatment and control activities:

332 Case detection by sputum-smiear MICrOStoRY  among  Symplomatic
patiants;




~ ~

-
5
Pury inzp g 'P
THih Fgar AT v
Pcadanes Bioad Cel Buiitis fadh iy Bt

Lt C ity {000

335 Standard short-course chemotherapy using regimens of & to 8 months far
all tonfirmed active TB cases (Le., smear positive or those validated by the
T8 Diagnostic Committee).  Complete drug taking through direct
observation by a designaled treatment partner, during the whale course of
the treatmnent regimen,

3.34. A repular. unintefrupted supply of all anti-tubercuioss drugs and other
miaterls,

135 Astandard recording and reporting system that allows gssessment af case
finding and treatment outcomes for each patient and of tuberculosis control
program's performance overall

34.Employees must be given proper information on ways of strengthening their
immune responses against TB infection, |e. infarmation on good nutrition,
adequate rest, avoidance of tobacca and alcohol, and good persanal hygiene
prctices.  Howewver, it should be underscored that intensive efforts in the
prevention of the spresd of the disease musi be geared towards accurate
information on lis atiology and complete performance overall,

3.5 I mproving workplace conditions:

351 Ta ensure that contamination from TB airborme particles is controlled,
warkplaces must provide adetuate and approprate ventilation [{DOLE
Cccupational Safety and Health Standards, O5HS, Rule 1076.01) and there
shall be adequate sanitary facilities far workers

35.2. The number of employess in @ work area shall not exceed the required
number for a specified ares and shall observe the standard for space
requirement. ([O5HS Rule 1067}

3.6.Capability building on TB awareness raising and training an TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation of BOTS shall
be given to Company health personned or the accupational safety and heaith
commitiee,

3.7.5ocial Policias:

371, Nondiscrimination: Employees who have or had TB shall not  be
discriminated against.  Instead, they shall be supported with adequare
diagnasis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored to work as soon as their iliness is contralled.

37.2. Work Accommodation: Through agreements made belween the
management and the employees, work accommodation measures to
support employees with TB s encouraged  through  llexible  |save
arrangements, reschaduling of working times, and arrangements for return
1o work,
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373, Restoration to Work: The employes may be allowed to return to work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider,

1.8 Employes Responsibility;

3.8.1. Employees who have symptoms al TB shall immediately seek assistance
from the Comparny’'s Health Services Provider,

3811 An employes whi has the symptoms of TB s required to initially
wear a face mask {especially while Inside the office) and observe good
hyglene practices, at least until declared by a competent medical
practitioner to be safe from Lransmission.

3812 Sirmitarly, for those at risk, Le., those with family members with T8
or those exposed to a co-employee with TB, it would be prudent to
ohbserve the same good bygiene practices until deciared fres fram the
diseaze and safe from transmission.

382 Once diagnosed 1o be with TB, employess shall immediately seek
treatment either through the Depsriment of Health's DOTS or a private
physician of the employee’s choice. Howewer, it s imperative that the one
strictly adheres 1o the course of treatment, Falling to dutifully abserve the
treatment course may give rise to complications, such as resistance or oven
the failure of treatment, which may make it harder 1o treat the nfection and
result in a lenger absence.

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

383 Employees are required to undergo an annual compilsory chest K-ray
through the Annual Physical Examination. If for any reason an employes
fails to secure a chest «-ray at that Limae, Refshe shall be directed Lo secure 3
chest x-ray at an accredited cliinic by hisfher respective Infirmary/Health
Services.

3.9 The Company shall ensure that any T8 occurrence in the workplace fs traced and
that all contacts are clinically astessad, as much as feasible,

310 An employee afflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescriped, and who s finatly
declared 1o be In a noncommunicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physician

311 Employees (those alflicted with the disgase or those identified under
contact tracing} who refuse o cooperate and dutifully observe lawful

oo
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mstructions (unidergo a medical check-up andfor regiment), may pe sudiect to
distiplinary actian proceedings for insubordination [the panalty of which may
range up to tha termination uf ane™, employment)

4. PROCEDURE

4.1.The respective Health Sarvices of the Company [and/or the cantracted Health
Services Provider) shall coordinate with the Cocupational Safety and Health
Center who  shall provide preventive and  technical  assistance in tha
nplementation of the Workilace T Control and Management Program

4.2 An employee who undergoes the Annual Physical Examimation with the raiisite
chest w-ray will have hisfher medical record forwarded to comipany clime/HRD.
Employees who fail 1o undergo the requisite annual chest w-ray shall be directed
o secure ome 4t an accredited clinic or by his/her greferred Infirmary/Health
Sernices

4.2.1. Those with medical findings shall be required to undergo further medical
chick-up. All medical records in connection with this second/ further check-
up shall be submitted 1o company clinig/MRD and  hisfher respect ive
Infirmary/Health Services

4,220 The employee shall then eoordinste with comopany clinc/HRD and his/her
respoctive Infirmary/Heallh Services for the next steps,

4:3.An emplayee who is suspected 1o De afflieiied with TH, whethar as a direc) suspect
or by contact tracing, shall cooperate fully with hisfher respective
Infirmary/Health Services (and/or the contracted Health Services provider). Il
the employes tests positive for TB, the employee <hall undergo the DOTS
program Lo its campletion

4.4.If the employee needs to undergo a leave of absence 16 recupoerate, hefshe will
be allowed to use the appropriate leave before he/she may ragquest to be
permiited 10 go on a Leave of Absence without Pay (LOA)

441 The employee shall observe the requisite procedure in applying for a
leave.

442 The Unii concorned shall snsure that thie sequisite procedutis are
observed by the employee and that the company clinie is duly infarmed

