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Employee Training Agreement

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

Podosn ., Wia I"I"'j_[t_j., G - [Employea’s Mame], an individual with the address of
' i prglacion (b Lool  [Employee's Address|
("Employes®).
Recitals:

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

Agreement;

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

2. Salary Payment: In consideration of the Employee's completion of the training, the Employer agrees ta pay the
Employee a salary for the duration of the training, payable at the nearest payout schedule (15~ar 30¢of the
month) upen successful completion,

3. Non-Eligibllity for Incomplete Training: The Employee acknowledges and agrees that If they fall to complete the
one-week training program for any reason, they will not be eligible to receive the salary payment for the training
period.

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

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

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

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

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

Training Associate
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NON-DISCLOSURE AGREEMENT
THIS AGRZEMENT Is made on (Date) 3 'ID!‘ll_:_‘;.*‘l -
BETWEEN

1. IPLDY OPC. (the "Disclosing Party"); and

2, Eodoro Wy Mane G- (the "Receiving Party"),

collectively referred to as the “Parties”.
RECITALS

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

OPERATIVE PROVISIONS

1, In censideration of the disclosure of Proprietary Infarmation by the Disclosing Party, the
Receiving Party hereby agrees:

1.1.  tohald the Proprietary Infermation in strict confidence and to take all reasonahle
precautions to protect such Proprietary Information (including, withaut limitation, all precautions
the Receiving Party employs with respect to its own confidential materials),

1.2. nottadisclose any such Proprietary Information ar any information derived therefrom to
any third person,

L3, notte copy or remove and not to take pictures of any Proprietary information,

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

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

procure that ts employees, agents and sub-contractors to whom Proprietary information is
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disclosed or who have access to Proprietary Information sign a nondisclosure or similar agreement
in conten: 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 infarmation after five years following the disclosure thereof or
any inforration that the Receiving Party can doecument

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

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

23, wesrightfully disclosed to it by a third party, or

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

3. Imnediately upon the written request by the Disclosing Party at any time, the Receiving
Party will return to the Disclosing Party all Proprietary Information and all documents or media
containing any such Proprietary Information and any and all copies or extracts thereof, save that
where such Proprietary Information is a farm inca pable of return or 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, recuires the disclosure of any Proprietary Information or

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

5, The Receiving Party further acknowledges and agrees that no representation or warranty,
express or implied, is or will be made, and no responsibility or lability is or will be accepted by the
Disclosing 2arty, or by any of its respective directors, officers, employees, agents or advisers, as to,
orin relation to, the accuracy of completeness of any Proprietary Infarmation made available to the
Receiving Party or its advisers; it is responsible for making its own evaluation of such Proprietary
Infarmation.

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

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainde- of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its righ=s under this Agreement withaut the consent of the other Party. This Agreement may not
be amenced 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 unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto,

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

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

IPLOY OPC Receiving Party

By: Onbozrding Specialist By: __ Hew emploged 000
Mame: Jace Lenizo Mata Mame: _ Bodogo. Yia  Made B,
Title: Dnbearding Specialist Title: (1 N

Address: #35 Salvador Extension Labangon Address: gitio fampagquifs, Jacsac  Gpsolacion

Cebu City
Date: Cul;l o, %1% Date: dely 16, 2014
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PERSONAL DATA SHEET
INSTRUCTIONS:
I, Answer the questions completaly and hanestly In the spaces provided.
Manz PRINT legibly.
I, DO NOTLEAVE ANY SPACE BLANK. Write “n/a", “nat applicable™ or "none®
HR-POE-01
e WL s dely) [Fiar BIR e cndy| [Fer Fl s anky)
!m‘“_’mlil BATH HIFE'E DE PARTANNT
t]“:"l:.-ll lI':II"l Ir"| q.ll":,'l'l
Basic Inlarmation B Contait Degajls
LAST RAME: FIRST MAXAL: : MAIDOLE BAIE:
Bpdoin Wa  Mane, [+]
MICKNAME : MACTHER'S FULL MAIDEN NAME:
LAR
CLURRENT ADDRESS I{stﬂl.n' Loal § Block ¥ f Street, Barargey, Murdcipality [ City, Province, Tip Code)
fitio  JSampaquifta 1+ Sewac Lontolacion by  Loe)
PROVINCIAL AODAESS [(Howse #  Loth /| Block # / Street, Barangay, Municipabey / City, Provinge, Ip Cona) BE
Siho Tampaguiia,  Jacfac Confol 3d O by  Ges
Lisnd Phang ha Maobile No. Wloélie Fo.
", Lok b S I _OAFHIIqTYL |
sEMa, PS-1BIG No PHELHEALTH No TIN
OG- 4433569-4 G- pli - tek2 (D-1ftiq3 -§ |
BIRTH DATE BIRTH PLACE GEMDER | BLOOO TYRE
Jdufg By Jood  Tukutn _ Fimaik _ o
MARITAL STATUS N&ME OF SPOUSE {iarried) Emal Addressis)
i Smgie
[ | Legalky Sesarated . 5 .
[ 1 Marriad E T Viaméntbodorog @ gmal. com
1 ] Widow/idmwer
Aru you resated by kinship or marrisge v 1o 1he 3 degree Lo any oerent emoloyes of iPloy?
[ | ¥es |=] Mo if YES. glve NAMIE and RELATRONSHIP

