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Employee Training Agreement

This Emplcyee Training Agreement is made on lanuary 15, 2024 between Ploy, OPC, with its place of business
at the 16* floor One Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employer") and
WMitolf & pmor [Employee's MName|, an individual with the address of
Prgy.  Tuaghn Mingln s, Loty [Employee’s Address|
(“Employes"), 7 .

Recitals:

A. The Employer is providing a one-week training program to the Employee to enhance their skills and
knoiwtzdge In the field of Customer Service and as part of the Onboarding process,
B. The Empioyee has agreed to participate in this ona-waek training program.
€. The Employer has agreed to pay the Employee a salary for the duration of the training. 0. The
Employee has agreed 1o the terms and conditions concerning the Pre-Employment Medical Examination
(PEME] and the submission of Emplayment Requirements,

Agreamen::

1. Tralning Obkgation: The Employee agrees to attend and complete the ane-week training program provided by
the Emplo=er. The training will commence on July 10, 2024 and conclude on July 12, 2024,

2. Salary Paymant: In consideration of the Employes's completion of the training, the Ermployer agrees to pay the
Employee 1 salary for the duration of the training, payable at the nearest payout schedule [15-or 30-of the
menth) upan successtul comgletion

3. Non-Eligibiliry for Incomplete Training: The Employes acknowledpes and agrees that if they fail to complete the
one-week wraining pragram for any reason, they will nat be eligitle to receive the salary payment for the training
period,

4. Pre- employrient Physical Examination [PEME]: The Employes acknowledges and agrees that if they fail to attain
their employment with the company up until regularization. The cast of the pre-employment examination will
be deductes! fram the final pay

5. Submission of Critical and Non- Critical Requirements: This agreement stipulates that should the Employee fail
to meet the requirements by the specified deadline, even after miuttiple foliow- wups, they are required to cover
4 portion o7 any penalties imposed by government authoritjes

&. Entlre Agreement: This Agreement canstitutes the entire un derstanding and agreement between the parties with
respect to “he subject matter hereol, and supersedes all prior negotiations, representations, and agreements
between the parties, whether writlen or oral.

7. Amendrr ents: This Agreement may be amended anly by a written instrument executed by both parties,

By signing L elow, the parties acknowledge that they have read this Agreement, understand its ter 5, and
agree 1o be bound by them,

ﬂu{%‘%r*rw / o1 frt:.l’:tm.f

Empioyee Complete Mame & Signature/Date Tralning Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEVIENT is made on (Datey 03/ 10/ 2024
BETWEEN

i IPLO OPC. (the "Disclosing Party"); and
2 WitelE k. Bivoy {the "Receiving Party"),

collectively referred to as the "Parties”.
RECITALS

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

Disclosing Perty.

OPERATIVE PROVISIONS

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

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

1.2, not tc disclose any such Proprietary Information or any information derived therefrom to
any third perion,

1.3 nottc copy or remove and not to take pictures of any Proprietary informatian,

L4, notte make any use whatsoever at any time of such Proprietary Infarmation except to
evaluate inte nally its relationship with the Disclosing Party, and

15.  nottocopy or reverse source any such Froprietary Information. The Receiving Party shall

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

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

2.1, isor becomes (through no improper action or inaction by the Receiving Party or any
affiliate, ageat, consultant or employee) generally avallable to the public, or

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

23,  was rightfully disclosed ta it by a third party, or

24.  was independently developed without use of any Proprietary Information of the Disclosing
Party. The Receiving Party may make disclosures required by law or court order provided the
Receiving Party uses diligent reasonable efforts to limit disclosure and has allowed the Disclosing
Party to seel 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 dacuments or media
containing any such Proprietary Information and any and all copies or extracts thereof, save that
where such Proprietary Information is a farm incapable of return or has been copied or transeribed
into another document, it shall be destroyed or erased, as appropriate.

4. The Feceiving Party understands that nothing herein

4.1.  requi-es the disclosure of any Proprietary Information or

4.2.  requi-es 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 irr plied, is or will be made, and no responsibility or liability is or will be accepted by the
Disclasing Party, or by any of its respective directors, officers, employees, agents or advisers, as to,
or in relation to, the accuracy of eompleteness of any Proprietary Information made available to the
Receiving Party or its advisers; it is responsible for making its awn evaluation of such Proprietary
Informatian.

6. The fzilure of either party to enfarce its rights under this Agreement at any time for any
period shall rot be construed as a waiver of such rights, If any part, term or provision of this

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

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

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

IPLOY OPC Receiving Party

By: Onboard ng Specialist By: _ New Emplaj:r_
Name: Jade .enizo Mata Name: Nitole R %ibey
Title: Onboa-ding Specialist Title: (R = Monvoi ex

Address: #3< Salvador Extension Labangon Address: Dray- Turgk;.i M;E‘rhﬂﬂ:”ﬂ- Ll
Cebu City
Date:__ Juy 1y, 207 Date: _Tuly 10, 8324
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PERSOMAL DATA SHEET
INSTRUCTIONS:
1 Answer the questions completely and henestly in the spaces provided.
1 Plexse PRINT leglbly.
1. DO NOT LEAVE ANY SPACE BLARNE, Write "n/e”, “nat applicable® ar “none”
HiLFO5-01
[Far KA use oréy] [Fer HRL use only) [Far HR e onlyl
EMPLOTEE NUMBER DATE HIRED DEPARTMENT

[ Qg 1 Auy 0 NH
LAST NANE: Byitoy FIST HAME i'[; .. Kicoht-moio

BICEMAM L1 MOTHER'S FULL MASDEN MAME: ‘ ;
Mieale Glepds Guinbe *'ﬁvfh#rﬂwu
CURRENT ADORESS [House N J LAR { Block A / Street, Barangay, Municipality / City, Proviete, Tip Codal

MIDDLE MARE:

Block ¢  Teon (- Brgy Tungkil Minglanilla , Gl

FROVINCIAL ADDRESS (Houss 0 [ Loti { Block # / Street, Bnrangay, Sunicpality | City, Province, Zip Code)

bloke  Trondt- Py, Tungkl Minglanille Celn
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WARRITAL STATUS FIATWIE GF SPOUSE (Marred] Eenall Addrexs[s)
e i hA loiboyni eote 3 gpail - om
[ ] Maerind SPOUSE TIN
[ 1 Wik Widowar Hﬁ

Aru you raleted by knship or morrisge ug to thie 37 degres o sy current employes of [Ploy?
[ ] %es [T Mo If YES, glee NAME and RELATIOMSHIP

NAME OF SPOUSE {If married] SPOUSE 'S EMPPLOYER SPOUSE'S DATE OFBIRTH |

- WA v -]
::510:“ | | lm.npm'rws #] |na.upmu.um | o l!c':;"émﬂffmm l‘:“‘?‘
NAWE OF CHILDREM [H arvy) DATE OF BIATH NAME OF SiBLINGS Wﬂ;:l'nl:ml
Jedin Lovall ¥ ®ioey ﬂvwl o, e ‘:fﬂlyh__
FATHER'S MAME _-D:I':H"' | OCCUPATION METHER'S RAME D:::TT QLCUPATION
Hlan D- pitny o /0 22) Brurchorbmd | Sloda Rt boyg TEIE R

FEHT

CONTACT PERSON
MTACT -
{Last,First LT i T {Qptonal)

ity , turds 1_&:.'% Whothes
ity Allan oral Fu Wirg | fathar

g - 168 Floor One Tower, Archbishon Hoyes Ava, Caiu Cily 0 MSY- 118h Floor MEY Towor Peacadoness Fosd Cabu
Bunirsas Park, Cobi BOO0 0 ADCT - Gih Fioor, Ayaln Ceeler Cabu Towar, Cobu Bushnees Fack, Cobu Chy.




“DATES ATTENGED GRADUATE
LEAEL NAME OF SCHOOL & ADDRESS (i) = men/ye] {¥es ot o
PRIART ECUCETION Tamerr Ele - Sefiol [ory taniig ég Joo? _T._“
Tl
SECONDARY EDMCATION [T Abtrng Makinead B4 [0y Whm'r Wﬂ? 2012 T
[~ Courint i
VOCATIONAL
& HON-DEGREE COURSES
— = Dagren/Course: B .1- |
TERTIARY EDUCATION Pl Tprhle WTME&'&&E' dojo - 2039 £
Degrees =
POSTARADUATE & GRADUATE
STUDIES Dagrae:
Degree I

PART &

EMPLDTER'S NEME

[Froamd mast fncet o

Employment Hstory
{ four ol o

ADDRESS & TEL MO

-

T

TITLE RLARY PERIOD COVERED {mm/fyr]
& FROM ™™
SLUFERVISOR'S BAME SUPTRVISORS TITLE EMPLOYEES SUPTRVISED
B [ applicabi=]
REASON FOR LEAVING B

EPPLOYER'S MahE

| ADORESS B TEL MO,

I

J0B TITLE

SALARY

PERIOT COVERED [mmyyr)

FROH ™

SUPERVISOR'S JAME

SUPERVISOR™S TITLE

EMPLOYEES SUPERVISED
[l Bppilcabis)

| REASTIN FOR LLANING

EMPLOYER'S MAME

ADDRESS & TEL RO

JOB TITLE SALARY l PERIGID COVERED {menfyr]
FROM TQ
SUPERVISOR'S NAME = | SUPERVISOR'S TITLE EMPLOYEES SLPERVISED
| ] appll:nb!f] i

" REASDN FOR LLAVING

ERPLOVER'S NAME

ADDRESS & TEL MO,

108 TITLE

SaLAEY

SUPERVISOR'S NAME

SUFERVIBORSTITLE

PERBOD COVERED {rrwn iyt |

FRO&A ™

EMPLOYEES SLIPERYISED
[ epplicabia)

REASCHE FOR LEANING

I SUPERVBORS TITLE

EMIPLOVER'S BAME ADDRESS B TEL KO
oA TiTE SALARY T PERKOD COVERED {memyyr]
FROM Ta
CUPERVISOR S MAME EMPLEI'{EE‘!IJPEH'.I'ISED

[ mpplicablie]

"REASOM FOR LEAING

Weritagn « 18tk Flaot Cina Moninge Tower, Aschiishop Flays Auw, Celu Gty 1 M5~ 111h Floor (&Y Tenear Peacadams Road Getu
- Businass Park, Cobu Cliy S000 [ ACCT - SR Floor, Ayala Certer Cebu Towsr, Gabu Brinoss Park, Cebu Ciy.




