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Employee Training Agreement

This Employee Tralning Agreement is made on January 15, 2024 between iPloy, OPC, with its place of business
at the 16 floor Ome Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employes"] and

Ramil &+ Covvanles ___ [Employee’s Name|, an individual with the address of
iy awaoas Pl -0 fr:-iﬂ'l.'l?:i"ﬂ'. |Employee's Address]
{"Employea®),

Recitals:

A. The Employer is providing a one-week training program to the Employes to enhance their skifls and
knowledge in the field of Customer Service and as part of the Onboarding process.
B. The Employee has agreed to participate in this one-week training program.
€. The Employer has agreed to pay the Employee a salary for the duration of the training. 0. The
Ermployes has agreed to the terms and conditions concerning the Pre-Employment Medical Examination
{PEME]} and the submission of Employment Reguirements,

Agresment:

L. Training Obligation: The Employes agrees to attend and complete the one-wesk training program provided by
the Emplayer, The training will commence on July 10, 2024 and conclude on July 12 , 2024,

2. Salary Payment: In consideration of the Employee's completion of the training, the Employer agrees to pay the
Employee a salary for the duration of the training, payable at the nearest payout schadule {15+ar 30« of the
maonth} upon successful completion.

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

4. Pre- employment Physical Examination ([PEME): The Employee acknowledges and agrees that if they fail to attain
their employmont with the company up until regularization. The cost of the pre-ermployment examination will
be deducted fram the final pay

5. Submission of Critical and Non- Critical Requirements: This agreement stipulates that should the Employee fail
to meat the requirements by the specified deadline, even after multiple fallow- ups, they are required to cover
a portion of any penalties impased by government authorities

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

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

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

C . Pacot

ANTES  [mfay

7
Employee Complete Name & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on [nut,;p_j-.ﬂﬂ o, dudy

BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2. Famil §- Coryantes ({the "Receiving Party"),

collectively referred to as the "Parties”,
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

1.2, notto disclose any such Proprietary Information or any information derived therefrom to
any third person,

13, notto copy of remove and niot to take pictures of any Proprietary information,

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

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

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

Z Without granting any right or authorization, the Disclosing Party agrees that the foregoing
shall not apply with respect to any information after five years following the disclosure thereof or
any information that the Recelving Party can document

2.1, is or becomes (through no improper action or inaction by the Receiving Party or any
affiliate, agent, consultant or employee) generally available to the public, or

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

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

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 seek a protective arder,

3, Immediately upon the written request by the Disclosing Party at any time, the Receiving
Farty will return to the Disclosing Party all Proprietary Information and 2l documents or media
containing any such Proprietary Information and any and all copies or extracts thereof, save that
where such Proprietary Information is a form incapable of return or has been copied or transcribed
into another document, it shall be destroyed or erased, as appropriate,

a4 The Receiving Party understands that nothing herein

4.1, requires the disclosure of any Proprietary Information or

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

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

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

Agreement is held to be illegal or unenfarceable 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 nat
be amended for any other reason without the prior written agreement of bath Parties. This
Agreement constitutes the entire understanding between the Parties relati ng 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 connection with this Agreement to the non-exclusive of the courts in the Territory.

IPLOY OPC Receiving Party

By: Onboarding Specialist By:  New Empluyes

Name: Jade Lenizo Mata Name: _Famil < Cervante

Title: Onboarding Specialist rile: CER (oice)

Address: #35 Salvador Extension Labangon Address: Siho Nawango, Pit-DS Cebou (it
Cebu City

Date: Ny 1o, %14 Date: _ July 10, Foay
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

, pAmi, & DERwANRES hereby authorize |ploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reparts,
education, and criminal history recerd 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 af canfirming the information contained on my application and/or obtaining other
information which may be materizl 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 pravided on my application
form. | also agree to execute as a condition of employment or a 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 information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am emplayed,

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

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

Applicant Name:  Thmw €. CERy AMTEC

Present Address:  £N0G Nawango , P - 06 Celn City
DO-2anENC- 9

Social Security Nu Date of Birth: _ A/ 19/ 4q

Signature:

Date; ':"“ LL/I {'{
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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 paid to an employee as gratitude for
Jeining the Company. The sign-on bonus is subject to taxes,

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

* A regular employee

* No resignation submitted before the refeasing date of the sign-on bonus
Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

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

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

Acknowledgment

ledge that | have read, understand, and agree to the terms and conditions
of the {258 fign-on bonus policy.

P < mmes 6oy
Signatureuﬂwf:r Printed Name/Date
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UNDERTAKING

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

Palicy Title : Dress Code Policy
Revision Na 01
Effective Date :June 13, 2022

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

ol e |3y

Date

Noted:

-

\
e - tofa 1o
Onboarding Specialist Name and Signature Date




iPloy Gift Policy

The aim of this policy is to establish a uniformity relating ta the acceptance of gifts, including gratuities
and rewards. This policy applies 1o employess of the company. Employees include all permanent, part-
time, temporary and probaticnary status.

"Giit* means any bastowal of maney, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is not exchanged. Payments for travel, entertainment and
food are also considered as gifts.

Employees are required NOT to solicit or accept for personal benefit directly or indirectly any gift from
any employee/s or company that is seeking 1o conduct or is currently conducting business with the
Company. Any gift with a substantial monetary value of mare than Php200 should be returned to the
giver.

Any violations will be subject to the iPlay Code af Conduct and Discipline. Infractions for this policy is
tagged under Level 2 offense and follow these progression:

a. 1¥Instance —Written Warning
b. 2™ Instance- Final Written Warning
e 3" Instance- Dismissal

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

Employee Acknowledgement

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

Name: FAWN, £y OEPYANTES
T

signatura: ,'I : J Date: oo f 3y




iPloy Social Media Policy

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

All employees should be aware that iPloy regularly monitors the internet and social media about its work
and 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
empioyees should not expect privacy In this regard. [Ploy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes across in regular internet monitoring, or is 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 affact iPlay or its staff. Examples of such behavior include, but are not
limited to:

*  Publishing material that is defamataory, abushie or offensive in relation to any employes, manager,
office holder, shareholder, customer or client of the company;

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

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

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

= Be aware of your association with the company when using online soclal networks. You must
always identify yourself and your rofe if you mention or comment on the company. Where you
Identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. You must write in the first person and
state clearly that the views expressed are your own and not those of iPloy. Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
your opinien, and not necessarily the opinions of the company.

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

Pl TR AN T o fre |24




iPloy Social Media Policy

iPloy recognizes that employees use social media tools as part of their dally lives. Employees should always
be mindtul of what they are pasting, who can see it, and how it can be linked back to the organization and
work colleagues.

All employees should be aware that iPloy regularly monitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions,
iPloy does not specifically monitor social media sites for employee content on an ongoing basis, however
employees should not expect privacy in this regard. iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negatlve effect on the company or its employees, which
management comes across in regular internet monitoring, or (s brought to the organization’s attention by
emplovees, customers, members of the public, etc.

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

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

+  Publishing any confldentlal or business-sensitive information abowt iPloy;

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

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

s Be aware of your association with the company when using online social networks. You must
atways identify yourself and your role if you mention or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. Youw must write In the first persen and
state clearly that the views expressed are your awn and not these of [Ploy. Wherever practical,
you must use a disclaimer saying that while you wark for the company, anything you publish is
your opinion, and not necessarly the apinions of the compamy.

* You are personally responsible for what you post or publish on social media sites. Where it is
found that any information breaches any policy, such as breaching confidentiality or bringing the
company into disrepute, you may face disciplinary action up to and including dismissal,
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Be aware of data protection rules — you must not post colleagues’ details or pictures without their
individual permission, Employess must not provide or use their company password in responss
to any internet request for a password.

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

Be respectful always, in both the content and tone of what you say. Show respect to your
audience, your colleagues and customers and suppliers. Do not post or publish any comments or
contant relating to the company or its employees, which would be unacceptable in the warkplace
or in conflict with the company’s website. Make sure the views and opinions you express ane your
own.

