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Employee Training Agreement

This Employee Training Agreement is made on lanuary 15, 2024 between iPloy, OPC, with its place of business
at the 16* floor One Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employer”) and

HARLEY ANGEL ToPLu [Employee's Namel, an individual with the address of
C Employee's Address]

("Employee"),

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.
A. The Employee has agreed to participate in this one-week training program.
C. The Emplayer has agreed to pay the Employee a salary for the duration of the training. 0. The
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 July 12 , 2024,

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

3. Non-Eligibllity for Incomplete Training: 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 recelve the salary payment for the training
period.

4. Pra- emph?fment Physical Examination (PEME): The Employee acknowledges and agrees that if they fall to attain
their employment with the company up until regularization. The cost of the pre-employment examination will
be deducted from the final pay

5. Submission of Critical and Non- Critical Reguirements: This agreament stipulates that should the Employee fail
to meet the requirements by the specified deadling, evan after multiple follow- ups, they are required to cover
a portion of any penalties imposed by government authorities

6. Entire Agreement: This Agreement constitutes the entire understanding and agreement between the parties with
respect to the subject matter 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.

se Y. Pacot

gL Topcy [ 07-0%-04

Employee Complete Name & Signature/Date Training Associate
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NON-DISCLOSURE AGREEM ENT
THIS AGREEMENT is made an (Date)_July % genq
BETWEEN
1, IPLOY DPC. (the "Disclosing Party"); and
2. HARLEY alaEL Tofy (the "Receiving Party"),

collectively refarred to as the "Parties”.
RECITALS

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

Distlosing Party,
OPERATIVE PROVISIONS

1 In consiceration of the disclosure of Proprietary Information by the Disclasing Party, the
Receiving Party Jereby agrees:

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

12, not to ditclose any such Proprietary Information or any information derived therefrom ta
any third person

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

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

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

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

2. Witheut granting any right or autherization, the Disclosing Party agrees that the foregoing
shall not apply with respect to any information after five years fallowing the disclosure thereof or
any information that the Receiving Party can document

2.1, isorkbecomes {through no improper action or inaction by the Receiving Party or ary
affiliate, agent, consultant or employee) generally available to the public, or

2.2.  wasinits possession or known by it prior to receipt fram 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 incependently developed without use of any Proprietary information of the Disclosing
Party. The Receiving Party may make disclosures required by law or court order provided the
Receiving Party uses diligent reasonable efforts to limit disclosure and has allowed the Disclosing
Party to seek a protective order,

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

d, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

6. The failur= of either party to enforce its rights under this Agreement at any time for any
period shall not ke construed as 3 waiver of such rights, If any part, term or provision of this

Agreement is held to be illegal or unenforcea ble neither the validity, nor enforcea bility 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 uader this Agreement without the consent of the other Party. This Agreement may not
be amended “or any other reason without the prior written agreement of both Parties, This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negctiations or understandings with respect herato,

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: _ NEW & MPLoMEIE

MName: lade Lenizo Mata Name: HARLEY ANaEL Tofy

Title: Onboardig Specialist Title: __ LSR

Address: #35 5z Ivador Extension Labangon Address: PECA hemrps TUNSEIL, MMa LANILLA EEBL

ebu Ci

Date: ]“H 5,,}]1&[ Date: Ju.lﬂ £, oty
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, _HARLE n Y- ToPiu hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my backgraund, references, cha racter, past employment, consumer reports,
educatior, and criminal history record information which may be In any state or local files,
including -hose maintained by both public and private organizations, and all public recards, for the

consant,

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

I retease Ipioy Inc., its e ployees, designated representatives, agents, officers and trustees from

any and all =laims of lability ar damage due to either the procurement or the true and accurate
disclosure ¢ f such records ar information,

Applicant Nsme:  HARLEY  AN&EL TofCu

Present Adcress:  DECA froprs TUNGKIL, MiNGLANILA cppy ko

Sodial Secur ty Number: S510FHEB G Date of Birth: 0 ﬂ’iﬁfﬁm

Signature: | I

1
Date: ﬁ-‘lw [24
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SIGN-ON BONUS POLICY
Policy:

The purpase of the sign-on bonus policy is to outline the requirements, the timing of
paymen:s, and the implementation of the slgn-on bonus, The sign-on bonus is a non=-
recurring and non-accu mulating sum of money that is paid to an employee as gratitude for
Joining t1e Company. The sign-on bonus is subject to taxes,

Eligibility for Sign-0n Bonus:
To be elizible for a sign-on bonus the employee must meet the following criteria:

*  Aregular employee

* No resignation submitted before the releasing date of the sign-on bonus

* Nust not be on any form of floating status

* Wust 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-On Bonus:

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

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

Acknowledgment

I hereby acknowledge that | have read, understand, and agree to the terms and conditions
of the (25E) sign-on bonus policy,

HARLEY quatL Topeu [/ o (o oy

Signature Over Printed Name/Date
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UNDERTAKING

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

Palicy Title ! Dress Code Paolicy
Revision No 101
Effective Date tlune 13, 2022

| acknawledge that signing this document is a confirmation that | understand and agree
with what is expected of me a5 iPloy employee with respect to the Dress Code Policy
and | will abide by the provisions (including changes and additions which are deemed
Incorporated herein) of this palicy.

BARLEY AngEL ToPru 09 [o8 oy
Employee Nanie and Signature Date

Nated:

"uﬁf. Wgta 1]k [

Onboarding Sp:daliﬁ" Name and Signature Date




iPloy Gift Policy

The aim of this pelicy is to establish a unifarmity relating to the acceptance of gifts, including gratuities
and rewzrds. This policy applies to employees of the company, Employees include all permanent, part-
time, terr porary and probationary status,

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

Employees are required NOT to salicit or accept for personal benefit directly or indirectly any gift fram
any emplayee/s or company that is seeking to conduct or s currently conducting business with the
Company Any gift with a substantial monetary value of more than Php200 should be returned to the
giver,

Any violat ons will be subject to the iPloy Cade of Conduct and Discipline, Infractions for this policy is
tagged under Level 2 offense and fallow these Progressicn:

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

if in doubt employees should with management on the appropriateness of any gift exchanga,

Employee Acknowledgement

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

Mame; HATLEY AUGEL ToPiu

Signature: “ 'i 3 Date: ©7 r“h‘i’




iPloy Social Media Policy

IPioy rece gnizes that emplayees use sacial media tools as part of their daily lives, Employees should always
be mindf il of what they are posting, who can see it, and how it can be linked back to the organization and
work coll ;agues.

All employess should be aware that [Ploy regularly monitors the internet and social media about its wark
and to keep abreast of general internet commentary, brand presence and industry/ custemer perceptions.
IPlay does not specifically moniter social media sites for employee content on an ongoing basis, however
employees should not expect privacy In this regard. iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes acrass in regular internet monitoring, or is braught to the arganization's attention by
Employees, customers, members of the public, ete.

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

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

=  Piblishing any confidential or business-sensitive information about iPlay;

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

Procedure:
All employaes must adhere to the following when engaging in sacial media,

*  Be aware of your association with the tompany when using online soclal networks. You must
dlways identify yourself and your role if ¥ou mention er comment an the company. Where oL
Identify yourself as an empioyee, ensure your profile and related content is consistent with how
¥ou would present yourself with colleagues and clients, You must write in the first person and
staze clearly that the views expressed are your awn and not those of iPloy. Wherever gractical,
you must use a disclaimer saying that while you work for the company, anything you publish is
youLropinian, and not necessarily the opinions of the company.

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




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

* Material in which the company has a proprietary interest — such as software, products,
dacumentation or other internal infarmation - must not be transmitted, sold or otherwize
dwulged, unlass the company has already released the information into the public domain. Amy
departure from this policy requires the prior written autharization of the managerent,

* 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 past or publish any comments ar
content relating to the campany or its employees, which would be unacceptable in the warkplace
o In conflict with the company’s website. Make sure the views and opinions you express are your
o,

*  Recommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
networking sites. Such recommendations can Blve the impression that the recommendation is a
re‘erence on behalf of the ifloy, even when a diselaimer |5 placed on such a comment. Any request
for such a recommendation should be dealt with by stating that this is not permitted in line with
company paolicy and that a formal reference can be sought through HR, in line with the normal
relerence policy.

