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Employee Training Agreement

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

'MINE 5. AU [Employee's Mamel, an individual with the address of
Hal __|Employee's Aderess]
("Emplowea”),
Recitals:

A, The Emplover is praviding a ane-weak training program te the Employee to enhance their skills and
knowledge in the feld of Customer Service and as part of the Onboarding process,
B, The Employee has agreed to participate in this one-week tralning program,
C. Tre Employer has agreed to pay the Employee a salary for the duration of the training. 0, The
Emp oyee has agreed ta the terms and conditions coencerning the Pre-Employment Medical Examination
{PEME] and the submission of Employment Requirements

Agresment:

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

Z. Salary Payment: In considaratinn of the Employee's completion of the training, the Employer agrees to pay the
Employes a salary for the duration of the training, payable at the nearest payout schadule [15=ar 30-of the
manth) upon suecessful completian,

3. Non-Ellgibility for Incomplete Training: The Employee acknowledges and agrees that if they fail to complete the
ane-week training pragram far any reason, they will not be eligible to receive the salary payment for the tralning
periad,

4. Pre- employwnent Physical Examitation (PEME): The Employes acknowledges and agrees that if they fail to attain
their empaoyment with the company up until regularization, The cost of the pre-employment examination will
b deduct * from the final pay

5. Submission of Critical and Non- Critical Requirements: This agreement stipulates that should the Employee fall
ta meet the requirements by the specified deadline, even after my Itipie follow- ups, they are réquired to cover
a partion of any penalties imposed by gavernment authorities

6. Entire Agreement: This Agreement constitutes the entire understanding and sgreement Between the parties with
respect to the subject matter hereaf, and supersedis all prior negotistions, representations, and agreements
between the parties, whether written or oral,
1. Amendments; This Agreement may be amended only by a written instrumaent executed by both parties.

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

r Y. Pacot
ﬁ’!ﬂ]}ﬁ - ) /l.]"lulf,I * w2l

Emplwe&'mr)nplﬂe Mame & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT

L]

THIS AGREEMENT is made on { Dalei%_l "E&‘
BETWEEN
1. IPLOY OPC. (the "Disclasing Party”); and

2, kIJ ltn‘ta" §- ﬂnfﬂ (the "Receiving Party"),

collectively referred ta as the "Parties",
RECITALS

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

OPERATIVE PROVISIONS

1. In cansideration of the disclosure of Froprietary Infarmation by the Disclosing Party, the
Receiving Pzrty hereby agrees:

1.1,  tohaold the Proprietary Information in strict confidence and to take all reasonahble
precautions to protect such Proprietary Information (including, without limitation, all precautions
the Receiving Party employs with respect to its awn confidential materials),

12,  nottodisclose any such Proprietary Information or any information derived therefram to
any third person,

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

14, notte make any use whatsocever at any time of such Proprietary Information except to
evaluate inte-nally its relationship with the Disclosing Party, and

15 not to copy or reverse sourca any such Proprietary Information. The Receiving Party shall

procure that its employees, agents and sub-contractors to whom Proprietary Information is
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disclosed ar 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 information that the Receiving Party can document

1. isorbecomes {through no improper action or inaction by the Receiving Party or any
affiliate, agent, consultant or employee) generally available to the public, or

2.2, wasin its possession ar known by it prior to receipt from the Disclosing Party as evidenced
in writing, 2xcept to the extent that such information was unlawfully appropriated, or

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

24,  was independently developed without use of any Proprietary Information of the Disclosing
Party. The Receiving Party may make disclosures required by law or court order provided the
Recelving Party uses diligent reasonable efforts to fimit disclosure and has allowed the Disclosing
Party to seek a protective order.

E Imrr ediately upon the written request by the Disclosing Party at any time, the Receiving
Party will return to the Disclosi ng Party all Proprietary Information and all d acuments or media
containing zny such Proprietary Information and any and all eopies or extracts the reof, save that
where such Proprietary Information is a form incapable of return ar has been copied or transcribed
Into another document, it shall be destroyed or erased, as appropriate.

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

f. The fzilure of either party to enforce its rights under this Agreement at any time for any
period shall not be construed as 2 waiver of such rights. If any part, term or provision of this

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainde- of this Agreement shall be affected. Meither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Pa rty. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unkess any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, nagotiations or understa ndings with respect herato,

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

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

IPLOY QPC Receiving Party
By: Onboarding Specialist By NEW  EMPLoNeE
Name: Jade Lenizo Mata Mame: J-P'FHE' s qu“ "'J

Title: Onboarding Specialist Title: (SR -VINCE

Address: #35 Salvadgr Extension Labangon Address: ‘_?P‘WR -pn) ;mﬁt‘f c™
Cebu City
Date:__ July 1o, 2014 pate:_JUly 10, 2024
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PERSONAL DATA SHEET

INSTIUCTIONS:
. Answer the questions completely and hasiestly in the spaces provided,
1. Ploase PRINT leghly.
1 DO NOTLEAVE ANY SPACE BLANE. Write *n/a", "not applicable” ar "none”
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i =0 HA use only) [Fer HA il ily] {For HB e oniy)
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= A = — ARTMES
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PAHT 2 Basic Indpemption & Corilact Details
LAST NAKMIE FIRST MAME: WUDDLE MAME:
ik "frang. Lace y
RICENAME! MOTHER'S FULL BAAIDEN NAME:
Emily 0. Saca

CURRENT ADIRESS (House 0/ Lotk | Biock | SITREL, Brengsy,

Municipality £ City, Prevince, B Coce)

Zone fatalas, Yhasan Mandat, Gty |, Cebui , 00N

PROVINCIAL AODRESS (House 8 / Lotd | Block # | Strees, Barangay, Municigality / City, Pravince, Zip Codal

© Zme Pata Jakna-an Mandave Crty , Celen (1Y

Land Fhone Ro, [ "ok ma, . Mabile Ha.
|t |

555 No PAG-18IG Mo, FHILHEALTH R TIN

AIETH AT BIRTH PLALCE GENDER BLOGD TOPE
_ﬁ}.-z_am _ [onardn Madapt Gy Fenatt

BAARITAL STATUS NABKE QIF SPOUSE (Married) = Emall Addrpssis)

T Sngle x

[ | Lugaby Separatad 3 o wﬂti"' “"39!3“7[ -t
[ } Masried SPOUSE Ty s

[ ] oW dawer

.mﬂ'-"'!h'bﬂﬂ by Winship or marringe up to tho 3% dagnes 1o any curent omployes af Pleg?
I 1¥es [ Mo EYES, gvi NAME ard RELATIONSHIR

Family Backgrouns

SPOUSE 5 EMPPLOYER

MNAME OF SPOWSE {If smarrind] SPOUSE'S DATE OF BIRTH

oF ; | - H GREE
;‘E&TH!H | 1 |un.-ursnmﬂ.rs | 2 |Hﬂ.ﬂFl.‘r|uthm | fﬂ"éﬁgﬂ‘fﬁm |
MAME OF CHILDREN [ ainy) DATE G BIRTH MASE OF SIBLINGS “‘:T:If::m &
PN PR R
Mot e - e | Jon- I, 1012 ) sragfe
Buily - Alin oct- 2, 10y [simg be
FATHEF 'S HAME D;::F T MUTHER'S Nanee | ”‘:;j_:f | occupanoN
e B pllp Sl ty] Teicyole Drier [Bwilyn 4 Midn  Plag 1y 199 Fiwcewife

Emergency Contact | List

ZOMNTACT PERSGN HE11CINSHIP' T3 EMPLOYEEE
R {f'.rqmtr PHONE NO. {Gutioiial
Is LT [T DAEFIEEZ 3L cr

Mcraage - 18ih Ficor Orie Montage Towar, Aschiishon Risyes Ave, Cabu iy 11 MEY. 1100 Ploer MEY Tower Bosedams Road Sabu
Buminass Park, Cabu City 6000 (1 ACCT — Bth Floor, Ayala Conlor Cebu: Towsr, Cabu Biminoss Park, Cabu City.




