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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 floor One Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employer”) and

T JUWOE  cesaiakr [Employee's Mamel, an individual with the address of
LT AL ChrA DEL R ) - P TALAMBME O C- rgpaueels Address|
{"Employea"),

Recitals:

A, The Employer is providing a one-week training program to the Employee 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 Employer has agreed to pay the Employee a salary for the duration of the training. D, The
Employee has agreed to the terms and conditions concerning the Pre-Employment Medical Examination
{PEME) and the submission of Employment Requirements.

Agreement:

1, Training Obligation: The Employee agrees to attend and complete the one-week training program provided by
the Employer. The training will commence on July 8, 2024 and conclude on luly 12, 2024,

2, Salary Payment: In consideration of the Employee's completion of the training, the Employer agrees to pay the
Employee a salary for the duration of the training, payable at the nearest payout schedule {15=or 30 of the
manth) upon successful completion.

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

4. Pre- employment Physical Examination [PEME): The Employee acknowledges and agrees that if th ey fail to attain
their employment with the campany up until regularization. The cost of the pre-employment examination will
be deducted from the final pay

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

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

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

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

s W wad — dwy e
\

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

Juy g 2024

THIS AGREEMENT is made on (Date) ,
BETWEEN
1 IPLOY OPC. (the "Disclosing Party); and
2 g et of (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 relzting to the training which to the extent previously, presently, or subsequently
disclosed to the Receiving Party is hereinafter referred to as "Pro prietary Information” of the

Disclosing Party
OPERATIVE PRCVISIONS

1, In consiceration of the disclosure of Proprietary Information by the Disclosing Party, the
Receiving Party vereby agrees:

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

1.2, nottodizelose any such Proprietary Information or any information derived therefrom ta
any third person,

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

1.4.  not to make any use whatsoever at any time of such Proprietary Information except to
evaluate interna ly its relationship with the Disclosing Party, and

L5, not to copy or reverse source any such Proprietary Information. The Receiving Party shall

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

r 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 informatior that the Receiving Party can document

4.1.  isor bezomes (through ne improper action or inaction by the Receiving Party or any
affiliate, agent, consultant or employee) generally available to the public, or

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

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

2.4, was independently developed without use of any Froprietary 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 Immediztely 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 dacument, it shall be destroyed or erased, as appropriate.

4, The Receiving Party understands that nothing herein

4.1 requires the disclosure of any Proprietary Information or

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

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

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

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights uncer this Agreement without the consent of the other Party. This Agreement may not
be amended fo- any ather reasen 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 mzy 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 mare than one country, the country in which its
headquarters a-e located) (the "Territory”) and the parties agree to submit disputes arising out of or

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

IPLOY OPC Receiving Party
WE LD ER
By: Onboarding Specialist By: Hew &
'?\", z =t kel
Mame: Jade Lenizo Mata MName: e

Title: Onboarding Specialist Title: S &

LT W ChfE DE- s

Address: #35 Salvador Extension Labangon Address; - Wi 7 TMRmL . C
bu Ci

Date: 'l.i'n-lr ¢, 0 Data: Iy 8 s
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INSTRICTIONS:
1
2. Plezse PRINT leglbly,
3.

{Fur HR use only|
EMPLOYER HUMBER

_Iujq' 9, 2024

PERSONAL DATA SHEET

Answer the questions completely and hanestly in the spaces provided,

DO NOT LEAVE ANY SPACE BLANK. Wiite “n/a”, “not appllcabile”™ or “none”
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Purssant fo: fa) indigencus Pecple'r Act (R4 83716, (b Magoo Cavta for Dlrobled Persans (RA 7277); and Sala Parents Weilfare Act 2000 (24 2972)
pleoge arswsr Bae folloding lhems:
| #ure you a marrber of any Indigenous group? = _'ﬂs B T?f'gu : I i'r-,m, please spr:i:la
Do you identify as differently-abled? 0 yes P'f__i'\gg]__ ¥ yes, please specily:
Are you & solo sarent? Ll Yes [~ MO | if yos, please specity;

PART 8 Character Refe ;

Give o, mddrass, amd ftiagfone aumbers of three (1) persans wihs kiov pow ather than those yow have worked with,

ey, !E;IE i ADDRESS TEL: NO.
[ Wi Bhatess 1 Tramebe T ALT22 0 3A
2 Frukeuas YR I o= _gj'j'_!}"'i 2907
37 Al Tk [ TR S N 15 2153
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Busingss Park, Cobu Clty 8008 0 ACCT = Sih Fioor, Syala Canisr Ciby Towar, Cate Busiings Prirk, Cebe Ciy,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

L M Swoh  ceuizd hereby authorize |ploy Inc. and/for it's representatives to
make inveszigation 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
inforrmation which may be material to my qualifications for employment. A telephone facsimile
(fa), scanred copy or xerographlc copy of this consent shall be considered as valid as the original
consent.

| hereby cotsent to the Company's verifying all the information | have provided on my application
form. | ako agree to execute as a condition of employment or 3 condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agr=e to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed,

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

any and all Zlaims of llability or damage due to sither the procurement or the true and accurate
disclosure of such records or information.

Applicant Name: Fhawt  Jubk CWA
Present Addrass: L‘TT v oda DEL ‘il.,lbf.!y\t (AT >3 TRUAMEAN e

Social Security Number: &6 'blﬁ‘l-l-l_ 13 % Date of Birth: JWE 13 | VAD

signature: /KCMPL
Date: -M\ @ i B bedh
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SIGN-ON BONUS POLICY

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

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

s Aregular employee

* Mo resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status
Must not be on Floating, AWOL, Terminated and EQC status or other forms of
separation

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

Releasing of Sign-0On Bonus:

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

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

Acknowledgment

| hereby ac<nowledge that | have re
of the {25K) sign-on bonus po

Signature Over Printed Name/Date \
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UNDERTAKING

& iPloy

Thizs dozument verifies that | have read the policy listed below and have discussed any
guestioas with the Onboarding Specialist / Supervisor/Manager, | have been informed
that my Supervisor/Manager has a copy of this pelicy and it is also available on the
HRWeb | can refer ta it any time:

2olicy Title : Dress Code Policy
1evision No : 01
iHffective Date ‘June 13, 2022

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

incorpo-ated herek) of this

MNoted:

CovI T

Employea Name and Signature

'W_ >
/ e
"0

"'r"u.iu" (L WAL

Onboarding Specialist Name and Signature

B w024

Date

Swy 8, 20

Date




iPloy Gift Policy

The aim of t1is policy is to establish a uniformity relating to the acceptance of gifts, including gratuities
and rewards. This policy applies to employees of the company, Employees include all permanent, part-
time, temporary and probationary status.

“Gift" mean: any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is not exchanged. Payments for travel, entertalnment and
food are alse considered as gifts.

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

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

a. 1% Irstance — Written Warming
b. 2™ |nstance- Final Written Warning
. 3" iInstance- Dismissal

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

Employee A-knowledgement

| have read, understand and agree to comply with the foregoing policies, rules and conditions governing
the Ploy GIf: Palicy.

Mama: W “IM ﬁfﬁﬂ Vg
Signature: m - dw"'? % wne

N




iPloy Social Media Policy

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

All employees should be aware that iPloy regularly monitors the internet and social media about its work
and ta keep sbreast of general internet commentary, brand presence and industry,‘customer percaptions,
iPloy does nat specifically meonitor social media sites for employee content on an ongoing basis, however
employees thould not expect privacy n this regard. (Ploy reserves the right to utilize for disciplinary
purposes ary information that could have a negative effect on the company or its employees, which
management comes across in regular internet monitoring, or is brought to the erganization’s attention by
employees, :ustomers, members of the public, ete,

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

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

#  Pub ishing any confidential or business-sensitive Information about IPloy;

« Pub ishing material that might reasonably be expected to have the effect of damaging the
repLtation or professional standing of the company.