A5 An emploves may be allowed to go on a medical leave ol absence {without pay}
Tor a maximum period of six (6] morths. The concerned employes shall submit
an application for & leave of absence before going on leave.  Said leave
application shall be sublect 10 approval at the sole discretion of the Company
Management

4.5.1. The same procedures under 4 2.1 10 4.2.2 shall be observed.




= ™

ot & iPloy
Thik Floge WIS Towey
Peecanipeen Roud Oty Business Pari iy
Caba ity k00

4.6 Aler treatment, with & masimum genod of six (6] menths on leave (without pay],
an employee found to be cured or in a nan-communicabile stage of TB may ba
allowed back 10 work, provided that the emploves’s health shall continue to be
monitored during the annual physical examination with the requisite chest x-ray
or as may be deemed necessary by thie Unit Health Services (Infirmary) or
contratcted Health Services provider

4.7, The employee returming 1o work shall be required by the Management 1o secure
a medical clearance Irom a medical doctor chosen by the Company beflore being
allowed to returs to waork

A5 The HRD will initiate disciplinary procesdings against any employee found to have
discantinged treatment in defiance of medical advice, or who refuses (o undergo
the full treatment course prescribed. Likewise, employess who dre ardered to
undergo a check-up due to cantact tracing but refuse to do so will also face
disciglinary action proceedings, In both cases, the maximum sanction applicatile
for insubordination will be the termination of ane's emplayment, if it is deemed
warranted,

5. IMPLEMENTATION AND MONITORING

5.1 The Safety and Health Commitiee or its counterpart shall penodically monitar and
evaluate the implementation of this Palley and Program

6. EFFECTIVITY

6.1.This Palicy shall take place efective immediately and shall be made known to
every employes,

il
Prepared by: lo I-;'bfg “J'! 4@luﬂ_m:r

Hurman Recoyrces

Approved by: Yisroe! ¥ Gissinger
CED
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Date ; February 22, 2018
To : ALL EMPLOYEES CONCERNED
Fram : Humanm Resources

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

1 OBIECTIVE

11 Iplay Inc. Is committed to conform to the established standards assurance of
customier satisfaction, protection of our environment and health and safety in
the workplaces.

1.2.The company promotes and ersures a healthy environment through its various
health programs to safeguard Its employess. And as part of the COMEany's
compliance to DOLE Department Advisary Mo, 05, Senes of 2010 (Guidelines for
the Implementation of a Workplace Policy and Program on Hepatitis B), this
Pragram has been developed. This' program s simed to address the stigma
attached to hepatitis B and to ensure that the employess’ rght  against
discrimination and confidentiality is maintamed

1.3.This guideiine is formulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatits B, This will inform the
employees of their role as well as the company in dealing with Hepatitis B A
healthy environment encompasses a good working relationship and great output
for continuous business growih
2. COVERAGE
£.1 This Program shall apply to all employees regardless of their employment status
3 POLICY STATEMENT
1.1 Implementing Structure
311, Iplay Inc. Hepatitis B workplace paiicy and program shall be managed by
its health and safety committee, Each division ar depariment aof the
Company shall be duly represented
1.2.Guidelings
321, Education

3211 Hepatits B shall be conducted through distribution and posting of
IEC materials and counselling and/ or lectures; and

Y
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3211 Hepatitis B education shall be spearheaded ty Iplay Inc Medical
Clinic in cioge coordination with the health and safety committes

323, Preventive Strategicy

3221 All employess are encouraged to be immunized against Hepatitis
B after securing ciearance from thair physician

3222 Workplace sanitation and proper waste management and disposal
shall be monitored by the health and safety committes on 3 repular
basis

1223 Persunial protective equipment shall be made available at all tirmes
e all empioyeey; gnd

3224 Employaes will be given traming and nformation on adherence to
standards or universal precautions in the wirkplace

4. SOCIAL POLICY
4111 Non-discriminatory Poiley and Practaes

4.1.1.1.1. There shall be no discrimination of any form against
employees an the basis of their Hepatitis B status consistent with
the intermational agreerments on non-discrimination ratified by
the Philppines {ILO C111) Employees shall not be discriminated
against, from pre 1o post  employment, including  hiring,
promaotion, or assignment beciuse of their hepatitis B status,

41013, Workplace managemanl of sick employees shall not differ
from that of any other iliness. Persons with Hepatitis B related
lnesses may work for as long as they are medically fit 1o work,

4.1.1.2. Confidentiality

41.121. lob applicants and employeess shall not be compslied 1o
disclose their Hepatits B status and other related rmedical
information. Co-employees shall not be obliged to reveal any
personal information about their fellow employees. Access to
personal data relating to employes™s Hepatitis B status shall be
bound by the mles on confidentiality and shall bo strictly limiteo
to medical pessonnel or (fiegally required,

4.1.13; Work-Accommaodation and Arrangement
41131 The rcompany shall take measures bo reasonatily

dccommodate pmployees who are Hepatits B positive or with
Hepatitis B - related dlinesses
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411332 Through agreements made Between management and
employees’ representative, measures to supporl employees with
Hepatitin. B are encouraged to work through flesible eave
arrangements, rescheduling of working lime and arrangement far
return to waork,

4114, screening, Diagnosis, Treatment and Reférral to Health Care
Services

41141 The company shall estabiish a referral systern and provide
access 1o diagnoestic and treatment services far its employees for
appropriate medical evaluation/ monitoring and management,

4.1.1.4.2, Adherence to the guidelines for healthcare providers on
the evaluation of Hepatitis B positive employees s highly
encouraged

41143 screening far Hepatitis B-as & prerequisite to employment

shall not be mandatory,
4115, Compensation

411571, The company shall provide access to Social Security
System and Employess Compensation benefits under PD 626 1o
an emplayee contracted with Hepatitls B infection in the
pertormance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EM PLOYEES
£1:1.1 Emplover's Responsibilities

% [ i o Management, together with employees’ organizations,
company focal personnel for buman resources, and safety and
health persannel shall develop, implement, manitor and avaluate
the warkplace pollcy and program an Hepatits 8

511413 The Health and Safety Committee shall ensure that heir
company policy and propram iz adeguately Tfunded and made
known Lo all employees

51.113. The Human Resources Depariment shall ensure that their
policy and program adrere ta existing legisdations and guidelines,
including provisions on leaves, banefits and insurance,

511.14. Management shall provide information, education and
training on  Hepatitis B for its workforce consistent with the
standardized  basic information package developed by the
Hepatitis B TWG; if not available within the establishmant, then
provide access {o (nfarmation
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51115 The company shall ensure non-gdiscriminatory practices in
the workpioce.