PART 5

BEMEIOL DATES ATTENDED GRADUATE
mm-rsmlﬁ:m il i [enim el = (mimyr] [z ar pa)
Lolotgnn Elemenldry (hyol 106 - 2012 ~Jes
SECONDARY FOUCATION & - T
lobmon lokvonal High Schal | 20m- 201 +E5
Course;
VOCATIONAL
& NON-DEGRUE EOURSES
.
TERTIARY EDL CATION !ud:'-?r irtlmtdwj Ecu cabion| poq - 201% e
Degree: —
POSTGRADUATE & GRADUATE
FTuUDiE Dagras:
Degree:

PART &

(From oozt re

Employment History

Flgurs frefed)

EMPUDYER'S RAME ’P‘rhm m Let ADDRESS & TEL NO.
108 TITEE*I ] " SALARY = "~ PERIOD COVERED fmenfyr]
Cushmer  Supor 0o ik | T
. ppor el Mo 3022 | Morch 202?
SUPERVISOR'S BAME SUPERVIBORS TITLE EMPLEYEES SUPERVISED
] I appicabi
REASON FOR LEAVING Ead d' R
oF l:a"l-'o‘ #
CMPLOYER'S NAME
thﬂ o L?Wlﬁﬂﬂ Cebn l ADDRESS & TEL KO
108 TITLE <l SALARY PERIOM COVERED | memyyr|
0 B FROBE | @
Esl_ Teacker 20, b pugisd 2023 |0t 20w
SUPERVISOR'S NAME FUPERVISOR™S TITLE EMPLOYEES SUPERVEEED '
11¥ agnlkcable)

"REASON FOR LIAVING
A T

EMPLOYER'S N&ME

AODDRESS & TEL. ND

KB TITLE

-
SALARY

PERICD COVERED [mmyyr)
FROM | ™

“EUPERVISON'S NAME

SUFERVISDA'S TTTLE

REASOH FOR LLAVING

EMPLOYEES SUPENYISED
(if applicabied

EMPLOYER™S NAME

ADDRESE & TEL. NOD,

308 TITLE

| SALARY

FUPLRAVISOR™S AME

FROM ™

SUPERVEEOR'S TITLE

| EnLovEES SUPERVISED
(il appiicable)

REASON FOR LEAVING

EMPLOYER'S NaME

ADDRESS & TEL. MO,

108 TMLE

SALAEY

FERICD COVERED [rrimyyr)

FROM 0

[ SLIPERVISOR'S HAMIE

SUPERNISORS TITLE

EMPLOYEES SLIPERVISED
[ applicable)

“REASON FOR LEAVING

Pl bags = 18ih Fleer Ore

Tower, Archtimhop Reyes Ave, Cobu Cily [) BSY- 118 Floor MSY Towae Pricsdenss Foad Cabi

Business Pork, Cabu Cily 5000 [ ACOT = Sth Floor, Ayain Canbsr Cabu Towsr, Cebi Business Patk, Cabu Gity
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Pursuavt to: () incligemous People’s Aet (R B3710; b) Maopgno Carta for Disobisd Pescong (RA 72771 and Solo Porents Whnlfare Acr 3000 fRA §972)
plrace angiar e fallaleg Heme:

Are pou 8 mernbar of any indigenows group? 0O ves 2 no i yed, pliase spocify:

Do you identify as diferently-abled? O YES @ _ND If yes, please spacily-:
Are you @ sola parent? 0 YeEs @ wo IF yes, pleass spedly:

name, ade'ress, ard frovie sumibers of threw (3] persons wha know you other than thode pou have wovked wih,

Give
KAME ADDRESS TEL, NO.

1@Fgne Mar  Orki% -Edlfm_ﬂg.ckin,._liﬁndm &ﬂs 09y ? 21335 74

E gy P forker gk ay  Mangidt (i < | pasf ¥ b2

3 Digpad Lato ge0 Mandaf I."ﬂ}l | __Ogpo4s0397]F

PAHRT O Dther Qualifioations .
Aab-refated tralmag courses (phve titie and year], Job-related shills (other longuoges, competer and information techmolagy, teals, mochings, ete.), Job-
related certificows and Wceases (curnent only), Job-releted owards ond spenl occomplishrenrs (pabBentians, membersblas in profisional or honor
societies, leader:hip ochivities, publle speaking, ond performance owards)l. Give danes oad send gocumens

o _DATE ‘e r) DESCRIPTION / TITLE

ADDITIONAL IDEMTIFICATION

TVPE / CONTROLND, —ISSUE BATE EXPIRY DATE
| PASSPORT DEFAILS -
WISA DETAILS ! if applicable|
DRIVER'S LICENSE
GTHER GOV'T 1SSUED 105 (For T =
example: 555, TIN, SOLO PARENT
ID, PRAC, ACR, te.)
MILITARY / GOVT. / CIVIL
SERVICES {If a1y]
Have you ever been formally charged of an ] vos H “¥es®, please give detalls N
administrative f chdlfcriminal offense? kA He
Have yau ever been convicted of an [ ] Yo i “Yes®, please ghve dotadls 1
admindsirative / el feriminal offensa? I Ho
CERTIFICATION

| CERTIFY that, tothe bast o sy kisowdedpe and belied, il the information on an sttached 1o this document Is trus. carrect, complete and made In good
faith. | UMDERS™AMD that faise or frsudulent information en ar #tached 1o this application may be grounds for nat hiving me ar terminata my
emalayment from Moy, | UNMDERSTAND that any informaticn | gve may be Investigated.

Tuly W, 95
Sigl I Ernplayes ate Signed

Mantage - 16 Flaor One Montags Townr, Archbishon Aoyes Ave, Cebu City 11 MSY- 111h Fiscr MIY Towar Pascadoran Rond Cabu
Busirsas Pad. Cabu City B000 0 ACCT = Bth Floer, Ayals Cenlar Ceba Toswr, Caby Business Park, Cabu Cily
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I Jrﬂﬂ" S Milin 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 -hose maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
infarmation which may be material to my qualifications for employment. A telephone facsimile
{fax), scar ned copy or xerographlc copy of this consent shall be considered as valid as the original
consent.

I hereby consent to the Company's verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employmznt any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information, With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this reeease. | 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 apglication or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed,

| release I3loy Inc., its employees, deslgnated representatives, agents, officers and trustees fram

any and a | claims of liability or damage due to sither the procurement or the true and accurate
disclosure of such records or information.

Applicant Name: J:ﬂ'l‘l."l'ﬂ- f ﬂ”l'ﬂ
Present Address: _’fﬁkﬁﬂ*ﬂﬂ ' N@.@{M 0‘3‘?

Social Sec.rity Number: Date of Birth:  July 2, wod

Signature

Date: j’..j lo, Zeay




iPloy Inearporated M Y
9™ floar, Ayala Center Cebu Tower L y , PﬂO
Bohol Avenue, Cebu Business Park ‘ﬂ_} Hialling Antutinns WD
Cebu Citvw 6000

5IGN-ON BONUS POLICY

Policy:

The purpose of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the iImplementation of the sign-on benus. The sign-on bonus is a non-
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

M2 resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

* The release of the sign-on bonus will be on the 15™ day of succeeding month of the
ar niversary date of the employee,

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

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

J'WPJMMJ /Jml-; Wy %

Signaturiwnted Name}'DatE '
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UNDERTAKING

This dacument verifies that | have read the policy listed below and have discussed any
guestions 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 No ;01
Effective Date 1lune 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
incorparated herein) of this pali

T Awe ﬂwm_i July I@, 2024

Employee [ame ahd Signature Date

Naoted:

A

. Y
W
,B’M".“"-'l ] U 10,3624
Onboarding Specialist Name and Signature e




iPloy Gift Policy

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

“Gift" mea s any bestowal of money, any item af value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value 5 not exchanged. Payments for travel, entertainment and
food are also considered as gifts.

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

Any violations will be subject to the IPloy Code of Conduct and Discipline. Infractions for this policy s
tagged uncer Level 2 offense and follow these progression:

a. 1" Instance - Written Warning
b. 2*instance- Final Written Warning
¢ 3"Instance- Dismissal

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

Employee Acknowledgement

| have read, understand and agree to comply with the foregoing policies, rules and conditions governing
the iPloy G ft Palicy,

Marmi: drﬁ'm J- HHUH

ﬁfy lo, 2011

Signatura: e Date:




iPloy Social Media Policy

iPloy recog vizes that employees use soclal media tools as part of their daily lives, Employees should always
be mindful of what they are posting, who can see {t, and how it can be linked back to the arganization and
work colle: gues.

All employees should be aware that iPloy regularly monitors the internet and sacial media abaut its work
and to keep abreast of general internet commentary, brand presence and Industry/customer perceptions.
IPloy does not specifically monitor soclal media sites for employee content on an ongolng basis, however
employees should not expect privacy in this regard, iPloy reserves the right to utilize fer disciplinary
purposes any information that could have a negative effect on the company or its emplayees, which
management comes across in regular internet menitoring, or is brought to the organization’s attention by
employees customers, members of the public, etc.

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

& Publishing material thatis defamatory, abusive or offensive in refation to any employee, manager,
office holder, shareholder, customer or client of the company:

*  Pubdiishing any confidential or business-sensitive information about iPloy;

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

Procedure:
All employees must adhere to the fallowing when engaging In social media.

* Be aware of your assoclation with the company when using online social networks. You must
always |dentify yourself and your role If you mention or comment on the company. Where you
identify vourself a: an employee, ensure your profile and related content ks consistent with how
you would present yourself with cofleagues and clients, You must write in the first person and
state clearly that the views expressed are your own and not those of [Play, Wherever practical,
you 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.,

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




* Beaware of data protection rules — you must not post colleagues’ details or pictures without their
Individual permission. Employees must not provide or use their company password in response
ta any internet request for a password.