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

& Be sware of your association with the company when using online social networks. You must
alwiys identify yourself and your roke if you mention or comment on the company. Where you
idertify yourself as an employes, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients, You must write in the first person and
state clearly that the views expressed are your own and not those of IPloy, Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
your opinion, and not necessarlly the opinions of the company.

+ You are personally responsible for what you post or publish on social media sites. Where it is
four d that any information breaches any policy, such as breaching confidentiality or bringing the
company into disreputs, you may face disciplinary action up to and including dismissal.




= Beaware of data protection rules — you must not post colleagues’ details or pictures without their
individual permission. Employees must nat provide or use their company password in response
to amy Internet request for a password.

s Matzrial in which the company has a proprietary interest — such as software, products,
documentation or other internal information — must not be transmitted, sold or otherwise
dividged, unless the company has already released the information into the public domain. Any
departure fram 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
orir conflict with the company's website, Make sure the views and opinions you express are your
oW

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

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

s |f yeu make a mistake, be the first to paint it out and correct it quickly. You may factually point
out nisrepresentations, but do not create an argument,

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

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

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

= RegJlary review your privacy settings on social media platforms to ensure they provide you with
suff cient personal protection and limit access by cthers;

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




e At al times respect copyright and intellectual property rights of information you encounter on
the imternet, This may reguire obtaining appropriate permission to make use of information. You
must always give proper credit to the source of the infarmation used,

Specific Mamagerial Responsibilities

By their positicn, 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 compan="s opinions or positions even where disclaimers ane used. Managers should err on the side of
caution and should assume that their teams will read what is written. & public online forum is not the
place to com municate company policies, strategies or opinions to employees.,

Enforcement [ Progression

MNon-compllance with the general principles and conditions of this soclal medla policy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal,
This policy is not exhaustive, In situations that are not expressly governed by this policy, you must ensure
that your Lse of social media and the intermet is always appropriate and comsistent with your
responsibilites towards the company. In case of any doubt, you should consult with your manager.

Infractions far this policy is tagged under Level 2 offense and follow these progression;

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

Employes A:zknowledgement

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

Mame: _Fran2 w4 WA

Signature: />( WU Date: c:§‘~”‘-*-f g e




a ~

s ot @IPIO

Pens mdnnes Aol b Buvmen Fark. L "-'-'--'l
Cirty by 500

Jate ; February 22, 2018

To s ALL EMPLOYEES CONCERNED

“rom . Human Resources

Thru : ODperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. JBIECTIVE

1.1 In conformity with Republic Act No. 8504 otherwise known as the Philippine
ALDS Prevention and Control Act of 1998 which recagnizes workplace-based
programs @s a potent tool in addressing HIVAIDS as an intermational
pandermic problem, this company policy s hereby lssued far the infarmation
and guidance of the employees in the diagnosis, treatment and prevention of
HIV/AIDS in the workplace,

L.2. This policy s alsa aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers' right against discrimination and confidentiality is
maintained.

2. COVERAGE

11 This Program shall apply to all employees regardless of their employmen!
shatus

3, MPLEMENTING STRUCTURE

1.1, lploy Inc. HIV/AIDS Program shall be managed by its health and safety
committes consists of representatives from the different divisions and
departments

4. POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
411 What is HIV/AIDS?
4111 It 5 @ disease coused by a wirws called HIV  (Human
Immunodeficiency Virus|, This wrus stowly weakens a- person’s
ability to fight oft other diseases by attaching itsell to and

destroying important cells that control ant support the human
immune system

1/‘“@/34&

4.1.2. How HIV/AIDS is transmitted

4121 Unprotected sew with an HIV infected person; S"J
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4.1.2.2. From an infected mother to her child (dunng pregnancy, -at
birth through breast feeding):
4,123, Intravenous drug use with contaminated needles;

4.1.2.4.  Transfusion with inlected blood and blood products, and

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

A.1.3. lsthere acure?

4131 No However, therg are antiretroviral drug combanations that
are available when properly used, result i prolonged aurvival of
people with HIV Haolistic care of people lwing with HIV-AIDS and
comprehensive  treatment  of  opportunistic  infections  alsa
dramatically improve quality of hife

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

Fhe Medical Clinic of iploy Inc_in coordingtion with the Health and
Safaty Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the onentation of newly hired
employees. The standardaed information package developed by the
Department of Labor and Employment [DOLE) may be used for this
FILFRICIGE,

5.1.1.2  How willit be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures, counselling and training  and
information on adherence to standard or universal precautions in the
workplace

5.1.2. 5creening, Diagnosis, Treatment and Relerral to Health Care Services

5.1.21. Screering for HIV as a prerequisite to employment is not
mandatary.

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

1 -'.'?ﬂ/u-l
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51.23 The company shall establish a referral system and provide
access to disgnostc and treatment services for its workers. Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company's medical clinic statf

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

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

6.1.1. Discrimination i any  form  from  pre-employment  to  post-
employment, including hiring, promotion or assignment, termination of
employment based on the actual, percaived or suspected HIV status of
an individual is prahibited.

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

6.1.3. Discriminatory act dene by an officer or an employee against their
co-officer or co-emplayee shall lkewise be penalized

6.2, Confidentiality/Non-Disclosure Polcy

B.2.1. Access to personal data relating 10 a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of RA
#8504 and the ILO Code of Practice.

6.2.2. lob applicants and workers shall not be compelled to disclose their
HIV/AIDS status and other refated medical infermation.

6.2.3. Co-employeas shall not be obliged to reveal any personal informatian
relating to the HIV/AIDS status of fellow workers

6.3, Work-Accommadation and Arrangemant

531 The company shall take measures 10 reasonably accommodate
employees with AIDS related linesses

6.3.2. Agreements made between the company and employee’s
representatives shall reflect measures that will support workers with
HIV/AIDS through Fexible leave arrangements, rescheduling of working
time and arrangement for returm to work

4
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7, ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer’s Respansibilities

711 The Company, together with employessy labor organizations, company
focal personnel for human resources, safety and health parsonned shall
develop, Implement, monitor and evaluate the workplace policy and
program on HIV/AIDS

7.1.2. Provide information, education and training on HWVAAIDS for its
workforce,

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

714, Ensure confidentiality ol the health status of s employees and the
access to medical records is limitad to autharized personnel,

7.1.5. The Company, through ity Human Resources Department, shall see to
it that their company policy and program s adequately funded and made
known Lo all employess,

7.1.6, The Health and Safety Committes, together with employees) labor
arganizations shall jointly review the policy and program and continue to
Improve these by networking with government and  organizations
promating HIV prevention

7.2, Employess’ Responsibilities

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

722 Employees shall practice non-discriminatory acts against co-employess,

7.2.3. Employees and their organization shall nol have access to persannel
data relating 1o a worker's HIV status

724, Employess shall comply with universal precaution and preventive
measures.
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B IMPLEMENTATION AND MONITORING

8.1. The Safety and Health Committes of its counterpart shall periodically monitor
and evaluate the implementation of this Policy and Program

9. EFFECTIVITY

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

i
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Date ! January 1, 2018
T P ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
“ubject ¢ WORKPLACE POLICY AND PROGHAM ON TUBERCULDSES (TB) PREVENTION
AND CONTROL
OBJECTIVE

1.1.To assist the government in its campaign against Tuberculosis {TB) in compliance
with the Department of Labor and Employment's Department Order Mo, 73-05,
serips of 2005 = Guidalines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace

1.2 To provide initiatives to prevent the outbreak and spread of tuberculasis in the
workplace, and to treat, care, and suppart employess who become affiicted with
tuberculosis

COVERAGE

£.1. This Program shall apply to all employees repardiess of thelr employment skatus

FOLICY STATEMENT

31.The company seeks the prevention of the spread of twberculoss, as well as the
treatment, rehabditation, and restoration 1o work of employees who contract
this disease, To achieve this goal, all employees are strictly mandated (o undergo
an annual physical examination with the requisite chest x-ray