S11.16 The management together with the company foral
personnel for human resources and safety and health shall
provide appropriate personal profective equipment to prevent
Hepatitis B exposure, especially for emplovees piposed 1o
potentially contaminated blood or bady fuld.

51117, The Health and Safety Committee, together with the
employees” organisations. shall jointly review the policy and
program for effectiveness and continue {o improve these by
netwarking with government and organizations promating
Hepatitis B prevention.

5.11.18. The company shall ensure confidentiality of the heaith
status of its employees, including those with Hepatitis &,

51119 The human resources shall ensure thal access {o medical
records 15 imited 10 authorized personnel

T e Employess Responsitll | thes

51.5.2.1 The employees’ organization Is required to undartake an

activie role in educating and training thelr members on Hepatitis

B prevention and control The 1EC program must alse aim at

promoting and practicing a healthy lifestyle with amphasis on

avoiding high risk behavior and other risk factors that

expote employees 1o increased risk of Hepatitls B

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

51122 Employees shall practice non-discriminatory acts agains
co-employees on the ground of Hepatitls B statys.

51123, Employees and their organizatians shall not have access 1o
persannel data relating to an employes’s Hepatitis B statis. The
rules of confidentiality shall apply in carmying out union and
arganization functions,

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

51125, Employees with Hepatitis B may inform the health care
provider or the company physician on thair Hepatitis B status,
that is, IT thesr work activities My increase the risk of Hepatitis 8
nfection and transmission ar pul the Hepatitis B positive at risk
for aggravation.
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6. IMPLEMENTATION AND MOMITORING
B.1.Within the establishment, the implementation of the pollcy and program shall be
monitared and evaluated periodically. The safery and health comimitten or its
countarpart shall be tasked for this purpose

¥, EFFECTWITY

7.1, This Policy shall take place effective immediately and shall be made known ta
every amployee,

Prepared by: c;!-lgf \khheh i

Human Resources

Approved by: Yisroe| ¥, Gissinger
CED
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Date tJanuary 1, 2018
Ta tALL EMPLOYEES CONCERNED
From : Human Resouwirces
Thru : Operations Manager

Subject DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

11

1.2,

In compliance with Article Y of Republic Act Mo, 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and Its Implementing Rules
and Regulatlons and DOLE Department Order Mo, 53-03 series of 2003
(Guidelines for the Implementation of a Drug-frée Workplace Policies and
Programs for the Private Sector), Iploy inc hereby adopts the fullowing
palicies and programs to achieve a drug-free workplace,

Company policy s 1o maintam a workplace free of legal drups. To ensure
that the objectives of the company's corporate policy are met, the company
is implementing this drug-ree program, The program will have the following
elemeants;

2. COVERAGE

LL

This Program shall apply to all employees repardloss of their emplayment
status

3. POLICY STATEMENT

31 The use, possessian, solicitation for, or sale of dangerous drugs on company

1.2

3.3

34

premises or while parforming an assignment

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

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

Thie presence of any detectable amount of dangerous drugs in the
employee's system while at work, while on the premises of the company, or
while on company business, “Dangerous Drugs” include thase listed in the
Schedules annexed (o the 1961 Single Convention on Narcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971

ﬂ\m%
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Single Convention on Psychotropic Substances as enumerated n the
attached annex af RA. 9165,

4. MANDATORY DRUG TEST

4.1. To ensure that only those gualified shall be screened and recruited to prevent
the detrimental effects |eqg. lower productivity, poor deciston making,
increased accidents; mare compensation cloims; and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug 1est shall be required for pre-employment

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

4.3, The Company may alse conduct drug testing under any of the following
Circumstances:

431, RANDOM TESTING: Officer/employees may be selected at random for

drug testing at any interval determined by the Company,

432 FOR-CAUSE TESTING: The company may ask an officerfemplayes to

subrmit toa drug test at any thme it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
cireumstances: evidence of drugs on or about the employes's parson or
in the employee's vicinity, unusual conduct on the employes's part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteesm or tardiness.

4.3.3. POST-ACCIDENT TESTING: Any officer/employee involved in a "Near-

Miss" incident or "Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test,
As defined herein, *Near-Miss” means an incident arising froem or in the
course of work which could have led to injuries or Fatalities of the
workers and/or considerable damage 1o the employer had it not been
curtaifed. “Work Accidert” refers 1o unplanned or  unexpected
pceurrence that may or may not resull in personal injury, property
damage, work stoppage or interfereénca of any combination thereof of
which arises gut of and in the course of employment

4.3.4. All drug tests shall employ, among others, two [2) testing methods, the

screening test which will determine the positive result as well as the type
of the drug uséd-and the confirmatory test which will confirm a positive
screeming  test. Where the confirmatory  test turns  positive, the
company's Assessment Team shall evaluate the results and determine
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the level of care and administrative interventions that can be extended
to the concerned employee

4.3.5 Iplay Inc. shall inform the officer/femployee who was subjected to a2
drug test of the test-results whether positive or negative.

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

5. TREATMENT, REHABILITATION, AND REFERRAL

5L

5.4

5.3

54.