* Mezterial in which the company has a proprietary interest — such as software, products,
documentation or other internal information — must not be transmitted, sold or otherwise
divulged, unless the company has already released the information inte 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
audlence, your colleagues and custamers and suppliers. Do not post ar publish any comments or
cortent relating to the company or its employees, which would be unacceptabile in the warkplace
or in confiict with the company’s website. Make sure the views and opinions you express are your
oW

* Recommendations, references or comments relating to professional attributes, are not permitted
to 3e made about employees, former employees, customers or suppliers on social media and
netwaorking sites. Such recommendatians can give the impression that the recommendation is a
refzrence on behalf of the IPloy, even when a disclaimer |s placed an such a comment, Any request
for such a recommendation should be dealt with by stating that this Is not permitted in line with
caripany policy and that a formal reference can be sought through HR, in line with the normal
reference policy.

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

* I yau make a mistake, be the first to point it out and correct it quickly, You may factually point
out misrepresentations, but do not create an argument.

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

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

*  Abways remember on-line content i never completely private;

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

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




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

Specific Managerial Responsibilities

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

Enforcement / Progression

Won-comp fance with the general principles and conditions of this social media palicy and the related
internet, e-mail and confidentiality policles may lead ta disciplinary action, up ta and including dismissal,
This policy is not exhaustive. In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet |5 always appropriate and consistent with your
rasponsiblities towards the company. In case of any doubt, you should consult with your manager,

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

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

Employee Acknowledgement

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

e Ve _J Puu A/

Signature: Date: ‘tjﬁl’\! wi %W 2]
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Date : February 22, 2018
To S ALL EMPLOYEES CONCERNED
Frarm  Human Resources
Thru ' Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBRIECTIVE

L1

12

In conformity with Republic Act No. 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool i addressing HIVAAIDS as an international
pandemic problem, this company palicy s hereby swued for the information
and guidance of the employees in the diagnosis, treatment and prevention of
HIM/AIDS in the workplace.

This policy s alse aimed at addressing the stigma attached to HIV/AIDS and
enzures that the workers' nght against discrimination and confidenttality s
maintained,

4. COVERAGE

21

This Program shall apply to all employess regardless of their employment
Status

i IMPLEMENTING STRUCTURE

3.1

4.1

Iplay Inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departmonts

POLICY STATEMENT

. BASIC INFORMATION ON HIV/AIDS

4 1.1 What Is HIV/AIDS?

4111 it & a disease cuused by a virus cofled HIV O [Human
immunecdeliciency Vieus). This virus slowly weakens a person's
ahility 1o fight off other diseases by attachuing itself to and
destroying nportant cells that contral and support the human
Immune system

4.1.2. How HIV/AIDS 15 transmitted ?

4.1.2.1 Unprotected sex with an HIV infected persan;
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4.1.2.2 From an infected maother to her child [during pregnancy, ol
birth through breast fesding)

4.1.23.  Intravenous drug use with contaminated needles,
4124, Transfusion with mfected blood and biood products; and

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

4.1.3. s thereacure?

4131 No However, theére are antiretroviral drug combinations that
are available when properly used, result in profonged survival of
people with WiV Holistic care of peaple living with HV-AIDS and
comprehensve  treatment of  opportunistic  infections  also
dramatically improve quality of ife.

3. GUIDELINES
5.1. Praventive Strategies
3 L1. Conduct of HIV-AIDS Education.

21L1LL Who will conduct ?
The Medical Clinic of Iplay Inc_In coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employvess
for free. This shall alsa form part of the orientation of newly hired
employees. The standardized information package developed by the
Department of Labor and Employment (DOLE} may be used for this
PLrpoGsS,

2112 Howwill it be conducted?
The HIV-AI05 education will be conducted through distribution and
posting of EC materials, lectures, counselling and training and
information on adherence to standard or universal precautions in the
wiarkplace

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

5121, Screening for HIV as a prerequisite to employment s nat
mandatory

51.22.  The company shall encourage positive health seeking behavior
through Volumary Counseling and Testing.
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5123 The company shall establish a referral system anpd provide
access to diagnostic and treatment services for ity workers, Referral
to Social Hygiene Clinics of LGU for HIY screening shall be facilitated
by the company’s medical clinic staff,

5124 The company shall lkewise facilitate access o livalihood
assistance for the affected employee and hisfher Tamilies, being
offerad by other government agencies.

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

6.1.1. Discimination in any form  from pre-employment to  post-
employment, including hiring. pramaotion or assignment, termination of
employment based on the actual, perceived ar suspected HIV status of
an individual is prohibived

6.1.2. Workplace managament of sick employess shall not differ from that of
any other lliness

B.1.3, Discriminatory act dene by an officer or an employes against their
co-officer or co-employee shall likewise be penalized,

6.2. Confidentiality/Non-Disclosure Palicy
6.2.1. Access to personal data relating 1o a worker's HIV status shall be
bound by the rules of confidentiality conststent with provisions of R.A
8504 and the ILO Code of Practice

6.2.2. lob applicants and warkers shall not be compelled 1o disclose thelr
HiV/AIDS status and ather ralated medical information

6823 Co-employees shall not be obliged to reveal any personal information
refating to the HIV/AIDS status of fellow workers

6.3, Werk-Accommodation and Arrangement

631 The company shall take measures 1o ressonably accommodate
employees with AIDS related ilinesses,

6.3.2. Agreements made between the company and employes'’s
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangament for return o wirk
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7 ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
1.1, Employer's Responsibilities

7.1.1. The Company, together with employess/ labor arganizations, company
focal personnel far human resources, safety and health personnel shall
develop, implement, monitor and evaluate the workplice policy and
program on HIV/AIDS.

T.12 Provide information, education and training on HIV/AIDS for its
workforce

7.1.3, Ensure nen-discriminatory practices in the workplace and that the
policy and program adheres to existing legislatons and guidelines.

7.14; Ensure confidentiality of the health status of its employees and the
access to medical recerds s imited to autharized persannel,

7.1.5, The Company, through its Human Resources Department, shall see to
it that thefr company policy and program 15 adequately funded and made
known 1o all employees

7.16. The Health and Safety Committee, together with employees/ labor
organizations shall jointly review the policy and program and continue to
improve these by networking with gowernmerm and  organizations
promoting HIV prevention

#.2. Employees’ Responsibilities
7.2.1. The employee's organization shall wndertake an active roles in
educating and training their members on HIV prevention and control
Promote and practice & healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose wiorkers to increased risk
of HIV infection.

7.2.2. Employees shall practice non-discriminatony acts against co-employees.

1.2.3. Employees and thelr organization shall not have access ta parsonneal
data relating to a worker's HIV status

124, Employees shall comply with universal precaution and preventive
MEaAsUres.
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& IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY

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

:ll"l
'L}.'Ill-um
Prepared by: Jo Hanna B Malecio

Human Resources

Reviewed by: Alfredo P Idamarnillo Jr.
Director of Dpérations

IL'ED

Tawe Opuw T e




S WIPIO

Pescuhes Puad Cietu Buiinass Fak, l|-l'|l|.lnlu-|
ot Ciy a0

Date 1 lanuary 1, 2018

To tALL EMPLOYEES COMCERNED

From : Human Resources

Thru : Operations Manager

Subject { WORKPLACE POLICY AND PROGRAM ON TUBERCULOSS {TE) PREVENTION

AND COMTROL

1. OBIECTIVE

L1 To assist the government in its campaign against Tuberculosis (TR) in compliance
with the Bepartment of Labor snd Employment’s Department Order No, 73-05,
series of 2005 - Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Cantral in the Workplace,

1.2.To provide initiatives 1o prevent the outbreak and spread of tuberculosis In the
workplace, and 1o treat, care, and support employees who become affficted with
tuberculosis

1 COVERAGE
4.1.This Pregram shall apply to all employess regardless of their employment status.
3. POLICY STATEMENT
3.1.The compary seeks the prevention af the spread of tuberculosts, as well as the
treatment, rehabilitation, and restaration 1o work of employees who contract

this disease. To achieve this goal, all employees are strictly mandated to undergo
nual cal exarninat the requisite chest x-ray.

3.2 Alsa, in ling with this, & TR awareness program shall be undertaken through
infarmation dissemination, which shall include its nature, frequency (occurrence
in @ selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TB in the
workplace. This shall be handled by the Office of Health Services {Infirmary) or
the partrer health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company's accrediled
health provider

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

3.31. Political will or commitment o enduring sustamed and quality TB
treatment and control activilies;

332 Case detection by sputum-smear microscopy among  symptomatic
patients;
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3.33. Standard short-course chematherapy using regimens of 6 1a 8 months for
all confirmed active T8 cases (| ., smear positive or those validated by the
T8 Dhiagnostc Commitles) Complete  drug - taking through direct
observation by 4 designated (reatment partner, during the whole course of
the treatment regimen

334 A regular, uninterrupted supply of all anti-tubsrculoss drugs and other
miaterials,

335, Astandard recording and reporting system that allows assessment of case
finding and treatment utcomes for sach patient and of tuberculosis control
program's performance overall

34.Employees must be gven proper information on ways of strengthening their
immune responses against TB infection, |e. infarmation on pood nutrition,
adequate rest, avoidance of tobacco and alcohal, and pood personal hygiene
practices. However, it should be underscored that intensive efforts in the
prevention af the spresd ol the disease must be geared towards accurste
information on 1S eliology and complete performance overall

=3 Improving workplace canditions:

351, To ensure that contamination from TH airborne particles is controlled,
workplaces musl provide adequate and appropriate ventilation [DOLE-
Occupational Safety and Health Standards, J5HS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers.