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

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

If you make a mistake, be the first to point it out and correct it guickly, You may factually paint
out misrepresentations, but do not create an argument.

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

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

Always remember on-ling 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;

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

O AMTEL amf el 2y




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

Specific Managerial Responsibilities

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

Enforcement / Progression

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

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

a. 1" Instance = Written Warning
b. 2" instance- Final Written Waming
t. 3" Instance- Dismissal

Employee Acknowledgement

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

Name: _ Fhmn, & ~GEFdANTES

H 7
Signature: [ ; Digke: orjf W :‘Hi

o
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Date : February 22, 2018
T tALL FMPLOYEES CONCERMED
Fraom : Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBIECTIVE

1.1 In conformity with Bepublic Act No 8504 atherwise known as the Philippine
ADS Prevention and Contral Act of 1998 which recognizes warkplace based
programs as a potent tool in addressing HIV/AIDS az an international
pandemic problern, this company policy & hereby issued for the mfarmation
and guidance of the employees in the diagnosis, treatment and prevention of
HIV/AIDS in the workplace.

1.2 This palicy is alse aimied at addressing the stigma attached to HIV/AIDS and
ensures that the workers' right against discrimination and confidentiality i<
maintained

2. COVERAGE

2.1 This Program shall apply to all employess repardless of ther employment
atatus

3. IMPLEMENTING STRUCTURE

3.1 Ipley inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departmaents

& POLICY STATEREMNT
4,1, BASIC INFORMATION ON HIV/AIDS
4,11 wWhat ls HIW/AIDS?

4111 it k& a disease caused by a wirus called HIV [Human
lmmunodeficiency Vicas). This wvitus slowly weakens a person’s
ability to fight off other diseases by attaching tself to and
destroving important cells that control and support the human

immune system

412 How HIVAIDS is transmitted?

Unprotected sex with an HIV inlected person,

AT, onf 1w ay




M -

|
-
Firpy e armerated lPl
Lk bt WY ot
P it i vl Db Bagurares Fars, ey

L City WHD

4122  From an infected mother to her child (during pregnancy, at
birth through breast feeding),

4.1.23.  Intravenous drug use with contaminated naedles;
4,124, Transfusion with infected blood and blood products; and

41,25, Unsate, unprotected conmtact with imfected biood and bleeding
wounds of an infected person

a4.1.3  Is there a cure?

4.1.3.1. No However, there are antiretrovirgd drug combinations that
are avallable when properly used, result n prolonged survival of
people with HIV. Holistic care of people lving with HIV-AIDS and
comprehensive  treatment  of  oppoftuniistie  infections  also
dramatically improve quality of life.

5. GUIDELINES
5.1 Preventivie Srategies
511 Conductof HIV-AI05 Education

5111 Who will conduct?

The Medical Clinde af Ipley Ing_in cobrdination with the Health and
Safety Cammittee shall conduct HIV-AIDS education to all employess
for free. This shall also form part of the arientation of newly hired
employvess. The standardized Information package developed by the
Department of Labor and Employment (DOLE] may be used for this
pUrpoSE

5112  How will it be conducted?
The HWV-AID5 education will be conducted through distnbution and
posting of 1EC materals, lectures, counseling and traming and
infarmation on adherence to standard or universal precautions in the
workplace

5 1.2 Screening, Dwenosis, Treatment and Referral to Health Care Serices

5121 Screening for HIV as a prerequisite to employment §s not
mandatory

51.22.  The company shall encourape positive health seaking behaviar
1 oluntary Counseling and Testing

Zh it MRS o[ iof2y
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5.1.23. The company shall establish 3 relerral system and provide
access to diagnostic and treatmant services for its workers. Referral
to Sacial Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company’s medical clinic staft.

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

6. SOCIAL POLICY
6.1 Non-discnminatory Policy and Practices

€.1.1. Discrimination in any form  from  pre-employment to post
employmant, including hiring, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited

6.1:2. Workplace management of sick emplayees shall not differ from that of
any other (liness.

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

6.2, Confidentiality/Non-Disclosure Policy

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

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

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

8.3, Work-Accommodation and Arrangement

6.3.1. The compary shall take measures to reasonably accommodate
employees with AIDS related illnesses,

6.3.2 Agreements made between the company  and  employvee’s
representatives shall reflect measures that will support workers with
HIVAAIDS theough flexible leave arrangements, rescheduling ol working
time a angement for return o work

£amly, uange  olnlay
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1, Employer's Responsibilities

7.1.1  The Company, topether with amployaes/ labor organizations, company
focal personnel for human 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 traiming on HIV/AIDS for its
workforce.

7.1.3. Ensure pon-disciminatory practices in the workplace and that the
policy and program adheres (o existing legislations and guidelines,

7.1.4. Ensure confidentiality of the health status of its employees and the
access to medical records is limited to authorized personnel,

.15, The Company, through its Human Resources Degartment, shall see to
it that their company policy and program is adequately funded and made
knowe to all employees.

7.1.6. The Health and Safely Committes, topether with employees/ labor
arganizations shall jointly review the policy and program and continue to
improve  thess by networking with government and ofganizations
promoting HIV pravention

I.Z. Employees’ Responsihilities
7.2.1. The employee's organization shall undertake an active role In
educating and training their members on HIV prevention and contral
Promote and practice a healthy lifestyle with emphasis on avaiding high
risk behavior and other risk factors that expose workers to increased risk
af HIV infection.

7122, Employees shall practce non-discriminatory acts against co-amployees,

723, Employees and their organization shall not have access to personrnel
data relating to & worker's HIV status,

7.24. Employees shall comply with universal precaution and preventive
reas

Pawi|, AMTES 6] | au
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8.1 The safety and Health Committes or its counterpart shall periodically monitor
and evaluate the implementation of this Policy and Program

9, EFFECTIVITY

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

.:I f 1 E,\
I'LJ' T u )
Preparad by lo Hafrid R, lacio
Human Resources

Reviewed by &ilrerj P Gargartio i
Director of Dp&rations
k‘. i |

Approved by: Yisroel Y. Gissinger
CED
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Date :January 1, 2018
To : ALL EMPLOYEES CONCERNED
From : Humian Resources
Thru : Operations Manager
Subject ¢ WIORKPLACE POLICY AND PROGRAM OM TUBERCLILDSES (TB) PREVENTION
AND CONTROL
1. DRIECTIVE

1.1.To assist the government in Its campaign against Tuberculosis (TB) in compliance
with the Department of Labor and Employment’s Departeent Order Mo, 73-05,
series of 2005 — Guidelines for the Implementation of Policy and Program an
Tuberculosls (TB} Prevention and Control in the Workplace,

1.2.To provide Initiatives to prevent the outbreak and spread of tuberculosis in the
waorkplace, and to treat, care, and support employees who become afflicted with
tuberculoss

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

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

this disease. To achieve this goal, all employees are strictly mandated to undergo
an annual ical examination with the requisite chest

3.2.Al50, in line with this, a TR awareness program shall be undertaken through
infermation dissemination, which shall include its nature, frequency (occurrénce
in & selected population] and transmissian, treatment with Directly Observed
Treatment Short Course [DOTS), and control and management of T8 n the
workplace. This shall be handled by the Office of Health Services (Infirmary) or
the partper health provider of [PLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company’s accredited
hEalth provider

3.3.The DOTS is a comprehensive strategy to control TB, and is composed of five
components, which are

3.311. Political will e eommitment to enduring sustatned and guality TB
treatrment and control activities;

3.3.2, Case detection by sputume-smear microscopy among  symprtomatic
patienie;

Eamay, AMITEL o/t [y
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333, Standard short-course chemotherapy using regimens of 6 to 8 months for
all confirmed active TB cases (e, smear positive or those valldated by the
TB Dizgnostic  Commitles) Complete drug taking through  direct
observation by a designated treatment partner, during the whole course of
the reat ment regimen,

334, A regular, uninterrupted supply of all anti-tuberculosis drugs and other
matenials;

3.3.5. A standard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculoss control
program's performance overall

3.4 Employess must be given proper information on ways of strengthening their
immune responses against TR infection, Le., inlormalion on good nutrtion,
adequate rest, avordance of lobacco and alcohol, and good persanal hygiene
practices.  However. it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared lowards accurate
irfermation an its etiotogy and camplete performance averall

1.5 Improving workplace conditlons

3.5.1, To ensure thai contammation from TB airborme particles 5 controlled,
workplaces must provide adeguate and appropriate ventilation {(DOLE-
Occupational Satety and Health Standards, OSHS, Rule 1076.01) and there
shall be adeguate sanitary Tacilittes lor workiers

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

3.6.Capability buliding on TR awareness raising and traming on TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational safety and health
cammittee.

