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Employee Training Agreement

This Em Yoyes Training Agreement is made an January 15, 2024 between IPlay, OPC, with its place of business
at the 16~ floor One Montage Tower, Archbishop Reyes Avenue, Ceby City {“Employer®) and
I . M- [Emplovee’s Namel, an individual with the address of

[Employes's Address)
(“Emploees”),

Recitals:

A The Ervployer i« providing a one-week training program to the Employee to enhance their skills and
knowledge in the field of Customer sorvice and as part of tha Onboarding process,
B. Th-e Employee has agreed to participate in this ane-week training program.
C. The Employer has agreed to pay the Emplayee a salary for the duration of the training. 0, The
Emp oyee has agreed to the terms and conditions concerning the Pre-Emplayiment Medical Examination
{PEM E} and the submission of Employmient Requirements

Agresmet:

1. Training Obligation: The Employee agrees to attend and complete the cne-week training program provided by
the Emplayer, The training will commence an July 10, 2024 and conclude on July 12 , 2024

2. Salary Payment: in consideration of the Emplayee's completion of the training, the Employer agrees to pay the
Employee a salary for the duration of the tralning, payable at the nearpst payout schedule {15« 0r 30 of the
menth] Upon successful completion,

3. Non-Eligihil ty for Incomplete Training: The Employee acknowledges and agrees that if they fail to complete the
one-week trainlng program for any reasan, they will not be eligible to receive the salary payment for the training
period,

4. Pre- employment Physical Examination (PEME): Thr Empioyoe acknowledges and agrees that if they fail to attain
their empl wment with the company up until regularization, The eost of the pra-employment examination will
be deducted from the final pay

5. Submission ef Critical and Non- Critical Requirements: This sgreement stipulates that should the Employee fall
to meet the requirements by the specified deadfine, even after multiple follow- ups, they are reguired to cover
@ partion o any penatties impased by government authorities

6. Entire Agreement: This Agreement canstitutes the entira understanding and agreement between the parties with
respect to the subject matter hereof, and supersedes all prior negotiations, reprasentations, and agreements
between the parties, whether writtan or oral,

7. Amendments: This Agreement may be amended anly by a wrltten Instrument executed by bath parties.

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

52 ¥, Facot

—_——
Employee Complete Name & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date) o3 [)p | 2020 B
BETWEEN

1. IPLOY OPC. {the "Disclosing Party”); and
2, Srupan pnan Ly Wlrdly (the "Receiving Party”),

collectivel referred to as the "Parties",
RECITALS

A, The Receiving Party understa nds that the Disclosing Party has disclosed or may disclose
information refating to the training which to the extent previsusly, presently, or subsequently
disclosed to the Receiving Party is hereinafter referred to as "Proprietary Information” of the
Disclosing Farty.

OPERATIVE PROVISIONS

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

L1.  tohald the Proprietary Information in striet confidence and to take al| reasonahle
precautions to protect such Proprietary Information {including, without limitation, all precautions
the Receiving Party employs with respect to its own confidential materials),

12.  notte disclose any such Proprietary Information or any information derived therefrom to
any third person,

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

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

1.5. not te copy or reverse souree any such Proprietary information. The Receiving Pa rty shall

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

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

21, isorbecomes {through no improper action or Inaction by the Receiving Farty or any
affiliate, azent, consultant or employee) generally available to the public, or

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

23, was rightfully disclesed to it by a third party, or

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

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

4, The 3eceiving Party understands that nothing herein

4.1, requ res the disclosure of any Proprietary Information or

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

5. The Feceiving Party further ack nowledges and agrees that ho representation or warra nty,
Bxpress or implied, is or will ba made, and na responsibility or liability is or will ba accepted by the
Disclosing Party, or by any of its respective directars, officers, employess, Jgents 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 far making its own evaluation of such Proprietary
Information,

6. The failure of either Party to enforce its rights under this Agreement at any tima for any
Period shall nat be construed a5 a waiver of such rights, |f any part, term or provision of this

Agreement is hald to he 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 righ=s under this Agreement without the consent of the other Party, This Agreement may not
be amenced for any other reasan without the prier written agreement of both Parties, This
Agreemer t constitutes the entire understa nding betwean the Parties relating to the subject matter
heraof un ess any representation or warranty made abaut this Agreement was made fraudulently
and, save as may ba expressly referred to or referenced herein, supersedes all prior representations,
writings, regotiations or understandings with respect herato,

7. This Agreement shall be Boverned 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
headguartars are located) {the "Territory") and the parties agree to submit disputes arising out of or

in connection with this Agreement ta the nan-axclusive of the courts in the Territory.

IPLOY OPC Receiving Party
By: Onboarding Specialist By: _ brw kgt
Name: Jade Lenizo Mata Name: fupen  Agdan L a1- wusally

Title: Onboarding Specialist Title: LER  Uples

Address: #35 Salvador Extension Labangan Address: _pr, il Bmied |, ekl City
Ceby City

Date: ["||_,| 10, 2014 Dato: Jmh.;I Iy 2024
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PERSONAL DATA SHEET e

INSTRUCTIONS:
1. Answer the quertians compsetely and honestly in the spaces provided.
2. Pleasa PRINT legibly,
3. DONOT LEAVE ANY SPACE BLANY, Writs “nfa”, "not mpplicable” ar *nona”

For HA sa# cnlyl [P 1w cnly {Far HR usa gnky]
EMPLEYEE NLMIER THATE HIRED DEFARTMENT

2L 10,2020

LAST MAME: FIRST NAME: | MMDDLE HAME;
T SHIBTLN Ak | WbomDwy - =]
HICENAME; MOTHER'S. FULL MATTREN MAME-

L Cimen ; : 3 m - WAOHEDRE
CURRENT ADIRESS [House 0 Lot | Block 1/ Street, Baargay, Muriclpality / Clity, Provirce, Tho Cods|

GAl, URGELG | TRMERG | CERN CATY oD

. ot .
PRUVINCIAL £ DORESS {House i { Lotk { Black @ [ Street, Barangay, Municigialty f City, Prevince, Bp Code)

WELE B BORTLAL LgWh, teoy o C ATANERAN | DARGAG wiadD | Sor

Land Phang fia, Waghiln N Mabilo Mg
_ 891951 |
555 No. PAG-HIG Mo PHILMEALTH Ma, TIR
|l -4%qe310-8 VLT T EELY L% -3A14 320 -3 ;
BIRTH DATE BIRTH PLALE GENDER BLOOC TYPE
|0l [ 36 faoe, DRk . oA Tepe | L
MARITAL STATLS NAME OF SPOLISE (Married) | Email Addressis
i TS & |- Eoqm
[ ] legally Separated LLE
[ ] Maering SROUSE TN ’ | alrmotiatiy. driveut &/ qmna
[} Widow Wi fower Hn ]

Ate youu robatex: oy kinship or Miage up to the 3% degree to any curen emalayen af Foy?
[ 1Y¥es |¢#] 40 If ¥ES, ghee NAME and BELATIONSHIP

NALIE OF SPOUSE (If misrind) SPOUSE 'S EMPPLOVER SPOUSE'S DATE OF BINTH
i A M L Nk _
:Inn:mem | % |mﬂ.w SISTER/S i |nu.mm1msu r e II ::Imk:,i?:ﬁifr..-q | -
NAME OF CHILDREN {1 any) DATE OF BINTH NAME OF SIBLINGS : ”T:ﬂf";:;‘m‘
mm_mm._.x-_hs-_mmzq — =499 - gt
s L Y Y . Yt T Ut - Masned |
Lovn  foepbihesds MU dok 1 - 93 -19e4 Sl
Siear L Me wulue o 2% - 1980 - Cigye
FATHER'S MAME i Pl OOCURATION | MOTHERS Mawr | b::_rjr OCEUPATION
LADHAN Atimas b muShls g, fom el b LMMIE e WGHROEN [oalimbn)

PART Emirgency Cantact (List ol frast

CCNTACT PERSON RELATIONSH® TO EMPLOYEEE
\Lasd, First] ’;DNT:M:T FHONE HO 2 IDprqufLml_ ) SITE - by
By TRINA Gk 7. | pangd hu_.:._-:,ntu__'_ — PRERD feromedTE
L s i - ) il LS i T TLETER

Montage - 16ih Floor Do Montage Towae, Archbishog Reves Ave, Cabu Cly 11 MEY- 11 Ploor SY Tewer Poscadores fland Cala
Busingus Park, Gab Clty 000 11 AGCT - o Flogr, Ay Caniir Ceby Trwer, Cali Businos: Mach, Caby City
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DATES ATTENDED

GAADUATE

EVEL MAME OF SCHOOL & ADDRESS iy sy

FRIMARY EDRCATION —_[f.'l_ii hyr yil

E Tl BLATE enmyily tien- .4 logy -

SECOMDARY EDUCATION
AAIRY BAUA URORRETTY Jgpiahl it Jois - o1 YES
Courge:

VDCATIONAL

B NON-DEGRTF COURSES
Degres/Course: -

TERTIARY EDL CATION 4
Dagrae;

POSTGRADUATE & GRADUATE

STUDIES o :
Degres:

PART &

EMPLOYER'S NaME
TRELLT  phLICHTE

ADDRESS

JoeTME

v h
B TEL MO

SR 1L L 1 PR

SALARY PERIOD COVERED |men/yr}
LETWE  DPxh mpareme FROM Ta
& i B @ .voo phd Loy bukt  anad
FURERVISONE 4AME RIPERNISOR'S TITLE | EMPLOYEES JLBERVISED
- ™[y | Wi [ anplicabiz)
REASON FOR LEAVING
CHAMER b4 Cegess T1EA0
EMPLOTER'S hlesde I ADDRESS B TEL. MO
108 TITLE SALARY [ PERIGE COVENED mmyye] =
| FROM TQ
SUPERVISCN'S. b AME SUPERVISORS TITLE EMPLOYEES SUPERVISED
- [ applizalie) - =t
HEASON FOR LENVING
EMPLOYER'S MAME ADDRESS & TEL. N
00 TITLE | SALARY PERIOD COVERED (menjyr| —
I_ FROM | Ta
| SUPERNSDE"S e | sUrervsoRS TITLE | EMPLGYEES sUPERVIED
_ f | A applicahla)
AEASCN FOR LEAVING
EMPLOVER'S NARAE ADORESS & TEL. MO,
|
JCaTITLE T PERICD COVERED (men/yr]
FRORA TS
SUPERVISOR'S MEME SUPERVISOA'S TITLE EMPLOYEES SUPERVISED T
(If nppdicsble] |
REASON FOR LEATING
EMPLOYER'S NaNE ADDRESS & TEL NO
3 | -
08 T | SALARY _ PERICD COVERED fmmfyr]
FROMS T

| SUPERVISOR'S NAMIE

| SUPERVISON'S TME
A -

EMPLOVEES SURERVISED
[# &pplicakis)

REASON FOR LEALING

Moninge - 16 Floer O |

‘amagn
Rusirass Park, Gabu Cit

Tewwar, Archbishop Rayes Ave, Cabu C
y BO00 (1 ACET — 8h Floor, Fenia Canl

ity 11 MY 118 Floor MSY Toswae Pastadorns Raod GCabu
nr Cabw Towar, Cabu Business Park, Cabu City.




Furivant to: g indigendirs Peapie's Act {RA 83710 f6) Magna it for Disabled Persant {14 7277)1: and Saio Parents Weifare Act 2000 (24 &7

plewss answe the fallowing items:

Are you 8 member of ary Indigenaus Eroupd O ves [ @ mo It yes, pleaso specify;

Dra o Ident fy as differentiy-abled? O vEs .J " no If yis, plesse specify: AJ
Ara you & sobs parent? [ ] | ¥l mo M yes, plaase spocify:

Character e

o Aemiers of Haee (3] persans wba knaw o odfver fhan those you howe woeked wink
NE ADDRESS TEL. NO.
3 e, [n Lo ki Lqu_.___ !
_jﬂm. .4Jf:ﬁ,__‘_£m_:¢$_ | uaq1Be1553a
Bmbeago L o364 nah
Cilser Qualiications
fob-rminted tratmng courtes {give titie anel year), Jeb- reioted skl fother languoges, compuer and formation trchnoiogy, ks, magiines, she ), Job-

related certificarss ond Aoanses fcurrant orll, dobrelated awards and sl accanphshmemts (pubications, membsrshios orofessiana! or howar
sacieties, ladersip octhottes, pubiic tpsaking, and perfarmiance awadrds). Gl dotes amd send dasurnents

BATE [ fear] DESCRIPTION J TITLE

—————

AROETY DMAL 10§ FITH NICAT IO
[= TYFE { CONTROL ND, [ IS5UE DATE | ENPRYDATE |
PASSPORT DETAILS ) | |
VIS4 DETAILS [F apaiicabis
DRIVER'S LICEASE

OTHER GOV, SSUED |Bs: (For - !

sxamale: 555, IN, 5000 pARENT | 0 * DL 4R94110- ©

|_ID, PRC, ACR, abc.]
MILITARY / GoveT, | eVl ]

[LZERVICES [If am ) |

|_|-r-uq Yau ever been formally ehargad of an £ ] Yes I "Ves®, please give detalls;
administrstive / eldlfcriminal offgense? [A ko
Have vau ever Been convicted of an [] Yes If “¥es™, plesse give dotalls;
adminkstrative felvilferiminal oifensod [<] Ma
CERTIFICATION

| CERTIFY that, be th s bagy af my knowkdge and ballef, all the infarmation an an attached to thiy docurmsst is brue, corroct, complete and mide in Bood
falth. | UNDERSTARD that false o fraudilent information an or attachad to this appicstion may be Eround far nat hirlng me or terminats ey
amlaymant from (Rlioy, VUMDERSTAND that any Information | Aive ey be investigated

- 03 - -
g'r,} EIDﬁ{um of Employes Date Hgnad

Mnntaga - 18ih Floor Crw Banitagn Towar, Archiigop Royie A, Cabii SNy [F MESY- {18 Floor MEY Towar Pastadons Road et
Busineas Pak, Cobu City 8000 11 ADCT - BF Floor, Aya Cenfer Cabu Tomar, Cabu Businese Park, Caby Gy,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, _ DRy TR TUTAR hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
educatior, and criminal history record information which may be in any state or local files,
including -hase maintained by both public and private organizations, and all public records, for the
purpese of confirming the infarmation contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall ba considered as valid as the ariginal
consent,

| hereby consent ta the Company's verifying all the information | have provided an my application
form. | zlso agree to execute zc a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to abtain access to
and copie: of records pertaining to this information. With regard to the foregeing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that othersise 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 faisifications or misrepresentations
be discove-ed after | am emploved,

I release Ipfoy Inc., its em ployees, designated representatives, agents, officers and trustees from
any and all claims of liability or damage due to either the procurement ar the trie and accurate
disclosure af such recards or information.

Applicant hame: THIREEN  amaan b AL uy e
Present Address: ¢, | £40lla_y Srmbiag | Mo 04y o el , fppo0
Soclal Security Number: .- 8 4330- § Date of Birth: pg - an-2os1
Signature:

oL

Date: s Ml L P 1. |
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SIGN-ON BONUS POLICY

Policy:

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

Eligibility 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 releasing date of the sign-on bonus
Must not be on any form of floating status

M.ist not be on Floating, AWOL, Terminated and EOC status or other forms of
seddration

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

Releasing of Sign-On Bonus:

* Thz release of the sign-on bonus will be on the 15 day of succeeding month of the
aniversary 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.
Acknowlec grment

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

]f 63 16 -1y

Signature nted Name/Date
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UNDERTAKING

This cocument verifies that | have read the policy listed below and have discussed any
guestons 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:

Policy Title : Dress Code Policy
Revision Na :01
Effective Date 1June 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 this policy,

e -t S Snn N i L |

Employes Name and Signature Date

Yddl L. Wt {‘l‘-:lm U

Onboarding Spill_fialist Mame and Signature Date




iPloy Gift Policy

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

“Gift” means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which semething of equal or greater value is not exchanged. Payments for travel, entertainment and
food are a so considered as gifts.

Employee: are required NOT to solicit or accept for persenal benefit directly or indirectly any gift from
any emplcyee/s or company that s seeking to conduct or |s currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200 should be returned to the
giver,

Any violatizns will be subject to the iPloy Code of 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 Warmning
e 3"Instance- Dismissal

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

Employee Acknowledgement

I have read, understand and agree to comply with the foregaing policies, rules and conditions governing
the iPloy G ft Palicy.

MNarme: WipEEe  Aowdm g - publb Loy

Signature: ) Date: e -1 = 24

)




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 emplonees should be aware that iPloy regularly monitors the internet and social media about its werk
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 negative effect on the company or its employees, which
fangema=nt 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 fram using or publishing Information on any social media sites, where such
use has th2 potential to negatively affect iPloy or its staff. Examples of such behavior include, but are not
lirmited to:

=  Publishing material that is defamatory, abusive or offensive in relation to any employes, manager,
ofice holder, shareholder, customer or client of the company;

= Publishing any confidential or business-sensitive information about iPloy;

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

Procedures
All employ=es must adhere to the follawing when engaging In soclal media.

s Be aware of your assaciation with the company when using online social networks. You must
always identify yoursell 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 dlients. You must write in the first person and
stete clearly that the views expressed are your own and not those of iFloy. Wherever practical,
yo must use a disclaimer saying that while you work for the company, anything you publish is
your opinion, and not necessarily the opinions of the company,

* Youare 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,




* B aware of data protection rules — you must not post colleagues’ details or plctures without thelr
infividual permission. Employees must natl provide or use their company password In response
to-any internet request for a password.,

*  Material in which the company has a proprietary Interest — such as software, products,
decumentation or other internal information — must not be transmitted, sold or otherwise
divulged, unless the company has already released the infarmation inta the public domain. Any
departure from this policy requires the prior written authorization of the management.