# Orcein the public domain, content cannot be retracted, Therefore, always take time to review
yodr cantent in an objective manner before uploading. If in doubt, ask sameone to review it for
you. Think through the consequences of what you say and what could happen if ane of your
colleagues had to defend your comments to a CUStOMEr,

*  |If wou make a mistake, be the first ta point it out and correct it quickly, You may factually point
out misrepresentations, but do not create an argument.

= This policy extends to future developments in internat capability and social media usage,

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

*  Always remember on-line content is never completely private:

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

* Corsider all enline information with caution as there is ng guality cantral process on the internet
and a considerable amount of information may be inaccurate or misleading; and




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

Specific IManagerial Responsibilities

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

Enforcerent / Progression

Nen-comaliance with the general principles and conditions of this sodal media policy and the refated
internet, =-mail and confidentiality palicies may lead to disciplinary action, up to and including dismissal,
This polics is not exhaustive, In situations that are not expressly governed by this policy, you must ensure
that yow use of social media and the internet s always appropriate and consistent with your
responsibilities towards the company. In case of any doubt, you should consult with your manager,

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

a. 1% Instance — Written Warning
b. 2" Instance- Final Written Warning
€. 37 Instance- Dismissal

Employee Acknowledgement

I have read, understand and agree to comply with the foregoing polides, rules and conditions governing
the use of all property of iPloy and all work and conduct tompleted 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
persanal t me and when my affiliation with |Ploy regarding those sites is known, identified, expected or
presumed

MName: _ {ARLEY AMGEL ToPoy
Signature: At pate: 97! 0% [24
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Date : February 22, 2018
To ¢ ALL EMPLOYEES CONCFRMNED
Fram  Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1 OBIECTIVE

1L In conformity with Repulilic Act Ne. 8504 othierwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent fool in addressng HIVAADS as an internatiorial
pandemic problem, this company policy is hereby issued for the informaton
and guidance of the employees in the diagnosis, treatment and prévention of
HIM/AIDS in the workplace,

1.2. This pohcy & also aimed at addressing the stigma attached 1o Hv/AIDS and
ensures that the workers' right against discrimination and confidentiality is
maintared

2 COVERAGE

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

3, IMPLEMENTING STRUCTLIRE
3.1 iploy Inc. HIV/AIDS Program shall be managed by its health and safety
committee 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 15 a disease caused by a wirus called HIV (Human
Immunodeficiency Virusl, This virus slowly weakens a persan's
ability to fight ofl other diseases by attaching itself to and
destroying important cells that control and support the human
immune system

4,12 How HIV/AIDS is transmitted ?

4121 Unprotected sex with an H0y (nfected person.
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4.1.2.2. From an infected mother to her child [during pregrancy, at
trth through breast feeding);

4.1.2.3.  Intravenous drug use with contaminated needles;
4124  Transfusion with infected blood and blood produects, and

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

4.1.3. Isthore a cure?

4131  No. However, there are antiretrowirsl drug combinations that
are avallable when properly used, result in prolonged survival of
people with HIV. Holistic care of people living with HIV-AIDS and
comprehensive  treatment  of  opporunistic  Infections also
dramatically improve quality of life

5. GUIDELINES
5.1 Preventive Strategies
5.1.1. Conduct of HIV-AD5 Education.
5111 Who will conduet ?
The Medical Clinic of Iploy Inc_in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education 1o all employees
for free. This shall also form part of the oriantation of newly hired
employees. The standardized information package developed by the

Department of Labor and Employment (DOLE) may be used for this
plrpose

5112, Howwillit be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of IEC rmaterials, lectures, counselling and training and
information on adherence to standard or universal precautions in the
workplace

1.2 Screening, Diagnosis, Treatment and Referral to Health Care Services

2. L2421  Screening for HIV as a prerequisite to employment is not
mandatory,

5122  The company shall encourage positive health seeking behayiar
through Voluntary Counseling and Testing
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5123 The company shall establish a referral system and provide
access to diagnostic and treatment services (ar its workers, Referral
to Social Hygiene Clinics of LGU for HIV screening shall be faciliiated
by the company’s medical clinic staff.

51324  The company shall likewise faclitate access to lvelihood
assistance for the affected employee and his/her families, being
offered by other government agencies.

6. S0CIAL POLICY
B.1. Mon-discriminatory Policy and Practices
6.1.1. Discrimination in  any form from  preemployment  to post-
emplayment, including hiring, promotion or assignment, termination of
employment based on the actual, percelved or suspected HIV status of

an individual is priahibited

6.1.2. Workplace management of sick employees shall nat differ from that of
any other illness,

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

6.2. Confidentiality/Non-Disclosure Policy
6.21. Access to personal data relgting to a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of A

8504 and the ILO Code of Practice

6.2.2. Jobapplicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical infarmatian.

6.4.3. Co-employees shall not be obliged 1o reveal any personal informatioe
refating to the HIV/AILS status of Fellow workers

6.3. Work-Accommodation and Arrangemeant

63.1. The company shall take messures to reasonably accommodate
emplovees with AIDS related Inesses

B.3.2. Agreements made between the company  and  employes’s
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement far return to work
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. ROLES AND RESPOMNSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1, Emiployer's Responsibilites

7.1.1, The Company, together with employees/ labor erganizations, company
focal personnel for human resources, safety and health personnel shall
develap, implement, monitor and evaluate the workplace policy and
program on HIV/AIDS.

712 Provide information, education and traifing on HIV/AIDS far its
workforce:

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

714, Ensure confidentiality of the health status of s employees and the
access to medical records is limited to authorized personnel,

7.15. The Company, through its Human Resources Depariment, shall see 1o
it that their company policy and program is adeguately funded and made
kriowin to all employess,

7.1.6. The Health and Safety Committee, together with emplovess) |ghar
organizations shall jointly review the policy and program and continue to
improve these by networking with government and organizations
pramoting HIV prevention

1.2 Employees’ Responsibilities
721 The empioyee’s organization shall undertake an active rtale in
educating and training their members on HIV prevention and cantrol,
Promate and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose workers to increased rigk
of HIV infection,

7,22 Emplayees shall practice non-discriminatory acts apainst co-employess

7.23. Employees and their organization shall not have access o persannel
data relating to 3 warker's HIV status

1.24. Employees shall comply with universal precaution and  preventive
mMeasures.
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3 IMPLEMENTATION AND MOMITORING

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

3. EFFECTIVITY

§.1. This Policy shall take place effective immedistely and shall be made known to
every employes.

Human Resources

Prepared by: Jo H gb]"fg’& ILﬁll_ﬁ.ﬂ:m

Approved by: Yisroel Y. Gissinger
CEO
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Date : January 1, 2018
To : ALL EMPLOYEES CONCERNED
From ; Human Resources
Thru : Operations Manager
Subject ! WORKPLACE POLICY AND PROGRAM DN TUBERCULOSIS {TR) PREVENTION
AND COMNTROH
1. OBIECTIVE

1.1.Ta assist the government in its campaign against Tubercalosis {TH) in compliance
with the Department of Labor and Employment’s Department Order No. 73-05,
series of 2005 — Guidelines for the Implementatian ol Policy and Program on
Tuberculosis (TB) Prevention and Control in the Warkplace.

1.2.Te provide Initiatives to prevent the guthreak and spresd of tuberculosis in the
warkplace, and o traat, care, and support employess who become afMlicted with
tuberculosis

2. COVERAGE
2.1.This Program shall apply to all smployees repardless of ther employment status.
3. POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as wail as the
treatment, rehabilitation, and restoration to work of employess who conlract

this disease. T achieve this gosl, all employees are strictly mandated to underpo

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

32,4050, In line with this, & TB awareness program shall be underiaken through
Infermation dissemination, which shall include its nature, frequency (occurrence
in a selected population} and transmission, treatment with Directly Observed
Treatment Short Course [DOTS], and control and management of TR in the
workplace, This shall be handled By the Office of Health Services (Infirmary) or
the partner health provider of IPLOY INC. in conjunclion with the Cperations
Manager and office of Human Resource through the company's accredited
health provider

3.3.The DOTS is a comprehensive strategy to control TR, and is composed of Tive
components, which are:

331 Political will or commitment o enduring sustaned and quality TB
treatment and control activities

332 Case detection by sputum:smear microscopy  among  symptomatic
patients;
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333, Standard short-course chemotherapy using regimens of & to B months for
all confirmad active T8 cases [Le, smear positive of those validated by the
TB Drgnostic Commillee) Complete drug taking through direct
observation by a designated treatment partner, during the whole course of
the treatmant regimen;

334, A regular, uninterrupted supply of all antl-tuberculosis drugs and other
materials;

3.35. Astandard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculosis control
program's performance overall

34 Employees must be given proper information on ways of strengthening their
Immune responses against TR infection, e, infarmation on good nutrition,
adeguate rest, avoldance of tobaceo and alcohal, and pood parsonal hygiene
practices.  However, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be peared towards sccurats
inlermation on its etiology and complete performance overall.