3.7 50cial Policies:

3171 Non-discrimination: Employess who have or had TB shall not be
discriminated against.  Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitied 1o work for as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restared Lo wirk as soon as ther [liness is cantrolled,

172, Work Accommodation:  Through agreements made  between the
managemenl and the employess, work accommodation measures (o
support employess with T s encouraged through  llexible leave
arrange ts, rescheduling of working times, and arrangements for return

orfmfay
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373 Restoration to Work: The emplayee may ke allpwed 1o relurn (o wark
With ressonable working arrangements as determined by the Company’s
Health Care Provider and/ar the DOTS provider,

1.8 Employee Responsibility:

381 Employess who have symptoms of 18 shall immediately sepk assistance
from the Company’s Health Services Provider.

3811 an employes wha has the symptoms of T8 s reguired Lo inftially
wear a face mask (especially while inside the office) and observe good
hyglene practices, at least until declared by a competent medical
practitioner 1o be safe from transmission.

3B.1.2 Simitarly, for those at risk, | &, those with family membets with TB
or those expased o a co-employes with TB, it would be prudent to
ohserve the same good hygiene practices until declared free from the
dizease and safa from transmission.

382 Once diagrosed to be with TB employess shall immediately seak
treatment either through the Department of Health's DOTS or a private
physiclan of the employee's choice.  However, IL s imperative that the one
strietly adheres to the course of treatment. Fatling to dutifully obsarve the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make it harder to treat the infection and
result ina longer absence:

3821 An absence from work dug to medical reasons of over six [6]
manths may result in the termination of one's emplayment as
provided for by the labor Code of the Philpmnes under Art. 284
Disease as Ground Tor Terminaton.

383 Employees are required to underge an annual compulsory chest X-ray
through the Annual Physical Examination. I for-any reasan an employes
fails to secure a chiest ¥-ray at that time, hefshe shail be directed to secure a
chest x-ray at an accredited clinic by his/her respective Infirmary/Health
SErvices.

3.9, The Company shall ensure that any T cocurrence in the warkplace 15 traced and
that all contacts are clinically assesced, as much as feasible.

3.10, an employee afflicted with THB, who has voluntarlly undergone the
treatment and rehabilitation program (DOTS) prescribed, and whe 15 Tinally
declared 1o be in & non-communicable stage, may be allowed back to work
sublect to being ghven a medical clearance by a Company designated physician

331, Emplovess (thowe afficted with the disease or those identified under
cortact cing) who refuse to cooperate and dutifully observe fawlul
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instructions (undergo a medical check-up and/or treatment], may be subject 1o
disciplinary action proceedings for nsubordination [the panalty ol which may
range up to the termination of ane's pmployment )

4. PROCEDURE

41 The respective Health Services ol the Company [andfor the contracted Health
services Provider| shall coordinate with the Occupationad Saléty and Health
Cepter who shall provide prévestive and techmcal assstance n the
implementation of the Workolace TB Contral and Management Frogram

4.2 An employes who undergoes the Annual Physical Examinatian with the regquisite
hast x-tay will have higfher medical record forwarded 10 company clinig/HRD.
Employees who fail to undergo the requisite annual chiest x-ray shall be directed
10 secure one at an accredited chinic or by hisfher preferred Infirmary/Health
Services.

421 Those with medical findings shall be required to undergo further madical
checkaup. All medical records in connection with this second/ further check-
up shall be sutmitted to company elinic/HRO and hisfher respective
Infirmary/Health Services.

422 The employee shall then coardinate with company dinic/HRD and his/her
respective Infirmany/Heaith Services lor the next steps

#:3.An emplayee who is suspected to be afflicred with TB, whether as a direct suspect
or by contact traong shall cooperate fully with hisfher  respective
Infirmary/Health Senvices {andfor the cortracted Health Services provider). if
the employee tests positive for TB, the employee shall undergo the DOTS
progriim L 1S complitian

4.4 the employes needs to undergo a leave of absence to recuperate, hefshe will
be allowed to use the appropriate leave before hefshe may request to be
permitted 1o go on a Leave ol Absence without Pay (LOA])

441 The employes shall observe the requisite procedure 0 applying lor a

leave
44.2. The Unit concermed shall ensure that the requisiie procedures are
abserved by the employes and that the company chinic i duly informad

4.5 An employes may be aliowsd 1o go onoa medical leave of absence [yt howt pay)
fora mximum period of s (6] months, The concerned employee shall submil
an -appheation for @ leave of absence before going on leave.  Said leave
application shall be subject to approval at the soke discretion of the Company
hanagement.

451 Th racedures under 4 2.1 to 4.2.2 shall be observed.
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4.6 After treatment, with @ maximum peried of six (6) months on leave (without pay),
an employee found to be cured or in a non-communicatile stage of T8 may be
dllowed hack to work, provided that the employee's health shall continue to e
manitored during the anrual phipsical examination with the ragunsite chest x-ray
or a5 may be deemed necessary by the Umit Health Serwces [Infirmary] o
contracted Haealth Servicos provider

4.7, The employee returning to work shall be required by the Management (o secure
3 medical clearance fram a medical doctor chasen by the Company befare being
allowed Lo return towork.

A48 The HRD will inftiate disciplinary proceedings against any employes found to have
discartituad treatment in deliance of medical advice, or who refuses to undergo
the Tull treatment course prescribed. Likewise, employess who are ordered to
urdergn a check-up due to contact tracing but refuse to do so will also Tace
disciplinary action procesdings. In both cases, the maximum sanclion applicabile
tor insubordination will be the termination of ones employment, F € deemed
watranted.

5. IMPLEMENTATION AND MONITORING

5.1 The Salety and Health Committes or its counterpart shall periodically manitor and
evaluate the implementation of this Policy and Program

f, EFFECTIVITY

6.1.This Policy shall take place eftective immedtately and shall be made known to
every employee.

|'I -‘ v
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Prepared by Jo Hanna B Mitecio
Human Resources

Approved by, Yisroe! ¥ Gessinger
CED
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Date : February 22, 2018
To : ALL EMPLOYEES CONCERNED
Fram : Human Resources
Thru « Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

1.1.Iploy Ing, is commitied 1o conform to the established standards assurance of
customer satisfaction, protection of our environment and health and safety in
the workplaces.

1,7, The company promotes and ensures a healthy environment through (5 varus
heatth programis to safeguard its employees, And as part of the company’s
eompliance to DOLE Department Advisory Mo, 05, Series of 2010 {Guidelines for
the Implementation of a Workplace Policy and Program on Hepatitis B}, this
Program has been developed This program = amed to address the stigma
attached to hepatiis B and to ensure that the employess right against
discrimination and canfidentlality ls maintalned.