An officer/emplayes who, for the firsst time, is found positive of drug use,
shall be referred for treatment and/or rehabilitation i a DOH accredited
center. For this purpose, Iploy Inc. shall provide a st of at least three (3)
accredited Facilities which an employee who was tested positive for drugs
may chaose from,

Fellowing rehabilitation, the company's Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee's job if he/she poses no serous danger to histher co-
employees and/or the workplace

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

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

6. ADVMOCACY, EDUCATION AND TRAINING

6.1,

6.2,

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

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

6.2.1. Salient features of R.A. 9165

B.2.2. Adverse efects of abuse and/or misuse ol danperous drugs on the
persan, workplace, family and the community;
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6.3

6.2.3. Preventive measures against drug abuse, and

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

To epcourage all afficers and employees to lead a healthy lifestyle while at
work and at home, Iploy Inc. undertakes to conduct the following actties as
often as possitile:

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

0.3.2. Health weliness screenings (eg. blood pressure ond heart rote,
choiesterol test, bBlood glucase, etc. )

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

634  Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1

1.2

7.3,

ploy Ine. shall ensure that the workplace policies and programs on the

prevention and control of dangerous drugs, including drug testing, shall be
disseminated to all officers and emiployees. The employer shall obtain a
written acknowledgement from the empioyees that the policy has been read
and understood by them

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

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

8. CONSEQUEMCES OF POLICY VIOLATIONS

2.1

a2

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

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

9,1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management 1o ensure a drug-free
workplace. For this purpose, an Asséssment Team sHall be constituted in
accordance with 000, 53-03.

10. EFFECTIVITY

10.1, This Policy shall take place effective immediately and shall be made
known 1o every employes,

11. ATTACHEMENT

1LY Drug-Free Workplace Policy and Program &cknowledgement

Prepared by: Jo Haﬁ#}l& Melecio
Human Resources

Reviewed by; Aitr{dn B l;g?qanlla,h
Dureqor of .ﬁi:eratlnn:-

Approved by Yisroel Y. Gissinger

CED dhﬂﬂ
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Drug-Free Waorkplace Program Acknowledgement

| nereby acknowledge that | have recewed and read Ipioy Inc. Drug-Free Warkplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
leeal Empioyes Assistance Program providess or local drug and alcohol treatment
programs, | have had an opportunity to have all aspects of this material fully explained. |
alsg understand that | must ablde by the Program as a condition of initial andfor
cantinued employment, and any violation may result in disciplinary action up ko and
meluding termination

| also understand that during my employment | may be required Lo submit to testing for
the presence of drugs or alcohol in my body, | understand that submission ta such Lesting
i & condition of employment with [Compary|, and disciplinary action up to and including
termination may result if;

1) | refuse to consent to testing,

2 I refuse to execute all forms of consent and release of liability that are usually and
reasonably assoclated with such examinations

3 I refuse to autharize release of the test rasults te the ¢ arnpary,

) The tests establish a violation of [Compary)'s Drup-Free Workplace Policy

&) | otherwise violate the policy,

I also recognize that the Drug-Free Workplace Policy and related documents are not
intended ta constitute a contract between Iploy Inc and me.

The undersigned further states that hefshe has read and understands the above
acknowledgement and signs below of hisfher own Tree will.

w ollos laozd

SIGHATURE DATE

WITMESS DATE
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To tALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1, OBIECTIVE

LL

The following policies and procedure are hereby issued by Iplay Inc. to
prevent sexual harassment in its workplace and (o provide the procedure for
the resolution, setthement and/or disposition of sexual harassment cases,

2. COVERAGE
2.1. This Program shall apply to all employess regardless of their employment
status
3. POLICY STATEMENT
3.1, Ipley Inc, believes that emplovess should be afforded the opportunity to work

3.2

33

34

In an enviconment free of sexual harassment. Sexual harassment is 2 farm of
miscanduct that undermines the employment relationship, No employes,
either male or female, should be subjected verbally or physically 1o
unsolicited and unwelcome sexual avertures or conduct.

sexual harassment refers to behavior 1hat is not welcome, that |5 personally
offensive, debilitatez morale  and,  therefare, interferes  with  work
effectiveness, Such behavior may be in the form of unwanted physical, verbal
or wisual sexual advances, requests lor sexual favers, and other seaially
oriented conduct which iz offensive or objectionable to the reciplent,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

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

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA 7877 It provides that sexual
harassment in warkplace s committed by an employer, employes, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work enviranment, demands,
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requires or otherwise reguires any sexual favor from the other, regardless of
whather the demand, requests or reguirement for submission i accepted by
the object of said Act

In a work-relsted or employment environment, sexual harassment s
committed when:

341, The sexual favor s made as @ condition In the hiring ar in the
employment, re-employment, or continued employment of said
ndividisal, or in granting sald individual favorable compensation, terms of
conditions, promotions, or privilieges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish  employment
apportunities or otherwise adversely affect said employes:

342 the above acts would impair the employees’ rights or privileges under
existing labor laws; ar

34.3. the azbove acts would result in an intimidating, hostile, or offensive
environment tor the employee.

3.5, WHERE SEXUAL HARASSMENT IS COMMITED

Sesual harassment may be committed in any work or training envirenment, it
may include, but are not limited to the following:

35.1. Inor outside the office building or training site;

352, atoffice or training-related social functions:

353, inthe course of work assignments outside the office:

3.54. at work-related conlerences; studies or tralning sessions; or
355, during work related travel.

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

361 Owvert sexual advanoes;

36.2. Unwelcome or improper gestures of affection;

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

364, Any other act or conduct of a sexual nature or for purposes of saxual
gratification which is generally annoying, disgusting or offensive to the

viclim, E E
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3.8

WHAT 15 NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional compliments of & socially
dcceptable nature. It refers to behavior that 5 not welcome, that is
personally offensive, that debiiitates morale, and that, therefore, interferes
with work effectiveness.