Purscant o fo) sdigenows Peaple's Aot (R4 83710; fb) Magna Corta for (imbled Perions {RA FZTT); ond Soio Parents Weilfane Act 2000 (RA §373)
pletis arEwer the following feeme:

| Are yau 8 mem aer of any indigencous group? O ¥Es Fl Mo | i yes, plesse specify:
D ol dcertifyas differently-abled? O Yes [d NO f yes, please specify: |
Are you 3 solo parent? O Yes | A HO if yes, please specify:

NAME ADDRESS TEL ND.

Py Emelg Dane WMo tnm ok Phit] Mothan T Dbel 0197 LYo tolg

1
2 4 M dmrgn Prvtng ik et Macdon Hapd L] OTE 470 Jg 10
3 L Earil bl Tl 1L Taoment  Leght | od0f LEu 339

Other Quadiflications,

Job-refated training courses (ghe tlble ond yeav), feb-reloted sils foeher languages, computer @ad Information technokagy, fook, machlnes, ebe.), Job-
related cevtificates ond feenzes fcurrent ol fob-refoted ewovds and speckl oosamp fishmendts [poblcotians, membersibips in profetsienal o honor
sacioties, leadershin areivities, putiic kieaking, and pevformance owards). Give fanes and send documents

| EI‘ME.‘! il DESCRIPTION / TITLE
Jel? Aelk Certipieall BF Prrpeet Ahepclone

ity 2nsy Cum Laude (Lobig Heper) =
PART 10 ADOITIONAL IDENTIRCATION
TYPE / CONTROL NG, ISSUE DATE EXPIRY DATE

PASSPORT DETAILS

WISA DETAILS [ I applicalila) . .
_DRIVER'S LICERSE Hip-21 —2opilog Filerusng 2020 Warth, | Jour
OTHER GOV'T. ISSUED IDs: [For | Ow - 48y, 9297 -0 Tuna |, 2534

axample: 555, TIN, SOLO PARENT Fa-uT

IDy, PAC, ACR, ic.] B e s k. Juty ,medy

MILITARY Jf GCWT. / CIVIL

SERVICES (If ary)

Have you ever beer formally charged of an 11 s If *ves", please ghye detalls:

administrative / eviljeriminal offensa? |4 wa

Have you aver been convicted of an [1%ea 1§ "V, please give detalis:

administrative/ civil/criminal offensa? [T Ha

CERTIFRCATIIN

| CERTWFY that, ko the best of my knowledge and belief, all the Information on an attached to thh docurment |i triss, parnedt, complote snd made In gocd
falth. | UNDERS=AMD that false or Fraudulent Information oo ar sttached o this apalication may ba grounds for nat hidng me ar terminste my
employment fror iPlay, | UNBERSTAND that any eiformation | gve may be investigated

(s Jaly (o, Feay

'I\Elglaamﬂbﬂmplwee Data Signed

Pecriaga - 1Bt Ficor Ora Momtage Tower, Anchbishop Feyes Awe, Ciabu Sy 11 BSY= 111h Floor MSY Towsr Pescadccss Rosd Cebu
Buminees Park, Cabs Clty 6000 [ ACCT = @i Floor, Aynla Cemer Calu Towwr, et Businaes Park, Cabu City.
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, Wieole %1 b=y hereby authorize Iploy Inc. and/for IU's representatives 1o
make investigation of my background, references, character, past employment, consumer reparts,
education, and eriminal history record information which may be In any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose o confirming the information contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent.

| hereby consent to the Company’s verifying all the information | have provided on my application
form. | slso agree to execute as a condition of employment or 3 condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information, With regard to the foregoing disclosures, |
hereby 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 |nformation it may request pursuant
to this relzase. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my app ication or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

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

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

Applicant Name: _ Nitok B Byitoy

Present Address: __Pvay- Tungki]l Mipginilla, Ltba

Social Secarity Number: _ Dl ~ &L 143 -4 Date of Birth; _Marah 24 _ho2y

Signature [P,
L S |

Date: ‘:]U':l (0; #e24
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SIGN-ON BONUS POLICY

Policy:

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

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

= A regular employee
Mc resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status

« Must not be on Floating, AWOL, Terminated and EOC status or other forms of
seJaration

s Mst be an active employee on the release date of the sign-on bonus.

Releasing of Sign-On Bonus:

« The release of the sign-on banus will be on the 15 day of succeeding month of the
arniversary date of the employee.

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

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

b
Nitole #ff eator / July 10,902y
5ignat1{s‘ﬂver Printed Name/Date
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revision No ;01
Effective Date :June 13. 2022

| acknawledge that signing this document s a confirmation that | understa nd and agree
with what is expected of me as iPloy employee with respect to the Dress Code Policy
and | will abide by the provisions (including changes and additions which are deermead
incorporated herein) of this policy.

__HIMLN*&M Tuly to  &eay

Emﬂt-iru Name and Signature Date

Moted:

W
Tdd L iam July o, 2924
{hﬁnirrdinsspef'i_ﬁlst Name and Signature " pate




iPloy Gift Policy

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

“Gift" means any bastowal of money, any item of value, service, lzan, thing or promise, discount or rebate
for which samething of equal or greater value is not exchanged. Payments for travel, entertainment and
food are alsa considered as gifts.

Employees are required NOT to salicit or accept for personal benefit directly or indirectly any gift from
any employee/s or company that is seeking to conduct or is currently conducting business with the
Company. £ny gift with a substantial monetary value of mare than Php200 should be returned to the
glver.

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

a. 17 Iastance — Written \Warning
b, 2™ nstance- Final Written Warning
c. 3" instance- Dismissal

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

Employee Acknawledgemant

| have read. understand and agree to comply with the foregoing palicies, rules and conditions governing
the iPloy Gt Palicy.

MName: A UJIL f h'ﬁ:ﬂ‘f

Signature; (b iy pate: July 10, hely
LN w




iPloy Social Media Policy

iPloy recogn zes that employees use social media tools as part af their daily lives, Employees should always
be mindiul of what they are posting, who can see it, and how it can be [inked back to the organization and
work colleagues,

all employeas should be aware that iPloy regularly monitors the internet and sacial media abaout its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions,
iPloy does not specifically monitor soclal media sites for employee content on an ongoing basis, however
employees should not expect privacy In this regard. iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect an the company or its employees, which
management comes across in regularinternet anitoring, of i Brought to the organization's attention by
employees, customers, members of the public, etc,

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

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

«  Publishing any confidential or business-sensitive infermation about iPloy,

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

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

» Be aware of your association with the company when using online social networks. You must
always identify yoursalf and your role if you mention or comment an the comparny., Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. You must write in the first person and
state clearly that the views expressed are your own and not those af [Ploy, Wherever practical,
you must use 2 disclaimer saying that while you work for the company, anything you publish is
your opinion, and not necessarily the aplnions of the company.

= Yo are personally responsible for what you post or publish an social media sites, Where it s
found that any infarmation breaches any policy, such as breaching canfidentiality or bringing the
tonpany into disrepute, you may face disciplinary action up to and Including dismissal.




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

Matzarial in which the company has a proprietary interest = such as software, products,
docgmentation or ather internal information — must not be transmitted, sold or otherwise
dividged, unless the company has already released the information inta the public domain. Any
departure from this policy requires the priar written authorization of the management.

Be respectful always, in both the content and tong of what you say. Show respect to your
aud ence, your colleagues and customers and suppliers. Do not past or publish any comments or
com-ent relating to the company or its employees, which would be unacceptable in the workplace
ar In conflict with the company's wehsite, Mzke sure the views and opinions You express are your
own.

Recammendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
netaarking sites, Such recommendations can give the impressian that the recommendation is a
referance on behalf of the iPloy, even when a disclaimer is placed on such a comment. Any request
for such a recommendation should be dealt with by stating that this is not permitted in line with
corpany policy and that a formal reference can be sought through HR, In line with the nermal
reference policy.

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

If you make a mistake, be the first to point it out and rorrect it quickly. You may factually point
au- misrepresentations, but do not create an argument.