1.3.Thie guideling is formulated for ewerybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B This will inform  the
employees of their role as well as the company in dealing with Hepatitis B. A&
healthy environiment encomoasses 3 good working relationship and great output
for continuous business grawlh,
2. COVERAGE
2.1.This Program shall apply to all employrees regardiess of thedr employment status.
3. POLICY STATEMENT
3.1 implementing Struciure
111 Iploy Inc. Hepatitls B workplace policy and program shail be managed by
Its health and safety committee. Fach division or department of the
Company shall be duly represanmid
3.2_Guidelines
3121, Education

3211, Hepatitis Bshall be conducted through distribution and posting of
IEC materials and counselling and/ or lectures, and

2wy € aMes ot ay




~ ~

e /iPloy
L1t Frums WVT it
Piaradnne Tomt by Banines Pai, Rl e
Cpbas Doty WHKD

1212 Hepatits B education shall be spearheaded by Iploy Inc. Medical
Clinic In elose coordination with the health ahd safety dommittae.

3.2.2. Preventive Strateges

3221 Al employees are encouraged to be immunized against Hepatits
B after secunng clegrance from their physiclan

33323 Warkplace sanitation and proper waste management and disposal
shall be montored by the health and safety committee on & regular
basis.

1223 Personal protective equipment shall be magde avallable at all times
Tar all armployees; and

3.2:24 Employess will be given training and infarmaton an adherence 1o
standards ot unwersal precautions in the workplace.

&, SOCIAL POLICY
4111,  MNon-discrminatory Policy and Practices

4.1.1.1.1, There shall be ro discrimination ol any form against
employeas an the basis of their Hepatitls B status consistent with
the international agresments on non-dscomiration ratifbed by
the Phitppines (L0 C111) Employess shall nof be discominated
against, from pre to post employment,  including  hiring.
pramotion, of assgnment because of thair hepatitls B status,

4.1.1.1.3. Workplace management af sick employees shall not differ
from that of any ather finess; Persons with Hepatitus B refated
inesses may work for as leng as they are medically fit to work

4112 Conlidentiality

41121, lob apphcants and amployees shall not be compeled 10
disclose ther Hepatitis B status and other related medical
information. Co-employees shall not be obliged 1o reveal any
parsonal infarmation about ther fellow employeés. Access to
personal data relating to émployee™s Hepatitis B status shall be
bound by the rules on conflidentality and shall be stnctiy limited
1o madical parsonnel or if legally reguined

4113 Work-Accommadation and Arrangement
411371 The company sholl teke messures 1o reasonably

commodate employees who are Hepatitis B positive or with
epatitls B - related linesses.
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1.1.1.3.2 Through agreements made between management and
employess” reprasentative, measures Lo support employees with
Hepatitls B are spncouraged to work through flewble leave
arrangements, rescheduling of working tme and arrangement for
return to work.

41.14.  Screeming, [Nagnoss, Treatment and Reforral to Health Care
Services

41,141, The company shall establish a referral system and provide
access to diagnostic and treatment senvices for its employees for
appropriate medical evaluation/ manitonng and management.

41142 Adherence 1o the guldelines for healthcare providers on
the #valuation of Hepatitis B positive employess is  highiy
encouraged.

4.1.143. Sereeniig for Hepatitls B ag 5 prerequlsite 1o employment
shall not be mandatory

4.1.1.5 Compansation

41151 Thie compaty shall provide access to Sacial Security
System and Emplovess Compensation benefits under PD 626 to
an employee contracted with Hepatitie B infecton in the
perfarmance of his duty

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

51111 Management, together with employess’ organizations,
company focal persoonet for hurman resources, and safety and
haalth personnel shall develog, implement, monitor and evaluate
the workplace policy and program on Hepatitis B

5113 The Health and Safety Commuttes shall ensure that their
company policy and program & adeguately funded and made
knctan Lo all ermployess,

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

5.1.1.1.4, Management shall provide information, education and
training on  Hepatitis B for its workfarce consistent with the
standardized bBasic infarmation  package developed by the
Hepatitis B TWG; If not available within the establishment, than
provide access o information

PA W, Aurpe O/ ] 2q
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< 1 B B The company shall ensure nop-giscriminatory practices in
the workplace
511186, The management together with the company focal

personnel for human resowrees and safety and health shall
provide appropnate persgnal protective equipment to prevent
Hepatitis B exposure, especially for employess exposed 1o
potentially contaminated bload or body Muid.

51117 The Health and Safety Committes, tegether with the
amployees’ arganizations shall jointly review the palicy and
program for effectivensss and continue to improve. these by
retworking with gowernment and organizations  promoting
Hepatitis B prevention.

61118 The company shall ensure corfidentiality ol the health
status of s employess, including those with Hepatitis B,

51119 The human resources shall ensure that access bo medicat
records @ lmited o adthorired personnel.

5112, Employees Responsibilities

2amq,

51131 The employees’ arganization s réguired to undertake an

active role in educating and training thelr members on Hepatitis

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

promoting and practicing a healthy lifestyle with emphasis on

avaiding high risk behavior and other risk factors that

expose emplovees to increased risk of  Hepatitis B

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

LR i Employees shall practice non-discriminatory acts against
co-employess on the ground of Hepatitls B status.

51123 Employess and their organizations shall not have access to
personnel data relating to an employes’s Hepatitin B status. The
rules of confidentiality shall apply In Zarrying out union and
arganization fupctions.

51124, Employees shall camply with the universal precaution and
the preventive measures.

5.1.1.2.5 Employees with Hepatitis B may inform the health care
provider or the company physician on their Hepatits B status,
that is, I their work activities may increase the risk of Hepatits B
pfection and transmission of put the Hepatitis B positive at risk

[ aggravation,
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B, IMPLEMENTATION AND MONITORING
6.1, Within the establishment, the implementation of the policy and program shall be
monitared and evaluated periedically. The safety and health commitiee or J1s
counterpart shall be tasked for this purpose.

7. EFFECTIWVITY

7.1, This Policy shall take place elfective immediately and shall be made known to
every employee.

s
Prepared by Jo H | . Melecio

Hurman Resources

Reviewed by Alfrebo P
Pirector of 5-'(

Approved by: Yisroel ¥, Gissinger
CED
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Date < Japuary 1, 2018
To - ALL EMPLOYEES CONCERNMED
Frizm ¢ Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. ORIECTIVE

1.1, In comphance with Article ¥ of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerows Drugs Act of 2002, and its Implementing Rules
and Regulations and BOLE Department Order Moo 5303, senes of 2003
|Guidelines for the Implementation of a Drug-Free Workpiace PoRCies and
Programs for the Private Sector), Iploy Inc hereby adopts the following
policies and programs Lo achieve a drug fres workplace,

1.2. Compariy policy is to mantain a workplace free of illegal drugs. To ensure
that the objectives of the company’s corporate policy are mat, the company
is implementing this drug-lree program. The program will have the lollowing
alaments:

2. COVERAGE

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

3. POLICY STATEMENT

3.1 The use, possession, solicitation for, or sale of dangerous drugs on company
premises ar while performimg an assignment

3.2, Being impaired or under the influence of dangerous drugs away (rom the
company, if such impairment or influsnice adversely affects the employee's
wark performance, the safety of the employee ar of others, or puts at rsk
the company's fepulation

3.3 Possassion, use, solictation for, or sale of dangerous drugs away fram the
company premises, it such activity or invalvement adversely affects the
employee's work perfarmance, the safety of the employee or of others, or
puts at risk the company's reputation

3.4 The presence of any detectable amount of dangerous drugs n the
employee’s system while at work, while on the premises of the company, o
while an corpany business, “Dangerous Drugs” Include those listed |n the
Sehodules annexed to the 1961 Single Convention on Narcotic Drugs, as

wfhal 1972 Protocol, and in the Schedules annexed 1o the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of A, 9165,

4, MANDATORY DRUG TEST

4.1, To ensure that only those qualified shall be screened and recruited to prevent
the detrimental effects {eg. lower groductivity; goor decisian making,
incregsed occidents: more compensation claims; and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatery drug test shall be required for pre-employmernt

42 lploy Ine designates company accredited or affilisted center, a duly
aceredited drug testing center by the Department of Health (DOM), as its
authorized drug testing laboratory,

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

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

drug testing at any interval determined by the Company

430 FOR-CAUSE TESTING: The company may ask an officer/femployee to

submit to a drug 1est at any time |t feels that the employes may be under
the influence of drugs, including, but not limited to, the following
circumistances: evidance of drugs on or about the employee's person or
in the employee’s vicinity, unusual conduct on the employee'’s part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteelsm or tardiness.