EMPLOYER'S RESPONSIBILITY

fptoy Inc. undertakes to provide iis officers and employees 3 work
emvironment free of sexual harassment by management persannel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in Iploy Inc. Sexual harassment s specifically
prohibited as unlawful and as a violation of company policy. The COMPany 5
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to <top sexdal harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

4.1

a2

COMPLAINT PROCEDLIRE

411 Any officer or employee, who experiences ar witnesses any act of
sexual harassment In the warkplace, shall repart the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other merber of Iploy Inc
management or ownership. Al sllegations of sexual harassment will be
auickly mvestigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
atleged harasser will be protected agamst unnecessary disclosure. When
the investigation is completed, all parties will be nformed of the
outcome of the investigation

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

RETALIATION
421 Iploy Inc. will permit no employment-based retaliation sgainst anyone

who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment

fleskis
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4.3, WRITTEN POLICY

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

5. COMFIDENTIALITY

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

6. EFFECTIVITY

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

Hul'nan- Ftesuurres

Reviewed by, %Iredc' Samarilio Jr.
[ claf F Operations

Approved by: Yisroel ¥, Gissinger
CEQ
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by:

Yisroel Y. Gissinger
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DATE April 3, 2018

To ALL EMPLOYEES

FROM : HUMAN RESOURCES DFPARTMENT
THRU : COPERATIONS MAMNAGEMEN]
SUBIECT 1 MERCH RESTROOM GUIDELINES

Iploy Ine. provides unisex restrooms available so that employess can use them when they need
to do s0. One is located inside the operation floor and second is'in the hallway outside the
operation flaor. However, those who are uncomiortshle, has issue with the unises restrogm,
we have a separate single, private rastroom gvailable for use,

Maoreover, any employee with concern/issue in using the urisex restroom, please wisit Human
Resources office to get door access pass Office sec urity, Log in and Log out procedure shall
apply,

Furthermore, It is essential that all employoes should comply and observe the restroam
thiquette:

Knoick I the cubicle agpears to be cccupied. Don't peek under the doors
Lock the cublels daor when you enter,
Stand close enough to the pan or urinal so you don't wet the seat, walls or
Hoar

»  Flush the toflet after use and wipe off the toilet seat for the Fext et

*  Paper towitls go in the trash can, not an the floor or in the tallet bowl

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

*  Please use water and paper towels conservatively

For your information and guidance.

&:qmﬂl@ Gfles oy

07 03] 2024
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Feliuary 27, 2014

To ; ALL EMPLOYLES

FROM - HUMAN RESOURCES DEPARTMENT
THRLY ! DPERATIONS MANAGER

SUmECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is Issued 1o ensure the effective enforcement and strict abservance of all
employees on oflice attendance and punctuality

To ensure effective Implementation and monitoring of office security

1. Employees are req
il the door is open

2. Employees are allowed to
their scheduled time

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

4. Once an employee logged in and inside
outside until their 14 break

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

Pantry, recreation room and locker should be closed at all times,

their RF ID to aceess these rooms

7. No tallgating

8. Employee
emplayee

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

10. Emplayees who left/lost their IDs will get temporary 1D from HR and will be dealt with
according to our code of cenduct and discipline,

11. Submit self to magnetic wand sca nning with the security personnal
12. Only water in a clear container is allowed in the aperation area and recreation room

uired to log in and log out using the biometric and the RF 1D, even
be inside the office and to Log in thirty (30} minutes before
locker before longing in/going insido

the production area, they ean no longer go

employees must use

1D and RF 1D should be worn at all times, lost RF IDs will be charge to the

For guidance and strict compliance.

-’-f-l{llS
[

] EE ?aM [is]
HT.I r;ﬂesuur:es

Noted by:

#minmhn Efles Baco
o7 o] 2oad

Scanned by CamScanner
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DATE : Mevember 17, 2021

TO : ALL EMPLOYEES

FROM H HUMAMN RESOURCES

SUBJECT : LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

* ONE LOCKER ONLY per employee. NO sharing of lockers.

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

» Propersanitation is strictly observed (E.G. No storing of unwashed containers/mugs/utensils, etc.)

= NO transferring of lockers. Transferring of lockers is subject to approval,

= Checking/audlt will be done from time to time and once unassigned lackers are being used, they
will be forced open, and the company will not be llable for padiock replacement nor
reimbursement.

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

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

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

+ Forced Open Request due to lost padiock key or forgotten passward/code should be submitted a
day prior and will be subject to availability of the balt cutter.

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

e WO LOITERING inside the locker room

s Unassigned Lockers with cable ties should not be apened,

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

This Memarandurm shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by, Noted by,

- "
4%!;__ Catlos Gotiong ;
Empl Relations Specialist General Manager Directa erations

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

Maronehe. W Boe [oloal 2024
Employee Signature Over Printed Mame/Date
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DATE April 3, 2018

To ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT
THRU ) OPERATIONS MANAGER

SUBIECT ' MEMO: CALL IN FOR QUT OF OFFICT

In order 1o properly monitar out of office employees, & new process (o call infreport absence will
be implemented effective Manday, Aptil 9, 2018,

Guidelines:

1. In cases of late and/or absences, employee should report to Human Resources through
505 or Call via HR hotline; 0917 709- 1074
4. Motification should cormain the following infonmation:
a. Complete (real) Mame
b Department
€. Team Leader
d.  Call in for: {Whiole day Absent, Hall.day Absent, Late)
e Reason
3. HR will be the ane to send notification to Dperations Management
4. Naocall in should be communicated through Team leads or any other employee. It should
be done by the emiployes ar his/her relatives
5. Notification should be at least two (2) hours before the employes's shifi
5. If an employee is advised to rest/confinee n the hospltal, numberof rest days as advised
by the physician should be indicated. Otherwise, employes must send notification daily
7. Failure to natify will be tagged as No Call, No Show and/or unscheduled absence and will
b dealt with according to our Code of Conduct and Discipline