3.5 Improving workplace conditlons:

151, To ensure thal contamination from TB airborne particles 15 controllad,
workplaces must provide adequate and appropriate ventilation {DOLE
Occupational Safety and Health Siandards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilivies for workers

3.5.2. The number of amployees in a work area shall not exceed the required
number for a specified area and shall observe the standard for space
requirement. (OSHS Rule 1062)

3.6.Capability building on TB awareness raising and traning on TH case Finding, Case
Hellding, Reporting snd Recording of cases and the Implermentation of DOTS shall
be given to Company health personnel or the accupational safety and health
committes,

1.7 Social Policies:

7.1, Mon-discrimination: Employees who have or had TB shall not be
discriminated against.  Instead, they chall be supported with adequate
diagnosis and treatmaent, and shall be artitled to work for as long as they are
certified by the Company's accredited health provider as medecally fit and
shall be restorad to work as soon as their iliness is controlled.

372, Work Accommodation: Through agreements made between the
management and the employees, work accommodation measures 1o
suppart employees with TB s encouraged through flexible leave
arrangements, rescheduling ol working times, and arrangements fof return
lowork.

- === HARLEY bl ToPcu [ ot-08-gy
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3.7.3. Restoration to Weork: The employes may be allowed to return to work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/far the DOTS provider

3.8.Employee Respansibility

381 Employess who have symptoms of TR shall immediately seek assistance
from the Company's Health Services Provider,

3811 An employes who has the symptome of TB 15 required to. initially
wear a face mask (especially while inside the office) and observe good
hygiene practices, al feast until declared by a competent medical
practitroner 1o be safe from ransmission,

3812 Similarly, for those al risk, Le., those with lamily members with TB
or those exposed to a co-employee with TB, it would be prudent to
abserve the same good hygens practices until declared free from the
disease and sale fram transmissian.

382 Once diagnosed to be with TB, employess shall immediately 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 (o the course of treatment. Failing to dutifully observe the

treatment course may give rnse to complications, such as resistance or even

the failure of treatment, which may make it harder 1o treat the infection and
result in a longer absence,

3821 An absence from work due to medical reasons of over siy 6]
maonths may result in the termination of one's employment as
pravided for by the Labor Code of the Philippines under Art, 284 -
Disease as Ground for Termination,

3.8.3. Employess are reguired 1o undergo an annual compulsary chest X-ray
through the Annual Physical Examination. If for any reason an employee
fails 1o secure a chest x-ray at that time, hefshe shall be directed to secute a
chest x-ray at an accredited clinic by hisfher respective Infirmary/Health
Services,

3.9.The Company shall ensure that any TB occuriencs in the workplace i traced and
that all contacts are clinically assessed, as much as feasible.

3.140. An employee affiicled with TH, who has voluntarily undergone the
treatment and rehabilitation program [DOTS) prescribed, and who s finally
declared to be in a non-communicable stage, may be allowed back to wark
subject to being given a medical dearance by a Company designated physician

3.k, Employees (those affiicted with the disease ar those identified under
contact tracing] who refuse o cooperate and dutifully observe Tawful
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instructions (underye a medical check-up and/or treatment), may be subject to
discplinary action proceedings for insubordination (the penaity of which may
range up to the termination of one's empiayment)

4. PROCEDURE

4.1 The respective Heallh Services of the Company [and/or the conlracted Health
Services Provider] <hall cooedinate with the Checupational Safety and Health
Center who shall provide preventve and iechmical assistance i (e
implementation of the Workplace TB Control and Management Program.

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

4.2.1. Those with medical Findings shall be required to underga furthier medical
theck-ip. All medical records in connection with this second/ further check-
tp shall be subvmitted to company cimcfHRD and  his/her respective
Infirmary/Health Seryices

4,22, Theemployee shall then coordinate with company chinie/HRD and his/her
respective Infirmary/Mealth Services lor the next Seps.

4.3.An employee who is suspected to be afflicted with TB, whether as a direct suspect
or by comtact tracing shall cooperate fully  with  hisfher  respective
Infirmary/Heaith Services {and/er the contracted Health services pravider). I
the employee lests positive for TH, the employee syl Lindergo the DOTS
program (o lts completion

A4 the employes needs to undergo a leave of absence to recy perate, he/the will
be allowed to use the appropriate leave befare he/she may request to be
permitted togo on a Leave of Absente without Pay (LOA).

4.4.1. The employes shall observe the requisite procedure in applying for a
leavie.

4.4.2. The Unit concerned shall énsure thal the fequisite procedures are
obsarved by the employes and that the company clinic i duly Infermed

4.5.An employee may be allowed 1o go on a medical leave of abesnce {without pay)
for a maximum period al six [B) montks. The concerned employes shall sutwmit
an application for a leave of absence before going on leave.  Said leave
appiication shall be subject to approval at the sple discretion of the Company
haragement.

451, The same procedures under 4,2 1 104 2.2 shall ba obsered,
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4.6 Afrer treatment, with a maximum period of siw (6] months onlgave (withoul payl,
an employee found to be cuted or in @ non-communicable stage of TB may be
allowed back to work, provided that the employes’s nealth shall continue to be
monitored during the annual physical examination with the requisite chest xeray
or as may be deemed necessary by the Unit Health Seraces (Infirmary) or
contracted Heglth Services provider

4.7 The employes returning to work shall be required by the Management to secyrs
a medical clearance fram a medical doctor chosen by the Company belore being
allowed to return to work

4.8.The HRD will inftiate disciplinary proceedings against any employee found to have
discontinued treatment in defiance of medical advice, or who refuses to undergno
the full treatment course prescribed. Likewise, employees who are ordered (o
underga a check-up due to contact tracing but refuse to do so will also face
disciplinary action proceedings. In both cases, the maximum sanction applicable
for Insubordination will be the termination of are's employment, if 1t is deemed
warranted.

5. IMPLEMENTATION AND MONITORING

5. 1. The Safety and Health Committes ar its counterpart shall periodially manitor and
evaluate the implementation of this Palicy and Program

6. EFFECTIVITY

6.L.This Policy shall take place effective immediatoly and shall be made known to
every employes,

Apmroved by, Yisroel ¥, Gissinger
CEQ

tARLE ANGEL Topoy [ o082 |




~ '

e WIPLO}'

i Foed Cxbu Raitei Fak
b Fiy £000
Date : February 22, 2018
To tALL EMPLOYEES CONCERNED
Fram i Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

L OBIECTIVE

1.1liploy Inc. s committed to conform to the established standards assurance of
customer satisfaction, protectian of our envirganment and health and salety in
the workplaces,

1.3.The company promoles and ensures a healthy enviranment through its variowus
health programs to safeguard its employess. And as part of the campany's
comgliance to DOLE Department Advisory No. 05, Seres of 2010 (Guidelines for
the |mplementation of a Workplace Palicy and Program on Hepatitis BY, this
Program has been developed. This program s amed to address the stigma
attached to hepatitis B and to ensure that the employees’ right against
discrimination and confidentiality s maintained.