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

*  Recommendations, references or comments relating to professional attributes, are not permitted
to be made about emplayees, farmer employees, customers or suppliers on social media and
netwaorking sites, Such recommendations can give the impression that the recommendation s a
re“erence on behalf of the iPloy, even when a disclaimer i placed on such a comment, Ay Feguest
for such a recommendation should be dealt with by stating that this is not permitted in line with
cempany policy and that a formal reference can be sought through HR, in line with the normal
re-erence palicy.

* DOrcein the public domain, content cannat be retracted. Therefore, always take time to review
yoir cantent in an objective manner before uploading. If in doubt, ask someone to review it for
wo.. Think through the consequences of what you say and what could happen if one of your
co leagues 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 point
ou: misrepresentations, but do not create an argument.

= Ths palicy extends to future developments in internet capability and social media usage.

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

= Always remember on-line content is never complately private;

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

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




* At all times respect copyright and intellectual property rights of infarmation you encounter on
the internet. This may require obtaining appropriate permission to make use of information, You
a5t always give proper credit to the source of the information used.

Specific M anagerial 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 compsny's opinions or positions even where disclaimers are used. Managers should err on the side of
caution ard should assume that their teams will read what is written. & public anline farum is not the
place to communicate company policles, strategies or apinions to employees.

Enforcement / Progression

Mon-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy 1s 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
responsibiities towards the company. In case of any doubt, you should consult with your manager,

Infraction: for this policy |s tagged under Level 2 offense and follow these progression:

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

Employee Acknowledgement

| 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 ar 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 is known, identified, expacted or
presumed.

MName: SHIREEY  spwmbl 1 fo- PSSk ]

Signature; ) Date:  #71 = 10 -1y

o U
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Date : February 22, 2018

To : ALL EMIPLOYEES CONCERNED

From : Human Resources

Thru : Operations Manager

Subject @ WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBJECTIVE

1.1 In conformity with Republic Act No. 8504 otherwise known as the Philippine
ADS Prevention and Control act of 1998 which recognizes workplace-based
programs as & potent tool n addressing HIV/AIDS as an internationat
pandemic problem, this company policy 15 hereby issued for the information
and guidance of the employess in the diagnosis, treatment and prevention of
HIVAAIDS in the warkplace

1.2. This policy is-afso aimed at addressing the stigma artached to HIVAAIDS and
ensures thal the workers' right against discrimination and confidentiality s
maintained.

4 COVERAGE

2:1. This Program shall apply 1o all employess regardless of their employment
status,

3. IMPLEMENTING STRUCTURE
1.1 iploy Inc. HIV/AIDS Program shall be managed by its hislth and safety
committee consists of representatives from the different divisions and
departrnents
4. POLICY STATEMENT
4.1 BASIC INFORMATION QN HIV/AIDS
4.1 1 What is HIWV/ADS?
4.1.1.1 It 5 a disease coused by a wirus called HIV (Human
Immunodeficiency Virus). This wirus slowly weakens a person's
ability to fight off other diseases by attaching Itself to and
destroying important cells that control and support the human
immiune system

4.1.2. How HIVFAIDS i transmitted ¥

4.1.2.1. Linpgrotected sex with an HIV infected person;
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41212 From an infected mother o her child (during pregnancy, at
birth through breast feeding);

4123 Intravenous drug use with contaminated needles;
4.1.2.4 Transfusion with infected blood and blood products; and

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

413, lsthere a cure?

4.1.3.1 No. However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
people with HIV. Holistic care of people living with HIV-AI05 and
comprehensive  treatment ol opportunistic  infections  also
dramatically improve quality of life

3. GUIDELINES
5.1, Preventive Strategies
5.1.1. Conduct of HV-AIDS Education,
5L11.  Whao will conduct?

The Medical Clinic of Iploy Inc._in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the anentation of newly hired
employees. The standardized information package developed by the
Bepartment of Labor and Employment [DOLE] may be used for this
purpose

5.1.1.2.  How will it be conducted?

The HIV-AIDS education will be conducted through distribution and
posting of 1IEC materials, leclures, counselling and training and
infarmation on adherence to standard or universal precautions in the
workplace

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

5121 screeming for HIV as o prerequisite to employment s not
mandatorny.

5132  The company shall encourage positive health seeking behavior
through Voluntary Counseling and Testing,

-
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5123 The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers, Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company’s medical clinic staff.

5.1.2:4 The company shall likewise faciitate access to livelinood
assistance for the affected employee ang his/her families, being
offered by other government agencies.,

6. SOCIAL POLICY
6.1, Non-discriminatory Policy and Practices
6.11. Discrimination n any form  from precemployment to post
employment, including hiring, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status of

an individual is prakibited

6.1.2 Workplace management of sick employees shall not differ fram that of
any ather liness.

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

6.2, Confidentiallty/Non-Disclosure Pohicy
6.2.1. Acress to personal data relating to a worker's HIV status shall be
bourd by the rules of conlidentiality consistent with provisions of R.A.

8504 and the ILO Code of Practice

6.2.2. Jobapplicants and workers shall not be compelied to disclose their
HIW/AIDS status and other refated madical infarmation,

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

6.3. Work-Accommedation and Arrangement

63.1 The company shall take measures to reasonably accommodate
employees with AlDS related illnesses.

6.3.2. Agreements made between the company and  employee's
representatives shall reflact measures that will support workers with
HIV/AIDS through flewble leave arrangements, rescheduling of wearking
time and arrangement far return to work.

Sines
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7 ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1, Employer's Responsibilities

111, The Company, together with emiployees/ labor organizations, company
focal personnel for human resources, safery and health persorne! shall
develop, implement, moniter and evaluate the workplace policy and
program an HiV/AIDS

P12 Provide infarmation, education and training on HIV/AIDS for (s
workforce,

F.1.3. Ensure non-discriminatory practices in the workplace and that the
palicy and program adheres to existing legislations and puidefines,

T4 Ensure confidentiality of the health status of its employees and the
access to medical records is limited 1o authorized personngl,

7.1.5 The Company, through its Human Resources Department, shall see 1o
It that thelr company policy and program is adequately funded and made
Enown 1o all employess.

716, The Health and Safety Commitee, together with employees/ labor
arganizations shall jointly review the policy and program and continue to
Improve these by networking with government and organizations
promoting HIV pravention

7.2. Employees’ Responsibilities

721, The employee's organiration shall undertake an active role in
educating and training their members on HIV prevention and contral,
Promote and practice a haalthy lifestyle with emphasis en avaiding high
risk behawor and other risk factors that expose workers to increased risk
af HiV Infecticn,

7.2.2. Employees shall practice non-discriminatory acts against co-employeas,

123, Employess and their organization shall not have access to personnel
data refating to.a worker's HIV status,

7.2.4, Employees shall comply with universal precaution and preventive
MEasures.

tr-m-2y
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8 IMPLEMENTATION AND MONITORING

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

9 EFFECTIVITY

9.1, This Palicy shall take place effective immediately and shall be made known (o
eviery employes

! :'}L .
Prepared by: J Hl!g %xleclu

Humsn Resolirces

Reviewed by

Approved by: Yisroel Y. Gissinger
CED
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Date :January 1, 2018
To s ALL EMPLOYEES COMCERMNED
From : Human Resources
Thiru : Operations Manager
Subject | WORKPLACE POLICY AND PROGHARM ON TUBERCULDSIS (TH) PREVENTION
AND CONTROL
1. OBRIECTIVE

z'l

1.1 To assist the government in its campalgn agamst Tuberculosis (TB) in compliance
with the Department of Labor and Employment's Department Order Mo, 73-05,
series of 2005 - Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace

1.2.Te provide initiatives to prevent the outbreak and spread of tuberculosis in the
workplace, and o treal, care, and support employees who become afilicted with
tubserculoss

COVERAGE

2 1, This Program shall apply to all emplovees regardiess of thelr employment status,

POLICY STATEMENT

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

this disease. To achieve this goal, all employees are strictly mandated to undergn
an annual physical examination with the requlsite chest x-ray.

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

3.3.The DOTS is a comprehensive strategy to control T8, and is composed of five
components, which are:

33.1. Political will or commitment o enduring sustained and quality T
treatment and control activities;

332 Case detection by sputum-smear micrdscopy among  Ssymptomatic
patients;
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323, Standard short-course chemotherapy using regimens af & to 8 months for
all confirmed active TB cases (1.e., smear positive or those validated by the
TB Diagnostic Committes].  Complete drug taking through  direct
observation by a designated treatment partner, dunng the whole course of
the treatment regimen;

3.34. A regular, uninteérrupted supply of all anti-tuberculosis drugs and other
materials;

335 A dandard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculosis contral
program’s performance overall

3.4.Employees must be ghven proper information on ways of strengthening thelr
immune responses against TR infection, e, information on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and good personal hygene
practices.  However, |t should be underscored that intensive efforts |n the
preverition of the spread of the diseass must be geared towards accurate
information on its etiolegy and complete performance overall.