Far yaur guidance and strict compliance,

- - - M&m Bace

©7| o3l 2024




Moy Incoeporated

e &/ iPloy

Pescadares Roatl Cebw Business Park,
Canbwi City (0

Fabruary 18, 3030

Ta : ALL EMPLOYEES
FROM : OPERATICNS MAMAGERMENT
SUBRIECT i ATTENDANCE BONUS 2020

As we end the year 2019, iPloy would like to set clear key procedires and palicies. This memorandum servas as
reminder to be followed:

PAYROLL

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

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

3. Employees who tendered their resignation belore the ralease of the Sign On Banus (First Half or Second Half) will
MO longer be eligible to recaive 1.

4, Employeess qualified for the Sign On Bonus [First Half or Second Half) will receive it on the 30™ of the succaeding
manth from eligibifity.

S. Eligibility for the annual merit inerease & based an overall performance and management discretion. Pay out |s
at management’s discretion.

MEDICAL CERTIFICATE

L When must the madical certificate be dated?

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

. 1 days absence - the madical certificate must be datad on the initial day of absence or the next day. 17 the
absence falls on a Thursday, the medical certificate must be dated either that Thursday ar the next day — at the

latest. Itcannot be dated on the Saturday that immediately follows or that Monday that the agent is to report back
o work,

y 1 darys of absence or longer - the medical certificate must be doted on the initial doy of absence or the next
day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from the
initial date of absence. Also, the advice to rest is inclusiee of rest days,

o Ex: Il the agent s absent on & Friday and the medical certificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent Look o rest plus Saturday and Sunday — the agent must be back
ta wark on Mondwy,

Marsonele

OTjos| 2024

Gyles Bags
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o If the doctor prescribes rest, the medical certificate must iInclude the number of days of rest. Tha
advice to rest cannot be antedated.

o Thire must be a fit to work date.

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

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

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

i, Employee with perfect attendance 60 days from the reguested VL date will be filven priority in the approval of
leaves, This is a way of rewardirg employess with perfect attendance

4. The company and client have the right to disapprove leave requests and cancel appraved leaves for those
employeas wha committed unscheduled absences on the prior month and on the current month of the reguestad
time off including poor attendance records, behavioral and productivity issues,

Mated By: Appraved By

G
HR Supery Chief Executive Officer
Director of Operations
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Date : November 17, 2021

TO T ALL EMPLOYEES

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

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

1. Employees are required to notify the HR hotline number (0917-709-7074) and/or send an email to
hr@iploy.com at least two (2) hours before the emplayee’s shift {fallowing eall-in pracedure) 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 lliness or injury.
» Bereavement leave/s
=  Emergency leave/s
* Power Outage/Internet Outage (for temporary Work from Home set-up)

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

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

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

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

= Blacklisted Doctors and clinics” will not be honared. [Please refer to the
Blacklisted Clinic/Physician Memo)

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

* Emergency leave
# Validate his/her absence through supporting docurments as to why she/he was
having emergency leave on the said date.

+  Power Outage

= Certification from thelr electric/power supply provider (e.g., VECO, CEBECDO,
MECO)

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

5. Any unauthorized sick leave will subject the employee to disciplinary action. SLis unauthorized
under the following circumstances:
*  The employee falled ta inform the immediate superior or HRD about his/her absence due to

illness unless fully justified,
Wjulﬂﬁ E.)-h'l: By
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= Ifsickness claimed is fictitious or non-existent.

B. The empleyee 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 SL. Absence of notice and certification will be considered unautherized
unless the company physician, after due examination of the employee, certifies that extension of

leave is warranted.
This Memaorandum shall take effect an November 22, 2021,
Please be gulded accordingly,

Created by:

79

AAR] r"!:n... !

HR Manajkar

ARCILLA

MNated by:

o Canarilio Angelo Manal
Dire nr,:_.’:l erations Operations Manager

-

“General Manager

Mamonele  Cyles Qo
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Date 2 Movember 12, 2019

Ta - ALL EMPLOYEES

FROM - HUMAN RESOURLES DEPARTMEMT

THAU : OPERATIONS MANAGER

SUBJECT : 555 SICKMESS CLAIMS - 5 CALENDAR DAYS

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

A member is gqualified to avail of this benefit if:

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

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

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

4. He has notified the employer ar the 555, if unemployed, voluntary or self-employed member
regarding his sickness ar injury.

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

For your guldance,

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

Sincerely,

Marishka i illa
Human R 5

ks

Mosionehe Gyes Bace
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HRAM-2023-10-016

DATE : October 4, 2023
TO i ALL EMPLOYEES
FROM HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajzh Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Or. Omar Arcen, MD

Sla Clinic

Health Doe Diagnostics

Gaudioso Montecillo Jr., MD

Mow Serving

Or. Guian Darnell Sumalinog

10. Tambut Medical Clinic

11. Clinics/Physicians without complete contact details such as but not limited to the following;
111  Doctor's name

11.2  Doctor's license number
11,3 Clinle/Doctor Phone number
11.4  Date of Actual visit

11.5  Diagnosis

11.6  Recemmendation

11,7 Fit to work date

el e L B el o

Mew Clinles added:
12, Enad Clinie
13. Bing Clinic
14, Gia Clinic
15, Veloso Clinic
16. Dr. Paclo M. Apull
17, Lourdes D. Sasoy, MD

When providing medical certificates for absences, ensure the fallowing:
1. The certificate must be issued on the day of the absence or the day after,
2. Strictly follow all Instructions provided in the recommendation. Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be requested,
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember

that no fit-to-work certificate will be denied entry.
MtEiumH (ks Baw
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4. Do not make erasures on the document. &ny corrections made must be counter-signed by
the attending physician.
5. Ensure that the soft copy (sent through emall} matches the original copy submitted to HRL