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

Miss” Incident or “Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit 1o a drug test.
As defined herain, “Near-Miss” means an incident arising from or in the
course of work which could have led to injuries or fatalities of the
workers andjfor considerable damage to the employer had it not been
curtaited. “Work Accident” refers to unplanned or  unexpected
pocurrence that may or may not result in personal injury, property
damage, work stoppage or interference or any combination thereal of
which arises aut of and in the course of employment.

4,34, All drug tests shall employ, among others, two |2) testing methads, the

Damit

screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a pasitive
screening test ‘Where the confirmatory test turns  positive, thi
co ‘e Agsescment Team shall evaluate the results and determing

. ANTEE 617 1o /24
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the level of care and administrative interventions that can be extended
to the concernad amployee

435 Iploy inc. shall inform the officer/femployee who was subjected 10 a
drug test of the test-results whather positive or negative

4,36, All costs of drug testing shall be borme by Iploy Ing

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1

5.4

- M

5.4,

An officer/femployee who, for the first time, 15 found positive of drug use,
shall be referred for treatment and/or rehabilitation in a3 DOH aceredited
center, For this purpose, Iploy Inc. shall provide a list of at least three (3)
accredited facilities which an employee who was tested positive {or drugs
may choase from

Following rehabilitation, the company’s Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employes and recommend to the employer the resumption
of the employee's job f hefshe poses no serious danger to his/her co
employees and/or the workplace

All costs for the treatment and rehabilitation of the drug dependent
employes shall be charged to his account. The period during which the
ernployes |8 under treatment or rehabilitation shall be considered as
authorized leaves

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

6, ADVOCACY, EDUCATION AND TRAINING

Bl

6.2

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

Al officers and employees are required to undergo an orientationfeducation
program before assumption of their respective duties, The program shall
include the following topics.
6.2.1. Salient features of RA. 9165,

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

‘F',mu, AaTrES ol e ) 2y




B e

po— @lPlo

s it Anad Ceb Busmes Pail,

Birit = .u.-h.-i

s (i WKED

FRE

6.2.3, Preventive measures against drug abuse; and

B5.2.4, Steps to take when intervention is needed, as well as available services
for treatment and rehabilitation,

To encourage all officers and employees to lead a healthy lifestyle while at
work and at home, |ploy Inc, undertakes to conduct the following activities as
often as possible:

E.31, Lifestyle assessment programs on health  nutrition, weight
management, stress management. alcohol abuse, smoking cessation, and
other indicators of risk diseasas;

6.3.7. Health wellnpss screenings (e.q. blood pressure and heart rote,
cholesterol test, blood glucose, €tc.);

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

634 Other activities promoting health and wellness

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

e 5

i

7.3

Ipley Inc. shall ensure that the workplace policies and programs on the
prevention and control of dangerous drugs, including drug testing, shall be
disseminated to all officers and employees. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them

Iplay Inc. shall maintan the confidentiahty 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 faw, in case of overriding public health and
safety concerns; or where such exceptions have been authorized in writing by
the person concened

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

8. CONSEQUENCES OF POLICY VIDLATIONS

8.1

B2

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

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

Mlﬂ&m ANTHE ot1] 0] 2y
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9, IMPLEMENTATION AND MONITORING
9.1.1. Theimplementation of these policies and programs shall be manitored
and evaluated periodically by management to ensure a drug-free
workplace, For this purpose, an Assessment Team shall be constituted in
accordance with 0.0, 53-03.
10. EFFECTIVITY

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

11. ATTACHEMENT

11,1. Drug-Free Workplace Palicy and Program Acknowlecgement

é’" Y
Prepared by: la H t‘lf'\" Melecio
Human Resources

Reviewed by Alfrédo P, G
Director of O eﬂ!hnns

Approved by: Yisroel ¥, Gissinger
CED

Pami @ﬁfm a7y
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Drug-Free Workplace Program Acknowledgemen

| heratyy acknowledge that | have received and read Iploy 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 prowviders of local drug and -alcohal treatment
programs. | have had an apportunily to have all aspects of ths matenal fully explained. |
also understand that | must abide by the Program as a condibion of fnital andfor
continued employment, and any violation may result in disciplinary action up to and
including termination,

| alse understand that during my employment | may be required to submit te testing for
the presence of drugs or alcohol in my body. | understand that submitsion to such testing
is a condition of employment with [Company], and disciplinary action up to and including
termination may result if;

1) | refuse to consent 1o testing.

2 | refuse to execute all forms of consent and release of hability that are usually and
reasonably associated with such examinations

4) | refuse to authorize release of the test results to the company

4) The tests establish 2 violation of [Company|'s Drug-Free Workplace Policy

5) | otherwise winlale the policy

1 also recognize that the Drug-Free Workplace Policy and related documents are ol
intended to constitute a contract between Iploy Inc. and me.

The undersgned-furiber states that hefshe has read and understands the above
acknowledgegye '#-- signs below of his/hee own free will,

KTES &) ] 2y

SIGNATURE DATE

Frmi

WITHESS DATE
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Date lanuary 1, 2018

To  ALL EMPLOYEES CONCERNED

From ¢ Hurnan Resources

Thru ; Operations Manager

Subject : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. ORIECTIVE

1.1

The following policies and procedure are hereby ssued by Iploy Inc. 1o
prevent sexual harassment in its warkplace and to provide the procedure for
the resalution, settlement and/or disposition of séxual harassment Gases,

2. COVERAGE

2.1

This Program shall apply 1o all amployees regardless of their employment
Sratus

1. POLICY STATEMENT

il

12

3.3

34

Iploy Inc. believes that employacs should be afforded the opportunity to work
in an envirgnment free of sexual harassment  Sexual harassment is a form of
misconduct that undermines the employment relationship, Mo employee,
either male or female, should be subjected wverbally or physically to
unsolicited and unwelcome sexual overtures or conduct.

Sexual harassment refers to behavior that fs not welcame, that s persanally
offensive, debilitates morale and, therefore, interferes with  work
effectiveness, Such behaviar may be in the form of unwanted physical, verbal
or visual sexual advances, reguests tor sexual favors, and other sexually
onented conduct which iz offensive or objectionable to the recipient,
including, but not limited to; epithets, derogatory or sSUgEestiveé Comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawlngs.

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

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy s based on, the definition of sexual
harassment set forth in Section 3 of RA. 7877 It provides that =exual
harassment in workplace s committed by an employer, employee, manager,
supervisor, agent of the employer, orany othar person who, having authority,
influence or moral ascendancy over anaother ina work enviranment, demands,
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requires or otherwise requires any sexual favor from the ather, regardless of
whether the demand, requests or requirement for submission is actepted by
the ohject of said Act

in a work-related or employment environment, séxual harassment s
committed when:

34,1 The sexual faver is made as a conditlon in the hiring or in the
employment, re-employment, o continued  employment of said
individual, or in granting said individual Favorable compensation, terms of
conditions, prometions, or privileges; or the refusal to grant the sevieal
favor results in limiting, segregating or classifying the employee which in
any. way would disciminate, deprive or diminish  employment
apportunities or otherwise adversely affect said employee;

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

3.4.3. the above acts would result In an intimidating, hostile, or offensive
enviranment for the employee.