31 5. Improving workplace conditions.

351 To ensure Lhat contamination from TB airborne particles is controlled,
workplaces must provide adeguate and appropriate ventilation {DOLE-
Cccupational Salety and Health Standards, O5HS, Rule 1076.01) and there
shail be adequate sanitacy facilities lor workers,

3.5.2  The number of employess in a work area shall not excead the required
number for a specilied area and shall observe the candard for space
requirement, (O5HS Rule 1062)

3.6.Capability building on TB awareness raising and training on TR case Finding, Case
Holding. Reporting and Recording of cases and the implementation of DOTS shall
be given to Compary health personnel or the occupational safety and health
commities,

1.7.5ocial Policies:

371, Non-discrimination:  Employees who have or had TH shall not be
disgriminated against.  |nstead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled 1o work for as long as they are
certified by the Company's acoredited health provider as medically fit and
shall be restored to work as soan as their lness |s controlled.

3.7.2. Work Accommodation.  Through  agreements made  between  the
management and the employees, work accommodation measures o
support  employees with TH 5 encouraged  through  flexible  leave
arrangements, rescheduling of working times, and arrangements for return
Lo work,
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3.7.3. Restoratiorn to Work: The employee may be allowed to return to work
with reasomable warking arrangemenis as determined by the Company's
Health Care Provider and/or the DOTS provider.

3.8.Employee Responsibility:

381, Employees who have symptoms of TR shall immediately seek assistance
fram the Campany's Health Services Provider

AB.11, An employes who hias the symptoms af TB & reguired to Initially
wear a face mask (especially while Inside the office) and observe good
hygieneg practices, at least untll declared by a competent medical
practitioner to be safe from transmission,

3812 Similarly, for those at risk, e, those with family members with T8
or those exposed to a co-emploves with TB, it would be prudent to
observe the same good hygene practices until declared free from the
disease and safe from transmisson.

382 Once diagnosed to be with TR, employees shall immediately seek
treatment either through the Department af Health's DOTS or a private
physician of the employes’s choice. However, it s iImparative that the one
strictly adheres to the course of treatment.  Failing to dutifully observe the
treatment course may give nse to complications, such as resistance ar even
the faillure of treatment, which may make It harder 1o treat the infection and
result in a langer absence,

3821 An absence from work due to madical reasons of over six [B]
months may result i the termimation of one’s employment as
provided for by the Labor Code of the Philippines under Arl. 284 -
Disease as Ground for Termination,

383, Employeas are required to undergo an annual compuisery chast X-ray
through the Annual Physical Examination.  If for any reason an employes
fails to secure a chest x-ray at that tme, hefshe shall be directed to secure a
chest x-ray al an accredited clinic by his/her respective Infirmary/Health
Services,

3.9.The Company shall ensure that any TR accarrence wn the workplace s traced and
that all cantacts are clinically assessed, as much as feasible,

3.4, An employer afflicted with TR, who has voluntarily undergone the
treatment and rehabiitation program (DOTS) prescrived, and who is finally
declared to be In a non-communicable stage, may be allowed back ta work
subject to being given a medical clearance by a Company designated physician,

311. Employees (those afflicted with the disease or those [dentified under
contact tracing] who refuse 1o cooperate and dutifully observe lawful
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instructions (undergo a medical check-up and/or treatment), may be subject to
disciphnary action proceedings for insubordination (the penaity of which may
range up to the termination of one’s employmang)

4, PROCEDURE

4.1.The respective Health Services of the Comparly [andfor the contracted Health
Seraces Provider) shall coordinale with the Occupational Safety and Health
Center who shall provide prevenlive and techrical  assistance in the
implementation of the Workplace TB Control and Management frogram

4.2.4n employee who undergoes the Annual Physical Examination with the requisite
chest wray will have his/her medical record forwarded to company dinic/HRD.
Employees who fail to undergo the requisite annual chest x-ray shall be directed
to secure one at an accredited clinic or by his/her preferred Infirmary/Health
Seryvices.

4.2.1. Those with medical findings shall be required to undergo Turther medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted to company climc/HRD and histher respective
Infirmary,Health Sarvices

4.2.2. The employee shall then coordinate with company elinic/MAD and his/her
respective Infirmany/Mealth Services for the next steps.

1.3 .An employee who ls suspected to be afflicted with TH, whether as a direct suspect
of by contact tracing, shall cooperate Tully with  his/her FEsgHetlive
Infirmary/Health Services (and/or the contracted Health Services provdider), I
the employee tests positive for TH. the employes shall undergo the DOTS
program to its completion

4.4.I the employee needs to undergn a leave of absence to recuperate, hefshe will
be sllowed to use the appropriate leave before hefshe may request 1o be
permitted to go on a Leave ol Absente without Pay (LOA),

44.1. The employes shall observe the requisite procedure in appiying far a
leave

442, The Unit concerned shall ensure that the requisite procedures are
observed by the employes and that the company clinie ks duly informed.

£.5.An employee may be allowed to go on @ medical leave of absence (without pay]
for a maximum period of six (6] months. The concerned gmployes shall submit
an application for a leave of absence before going on leave  Said leave
application shall be subject to approval at the sole discretion of the Company
Management,

4.51. The same procedures under 4.2 1 to 4 2.2 shall be observed,

-
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4 6 After treatment, with a maximum peciod of sie [(B) months on leave (without pay),
an employee found 1o be cured or in a non-communicable stage of TH may be
illowed back to work, provided thar the employes’s heaith shall cantinue to be
monitered during the annual physical examination with the requisite chest x-ray
or as may be deemed necestary by the Unit Health Servicas (Infirmaey) or
contracted Health Servicas provider

4.7 The emplayes returning 1o work shall be reguired by the Management 1o secure
a medical clearance lrom a medical doctor chosen by the Company before being
allowed to return to work

4.8.The HRD will initiate disciplinary proceedings against any employee found 1o have
discontinued treatment in defiance of medical advice, or who refuses to undergo
the Tull treatment course prescribed  Likewise, smployees who are ordered o
underge a check-up due to contact tracmg but refuse to do so will also Tace
discipiinary action proceedings. In both cases, the mazimum sanction applicable
for insubordination will be the termination of one’s employment. If It is deemed
warranted

S IMPLEMENTATION AND MONITORING

3.1. The Safety and Heaith Committee or ity counterpart shall periodically manitar and
evaluate the implementation of this Policy and Program.

6. ZFFECTIVITY

3.1.This Policy shall take place effective immediately and shall be made known ta
mvery employes.
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Frepared by Jo H!nr‘rf K. Mekecio

Hurnan Resources

Approved by Yisroel ¥ Gldsinger
CED
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Date : February 22, 2018
To CALL EMPLOYEES CONCERNED
From ¢ Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBJECTIVE

Liploy Inc. s committed to conform to the established standards assurance of
customer satisfaction, protection of our envirenment and health and safety in
the workplaces

1.2.The company promotes and ensures a healthy enviconment through its various
nealth programs 1o safeguard ts employees. And as part ol the company's
compliance to DOLE Department Advisory No, 06, Seres of 2010 [(Guidelings for
the Implemantation of a Workplace Policy and Program on Hepatitis B}, this
Program has been developed. This program is aimed to address the stigma
attached o hepatitis B and to ensure that the emplovees’ rpht against
discrimination and confidentiality is maintained.

1.3.This guideline Is formulated for averybody's information and reference for the
diagnosis, treatment, and prevention of Hepatits B, This will Inform the
emplayees of their role as well as the company in dealing with Hepatitis B, A
healthy environment encompasses a good working relationship and great output
tor continuous business growth
4. COMERAGE
2.1.This Program shall apply ta all employess regardless of their employment status,
3. POLICY STATEMENT
3.1 Implementing Structure
311 lploy Inc. Hepatitis B workplace policy and program shall be managed by
its health -and safety committee. Cach division or department of the
Company shall be duly represented
3.2 Guidelines
3.21. Education

32,11 Hepatitis B shall be conducted through distribution and posting of
IEC rmatenals and counselling and) or lectures; and
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3212  Hepatts B education shall be gpearbeaded by lploy Ine. Medical
Clinic in clpse coordination with the nealth and safety committes.

3.2.2. Preventive Strategies

3221 Al employees are encouraged to be immunized against Hepatitis
B afler securing clearance from their physician,

3222 Workplace sanitation and proper waste management and disposal
shall be monitored by the health and safety committee on a ragilar
basis.

3223 Personal protective equipment shall be made available 3t all times
lor all employvees; and

3224,  tmployeas will be ghven training and information on adherence to
standards or universal precautions (n the workplace.