1.3.This guideline is farmulated for everybody's information and reference for the
diagnus:&,: treatment, and prevention of Hepatitis B. This will inform the
employees of thelr role as wall as the company In dealing with Hepatits 8. A
healthy enviraiment encompasses a good working relationship and Breat outpul
for continuous business growth.
2 COVERAGE
2.1.This Program shall apply to all emplayees regardiess of thekr employment status
3 POLICY STATEMENT
A1 Implementing Struciure
3.1.1. Iploy Inc. Hepalits B workplace policy and program shall be managed by
its health and safety commillse, Each division of degartment ol the
Company shall be duly represented
1.2 Guidelines
3.21. Education

F3.1.1, Hepatitis B shall be conducted through distribution and posting af
IEC materials and counselling and/ or lectures, and

.
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3212  Hepanns B education shall be spearheaded by Iploy Inc. Medical
Chinic in clase coordination wath thie health and safety committes

.22 Preventive Strategies

3221, Al employees are ancouraged to be immunized against Hepatitis
B after secuning clearance from their physician

3222 Workplace sanitation and proper waste management and disposal
shall be manitored by the health and safety committes on a regidar
basis.

33123 Personal protective aguipment shall be made availahle a1 all times
for all emplayess: and

3.2.24 Employeas will be given training and information on adherence to
standards or wniversal precautions in the workplace,

4. SOCIAL POLICY
4.1.1.1. Won-discriminatory Policy and Practices

4.1.1.14, There shall be: no discrimination of any form against
employees on the basis of ther Hepatitis B status consistant with
thie international agreements on non-discrimination ratified by
the Philippines (ILO C€111). Employees shall not be discrimmated
againsl, from pre to post emplopment, including  hiring,
promation, or azsignment because of thelr hepatitis B status

41112 Workplace management of sick empioyess shall not differ
from that of any other lliness. Persans with Hepatitis B reiated
[nesses may work lor as long as they are madically fit to work,

4112 Conlidentility

4.1.1.2.1. lob applicants and employees shall not be compelied 1o
disclose ther Hepatitis B status and other related medical
information. Ca-employess shall nol be abliged to reveal any
personal information about their fallow employess. Access o
personal dila relating 1o employes’s Hepstitis B status shall b
bound by the rules an confidentiality and shall be strictly limited
to medical personnel or il legally required

4113 Work-Accommodation and Arrangement
41131 The company shall take measures o redsonably

accommodate emplovees who are Hepatitis B positive or with
Hepatites 8 - related |linesses.
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4.1.1.3.2 Through agreements made between management and
employess’ representative, measures to support employees with
Hepatitis. B are encouraged to work through fiesible leave
arrangements, rescheduling of working time and arrangement for
return to work,

4114, Screeming, Diagnosis, Treatment and Referral to Health Care
Services

417141 The company shall establish @ referral system and provide
#cress to diagnostic and treatment services for its emplovees for
appropriate medical avaluation/ monitoring and anagement.

4.1.1.4.2 Adherence (o the guidelines for healthcare providers on
the evaluation of Hepatitls B positive employess s highly
EnEouraged

41143 Screening for Hepatitis B as o prerequisite 1o amployment
shall not be mandatory.

4115 Compensation

4.1.151. The company shall provide access 1o Social Security
Systemn and Employees Compensation benefits under D 626 to
an employee contracted with Hepatstis B (nfection in the
performance of his duty,

5 ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5111 Employer's Responsibilitios

21.1.1.1, Management, together wilth employees' organizations,
company focal personnel for human resources, and safety and
health parsannel shall develop, implement, monitar and evaluate
the workpolace: policy and program on Hepatitis B

5.1.1.1.2, The: Health and Safety Committes shall ersure that thair
campany policy and program s adequately funded and made
knowi 1o all employees

51313 The Human Resources Departrment shall ensure that their
policy and program adhere to existing legislations and puidelines,
Including provisions on leaves, benefits and insurance,

51.1.1.4, Management shall provide Information, education and
trainingon  Hapatitis B for its workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; if not avallable within the estaolishment, then
prawide access 1o informaton




e ~

. @!'.E_IQY

Tviadnres Rosd Cehy Rusining Pais,
Zrbu City 000

5.11.1.5, The company shall enyure non-giscriminatary practices in
the workplace.

5.11.16. The management together with the company  Tocal
personnel for human resources and safety and health shall
provide appropriate persoml protective sguipment to prevent
Hepatitis B exposure, especiafly lor employers exposed o
potentially cantaminated blood or bady fluid,

51.1.1.7, The Health and Safety Committes, together with the
emplovees’ organizations shall jointly review the oalicy and
program for effectiveness and continue to improve these by
networking with government and organizations promaoting
Hepatitis B prevention.

51118 The company shall ensure confidentiality of the healin
status of its employees, including thosa with Hepatitis B.

5.1.1.19 The human resources shail ensure that atcess lo medical
records 4 limited to authorized personnel.

2.1.1.2 Employess Responsibilities

5.1.12.1. The employees’ organization is required to undertake an

active role in educating and training their members on Hepatitis

B provention and control The 1EC program must also aim at

promoting and practicing a healthy lifestyle with emphasis on

avoiding  high risk oehawvior and  other risk factors  that

Expose. employees o increased risk of Hepatitis B

infection, cansistent with the standardized bacic information
package developed by the Hepatlts 8 Twa,

51.1.2.% Empleyees shall practice nor-discriminatory acts against
co-employees on the ground of Hepatitis B status,

51123 Employees and their arnganizations shall not have access 1o
personnel data relating to an employes’s Hepatitis B status. The
rules of confidentiality shall apply in carrying out unlon and
organization functions,

51134 Emplayees shall comply with the universal pracaution and
the praventive measires

51125 Employees with Hepatitis B may inform the health care
provider or the company physician on thair Hepatitis B status,
that is, if thelr work activities may increase the risk of Hepatitis B
Inféction and transmission or put the Hepatitis B positive at risk
for aggravation,
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IMPLEMENTATION AND MONITORING

-4

6.1. Within the establishment, the implementation of tha policy and program shall be
monitored and evaluated periodically. The safety and health committes or it
counterpart shall be tasked far this purpose.

7. EFFECTIMITY

7.1.This Paolicy shall rake place effective immediately and shall be made known 1o
EvVery employee,

Frepared by Jo H.'IHH'.].\( {raeler:u:-

Huriart Resturces

Approved by: Yisrosel ¥ Gissinger

CEQ
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Date lanuary 1, 2018

Ta D ALL EMPLOYEES CONCERNED

From : Human Resources

Thru : Operaticens Manager
Subject - DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. DRIECTIVE

LL In compliance with Article V of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its impiementing Rules
and Regulations and DOLE Department Order Moo 53-03, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Prvate Sector), iploy Inc hereby adopts the following
policies and programs to achieve a drug-free workplace;

L2 Company policy is to maintain a workplace free of illegal drugs. To ensure
that the objectives of the company’s corporate policy are met, the company
it implementing this drug-free program, The program will have the following
Elements:

1. COVERAGE

L.1. This Program shall apply ta all employess regardless of their employment
status

3. POLICY STATEMENT

3.1 The use, possession, solicitation for, or sale of dangerous drugs on com pary
premises or while performing an assignmant

3.2. Being Impaired or under the influsnce of dangerous drugs away from the
company, i such impairment or influence adverssly affocts the employes's
waork performance, the safety of the employee or of athers, or puts at risk
the company's reputation

3.3, Possession, use, solicitstion for. or sale of dangerous drugs away fram the
company prenuses, if such activity or involvemaent adversely affects the
employee’s work performance, the safety af the emplayee ar of others, or
puts at risk the company's reputation

34. The presence of any detectable amount of dangerous drugs in the
employee’s system while at work, while on the premises of the COMEany, ar
while an company business, "Dangerous Drugs” include those listed In the
Sthedules annexed to the 1961 Single Convention on Narcotic Drugs, as
amended by the 1972 Protocal, and in the Schedules annexed to the 1971
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Sirgle Convention on Psychotropic Substances as enumerated in the
attached annex of R.A, 9165

£ MANDATORY DRUG TEST

4.1. To ensure that only those qualified shall be screened and recruited to prevent
the detrmental effects (pg lower productivity; poor decision ki,
incredsed occidents; more compensation cloims; ond reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment,

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

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

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

4.3.2. FOR-CAUSE TESTING: The company may ask an officerfemployes to
submit to a drug test at any time it feels that the employes may be under
the influence of drugs, including, but not limited to, the following
tircumstances: evidence of drugs on or about the employee's person or
in the employee's vicinity, unusual conduct on the emploves'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/femployes nvolved in a "Near-
Miss” incident or “Work Accident” under circumstances that sugpesl
possible use or influence of drugs may be asked to submit to a drug test
As defined herein, "Near-Miss” means an incident arising from or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage to the employer had it nat been
curtailed.  "Work Accident”  refers to unplanned or  unexpected
occurrence that may or may not résull in personal injury, propery
damage, work stoppage of interference or any combination thereof of
which arises sut of and in the course of employment.