15  WHERE SEXUAL HARASSMENT I5 COMMITED

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

151 Inoroutside the office building or training site;

352, atoffice or training-refated social functions;

353, in the course of work assignments outside the office,

3154, av work-related conferences, studies or training sesslons; ar
355 during work related travel

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

361, Owvert sexual advances;

362, Unwelcome of improper gestures of affection;

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

364, Any other act or conduct of a sexual nature of Tor purposes of sexual
gratification which ks generally annoying, disgusting or offensive to the
wctim.
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3.7

L

WHAT 15 NOT SEXUAL HARASSMENT

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

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide its officers and employess a work
enviranment free of sexusl harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in lploy Ine. Sexual harassment is specifically
prohibited as urlawtul and as a violation of company policy. The comgany is
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action 1o stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.,

4. PROCEDURE

4.1

4.2,

COMPLAINT PROCEDURE

411 Any officer or employee, who experiences or witnesses any act of
sexual harassment in the workplace, shall repart the same immediately
to the Commities on Decorum and Investigation, Thay may also report
acts of sexual harassment to apy other member of lploy Inc.
management or awnaership. All allegations of sexual harassment will be
quickly investigated. To the edtent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected agamst unnecessary disclisure When
the investigation s completed, all parties will be informed of the
outcome of the investigation.

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
representative to recelve complaints, investigate and hear sexual
harassment cases. The Committee shall develap its own rules in the
sottlement and disposition of sexual harassment cases. The Committes
shall alse develop and implement programs to increase understanding
and awareness about sexual harassment

RETALIATION
421 Iplay inc. will permit no employment-based retaliabion against anyone

who brings a complant of sexual harassment or whao speaks as a witness
in the investigation of 2 complaint ot sexual harassment
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4.3, WRITTEN POLICY

431 Al officers and employees af Iploy Inc. shall recewve a copy of the
company’s sexual harassment policy upon assumption of their respective
offices, If at any time an officer of emploves would like another copy of
the policy, please contact the Office ol the Committee on Decorum. If
Iploy Inc. should amend or modify 115 sexual harassment policy, all
officers and employees will receive an Individual copy of the amended or
modified palicy.

5. CONFIDENTIALITY

5.1 At the commencement of the investigation procedure at the Commitles,
starting from the filing of a written compiaint, or the manifestation of an
abjection to an act or behavior, all matters discussed, documeants reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence, It is the intention of Iploy Inc that rghts of the
parties, especially the innocent ones, are protected AL the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information pathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper

6. EFFECTIVITY

6.1, This Policy shall Lake place effective immediately and shall be made known o
every employee

|'I|I I .
il
Frepaned by Jo HEnrf Fu&lggég

Human Resources

Reviewsd by

Approved by: Yisroel Y. Gissinger

@Am v m ) 2y
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Iplay 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: 1o Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phaone
Junamel Brigol CSR - Phone

Submitted by:

| Y. Gissinger
CEO
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DATE : April 3, 2018

Ta } ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT
THRU : OPERATIONS MANAGEMENT
SURIECT : MEMO: RESTROOM GUIDELINES

Ipley Ing. prowides umisex restrooms available so that amployees can use therm when they nesd
1o do s, One is located inside the operstion Thoor and second 5 m the hallway outside the
operation HNoor, However, those who are uncomfortablie, has issue with the unisex restroom,
we have a separate single, private restroom avallable for use

Moreaver, any employes with concern/issiee in using the unisex restromm, please visit Human
Resources office to get door access pass. Office security, Log in and Log out procedure shall
apply.

Furthermaore, it 15 essential that all employees should comply and observe the restroom
ehiguette:

Knock if the cubicle appears to be ocoupied. Don't peek under the doors
Lack the cubicle doar when you enter
Stand close anough to the pan or urinal $o you don't wet the seat, walls or
Raor

= [lush the toilet after use and wipe off the tollet seat Tor the next user

= Paper towels go in the trash can, not on the floor or in the teiler bowl

& Wash your hands to prevent the spread of colds and the flu

& Please use water and paper towels conservat vely

For your information and guidance

arnilo Jr
ritions

W‘L o ANTES W; "}F ?"’I
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February 27, 2018

To : ALL EMPLOYLES

FROM ; HUMAN RESOURCES DEPARTMENT
THRL : OPERATIONS MANAGER

SUICCY

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is issued to chsure the effective enforcement and strict observance of al)
employees on office attendance and punctuality

To ensure effective implementation and menitoring of office security

1. Employees are required to log in and log out using the biometric and the AF ID, even
it the door is open

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

3. Bags and/or personal items should be left in the lacker before longing infgoing inside
the production area

Once an employee logged in and inside the production area, they can no longer go
outside 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

6. Pantry, recreation room and locker <
their AF ID to access these rosms

7. Mo tallgating

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

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

10. Employees wha left/lost their IDs will gt 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 aperation area and recreation room

hould be closed at all times, employees must use

For guidance and strict compliance.

]
i i&ih l [

Resources

Moted by:

Scanned by CamScanner
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DATE - Mavember 17, 2021
TO : ALL EMPLOYEES
FROM i HUMAN RESOURCES
SUBJECT B LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

s DMNE LOCKER OMLY per employee, NO sharing of lockers,

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

«  Proper sanitation is strictly observed [E.G. Mo storing of unwashed containers/mugs/utensils, ete.)

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

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

e Any sort of action that may result in damage to property s strictly prohibited. This includes but is
not limited to graffiti/vandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRS" knowiedge or consent, etc,

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

+ The company is not respansible for loss or missing items due to the cwner's negligence.

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

e Authorization to Forced Dpen a Locker, the request must be submitted via emall to hr@iploy.com
and must wait far the approval,

= NO LOITERING inside the locker room

»  Unassigned Lockers with cable ties should not be opened.

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

This Memaorandum shall take effect on November 22, 2021.

Failure to comply will be dealt accordingly.

Prepared by:

MNated by;
Aty i
% Carlos Gotiong %
Relations Specialist B r General Manager Directo perations

| have read, understaod, and agreed to comply with the foregoing pol
governing the iFloy Locker Policy.

les and conditions

PAan, 7 mEc Onlnfay

Employes Slé'ﬁatufe Ower Printed Name/Date




Py bnarpt tisd

:m":::z:r Businews fark, @i&[qy

Cebu City 600

DATE

To
FROM
THRU
SUBIECT

April 3, 2018

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT
OPERATIONS MANAGER

MEMO. CALL IN FOR OUT OF QFFICE

In order te properly monitor aut of office employees, 4 now process 1o call in/report absence will
bemplemented effective Manday, April 9, 2018

Guidelines:

1 In cases of late and/or absences, employes should report to Human Resources through
ShAs ar Call via HR hotline: D917 309- 7074
2. Notification should contain the lellowing information

d

b
c.

d

N

Complete {roal) Namae

Departmernt

Team Leader

Call in for: [Whole day Absent, Half-day Absent, Lata)
Heason

3. HR will be the one to send notification (o Operations Management

4. Mo callin should be communicated through Team leads of any ather employee, it should
be done by the employee or his/her relatives

5. Naotification should be at least twa [2) hours belore the emplayes's shift
It an employee is advised to rest/confined in the hospital, nurmber of rest days as advised
by the physician should be indicated Otherwise, smployes must send natification daily

1. Failure to notify will be 1agged as Mo Call. No Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline

For your guidance and strict compllance




Hiley Incorpor sted

1111 Floor MSY Tawer g", 'Pjoy

Pescadares Laood Cebu Budavess Pai,

Conkmi City B0

February 18, 2020

Ta : ALL EMPLOYEES

FROM - OPERATIONS BMAMAGEMEMT
SUBJECT : ATTENDANCE BOMUS 2020

hs we end the year 2019, iPloy would like to set clear key procedures and policies. This memorandum Servas as
reminder to be followed:

PAYROLL

1. immaculate Attendance Bonus s for employess with perfect attendance. Employes showld NOT commit any
schedule deviations lke tardiness, unscheduled absencas, undertime and overbreak. Fallure to punch in = out for
breaks will also disqualify the employes. No walvers will Be given,

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

3. Employees who tendered their resignation before the rélease of the Sign On Bonws (First Hall or Second Half ] will
MO langer be eligible to recehsae it

4, Employeas qualified for the Sian On Bonus (First Half ar Second Half] will receive it on the 30" of the succeeding
manth from eligibility,

5, Eliglbiity for the annual meril Inerease |5 based on overall parformance and management discration. Pay aut Is
ab management’s discrobion,

MEDICAL CERTIFICATE
1. When must the medical certificate be dated?