3.52. The number of employees in a work area shall not exceed the reguired
number for a specified area and shall observe the standard For space
requirament, {OSHS Rule 1062)

3.6.Capability buiiding on TB awarenass raising and training on TB case Finding, Case
Haulding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the oecupational safety and heatth
committes,

3 1.50cial Policies:

371 Nondiscrimination: Employees who have or had TB shall mat be
discriminated against. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored to work as soon as their iliness is contralled

372, Work Accommodation: Through  agreements made between the
managemenl and the employees, work accommodation messures to
support employees with TR is encouraged through llexible leave
arrangements, rescheduling of working times, and arrangements for retyrn
o wark
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3,73 Restoration to Work: The employee may be allowed to return o work
with reasonable working arrangements as determined by the Company's
Health Care Provider andfor tha DOTS orovider

3.8 Employee Responsibiiity

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

3811 An employee who has the symptoms of TB s reguired bo initially
wear a face mask (especially while inside the office} and observe goed
hygiene practices, at least until declared by a competent medical
practitioner to be safe from fransmission,

3812 Sienilarly, for those al risk, fe,, those with family membsers with TB
ar those exposed to a co-employes with TB, It would be prudent to
obzerve the same good bygiene practices untll deciared frae from the
disease and safe from transmizsion

8.2, Unce dagnosed o be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
phyzician of the employee’s choice  However, 1 s imparative that the one
strictly adheres to the course of treatment. Failing 1o dutifully observe the
traatrment courss may give rise to complications, such as resistance or even
the failure of treatmant, which may make it harder to treat the infection and
result in a longer absence

3821  An abzence from work due 10 medical reasons of over six [6]
months may result in the termination of obe's employment as
provided for by the Labor Code af the Philippines unde: Art. 2784
Disease as Ground for Terminaticn,

383, Employees are regured to underga an annual compulsory chest X-ray
through the Annual Physical Exarnination. if for any reasan an employes
fails to secure-a chest x-ray at that time, hefshe shall ba directed o secure a
chest x-ray at an accredited clinic by his/her respective Infirmary/Health
Services,

3.9.The Company shall ensure that any TB cccurrence in the workplace is traced and
that all contacts are clinically sssessed, a5 much as feasible.

3.10. An employee afflicted with TB, whe has voluntanly undergone the
treatment and rehabilitalion program (DOTS) prescribed, and who s finally
declared to be in a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Campany designated physician,

3L Employees (those afflicted with the disease or those wdentified under
contact tracing)l who refuse to cooperate and  dutifully  observe - lawful
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Instructions (undergo a medical check-up and/or treatment), may be subject 1o
disciplinary action proceedings for insubordination (the penalty af which may
range up to the termiration of one's employment|

4. JROCEDURE

1. 1. The respective Health Services of the Company (andfor the contractad Health
Services Provider] shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and technical  assistance in the
implementation of the Workalace T8 Comrol and Management Program.

4.2 An employee who undergoes the Annual Physical Exarmination with the réguisite
chest x-ray will have his/her medical record forwarded (o company cfinic/HRD,
Emplovees who fail to undergo the requisile asnual chest s-ray shall be direcied
o secure one at an accredited clinic or by his/her preferred Infirmary/Health
Senaces.

4,21, Those with medical findings shall be required to undergo further madical
check-up. All medical records in connection with this second/’ further chaek-
up shall be submitted to company clinic/MRD and hisfher respoctive
Infiemary/Health Services

4.2.2. The emploves shall then coordinate with company clinic/HRAD and hisfher
respective Infirmary/Health Services for the next steps

£ 3.An employes who s tuspected to be afflicted with TH, whether as a direct suspeact
of by contact tracing, shall cooperate fully with hisfher respective
Infirmary/Health Services (andfor the contracted Heslth Services provider),  If
the employes tests positive for 18, the employee shall undergo the DOTS
program Lo its completion

4.4.1f the employee needs to undergo a leave of absence to recuperate, hefshe will
be allowed to use the appropriate leave before hefshe may request to be
permitted to go on a Leave of Absence without Pay (LOA]

441 The employee shail ooserve the requisite procedure in applying for a
eave.

442. The Unit concerned shall ensure that the requste pracedures are
observed by the employes and that the company clinic s duly infarmed

4 5.4n employes may be allowed to go on a medical lgave ol absence {without gpay)
for @ maximum period of so (6} moniks  The concernad employesd shall submit
an application for & leave of absence belore gomnmg on leave.  Sad leave
application shall be subject to approval ot the sole discretion ol the Company
Managernent.

4.5.1. Thesame procedures under 4.2 1 1o 4,.2.2 shall be observed
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4.6 Aftar treatment, with a maxmum penod of s (&) months on leave (without pay),
an employee found to be cured or in @ non-communicable stage of T8 may be
allowed back to work, provided that the employes’s health shall continue o be
maonitored during the annual physical examination with the requisite chest $-ray
or as may be deemed necessary by the Unit Health Services [Infirmary] or
contracted Health Services provider

4.7 The employes returning to work shall be regured by (he Management to seciire
i medical clearance from a madical doctor chosen by the Company before being
allowed Lo return bo work

4. 8. The HROD will initiate disciplinary proceedings agaimst any employee lound Lo have
discontinued treatment in defiance of medical advice, or who refuses to undergo
the full treatment course prescribed.  Lkewise, employess who are ordered to
underga @ check-up due to contact tracing but refuse 1o do so will also face
disciplinary action proceedings, In both cases, the maximum sanclion applicable
for insubardination will be the termination of one’s employment, 1 it s deemed
warranterd

5. IMPLEMENTATION AND MONITORING

% 1 The Safety and Health Committes or 1s counterpan shall penodically monitor and
evaluate the implementation of this Palicy and Program

b EFFECTRVITY

6,1.This Folicy shall take place effective immediately and shall be made known to
every employes.
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Prepared by, Jo Hanna R legio
Hijrmar Respurces

Heviewed by

Appraved by Yisroal ¥ Gissinger
CED
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Date : February 22, 2018

To PALL EMPLOYEES COMCERNED

From : Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS A

1. OBIECTIVE

1.1ploy Inc. s cammitted to conform to the established standards assurance of
customer satisfaction, protection of our environment and heaith and safety in
the workplaces.

1.2.The company promotes and ensures a healthy environment th rough its various
heaith programs to safeguard its employess. And as part of the company's
compliance to DOLE Department Advisory No, 05, Series of 2010 (Guidelines for
the Impigmentation of a Workptace Policy and Program on Hepatitis B), this
Program has been developed This program is aimied to address The stigma
attached to hepatits B and to ensure thar the employees' nght against
discrimination and confidentiality is malntained.

1.3.This guideling & formulated for everybody's information and reference for the
diagnosis, treatment, and prevenlion of Hepalitis B, This will inform the
employees of their role as well as the company in dealing with Hepatitis B, A
healthy environment encompasses a gaod working relationship and great output
far continuous business growth,
2. COVERAGE
2.1, This Program shall apply to all employees regardless of ther employment status
3. POLICY STATEMENT
3.1 implementing Struciure
311 Iploy Inc. Mepatitis B workplace policy and progeam shall be managed by
its health and safety committee. Each division or department of the
Company shall be duly represented
3.2.Guidealines
121, Education

3.211 Hepatitis 8 shall be conducted through disteibution and posting of
IEC materials and cournselling and/ or lectures: and
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3212 Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close coordination with the health and safety commiities,

1232, Preveniive Strategies

3221 Al employess are encouraged 10 be immunized agalnst Hepatitis
B after securing clearance from their physician

3.2.2.2.  Woarkplace sanitation and proper waste management and disposal
shall ba monitored by the health and safety committes on a regular
baslis.

32323 Persanal protective equipment shall be made available st 31l times
for ail employess; and

3224 Employees will be given traming and nferrmation on adherence to
standards or unverzal precautions in the workplace

4, S0CIAL POLICY
4.1.1.1, Wan-diicriminatory Palicy and Practces

4.1.1.1.1. There shall be ne discrimination of any form against
employees on the basis of theit Hepatitis B status consistont with
the international agreements on non-discrimination ratified by
the Philippines (ILO C111). Employees shall not be discrrminated
against, from pre to post employment. including hinng,
promotion, or assignment because of thels hepatits B status.