4.34. Al drug tests shall employ, among others, two {2) testing methods, the
screening test which will determine the positive rasull as well as the type
of the drug used and the confirmatory test which will confirm a prositive
screening test. Where the confirmatory test turns positive, the
company’s Assessment Team shall svaluate the results and determine
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the level of care and administrative interventions that can be extended
o the concernad employes.

4.35. Iploy Inc. shall inform the officer/employes who was subjected to a
drig test of the test-results whether positive or negative

4.36. Al costs of drug testing shall be borme by Iploy Inc
5. TREATMENT, REHABILITATION, AND REFERRAL

5.1. An officer/employee who, for the first time, s found positive of drug use,
shiall be referred for treatment and/or rehabilitation in a DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may choose from,

5.2, Following rehabilitation, the company’s Assessment Team, in consultation
with the head of the rebabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee’s job if he/she poses no serious danger to hisfher co-
employeas and/or the workplace.

3.3 Al costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account, The period during which the
employee |s under treatment or rehabilitation shall be considered as
authorized leaves,

54, Repeated drug use even aller ample opportunity for treatment and
rehabilitation shall be dealt with the carresponding penalties under R.A. 9165
and iz a ground for dismissal,

6 ADVOCACY, EDUCATION AND TRAINING

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

B.2. Al officers and employees are reqguired to undergo an orentation/education
program before assumption of their respective duties, The program shall
include the following topics:

B.2.1. Salient features of R.A. 9165:

6.2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community:

ARLES AndeL Tofou [o3 082y
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6.2.3. Preventive measures against drug abuse; and

6.2.4, 5teps to take when intervention s needed, as well 35 available services
for treatment and rehabilitation

6.3 To encourage all officers and employees to lead 4 healthy lifestyle while at
work and at home, Iploy Inc. undertakes 1o conduct the following activities as
often as possible:

631 Lifestyle assessment programs on  health  nutrition,  weight
managemaent, stress management, alcohol abuse; smoking cessation, and
ather indicators of risk diseases:

6.3.2 Health wellness screenings {e.g. blood pressure and heart rate
cholesteral test, blaod glucose, ete.);

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

6.3.4. Other activities promaoting health and wellness,

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1 Iploy Inc. shall ensure that the workplace policies and programs on the
prevention and control of dangeraus drugs, including drug testing, shall be
disseminated to all officers and employees, The emplover shall cbtain a
written acknowledgement from the employees thal the palicy has been read
and understood by them

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

4.3, Al officers and employees shall enjoy the nght (o dus process, absence of
which will render the referral procedure ineffective

8 CONSEQUENCES OF POLICY VIOLATIONS

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

82, Any officer or emplovee found positive for use af dangerous drugs shall be

dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 9165,
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9. IMPLEMENTATION AND MONITORING

9.1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workplace. For this purpose, an Assessment Tearn shall be constituted in
accordance with .0, 53-03,

Z0, EFFECTIVITY

10.1. This Palicy shall take place effective immediately and shall be made
known to every employee.

21 ATTACHEMENT

11.1, Drug-Fres Workplace Policy and Program Acknowledgement

¢ ..-u,
Frepared by: lo HJJI#?\%EEEIEEHD

Human Resources

Fpproved by: Yisroel ¥, Gissinger
CEDQ
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Crug-Free Workplace Program Acknowledgemen

Iherehy acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Policy
ad Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employvee Assistance Program providers or loeat drug and aleohol treatment
programs, | have had an opportunity to hiave all aspects of this material fully eaplained, |
as0 understand that | must abide by the Program as a condition of initial and/or
cantinued employment, and any violation may result in disciplinary action up to and
ircluding termination,

| also understand that during my employment | may be required to submit to testing for
the presence of drugs or alcohol in my body. | understand that submission to such testing
Is.a condition of employment with [Company|, and disciplinary action up 1o and including
termination may result if;

I refuse to consent to lesting.

2 I refuse to execute all farms of consent and release of lability that dre usually and
reasonably associated with such examinations
1) | refuse to autharize release of the test results to the company.

a3 The tests establish a violation of [Company|'s Drug-Free Waorkplace Prlicy.
5) | otherwise violate the policy,

| also recognize that the Drup-Free Workplace Policy and related documents are not
inended to constitute a contract between Iplay Inc. and m.

The undersigned further states that hifshe has read and understands the above
acinowledgerment and signs below ol his/her own free will

; od fll ¥ r‘gq
SIGNATURE DATE

WITNESS DATE
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Data January 1, 2018
Ta s ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

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

2. COVERAGE

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

3. POLICY STATEMENT

4.1 Iploy Inc, believes that employees should be aflorded the opportunity ta wark
in an environment free of sexual harassmant. Sexual harassment is a form of
misconduct that undermines the employment relationship. No employee,
either male or female, shoyld be subjected werbally or physically 1o
unsalicited and unwelcome sexual overtures or canduet

3.2, Sexual harassment refers to behavior that is not welcame, that 15 personally
offensive; debilitates morale and, therefore, interferps with  work
effectiveness. Such behavior may be in the form of unwanted physical verbial
or visual sexual advances, requests for sexual favars, and other sexually
ariented conduct which s offensive or objectionable to the recipient,
including, but not limited ta; epithets, derogatory or suggestive comments,
slurs or gestures and offencive psters, Cartoons, pictures, or drawings,

3.3. Iploy Inc. will not tolerate any behavior that amaounts to sexual harassment
and any officer or employee found to have commilted sexual barassment
shall be subjected to disciplinary action, up to and including dismissal.

3.4. DEFINITION OF SEXUAL HARASSIMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA 7877 It provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any ether person who, having authority,
influence or moral ascendancy over ansther in a work environment, demands,
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requires or othenwise regulres any sesual favor from the other, regardless of
whether the demand, requests or requirement for submission is accepted by
the object of sald Act

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

d.4.1. The sexual favor is made as a condition in the hiring or in the
employment, re-employment, or continued  employment  of said
Individual, or in granting said indhvidual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish  employment
opportunities or otherwise adversaly affect said employee,

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

343, the above acts would result in an Intimidating, hostile, or offensive
environment for the employes

3.5, WHERE SEXUAL HARASSMENT IS COMMITED

Sexval harassment may be committed in any work or training environment. |t
may include, but are not limited to the foliowing:

351 Inor outside the office building or traiming site;

3.5.2. atoffice or training-related soclal functions:

353, Inthe course of work assignments outside the office;

3.54. at work-related conlerences, studies or training sessions; or
3.55. during work related travel,

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

361 Overt sexual advinces;

362, Unwelcome or iImproper gestures of affection:

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

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

WARLEY ANGEL Tepws [ o -oB-14
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37, WHAT 15 NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasianal compliments of a socially
acceptable nature, |t refers o behavior that o not welcome, that is
personally offensive, that debilitates morale, and that, therefore, interleres
with work effectiveness.

3.8 EMPLOYER'S RESPONSIBILITY

Iplay Inc. undertakes 1o provide itz officers and employess & work
environment free of sexual harassment by managament personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of company policy. The company is
responsible for preventing sexual harassment in the workplace, for taking
immedlate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment,

£, PROCEDURE
4.1. 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 alsg repart
acts of sexual harassment to any other member of Iploy Inc
management or aownership. Al allegations of sexual harassment will be
quickly investigated, To the extent possible, the identity of the officer ar
employee shall remain confidentlal 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 Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
representative to recelve complants, investigate and hear  sexual
harassment cases. The Committee shall develop its own rules in the
sattlement and disposition of sexual harassment cases. The Committes
shall alse develop and implement programs to increase understanding
and awareness about sexual harassment

4.2, RETALIATION
421 Iploy tnc. will permit no employment-based retaliation against anyone

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

HARLEY Mgl qopou /n'c-ﬂ-w )
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4.3 WRITTEN POLICY

43.1 Al officers and employees of Iploy Inc shall recelve a copy of the
company's sexual harassment policy upon assumption of their réspective
offices. If at any time an officer of employes would like another copy of
the policy, please contact the Difice of the Committee on Decorum,
Iptey Inc. should amend or modify its sewual harassment policy, all
officers and employees will receve an indwidial copy of the amended or
modified policy

5. CONFIDENTIALITY

5.1 At the commencement of the |nvestigation procedure at the Committes,
starting from the filing of a written complaint, or the manifestation of an
objection 1o an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimories heard, will be kept under
the strictest confidence. It 15 the intention of Iploy Inc. that nghts of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honar shall be presarved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusian of the investigation proper.