3 2.Als0, in line with this, a TB awareness program shall be undertaken through
infarmation dissemination, which shall include (ts nature, frequency {octurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TB in the
workplace. This shall be kandled by the Office of Health Services {Infirmary) o
the partner health provider of IFLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company’s accredited
health provider

33.The DOTS is a comprehensive strategy to control TR, and s composed ol Tive
components, which are:

331 Political will ar commitment to enduring sustained and quallty TB
treatment and control activities;

3.3.2. Case detection by sputum-smedr microscopy among  symptomatic
pathents,
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333, Standard short-course chemaotherapy using regimens of B 1o 8 months for
all confirmed active TR casec {(Le , smear positive or those validated by the
TR Diagnostic Committee) Complete drog taking through direct
phaservation by a designated (reatment partner, during the whaole course of
the treatment regimen;

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

335 Astandard recording and reporting system that al'ows assessment of case
finding and treatment outcomes lar each patbent and of tuberculosis control
program’'s perfermance overall

3 4. Employees must be given proper information on ways of strengthening their
immune responses against T infection, Le,; information on good nutrition,
adeguate rest, avoldance of tebacco and alcahol, and good persondl byglenea
practices.  However, it should be underscored that intensive afforts in the
prevantion of the spread of the disease must be geared towards accurate
information on its etiology and complete performance overall

35 Improving workplace conditions

351 To ensure thal contaminatian from TB airborne particles is controlled,
workplaces must provide adequate and appropriote ventilation (DOLE-
Occupational Safety and Health Standards, O5HS, Rule 1076.01) and there
shall be adequate sanitary facilites for workers.

31.52. The number of employess in 3 work area shall not excesd the reguired
number for a specified area and shall observe the standard for space
requirement. (O5HS Rule 1062)

36, Capability building on TB awareness raising and training on TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnet or the occupational safety and health
committes,

3.7.50cial Policies:

31.7.1. Mon-discrimination: Employees who have or had TB shall not be
discriminated against.  Instead, they shall be supported with adeguate
diagnosis and treatment, and shall be antitled to work for as long as they are
certified by the Company's accredited health provider as medically fit and
shali be rastored to work as soon as their liness is controfled,

372, Work Accommaodation: Through agreements made between the
management and the employess, work accommodation measures o
support employees with TB s encouraged through flexible leave
arrangements, rescheduling of working times, and arrangements for retum
1o work

vihe. K
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3.7.3. Restoration to Wark: The empioyes may ba allowed to return to work
with reasomable working arrangements as determined by the Company's
Health Care Frovider and/or the DOTS provider

= B.Employee Responsibility

3.8.1. Employess who have symploms af TA shall immediately seek assistance
from the Company's Health Services Provider

3811 An employes who has the symptoms of TB is required ta initially
wear a Tace mask (espedially while inside the office) and observe good
hygiene practices, al least until declared by a competent medical
practitioner to be safe fram transmission.

3812 Similarly, for those at risk, e, those with family membears with TR
or those exposed 1o g co-amploves with TB, it would be prudent to
observe the same good hygiene practices until declared free from the
disease and sale from transmission

382 Once diagnosed to be with TBE emplovees shall immediastely seek
treatment either through the Department of Health’s DOTS or a private
physician of the employee’s choice. However, It s imperative that the one
strictly adheres to the course of treatment, Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the falure of treatment, which may make it harder to treat the infection and
result In a longer absence

3.8.2.1.  An absence from work due to medical reasons of over six 6]
manths may resutt in the termination of one’s employment as
provided for by the Labar Code of the Philippines under Art. 284 -
Disease as Ground for Termination.

3.83. Employees are reguired 1o undergo an annual compulsory chast X-ray
through the Annual Physical Examination  If for any reason an employes
fails to secure a chest x-ray at that time, hefihe shiall be directed 1o secure a
chiest x-ray at an accredited clinle by hisfher respective Inlirmarny/Health
Services.

2.5.The Company shall ensure that any TB ocourrence i the workplace is traced and
that all contacts are clinically assessed, as much as feasible.

0. an employee afflicted with TB, who has voluntanly undergone the
treatment and rehabilitation program [DOTS) prescribed, and who is finally
declared 1o be in a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physician,

L1

11. Employees (those afflicted with the dwease or those identified under
contact tracing) who refuse to cooperate and dutifully observe lawful

7/ /
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instructions (undergo 4 madical check-up andfor treatment|, may. be subject ta
disciplinary action procesdings lof insubordination (the panalty of which ridy
range up to the termination of one’ s employment |

4, PROCEDURE

4.1.The respective Health Services of the Company [and/or the contracted Health
Services Provider] shall coordinate with the Occupational Safety and Health
Center who shall provide preventiwe and  techrmical  assistance s the
Implementation of the Warkolace TB Contral and Management Program

4. 2.An employes whn undergoes the Annual Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded to company clinic/HREL,
Employaes who fail to undergo the requisite annual chest x-ray shall be directed
to secure one at an accredited cline or by hisfher preferred Infirmary/Health
Seryicos,

4.2.1. Those with medical hndings shall be required Lo undergo Turther medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted to company chinig/HRE and  his/her respective
Infirmary,/Health Services

4.232. The employee shall then coordinate with compary clinle/HRD and his/her
respective Infirmary/Health Services for the next steps.

4.3.An employes who Is suspected to be aflicted with TB, whether as a direct suspect
of by contact tracing, shall cooperate Tully  with  hisfher  respective
Infirmary/Health Senvices (and/or the contracted Health Services provider). o
the emploves tests positive for TB, the employee shall undergo the DOTS
program o its completion

4.4.11 the employee needs to undergo a leave of absence to recuperate, hafshe will
be allowed to use the approprate leave before hefshe may requesi o be
permitted to go on a Leave of Absence without Pay (LOAJ.

441 The employes shall observe the requisite procedure in applying tor a
leave

44.2 The Unit concerned shall ensure that (he requisite procedures are
observed by the-empioyes and that the company clinic is duly informed

4.5 An employee may be allowed to go on a medical leave of absance (withaut pay)
far a maximum petiod of six (6) months. The concerned employee shall submit
an application for a leave of absence belore going on leave  Said feave
application shall be subject to approval at the sole discretion al the Company
hanagement.

4.5.1. The same procedures under 4 2.1 to 4 2.2 shall be abserved

1/eq fon



L]
-
e iPloy
LELL) L " g

Franasarty ol (ot Beinesy Fark,
Cius iy 6000

4.6 After treatment, with a miximum period of six (6) months o lEave (without pay),
an emplayes fourd (o be cured G in a non-communicable stage of TB may be
aliwed back to work, provided thar the employee’s health shall continus (o be
manitored during the annual physical examination with the requisite chest x-ray
or as may be deemed necessary by the Unit Health Services (Infirmary) or
contracted Health Serwces provider

4.7.The amployee returning (o work shall be required by the Management to secure
a medical clearance from a medical doctor chosen by the Company before baing
allowed to return to work

4.8 The HRD will initiate disciplinary proceedings against any employee found 1o have
discontinued treatment in deliance of medical advice, or who refuses to undergo
the Tull treatment course prescribed.  Likewise, employees who are ordered to
undergo a check-up due to contact tracimg but refuse to do so witl also face
disciplinary action proceedings. In both cases, the masimum sanction applcable
for iInsubordination will be the termination of one’s employment, i it 15 deemed
warranted.

5 INPLEMENTATION AND MONITOHRING

5.1.The safety and Health Committes or its counterpart shall periodically monitor and
evaluate the implementation of this Palicy and Program.