Th = policy extends to future developments in internet <a pability and social media usage.

in additior to the above rules, there are many key guiding principles that employees should note when
using sociz | media tools:

Al~vays remember on-line content is never completely private;

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

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




» At al times respect copyright and intellectual property rights af infarmation you encounter on
the {ternet. This may require obtaining appropriate permission 1o make use of information. You
mus- always give proper credit to the source of the information used,

Specific Managerial Responsibilities

By their position, Managers have ohligations 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 apinions or positions even where disclaimers are used. Managers should err on the side of
caution and should assume that their teams will read what is written. A public online forum is not the
place to communicate company policies, strategies or opinions to employees.

Enforcemernt f Progression

Mon-compliance with the general principles and conditions af this social media policy and the related
internet, e-mall and eonfidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy i niot exhaustive. In ituations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet is always appropriate and consistent with your
responsibili-ies towards the company. In case of any doubr, you should consult with your manager.

Infractions tor this policy is tagged under Level 2 offense and fallow these progression:

a. 1¥ Instance = Written Warning
b, 2™ nstance- Final Written Warning
¢, 3" pstance- Dismissal

Employee Acknowledgement

| have read understand and agree to comply with the foregoing policies, rules and conditions governing
the use of 3ll property of IPloy and all work and conduct completed on or with the assistance of iPloy
property, Firther, | agree to abide by the Social Media Best Practices when using social media sites on my
personal time and when my affiliation with iPloy regarding those sites is known, identifled, expected of
presumed,

Mame: lH'-I'_.I-‘rhl- - h.'?k-ul--!

Signature: CU}"JL-"'EE Date: '—‘Ulﬂ [0, ded
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Subject WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1, JRIECTIVE

1.1 In conformity with Republic Act No. 8504 otherwise knpwn as the Philippine
MDS Preventian and Control Act of 1998 which recognizes wirkplace-based
programs as a potent tool in addressing HIV/AIDS as an intermational
pandemic problem, this company policy s hereby issued for the information
and guidance of the employess in the gdiagnosis, treatment and prevention of
HIY/AIDS in the workpliace

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

2. COVERAGE

2.1. This Program shall apply to all employees regardigss ol their employment
status.

3. IMPLEMENTING STRUCTURE

3.1 Iploy Inc. HIV/AIDS Program shall be managed by s health and safety
committes consists of representatives from the different divisions and
departmants

4. POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AID5
41,1 What is HIV/AIDS?

4113 it & a disease caused by a wirus called HIV  [Human
immunadeficiency Virus). This virus slowly weakens a person's
ability to fight off other diseases by attaching itself to and
dostroying important cells that control and support the human
immune system

4.1.2. How HIVAIDS s transmitted?

4171  Unprotected sex with an HIV infected person,
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41232  From an infected mother to her child (during pregrancy, at
tirth through breast feeding).

4123 Intravenous drug use with contaminated needles;
4124, Transtusion with infected blood and blood products. and

4125  Unsafe, unprotected contact with infected blood and bleeding
wolnds of an infected person

4.1.3. s there a cure?

4131 Mo However, there are antiretroviral drug combinations that
are avallable when properly used, result in profonged survival of
peaple with HIV. Holistic care of peopls living with HIV-AIDS and
comprehensive  treatment  of  opportunistic  infections also
dramatically improve gquatity of [ife

5. CUIDELINES

%1 Preventive Strategies
5.1.1. Conduct of HIV-AIDS Education
5111 Who will conduet?

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

51.1.2.  How will it be conducted?
The HIV-AIDS aducation will be conducted through distribution and
posting of 1EC maternals; lectures, counselling and training and
infarmation on adherence o standard of universal precautions n the
workplace

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

£1.2.1, Screening for HIV as & prerequisne 1o employment is not
mandatory

5123 The company shall pncourage positive health seeking behavior
through Voluntary Counseling and Testing.
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5.1.23  The company shall esmablish a relerral system and provide
access to diagnostic and treatment services far its workers. Referral
to Social Hygiene Clinics of LGU for HIV screening shall be faciitated
by the company's medical clinic staff.

51,24 The company shall likewise faciitate access to livelihood
assistance for the affected employee and hisfher families, being
offered by other government dgencies.

6. 30CIAL POLICY
3.1. Mon-discriminatory Policy and Practices
6.1.1. Discrimination 0 any form  from  pre-employment  to  post
employment, including hirng, promotion or assignment, termination of
employment based on the actual, percelved or suspected HIV status ot

an individual [s prohibited

6,1.2 Workplace management of sick employees shall not ditfer from that of
any other iliness.

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

3.2, Confidentiality/Non-Disclosure Policy
6.2.1. Access to personal data refating to a worker's HIV status shall be
bound by the rules of confidentiallty consisten! with provisions of B4,

8504 and the ILO Code of Practice

6.2.2. Job applicants and workers shall not be compedied to disciose their
HIV/AIDS status and other refated medical information

(.23, Co-employess shall not be obliged to reveal any personal information
relating 1o the HIV/AIDS status of fellow workers

5.3, Work-Accommodation and Arrangement

6.3.1. The company shall take measures to reasonably accommodate
employees with AIDS refated dinesses.

6.3.2, Agreements made between the company and  employee’s
representatives hall reflect measures thal will suppon workers with
HIV/AIDS through Mexible leave arrangements, rescheduling of working
tima and arrangement for return to work
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7. I0LES AND RESPONSIBILITIES OF EMPLOYERS AND ENMPLOYEES
7.1 Employer's Responsibilities

7.1.1. The Company, together with employees/ labor organizations, company
facal personnel for hurman resources, safety and health personnel shall
develop, implement, monitor and evaluate the workplace policy and
program an HIV/AIDS,

7.1.2 Provide information, education and training on HIV/AIDS for ats
warkforce.

7.1.%. Ensure non-discriminatory practices in the workplace and that the
policy and pragram adheres to existing legislations and guidelines

714, Ensure confidentiality of the health status of its employees and the
access to medical records 15 lmited 1o authorized personnel,

7.15. The Company, through its Human Resources Department, shall see to
it that their caompany policy and program is adequately funded and made
known (o all employses.

7.1.6. The Health and Safety Commttes, wogether with employees) labor
organizations shall jointly review the policy and program and continue to
improve these by networking with government and organizations
promoting HIV prevention.

1.2, Employees” Responsibilfities

7.21. The employee's organization shall underfake an active role in
educating and training their members on HIV prevention and contrel.
Promate and practice a healthy lifestyle with emphasis on avaiding high
risk betavior and other nisk factors that expose workers to increased risk
of Hiv intection

7.2.2  Employees shall practice non-discriminatony acts aganst co-employess

7.2.3. Employees and their organization shall notl hiave access to personne
data relating to a worker's HIV status

T.24. Employees shall comply with universal precaution and preventive
MEasLUres.
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4. IMPLEMEMNTATION AND MONITORING

£.1, The Safety and Health Committes ar its counterpart shall periodically manitor
and avaluate the implementation of this Folicy and Program,

9, EFFECTIVITY

8 1, This Palicy shall take place effective immediately and shall be made known to
every eEmployes,

| t X
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Human Resources

Aparoved by: Yisroel ¥, Gissinger
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Cate :January 1, 2018
Ta : ALL EMPLOYEES CONCERNED
F-om : Human Resources
Trru : Operations Manager
S5.ahject ; WORKPLACE POLICY AND PROGHAM ON TUBERCULOSIS (T} PREVENTION
AND CONTROL
1. CBRIECTIWE

11.To assist the government in its campaign against Tuberculosls {TB) In compliance
with the Department of Labor and Employment’s Department Order No. 73-05,
series of 2005 - Guidelings for the implementation of Paolicy. and Program on
Tuberculosis {TB) Prevention and Control in the Workgpiage.

12.To provide initlatives to prevent the outbreak and spread of tuberculesis in the
workplace, and to treat, care, and support employess who become affiicted with
tuberculosis

2, COVERAGE

2 1. This Program shall apply to all employees regardisss of their employment status,
3. POLICY STATEMENT

3 1. The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration to work of employees who contract

this disease. To schieve this goal, all employess ane strictly mandated to uhdergo
an annual physical examination with the requisite chest x-ray.

3 2 AIse, In fline with tha, a TE awareness program shall be undertaken through
information 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 TB in tha
workplace. This shall be handled by the Cifice of Health Services (Infirmary) or
the partner heatth provder of IPLOY INC in conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider

3 3.The DOTS is a comprehensive strategy to control TH, and is composed of five
components, which are:

1311 Political will or commitment o enduring sustained and quality TR
treatment and contral activities;

132, Case detection by sputum-smear mICroscopy among  symptomatic
patients;
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3.3.3. Standard short-course chemotherapy using regimens of & Lo 8 months for
#ll confirmed active TB cases (I8, smear positive o those validated by the
TH Diagnostic Committes) Complete drug taking through direct
atservation by a designated treatment pariner, during the whole course of
thi treatment regimaen;

334 A regular, uninterrupted supply of all anu-tuberculosis drugs and other
malterials;

3.35. A standard recording and reporting system that allows assessment of case
finding and treatment oulcomes for each patlent and of tubeyculosks contral
program’s perfarmance overall

3.3 Employees must be given proper information on ways of strengthening their
immune responses against TB infection, (e, miormation on good autrition,
adequate rest, avoidance of tobacco and alcotol, and good personal hygiene
practices.  However, It should be underscored that intensive effortz in the
prevention of the spread of the disease musdt be geared towards accurate
infermation on its etiology and complete performance averall.