4, SOCIAL POLICY
4111 Non-discriminatery Policy and Practices

41111 There shall be no discrimination of any form against
employees on the bass of their Hepatitis B status cansistent with
the international agreements on pon-dscrimimation ratified by
the Philippines (ILO C111), Employees shall not be discriminated
against, from pre to post employment, including hiring,
promation, ar assignment because of their hepatitis B status.

41113 Workplace management of sick employees shall not differ
from that of any other liness, Persons with Hepatitis B related
lnessas may work for as long as they are medically fit 1o work.

4.1.1:2 Confidentality

41121 lob applicants and ernployees shall not be compellad 1o
disciose their Hepatits B status and pther related medical
information. Ce-employees shall not be obliged to reveal any
personal infarmation about their fellow amployess. Access 1o
personal data relating to employes’s Hepatitis B status shall be
bound by the rules on coanfidentiality and shall be stictly lmitad
to madical parsonnel or if legally required

4113 Work-Accommodation and Arrangement

4.1.13.1, The company shall take measures to roasanabhy
accommodate employees who are Hepatitis B positive or with
Hepatitis B - related linesses.
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41133 Through agreements made between management and
employess’ reprasentative, measures 1o support emplayess with
Hepatitis 8 are encouraged to work through flexible legve
arrangements, rescheduling of working Limie and arrangement for
return to work

41.1.1.4 screening, Diagnosis, Treatment and Referral 1o Health Care
Services

4.1.1.4.1, Thee company shall establish a referral system and provide
access 1o diagnostic and treatment services for its employees fos
appropriate medical evaluation/ monitoring and management.

41142 Adherence to the guidelines lor healthcare providers on
the evaluation of Hepatitis B positive employees is highly
encouraged.

4.1.1.43 Screening for Hepatitis B as a prerequisite to employment
shall not be mandatory.

4115  Compenzation

4.1.15.1. The company shall provide atcess to Social Security
Systerm and Employees Compensation benefits under PD 636 to
an employee contracted with Hepatitic B infection in tha
performance of his duty,

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EM PLOYEES
5.1.1.1.  Employer's Responsibilitios

51111, Management, together with employees' orgamzations,
company focal persannel for human resources, and safety and
health personnel shall devalop, mplement, monitor and evaluate
the workplace policy and program on Hepatitis 8,

5.11.1.2 The Health and Safety Committes shall ansure that their
campary policy and program |5 adequately funded and made
ki Lo all employees

51113 The Human Resources Department shall ensure that their
policy and program adhere to existing legislations and guidelings,
Including provisions on leaves, benefits and Insurance,

5.1.114 Management shall provide Information, education and
training on  Hepatitis B for s workforce consistent with the
standardized basic information  package developed by the
Hepatitis B TWG; of not available within the establishment, then
pravide access 1o information
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5.1.1.15 The company stall ensure non-discriminatory practices in
the workplace:
51.1.16 The managemant together with the company  focal

personnel for human resources and safety and health shall
provide appropriate personal protecive squipment 1o prevent
Hepatitis B exposure, especially for employees exposed (o
potentially contaminatad blood or bady fluid.

51.1.1.7 The Health and Safely Committes, together with (ke
employees’ organizations shall jointly review the pabey and
program for effectiveness and continue to improve these by
networking with government and  organizations promoting
Hegatitis B prevention

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

511189, The human resources shall ensure that access 1o medical
records is imited to authorized personnel,

L e 5 X Employeas Responsibilities

51121 The employees' organization is required to undertake an

active rale In educating and training their members on Hapatitis

B prevention and control. The 1EC program must also aim at

promoting and practicing a healthy |ifestyle with emphasis on

avoiding high risk oehavior and other risk factors that

expose employees Lo increased. risk of Hepatitls. B

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

1123 Employess shall practice non-discriminatary acts agalnst
co-emplovees on the ground of Hepatitis B status.

51.1.23. Employees and their organizations shall not have access 10
personnel data relating to an employee’s Hepatitis 8 status. The
rules of canfidentiality shall apply In carying oul unlan and
organization functions,

51124 Employees shall comply with the universal procaution and
the preventive measures

51125 Employess with Hepatitis B may infarm the health care
provider or the company physician on thelr Hepatitis § status,
that is, if thelr work activities may increase the risk of Hepatitis &
Infection and transmission or put the Hepatits B positive at risk
for aggravation,
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6. IMPLEMENTATION AND MOMITORING
6.1.Within the establishment, the implementation of the policy and program shafl be
maonitored and evaluated poriodically. The safety and heslth committee or its
counterpart shall be tasked for this purpose

7. EFFECTNITY

P.L.This Policy shall take place effective immediataly and shall be made known to
every employes.
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Date :January 1, 2018

Ta : ALL EMPLOYEES CONCERNED
From 1 Hurnan Resources

Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

L1 In comphance with Article ¥ of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and (ts Implementing Rules
and Regulations and DOLE Department Order Mo. 53-03; series of 2003
[Guidelines for the Implementation of o Drug-Free Workplace Policies and
Programs for the Prvate Sector), Iploy Inc hereby adopts the foliowing
palicies and programs to achieve a doug-free workplace,

1.2, Company pelicy Is to maintain a workplace free of llegal drugs. To ensure
that the objectives of the company's corporate policy are met, the company
Is implementing this drug free program. The program will have the loliowing
Elements:

2. COVERAGE

3.1, This Program shall apply to all employess regardiess of ther employment
status

3. P0LCY STATEMENT

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

3.2 Being wmpaired or under the influence of dangerous drugs away from the
company, if such impairment or influence-adversely affects the employee’s
work performance, the safety of the employee or of others, or puts at risk
the company's reputation

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

34 The presence of any detectable amount of dangerous drugs in the
employee’s system while at work, while on the premises of the company, or
while on company business. “Dangerous Drugs" include those listed in the
Schedules annexed to the 1961 Single Convention an Narcotic Drugs, as
amended by the 1992 Protocol, and In the Schedules annexed to the 1871

— R R
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of A 9165

4. MANDATORY DRUG TEST

A4.1. Ta ensure that only those qualified shall be screened and recruited to prevent
the detrimental effects (eg lower productivly; poor decision makiong,
Increased occidents; more compensation claims; and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mangdatory drug test shall be required for pre-amployment

4.2, Iploy Inc. designates company accredited or affilisted center, a duly
accredited drsg testing center by the Department of Health (DOH), as its
authorized drug 1esting laboratory

4.3 The Company may also conduct drug testing under any of the following
EirCumstances;

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

4.3.2. FOR-CALSE TESTING: The company may ask an officerfemployee to
submit toa drug test at any time it feels that the employee may be under
the influence of drigs, including, but not lmited 1o, the following
circumstances: evidence of drugs on or about the employes's person or
In the emplayee’s vicinity, unusual conduct an the employee's part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absentesism or tardiness.

4,33 POST-ACCIDENT TESTING: Any officer/femployes involved in a "Near-
Miss” incident or “Work Accident” under circumstances that sugpest
possible use or influence of drugs may be asked to submit to a drug test.
As defined herein, “Near-Miss” means an incident arising from or in the
course of work which could have led to inunes or fatalities of the
workers and/or constderable damage to the employer had it not been
curtailed. "Work Accident” refers 1o unplanned or unexpectod
occurrence that may or may not resull in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises oul of and in the course of employment.

434, All drug tests shall employ, among others, two (2] testing methods, the
screening test which will determine the positive result as well as the type
of the drug used:and the confirmatory test which will confirm a positive
screening  test. Where the confirmatory test turns positive, the
company’s Assessment Team shall evaluate the results and determine

W 1peew gﬁ@ e
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the level of care and administrative interventions that can be extended
to the concerned employes

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

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

5.1, An officer/employes who, for the first time, is found positive of drug uss,
shall be referred for treatment and/or rehabilitation in @ DOH accredited
center. For this purpose, Iploy Inc. shall provide a st of at least three |3}
accredited facilities which an employee who was tested positive for drugs
may chonse from

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

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

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

6. ADVOCACY, EDUCATION AND TRAINING

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

6.2, All officers and employees are reguired to undergo an orientation/education
program before assumption ol thelr respective duties. The program shall
include the following topics:

B6.2.1. Sallent features of R.A. 9165,

6.2.2. Adverse effects of abuse andfor mizuse of dangerous drugs on the

person, workplace, family and the community!
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6.3

6.2.3. Preventive medsures against drug atwse; and

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

. To encourage all officers and employees to fead & healthy lifestyle while at

work and at home, Iploy Inc. undertakes to conduct the following activities as

aften as possible

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

6.3.2. Health wellness screenings {eg. blood pressure ond heart rale
chalesterol test, blood glucase, etc.);

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

6.3.4  Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1, Iploy Inc. shall ensure that the workplace policies and programs on the

PR

T3

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

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

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

B. CONSEQUENCES OF POLICY MIOLATIONS

81

8.4

Any officer or employes who uses, possesses, distributes, sells or attempts 1o
sell, toleratas, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article Il of AA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
Act,