41113 Workplace managemiant of sick employess shall not differ
from that ol any other iiness. Persons with Hepatits B refaled
nesses miy work for as lang as they are medically ft to work

41.1.2. Conlidentiality

41131 lob applicants and employess shall not be compelied te
disclose their Hepatitis 8 status and other related medical
Information. Co-employees shall nol be obliged to reveal any
petsonal information about their fellow employees. Access o
pefsonal data relating 1o emplovee’s Hegatites B status shall ba
bound by the rutes on conlidentiality and shall be strictly limited
to medical personnel or Il legally requined,

4,1.1.3 Work-Accommodation and Afrangament
4.1.1.3.1 The company shall take measures to  reasonably

accommodate employees who are Hepatits B positve or with
Hepatitis B - related ilinesses,
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4.1.1.3.2 Through agreements made Detween management and
Bmployess representative, measures 1o support employees with
Hepatitls B are encouraged to work thiough Nexible leave
arrangements, rescheduling of working time and arrangement for
return 1o waork.

4114, Screening, Diagnosis, Tremment and Referral to Healih Care
Services

4.1.1.4.1 The company shall establish a referral system and provide
access to diagnostic and treatment services for 1ts employees for
appropriate medical evaluation/ monitoring and management,

41142 Adnerénce (o the puidelines for healthears providers on
the evaluation of Hepatitis B positive emplovess s highly
encouraged

41143 screening for Hepatitis 8 as a prerequisite 1o employment
shall nat be mandatory

4115  Compensaton

41151, The company shall prowde access to Social Security
Systerm and Employees Compensation benefits under BD 636 1o
an employee contracted with Hepalitis B infection in the
perfarmance of his duty

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
51.1.1. Employer's Respansibilities

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

81013 The Health and Safety Comimittee shall ehsure that thelr
company policy and pragram s adequately funded and made
Enown Lo all employees

alaas, The Hurnan Resources Departmeant shall ansure that their
policy and program adhere to existing iegisiations and Ruidelines,
including provisions an leaves, benefits and insurance,

5.1.1.1.4. Management shall provide information, education and
trainingon  Hepatitis B for o8 workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG, if not available within the establishiment, 1hen
provide access to infarmation
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5.1.1.15. The company shall ensure non-discrimmatory practices in
the workplace

51.1.1:6, The management together with the company focal
persannel for human resources and salety and health shall
provide approprate personal protective squipment to prevent
Hepatitie B exposure, especally for employees exposed 1o
potentially contaminated blood or body flutd,

51.1.1.7. The Health and Safety Committes, together with the
employees’ organiations -shall jointly review the poiicy and
program for effectiveness and continue 1o improve these by
netwarking with government and organizations promoting
Hepatitis B prevention.

51118 The company shall ensure canfidentiality of the heaith
status of its employees, including thase with Hepatitis B,

51.1.1.8 The human resources shall ensura thal sccess (o medical
records s imited to authorized personnel

51.1.2 Ernployees Responsibilities

5.1.1.21 The employees’ organization |s required 1o undertaka an

active role in educating and training thair members on Hepatitis

B prevention and control, The EC prograrmn must also aim at

promating and practicing a healthy Ifestye with emphasis on

avoiding high risk behavior and other risk factors that

expose employees to increased risk of Hepatitis B

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

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

51123 Employees and their arganizations shall not have access 1o
personnel data refating 1o an employee’s Hepatitis B status. The
rutes of confidentiality shall apply m carrying out unien and
arganization functions,

51134 Employees shall comply with the universal precaution and
the preventive measures,

51125 Employees with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis B status,
that s, if thewr work activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive at risk
far aggravation

T pULIN Ty v, oy




e @lPlo

Peswdoes Roud Cetes Rinines Faik, Wraiag I|J..'|.'r|
Cbeu Chy BN

B, IMPLEMENTATION AND MONITORING
B.1, Within the establishment, the implementation of the policy and program shall be
monitored and evaluated periodically. The safsly and health committee o its
counterpart shall be tasked for this purpose.

7. EFFECTMWITY

F.1.This Policy shall take place effective immeadiately and shall be made known to
every employee.

1 Mt
Prapared by Jo Hﬂ'@l VR.'T::k»!ufu_J

Human Resgurces
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Date :lanuwary 1, 2018
To SALL EMPLOYEES CONCERNED
From ¢ Human Resources
Thru : Operations Manager

Subject @ DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. DBIECTIVE

L1 In comphance with Article ¥ of Bepublic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002 and its Implementing Rules
and Regulations and DOLE Department Order No. 53-03, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc. hereby adopts the following
policies and programs (o achieve @ doug-free workplace,

1.2 Company pebiy 15 to mantam a workplace free of illegal drugs. To ensire
that the objectives of the company's corporate policy are mer, the company
Is implementing this drug-free program. The program will have the following
elements

2. COVERAGE

2.1. This Program shall apply to all employess regardioss of their employment
status

3. POLICY STATEMENT

3.1, The use, possessian, solicitation for, of sale of dangerous drugs on comgany
premises of while performing an assignment

3.2 Being impaired or under the influesce of dangerous drugs away from the
company, if such impairment or influence adversely affects the employes's
work performance, the safety of the ermployee or of others, or puts at risk
the company's reputation

Z.3. Possession, use, solicitation for, or sale of danperous drugs away from the
company premises, if such actiity or involvement adversely affects the
employee’s work performance, the safety of the employes or of athers, or
pisls at risk the company's reputation

24.The presence of any detectable amount of dangercus drugs in the
employee's system while at work, while on the premises of the company, or
while an company business, "Dangerous Drugs” include those listed in the
Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as
armended by the 1972 Pratocol, and In the Schedules annexed (o the 1871
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Single Convention on Psychotropic Substances as enumerated in the
altached annex of R.A. 9165

4. MANDATORY DRUG TEST

4.1, To ensure that enly those qualified shall be screened and recruited to prevent
the detrimertal effects (eg. Jower productivity; poor decision moking;
increased ocoidents; more compensation clayns, ond reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

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

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

4.3.1. RAMDOM TESTING; Officer/employees may be selected at random for
drug testing at any interval determined by the Company

4.3.7 FOR-CAUSE TESTING: The company may ask an officerfemployes to
siubimit 1o a drug Lest at any time it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
circumstances: evidence of drops on or about the employee's persan or
in the employes's vicimty, unysual conduct on the employee's part that
suggests impairment or mfluence of drugs, negative performance
patterns; or excessive and unexplained absenteelsm or tardiness,

4,33, POST-ACCIDENT TESTING: Any officerfemployes involved in a "Mear-
Miss" Incident or "Work Accldent” under circumstances that suggest
poassible use or influence of drugs may be asked Lo submit to a drug test.
As defined hergin, "Mear-Miss” means an incident arising from or in the
course of work which could have led to injuries or fataliies of the
waorkers andfor considerable damage to the employver had it not been
curtaited. “Work Accodent” refers to unplanned or  unexpected
occurrence that may or may not result in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment.

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

l:jlﬂ{"'f : ﬁIJUIJU JM"’ fnj 22y
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the level of care and administrative interventions that can be extended
to the concerned employes

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

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

5.1, An officerfemployee who, for the first time, s found positive of drog use,
shall be referred for treatment and/or rehabilitation in a DO aceredited
center. For this purpose, Iploy Inc. shall provide a list of at least threa (1)
accredited facilities which an emplovee who was tested positive for drugs
may choose from,

v
Pl

. 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 hefshe poses no senous danger to hisfher co-
employees and/or the workplace

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

5.4. Repeated drug use ewen after ample opportunity for treatment and
rehalbiilitation shall be dealt with the corresponding penalties under B.A. 9165
and |s a ground for dismissal

6. ADVOCALCY, EDUCATION AND TRAINING

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

6.2, Al officers and employees are required to undergo an orentation/education
program before assumption of their respective duties. The program shall
inciude the following topics:

6.2.1. Salient features of A, 9165;

622, Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, farmily and the community;

¥
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6.2.3. Preventive measures against drug abuse, and

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

6.3, To encourage all officers and employees to lead a healthy lifestyle while a1
work and at home, Iploy Inc. undertakes to conduct the following activities as
often as possible:

631 Lfestyle assessment programs on  health  nutrition,  weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

6.3.2. Health wellness screenings (e.q. blood pressure and heort rate,
chalesterol test, blood glucase, eLc.),

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

6.34  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
prevention and control of dangerous drugs, including drug testing, shall be
disseminated to all officers and employess. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them

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

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

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1, Any officer or employee who uses, possesses, distributes, seils or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article Il of RA 9165 and its Implementing
Rules and Regulations shall b subject ta the pertinent provisions of the said
Act.

B.2. Any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book V1 of the Labor Code and under RA 9165

I’ - Avuy TS W, 2024
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8. IMPLEMENTATION AND MOMNITORING
9.1.1. The implementation of these policies and programs shall be manitored
and evaluated periodically by management to ensure a drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with 0.0, 53.03
10 EFFECTIVITY

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

11 ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

Prepared by: lo HJ;&I‘J& Leleno

Hurrhn Resources

.r'f o #
Recnewed by Alfrgdo P, qkﬂanlm Ir
I'}Ira&qu nl_,ﬂl:'lf.'r tions

Aparoved by! Yisroel Y. Gissinger
CEQ
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Drug-Free Waorkplace Program Acknowledgement

| Fereby acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Policy
ard Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or local drug and alcohol treatment
programs. | have had an opportusity 1o have all aspects of this material fully explained. |
alto understand that | must abide by the Pregram as & condition of initial and/or
continued employment, and any violation may result In disciplinary action up to and
Ineliding termination,

| dso understand that during my employment | may be required to submit to testing for
th= presence of drugs or alcohol in my body. | understand that submission to such testing
Is 3 condition of employment with [Campany], and disciplinary action up 1o and including
termination may result if:

1) | refuse to consent Lo testing

2) | refuse to execute all forms of consent and release of lability that are usually and
reasanably associated with such examinations.