1.3 Improving workplace conditions

351 To ensure that contamination from TB alrborne particles |s controlled,
workplaces must provide adequate and appropnate wentilation {DOLE-
Qrcupational Satety and Health Standards, O5HS, Rule 1076.01) and there
shall be adeguate sanitary facilities for workers

3.5.2, The number of employess in & work area shall not exeeed the required
number for a specified area and shall observe the standard for space
requiremeant, (O5HS Rule 1062

d.6.Capability bullding on TR awareness raising and training on TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company hiealth personnel or the occupational salety and health
commiltes,

3.™5ocial Policles:

371 Non-discrimingtion: Employess who have or had TB shall not be
discriminated againsl  Instead, they shall be supported with adequate
diagnodis and treatment, and shall be entitled toowork for as long as they ara
certified by the Company's accredited health provider as medically fit and
shall be restored (o work as soon as thelr liness is controlled

372, Work Accommodation:  Through  agreements made  between  the
management and the employees, work accommodation measures (o
support  employees with TH s encouraged  through  flexible  leave
arrangements, rescheduling of working times, and arrangemernts for return
towork.
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3.73. Restoration to Work: The employee may be allowed to return Lo work
with reasonable working arrangements as detenmined by the Company's
Health Care Provider and/or the DOTS provider

3 8. Fmployes Responsibifity

381 Emplayees who have symptoms of TB shall inmediately seek assistance
fram the Company's Health Services Provider,

3811 An employee who has the symptoms of TB |s required Lo initially
wear a face mask (especially while inside the office) and observa good
hyglene practices, ot least until declared by a competent medical
practitioner to be safe from transmission,

3.8.1.72 Similarly, for those at risk, e, those with family members with TB
or those exposed 1o o co-employee with TB, it would be prudent to
ohserve the same good hygiene practices untll declared free from the
disease and safp from transmission

182 Once diagnosed to be with TB, employess shall immediately seek
treatment either through the Department of Health’s DOTS or & private
physician of the employes's choice.  However, il is imperative that the one
strictly adheres to the course of treatment. Falling to dutifully observe the
treatment course may give rise to complicalions, such as resistance or gven
the fallure of treatment, which may make it harder to treat the infection and
resull I & longer absence

3.8.2.1.  An absence from work due to medical reasons of over six (6]
months may resull in the termination of one's empioyment as
provided for by the Labot Code of the Philippines under Art. 284 -
(sease as Ground for Termination,

1.8.4. Employees are required to underga an annual compulsory chest X-ray
through the Annual Physical Examnation.  If for any reason an employss
falls ta secure a chest x-ray at that time, he/she shall be directed to secure a
chest x-ray at an accredited clinic by hisfher respective Infirmary/Health
Services.

5.9.The Company shall ensure that any T8 occurrence in the workplace is traced and
that all contacts are clinically assessed, as much as Teasible

3.10. an employee afflicted with TB, who has voluntarly undergone the
treatment and rehabilitation program (DOTS) prescribed, and who is finally
declared to be in & non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Company desighated physician,

111, Employees (those afflicted with theé dizease or those identified under
contact tracing) who refuse to cooperate and dutifully observe lawful

-
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instructions (undergo a medical check-up and/or tréatment), may be subject to
disciplinary action proceedings for insubordination (the penalty of which may
range up 1o the termination of ene’s amployment |

4. PROCEDURE

4 1 The respective Health Services of the Company {andfor the contracted Health
Services Pravider) shall coordinate with the Occupationa) Satety and Healih
Conter who shall provide preyentive and  techocal  assistance  In the
implementation of the Waorkplace TB Control and Management Progranm.

4 7 An employee wha undergoes the Arnual Physical Examination with the requisite
chest x-ray will have hisfer medical record forwarded 1o company clinic/HRD.
Emplovees who Tail to undergo the requisite annual chest x-ray shall be directed
to secure one at an accredited clinig or by his/her preferred. Infirmary/Health
Senvices.

4.2.1. Those with medical findings shall be required to undergo further madical
check-up. All medical records in connection with this second/f further check.
up shall be submitted lo company clinig/HRD and his/her respective
Irflrmary/Health Services

4.7.2. The emplayee shall then coordinate with company chinic/HAD and his/her
respective Infirmary/Healtn Services for the next steps

4 3,40 employee who is suipected to be afflicted with TB, whether as a direct suspect
or by eontact tracing, shall cooperate Tully with  hisfher  respectve
Infirmary/Health Services [andfor the contracted Health Services prowider)  |f
the employes 1ests positive far TH, the employee shall undergo the DOTS
program 10 il completion

4.4 the employee needs to undergo a lwave of abisence to recuperate, hefshe will
be allowed to use the sppropriate feave belorp hefshe may request 1o be
permitted 10 go on a Leave of Absence without Pay {(LOA)

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

44,2, The Unit corcerned shall ensure thal the requisite procedures are
anserved by the employee and that the company clinic is duly informed

4.5 An employee may be allowed 10 go on a medical leave ol absence {without pay)
for a maximum period of siv (8] months. The concerned employee shall submit
an application for a leave of absence belore poing on leave.  Sad leave
application shall be sublect to approval at the sole discretion of the Company

Managemenl.

451 Thesame procedures under 4 2.1 1o 4.2 2 shall be observed.
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4.5 After treatment, with @ maximum period of six (6] months on leave (wilthoul paiy ),
an amplayes found to be cured orn a noncommunicable stage of T8 may be
allowad back towork, provided that the employee's health shall continee to b
menitored during the annual physical examination with the requisite chest x-ray
or as may be deemed neceszary by the Uni Health Services [Infirmary) or
contracted Health Services provider

4.7 The employee returning 1o work shall be required by the Managemant fo secure
a medical clearance Tram a medical doctor chosen by the Company before being
allowed to raturn 1o work

4 8 The HRD will initiate disciplinary proceedings against any employee found to have
discontinued traatment in defiance of medical advice, or who refuses to undergo
the full treaiment course prescribed,  Likewise, smployees who are ordered to
underge a check-up due to contact tracing but refuse 1o da so wil also face
diseiplinary action procesdings. In both cases, the maximum sanction agplicabie
for insubordination will be the termination of ane's employment, if it is deemed
warranted

5. IMPLEMENTATION AND MONITORING

5 1, The Safety and Health Comrmittee or its counterpart shall periodically monitor and
evaluate the implerentation of this Policy and Program

6. EFFECTIMITY

G1.This Palicy shall take place effective immediately and shall be made known 1o
eyiery employes.

A '
At
Prepared by jo Hanng B, Meiecio
Human Resources

Approved by Yisroel ¥ Gissinger
CED
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Jate : February 22, 2018

To ¢ ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1 OBIECTIVE

1.1 0ploy Inc. s committed 1o conform 1o the estabdished standards assurancé of
customer satisfaction, protection of our enviranment and health and safety in
the workplaces,

1.2.The company promotes and ensures a healthy environment TRrOUgh L5 yarious
health programs to safeguard its employees. And as part of the company’s
compliance to DOLE Department Advisory No. U5, Series of 2010 {Guidelines for
the Implementation of a Workplace Palicy and Program on Hepatitis B), this
Program has been developed This program is aimed to address the stigma
attached to hepatitis B and 1o ensure that the employees’ rght against
discrimiriation and confidentiaity is maimained

1.4.This guideline is formulated for everybody's information and refergnce for the
diggnosis, treatrment, and prevention of Hepatits B This will inform Lhe
employees of their role a5 weil as the company in desling with Hepatitis B. A
healthy envirgnmen! @ancompasses a good working refationship and great outpu
for continuous business growth,
2. COVERAGE
2.1, This Program shall apply to all employees regardiess of their employmernt slatus.,
3. POLICY STATEMENT
3.1 Implementing Structure
31.1.1. Ipioy Inc. Hepatitis B workplace policy and program shall pe managed by
its health and safely committee. Each division or department of the
Company shall be duly represented
3.2. Guidelines
321 Education

3411 Hepatitis B shall be conducted through distribution and posting of
IEC materials and counselling and) or lectures; and
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3.2.1.2  Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close coordination with the health and safety committes

3.2.2. Preventive Strategies

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

E e i Waorkptace sanitation and proper wasts management and disposal
shall be monftored by the health and safety committes on a regular
basis.

3223 Personal protective equipment shall be made avaitable at all times
far all employees, and

3.2.24. Employees will be gwven training and infarmation on adherence 1o
standards of universal precadlions in the workpHace

4. SCCIAL POLICY
4111 Non-discriminatory Policy and Practices

4.1.1.1.1 There shall be no discimination of any form aganst
employess on the bass af their Hepatitis B stalus conslstent with
the international agreements on nonsdiscrimination ratified by
the Philippines {ILO C111). Employess shall not be discrimnsted
against, from pre (0 post employment, ncluding hining,
promation, or assgnment because of ther hepatitis B status.

4.1.11.2 Workplace managemint of sick emplayees shall not differ
from that of any other llness, Persons with Hepatits B related
[linesses may work for as long as they are medically fil to work.

4.1.1.2 Confidentmality

411321 lob applicants and employees shall not be campeiied 1o
disclase thelr Hepatits B slatus and other related medical
infarmation, Co-employess shall not be obiliged to ravesl any
pernonal mformation about ther fellow employvess. Access 1o
personal data relating Lo employee’s Hepatitis B status shall be
bourd by the rules on confidentiality and shall be strictly imited
to medical personnel or i iepally reguired.