6, EFFECTIVITY

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

] " d
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Date : February 24, 2018

To s ALL EMPLOYEES CONCERNED
From : Human Resources

Thru s Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS 8

1. OBJECTIVE

1.1Iploy Inc. Is committed to conform o the established standards assurance of
custamer satisfaction, protection of our environment and health and safety in
the workplaces

1.2.The company promates and ensures & heaithy environment through its various
health programs to safeguard its pmployees. And as part ol the company's
compliance to DOLE Department Advisory No, 05, Senes of 2010 (Gudelines for
the Implementation of a Workplace Policy and Frogram on Hepatitls B), this
Program has been develpped. This program (s almed Lo address the stigma
attached to hepatitis B and to ensure that the employess’ right against
discrimination and conflidentiality s maintained

1.3.This guideline s formulated for everybody’s information and reference for the
diagnosis, treatment, and prevention of Hepatitis B, This will inform the
employeses of thelr role a5 well a5 the company in dealing with Hepatitis B, A
heafthy environment encompasses a good working relationship and great output
for continuous business growth,
2. COVERAGE
2.1.This Program shall apply o all employees regardiess of their employment status.
3. POLICY STATEMENT
A1 Implementing Strocture
3.1.1. lploy Inc. Hepatitis B workplace policy and program shall be managed by
its health and safety commitiee, Each division or department of the
Company shall be duly represent gd

3.}, Guidelines

31.2.1. Education

ﬂ/ﬂi/“i

E o B Hepatitis 8 shall bie conducted through distribution and posting of
IEC materials and courselling and) or lectures; and
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3212 Hepatitis B education shall be spearbeaded by Iploy Inc. Medcal
Clinic i close coordination with the health and safety committes

3.2.2. Preventive Strategies

3221 Al employees are encouraged to be immunized against Hepatitis
B after securmg clearince from ther phydidian

3222 Workplace sanitation and proper waste managemant and disposal
shall be monitored by the health and safety commitiee on a regutar
basis,

1323, Personal protective equipment shall be made avaitable at all bimes
for all employess; and

E e e . Empioyess will be given training and isformation on adherence o
standards or unwersal precautions in (he workplace,

4. SBCIAL POLICY
4.1.1.1. Non-discriminatory Policy and Practiced

4.1.1.1.1. There shall be no discnmination of any form against
employees an the basis of ther Hepatitis B status consistent with
the international agreements an non-discriminatian ratified by
the Philippines (ILO C111), Employess shall not be discriminatad
against, from pre to post employment, including hiring,
promoticn, or assgrment because of ther hepatins B status.

41112, Waorkplace management of sick pmployess shall not differ
fram that ol any ather Hness. Persaons with Hepatitis B related
ilinasses may work for 05 long as thoy are medically it Lo work,

41123  Conhdentiaiity

41121 Job anplicants and employees shall not be competied 1o
distlose thelr Hepatitis B status and other related miedical
information. Co-employees shall not be obliged to reveal any
personal information about their fellow employees. Access 1o
personal data relating to emploves’s Hepatitis B status shall be
bound by the rules an confidentiality and shall be strictly limited
to medical personned or T legally required.

4113 Work-Accommodation and Arrangemer]
41131 The company shall take measures to reasonally

prcommaodate t-.mplw,lpe.r. whiy are Hepatitss B positive or with
Hepatiti B - related illnésses.

5"'-/“6/-:-4
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413132 Through agreements made betwess management and
employees’ representative, measures to support employees with
Hepatitis B are encouraged 1o work through fexible feave
arrangements, rescheduling of working time and arrangement lor
return (o work,

4114, Screening. Diagnosis, Treatment and Referral to Health Care
Services

4.1.1.4.1. The comparny shall establish a referral system and provide
access to diagnostlc and treatment services for its employess for
appropriate medical evaluation/ monitoring and management.

4.114.2. Adherence ta the guidetines lor heatthcare providers on
the ewaluation of Hepatitis B positive employees i highly
encauraged.

41143 screening for Hepatits B ac a prerequisite to emplayment
shall not be mandatory,

4115  Compensation

4.1.1.5.1 The company shall provide access to Social Security
Systemn and Employees Compensation banefits under PD 626 1o
an employee contracted with Hepatitis B infection in the
performance of his duty

5. AO0LES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
51.1.1 Empioyer’s Responsibilities

51111 Management, together with employees’ organizations,
company focal personnel for human resources, and safety and
health personnal shall develop, implement, monitor and evaluate
the workplace policy and pragram on Hepatitis B.

51113 The Health and Salety Committee shall ensure that their
company policy and program s adequately funded and made
known 1o all employess.

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

5.1.1.1.4 Managemen! shall provide information, education and
traiming on  Hepatitis B for 158 workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; (f not avallable within the establishment, then
provide access bo information.
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5.1.1.1.5. The company shall ensure non-discriminateny practices in
the workplace.

5.11.1.6. The management together with the company focal
personnel for human resources and safety and health shall
prewvide appropriate personal protective equipment to prevent
Hepatitis B exposure, especially for employess exposed to
potertially contaminated blood or bady fluid.

51117 The Health and Safety Committee, together with the
employees’ organizations shall jointly review the policy and
program for effectiveness and conlinug 1o improve these by
networking with government and organizations promating
Hepatitis B prévention

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

5.1.1.1.9 The human resources shall ensure that aceess to medical
recoids is limited (o authorized personnel.

5:1.1.2 Employees Responsibilities

51121 The employses’ arganization is reguired to undertake an

active role In educating and training their members on Hepatitis

B preveption and control The IEC program must alse aim at

promoting and practicing a healihy lifestyle with emphasis an

avoiding high rizk behavior and other risk factors that

expose employees to increased risk of Hepatitis B

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

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

personnel data relating to an employes’s Hepatitis B status. The
rules of confidentiality shall apply in carrying oot union and
organization functions.

51123 Employees and their organizations shall not have sccess o \
L
>
51124 Employees shall comply with the universal precaution and
the preventive measures. 8
51125, Employees with Hepatitis B may inform the health care
provider or the company physician on their Hepalitis B status,
that is, if their work activities may increase the risk of Hepatitis B
infection and transmission or pul the Hepatitls B positive at risk
far aggravation,
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6. IMPLEMENTATION AND MONITORING
6.1, Within the establishment, the implementation of the policy and orogram shall bie
monitored and evaluated percodically, The safety and health committes or (s
counterpart shall be tasked for this purpose

7. EFFECTIVITY

7.1.This Policy shall take place effective immediately and shall be made krown to
avery employee

Vit |
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[eite lanuary 1, 2018

To CALL EMPLOYEES CONCERNED
Fram : Human Resources

Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

. DBIECTIVE

1 1. In compliance with Articie V of Republic Act Mo, 9165, otherwise known as
the Comprehensive Dangerows Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Noo 5303, seres of 2003
(Guidelines for the jmplementation of & Drug-free Workplace Poloes and
Programs for the Private Sector), Iploy Inc hereby adopts the lollowing
policies and programs to achieve a drug: free workplace,

12 Company policy 15 16 maintain g workplace free af llegal drugs. To eénsure
that the objectives of the company’s corporate palicy are met, the company
is Implementing this drug-free program. The program will have the following
olements:

. COVERAGE

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

POLICY STATEMENT

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

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

33 Possession, use, sollcitation for, or sale ol dangerous drugs away from the
company premises, if such activity or invelvement adversely affects the
emploves's work performance, the safety of the employee or of others, or
puts at risk the company's reputation

34 The presence of any detectabie amount of dangerous drugs in the
employee's system while at work, while an the premises of the company, or
while on company business. "Dangerous Drugs” (nclude those listed In the
Schedules annesed to the 1961 Smgle Convention on Marcotic Orugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1571

ot /“9 /?—q
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of R.A, 9165

4. MANDATORY DRUG TEST

4.1, Te ensure that only those gualified shall be screened and recruited to prevent
the detrimental effects (e.g lower productivty; poor decision making;
increased accidents; more compensation cloms; and reduced teom effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatary drug test shall be required for pré-employment

4.2, Iplay 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 also conduct drug testing under any of the following
CiFEumstances:

4,31, RANDOM TESTING: Officer/employess may be selectad at random for
drug testing at any Interval determined by the Company.

4.3.2. FOR-CAUSE TESTING: The company may ask an officerfemployee to
submil to a drug test at any ume it feels that the employes may be under
the influence of drups, including: but not limited to, the following
circumstances: evidence of drugs on ar about the employee's person or
in the employee's vicinity, unusual conduct on the employee's part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absentesism or tardiness.