1) I refuse to authorize releasie of the test results 10 the company

4] The tests establish a vinlation of [Company|'s Drug-Free Weorkplace Policy

5 | atherwise violate the policy

| dso recognize that the Drug-Free Workplace Policy and related documents are not
int2nded (o constitute a contract betweaen Iploy Inc. and me

The undersigned further states thal hafshe has read and understands the above
acknowledgement and signs below of hesfher own free will

SIGMNATURE DATE

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

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

e

. OBECTIVE

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

COVERAGE

2.1 This Program shall apply to all employees regardless of ther employment
statis.

POLICY STATEMENT

3.1 Iploy Inc. believes that employees shauld be afforded the opportunity to work
In an environment free of sexual harassment. Sexual harassment is & form of
misconduct that undermines the employment relationship.  No employes,
either male or female, should be subjected verbally or physically 1o
unsolicited and unwelcome sexual overtures or conduct.

3.2, Sexual harassment refers to behavior that s not welcome, thal |5 personally
offensive, debilitates morale and, therefore, Interferes with work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sentdlly
oriented conduct which is offensive or objectionable 1o the recipient,
including. but not Iimited to; epithets, derogatory or suggestive commaents,
slurs or gestures and offensive posters, cartoons, pretures, or drawings,

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

4.4 DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA 7877 It provides that sExNual
harassment In waorkplace is committed by an employer, employee, manager,
supervisor, agent of the emplaver, or any ather person who, having authority,
influence or maral ascendancy over another in a work enviranment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whather the demand, requests or regquirerment for submssion s accepted by
the object of said Act

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

34.1. The sexual favor IS made as a condition n the hiring or in the
employment, re-employment, or continued employment of said
individual, or il granting said individual favorabile compensation, terms of
canditions, promations, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any  way would discominate, deprive or  dimimish employment
opportunities or otherwise adversaly affect said employes;

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

34,3, the above acts would résult In an intimidating, hostile, or offensive
envirgnment for the emiployes

35 WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be committed in any work or tratning enviranment, it
may include, but are not mited to the lollowing:

351, Inor outside the office bullding or training site;

352 atoffice or training-related social functions:

35.3. inthe course of work assignments outside the office;

354, at work-related conferences, studies or traiming sessions; ar
3.5.5, during work related travel.

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

3.6.1 Overt sexual advances,

362 Unwelcome or improper gestures of affection;

363 Reguest or demand for sexual tavors including but not limited to going
out on dates, outings, or the ke for the same purposs;

364, Any other act or conduct of 3 sexual nature or lor purposes of sexual
gratification which s generally annoying, disgusting or offensive 1o the
vicLim,
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3.7 WHAT 15 NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional comphments of a socially
acceptable nature. It refers (o bebavior that s not owelcome, thal &
personally offensive, that debilitates morale, and that, therefore, interferes
with work effectiveness.

3.8, EMPLOYER'S RESPONSIBILITY

Iploy Ine. underiakes to provide its officers and employees a work
enviranment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of thelr employment in Iploy Ine, Sesual harassment s specifically
prohibited as unlawlul and as a violation of company policy. The company is
responsible for preventing sexual harassment in the workplace, for taking
immediate corréctivé action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4, PROCEDURE
4.1, COMPLAINT PROCEDURE

411, Any officer or employes, who experiences of witnesses any act of
sexual harassment n the workplace, shall report the same immediately
to the Committee on Decorum and Investigation, They may also report
acts of sexual harassment to any  other member of Iploy Inc
management or ownership. Al allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employes shall remain confidential and that of any witnesses and the
alleged harasser will be protected aganst unnecessary disclosure, When
the |nvestigation s completed, all parties will be informed ol the
outcame of the investigation

4.1.2. A Committee on Decorum and Investigation shall be constituted and
chall be composed of the management and the employess’
representative 1o receive  complaints, investigate  and  hear sexual
harassment cases, The Committee shall develop its own rules i the
settlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment,

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

who brings a complaint of sexual harassment or who speaks as a witness
Ir the nvestigation of a complaint of sexual harassment

T'ME e pu W Juy Wy 1w
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4.3, WRITTEN POLICY

4.3.1. Al officers and employees of Iploy Inc, shall receive a copy of the
company’s sexual harassment policy upon assumption of thair respective
affices. If atany time an officer of employee would like another copy of
the policy, please contact the Gffice of the Committee on Decarum. I
Iploy Inc, should amend ar modify its sexual harassment policy, all

officers and emplayees will receive an individual copy of the amended or
moddified policy

5. CONFIDENTIALITY

5.1 At the commencemant of the investigation procedure at the Committee,
starting fram the filing of a written complaint, or the manifestation af an
objection 1o an act or benavior, all matters discussed, documents reviewsd,
letters and correspondences read, and, testimories heard, will be kept under
the strictest confidence. It is the intention of (ploy Inc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper.

6. EFFECTIVITY

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

Prepared by: Jo H I &'EF_?
Hu an Resources

Reviewed by Eéfr:ﬂ:mkT smarilla Jr.
f Operations

Aporaved by: Yisroel ¥, Gissinger
CEQ
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Iploy Inc.

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 Brigodi

Submitted by:

Yisroel Y. Gissinger
CEO

J' e

Position in Establist ¢
Director of Operations
Operations Manager
HR Staff

CSR - Phone
C5H - Phone
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DATE

To
FROM
THREL
SUBKELCT

April 3, 20118

ALL ERAPLOYEES

HUMAN RESOURCES DEPARTAENT
CPERATIONS MANAGEMENT
MEMO: RESTROOM GLIDELINES

Iploy ne. provides unisex restroams avallabie so that em ployees can use them when they need
to do so. One is located inside the operation floor and second is in the hallway outside the
operation floor. However, those who are uncomiortable, has issue with the unisex restroom,
we have g separate single, private restroom gvallable for use

Morever, any emplayee with concern/isswe in using the unises restroom, please wsil Human
Resources office 1o get door access pass. Office security, Log in and Log out procedure shall

apply

Furthermare,

etiguette:

it 5 essential that all employess should comply and observe the restraom

Knock if the cubicle appears ta be occupied. Don't peek under the doors
Lock the eubicle door when you enter

Stand close enough to the pan or srinal 5o you don't wet the seat, walls or
floor

Flush the roilet after use and wipe off the toilet seat for the nest user
Paper toweals go in the trash can, not an the flogr or in the tallat bowl
Wash your hands to prevent the spread of colds and the Hy

Please use water and paper towels conservatively

Far your information and guidance

Altredo Gargarilic Jr

[Dir A p}ratr’nm
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Febriary 27, 2018

To - ALL EMIPLOYLES

FROM : HUMAN RESOURCES DEPARTMEINT
THRL 3 OPCRATIONS MANAGER

SURIECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The follawing Is issucd 1o ensure the effective enforcement and strict abservance of all
employees on office attendance and punctuality

To ensure effective Implementation and maonitering of office security

1. Employoes are required to log
i” the door is open

2, Employees are allowed to bein
their scheduled time

3. Bags and/for persenal items shou
the production area

4. Once an employes logged in and
outside until their 1 break

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

6. Pantry, recreation room and locker should be closed at all times, employees must use
their RF 1D 1o access thesp rooms

7. Hotallgating

in and log out using the biometric and the RF 1D, even
side the office and to Log in thirty (30) minutes before
Id be left in the locker before longing infgoing inside

inside the production area, they can no longer go

8. Employee 1D and RF 10 should be worn at all times, lost RF 1Ds will be charge to the
Emplayes

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

10.

Employees wha left/lost their IDs will get temporary 1D from HR and will be dealt with
sccording to our code of conduct and disci pline.

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

For guidance and strict compliance.

Lilal
[} HI i'{‘nlu{ lecio
Hu Resources

Noted by:

i wy 202
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Scanned by CamScanner
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DATE X Movember 17, 2021
TO i ALL EMPLOYEES
FROM . HUMAN RESOURCES
SUBIECT ! LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

* OHWELOCKER ONLY per employee. NO sharing of lockers,

N storing of perishable foods/leftovers inside the locker.

= Proper sanitation is strictly observed (E.G. Ne stering of unwashed containers/mugs/utensils, etc.)

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

= Checking/audit will be dane from time to time and once unassigned lockers are being used, they
wll be forced open, and the company will not be llable for padlock replacement nor
reimbursement,

= Any sort of action that may result in damage to property is strictly prohibited, This includes but is
netlimited to graffitifvandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs" knowledge or consent, ete,

* Trecompany will not be liable for the loss or damage to any personal belongings left unattended
ard that includes, sharing of lockers, lockers without padlocks, placed on top of the lockers, etc.