4113 Wark-Accommodation and Arrangement

41131 The cosnpany shall take measures [0 reasonably
accommodate employees who are Hepatitis B positive or with

Hepatitis 8 - related liinasses.
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41132 Through agreements made belween management and
employess’ representative, Meaasures o support employees with
Hepatitis B are encouraged to work through flexible leave
grrangements, rescheduling of working time and arrangement far
return to wark,

4114,  Screening, Diagnosis, Treatment and Referral to Health Care
Sefvices

4.1.1.4.1 The company shall establish a referral system and provide
access to diagnostic and treatment services for its employees lo:
appropriate medical evaluation/ menitoring and management.

4.1.1.4.2. Adhersnce to the gudelines for healthcare providers on
the evaluation of Hepatitis B positie employees is highly
encauraged

41143 sereening for Hepatitis B as a prerequisite 1o employment
shall not be mandatony

4115  Compensation

4.1.1.5.1. The company shall grovide access to 5ol Secunty
System and Employees Compensation benefits under PD 616 to
an employee contracted with Hepatitis B infection in the
performance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5111 Employer's Responsitiiities

5.1.1.1.1L Management, togelher with employees’ dfganizations,
company focal persornel for human resources, and safety and
health personrel shall develop, implement, maniior and evaluate
the workplace policy and program on Hepatitis B

L T B O The Health and Safety Committee shall ensure that thedr
company polcy and program s adequately funded and made
known Lo all employess.

51113 The Human Resources Department shall ensure that thei
pulicy and program adhers to existing legisiations and guidelines,
including provisions on leaves, benefits and insurance,

51114 Management shall provide information, education and
tralmingon  Hepatitis B for Ils workforce consistent with the
standardized basic Information package developed by the
Hepatits B TWG; if not avallable within the estabishment, then
provide access to nfarmation




™ ~

e & iPloy

51115 The compary shall ersure non-discnminatory praciices in
the workplace.

5.11.185 The management together with the company focal
personnel for humman reésources and safety and health shall
provide appropriate personal protective eguipment Lo pravent
Hepatitis - B exposure, especially for employees exposed to
potentally contaminated blood or body fluld.

51117 The Health and Safety Committes, together with the
employees’ organizations shalfl jointly review the policy g
program for effectiveness and continue to improve these oy
networking with  povernment and  organizations  promoting
Hepatitls B prevention

51118 The compary shall ensdre confidentiality of the heaith
status of its emplayees, mciuding those with Hepatitis B.

51119 Thie human resources shall ensure that access to medical
records is imited 1o guthorized personned

5111 Employess Responsibuities

5.1.1.2.1. The employees’ organization is required to undertake an

active role in educating and training their mermbers on Hepatitis

8 prevention and conlrol The [EC program must alsp aim at

promoting and practicing a healthy lifestyle with emphasis on

avoiding high rizk behaweor and other nsk factors that

expose  amployses 1o Increased risk of Hepatitls B

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

511232 Employess shall practice non-discriminatory acts against
co-employees on the ground of Hepatitis 8 status

51.1.23, Employess and their organizations shall not have access to
persannal dala refating tooan employee’s Heapatitis B status, The
rules of confldentality shall apply In carrying out union and
organization functions

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

51125 Employess with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis B status,
that is, if their work aclivities may increase the risk of Hepatitos B
infection and transmission or put the Hepatitis B posiiiee at risk
far aggravation,
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6 IMPLEMENTATION AND MONITORING
6.1 Within the establishment, the rmptermentation of the policy and prograrm shall ba
monitored and evaluated periodically. The safety and health committee or its
counterpart shall be tasked for this purpose,

. EFFECTWVITY

7.1.This Policy shall take place effective immaediately and shall be made known to
every employes.
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Presarad by la Hg"h’ LECin

Human Resources

Approved by: Yisroel ¥, Gissinger
CED
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=te s January 1, 2018
Ta = ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Dperations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1

CBIECTIVE

1.1 In compliance with Article v of Republic Act Mo 9165, otherwise known a5
the Comprehensivie Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order No 53-03, series of 2003
|Guidelines for the implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iplay Inc. hereby adopts the following
policies and programs to achleve a drug-free workplace,

- 2. Company policy is 1o maintain a workplace free of illegal drugs. To ensure
that the objectives of the company’s corporate policy are met, the company
is implementing this drug free program. The program will have the following
elements

COVERAGE

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

IOLICY STATEMENT

3.1 The use, possession, solicitation for, or saleof dangerous drugs on company
premises ar while perfarming an assgnment.

3.2, Being impaired or under the influence ol dangerous drugs away from the
company, if such impairment or influence adversely affecis the employes's
work performance, the salety af the employee or of others, or puts at risk
the company’s reputation

3.3, Passession, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such activity or involvement adversely alfects the
employee’s work performance, the safety of the emplayee or of others, or
puts at risk the company's reputation

3.4, The presence of any detectable amount of dangerous drugs in the
employvee’s system while at work, while on thee premses of the company, or
while on company business, “Dangerous Drugs" inchude those listed in the
Sehpdules annexed to the 1961 Singhe Convention on Narcotic Drugs, as
amended by the 1972 Protocol, and in the Sehedules annexed 1o the 1971

F‘I“m%@ qu[B 10,




-
iy rCoip @ lPloy
110 FEane RSY Tawe
Pesfcandsinn o Cob Buniram Park, P
Cabes Gty GO0

Single  Convention on Psychotropic  Substances as enumerated n the
attached annex of R.A. 9165,

4. MANDATORY DRUG TEST

41 To ensure that only those qualified shall be screened and recruited to prevent

a2

4.3

the detrimental effects (e.g lower productivity, poor decision making;
increased pooidents; more compensation claims; gnd reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be reguired for pre-employment.

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

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

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

43.7. FOR-CAUSE TESTING: The company may ask an officer/femployes ta.
gubmil to a drug test at any time it feels that the employes may he under
the influence of drugs, including, but not limited to, the following
circumstances: evidence of drugs on or about the omployee’s person or
in the employee's vicinity, unusual ponduct on the employee's part that
suggests impairment or influence of drugs, negative performance
patterns, of excessive and unexplained absentesism or tardingss

433 POST-ACCIDENMT TESTING: Any officer/employee involved in a "Mear-
Miss” Incident or "“Work Accident” under circurnstances that suggest
possible use or influence of drugs may be asked 1o submit to a drug test.
s defined herein, “Near-Miss™ means an incident arising from ar i the
course of work which could have led to Injuries or fatalities of the
workers and/or corsiderable damage to the employer had it not been
cuitailed. “Work Accident” refers [0 unplanned of unexpected
occurrence that may o may not result in personal injury, propery
damage, work stoppags of interference or any combination thereal of
which arises out of and in the course of employment

434, Al drug tests shall employ, amang others, two |2) testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatary test which will confirm a positive
screening  test.  Where the confirmatory lest turns  positive, the
company's Assessment Team shall evaluate ihe results and determine

Hil“mﬂ {J]wlﬁ {0, Anay
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ihe level of care and administrative intarventions that can be extended
to the concerned employee

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

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

5. TREATMENT, REHABILITATION, AND REFERRAL

6,

5.1. An officer/employee who, for the first time, is found positive of drug use,

- R

53

5.4,

chall be referred for treatment andfor rehabilitation in a DOH aceradited
center. For this purpase, Iploy Inc. shall prowide a list of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may choose from:

Following rehabilitation, the campany’s Assessment Team, In consultation
with the head of the rehabifitation center, shall evaluate the status of the
drug dependent employee and recommend Lo the employer the resumgption
of the employes's job if hefshe poses no serious danger to his/her co-
employess and/or the workplace

All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account. The period during which the
employes 1s under ftreatment of rehabilitation shall be considered as
authorized |eaves,

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

ADVOCACY, EDUCATION AND TRAINING

6.1

b2

Iploy Inc. undertakes 10 increase the awareness and education of its officers
and employees on the adverse effects of dangerous drugs through
continuous advocacy, education and training programs/activities 1o all its
officers and employeas

All afficers and employees are required (o undergo an arientation/education
program before assumption of their respective duties. The program shall
include the following topics:

6.2.1. Salient features of R.A, 9165;

6.2.2. Adverse effects af abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community,
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5373 Preventive measures against drug abuse; and

§.2.4. Steps totake when intervention s needed, as well as avallable services
for treatment and rehabilitation

5.3. To encourage all officers and employees to lead a Fealthy litestyle while at
wark and at home, Iploy Inc. undertakes to comduct the tollowng activities as
often as passitle:

6.3.1. Lfestyle assessment programs on kealth  nutrition,  weight
management, stress management, aleahol abuse, smoking cessation, and
gther indicators of risk diseases;

6.3.2. Health wellness screenings [e.4: blood pressure and heart rate,
cholesterol test, blood glucase, 1),

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

£3.4 Other activities promoting 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 Lhe
prevention and control of dangerous drugs, including drug testing, shail be
disserminated 1o all officers and employees The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understaod by them

7.2 Iploy Ine. 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 where required by law, in case of overriding public health and
safety concerns; or where such exceptions have been autharized in writing by
the persan concarned,

7.3, Al officers and emplayees shall enjoy the right to dug process, absence af
which will render the referral procedure ineflective

8 CONSEQUENCES OF POLICY VIOLATIONS

B.1. Any officer or employee Who USES, POSSESSES, distributes, sells or attempts to
sell, tolerates, or transfers dangerous drugs o otherwise commits other
urlawful acts as defined under Article || of RA 9165 and its Implamenting
Rules and Regulations shall be subject to the pertinent provisions of the said
ACT.