E. EFFECTIVITY

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

(il
Prepared by lo Hanng R, Melecio
Human Resources

Rzviewed by: Allr mariilo

Aaproved by Yisroel ¥ Gissinger
CEQ
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by:
Yis-gel Y. Gissinger
CEQ
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DATE ! Agril 3, 2018

T - ALL EMPLOYEES

FRCMA HUMAMN RESOURCES DEFARTMENT

THEU : OFERATIONS MANAGENMEMT

SUERIECT MEMO: RESTROOM GLIDELINES

Iplery Inc. provides unisex restrooms avalable so that employess can use them when they need
10 do sn. One is located inside the aperation lloor and secand 1 in the haliway outside the
operation flaor. However, those who are uricomionable, has ssue with the unisex restroom,
WE Tave @ separate single. private restroom avallable for use

Mareover, any employee with concernfismus in using the unises restroom, pleass visit Muman
Resources office to get door access pass. Office security, Log in and Log out procedure shall
app y.

Furthermaore, It is essential that all employees should comply and observe the resiroom
elig aette:

Knock if the cubicle appears 1o be occupied, Don't peek under the doors,
Lock the cubicle door when you enter

*  Stand close enough to the pan or urinal 5o you don’t wet the seat. walls or
floor

= Flush the tollet after use and wipe off the tailet seat for the rext user

= Paper towels go in the trash car, not onthe floar or in the toilet bawl

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

*  Please use water and paper towels conservatively

Far your information and guldance.
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Foebrsey 27, 2018

To 5 ALL EMPLOYLES

FROM ; HUMAN RESOURCLS DEPARTMENT
THRU k OPERATIONS MANAGER

SUMEZT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tellowing Is issued to cnsure the effective enforcement and strict observance of all
cimployees on olfice attendance and pu nctuality

To ensure effoctive implementation and monitoring of office security

1. Employees are reguired to
il the door is open

2, Employees are allowed to be
their scheduled time

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

4. Once an employee logged in and inside the production area, they can no longer go
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
Pantry, recreation room and locker should be closed at all

their RF 1D to access these rooms
7. Notailgating

log in and log out using the biometric and the RF ID, even
Inside the office and to Log in thirty {30) minutes before

left in the locker before longing in/going inside

times, employees must use

8. Employee 1D and RF 1D should be worn at all times, lost RF IDs will be charge to the
employes
9. Noemployees are allowed to stay in the waiting area for applicant.

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

11 Submit self to magnetic wand scanning with the SECUrity personnel
12 Only water in a clear container s allowed in the cperation area and recreation room

For gudance and strict compliance.

WAGLE S AMGEL Topcw [ o7 -0 gy
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DATE i November 17, 2021
T i ALL EMPLOYEES
FROM i HLUMAN RESOURCES
SUBIECT : LOCKER POLICY

The aim 3f this palicy is to guide our employees and establish a well-kept and arderly environment in
the locker room,

Please see list of rules provided below for your reference.

RULES

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

s [0 staring of perishable foods/leftovers inside the locker.

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

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

#  Checking/audit will be done from time to time and ance unassigned lockers are baing used, they
will be forced cpen, and the company will not be llable for padiock replacement nor
rzimbursement.

* Lny sort of action that may result in damage to property is strictly prohibited. This ineludes but is
rotlimited to graffiti/vandalism, posting of stickers, damage to facility property such as the forced
cpening 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
and that includes, sharing of lockers, lockers without padlocks, placed on tap of the lockers, etc.

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

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

= futhorization to Forced Open a Locker, the request must be submitted via email to hr@iploy.com
and must wait for the approval,
kO LOITERING inside the locker room
L nassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: Noted by,
a#= --.' o
Carlos Gotiong o
t Relations Specialist General Manager Directo perations

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

_ HARLEY AndEL TOPcU [/ 07 - 08 -2y
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DATE

To
FROM
THRU
SUBIECT

April 3, 2018

ALL EMPLOYEES

HUMAN RESOURCES DFPARTMAENT
OPERATIONS MANAGER

MEMO: CALL IN FOR QUT OF OFFICE

In orcer ta properly monitor out of office employees, a new process to call infrepart absence will
be Imolemented effective Monday, April 9, 7018,

Guidelines

L In cases of late andfor absences, employee should re port 1o Human Resources through
5MS or Call viz HR hotling: 0917-709-7074
4. Motification should contain the following information

a
b
[

d.

e.

Complote (real) Kame

Department

Team Leader

Callin for: (Whaole day Absant, Half-day Absent, | ate]
Reason

3. HR will be the one ta send notification (o Operations Msnagement

4. Mo call in should be communicatid through Tesm leads or any other employee. It should
be done by the employes or his/her relativey

5. Notification should be at least two (2) hours before the amployes’s shify

6. If an employee is advised to rest/confined in the hospital, number of rest days as advised
by the physiclan should be indicated. Otherwise, employes must send natification daily

7. Failure ta notify will be tagged as No Call, No Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline.

For your guidance and strict compliance.

: — neLed anider ToPcu fot-op-gy
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February 18, 2020

To . ALL EMPLOYEES
FROBA : OPERATIONS MANAGE MENT
SUBIECT : ATTENDAMNCE BOMUS 2020

fs we end the year 2019, Ploy wauld like 1o set clear key procedures and policies, This memorandum serves as
reminder to be followed:

PAY

1. Immaculate Attendance Bonus is for employeess with parfect attendance. Employes should NOT commit any
schedule devations like tardiness, unscheduled absences, undertime and overbreak, Failure to punch in = out for
breaks will also disqualify the employee, Mo walvers will be given,

2 Tardiness, Jndertime and Over breaks will be deducted from the amployes’s pay,

1. Employees who tendered their resignation bafore the release of the Sign On Bonus (First Hall or Second Half) will
WO longer be-eligible to recejve it.

4, Employess qualitied for the Sign On Bonus (First Hall or Secand Hall) will receive it on the 30™ of the succeeding
maith fram eligibility.

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

MEDICAL CEFTIFICATE

1. When mus: the medical certificate be dated?

. 1 daw absence — the medical certificate mast 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 follows — at the latest, It
cannot be daced on the day that the agent s 1o report back to work.

. I davs absence - the medical cantificate must be dated on the initial day of absence of the next day. If the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the

latest, It cannot be dated on the Saturday thet immediately follows or that Monday that the agent is 1o repart back
o work.

. 3 davs of absence or bonger - the medical certificate must be dated on the initial day of absence or the next
day, It cannod be dated on the day that the agent reports back to work with the advice to rest antedated fram the
Initlal date of absence. Also, the advice to rest is inclusive of rest days

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

that Is Incluskes of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must ba back
to work on Monday,

WARLE miclc Tofcu /o706 -gy
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] If the doctor prescribes rest, the medical certificate must include the number af days of rest. The
advice to rest cannot be antedated.

o There must be a fit to work date,

o The only exception to the Medical Certificate date guidelines s if the emploves has besn
hospitalized,
VACATION LEAVES

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

2. Employes must exactly have the comresponding credits for the FirgLEAT o be approved
1 credit = One Day
5 oredit = Half Day

3. Employes with perfect attendance 60 days from the requested VL date will be given priority in the approval of
leaves. This is a way of rewarding employees with perfect atvendance.

4. The company and client have the right 1o disapprove leave requests and cancel approved leaves for those

employees who committed unscheduled absences on the prior menth and on the current month of the requestad
time off including poor attendance recards, behavioral and produetivity issues.