4.3.3. POST-ACCIDENT TESTING: Any officer/employes involved in @ "Near-
Miss” incident or "Work Accident” wnder circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test,
Az defined herain, “Near-Miss™ means an incident arising from or in the
course of work which could have led to injuries ot fatalities of the
workers andfor considerable damage to the employer had It not been
curtailed.  *Wark Accidemt” refers to unplanned or  unexpected
prourrence that may o may not result in personal injury, property
damage, work stoppage or interference or any combination thereol of
which arises out of and in the course of employment.

434, Al drug tests shall emplay, among athers, two (2] testing metheds, the
screening test which will determing the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening test. Where the confirmatory test 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 employes

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

4.3.6, Al costs of drug testing shall be borne by Ipioy Inc.

5. TREATMENT, REHABILITATION, AND REFERRAL

21

54,

. an officerfemployves who, for the first time, s found positive of drug use,

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

. Following rehabilitation, the company's Assessment Team, in consultation

with the head of the rehabllitation center, shall evaluate the status of the
drug dependent employes and recommend to the emplover the resumption
af the employee's job if he/she poses no serious danger to his/her co-
employees and/or the workplace

Al costs for the treatment and rehabilitation of the drug dependent

employee shall be charged to his account. The period during which the
employes s 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 dismizaal.

6. ADVOCACY, EDUCATION AND TRAINING

LB

b.2

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

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

. Al officers and employees are required to undergo an orientation/education

program before assumption ol their respective duties. The program shall
include the following topics:

6.2.1. Sallent features of R.A, 9165;

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

lo encourage all officers and employees (o fead a heatthy lifestyle while at
waork and at home, Iploy Inc, undertakes to conduct the following activities as
often as possible;

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

£.3.2. Health welliness screenings |eg. blood pressure ond heart rofe,
cholesterol rest, blood glucase, etc.);

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

6.3.4. Other activities promoting health and wellness,

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

71

7.2,

73

,Ipioy Inc. shall ensure that the workplace polices and programs on the

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

Iploy Inc. shall maintain the confidentiality of all information refating to drug
tests or to the identification of drug users in the workplace; exceptions may
be made anly where required by faw, in case of overriding public health and
safety concerns; or where such exceptions have been authorized in writing by
the person concerned.

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

8. CONSEQUENCES OF POLICY VIOLATIONS

g1,

8.2

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

any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 ol
Book VI of the Labor Code and under RA 9165

@/‘3 Aq
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9. MPLEMENTATION AND MONITORING

9.1.1. The implementation of these polices and programs shall be manitored
and evaluated penodecatly by management to ensure a3 drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with 0.0, 53-03

10. EFFECTIVITY

10,1 This Policy shall take place effective immediately and shall be made
known to every employes

11. ATTACHEMENT

111 Drug-Free Waorkplace Palicy and Program Acknowledgement

.';IIJ?I L'H f
Prepared by: Jo Hé ; ; Lgle_qi;;
Human Resources

-

¢
Revewed by A!frngF‘ Cdtmarillo Jr

et

Director of Operytions
ot ppe

Approved by: Yisroel ¥. Gissinger
CED
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Druz-Free Workplace Program Acknowledgement

| heseby acknowledige that | have received and read Iploy Inc. Drug-Free Warkplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and 3 list of
locadl Employee Assistance Program providers or local drog and alcohol treatment
programs, | have had an opportunity to have all aspects of this material fully explained. 1
glse understand that | must abide by the Program as a candition of initial andfor
corrinued employment, and any violation rsay result in disciplinary action up to and
including termination.

| als3 understand that during my employment | may be required 1o submit to tasting for
the aresence of drugs or alcohol in my body. | understand that subimission to such Lesting
s a zondition of employment with [Company], and disciplinary action up to and including
termination may result if;

1) I refuse to consent 1o tesling

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

k]| I refuse to authorize release of the test results to the company

4) The tests establish a violatien of [Company|’s Drug-Free Workplace Policy

5) | atherwise vialate the palicy

I'als> recognize that the Drug-Free Workplace Policy and related documents are not
interded to constitute a contract between Iploy Inc. and me.

The undersigned lurther states that hefshe has read and understands the above
acknawledgement and signs balow of hisfher awn Iree will

M dwy LR Y|

SIGRATURE DATE

WITNESS DATE
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Date :January 1, 2018

Ta :ALL EMPLOYEES CONCERNFED

From : Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POUICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1

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

2, COVERAGE
2.1. This Program shall apply to all employees regardless af their employment
status.
3. POLICY STATEMENT
1.1 Iploy Inc. believes that employees should be afforded the cpportunity to work

3.2

13

14,

In an environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines the employment relationship. Mo employes,
either male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual overtures or conduct

Sexual harassment refers to behavior that is not weltome, that is parsonally
offensive, debilitates morale  and, therefore, interferes  with  work
effectiveness. Such behavior may be in the form of unwanted prhysical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
oriented conduct which ks offensive or obiectionable to the recipient.
including, but not limited to; epithets, derogatory or sugpestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings

Iploy Inc. will nol tolerate any behavior that amounts to sexual harassment
and any officer or employee found to have commilted sexual Harassment
shall be subjected to disciplinary action, up 1o 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 R.A. 7877 It provides that sexual
harassment in woarkplace is committed by an employer, employee, manager,

supervizor, agent of the emplover, or any other person wh, having autherity,
influence or moral ascendancy aver another in a work emdrornment, demanis,
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requires or otherwise reguires any sexual favor from the other, regardiess of
whether the demand, requests or reguirernent Tor submission is sccepted by
the object of sald Act

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

341, The sexual favor 15 made as a condition in the hiring or in the
employment, re-employment, or continued employment of  said
individual, or in granting said individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal 1o grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish  employment
opportunities or otherwise adversely affect said employes;

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

343, the above acts would result in an intimidating, hostile, or olfensive
anvironment for the employee.

3.5 WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be committed in any work or training envirenment, It
may include, but are not imited to the following:

351 Inor outside the office butlding or traiming site;

3.5.2. atoffice or training-related social functions;

3.5.3. inthe course of work assignments cutside the office;

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

1.6, FORMS OF SEXLIAL HARASSMENT
Sexual harassment may be committed In any of the following forms:

3.6.1. Owvert sexual advances;

3.6.2, Unwelcome ar improper gestures of affection;

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

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

ot /of /2
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WHAT 15 NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature. It refers to behavior that (s not welcome, that s
persanally offensive, that debilitates morale, and that, therefore, Interferes
with work effectivoness.

EMPLOYER'S RESPONSIBILITY

iploy Inc, undertakes to prowvide it officers and employees a work
environment free of sexual harassment by management personngel, by co-
workers and by others with whom officers and employess must interact in
the course of their employment in Iploy Inc. Sexual harassment s specifically
prohibited as unlawful and as a violation of company pelicy. The company is
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexwal harassment,

4, PROCEDURE

4.1

4.2

. COMPLAINT PROCEDURE

411, Any officer or employes, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iploy Ino
managerment or ownership, Al allegations of sexual harassment will be
quickly Investipated. To the extent possibie, the (dentity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
outcome of the investigation

4.1.2. A Committes on Decorum and Investigation shall be constituted and
shall be composed of the management and the smployees’
representative to receive complaints, investigate and hear sexual
harassment cases The Committes shall develop its own rules in the
settlement and disposition of sesual harassmen! cases, The Committes
shall also develop and implement programs to Increase understanding
and awareness about sexual harassmen,

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

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

o/

o
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4.3, WRITTEN POLICY

4.3.1. All officers and emplayees of Iploy Inc. shall receive a copy of the
company’s sexual harassment palicy wpon 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
iploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
maodified policy

5. CONFIDENTIALITY

5.1 At the commencement of the investigation procedure at the Commitiee,
starting from the {iling 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 nghts of the
partigs, especially the innocent ones, are protected. At the same fime,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all Information gathered through the Investigation process
confidential al all times, even after the conclusion of the investigation proper,

6. EFFECTMVITY

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

Prepared by:

Human Resources

-~

Revewed by, Mliredo P, Eamarilio Ir,
Dilgctor 9f Operations

Approved by: Yisroel Y. Gissinger
CED

> a5
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submritted by:

Yisroel Y, Gissinger
CEQ

m/q/ﬁy
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DATE I April 3, 2018
To 8 ALL EMPLOYEES
FROM HUNMAN RESOURCES DEPARTMENT
THRL OPERATIONS MANAGEMERNT
SURIECT MEMO: RESTROOM GUIDELINES

tploy Inc. provides unisex restrooms available so that employees can use them when they nesd
to do 5o, One §s located inside the operation floor and second s i the hallway outside the
operation floor. However, those who are uncomfortable, has ssue with the unisex restraom,
we have a separate single, private restroom available lor use.