Any officer or employee found positive for use of dangerous drugs shall be

dealt with administratively in accordance with the provisions of Article 282 of
Baok Vi of the Labor Code and under RA 9165,

AR
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9. IMPLEMENTATION AND MONITORING
9.1.1. The imptementation of these pohices and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
warkplace, For this purpose, an Assessment Team shall be constituted in
accordance with .0 53-03
1L EFFECTIVITY

10.1. Thes Policy shall take place effective immediately and shall be made
known to every employae.

11 ATTACHEMENT

114, Orug-Free Workplace Policy and Program Acknowledgement

fl ’lf\]&ll v
Prapared by: o H #I# CMelecio
Human Resources

Reviewsd by: Mffér/!u i arille Jr
Diretﬁ)r of O E;’qtiuns

Approved by Yisroel ¥, Glssinger
CEQ
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Dr ag-Free Workplace Program Acknowledgement

| hareby acknowledge that | have received and read Iploy Inc. Drug-Free Waorkplace Palicy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or local drug and alcohol treatmend
programs. | have had an opportunity to have all aspects of this material fully explained. |
alsy understand that | must abide by the Program as a condition of initial andfor
continued employvment, and any violation may result in disciplinary action up to and
induding termination

| also understand that during my employment | may be required Yo submit to testing for
the presence of drugs or aleobol in my bady, | understand that submission ta such testing
is & condition of employment with [Company], and disciplinary action up 1o and including
termination may resulf |f:

1) | refuse Lo consent o testing

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

3) I refuse ta authorize release of the test results Lo the compaty,

4) The tests establish a violation of [Company|'s Drug-Free Warkplace Policy.
5 | otherwise vialate the palicy.

| akso recognize that the Drug-Free Workplace Policy and refated documents are not
intended to constitute a contract between Iploy Inc. and me.

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

.ng' 01-lo-

SIGNATIBE DATE

WITNESS DATE
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Date January 1, 2018
To s ALL EMPLOYEES CONCERMNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

L1 The fellowing pelicies and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases.

L COVERAGE

2.1 This Program shall apply to all employess regardless of thelr employment
status

3. POLICY STATEMENT

3.1 Iploy Inc. believes that employees should be atforded the apportunity to work
i an environment free of sexual harassment  Sexual harassment is a form of
misconduct that undermines the emplayment relationship, No employes,
either male or female, should be subjected verbally or physically to
unsolicited and unwelcomes sexual overtures ar conduct.

3.2 Sexual harassment refers to behavior that is not welcoms, that s persanally
offensive, debilitates morale and, thersfore, interferes  with  work
effectiveness, Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, reguests for sexual Tavors, and other sexually
oriented conduct which s offensive or objectionable to the recipient,
including, but not limited ro: epithets, derogatory or SURgestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

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

3.4. DEFINITION OF SEXLIAL HARASSMENT

Iploy Inc. has adopted, and its policy |s based on, the definition of sexual
harassment set forth in Section 3 of RA 7877 I provides that sexual
harassment in warkplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having autharity,
Influence or moral ascendancy over another in 2 work en viranment, demands,
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requires or otherwise reguires any sexual favor from the other, regardiess of
whethar the demand, requasts or requirement for submission is accepted by
the ohject of said Act.

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

341, The sexval favor is made as a condition in the hiring or in the
employment, re-employment, of continued employment of said
indivichaal, or in granting said individual favorable compensation, terms of
conditions, promotions, or prvileges; or the refusal to gram the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish - employment
Gpportunities or otherwise adversely affect said employes;

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

3.4.3. the above acts would result in an intimidating, hostile, or offensive
environment for the employes.

L5 WHERE SEXUAL HARASSMENT IS COMMITED

sexual harassment may be committed in any work or training environment, It
may inciude, but are not imited to the following;

35.1. Inor outside the office building or training site;

352, atoffice or training-related social functions;

153, Inthe course of work assignments outside the office;

154, atwork-related conferences, studies or training sessians; or
355, during work related travel,

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

161, Overt sexual advances;

162, Unwelcome or improper gestures of affection;

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

3.64. Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
wictim,
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3.7 WHAT 15 NOT SEXUAL HARASSMENT

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

1.8 EMPLOYER'S RESPONSIBILITY

Iploy  Inc, undertakes to provide its officers and employees 3 work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of company palicy. The company is
responsible far preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for prompily investigating any allegation of work-related sexual harassment,

4, PROCEDURE
4.1 COMPLAINT PROCEDURE

4.1.1. Any officer or employes, who experiences of witnesses any act of
sexual harassment i the workplace, shall report the same immediately
te the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member af Iploy Inc
management or ownership. Al allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
emplayee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure When
the investigation is completed, all partios will be informad of the
outcome of the investigation.

4.1.2. A Committes on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees’
representative to receive complaints, investigate and hear sexual
harassment cases, The Committee shall develop its ewn rules in the
settlernent and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment,

4.2, RETALIATION
4,21 Iploy Inc. will permit no employment-based retaliation against anyone

who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of 2 complaint of sexual harassment

fIREE H e M-y iERLLY
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4.3 WRITTEN POLICY

43.1. Al officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy upon assumption of their respective
offices. If at any time an officer of employes would like another copy of
the policy, please contact the Office of the Committee on Decorum. If
Iploy Inc. sheuld amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
modified policy

5. CONFIDENTIALITY

5.1. At the commencemeant of the investigation procedure at the Committes,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewad,
letters and correspondences read, and, testimonies heard, will be kept under
the strickest confidence It 15 the intention af iploy inc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honer shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper.

B6. EFFECTIWITY

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

i
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Prepared by: Jo Hanng R,
Human Resources

Resewed by: g@% rmarilio Jr
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Iploy Inc.

& iPloy

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY

Name
Cha rman: Alfred Camarillo
Secretary: Abelardo Dagalea
Members: Jo Hanna Melecio
Ma. Blesila Vestil

Junamel Brigoli

Submitted by:

CED

Position in Establishment

Director of Operations
Operations Manager
HR Staff

CSK - Phone
CSR - Phone
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OATE : April 3, 2018

T E ALL EMPLOYEES

FROM HUMAN BESDURCES DEPARTMENT

THRL COPERATIONS MANAGEMENT

SUBIZCT H MEMO: RESTROOM GLIDELINES

Iploy Inc. provides unisex restrooms avallable so that employees can use thern when they need
to dé so. One is located inside the operstion floor angd cocond is in the hallway outside the
operztion flaor. However, those who are uricomfortable, has issue with the unisex restroom,
we have a separate single, private restroom avallable for use

Mareover, any employee with concern/issue 0 using the unisex réstraam, please visit Human
Resources office to get door access pass. Office securty, Low in and Log out procedure shall

apply

Furthzrmaore, it is essential that all employess should comply and observe the restroom
etiguette:

*  Knockif the cubicle appears to be occupied, Don't peek under the doors
¢ Lock the cubicle door when you entar
* Stand close enough to the pan or urinal <0 vou don't wet the seat, walls of

fizor
&  Flush the toilet after use and wipe off the toilet seat for the next user
* Paper towels go in the trach can, not on the fleor ar in the tailet bowl
= Wash your hands to prevent the spread of colds and the fly

Please use water and paper towels conservatively

For your Information and guidance.

Shmeres (Arad (A AL - wosiy
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Fobruay 27, 2018

To H ALL EMPLOYCES

FROM ' HUMAN RESOURCES DEPARTMENT
THAL i OPEAATIONS MANAGER

sumccr r

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tolowing Is issued to ensure the cffective enforcement and strict observance of all
employ2es on office attendance and punctuality

To ensure effective implementation and monitering of office security

1. Employees are required to lo
il the door is open

2. Imployees are allowed to e |

their scheduled time

3ags and/or personal items should be left in the

“he production area

4. Once an employee logged in and insid
Jutside until their 1% broak

mployees are only allowed to stay in the office for thirty (30} minutes after their shift,
anless authorized or has approval to extend their time

6. Jantry, recreation room and locker should be closed at all times, employees must use
their RF ID to access these rooms
7. Mo taillgating

8. Employee ID and RF ID should be worn at all times,
=mployes
9. Noemployees are allowed to stay in the waiting area for applicant.

10. Zmployees who left/lost their IDs will get temparary 1D from HR and will be dealt with
according to our code of conduet and discipline.

11. 3ubmit self to magnetic wand scanning with the security personnel
12. Jnly water in a clear container is allowed in the aperation area and recreation

g in and log out using the biometric and the RF ID, even
nside the office and to Log in thirty {30} minutes before
locker before longing In/going inside

e the production area, they can no longer go

lost RF 1Ds will be charge to the

room

For guic ance and strict compliance,

F'lfa_lll .