Please be aware that the following concerns may render a medical certificate invalid and unacceptable:

Na consultaticn date specified,

Mo diagnosls provided. Please note that Z codes are not considered as diagnosis,

No contact Information displayed in the medical certificate,

Absence of physiclan's name and license number,

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

contacted,

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

7. The clinic/physiclan does not facilitate phone valldations for the issued medical certificate.

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

it ol

Lastly, since hospitals and clinics are now having less restrictions for consultations and aur situations
are constantly Improving since the pandemic hit, therefore, we will no longer accept consultation

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

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

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

at er@iploy.com,
Far strict compllance.
Prepared by:

N Afganza
Employee Relations Supervisor

MNoted by:
ta I [[E] ifio al
HR Manager Ma r Operations Manager
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Date : MNowvember 30, 2022

Ta : ALl Employees

FROM Hurnan Resources Department

SUBJECT VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sich Leave conversion will be relessed on Decomber 15, 2022
payout In this connection, all remaining 51 credits ane to be converted ths, 5L application Is no longer
allowed unidl the end of the year,

A fior tive Vacation Leawe (VL) conversion, all unused VL credits will be released on the 30™ of Decamber
2022, All employees can plot a VL request untll Decernber B, 2002 OMLY. The actual VL dates will cover
anly until April 30, 2023, Kindly take note of the remindars below In reference to filing of Vi

@ No retraction of approved Vs If the employes reports for work on the actual VL date, the VL
will not be reimbursed and will be volded,
Mo rescheduling of VL once approved,
WL date shiould not fall an a lecal holiday otherwise forfalbed,

Mote: Approval of VL reguests will be on or bafore December 14, 2022,

Furthisrmore, If the employves resigns or gets separated from tha company elther voluntary ar invaluntary,
all available VL credits will be forleited snd will not be part of their last pay If:

Emplovee iled an immediate resignation and/or lailad to provide a 30-day notice.
Employes went on Absent Without Officlal Leave (aWoL|

®  Employes incur any leave, absences, and/or any form of tenminal leave within the 30-day notice
period with the enception that the employee provided 8 valld desumentation such as but not
lirriived to hosphtadization due ta sicknets, accidents, or contaglous diseases.,

o Employee incurred maore than four (4) hours of acoumulated andfor tatal late/undertime within
the 30-day notice.

o Employee will have kssues with peifarmanca including but not limited to quality, productiviey, &
client escalation within the duration of the 30-day notice.

@ Incurred any behavioral Infraction such as but not limited to Sleeping, Browsing Unrelated
Websites and ate,

Furthermore, SL and VL conversion maybe sublect (o tax. Should you have questions pertaining to this
mermo, faal free to reach oul to our Accounting persannel at Accounting@lplay.com,

Signed:
=
Y

HR RManager

Moted by:

bt e o oy
DOperations WManagar mﬂs

Approved by:

el
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December 17, 2019

Ta i ALL EMPLOYEES
FROM : CFERATIONS MAMAGEMENT
SUBIECT ; CLEANSING PERIOD

WPloy Staffing . Selutions bellewves in giving emplovees enowth room for improverment to strmghien oy
employment in regards to complianee 1o our compaiy's Code of Conduct. The aim of this appraach is to help
mativate employess rectiy passed olfenses and start anew,

Cleansing Period pertains 1o the time when an ermployee wio has been subiiected to g Disciplinary Action {04)
15 rupociod (o impreve performance. Ampbe tme s glven e cameet iproper hohavos and relrain from
coemmiliting any other infractions.

I an employee does nol comimil the same inltaction Tar (he spedisd cleamiing perind, the pragression ol s
disciplinary action will slide back to o fevel depending on its bype, Plogse jefer bo 1ble below:

Attendppte B
Productivity | &
| Behavioral 12

The counting of the Clransiog Periad will start based on the date when Dfowas decided upon. All doeumentations
fe inifeactions will st Be kgt in the Employes's 200 File regardiess whal petiod ol progression

The Cleansing Perind is elfective Janaary §, 2000 coverlig Bas 6 months and older

Sneerely yowrs,

Agpririerd By!

Chuied Dot e CHlopr

t;ﬁ’nds Cyles Po
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CODE OF COMDULT AND DISCIPUNE [Tabls of infractioss)

STATEMENT OF POLICY
Eﬁﬂgﬁin&.&t‘ designed 1o ermune healthy snd posithve working

T @ Bope i and wphold g alism among Py Irc. emaoloyess.
Thee estbishad nomma henein set forth are geared towards (e sftarment of the Cempeny's
Goals and chjsstvei It B worthy b emphasize that the Code |5 not meant 1o be cppressive nor
it B irvteesdad 10 threaten and intmidats smpiopess. Ircessd, it seress & the guiding principles
on what s expected of i emplayess kS condiect during $he entiie emnBloyment hene in Py,
Imc.

L DOCTRINGS TO GOVERN THE COMPANYS OODE OF COMDULCT AND DESCEPLINE

i%?ﬂdnﬁ GET Philippire Comtiletion,

7 Falmess and justios shall alhwiys govern the imgosition ol discininany agtions. Existing Labor
Laws, Implemerting Rules ard Jurisaradense wil dlways be chaerved.

3. The full and stritt msénkenarce of discipline i the management’s resporaiblity, Thia, it shall be
the primany consern of immaediate _uni..atﬁuquﬂu.iiil_.ﬂ Hale sy cisciplingry
actions agairgl thelr subordinaes whanever a viclstion of the nule s commsited,

4, Administratiees irvestigationd ard ather preceedings thall be condumc expeditiously,

5. imipasition of peralties. when warransed, shall rot be cancelled, nor defayed for any felscn,

&, The rights of the resgordent i provided for by Law shad be guaranteed.