Maorecver, any employee with concern/issue in using the unisex restraam, please visit Human
Respusces office to get door access pass. Office securty, Log in-and Log out procedure shall
apply.

Furtharmore, it is essential thal all employess should comply and obsarve the restroom
atiguete!

Knock if the cubicle appears to be accupied. Don't peek under tha doars,
Lack the cubicle door when you enter
Stand close enough to the pan or urinal so vou don't wet the seat, walls ar
floor
® Flush the tollet after use and wipe off the toilet seat for the nest user
® Paper towels go in the trazh can, not on the floor or in the tailet Bowl
®wWash your hands to prevent the spread of colels and the fly
*  Please use water and paper lowels conservatively

For your information and guidance

R 2y
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Felimuar= 27, 2018

To : ALL EMPLOYLES

FROM : HUMAN RESOURCLS DEPARTMINT
THRLU ! OPERATIONS MANAGER

SUMECT r

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The follewing Is Issued to ensure the effective enforcement and strict observance of all
employess on oflice attendance and punctuality

To ensurz effective implementation and manitoring of office security

1. Ewployees are required to log in and log out
if the door is open

2. [ nployees are allowed to be
their scheduled time

3. Bags and/or personal
the production arca

4. Cnece an employee logged in and
outside until their 1* break

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

6. Pantry, recreation room and locker should he closed at all times, employees must use
their RF D to accoss these rooms

1. hotailgating

B. Employee ID and RE ID should be worn at
employee

9. hocemployees are allowed ta stay in the waiting area for applicant.

10, Employees wha left/last their 1Ds will get temporary ID from HR and will be dealt with
azcarding to our code of conduct and discipline.

11. S.ibmit self to magnetic wand scanning with the security personnel

12, Cnly water in a clear container is allo

using the biometric and the RF ID, even
inside the office and to Log in thirty (30} minutes before
iterns should be left in the locker betore longing in/going inside

inside the production area, they can no longer go

all times, lost RF IDs will be charge to the

wed in the operation area and recreation room

For guidance and strict compliance, {

la
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Noted by

LY

Scanned by CamScanner
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[BATE ; Movember 17, 2021

TO E ALL EMPLOYEES

FROM f HUMAN RESOURCES

SUBIECT : 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 ist of rules provided below for your reference.

RULES

¢ ONE LOCKER OMLY per employee, NO sharing of lockers.

» NC storing of perishable foods/leftovers inside the locker,

*  Proper sanitation is strictly observed (E.G. No stering of unwashed contalners/mugs/utensils, ete.)
NC transferring of lockers. Transferring of lockers is subject to approval.

Checking/audit will be done fram time to time and once unassigned lockers are being used, they
wil be forced open, and the company will not be liable for padiock replacement nor
reimbursament.

*  Anv sort of action that may resuit in damage to property is strictly prohibited, This includes but is
not limited to graffiti/vandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs' knowledge or consent, etc,

= The company will not be liable for the loss or damage to any personal belongings left unattended
ant that includes, sharing of lockers, lockers without padlocks, placed on top of the lackers, etc,

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

s Forced Open Request due to lost padlock key or forgotten password/code should be submitted a
day prior and will be subject to avallability of the belt cutier,

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

*  NOLOITERING inside the locker room

*  Unassigned Lockers with cable ties should not be opened.

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

This Mema-andum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared bv: MNoted by

A N
Employee Relations Specialist

_il" 3 f_.'
Carlos Gotlong. A lo
General Manager Directo peraticns

i
I have read, understood, and agreed to comply with the foregoing e and conditions
poverning te IPloy Locker Policy.

ceMmr . gy - a 24
Employee Signaturk Over Printed Name/Date
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DATE April 3, 2018

To ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT
THRL OPERATIONS MANAGER

SUBIECT MEMO: CALL IN FOR QUT OF OFFICE

It order 1o properly monitor out of office employees, a now process 1o call infreport absence will
be implemented effective Maonday, April 9, 2018

Guidelines:

14 cases of late and/or absences, employes should report to Human Resnurces through
EMS or Call via HR hotline: 0917 709 7074
Motification should contam the fellowing information

a. Complete (real) Name

b, Department

. Team Leader

d. Callin for: {Whaole day Absant, Half-day Almeat, Late)

& Reason
FR will be the-one 1o send notification to Operations Management
Mo call in should be communicated through Team leads or any other employee. it should
be done by the emplovee or his/her refatives
hotification should be at least two (2) hours before the employes’s shift
It an employee is advised 1o rest/confined in the hospital, number of rest days as advised
by the physician should be indicated. Otherwise, employee must send notification daily
Failure to notify will be tagged as No Call, Mo Show and/or unscheduled absence and will
be dealt with according to our Cade of Conduct and Discipline

For your guidance and strict compliance.

e ?-/i/{,?
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February 18, 2020

Ta : ALL EMPLOYEES
FROM 3 OPERATIONS MANAGEMENT
SUBIECT : ATTENDANMCE BOMUS 2020

As we end the gear 2019, iPloy would like to set clear key procedures and paolicies. This memorandum serves as
reminder ta be “ollowed:

PAVROLL

1, Immaculate Attendance Bonus is for employess with perfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure ta punch in = out for
breaks will also disqualify the employes. No walvers will be glven,

2. Tardiness, Undertime and Over breaks will be deducted fram the employes's pay.

3. Employees wo tendered their resignation before the release of the Sign On Bonus (First Hall or Second Hall] will
NO langer be el gible to recelve it.

4. Employees qualified for the Sign On Bonus (First Half or Second Half] will recetve it on the 30™ of the succeeding
manth from aligibility,

5, Eligibility for the annual merit increase Is based on overall perfarmance and management discretion. Pay out is
at management’s discretion.

MEDICAL CERTIFICATE

L. When must twe medical certificaie be dated?

. 1 day absence - the medical certificate mwst be dated on the day of absence or the next day, If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately Tollows — at the latest. it
cannof be dated on the day that the agent is 1o report back 1o work,

. 2 days absence - the medical certificate must be dated on the fnitial day of absence ar the next day, 1 the
absence falls om a Thursday, the medical certificate must be dated either that Thursday or the next day — at the

latest, It cannot be dated on the Saturday that immediately follows or that Monday that the agent s to report back
o werk.

* 3 days of absence or longer - the medical certificate must be dated on the initial day of absence ar 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 Lo rest is inclusive of rest days.

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

that Is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday = the agent mist be back
o wark an Maorday.

o/ B
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o If the doctor prescribes rest, the medical certificate must include the number of days of rest, The
advice fo rest cinnot be antedated,

o There must be a fit to work date,

a The only exception to the Madical Cenificate date guidslines is if the employes has bean
hospitalized.
WACATION LEAVES

L. The company reserves the right (o approve and disapprove all vacation leave (VL) requests.

2. Employes must exactly hae thee corresponding credits for the reguest 1o be approved,
I credi: = One Day
5 cred € = Hall Day

3. Employee with perfect attendance 60 days from the requested VI date will be given priority In the approval of
leawves, This is a way of rewarding employees with perfect attendance,

4. The compan» and client have the right to disapprove leave requests and cancel approved l=aves for those
emplayees who committed unscheduled absences an the prior month and on the current month of the requested
time off includirg poor attendance records, behavioral and productivity ssues.