Noted by

rillo Jr. PRESN At Mooty
Dir tor of\Operations 0% - 10 -2y
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WATE : November 17, 2021
TQ 1 ALL EMPLOYEES
FROM : HUMAMN RESOURCES
SUBJECT ' LOCKER POLICY

The aim o this policy is to guide cur employees and establish a well-kept and orderly environment in
the locker room.,

Mease see list of rules provided below far your reference,

RULES

e ONELOCKER ONLY per employee, NO sharing of lockers.

# M3 storing of perishable foods/leftovers inside the locker.

= Proper sanitation s strictly observed (E.G. No storing of unwashed containers/mugsfutensils, etc. )

* N2 transferring of lockers. Transferring of lockers is subject to approval,

* Checking/audit will be done from time to time and onee unassigned lockers are being used, they
wll be forced opem, and the company will not be liable for padlock replacement nor
reimbursement.

= Any sort of action that may result in damage to property is strictly prohibited, This Includes but Is
nat limited to graffiti f'vandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs' knowledge or consent, etc.

*  Trecompany will not be Hable for the loss or damage to any persenal belongings left unattended
ard that includes, sharing of lockers, lockers without padiocks, placed on top of the lockers, ete.

* Trecompany is not respansible for loss or missing items due to the owner's negligence.

* Ferced Open Request due to lost padlock key or forgotten password/code should be submitted a
dey prior and will be subject to availability of the balt cutter.

#  Authorization to Forced Open a Locker, the request must be submitted via email to hr@iploy.com
ard must wait for the approval,

s NOLOITERING Inside the locker room

* Unassigned Lockers with cable ties should not be apened,

¢ Trings inside unassigned lockers will be subject to disposal of the management

This Memarandum shall take effect on Movember 22, 2021,

Fallure to :omply will be dealt accordingly.

Preparad by:

— i LN
Carles Gotiong. A
General Manager Directo perations

| have read, understood, and agreed to comply with the foregoing policies, rules and conditions
governing the IPloy Locker Policy.

Employee Signature Over Printed Name/Date
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DATE s April 3, 2018

To ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT

THRU OPEHATIONS MANAGER

SUBIECT : MEMO: CALL IN FOR OUT OF OFFICE

In order to properly monitor out of office employees, a new process 1o call in/report-absence will
be implemented effective Monday, Apnl 9, 2018

Guldel nes:

L I cases of late andfor absences, employes should report (o Human Resources through
SMS or Call via HR hatline: 0917 709- 7074
2. Notification should contain the follawing information:
a. Complete (real) Nama
b Department
& Team Leader
d. Call in for: (Whole day Absent, Hall-day Absent, Late)
= Heason
3. HR will b the one to send notification 1o Operations Management
4. No callin should be communicated through Team laads or any other employee. It should
be done by the employee or hisfher relatives
5. Notification should be at least two (2) hours before the employie’s shift
If an employee is advised to rest/confined in the hospital, number of rest days a5 advised
by the physiclan should be indicated. Otherwise; employee must send notification daily
7. Failure to notify will be tagged as No Call, Mo Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Disclpline

For your guidance and strict campliance.

Mmgen L Fposiynyg
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February 18, 2520

To ; ALL EMPLOYEES

FROM i OPERATIONS MANAGEMENT
SUBIECT : ATTENDANCE BONUS 2020

A5 we end the year 2019, iPloy would like (o set clear key proceduwes and policies, This memorandum serves as
reminder ta be followed:

PAYROLL

1. Immaculate Attendance Bonus s for employess with perfect attendance, Employees should NOT comimit any
schedule deviations like tardiness, unscheduled absences, undestime and overbreak. Failure to punch in - out far
breaks will also disgualify the employee, No walvers will he given,

2. Tardiness, Lndertime and Over breaks will be deducted from the employes's pay.

3, Employees who tendened thelr resignation before the release of the Sign On Banus (First Hall or Secand Hall) will
NO longer be sligible to receive it

4. Employees gualified for the Sign On Bonwus [First Hall or Second Hali} will recelve it an the 30™ of the succeeding
manth from eligibility,

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

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

. 1 day absence —the meadical certificate must be dated on the day of absence or the next day. Il the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follaws — at the latest. It
cannot be dated on the day that the agent is o report back Lo worlk.

. 1 diys absence - the medical certificate must be dated an the initial day of absence or the next day, |f the
absance falls on a Thursday, the medical certificate must be dated either that Thursday or the next day = at the

latest, bbcann st be dated on the Saturday that immediately follows or thar Monday that the agent 15 1o report back
o wiork

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

day. it cannot be daved on the day that the agent reporis back to work with the advice to rest antedated from the
Initial date of absence, Alsa, the advics to rest is inclusive of rest days,

[ Ex: Il the agent is absent on a Friday and the medical certificate states advised Lo rest for 3 days,
that is inclusiva of the day of absence that the agant took to rest plus Saturday and Sunday = the agent must be back
to wark an Menday,

Mietew L A by spuy
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o If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice ta rest eannot be antedated.

o There must be a fit to work date,

[+ The anly exception to the Medical Certificate date guldelines is if the employe® has been
hospitalized.
VACATION LEAVES

L. The compary reserves the right 1o approve and disapprove all vacation leave (VL) requests,

1. Empioyes must exactly have the corresponding credits for the reguest to b approved,
1 credit = One Day
.5 credit = Hall Day

3. Employee with perfect attendance 60 days frony the requested VL date will be given priority In the approval of
leaves. This is @ way of rewarding employees with perfect attendance,

4, The compayy and client have the right to disapprove leave requests and cancel approved lesves far thosa
employees wha committed unscheduled absences an the prior month and on the current month of the reguested
time off including poor attendance records, behavioral and productivity lssues.

HWated By: Approved By

RECILLA
HR Supery Chief Executive Officer
Director of Operations

Shmon LR utshiy
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Date : Novermnber 17, 2021

TO : ALL EMPLOYEES

From { HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

Sick Lease is to be used by emplayees whe are |ll, 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@iplov.com at least two (2) hours before the employee’s shift (following call-in procedure) and/or
within 2 hgurs from the first day of absence,

2. Employee may use sick leave for absence due to the following reason:
*  Employves’s iliness or injury.
s Lereavement leave/s
*  Emergency leave/s
# Fower Dutage/internet Outage (for temporary Work from Home set-up)

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

Note: Nc mare 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 should furnish a certificate fram
a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the employee is again
physically able to perform his or her duties. (Medical Certificate with Fit to
Waork)

# Blacklisted Doctors and clinics' will not be honored, (Please refer to the
Blacklisted Clinlc/Physician Memao)

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

= BEmergency leave
» Validate his/her absence through supperting documents as to why she/he was
having emergency leave an the said date.

* Fower Outage
* Certification from thelr electric/power supply provider (e.g., VECO, CEBECO,
MECD)

= Internet Outage
# Ticket number from the internet service provider and/for screenshot/link of
official outage announcement from the internet/teleo provider
# Picture of the modem (showing red, no light in “internet”)

5. Any urauthorized sick leave will subject the employee to disciplinary action, 50 is unauthorized
under thie following circumstances:

*  The employee falled to inform the immediate superior or HRD about his/her absence due to
il ness unless fully justified,
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» |Fsickness claimed is fictitious or non-existent.

B. The erplayee ar his/her representative must inform his/her immediate superior or HR if an
extensio of SLwill be needed to recover from the sickness, A medical certificate must be submitted
befare the expiration of the 5L. Absence of notice and certification will be considered unauthorized
unless the campany physician, after due examination of the employee, certifies that extension of
leave is warranted.

This Merorandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by:
HR Man:
Moted by
rillo Jr. Angelo Manal carlos'Gotlong
Dir ,_n ratipns Operations Manager “General Manager
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Date - Movember 12, 2019
Ta ! ALL EMPLOYEES
FROM : HUMAN RESOURCES DEPARTMENT
THRU : OPERATIONS MANAGER
SUBIECT C 555 SICKMESS CLAIMS = 5 CALENDAR DAYS

For those employees' who wants to file for sickness claims must submit the duly accomplished 558
notification form attached with original and complete medical documents, It should be submirted within
5 calender days from the start of sickness, they may ask thelr relatives, friends and workmates to submit
thalr form In Accounting office.

A member is qualified to avail of this benefit if:

1, He is unable to work due to sickness or injury and confined efther in a hospital or at home for at
least four (4) days:

2. Be has paid at least three (3) months of contributions within the 12-meonth period iImmediately
bafore the semester of sickness or injury;

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

4. He has notified the employver or the 555, i1 unemployed, valuntary or self-employed membear
regarding his sickness or injury,

Failure te submit the decuments within the prescribed period will free iPloy lram any llabllity of thelr
claims,

For your guidance.