7. The management miy mitigate & the penaity 1o be impoied, subfest henkever 10 MEnEgement’s
approval and ppon ssmRlinnes to the conditions te4 {orzh by 1he after,

B Eﬂiliiglai?igiigl.ﬂ?vﬂi -1

H1° Pons LBF Bower Q mEn
e gt Boast Dt Bonises Pae w
Copw Loy BISD

1, incident Beport will be submitied 5o Human Ressurses (HA| within 1 woning days from
1ha date of Eha ingideni
% Human Aesources will istee o Motoe o Dol (NTE] 15 1he empkves within § waeking

2. Failure o provide Wiitten Explaration shal toeitituie 3wt of e employse’s
Fght 1 Bt Feiafed @ned onfirrn Thal &l The dEtalls o the Incldens Seport ane tue o

A5 80 Py emplovet we sxpect 1R you will miet she follewing benaviord ssandardy;

a, Proper Conduet and Decoram i supecisd Trom you wihin the offics in8 SJihie waan
representing the Commany. This Indudes spropriate dress, attereing the oificr ready 1o wonk, wee of
proper and decent language, ooarsgnes of propaf offiss and work deconum, maktaining progar
reatioranies with your colleagues, custome s and atrer ingividud®s rat inthe wnpley of the company,
pheervance o and cormalfance with exating lowi of Bhe Philpsioe.

. Enhancing Company Productivily The Company sapests the Proper cire and utiization of
Cooital weailabile 1o the Compary; tuemeEng up fer werk ready 10 wonk on time ol the time, folicwing the
spprapriae break and Bnkh times, petling on with the s and perfiorming Thi job ot bt ol your
anlity, positive attitude and dedication toane's work assignments, tupearting suparvisions and these in
maragement.

. Fallawing rules on coilsmes Brd cliers reéfations and sheavi masntairing 3 professional helpdul
aktiude with futtomens,

d. Malnterance of healtth and salety of 1he office and peopie arourd you. A proper atiitude
terwards Eieanlners and props housekesping 0 the office, good health af yoursell ard ot arcoeg
e, amsiat in the securityof the offics, foliowing basle safety procedunes.

. Proper use of Company Property, adlites and security o protect campany S empioyes
asseis. Secyre handling and mainterance of Company reconds, oeep confRSENTH and protect the
Integrity of all Company operating data and information, appropriste use if @l Carrpary poupmen for
work refated purposes, properly apsount ior all Company funds naceived,

Jadi




Lewd 1 = Infractions which are miror in natune DUt which may become hasitual s chasptive 7 nat e ph iy,
eorrected, b has ng desrimental impact of the Businew Selbmiitely o the

Level 2 = Sericus oferse which causss délay n Sderabians, may pase theeat, hasm), or danger 5o aress ther Shan thote
Company progerty dndfor [hes of Indhiguih, Suthemized. Gringng of
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Lavel 3= infractions wrich will destroy the ¢ w'simage and reputeton, i Chass subisemtial o s . ¥ i ¥
tha eomaRry @nd can resulf to eritical ni-u:ﬂlﬁ-?ﬁsﬂ._. A oritieal offorse that nas campes smigea ltpaagt, Sy navtable Niaaos

ith sacuriay of the employees, the Ingegrity of Chent, the safetéy of cusbomer's information gnd the l:ﬂ”ii..-ﬂ_
wtalnifity of the business. pFrembah wthaut priar

. Tabbke of iInfracticss fming & urauthatipes:
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1. Megligenoe o
carmbmire of che
employee by |Biving The
carpuler unsttended and
18 | slsking the netwerkisa Ui 3 oy | e
| possiole mourdty viglition,
£ Ta o RECEIFT DF THE CODE OF CONDUCT AND DESCIPLINE POLCY
IE.. Tris & b2 scknawiedge that | hawe read ihe Comosny's Code of Conduet and Dhciplire and undersang
Furposely sharing that it sets forth the terms and conditions of my empioyment a4 well os the dutles and respormiblities,
el Sumpension - and obiigatiorn ol employment with the Company.,
15 Irlgrmatics o anyone in Ll 5 Diwnigal
e company or exteral ek | slse ackrowiedge thet the Comgany reserves the dght 1o revise, delete, ard add 1o the provisions of
partsny. this Code of Condisct and Ciscipine., or condition of employment @n be established by dry other
Linautherined pessession or Matement, sonduct, paficy, of prectice.
28 bringl ng out of Cormoery Level s SLSpEncn -
property, supples or 5 Dy Tt
mens.
Unauthotioed coorying of ]
MAME
lizensed software -
17 | appcation packeges eme all | Levei s Hﬁij Bl DATE E_mmﬁ 2=
0T thiat wichetes
el tual propermy rhcs.
Dipdinerome lnckeg -cut o AND HAVE READ AND :tﬂ% ENTIRE CONTENTE.
1 hacking of ancther T Suspprzon - Bismisal IMPLOVEE BIGN ATURE
employe’s e i 5 Deys 9]
ARy RET,
FRCemEnt of ompuTEr
wirc, tajan hewea, ans
15 | other daruging secvonie | Loveld r___uw!.in_... Cismaezai
files o phyyicad scorssarie D
BArwen: o worksTTions.
W1, Sawing Clause

1, Termination of ar employes shsfl sutomatically bar Rm/her from re-employment.
2. The penalty of dismiseal shall nat prejedics the right of the company 1o (niliste eeurt sction

3 This Coxie shail supersede all ocher existing pofcies, rubes, memos, and the lice, ard ol policies.
te be implemented, if the same & found 1o be ncontitent with the Cads of Conduct,
WL Appeonal
lay Slssinger