Approved By:

Gl
Chiel Executive Cificer

Director of Opzrations

HARLEY  ANGEL TOPCu /ﬂ-ﬂi'ﬂ
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Date : November 17, 2021

TO : ALL EMPLOYEES

From  HUMAN RESOURCES DEPARTMENT

Subjeci : RE: SICK LEAVE POLICY

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

1. Employees are required ta notify the HR hotline num ber {0917-709-7074) and/or send an email to
hr@iplcy.com at least two (2) hours before the employee’s shift (following call-In proeedure) and/or
within 24 hours from the first day of absence.

2. Empleyee may use sick leave for absence due to the following reason:
s Employee’s illness of injury,
¢ Bereavement leave/s
= Emnergency leaves
* Power Qutage/internet Outage (for temporary Work from Home set-up)

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

Note: Mo more Manual filing of Sick Leave except If the employee was hospitalized and/or
quarantine due to COVID-19,

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

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

= Blacklisted Doctors and clinics’ will not be hanared, (Please refer to the
Blacklisted Clinic/Physician Mema)

= Bereavement leave [Please refer to the Bereavement Leave Policy)

+ Emergency leave

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

= Power Outage

#  Certification from thelr electric/power supply provider (e.g., VECO, CEBECO,
MECQO)}

* |nternet Outage
= Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
# Picture of the modem (showing red, no light In “internat”)

5. Any urauthorized sick leave will subject the em ployee to disciplinary action. 5L is unauthorized
under tha following circumstances:
= The employee failed to inform the immediate superior or HRD about his/her absence due 1o
I Iness unless fully justified,

finfe AdaEL TP fog-0bgq
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o |f sickness claimed is fictitious or non-axistent.
B. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of SL will be needed to recover fram the sickness, A medical certificate must be submitted
before the expiration of the SL. Absence of notice and certification will be considered unautharized
unless tye company physieian, after due examination of the employee, certifies that extension of
leave is warranted,
This Menorandum shall take effect on November 22, 2021.
Please ke guided accordingly.
Createc by:

ARCILLA
HR Mana

Moted by

R it -
arillo Jr Angelo Manal Carlog Gotlong
Dire r_;'.i eratipns Operations Manager “General Manager
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Date : Movember 12, 20159

To £ ALL EMPLOYEES

FROM 2 HUMAN RESOURCES DEBARTMEMNT

THRLU : OPERATIONS MANAGER

SUBJECT H 555 SICKNESS CLAIMS — 5 CALENDAR DAYS

For those employees’ wha wants ta file for sickness claims must submit the duly accomplished 555
notificat on form attached with original and complete medical documents. It should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and werkmates to submit
thalr farm in Accounting office.

A membzr is gualified to avail of this banefit if:

1. Heis unable to work due to sickness ar injury and confined either in a hospital or at home far at
Ieast four [4) days;

2. He has pald at least three |3) months of contributions within the 12-month period immediately

bafore the semaster of sicknsss of Injury;

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

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

1-“

Fallure ta submit the documents within the prescribed period will free [Ploy from any liability of their
claims.

For your zuidance,

IFthere are any questions or clarifications, please fesl free to approach the Human Resource Department.

Sincerely

tlarishka | lla
Human Rz %
Moted by:

Adfrpdo illo dr.
B A tions
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HRM-2022-10-0168

DATE : October 4, 2023

TO 1 ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJEZT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is In reference to the previous memo sent out last December 9, 2022 regarding the abowe-
mentioned subject. We are 'updating this memo adding maore clinics and/or physiclans that are
considared blacklisted and medical certificate/documents fssued by them will nat be accepted. In the
event *hat the employee submits any of the med certs under these clinics/Physicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduet and Disclpline,

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

Rajah Tupas Medical Services
Bimbo H, Tequille MD Clinic
Lolita E. Abella-Libres, OMD
Dr. Omar Arceo, MO

Sia Clinle

Health Doe Diagnostics
Gaudiose Montecillo Jr., MD
Mow Serving

Dr. Guian Darnell Sumalinog
10. Tambut Medical Clinie

11, Zlinfes/Physlcians without eomplete contact detalls such as but not limited to the fallowling:
111 Doctor's name

11.2  Doctor's licenss number

113 Clinic/Doctor Phone number

114 Date of Actual visit

11,5 Diagnosis

116  Recommendation

11,7 Fitto work date

e

o

Mew Clin‘es added:
12, Enad Clinic
13. Elng Cllnic
14, €ia Clinic
15. weloso Clinic
16. Cr. Paolo N, Apull
17. Laurdes D, Sasoy, MD

When previding medical certificates for absences, ensure the following;
1. The certificate must be issued on the day of the absence or the day after.
2. Sirictly follow all Instructions provided in the recommendation. Praaf of compliance, such as
a “eceipt for prescribed medications and la boratary results, may be requested.
3. H3/Clinie will validate al| medical certificates, including fit-to-work certifications. Remember
that no fit-to-wark cartificate will be denied entry,

HARLEY AnalL rﬁl'w/ﬂ?"*ﬁ'i'f
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4. Do not make erasures on the document. Any corrections made must be cou nter-signed by
the attending physician,
3. Ensure that the soft copy (sent through emall) matches the original copy submitted to HR.

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

Na diagnasis provided. Please note that Z codes are not considered as diagnosis.

No contact Information displayed in the medical certificate,

Absence of physician's name and llcense number.

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

cantacted.

6. Medical certifleates with inconslstencies or discrepancies determined by HR/Company
Murse/Company Doctar to be questionable,

1. The clinlc/physician does not facilitate phane validations for the issued medical certificate.

8. The clinic/physician's seryices are primarily related to cosmetle procedures and consultations,
making them unsuitable for absence-related medical cartifications,

woa W

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

are cavstantly improving since the pandemic hit, therefore, we will no longer accept consultation
done cnline/via phone calls. Consultation must be done face-to-face.

This up dated memarandum shall take effect on Octaber 15, 2023.

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

at er@ ploy.com.
For striet compliance,

Prepared by:

M ganza
Emplowee Relztions Supervisar
Moted by:
F
o
res
HR Manager Dperatlans Manager Dirac pera h:ms
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Date s November 30, 3022

To : ALL Employess

FROM i Human Resources Department

SUBIECT : WVACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be refeassd on December 15, 2a22
Pavout. In this connection, all remalning 5L credits are to be converted thus, 5L application is no longer
allewed untll the end of the year,

#s Tor the Vacation Leave (VL) conversion, all unused VL credits will be releasad on the 30" of December
2022, All employees can plok a WL request untll December B, 2022 ONLY. The actusi VL dates will cover
onky until Aprll 30, 2023, Kindty take note of the reminders below in reference to filing af Vi

o Mo retraction of approved Vis. If the employes reports for work an the actual VL date, the i
Wil not be reimburssd and will be volded. )

®  Norescheduling of VL once approved,

& VL date should not fall on a bocai haliday otharwise forfaited,

Nede: Appraval of VL requests will be on or bafore December 14, 2022,

Fur-hermore, If tha employes resigns or gets separated from tha company elther voluntary ar Invaluntary,
all evallable VL credits will be forfelted and will it be part of thelr last pay if:

= Emplayee filed an immediate resignation and/ar failed to provide a 30-day notice,

o mmmmmmmm&ummﬁdaiummm}

*  Emplayee incur any leava, absences, and/or any form of terminal lasve within the 30-day notice
period with the excaption that the employee provided & valid documentation such as but not
lirmited to haspitalization due ta sichness, accldents, or contaglous diseases,

*  Employee Incurred mare than four {4) hours of accumulabed and/or tolal late/undertime within
the 30-day notice.

+  Employee will have lssues with performance including buk net limited ta quality, productivity, B
client escalation within the diration of the 30-day notice.

= Incurred any behavieral Infraction such as-but not limited to Sleeping, Browsing Unrelated
Websites amd ate,

Furthermore, 5L and VL. conversion maybe subject to tan. Should you have guastions pertaining to this
mema, feel frae to reach cut to our Accounting personnel at Accountingiploy.com,

Slgmed:

—
P

HR Manager

Accounting Manager

Moter by:
P

Operadons Manager m«wmams

Approved by;

P

CEQ

HARLES AwfitL Topeu [o3- ob-24
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Oocembier 17, 2019

To f ALL EMPLOYEES
FROM UPERATIONS MANAGEMENT
SUBIECT I CLEANSING PERIOD

PRy Szalting Selutions beliwwes n giving emphiyers enough romn lor amprovement 1o strmghten ou
empleymen: in regares to comhigliance 1o oy company’s Code of Conduct, The aim of this approach i o hlpy
mativate e ployees roctily passed of fenes, and starl anirw.