If there ane any questions or clarifications, please fasl fres to approach the Human Resource Department,

Sinceraely,

Marishka 1 illa
Human Re 5
Moted by:

& rille Jr,
D . Dperations
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HAM-2023-10-016
DATE : October 4, 2023

TO . ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJETT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is in reference to the previeus memo sent out last December §, 2022 regarding the above-
mentioned subject. We are updating this memo adding more clinics and/or physiclans that are
considered blacklisted and medical certificate/documents issued by them will not be accepted. In the
event that the employee submits any of the med certs under these cinles/Phyeicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of aur Code of Conduct and Disclpline,

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

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Dr, Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Mentecillo Ir., MD

Mow Serving

Dr, Gulan Darnall Sumalinog

Tambut Medical Clinic

Clinics/Physiclans without complete contact details such as but not limited to the follawing;
11.1  Doctor's name
11.2  Doctor's license number
11.3  Clinle/Doctor Phone number
114  Date of Actual visit
11.5  Diagnosis
11,6  Recommendation
11.7  Fit to work date

W RN W

=
=1

Mew Ci nles added:
12. Enad Clinic
13. Bing Clinic
14, Gla Clinic
15. Veloso Clinic
16. Or. Paolo W, Apuli
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 laboratory results, may be requested,
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work cartificate will be denled entry,
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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 original copy submitted ta HR.

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

Mo dlagnosis provided. Please note that Z codes are not considered as diagnasis,

Mo cantact informatlon displayed in the medical certificate.

Absence of physician's name and license number,

Phore numbers listed in the medical certificate are incorrect and/or unable ta be verifiad or

cantacted.

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

7. The dlinic/physiclan does not facilltate phone valldations for the issued medical certificate,

8. The dlinic/physician's services are primarily refated te cosmetic procedures and consultations,
making them unsultable for absence-related medical certifications,

N

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

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

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

Should tou have questlons or clariflcation regarding this, please do not hesitate ta send us an emall

at er@izloy.com.
For strict compliance,
Prepared by:

N Afganza
Employee Relations Supervisar

Moted by
W SR S it A—
n o Angelo
HR Wanager Operations Manager
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Dee Movember 30, 2022

Ta ALL Employees

FROM Human Resources Department

SURECT VACATION AND SICK LEAVE CONVERSION

We are pleased o announce that the Sick Leave conversion will be released on December 15, 2022
pa=out. In this connection; all remaining SL credits ore (o be commerted thus, SL application |5 no longer
allewed until the end of the year.

As Tor the Vacation Leave [VL) conversion, all unused YL credits will be released on the 30™ of Decarmber
2022, All employess can plot a VL request untll December B, 2022 ONLY. The actual YL dates will cover
ony untll Aprll 30, 2023. Kindly take note of the reminders below In reference to filing of VL

Mo retraction of spproved Yis. |f the employes reports for work on the actus! VL date, the VL
will mot be reimbursed snd will ba volded, '

Ho rescheduling of VL once approved,

VL data should nat fall on a local holiday otherwise forfeltad,

Nate: Approval of VL reguests will be on or before December 14, 2022.

Fustharmore, IFf the employes resigns or gels separsted Fram the campany either valuntary or involuntary,
all ovailabie VL credits will be forfeited and will not be part of thelr lest pay IT:

Empleyee fled an immediate resignation and/or failed to provide a 30-day notice,

Emiployes went on Absent Without Official Leave (AWOL)

Emipleyed incur any leave, absences, andyfor any form of termingl laave within the 20-day netice
period with the exception that the employee provided a valid documentation such as but not
limited to hospitalization due to siclknass, socidents, or contaghous diseases.

Employee Incurrad more than fouwr (8) hours of sccumudeted andfor total late/undertime within
the 30-day nobice.

Employee will have issues with perfarmanee induding buk not limited to guallty, productivity, &
dient escalation within the duration af the 30-day notice,

incurred any behaviorel infraction such as but not limited to Sleeping, Browsing Unretated
Websites and efc.

Furthermaore, 51 and YL conwversion maybe subject to tow. Should you hae guestions pertaining to this

Mg,

Slgaed:
"

HR Bianager

Plited by:

anklid s

Operations Manager

feel free ta reach out to our Accounting persennel &t Accounting@iploy.com.

-

-

Dﬁr of Dperetions

Approved by

i o
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December 17, 20049

To 1 ALL EMPLOYEES

FROM 1 OPERATIONS MAMNAGERENT

SUBRJECT 1 CLEANSING PERICD

Moy Statbeg Solutions believes in gnang employeey enough rooem lor improvement 1o stramghten ot
employmest In regards Lo compliance 1o our company’s Code of Conduct. The aim al this agpeaach & to help
mativate enplayees rectify passed olfenses and start anew.

r.lEIHHI'IE Ferod peaing 1o the lime when an ermnployee who huy been subjected b o Disciplinary Action (DA)
5 Expected W mprove performance. Ampls G b glvon o carenl Inpieped bihavier and relrain Trom
committing any othar infractions,

I v emiployee does not comimit the same mifractice o (s speciled chenting pericd, the progrescion af e
disciplinary actron will slide back (o a lewel depending on ts type. Please (el to table Bolow:

Productivity
Behaviorsl

The counting of the Cleansing Period will start based on the date when D was decided upon. Al docamentytions
far mfracticns will still be kepit iy U Ernployse’s 200 File repardloss what pepiod ol g essdon,

Thee Cleansl g Period & efTectae lanoary 1, 2020 coveting DA 6 months and oldas

Sineirely Yours,

Lgudd ST

Apgiroved By:

MY GISSINGER
Chaet Execubhee T iom

UREEN P i s.w.r:"fw
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CODE OF CONDUCT ARD DeSCIPUNE [Table of Infractioss)

2 Ei!lr&ﬂtlii?iﬂl%’i Esfng Labor

& The full ard sirict maintenance ol discipling is the maragement’s responglbility, Thus, it snsl be
tha primany cancern of immediste soperion and deparirment heads oile _-_._._.nruu__.._.!__
E-‘Iig; & vizlation ol the *ule i cemmitted.

: .
ity PO &) iPloy

1 incidert Roport will be submiriss 1o Human Resources [HA] within 3 werking days from
the date of the incident.

L Haman Bevources will tiiue & Notice to Expln [NTE] 10 e erpicyes within § working
diyt k
3 [DEroct Superior should cokch the emoloyes within S werting days from the lssuancs of m .
tw WTE [~
‘Craching Fom and Wiritten Explanation of the emzioyee shoold e submitted within § 3 H..
wiatiting iy Tram the itdwancs of the NTE
5. HR vl igsue Hobice of Desiian with 8¢ withow) sanciiors withie 5 days from the recest
ﬂ?ggiiﬂzg =
. Failure 10 pronice WHillen Sxpiand tin e Contitule @ wives o S omploysss wm.
iﬁigkﬁgzﬁﬁuﬁﬁirﬂuﬂcﬂﬁuﬂiﬂnﬁﬂuﬂ o
witbeut dry bimes .m'
b Lapes i hi Cinadenr will Feauls 15 8 senedon = Negiest of Duty [ Insuberdination
. Lapses in the timeling will nok void the sancdon.

IV, GENERAL BEWAVIORRL STANDARDS
2 Propay Condict ared Decarum is sxpected trom you within the offize and cutside when

observance of and compilance with existing lows of the Phiippines.

abliiy, posithe & Eiinﬁﬁiii!uﬁj?lul
Fanagement.

c. Foilowing rules on customer— and client nelations and always maintaining a profestional heiphsl
attitude with ostomers.

& Madntgnance of health and salety of the office ard people armund you_ 4 proper attitude
towards cheanliness #nd proper househesping in the olfics, good heaishoof yoursel and others aroend
o, ST in the security @l the office, folinweng Basis salety procedures.

. Proper wse of Company Propenty, fclithes and security bo probect compary and employes

Intzarite of all Corvoany coprating data and informaticn. aaoroeriate use IF all Comoary eouitmend for
werk nelated punposes, pregarly sccourd for all Cemaay Sunds rapsed,
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I Applicability
Thig Cocie shall apply to all Moy employees, regardiss of status or poaition held,

1L Types of Offenies

= Level 1 = Sericus olfense which causes delzy in operatiors, may pose threat, harm, or danger to
Cormpary property and/or lves of Individuals.

Lewel ¥ = infractions wiich will destroy the company's image ard repotation, | ciuses subiuaeial i e
thee earmaany Bhd S8R LT 1o Sritical Sperational disraption. & crilical offerae that has compromises

the security of the eroloyees, the integrisy of Cllend, the saletfiy of coslomer's informatian amd the
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L The penalty of dismipsal shall not prejudics the right of the compsny e initlate sourt sesion
sgairst tha arring smployes.

a Evgiéti!ﬁniag.ig.iz_r.iﬁaﬁﬂ
1o b irnplemented, [f the same |2 found to se inconsistent with the Code of Camslyet

and abfigations of amployment with the Company,
| aha acknowiedge that the Compary raerwes the rght &0 revise, Selete, and add (o the o of
1his Code of Canduct and Discipline., or condition of employment can be estabished by ary other

statefrert, condugt, pelicy, or oraction,