Moted By: Approved By:

JAY GISSINGER
HR 5w Chief Executive Officer
Director of Oparations

Z
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Date : November 17, 2021

TO t ALL EMPLOYEES

From : HUMAMN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

1. Employ2es are required to notify the HR hotline number (0917-709-7074) and/for send an email to

hr@iploy.zom at least two (2) hours before the employee’s shift (following call-in procedure) and/or
within 24 tours from the first day of absence.

2. Employ=e may use sick leave for absence due to the following reason:
* Erployee’s iliness 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 forfeited,

Mote: No more Manual filing of Sick Leave except if the employee was hospitalized and/for
quarantine due to COVID-19.

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

F 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
Work)

# Blacklisted Doctors and dinics’ will not be honored. (Please refer to the
Blackiisted Clinic/Physician Mema)

= Bereavement leave (Please refer to the Bareavement Leave Policy)

* Ermergency leave
# Malidate his/her absence through supporting decuments as to why she/he was
having emergency leave on the said date.

&  Power Outage

# Certification from their electric/powaer supply provider (e.g., VECO, CERECO, {
MECO) \@

* Infernet Outage
#  Ticket number fram the intermet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
#  Picture of the modem [showing red, na light in “Internet”)

5. Any unauthorized sick leave will subject the employee to disclplinary action. SL is unauthorized
under the “pllowing circumstances:
# Thz employee failed to inform the immediate superior or HRD about his/her absence due to
illress unless fully Justified,

v
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= |f sickness claimed is fictitious or non-existent.

S

& iPloy

6. The emloyee 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 unauthorized
unless the company physician, after due examination of the emplayese, certifies that extension of

leave is warranted.
This Memarandum shall take effect on November 22, 2021
Flease be guided accordingly.

Created by:

{godh

MARISHEA HRLIS

MNoted by:
) Angelo Manal
Diredtor, Dperatipns Operations Manager

-

CarlogGotiong

“General Manager

G"'Ag/zf
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Date MNovember 12, 2019

To ALL EMPLOYEES

FROM HUMAMN RESCGURCES DEPARTMENT

THRU - CPERATIONS MANAGER

SURIECT : S55 SICKNESS CLAIMS - 5 CALENDAR DAYS

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

A member is qualified to avail of this benefit if:

[

He s unable to work due to sickness or injury and confined either in a hospital or at home for at
fezst four (4) days;

Hee has paid at least three (3) months of contributions within the 12-month penod immediately
beiore the semester of sickness ar injuny;

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

He has notified the emplover or the 555, if unemployed, voluntary or sell-employed member
regarding his sickness or injury.

Failure to submit the documents within the prescrbed perad will fres iPloy from any lability of their

claims.

For your gukdance,

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

Sincerely,

Marishka | fia

Human Re Y

Mored by:

Alfrgdo Camarilio Jr,
Dir : rations

N
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DATE October 4, 2023

TO i ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This Is n reference to the previous memo sent out last December 9, 2022 regardling the above-

mentloned subject. We are updating this memo adding more clinics and/or physicians that are
conside-ed blacklisted and medical certificate/documents issued by them will not be accepted. In the
event that the employee submits any of the med corts under these clinics/Physicians will be tapged
as culpeble for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

The fellowing are NOT ACCEPTABLE snd are considered part of the BLACKUSTED
CLINICS/PHYSICIANS:

I

10

11,

Mew Clirics added:
12.
13.
14,
15.
16.
17.

Rajah Tupas Medical Services

Bimbo H, Tequille MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arcen, MD

Sla Clinle

Health Doc Diagnostics

Saudioso Manteelllo Ir., MD

MNow Serving

Or. Gulan Darnell Sumalinog

Tambut Medical Clinic

Clinles/Phiysiclans without complete contact detalls such as but nat limited to the followlng:
11,1 Doctor's namae
11.2  Doctor's license number
11.3  Clinic/Doctor Phane number
114  Date of Actual visit
11.5 Diagnosls
11,6 Recommendation
11.7  Fit to work date

inad Clinic

3ing Clinic

&la Clinic

‘Yeloso Clinic

Or. Paolo M. Apuli
Lourdes D, Sasoy, MD

7/ ey

When providing medical certificates for absences, ensure the following:

1.
2

“he certificate must be issued on the day of the absence or the day after,

Strictly fallow all instructlons provided in the recommendation, Proof of compliance, such as
& receipt for prescribed medications and laboratory results, may be requestad,

HR/Clinic will valldate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denled antry,

¥
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4. Jo not make erasures on the document, Any corrections made must be counter-signed by
the attending physician.
5. Znsure that the soft copy (sent through emall} matches the original copy submitted to HR.

Please b2 aware that the following concerns may render a medical certificate invalld and unacceptable:

Yo consultation date specified,

o dizgnosis provided. Please note that Z codes are not considered as diagnasis,

“o contact Information displayed in the medical certificate.

Absence of physician's name and llcense number,

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

contacted.

b. ®ledical certificates with inconsistencies or discrepancies determined by HR/Company
Kurse/Compary Dactor to be questionakble,

7. The clinic/physiclan does not facilitate phene validations for the lssued medical certifieate,

8. “he clinic/physician's services are primarlly related to cosmetic procedures and consultations,
mazking them unsultable for absence-related medical certiflcations.

e W e

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

are conszantly improving since the pandemic hit, therefare, we will no longer accept cansultation
done onfine/via phone calls. Consultation must be done face-to-face,

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

Should yu have questlons or clarification regarding this, please do not hesltate to send us an email
at er@| v

Far strict compliance.
Preparec by:

M Alganza
Employea Relations Supervisor

Moted by
_ g N
fia Mifia I
HR Manager Operations Manager

o
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Diate E Mowember 30, 2022

To : ALL Employess

FRO W 1 Human Resowrces Department

SUBLECT i VACATION AND SICK LEAVE CONVERSION

We are plensed to announce that the Sick Leave conversion will ba released on December 15, 2002
paycut. In this conmection, 2l remaining 5L credits are to be converted thus, SL application |= no longer
allowred untll the end of the year,

As for the Vacation Leave (VL) comersion, all unused VL credits will be released an the 30 of December
2025 All employees can plot a VL request until December &, 2022 QMLY, The actual VL dates will cover
only until April 30, 2023, Kindly take note of the reminders below in reference to fillng of VL:

]

Mo retraction of spproved Vis. If the employes reports for work on the actual VL date, the VL
will not be reimbursed and will be vedded,

Mo rescheduling of VL once approved,

VL date should not fifl an a local heliday otharwize forfeitad,

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

Furtierioss, If tha amployes rasigns or gets separated fram the company elther woluntary or Inveluntary,
all asailable VL credits will be forfeited and will not be part of thalr last pay if:

El

Employee liled an immadiabe rasignation and/or failed to provide a 30-day notice,

Employes went on Absant Without Official Lesve (AWOL)

Employee incur any leave, absences, and/or any form of tepminal leave within the 30-day notice
period with the exception that the employee provided & valid documentation such as but not
lirnited to hospitalization dus to sickness, aeeldents, or sontaglous diseates,

Empdoyee Incurred more than four (4) howrs of accumulated and/for tatal late/undertime within
the 30-day notice,

Employes will have issues with performance including but nat limited to quallty, produckicity, B
client escalation within the duration of the 30-day notice.

Incurred any behavloral infraction such as but net limited to Sleeping, Browsing Unrelated
Websites and ate.

Furthermore, 5L and VL conversion maybe subject to tan, Should you have quastions pertaining to this
marr o, feel frea to reach out to our Accounting personnel at Accounting@iploy.com.