8.2 Any officer or employee found positive for use of 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, BAPLEMENTATION AND MONITORING

&)iPloy

§1.1. The implementation of these palicies and programs shall be monitored
and evaluated periodically by management 1a ensure a drug-free
workplace. For this purpase, an Assessment Team shall be constituted in

accordance with 0L, 53-03

10. EFFECTIVITY

10.1. This Policy shall take place eflective immediately and shall be made

known to every employees.

11, ATTACHEMENT

111, Drug-Free Workplace Policy and Program Acknowledgement

fl f{". P
Prepared by 1o HA)II *J&Lﬁe ecio
Human Resources

Resiewed by Alfrgda P
Director of O

Approved by: Yisroel ¥, Gissmger
CEQ
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Drug-Free Workplace Program Acknowledgement

| hereby acknowiedge that | have receved and read Igday Inc, Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or local drug and alcohol treatment
programs. | have had an opportunity to have all aspects of this material fully explained. |
aksn understand that | must abide by the Program as a condilion of nitial and/or
corcinued employment, and any viglation may result in disciplinary acton up to and
including termination,

| alser understand that during my employment | may be required to submit to testing lor
the presence of drugs or alcohol in my body. | understand that submission 1o such tesung
i a condition of emplayment with [Company], and discipiinary action wp 1o and including
terriination may result if;

1) | refuse to consent 1o 1esting.

| | refuse 1o execute all forms of consent and release of hability that are usually and
reasonably assoclated with such examinations,

3) | refuse to authorize release of the test results 1o the company.,

4) The tests establish a violation of [Company|'s Drug-Free Workplace Policy
5) | otherwise violate the policy

| alsp recognize that the Drug-Free Warkplace Policy and related docurmenis are not
intended to constitute a contract between Iploy Inc.and me.

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

U‘W@&ﬂ BiTor ]vlg o, he2y

SIGNATURE DATE

WITHESS DATE
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Date : Janwary 1, 2018
To s ALL EMPLOYEES COMCERMELD
From : Human Resources
Thru : Qperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBJECTIVE

1.1. The following policies and procedure are hereby lssued by ipley inc. 1o
prevent sexual harassment in its workplace and to provide the procedure far
the resolution, settlement and/or disposition of sexual harassment cases.

2. COVERAGE

2.1 This Pragram shall apply 1o all employees regardless of their employment
status.

3. POLICY STATEMENT

1.1, Iploy Inc. belisves that employees should be sfforded the appartunity to wiork
in an environment Free of sexual harassment. Sexual harassment |5 a form of
misconduct that undermines the employment relationship.  No employee,
gither male or female, should be subjected wverbally or physically 1o
ynsolicited and unwelcome sexual overtures or conduct.

3.2. Sexual harassment refers to behavior that is not welcome, that s personally
offensive, debilitates morale and, therefore, interferes  with  work
effectiveness, Such behavior may be in the form of unwanted physical, verbal
or visual sexusl advances, requests for sexual favors, and other sexually
oriented conduct which is offensive or objectionable 1o the recipient,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

3.3. Iplay Inc. will not tolerate any behavior that amounts 1o sexual harassmeant
and any officer or employes found to have commitied sexual harassment
shall be subjected 1o disciplinary action, up to and including dismissal

3.4, DEFINITION OF SEXUAL HARASSMENT

Iploy Ing. has adopted, and its policy 1s based on, the deflinition of sexual
harassment set forth in Section 3 of RA 7877 Il provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person wihao, having authority,
influence or moral ascendancy aver another in a work environment, demands,

Niw@%%bibw /r-Tth lo, dory
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requires or otherwise requires any sexual favor from the ather, regardless of
whether the demand, requests or requirement for submission s accepted by
the object of said Act

In a work-refated or employment envirenment, spxual  harassment s
committed when:

34.1. The sexual favor s made as a condition in the hiring or in the
employment, re-employment, or continued  employment  of  said
individual, or in granting sald individual favorable compensation, terms of
conditions, promations, or privileges, or the refusal 1o grant the sesial
faver results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive of diminish  emplayment
opportunities or otherwise adversely affect said emplayee,

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

343, the abave acts would result In an intimidating, hostile, or ofiensive
environment for the employes

3.5, WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be committed in any work or traning anviranment. It
may include, but are not limited to the following:

351, Inoroutside the office bullding or training site;

3.5.2, atoffice or training-related social functions;

3.5.3. |nthe course of wark assignments outside the office;

154, at work-related conferences, studies or training sesslons; or
1.5.5. during work related travel,

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

16.1, Overt sexusl advances;

3.6.2. Unwelcome or improper gesturas of affection;

3.6.3. Reqguest or demand for sexual favers including but not limited to going
out on dates, autings, or the like for the same purpose,

3.6.4. Any other act or conduct of a sexual nature or for purposes of sexual
gratification which 15 generally annoying, disgusting or offensive to the
wictim

Ww%%i‘yfﬂuly GRS
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3.7 WHAT I5 NOT SEXUIAL HARASSMENT

sexual harassment does not refer to occasional compliments of a socially
acceptable nature. It refers to behavior that is not welcome, that 15
personally offensive, that debilitates morale, and that, therafore, interferes
with work effectiveness.

1.8, EMPLOYER'S RESPONSIBILITY

iploy Inc. undertakes 1o provide s officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in [ploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of company policy. The company 15
responsible for preventing sexual harassment In the workplace, for taking
immediate corrective action 1o stop sexual harassment in the workplace and
for promply investigating any allegation of work-related sexual harassment,

4. PROCEDURE
4.1 COMPLAINT PROCEDURE

4.1.1. Any officer or employee, who espenences of witnesses any act af
soxual harassment in the workplace, shall report the same Immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iploy Inc
management or ownership, Al allegations of sexual harassment will be
quickly investigated. To the extent possible, the |dentity of the officer or
employes shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unrecassary disclosure. When
the investigation is completed, afl 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 1o receive complaings, Investigate and hear sexual
harassment cases. The Committee shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment.

4.2, RETALIATION
4.2.1 1play Inc, will permit no employment-based retaliation against anyone

who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of 3 complaint of sexual harassment.
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4.3, WRITTEN POLICY

431 Al officers and employees of Iploy Inc. shall recerve a copy of the
company's sexual harassment policy upcn @scumplion of ther respective
affices, If at any time an officer of employes would like another copy of
the policy, please contact the Office of the Committee on Decorum.
iploy Inc. should amend or modify its sexyal harassment policy, all
officers and employees will recelve an individual copy of the amended or
madified policy.

5. COMFIDENTIALITY

5.1 At the commencement of the investigation procedurs at the Commitiee,
starting from the filing of a written compiaint, or the manifestation of an
objection ta an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heardd, will be kept under
the strictest confidence. It Is the intention of Iploy Inc that rights of the
parties, especially the Innocent ones, are protected. At the same time,
however, dignity and henar shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper

6. EFFECTIVITY

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

Prepared by: o
Hu

Approved by: Yisroel ¥. Gissinger
CEO

Niwsig. - (Bitny /July 10, An3+
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Subritted by:

Yisrcel Y. Gissinger
CEO
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DATE . April 3, 2018

To 1 ALL EMPLOYEES

FROM - HUBAN RESOURCES DEPARTMENT
THEU OPERATIONS MANAGEMENT
SLIBJECT : MEMO: RESTROOM GUIDELINES

Iplay Inc. provides unisex restrooms available so that employees Can use them when they reerd
to do 50, One is located inside the operaton Noor and second s tin the hallway outside thae
operation floor, However, those who are uncomiortable, has issue with the unisex restroom,
we have a separate ungle, private restroom available for use,

Marecver, any employee with concern/issue i using the unisex restroom, please visit Human
Resou-ces office to get door access pass. Office secunty, Leg inand Log out procedure shall
apply,

Furthermore, it is assential that all employees should comply and obterve the restroom
etiquette:

o Knock if the cubicle appears to be occupied. Don't peek under the doors

» Lock the cubicie door whan you enter.

s Stand close enough 1o the pan or urinal 5o vou don't wel the seat, walls or
Naor

o Flush the toilet alter use and wipe off the Lotlet seat for the next user
Paper towels go in the trash can, not on the floor or in the toilet bawl

»  Wash your hands to provent the spread of colds and the flu

s Plegse use water and paper towels conservaively

Forr your infarmation and guidance:

Huma Resourcas

Noted by:

Alfreda arilla Jr

i 3 rations
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Febiruary 27, 2018

To ; ALL EMPLOYLES

FROM ! HUMAN RESOURCES DEPARTMENT
THRU : OPERATIONS MANAGER

SURIECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

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

To ensurz effective implementation and manitoring of office security

1. Employees are required to log in and log out using the biometric and the RF ID, even
if the door is apen
2,

Employees are allowed to be inside the office and to Log in thirty {30} minutes before
their scheduled time

Bags and/or persenal items should be left in the locker before longing in/going inside
11e production area

Once an employee logged in and inside the production area, they can no longer go
cutside until their 1** break

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 times, employees must use
their RF 1D to access these rooms
7. Ho tallpating

Employee ID and RF ID should be worn at all times, lost RF 1Ds will be charge to the
employes

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

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

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

For guicance and strict compliance.

lo E Ld Se:m
Hu Resources
Noted by:

|
Alfredo Cabarillo Jr,

Dil’@‘l i.‘:lﬁlﬂi‘leratiuns
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DATE ; November 17, 2021
TO : ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBIECT : LOCKER POLICY

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

Please see ist of rules provided below for your reference.