* Thecompany s not responsible for lass or missing items due to the owner’s negligence.

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

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

= NOLOITERING Inside the locker room

*  Unassigned Lockers with cable ties should not be opened.

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

This Memarandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by Moted by;
-y j
Carlos Gotlong
Relations Specialist General Manager Directo perations

I have read, understood, and agreed to comply with the foregoing pol rules and conditions

governing the iPloy Locker Policy,
7'prve X ponp /Lﬂf Iy 202
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DATE Apnil 3, 2018

o ALL EMPLOYEES

FROM HUMMAN RESOURCES DEPARTMENT

THRU QFERATIONS MANAGER

SUBIECT BAEMDY: CALL IN FOR OUT OF OFFICE

in order to property manitor out ol office employees, a new process to call infreport absence wiil
be implemented effective Monday, April G, 2018,

Gudelines:

1 Incases of late and/or absences, employes should report to Human Resources through
SME or Call via HR hotline: 09177097074
2. Notification should contain the following Informatlan
a. Complete (real) Name
b. Departmeant
¢ Team Leader
d. Call in for: {Whole day Absent, Half-day Absent, Late)
2 Reason
3. HR will be the one to send notification 1o Operations Management
4. No call in should be communicated through Team leads or any other employee. it should
be done by the employee or his/her relatives
5. Motification should be at least two [2) hours before the employes's shift
G. If an employee is advised 1o rest/confined in the huspital, pumber of rest days as advised
by the physician should be indicated Othoerwise, employes must <end notification daily
¥, Failure to notify will be tagged as No Call, No Show and/ér unscheduled absonce and will
be: dealt with according to our Code of Conduct and Discipline.

For your guldance and strict compliance.

Moted by:

Alfredo rilla dr.
Dirgcig?, Ppdrations

J'twve Aur TGaly by 2y
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February 1B, 3020

Ta : ALL EMPLOVEES

FROM H OPERATIONS PANAGEMEMT
SUBJECT 1 ATTEMDANCE BOMUS 2020

As we sntd the year 2019, 1Ploy would like to set clear key procedures and policles. This memorandum serves as
remindar to be followed:

PAYROLL

1, Immaculate Attendance Bonus i for employess with perfect attendance, Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = out for
breaks will alsc disgualify the employes, No wabvers will be given.

2, Tardiness, Undertime and Over breaks wall be deducted {rom the employes's pay

1, Employeas wha tendered thelr resignation befara the release of the Sign On Banis (First Hall ar Second Hall) will
WO longer be eligible to receive it

4. Employess cualifiad for the Sign On Bonus (First Hall or Second Half) will receive it on the 30" of the succesding
maonth fram elgibility,

5. Eligibility for the annual merit increase is based on overall performance and managmment discretion, Pay out is
at managemert's discretion.

MEDICAL CERTIFICATE
L When must the medical certificate be dated?

# 1 day absance — the medical certificate must be dated on the day of absence of the next day. |l the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows — at the latest. 1t
cannot be dated on the day that the agent |s (o report back 10 work,

. 2 days absence - the medical certificate must be datad on the initial day of absence or the mext day, 1 the
absence falks cn a Thursday, the medical certificate must be dated either that Thursday or the nest day = at the
latest, Incannot be dated on the Saturday that immediately follows or thal Monday that the agent is (o report back
o work

- 3 day of absence or longer - the medical certificate must be dated on the initial day of absence or the next
day. it cannot be dated on the day that the agent reports back 10 work with the advice to rest antedated from the
initial date of zhsence. Also, the advice to rest is inclusive of rest days.

a Ex: If the agent is abs=nt on a Friday and the medical certificate states sdised to rest for 3 days,
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must be back
to work on Monday,

VT AVA T AR
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o If the doctor prescribes rest, the madical certificate must include the number of days of rest. The
advice 1o rest cannol be antedated.
o There must be a it to work date.
o The only excéption to the hedical Cerificare date guidelines is if the eamployee has been
hospitalized.
VACATION LEAVES

L. The compary reserves the right to approve and disapprove all vacation leave [VU) requests.

2. Empioyes must gxactly have the corresponding credits Tor the reguest 1o be approved.
1 cradit = One Day
5 credit = Hall Day

1. Emploves with perfect attendance 60 days from the requested VI date will be given priority in the approval of
leanves. This is a way of rewarding employess with parfect attendance,

4. The company and client have the right to disapprove leave requests and cancel approved leaves for those
employees wha cammitted unscheduled absences on the pricr manth and on the curent menth of the recuested
time off Including poor attendance records, behavioral and productivity issues.

Moted By: Approved By
v
HR Sup Chief Executhee Officer
IR,
Mrecter of Operations

T AE SO iy 10 %02
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Date : November 17, 2021

TO r ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

1. Emplowees are required to notify the HR hotline number {0817-708-7074) and/or send an emall to
hr@iploy.com at least two {2) hours before the employee’s shift (following call-in procedure] and/for
within 24 hours from the first day of absence.

2. Emplovee may wse sick leave for absence due to the following reason:
* Employee’s illness or injury.
»  Bereavement |eave/s
&  Emergency leaves
= Power Outage/internet Qutage (for temporary Work from Home set-up)

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

Note: No more Manual filing of Sick Leave except if the amployee was hospitalized and/or
guarantire due to COVID-19.

4. Below are the documents needed to provide to use the paid sick leave;
»  Employee’s lliness or injury

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

¥ Blacklisted Doctors and clinics’ will not be honored, (Please refer to the
Blacklisted Clinic/Physician Memao)

* Bereavement leave (Please refer to the Bereavemant Leave Policy)

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

* Power Outage
= Certification from their electric/power supply provider (e.g,, VECO, CEBECO,
MECO)

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

5. Any unauthorized sick leave will subject the employee to disciplinary action. 5L is unauthorized
under the following circumstances:
«  Tae employes failed to inform the immediate superior or HRD about his/her absence due to
il ness unless fully justified.
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* If sickniess claimed is fictitious or non-existent,

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

This Merr orandum shall take effect on Nevember 22, 2021,

Flease be guided accordingly.
Created ay:
15 ARCILLA
HR Kana
Moted by:

Fel | o M— - el
o Cainarillo Jr Angelo Manal Carlos Gotlong
Dire or, Jperatipns Operations Manager “General Manager
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Movember 12, 2019

ALLEMPLOYEES

HUMAN RESOURCES DEPARTMENT
OPERATIONS MANAGER

555 SICKMESS CLAIMS — 5 CALENDAR DAYS

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

A membe- is qualified to avail of this benefit if:

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

2. H= has paid at least threa (1) months of contributions within the 12-month pericd immediately
before the semester of sickness ar injury;

3, H=z has used up all current company sick leave with pay; and

4, H2 has notified the employer or the 555, if unemployed, voluntary or self-employved membaer
regarding his sickness or injiry.

Faillure to submit the documents within the prescribed penod will free Ploy from any llability of their

claims.

For your gaidance.

IT there afs any questions or danfications, please fes| free Lo appicach the Himan Resource Department,

Sincerely,

T I pa TN 1D, %2y
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HAM-2023-10-015
DATE October 4, 2023
TO ALL EMPLOYEES
FROM HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

The folowing are MNOT ACCEPTABLE and are considered part of the BLACKLISTED
CLINICS/PHYSICIANS:

Rajah Tupas Medical Services

Bimbo H. Tequlile MD Clinic

Lofita E. Abella-Libres, DMD

Dr. Omar Arcen, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecille Ir., MD

[How Serving

Or. Gulan Darnell Sumalinog

10. Tambut Medical Clinic

11, dlinics/Physicians without complete contact details such as but not limited to the following:
11.1  Doctor's name

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

11.5 Diagnosis

11.6  Recommendation

11.7  Fit to work date

Ll s L

Mew Clin cs added:
12, Enad Clinic
13. Eing Clinic
14, Gia Clinic
15. veloso Clinic
16. Dr. Paolo M, Apuli
17. Lourdes D. Sasoy, MD

When praviding medical certificates for absences, ensure the following:
1. The certificate must be issued on the day of the absence or the day after.
2. Srictly follow all instructions provided in the recommendation, Proof of compliance, such as
a receipt for preseribed medications and laboratory results, may be requested.
3. FR/Clinic will validate all medical certificates, including fit-to-wark certifications. Remember
that no fit-to-work certificate will be denied entry,
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4. Do not make erasures on the document, Any correctlons made must be counter-signad by
the attending physician.
5. Ensure that the soft copy (sent through email) matches the ariginal copy submitted to HR.

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

Ma diagnasis provided, Please note that Z codes are not considered as diagnosls.

Mo contact Information displayed in the medical certificate.

Absence of physician’s name and license nurmber,

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

contacted.

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

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

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

oW

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

are cons=antly improving since the pandemic hit, therefore, we will no longer accept consultation

This updated memeorandum shall take effect an October 15, 2023.