-

Accounting Manager

Tatbes by:

Operations Menagar mj&s

CEQ

oG
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Pecember 17, 2019

Tn 3 ALL EMPLUYEES
RO 1 OFERATIONS MAMAGERMEMT

SUBJECT 4 CLEANSIMG PERIOED

iPloy Stalting Solutions believes i giving ermployers onough room for improvement 1o straghten o
employment m regards to complianee Loooue company’s Code of Comduct. The aun of this appeaach i ta help
mativate emaloyess rectily pasced offenses and stam anaw.

Chransing Petod pertains 1o the time when on empleyen who s beaes sdiected to o Disciplinary Action (DA
i oeapeetied (o imprave perlormince. Ample thee b gles 1o coftect Imiprapet behavior and refrain from
cornmilting &« ny olher infractioon,

i
I iy emiploy e does pot comamit the same infraction for Dhe specibed cliEanang period, the progression of 1he
disciplinary action will slide back to a lovel degenadbog o s bype, Ploase oeler to tablo bholow,

Attendanca
Productivity
Hehavioral

Thie cemanting ol the Cleansing Pesiod will start based on the diste wiven UG8 was decided upon, A decuamenistions
Tt infractions will still be kept i the Employes’s 200 File regardbess what period of progression

The Clpansing Period is elfective lanwary 1, X020 covering Das i montbe aod older

M By dpsparinenl By

1AY GISFINGER

Chied Fretutive Olfsce

}
I/
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CODE OF DOMDUCT AND [HSCIPLINE (Teble of Inirctionsa)
STATEMENT OF POUICY
The Cede of Condiest snd Discipling i n-iﬁtsidi-_::. nd posithe worilng
- and ey b anvd wiphaoic amang iFioy Inc. employess.
The established nomma hevein set forth are geared towands the stt@renent of the Company's
(Goalt and sbipetives. |t & worthy toemphasize that the Code i not meant 1o be oppressive nor
it ks o if and intimidate employess, Indeed, [ merei b the guiding priscipled
on what s expected of i’ erployeet 16 condoct during the entire empioyment e in Py,

I

L, 'DOCTRIMES TO GOVERN THE COMPANY'S CODE OF COMDUCT AND DISCIPLIMNE

2 Eairredd and joiBes ARal aways prvemn the imaositsn of fisciplinary actions. Exating Labar
L, Implementing Aules ard lurisprodence wifl aiwans be observed,

8 Ty full gref garist maimienarce of dicipline & ?%EEE_#EI
the primany earcern of immediate superiars and deperiment heacs 1 inlsste any declplirary
sctiorn agiinst 1her futerdinaies whensver  violation af the * Fla_n!-anun.

4, Adminiirative imstigations and other dirvgs shiadl be canducteg Ry,

5. g!iﬁggiiii;iiiig

& Tha rights of the respordens as provided for by Lw shall b gusmniesd,

7. The management may mitigate the pendity 1o be imposed, subject howewer i0 management's

approval ard upon compliance 1o the & ennditions w81 fanh by the atter.
B incazesof multiple visletions of this Code, the oficwing rule shall sppty ai to the penaity 1o be

1. incidet Bepesrt will be wubmined o Fuman Resourtes [MR] within 2
ke daie of Ehe Incldart.

2 Human Rescurces will ipsue & Matice 1 Explaln |NT El 1o the empicyss within 3 weoriking,
e

3. Diredy Superior shousd ceach ihve employse within 5 worirg diys Iram v issuaroe of
tha NTE

4. Coaching Form and Withen Exalansticn of gl theeid b dubmitied within
lﬂ*ﬂirﬂs:gﬂ:lﬂ—

iof the Coaching Form arg Written Explaration,
. Falire 1 EEEEE.EES;E-{I‘E&%&

repredaraing th Company E%%i%tﬂﬁwiﬂsi el
proper ard decent Mnguags, abuWrance of proger affics end work decerum, maintaning proper
relutianships with your collsaguds, suseorrers Bnd cther individusls nat in the emoloy of the tampany,
chnervarcs of and compiiance with Bsting lows of the Philippines.

b Endaricing Company Productivity the Compary expects the Froper care arg wilization of
(Capits! svalable to the Company; haming up far work reddy b5 work on time all the Hme, fdiowing the

Eppropeate bresk o linish e, getiing on with te job and perfoming the joo 1o the best of your
Beility, pesithe aitiude ong cedicazion 1o one's work Jasgrment, supcorling peraions Bnd these in
a_____.__-.ﬂ:ni

¢ Folicwing rules an c ard ¢lient relations and sbwin mastainng a professional netghd
%&E

4 Mairderarce of health and safevy ol the offee and people sround you, & prooes 3§ [ELGe
tovesrds cleandineis ard proper housekesping in tw alfice, good health of yoorelf snd Sthars amind
Y3, AusEEL i he senuity of The office, following basic sale y procedures.

#, Proper use of Company Properny, [e3ities ard seoarity to profect compiny and emmplome
asgets, Sacure handiing and malntenance of Compary recards, keep confidermisl and protect thae
gy of al Lompary Spavating 02t and iMCrmanen, BRRORRETE USE I Be LOMPAENY SqUIRMLING o0
work relabed purcoses, properly accownt ior all Company hinds received,
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L Appheshility
This Code shall apedy 12 41 iPloy employess, regardiess of status o peditlen nehd,
il Types of Offenses

Lewel 1 = Infractiont which ane minor [n nature but whigh may bame Aabinaal gnd digruptive I asr
carradted. it had na Setrimental irgect of the bosiress.

vl 2 =Serious olferae which causes Selay in operations, may pose thaea, harm, or Seoger i
Company property and)or [ves of indivicuak,

Level 3§ - infrastions weich will destroy ihe company's image snd teputation. It <ouses subsiantial ioss 12
Ehe comEdny Bnd can reiult 19 sriticsl aperational disruption, A sitical affense 1hat hay compromised
the sacurity of the empioyess, 1he imegritg of Clier, e sadetBy of cuntomers infarmation and the
wzbdity af the busines.

Ni. Table of infractions
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. Magligancs or
carslossress of the
arrployes by leaving the
ampuber unatle naed ard =
14 | riskdng the networt To L u.u..____nﬁ Cismineal
_possdbin seeurity wilstion, |
- Tamparing &f cormgny
servar fretwsn
sonflgurs S,
o confidentisl
prhvilngad and .
15 |indemation tmamonein | Lavel ?ﬂﬂ-_ﬂ f—
the comgany of extarnal
pasmies.
Limasuriics . ion of
brieging out of Company Sanpenscn -
18 property, sudples of Lo & Days aminat
o i Sk i
Unsuthorizec copying of
feprsad woftware
application packanes ang all | Levai® u._.vn._.ﬂ.._ Dismesaal
arm that vl
incebecunl precary g,
Delinevace ieeking-ou o
nasking S ahathwr Suwpenaion «
L s s oo N ey Brag | DS
BeTY B,
Fincemant of computsr
vins, FEjan horaz, and
3 | ome cemagngecran | w3 | SPTN | omieal
fins or ghysical scowiatn e
. rvory o wgtybing
Vi, Seving Clause
1. Terminationof anemployes shall ically bar ket from re-employment.

L. The penalty of demimsel shall not prejudics the right of the compainy t& Initlate court aciion
agairst the erting smpioyes.

2 Thid Cods shall supsrisde all other sxisting pofizied, fdes, mmas, 30 the Bke, ond all polices.
12 b Emplamented, if the same I5 found to be incorsistent with the Code of Congiuct.

VL Approval

Loy Gissinger
Crusnait and Chisf Evecuthve Officar

1 Pt S T O
Saby Sty G300
RECEIPT OF THE CODE OF CONDUCT AND DISTIPUNE POUCY

This it te sthrowded e that | nave read the Compary®s Code of Conduct 8nd Ciseipline and understand
that |8 ety forth the terms and conditions of my empiayment a8 wid 36 the guties Bnd respordiilides,
and obligations of employment with the Company.

| zlsa adimowledge thst the Company reserves the right 1o revise, defete, and add 101798 oy o of
this Code of Conduct and Dhicipline,, or sondition of empioymens cen be established by any other
siakernent, conduct policy, or peactice.