. 1 day absence — the medical certificate must be dated on the day of absence or the next day. I the absence
falls on a Friday, the medical certificate must be dated the Saturday that immeadiately follows = at the latest, It
canngot be dated on the day that the agent 15 1o repert back (o work

. 2 days absence - the medical certificate must be dated on the initial day of absence or the next day, Il the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the pexst day — at the
latest. Itcannot be dated on Lhie Saturday thet immediately lollows of that Monday that the agent is to repart back
o wiork,

. 3 days of absence of longer - the medical certificate must be dated on the initial day ol absence or the next

day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from the
initial date of absence, Also, the advice 1o rest is nclusive of rest days,

o Ex: If the agent is absent on a Friday and the medical cenificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday = the agent must be back
e work an Maongday,
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o It the doctor prescribes rest, the medical certificate must includie the number of days of rest, The
advice (o rest cannot be antedated.

o Thera must be a it to work date.

o The only exception to the Medical Certificate date guidelines is if the employes has been
hospitalized.
VA N LEA

L. The company reserves the right to approve and disappraove all vacation leave (V0] reguests.

2. Employee must gxactly have the corresponding credits Tor the request to be approved
1 ¢redit = One Day

.5 credit = Half Day

3. Employes with perfect attendance &0 days from the requested VL date will be given priodty in the approval of
leaves. This is & way of rewarding employees with parfect attendance.

4. The company and client have the fight to disapprove leave requests and concel approved leaves for those
amployees who committed unscheduled absences on the prior month and on the current month of the requested
time off induding poor attendance records, behavioral and productivity issues.

Moted By: Approved By
JAY GISSINGER
HA Supiary Chief Executive Officer
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Date : Movember 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

Sick Leave |5 to be used by employees who are ill, or any other form of absences supported
by a valid document,

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

2. Employee may use sick leave for absence due to the following reason:
*  Employee’s illness or injury.
# Bereavement leave/s
*  Emergency leaves
= Power Qutage/Internet Outage (for temparary Work from Home set-up)

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

Note: No maore Manual filing of Sick Leave except if the employee was hospitalized and/or
guarantine due to COVID-19.

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

# At the discretion of the employer, the employee shiould furnish a certificate from
a physician stating that the employee was incapacitated from work for the
period of absence bacause of sickness or injury and that the ermployee is again
physically able to perform his or her duties. (Madical Certificate with Fit to
Work)

¥ Blacklisted Doctors and clinics” will not be honored. (Please refer ta the
Blacklisted Clinic/Physician Mema)

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

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

*  Power Qutage

= Certification fram their electric/power supply provider (e.g., VECO, CEBECD,
MECO)

* Internet Outage
# Ticket number fram the internet service provider and/or screenshot/link of
official outage announcement from the internet/telco provider
# Picture of the modem [showing red, no light in "Internet")

5. Any unauthorized sick leave will subject the employee te disdplinary action, 5L s unauthorized
under the following circumstances:
*  The employee failed to inform the immediate superior or HRD about his/her absence due to
illness unless fully justified.
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s |f sickness claimed is fictitious or non-existent,
€. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of 5L will be needed to recover fram the sickness, & medical certificate must be submitted
befare the expiration of the SL. Absence of natice and certification will be considered unautherized

unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted.

This Memorandum shall take effect on Movember 22, 2021

Please be guided accordingly.

Created by:

HR Kana

Operations Manager “General Manager

or]| | 2y
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November 12, 2019

ALL EMPLOYEES

HUMAN RESOURCES DEPARTIMEMT
OPERATIONS MANAGER

555 SICKMESS CLAIMS — 5 CALENDAR DAYS

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

A member s qualified to avall of this benefit if:

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

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

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

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

Failure to submit the documents within the prescribed period will free Ploy from any lia bility of their

claims,

Far your guidance.

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

Sincerely,
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HRM-2023-10-016

DATE : October 4, 2023

TO ] ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This Is In reference to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject. We are updating this memo adding more clinics 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/Physiclans will be tagged
as culpable for Insuberdination under Rule 1 Section 22 of our Code of Conduct and Discipline,

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

Rajah Tupas Medical Services

Bimbao H. Tequillo MD Clinle

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudiosa Montecillo Jr., MD

Mow Serving

Or. Guian Darnell Sumalinog

10 Tambut Medical Clinic

11. Clinles/Physicians without complete contact details such as but not limited to the fallowing:
11.1  Doctor's name

11.2  Doctor’s license number
11.3  Clinic/Doctor Phone number
114  Date of Actual visit

11.5 Dlagnesis

11.6  Recommendation

11.7  Fit to work date

Wom = Mmoo Wk
i et it - -l ol +

Mew Clinics added:
12, Enad Clinic
13. Bing Clinic
14, Gia Clinic
15, Veloso Clinic
16. Dr. Paolo N, Apull
17. Lourdes D, Sasoy, MD

When providing medical certificates for absences, ensure the following:
1. The certificate must be Issued on the day of the absence or the day after,
2. Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a receipt for prescribed medications and labaratory results, may be requested.
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denied antry,
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4. Do not make erasures on the document. Any corrections made must be counter-signed by

the attending physician.
5. Ensure that the soft copy (sent through emall) matches the ariginal copy submitted to HR.

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

No diagnosis provided. Please note that Z codes are not considered as diagnosis.

Mo contact information displayed in the medical certificate.

Absance of physician's name and license number,

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

contacted,

6. Medical certificates with inconsistencies or discrepancies determined by HR/Company
Nurse/Company Doctor to be guestionable.

7. The clinic/physician does not facilitate phone validations for the issued medical certificate.

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

noa W

Lastly, since hospitals and clinics are now having less restrictions for consultatlons and our situations
are constantly improving since the pandemic hit, therefare, we will no longer accept consultation
done online/via phone calls. Consultation must be done face-to-face.

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

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

Far strict compliance.
Prepared by:

N Afganza
Employee Relations Supervisor

Noted by:
afa ifio lo Manal Al [4]
HR Manager Operations Manager Directqr qf perations

NI anftU'l'J.q
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Date H Movernber 30, 2022

Ta : ALL Employess

FitoA ] Human Resources Depariment

SUBJECT £ VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all rarmalning SL credits ore 1o be comvertid thus, SLapplication is no longer
alloweed until the end of the year,

s for the Vacation Leave [WL) conversion, all unused VL credits will be released on the 30" of Decamber
2022, Al ermployees can plok & VL request untll December 8, 2022 ONLY. The actual V1 dates will cover
only until April 30, 2023. Kindly take note of the reminders below in reference to filing of WL:

¢ Mo retraction of approved Vis. If the amployes reports for work on the actual VL dabe, the VL
will not ba relmbursed and will be voided,

& Mo rescheduling of V0 onoe spproved.

& VL date should not fall on a local holiday otherwise forfeitad.

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

Furthermore, if the empioyee resigns or gets separated from the company elther voluntary or involuntary,
all avallable VL credits will be forfelted and will nat be part of thelr last pay i

& Employeas fled an immediate resignation and/or falled to provide a 30-day notice.

¢ Employee want on Absent Without Offidal Leave (AWOL)

# Employes incur any leave, absences, and/or any form of terminal leave within the 30-day notice
pertod with the exception that the employer provided a walld documentation such as but ot
limited to hospitalization due to sicknass, accidents, or contagious diseases,

¢ Employes Incurred more than four (4] hours of sccumulated andfor total labe/undertime within
the 30-day notice.

=+ Employee will have ssues with performance induding buk not limited to quality, productivity, 8
chlent escalation within the duration of the 30-day notice.

o Incurred any behawvioral infrection such as but not limited to Sleeping, Browsing Unrelated
Websibes and etc.

Furthermaore, 51 and VL conversion maybe subject to tar. Should you have guestions perteining to this
memo, feel free to reach ouil 1o auf Attounting personnel at Accounting@|ploy. com.