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

For strict compliance,

Prepared by:
N Alganza
Employea Relations Supervisor
MNoted by:
P odi—
afiares Nifie Angelo Manal
HR Mznager Operations Manager Directyr of Mperations
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Date : Movember 30, 2002

To ] ALL Employess

FROM : Hurman Resources Department

SURIECT 1 VACATION AND 51CK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all rermaining 5L crediis are to be converted thus, 5L application is no longer
allowed until the end of the year.

As Far the Vacation Leave (VL) cenversion, all unused VL credits will be releasad on the 30 of Decamber
2022, All employees can plot a VL request until Decamber 8, 2022 ONLY. The actual VL dates will cover
ondy unthl April 30, 7023, Kindly take note of the reminders below in reference to filing of Vi

= No retraction of approved Vis, If the employee reports for work on the actual VL date, the VL
will not be reimbursad and will be vaidad.

& Norescheduling of VL once approved.

= WL date should not fall on a local haliday otherwise forfeited,

Mata: Approval of VL requests will be on or before December 14, 20232,

Furthermaora, if the employee resigns or gets separated from the company either voluntary or Involuentary,
all mailable VL credits will be forfelted and will not be part of their last pay if:

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

*  Employee went on Absent Without Official Leave (AWOL)

#  Employes incur any lsave, absences, and/or any form of terminal leave within the 30-day notice
pericd with the enception that the employee provided & valid documentation such s bt not
lirmited to hospitalization due to sicknass, sccidents, or contagious dissases,

#  Employés incurred more than four (4) hours of accumulated and/or total late/undertime within
the 30-day notice.

*  Employee will have Issues with performance including but not limited to quality, productivity, &
client escalation within the duration of the 30-day notice.

* Incurtad any behavioral infraction such as but not lmited to Sleeping, Browsing Unrelated
Wiehsites and abe.

Furlwermore, SLand VL conversion maybe subject to tan. Should you have questions pertalning to this
menan, feel free to reach out 1o sur Accounting personnel 51 Accounting@iploy.com.

Signed;

RafratdCiiiatiores

HR Rianager

Moted by:

bttt hana

Oparations Managar

Appraved by:

el

CEQ
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December 17, 2019

Tir ! ALL EMPLOYEES
FROM § OPERATIONS MANAGEMENT
SUBJECT ; CLEANSING PERICHD

Moy Staffing Solutions belewes 0 givieg amployees enough rom lor imprevement oo stiaghien oul
crployment in regards o compliance (o ow company’s Code of Condutl. The aam o ths appoach is ta help
motivate erployest rectity passed olfenses and stan anew

Cleansing Penod pertains 1o the lime when an employee who b boen suliisoied 1oog Disr alinanry M tion (T
i experchied (o improve perlormance. Ampls thme & piven o cormeel Imgrope behavion and el Trom
cormnltthag any ather infractions

)
IE an emiplow e does not comamit the same infraction for (he spesibosd Cleanuing pariod, the progrsssion of the
isviplinary sction will slidde back o a level dependiig on ite bype, Pleass ieler to table below;

Attendance

p el

Productiv ty

Behaviorel 12

The counting of the Cleansing Period will start based on The date when [ was decided upon. All documentitions
Tear infraetin v will sbill be Keph in the Employes’s 201 File rogardieovs wihat pediod of progiession

Thiz Cleansir g Period mollective kaniary 1, J020 cousring DA b monthe and alde)

Sincerely yoars, Agproveed Hy:
R ifls
EA

A 1Y GISSINGER

Chieet Exse il lve D ficee

riit sl anager

) pove WLy T ) 202y




inzident Repert will be submitted to Mumen Rescurces |38 wethin 2 working darvs from
CODE OF CONDLSCT AND DNSCIPLINE (Table of knfractians) thee date of the incident.
Humran Relources will issee @ Motice (o Sxptain (NTE] to he ermpioyes within 3 woviing
days,
STATEMENT OOF POLICY 5 Direct Supsrior ihauld s2ech the araleves wihin § woring Says rem 1 Ssuarce of
the NTE.
The: Code of Conduct and Discipiios is detigred o ensuns hasithy and positive working Coaching Form and Written Explaration of the smployes thauld be submitied withing
arwirerminl, and hopes Lo rmsintain and uphold profeisionalism among iPley Inc. employees. wierking i Trom the Bsuance of the NTE.
The astabdchnsd nomng hamin set Aorth ars geared towards the attainment of the Company's 5. HA will Bzue Natice of Dedsion with or eithcet snctiom withn § dag from ihe raseist
Goah Brd objectived. & & worthy to smphasize that the Code i not meant b be oppreiting far E.Jggtﬁ_}.ﬂsgs
i i intended to thivaten snd intimidais employess. indeed, it serees a5 the guaing principles Failue ko provide Wiinen Explanasion shall consthuse 8 waiver of the eployee’s.
onwihat is expecied of iis” empicyess to conduct during the entive emeioyment here in iPoy, ﬁ!igiiﬂazlnﬂ#ﬂﬁiigfﬁn!!‘l
Inc. without ary bimed
I Libis o this tamaeling will result 2o 3 sancdon - Neglert of Cuoy | mikoedition
Il DOCTRINES TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPLINE . Lapses in the timekne will not void the sanciion.

1. Thee right 1o discipiine and discharge employess ior just and proper causes = management's . GENETAL BAAVIORAL STANDARDS
prerogathee srsbrned from the 1987 Philippine Sorstitulion.

2 Falrness and justice shall atways govern the imposition of disciplinary sctions, Edvting Labar #a a0 iPloy employes we expect that you wil mest the: following Sehavices] Bandands:
Laws, implementing Autes and Jurisprudence will shwirys be ooserved.

3 The full end strict mainterence of dscipiine is the managerment's nesporslbility, Thay, it shal be

& Praper Condust and Decarum i sxpacied from you within the office and gutside whan

rEpTeLentng the Campimy, Ths giinirgdl%itﬂlﬂiﬂ
iifa..l...n.i_._.}! 4 I.ua_ulq nozinthe he

appranrii bresk o finish Simis, geTtieg on with the job and pericrming the jok 1o the best of yoar
afiiny, posithe attitude and cechostion to one"s work assignments, supporting supervisions end hose
managoment

Eiggaggai-igugi
abitude with cushomears.

& Mainterance of health and sabety of the olfice anc peopie asound you. A procer sttitude
Eorwirds chianliness and proper housekessing in the offies, good health of yourset! and athers anoond
oy, @ksinL in the seoxity of the olfics, iolicrwing basic salety procsdunes.

& Proper uas of Comnpany Progeny, fecfties and security (o protect company ang smaloyes
sy, Secire hpndling and mairtenance of Company reconds, keep confidential and protect the
Inragrivy s 3l Crenmeey rpereting Aats and imlnemation aapeopelate o BF all fepany sociremeot fre
wrk related purposes, properly sccount lor 3l Comparry “ints reoshed,
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This Codle shall agely 1o all iPloy ermplovess, regardiess of st ar poilien feid,
e
. Types of Offenses b
L] 1 — Indractions which are mirar In natire Buk whicn may beeame sakiusl and dlsustive if nat Hﬂl.;hu.u!!.-
correcied. |1 has ne desrimental impact of the business, drtibarately i the
Bperiserd & aining
Level 2 = Serious offerse which causes delay in Cperations, Fay DOND thisgt, hotm, & denpet te arwans othes than thoie
Compary property and)or Ives of Indhiduals. authorizes. Srisging of
§ TR TR wall | wahal i .a___;.."__! B | il
Level 5 = Infractiorns wrich wil destroy 1Pe comaany's imege and reputation. 1§ souses suttantial iow to wersan gadgets Warsieg Warniag warng | Y0
i COMDERTY BN Cln TEUlL 60 criticad coerational disruption. & ortkal altence thet Fas pompromises | Waptop, Insfportatee
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Termenation of an employes shail Autematizally sar kirm/hes from re-empicymen),

1 Thepenalty of demisisl shall not prejudics the right of the ompary 1o iniiate court aciien
agnirst the arricg employes,

ES ﬂ?nﬂnigt_aﬂﬂﬁaﬂfg. mRmos, ane the ke, 2rd o8 poiiches.
o berimplamentee, if the zams & found 15 be incarsistent with the Code al Canduct

Vil Approval

Iz Blasinger
Cwmer and Criel Esscutive Officer

RECEST OF THE CODE OF CONDUCT AND DISCIPUNE POLICY

This it o atinowiesge that | howe rpael the Eampany's Cade of Sondust and Dlscipling and undersand
chat [t ek ferth the b and conditions of my empaymens a5 well a5 the duties and responsibilities,
and cioligaticns of empioyment with the Comginy,

| i ackrowledige that the Company reserves the right 1o revise, Sebete, and add to the prowdsions of
this Code of Condyer and E%.!i&:&-ﬁtﬂﬁﬁﬂﬂnu&ﬂn&fﬂ!!ﬂ%
staternent, congduct, policy, er prectce.
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AMD HAVE READ AND LNDEEST ENTIRE CONTENTS,
EMPLOYEE SIGMATLY RE