RULES
«  ONE LOCKER OMLY per employee, NO sharing of lockers.
= MO staring of perishable foods/leftovers inside the locker.

Prcper sanitation is strictly observed (E.G. Mo storing of unwashed containers/mugs/utensils, etc.)

N transferring of lockers, Transferring of lockers is subject to approval,

Checking/audit will be done from time to time and once unassigned lockers are being used, they

wil be forced open, and the company will not be liable for padiock replacement nor

rei nbursement.

o Angsort of action that may result in damage to property Is strictly prohibited. This includes but is
no- limited to graffit /vandalism, posting of stickers, damage ta facility property such as the forced
op=ning of lockers without the management/HRs’ knowledge or consent, ete,

®  Thea company will not be liable for the loss or damage to any personal belongings left unattended
and that Includes, sharing of lackers, lockers without padlocks, placed on top of the lockers, et

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

s Fo-ced Open Reguest due to lost padiock key or forgotten password/code should be submitted a
day prior and will be subject to availability of the bolt cutter.

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

«  NC LOITERING inside the locker room

« Urassigned Lockers with cable ties should not be opened.

= Thngs inside unassigned lockers will be subject te disposal of the management

-
-

This Memerandum shall take effect on November 22, 2021,

Failure to eomply will be dealt accordingly.

Prepared by:
A=) : i
Carlos Gotlong. ~_Alf a
Relations Specialist General Manager Directo perations

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

governing the iPloy Locker Policy. .
M'E—ﬂ(v&%ﬂtﬁfﬂ-ﬂ [ Iuly (o, 804

Emplwee‘Signature Over Printed Name/Date
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DATE April 3, 2018

To : ALL EMPLOYEES

FROMA HUMAN RESOURCES DEPARTMENT

THRU - ORERATIONS MANMAGER

SUBIECT . MEMO: CALL IN FOR OUT OF OFFICE

In order ta properly manitoe out of office employess, 2 new process to call infreport absence will
be smplemented effective Manday, Apnil @, 2018

Guidelines:

1 11 cases of late and/or absences, employee should report to Human Resources through
iS5 or Call via HH hotline; 08177097074
2. Hotification should contain the following information
a. Complete [reall Name
b, Department
. Team Leader
d, Call in for: (Whola day Absent, Half-day Absent, Late)
e Heason
3. HR will be the aone to send notification (e Operations Managemen!
4. Hocall in should be communicated through Team leads or any other emploves. It should
b done by the employes or his/bar relatives
5. Rotification should be at least twao (2] hours before the amployee’s shift
3. I an employee is advised to resy/confined in the hospital, nurmber of rest days as advised
by the physician should be indicated. Otherwise, employes must send notification daily
7. Failure to notify will be tagged as No Call, No Show and/or unscheduled absence and will
be dealt with acoording to our Code of Conduct and Discpline

For your guidance and strict compliance

Nicols (® (bitey .{JHIH 1o, Ao} o
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Febiruary 18, 2020

Ta : ALL EMPLOYEES
FRODA i OPERATIONS MAMAGEMENT
SUBJECT | ATTENDANCE BONUS 2020

A5 we end the wear 2019, iPloy would like 1o set clear key procedures and policies. This memorandum serves as
reminder 1o be followed:

PAYROLL

1, Immaculate Attendance Bonus is for employess with perfect attendance. Employes should NOT commit any
schedule deviatons like tardiness, unscheduled absences, undertime and overbraak. Failure to punch in - out for
breaks will also disqualily the employee. No wabhsers will bi given

2. Tardiness, Urdertime and Qver breaks will be deducted from the employee’s pay.

3. Employees wo tendered thair resignation before the relesse of the Sign CGn Bonus {First Half or Second Half) wil
MO longer be el gible ta receive it

4, Employees gualified for the Sign On Bonus (First Half or Second Half) will recedve it an the 30" of the succeading
manth from eligibility.

5. Eligibifity far the annual merit increase ks based on averall perlormance and managament discretlon, Pay out is
at management’s discretion,

MEDICAL CERTIFICATE

1. When must the medical certificate be doted?

. 1 day ebsence = the medical certificate must 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, 1t
cannot be dated on the day that the agent is to report back Lo work.

. 2 days absence - the medical certificate must be dated on the initial day of absence ar the nest day. 1§ the
absence falls on a Thursday, the medical certificate must be dated sither that Thursday or the next day - at the

latest, It cannot be dated an the Saturday that immaodistely follows or that Monday that the agent is to repart back
to work,

- 1 days of absence or longer - the medical certificate must be dated on the initial day of absence or the next
day. It cannot e dated on the day that the agent reports back to work with the advice to rest antedated from the
imbtial date of axsence. 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 inclusive of the day of absence that the agent ook 1o rest plus Saturday and Sunday - the agent must be back
ta work on Moaday,

Nieoh £ rboy .K'J“ul_g 1o, m72Y
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o If the doctor prescribes rest, the medicsl certificate must Include the number of days of rest. The
advice (o rest cannot be antedated,

a There must be a fit to work date,

o The only esception to the Medical Certificate date guldelines is If the employes has been
haspitalized.

VACATION LEAVES
1. The company reserves the right to approve and disapprove all vacation leave (VL) requests.

2. Employee must exacthy have the corresponding eredits for the request to be approved,
1 credit = One Day
5 credit = Half Day

3. Employee with perfect attendance &0 days from the requested WL date will be given priority in the approval of
leaves. This is & vay of rewarding employees with perfoct attendance.

4, The compan= and chent have the right to disapprove leave requests and cancel approved leaves for those
employees who committad unscheduled absences on the prior manth and on the current month of the reguested
time aff includirg poor attendance records, behavioral and productivity ssues,

MNoted By: Approved By:
JA IMGER
HR Su Chiel Executive Officer
ALFREDO CAMARILLO IR,
Director of Opewations

os "B ity /Tl 10,5011
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Date : November 17, 2021

TO :ALL EMPLOYEES

Fram i HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

1. Employees are required ta notify the HR hotline number {0917-709-7074) and/or send an email to
hri@iploy.com at least two {2) hours before the employee’s shift (following call-in procedure] and/or
within 24 hours from the first day of absence.

2. Employee may use sick leave for absence due to the following reason:
» Employee's lllness of injury.
+  Bereavement leave/s
*  Ermergency leave/s
= Power Outage/Internet Qutage (for temporary Work from Home set-up)

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

Note: Mo more Manual filing of Sick Leave except if the employee was hospitalized and/or
guarantine due to COVID-19.

4, Below a-e the documents needed to provide to use the paid sick leave;
s Employee’s iliness or injury

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

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

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

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

= Pcower Outage
# Certification fram their electric/power supply provider (e g., VECO, CERECO,
MECO)

= Incernet Outage

= Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
7 Picture of the modem (showing red, no light in "internat”)

5, Any unauthorized sick leave will subject the employee to disciplinary action. 5L is unauthorized

under the following circumstances:
& The emplayee failed to inform the immediate superior or HRD about hisfher absence due to

illness unless fully justified.
Ni m1cm"‘“y /‘}u@ 16, Roay
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s [frickness claimed is fictitious or non-existent.

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

This Memarandum shall take effect on November 22, 2021.

Please be guided accordingly.

Created by:
ARC
HE Manal
Motad by
oC i Angelo Manal Qﬂgﬂm
Direcgor, O eratipns Operations Manager “General Manager
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Date : Movember 12, 2019

To : ALL EMPLOYEES

FROM . HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGER

SUBIECT : 555 SICKMNESS CLAIMIS = 5 CALENDAR DAYS

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

A member is qualified to avall of this benefit if:

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

2. He has paid at least three (3) manths of contributions within the 12-month period immediately

before the semester of sickness or infury;

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

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

b

Fallure to subimit the documents within the prescribed periad will free iPloy from any liability of their
clalims.,

For your gLidance.

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

Sincerely,

Moted by:

arillo Ir.
Dir ., Dhperations

h‘w‘m&w /Tuly 10,500
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DATE October 4, 2023

TO 1 ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This Is 11 reference to the previous memo sent out last December 9, 2022 regarding the abave-
mentiored subject. We are updating this memo adding more clinles and/or physicians that are
considered blacklisted and medical certificate/documents issued by them will not be accepted. In the
event that the employee submits any of the med certs under these clinics/Physicians will be tagged
as culpa3le for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline,

The folowing are NOT ACCEPTABLE and are considered part of the BLACKLISTED
CLINICS, PHYSICIANS:

iajah Tupas Medical Services
3imbo H. Tequllio MD Clinic

.olita E. Abella-Libres, DMD

Ir. Omar Arceo, MD

Sia Clinie

Health Doc Diagnostics

audiose Mentecillo Ir, MD

sow Serving

. Dr. Gulan Darnell Sumalinog

10. Tambut Medical Clinic

11. Clinles/Physicians without complete contact detalls such as but not limited to the follawl ng:
11.1  Dector's name

11.2  Doctor's license number
113  Clinic/Doctor Phone number
114  Date of Actual visit

115  Diagnosis

11.6 Recommendation

11.7  Fitto work date

oo

el U

Mew Clinics added:
12. Enad Clinic
13, Bing Clinic
14. Gla Clinic
15. Veloso Clinic
16, Dr, Paala N, Apuli
17. Lourdes D. Sasoy, MD

When providing medical certificates for absences, ensure the followling;:
1. The certificate must be Issued on the day of the absence or the day after.
2. Etrictly follow all Instructions provided in the recommendation. Proof of compllance, such as
& receipt for prescribed medications and laboratery results, may be requested,
3. FR/Clinle will validate all medlcal certificates, including fit-to-work certifications, Remember
taat no fit-to-work certificate will be denied entry.