Signeod:
-y vy
HR hlanager Accounting Manages

are ovlefzy
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Docomber 17, 20149

Tes i ALL EMPLDYEES
FROIBA } CPERATIONS MANAGEMINT
SLIBJECT : CLEANSING PERICD

Fhoy Staffing Solutions beleves o givieg smployees eproogh room lod improvement 1o sliaghien ot
empoyment i regords to comphianee o ow company s Code of Conduct. The am el this approasch s ta help
motivale omployees rectify passed offenses and star aneey,

Cheansing Periosd pevtaims to the time when an employee who has been subgeciad bo o Disciplinary Action (T4)
i expected Lo mprove performanee. Ample tme 5 given W correct nproper behalos and tefrain Tiom
caminitling any athes infractions.

I an employes does not commit the same inlraction for (he speciliod ceanang period, thee progression of the
discapbinary action wil slide back (o a level depending on be tyvpe, Please cefer to table below

Attrﬂdangy_ L [
Productivity | &
| Behavioral 12

The caunting of the Cleanting Period will star based on tie date when D0 was decded upen. Al documentations
froe enfractions will still be kept in the Cmpboyes’s 200 Fike sopmardlons wihab period of o ession,

Thee Cleansing Period is effactve lanuary 1, 2000 covering s manths and oddes

Sincerely yours,

Mt By Approved By:
Al
Ef ALFREDEA CARIARILLLY IR, IAY GISEINGER
Opfefeall WnageEt et Crecuitive Dilicer

PAmi, Ll S L 1
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1. ingidgry Ropert will be w o e R [HA] within 1 working Gavs. from
CODE OF CONDUCT AND DISCIPLINE [Tabls o1 Infrections | the daie of the incldent.
Hurnan Bescurers will igsus @ Nocice 1o Snptain TNTE) 55 the empiaves within 2 working
eyt
L STATEMENT OF POLICY 1 Direct Supsrior showld comch the emplayee within § werking days rom the lsance
‘e NTE,

The Code of Conduct and Discipline is designed 1o ersure haalthy snd positive working

enwironment, and hopes to maintain and uphald prolessicralism amang iPoy Ire. employees. wearirg dinys dram the issuance of the NTE.
“Thes mstabilished safem beenin set forth are geared towards the sttaienen: of the Comaemy's

5, WA wil ljewe Molice of Decision with or withesyt sentiors within § days from the recsipt
Eﬂniﬂlriﬂiﬂ.ginﬂig EEEEEEE oppressie ner ol Ehe Coachirg Farm ared Wiitien Explanation.
tis i andl oy indeed, It sereni i the guiding prisciples 2 Fadise bo prowtde WEER Explamtion skall eofinioune 3 walver of the employss's
on whati uat#n fits' employess to conduct during the erlire emplssymat hene i Poy, right o be heard and confirms that all the desails in the roident Jescet aie Bl and
e witheet ary ks
I Lagseess in he timeline will resaift to 2 sencties = Negiesn of Doty | rsbordinstion
L DOCTRINES TO GOVERN THE COMPANY™S CODE OF CONDUCT AND DISCIPLINE i X

1 The right to distipline ard dischanpe employess for just aod proper e B management™s
preragative enihined iram the 1587 Philippine Constitution

2 Pairmess are justice shall abeays poten the impesitien of dlsciplinary scbore. Exsting LiSol
Laws, impiemnenting Aules ard Jusispruderce will always be cheerved,

3 The fulf and strict malmerance of dicipfng i the maragement’s respanalbility, Thus, it shal be &, Prope: Condust and Decorum i eepacted from you within the office and outtide Whaa
thas primary carcern af irmedise supenons and department Beeds i itiabe ary discioinary

reprEtaraing th Compary. This [ncludes ssprapriste drass, stiending the office ready to work, use =f
g%:&&iﬁ% W viiation of the rule B committed. proper and decent innguags, chasrvance of praper sl and waork detorum, mainteining proper
relatomships with yor eallssgues, costomers snd other indhvidusls nor in the employ of the coraiey,
shpsrvaron of ard compilance with existig hows of the Philippires.

V. GEMERAL BEIANVIORAL STANDARDS

A5 an |Ploy empioyes we expect that o will mees the Sollawing cehavioral siandardsl

L igations and sther preseedings shall be candusted expadhicusly.

5 Eliﬂﬂ!ﬂiil‘ﬂﬁi ner delayed lor @y reason.

£, Tha rights of the respondent ps provided for by Law shall be guarantesd.

7. iggim‘ﬂ#ﬁgﬁi%%gﬁgé
approwal and upon somplisree (o the conditiond set ferth by the lather

&  incasesof muitiple viclatians of this Code, the Teilcwing nde shail _uu_ #4 4o the panalcy 30 be

b Enhandng Company Prodethisy the Company expects the Proper cire ang utilizasion of
Capital avalishle to the Cormpamy; EUMing up for work ready towon on time al the time, bolowing the:

approoriste break snd finish times, getbing an with the job and péefaming the job o the best of your
impoee Bsility, posithve sttitede and dedication to sne®s wark swsignments, supporting supervisicrs and thoss in
3 FrEnARLTEnt

¢ Folowing rules on customar and clent retations and ahways masntsining & rolesional heishl
attitude with costomers.

& Mainterares of health and salety of the office ane peogie avound you. & procer Slikde
tawards clesnlingss and proper housekeesing I the office, gocd heaith of yourself ard others areond
o, Esint in the secusity of the offics, foliowing basic safety prossdures.

&, Praper e of Company Property, tacilities snd security b probect comparry and srmploysd
ggi}liiiﬁlggfﬂ%igﬂl

irtegrity ¢ al Company operating data and infarmation, spprogriate use i all Compafry ecifment lor
werk related ourecess, properly account for all Company fundd received.
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This Code shall apply 12 all iPloy employees, regerdiess of ssatus o poition heid.
L Types of Ollenies

Level 1 - Infractiors wihich are minoe in nitune But which may become habitual and disruptive if rot
comadied. It has no detrimental Impect of the Susiness.

Levi 7 = Sarious olferse which causes delay in cperations, may pose thread, harm, or dangsr io
Company progerty and/or [wes of indhddusis.

Level §— Infractiors whith will destroy Uhe company's image ang reputation, It causes sebscaniial o 19
the comaany Bhd can resul 1o crivesl operational disrupticr. A eritizal ollense that hes compromizen
thie security of the empiovees, the integrity of Cllent, the saletty of customer's informatian and the

of T.n._ m_..._

i

it

Saliore o iog-infotin

i
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NOIET AND DISCIPLNE POLCY
iy e RECEST OF THE CODE OF €O

ke, = b cees ol b el e b VTG knenwiedige that | have read the Company's Code of Conduct and Discipling and understand
Furncaaly sharing, mat It st forth the terms and conditions of my empioyment i well o5 the duties and rmporsibilities,
- riviiages and canfidential Seipension - snd oibligations af empleyment with the Company,
ﬁ L1 Irdorrmasion e epona in Level3 s Gismhaal

glsn acknowisdges that the Company reserves the right i revise, Selete, 3nd add Lo The provisions of
Ennu&in;ﬁiﬁnm.curﬂ o candition of employment mn be-established by any other
Unautherised pedsaishon or staternent, sorduey, policy, or practice.

2 bringing cut of Company [ W._anu.uﬁ._u_.u.._.

i7 | sppsication peckagesand all | Level u.ﬂunnn. Dimwal

[EETE !E.._. Eﬁ.. [uirmingal

sl

1, Saning Clause
ﬁ.. 1. Terrrandtion of enemploves shall sutcmatizally sar him/her from e .nﬂnﬂsﬂ!
2 The penaity of dumisesl shafl net prejudies the right of the company b6 initiabe court seyian
agakrat the erring employee.
L This Code shall supsrseds 23 othgr existing policies, rules, memad, and the lice, and all polides
1o e implemented, if the same it found 1o e ncongisent with the Code of Cenguct,