Clesiavsiog Period gertaim o the tne when an employes who has been subjected s i wlimary Action (134
"oekpecied W0 dnprove pesfermance. Ample fime |s given 1o conree trspraner bebavlor angd selosin Trors
wenrinit Hing amy other infractions

It an employ=e does not cammin the sAfme infraction foe the specified o Wk period, the progitesslon af s
disciplimary zetson will slide back to s bevel depending on i0s fype. Plegss ¢ elen Lo Lalde byslow:

Productivity

Behaviosal

Thie caninting af the Clearising Persod will start based on the date urhen L was decided upon, A deomentations
Tt infractions will still be kepd in the Empdoyee’s 201 File regardiess what perind af progiesion,

Thie Cleansing Period s effectiye larvisiary 1, 2020 cawering DA G monibe and aldi

Appoeed By

IAY GISSINGER

Chiet Execitivi Oices

- R FARLEY AneleL Tofeu [ o3 -08- gy
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L STATEMENT OF POLICY

The Code of Conduet ard Diasipling i designed to ® hatalthy and positive werking
nigiiﬁigiﬁiiiii_tﬁt;%
Tt eeszabiisherd noerns hensin sat forth are geared b ds i sitak of tha T s
Goals and abjscthes. It s werthy be h

L #i&nﬁ_ﬂnvelﬂng!!.ﬁﬂﬂi.zﬁ!nig.wgi-
prercgative enshined kom the 1987 Philiapine Coratitution.

H Elgitiggiglgglqﬁﬂgg
Laws, implementing Rules and Juritprudence will siways be chserved,

3 ?E-i&ﬁigﬂiiwuﬂi;iﬂig.irwﬁlg
?%Bﬂﬁl_%igtﬁbiiﬂigiﬁung
betiom apsingt their subardinates whenever o Woltion of the nue Is commitsed,

4 %ggiiiiiifgig_

- gtigéiilii%mﬂ!‘i&

& The rights of the respondent 3 prowdad for by Law shall be guarsrised.

r i ?iﬂni%tﬁlﬁiﬂ?i!{n;ﬂgn
approval and upan compii; o the ions set forsh by the atter,

& Igtgglgﬁ.gﬂiiiuﬂlﬂigﬂg
|’Eﬂn

TR i & iPloy

Dok CEp 200

1, Incident Report wil be submitied 1o Hurman Resoumes (HA] within 2 workirg days from
the dace of ks incident

2. Ruman Rescurces veill isss # Metics i Eaplain {NTE] 1 the ermpiopss within 3 eeonking
days.

1 Dirct Superior should sogch the smployes within § Wsrking days frers The Hausnce of
Ut MTE.

&, Coaching Form and Writien Explanation of e smsioper shauld b jubmitted wishin®
wiadking cavs fram tw mausnce of the NTE

5 HAL il insom Nottice of Decikion with o without sanctions within & days froem fhe recsizn

2 the Coaching Ferrm andl Written Esplanation.
PTJEH!EEEE#H&:E%EHE;:[:WQE%
Tight 50 bt e ained confirms st all the cetaits i the Incidaens Seport acs true and
without 2y b,

b Ligrin i the timefire will result o 2 sanetion = Negiect of Buty | Insubardingsion
L Lagget in e tmeline wil nes waid the sanction

V. GEMERAL BEHAVIORAL STANDARES
A5 2 iy ernplovee we et et you wil meet the Tollowing Senaviort standprds:

2. Propes Condact and Decarum iy sxpected Hom yeu within the office and gutsile whn
gigi_g_ggilﬁ!&if;ﬂ,!ﬂi ugg el
araper ard decent Mnguags, omenanet of proper aifies 858 work Seerim, maintairing proper
trlatiorships with gur colleagues, custamens and other indlviduals ned in the employ of the company,
chgrvance of and compiiance with exlsting lews of the Shilpoines.

& Enhancing Comesrry Praductivity the Compary gxgect the Proper sare and wilization of
Eiévighii‘ﬂi;si!&i&:?i_;i
igiﬁaggiﬂiﬂlfrtni;?wnﬁgiﬂi
iy, posisive artiude and dedication 1o ane's work assignments, spperting superuicions ans thess In
management

€ ga&??-ﬂﬂnﬂi?iﬂiﬁ%ﬁ:ﬂgi
artiude with customers.

FE?&EE?E%%E%E%E&E-E
Soreards cleanlingss #nd proper housekessing in the offics, good heaith of yourself and crhars #ound
o, asist in the pecurity of the office, fglicrwing basic salery procechures.

F?ﬂ!iiﬂuﬂ-!iﬂé!ﬁgﬂﬂuﬁﬂggnﬂg
ansats. Secure handling snd maintenance of Company recorcs, keep confidertial and orotect the
_igilgiiﬁivﬂgugi:Eg!%ru
wark fslated purpesss, propery atceunl for all Comaany lurds recsived,
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L Applicability
ggiﬁﬂ!ﬂggigini&.ﬂ;ﬂfiﬁ i
I Types of Offenses

Fl_ulwn_u&i.alﬁinatﬂ_zin.i fniﬁggigigxi
corrected. It has ro detimental impact of the Business.

F.i._ulu!.nu_.___u._r__l_iingi!;iiinrsﬂ::n
Cempany propenty &ndfor lves of Indinidisin.

o ELE %%EL Tofcu /ﬁ “h-ny
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I. Megligence or
eafnlmiarmss of the
employes by leaving rra
CETPUtET WhattEnded ahd Suspanslan -
] righing tne netwark 1o a s Somp Disrrrss
| ossibia aecuriy violation. |
& Tampering af company
SATWET T
enfigarstian,
Furposaly sraring
riviltgec and confidentisi 2
B | indorrates masporein | Level Eﬂﬂﬂs Biietanal
‘thit ESenpaTy or exiErnEl
partien.
Ursuthorized posssssion or
Eringing st of Company SUEPENLISE -
15 PPy, suppiies or Lewed 3 % B Demmigsa!
mmi
Unsutharies copying
lizgmsad wafoware oo
17 | splication packapes ang all | Leveld nﬁ”!n.ua il
BT that Vi e
Iimllectal propeny rights.
Callbarans ipaking-oot o
hacking o ancther Suspension -
SIFE oy ed's user ramd i 3 8 Doy T
By bEver
Flacarmmat of computer
v, frmjan aorsa, g : .
W oiher samaging sincvnnic il Doy Casrmiling
Mes or physical ecoevties
Blrvers or wenksn,
W1, Saving Clanse

L q!ﬂ:-t!l!-:ﬁﬂuniltgnigaﬂﬁﬂqmﬁ!i.ﬂgg.

i #:;:Elniiﬂiiaffiqi_iﬁgiiﬁi_.ﬁgﬁra
sgairst She arving employes,

5 u&.nﬂn-ii!ﬁﬂﬂﬁi%i%.!wﬁ.ﬁ.ié%
Elg‘a?ﬂirgﬁfgu&,?gn_g..

Vil Approwval

oy Gisginger
Criner and Chis! Exesutive Officar

Pioy isaniseatad
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P adnre: Ratsd Cotey Busneas Pak,

RECEST OF THE CODE OF OO NCUCT AND DISCIRUNE AOLICY

Trb f b ackrowingge that | have read the Company's Code of Cancier and Ciseipiine anc urdersmng
that it saty fanh the terms drd conditions of my empioyment as well the Suties ard respornibiftes,
-Bnu.fmﬂ-t!!!i&i&?n&g.

h-ruuﬁﬂiﬁﬂ:ﬂqagis?ﬂ;niiﬁiﬁg.ﬂu&u to the prowisions of
this Cace of Conduct and Discipiine., or condition of employment sam be setabiished by eny othaer
satEment, sorduct, policy, or practice

mame _HARLEY mlopl  ToRLu
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AND HaVE READNAND UNDERSTAND m % ENTIRE CONTENTS.
EMVIPLOYEE SIGNATURE #