Ni “"‘(\\I’};’h’:"‘j .f'fut‘j fo, o™
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4. [o not make erasures on the document. Any corrections made must be counter-signed by
tye attending physiclan,
5. Ensure that the soft copy (sent through email) matches the original copy submitted to HR,

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

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

Mo contact Information displayed In the medical certificate.

Fhsence of physician's name and license number.

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

contacted.

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

7. The clinic/physician does not facilitate phane valldations for the issued medical certificate.

8. The clinlc/physician's services are primarily related to cosmetic procedures and consultations,
raking them unsuitable for absence-related medical certifications.

e R

Lastly, since haspitals and clinics are now having less restrictions for consultations and our situations
are constantly improving since the pandemic hit, therefare, we will no longer accept consultation

This updeted memorandum shall take effect on October 15, 2023.

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

at er@ipioy.com.

Far strict compliance.

Frepared by:
H%ﬂ
Employee Relations Supervisor
Moted bys
fia anal
HR Menager Ma r Operations Manager
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Dite 5 Movember 30, 2022

To : ALL Employess

FROM H Hiirrian Resouroes Department

SUBECT i VRCATION AND SICK LEAVE CORVERSIOM

We are pleased 10 announce that the Sick Lesve conversion will be released on December 15, 2022
payout. In this connection, all remaining 5L credits are to be converted thus, . application s ne lenger
allowed until the end of the year,

Az fer thie Vecation Leave (VL) convarsion, all unused YL credits will be released on the 30" of Decembar
20ZZ All employees can plot a VL request untll December 8, 2022 ONLY, The actual V1 dates will cover
onhy until Aprll 30, 2023, Kindly take note of the reminders betow in reference to filing of YL

¢ Mo retraction of approved Yis. If the emplovee reports for work on the actual VL date, the VL
will not ba relmbursed and will be volded.

& Narescheduling of VL once approved.

# L date should not fall on & local holiday otherwlse Torfefted.

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

Furtharmare, If the em ployes resigns or gets separated from the company elther valuntary or Involuntary,
all awailable VL credits will be forfolted and will not be part of their kast pay If:

v Employee filed an immediabe resignation and/or fatled to provide a 30-day notice.

«  Employee went on Absent Without Official Leawve (AWOL)

«  Employee incur any leave, absences, andfor any form of terminal laave within the 20-day notice
period with the exception that the employes provided a valld documentation such as but not
lirmitad to hospitatization due to sickness, recldents, or contaghous diseases,

+  Employes incurred more than four (4) hours of accumudated endfor total late/undartime within
the 30-day notice.

v Employee will have issues with performance including but not limited to guality, productivety, B
client escalation within the duration of the 30-day notice.

+  Incurred any behavioral infraction such as but not limited to Sleeping, Browsing Unredated
Wehbsltes and ate.

Furthermore, SL and YL conversion maybe subject to tax, Should you have questions pertaining to this
mermo, feel free Lo reach out to our Accounting persannel ot Accoumting@iploy.com.

Signed:

-~

HR Tranmger
Mobed e

sk oo
Dperitions Managar Directar of Ellong

Appraved by:

g

CEQ
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December 17, 2009

Te ALL EMPLOYEES

FROM I CPERATIONS MANAGEMENT
SUBIECT CLEANSING FERICD

Ploy Sraffing Solutions believes n giving employees enough room {or improvement 1o straighten out
amployment i regards to compliznce 1o our company’s Code of Conduct. The aim of this approach s 1o help
mathvate ampoyees rectify passed alfenses and stan anew.

Cleanting Perod pertains o the time when an employee who has been subjected to o Dacplinary Actlon (D]
Is expected b3 improve perlormance. Ample Ume s glven to correct improper behavior and refrain from
committing amy ather infractions.

It an emphoyes does not commit the same infraction for the specilied cleansing period, the progression of 1ha
disciplinary action will slide back to g level depending on its type, Please refer to tabie below;

Attendance 6 1
Productivity | 6|
Behavioral A2

Thecounting of the Cleansing Bersod will start based on the date when Db was decided upon. A docementations
far infractions will still be ket in the Employee’s 201 File regardies what period of progressian,

The Clmansing Period is effective lanuary 1, 2020 covering Das & manths and older

Sincerely yours, Noted By: Approved By

ﬁ%ﬁ Al

IAY GISSINGER
Chief Executive Oificer




The Code of Conduct ard Discipdioe i3 designed 1o amsure healthy pnd posithe woriing

1. Tha right to discipline snd discharge smplopess for it and propencaises & management's
prerogative enshrined Trom the 1987 Prliapins Comifution,
% Faimess and justice shall slwins goven the impasition of dicinlinany actions. Existing Labor

the prieary concern of nmaediote superions and departmint haads 5o iniiete By digsialingry
.-nuni-ur,li subordinaurs whaneves 8 viglation of the ~ule 8 egmmitted,

sigeti -iqn!uaﬂiini_iaisznsﬂnng

inciders Repor! will Se Humar f HA within 3 working days from
the incident.
2 Humar Resources wl issus 2 Motics o Explasn (NTE 5 the enoiopee wishin § woriing
days.
3 Deresr Supeior shoukd comch the emmplovss wishin § werking days Fom the lssuancs of
the NTE.
4, Czaching Fofen and Wiinen Expianation of the smployes thould be submitted withins
working days from the lssuance of the NT|
5. HRlwill issue Nokice of Decision wilh 6r witheyt Semeiiors wizhin 5 days from the recesmt
iher Coaching Form and Wiitten Explanaton
&, Fallure 1o provide Wrilten Explaneticn shell comite 3 waber of the smployes’s
FighT bo e heard and canlirms that all the details in the incident Seport ane true and
witreut sy hiases.
b Lasms in the Simeline will ragul® bo & sancson = Keges of Cuty | reabardingtion
€. Lapiet in the trmelne will ot void the se=ton.
ENERAL BEHAVIDRAL STANDARDS
Ag Py pmployel Wil B=pocl thar you will meet the Ioleraing Denawonl sancerds
. Proper Condud! and Decorur i enpected from you within the offise #nd Sutskla whon
representing (e Compary, Thi inclucss sppropeiate drsss, sftardiing the cifice ready 1o work, e of
‘proper and decent auage, chasmvance of proper office and work detorum, reintaining proner
relationships with yoior cobsagues, custamens and other individutis rot in tee emgley of the company,
chtervance of andd compllaince with geisting lows ol I Phifppenes.

. Ertnancing Comaeny Prooucthity the Company espsct the Proper cine and widizstion of
Capital swaitaiie o they Compary; turning up for work ready o in.tu_..i.,.lt_a.l ok, inliowing thie
spprooriase break and firish fimes, getting o with the job and parfarmieg the jo to1he best of our
biliny, positive attituce and dedicRGon 1o o' Work BSignments, tupporiing supervisions and those in
managomant,

& Fellering nubis on sustomer and client rilations and aheays maintaining a professionsd helpiul
ntiitudie with custcmens.

¥, aaist bn Ehe secanity of the office, folowing basic ; [HEE St

& Proper use of Compary Property, facilities and security 1o profect company and empioyes
s, giiﬁtﬁig Company reconds, keep confidential and protect the
ntmprity ol ali Company coeraling G818 and informaticn, Eapropriate wse i all Compary eouipment for
ek relabed purpossd, progerly seesunt lor all Comeany funds roceived.

f__ﬂrh_%&w‘*& __..m.iu | o)Ay




Level 1 - infractions which sre minar in nature but which may become nabitual and disruptive H net
comeibed. It has na detrimentsl imgact ol the busingss.

i Lev 7 = Sarmous offense which causes delay in operations, may pose thead, harm, or dangsr to
Company property and)ior hees of indhviduals,

Lewet § — infraetioens wrich will destroy the company's image snd reputidion. It chvies sebitargial iz 12
This complny SN o revalt 1o eritical operational disruption. A eritlcal afl k
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A . Saing Clastise

1 Terminationof an employee shall sutomatically bar him/er irom re-employment,

aof diwmigeal shaill not prejudics the right of the company o nitiste courn-action

%?ii%.
B, This Code shad supenade all other existing policies, rues, mmos, ard the llee, and Bl polices
ta be irmplemeted, # the same i§ found 1o b incorgistent with the Code of Conduct

_”.__Q._.._Eru._ IJuly ey A=

" iPloy

RECEIFT OF THE CODE OF CONDUCT AND DISCIPUNE POLICY

Trils 4 b seknewietas that | Rove read the Company’s Cote of Conguet and Distipling and uncerstand
that It sets forth the terms and conditions of my e mploymint a5 weil 25 the duties and responsinilites,
and cbiigations of smpioyment with the Company.

| alim ackrowledge that the Company ressrves the dight 1o revise, Selete, and add to the provisions of

this Code of Conduct and Disciphne., orsandition ol employment @n be established by ary other
satement, cordust, policy, of practios.

. Nieem R _wid
GATE ucf g, Redy

WE READ AND UMDEIRSTAMD TS ENTIRE CONTENTS.