HBME OF SPOUSE |If marrisd) SPOUSE 'S EMPPLOYER

SPOUSE'S DATE OF BIRTH

xmn:ﬂm I_ i | 190, OFF SISTER/S [ | N, OF CHILDREN | B {“{;ﬂ:’imﬁ?nml |
MARSE GF CHILDREN {if any) DATE O BIATH MAME OF SIELINGS “:E“f:::‘rn;‘
Piel  Bodois 3-u-3e0r- Sing |
Wi many  Bedogp b-ii- oy - Sirgle
FATHER'"S MASSE 5 D:I-I:r:' R CCLAP AT MIOTHER'S NAME I m;';\lTEF DECURATION
hor an dy 5-09-118) [Pruduchion WO | ooty Bodogw  h-0-190) boyge  WIR

PART 4 Emerpgency Contact (L of imost £ Comtect Persomrs)]
CONTACT PERSON RELATHONSHI? TO EMPLOYEEE
bLss, Frat) CONTACT PHOME NO. {Optianan
_ Budiio, Amil banLAL1a8 3N | _ Brothér
Budege, Lidia 8426 1314201 Muthis

koninga - 188 Flaar One Montage Townar, Anchbisinan Royss s, Cobu Clty 11 MSY- 14h Floor MSY Towor Pescadors Road Cabas
Businsss Park, Sahu Chy G000 (1 ACCT - Hh Floor, Ayaia Canler Cabi Tosar, Cabu Businass Pamk, Cbi Cily,




DATES ATTENDED GRADUATE
LEve VAR OF SEHOOL B ABCAESS {mmye] = {menyr] (e or o)
FRIMARY EDL ZATION
dacrar,  Ewmentany (ool
SECONDARY EDUCATION :
Cabangakan  hahonal  tgh Skl 203
| Course:
VOCATIONAL |
E NON-DEGREE COLURSES
Depres/Courses; :
TERTIARY EDLECATION '
wﬂ! [ B - -
POSTGRADUA™E & GRADLIATE
STLHHES Dipres:
Dagres:

Ermplaymies

¢ e [

grars field)

EMPLOYER™S NME ADDRESS & TEL. MO
CUEEE | Foun DeiEr
o8 TIE SALARY PERICID COVERED (mmyye]
X FROM Ta
s bl duly it Tebruan ey
SUPERVISOR'S HAME SUPERVISON'S TITLE EMPLEIVEES. SUPERVISED v
| dtew £y an HWH bd |If apgicatin]
FREASON FOB LIAWING :
Laah on
EMPLOYER™S N&IE a ADOREES B TEL. MO
Lo tantriy |
JOBTITLE | saLany | __FERIDD COVERED [mmyr)
| FROM | TO
Gt | bk~ 1k | By s |yl 3034
SUPERVISOR"S AR E | SUFERVESOR'S TITLE | EMPLDYEES SUPERVISED
_.__Hﬁu'l Faila I [ i applicabts)
REASON FOR LIANNG
Cantir  Gotwidh

EMPLOYER'S NRUME

| ADDRESS B TEL MO,

OB TITLE

REASCN FOR LIAVING

SALARY l FERICD COVERED [mmyyr)
EROIM i)
SUPERVISOR'S YAME SUFERVISCR'S TITLE EMPLOVEES SUPERVISED
= (Il applizabis)

EMIPLOVER'S BAUME

ADDRESS & TEL KO

IBETILE SALARY FEROD COVERED {men/yr]
FAOM T
| SUPERVISOR'S YAME SUPERVISOR'S TITLE EMPLOYEES SLUPERVISED
i applicabin)

REASON FOR LEAVING

ERPLOVERTS NAME

ADDRESS & TFL, NOL

108 TITLE

SUFERVISOR'S YAME

REASDN FOR LEAVING

PERDD COVERED {rmmifyr]

FROA ™

SUPERVISOR'S TITLE

EMPLOYEES SLIPERVISED
{d spplicabla)

Pedcritiags - 181h Floor O Miontage Tower, Archbishop Aoyes &y, Sabu City 11 MSY- 111h Floor BSY Towsr Pescadarns Road Cabis
Business Park, Cabu Cily 6300 11 AGCT — Bih Figer, Aynla Cenler Cabo Tower, Cabu Business Park, Cabu City
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Furtwant to; (a) indigenous People's Act (R4 83710; (b} Mogea Corna for Disobied Persons (R4 72771 and Solo Parents Welfare Act 2000 (RS 8972)
Hiegse andwer the folfowing items:

Are you a memnber of any Indigenaus group? ] YES B NO :rr'-.ru_ please spocify: |
D you ident fy as differently-ablad? O YES H NO if yes, please specify; |
| Are you 3 sal3 parent? £ YES = NO if yes, plaasa spacify:

Give fame, ooéress, and tekephane numbers of three (1] persons wha know pou other than those o bave worked with

NAME ADDRESS TEL NO.
L picado  dpee Sagulabon | Polpufan  lemfolacon (b Gooi | 0439543 1141
£ ___Man._dochua  Lamon | mlude (o PInSSEE 0d 40
3 kayl dhane  Woongroqoe | Tobvon  (y 0936139 0L

Other Qualifications
Jodreloted trofrémg couries (give titke and peor), Job-refoted sl fother angweges, computer and information technology, tned, mackines, it ), Job.
refated certificn o5 ond ficardes (curreat amiy, Job-refated owerds ond gl oceamplshments (pubhoations, membershins i professian ar kosar
societles, federshin artivitles, putc speakieg, and performance owwvds)l. Give dofes and e docmants

DATE *mem/pear] [ DESCRIPTION / TITLE

PART 10 ADDITIOMAL IDEMTIFICATION
[ TVPE/ CONTROL NO, ISSLIE DATE [ OwiRvoATE |
PASSPORT DETAILS
| VISA DETAILS{JF applicable] 2
| DRIVER'S LICENSE |
OTHER GOV'L ISSUED 1Ds: [For
exampla: 555, TIN, SOLO PARENT
iD, PRC, ACR, ste.)
MILITARY / GiWT, / CIVIL |
SERVICES (If ary] |
Have you eve” been fg:malll,r charged of an ] .|. Yios B "Yes”, please give detadly
adminlstrative / eivilferiminal offanza? I He
Hawe you eve - been convicted of an [ 1 Yes If “Yes", please give detalls: -
administrative [ civilforiminal offenss? [ No
CERTIFICATION

| CERTIFY that, be the best of sy knombadige and befled, all the indormatian on sn sitsched to this document i trss, cornect, complete and mads In pand
faith. | UNDERSTAND that false or fraudulent information on or sttached 1o this application may he grounds for net hrlng me or tarminats my
amplaymant free (Ploy, | UNDERST, that sny nformation | give may be investigated.

’ H 1ol w01y

SZW aof Ernployes Date Signed

Woriage - 16Ih Floor Cre Momags Tower, Aschiishop Aeyes Ava, Cabu CHy [ MSY- 118 Pioor MSY Tower Pescadons Road Cetw
Buninoss Park, Cabu Clly 600 U ACCT = Sih Fioor, Ayala Cantsr Cabu Tower, Cabu Businase Pack, Ceby iy,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, i i a hereoy authorize Iploy Inc. and/or It's representatives to
make Investigation of my background, references, character, past employment, consumer repaorts,
education. and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or cbtaining other
information which may be material to my gualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent.

| hereby cansent 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
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this resease. | understand that any false answers or statements, or misrepresentations by
amission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | arm employed,

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

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

Applicant Name: ___ bodoro, Via  fane. D.
PresentAddress:Muih L actan eprfelddon Dby Gegl

Social Secarity Number: _ 06 - §817359-4 Date of Birth: June, 13, WUy

signature:

Date: ey




iPloy Incorporated

9™ floor, Ayala Center Cabu Tower L _:} i 'PE O

Bohaol Avenue, Cebu Business Park
Cebu City 6000

SIGN-ON BONUS POLICY

Palicy:

The purpase of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonws. 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:

¢ Aregular employee

¢ Na 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 EQC status or other forms of

separation
*  Must be an active employee on the release date of the sign-on bonus.
Releasing of Sign-0On Bonus:

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

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

Acknowledgment

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

This decument 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 alse avallable on the
HRWe | can refer to it any time:

Palicy Title : Dress Code Policy
Revision Mo Hil
Effective Date :June 13. 2022

| acknowledge that signing this document is a confirmation that | understand and agres
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 palicy.

“WMade - Hin| 024
¢ Name and Slgnature Date
I " 7
Tade (L. Mo 1ol

Onboarding Specialist Name and Signature ' Date




iPloy Gift Policy

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

*Gift" mea1s any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value |s 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 employeefs or company that |s seeking to conduct or s currently conducting business with the
Company, Any gift with a substantial monetary value of more than Php200 should be returned to the
giver.

Any viofatians will be subject to the iPloy Code of Conduct and Discipline. Infractions for this policy is
tagged under Level 2 offense and foliow these progression:

a. 17 Instance — Written Warning
b. 2™ Instance- Final Written Warning
€. 3" |nstance- Dismissal

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

Employes Acknowledgement

| have read, understand and agree to comply with the foregoing policies, rules and conditions governing
the IPloy Cift Palicy.

Mame: Bodogn, Vi3 Mane & -
Signature: A\:*JJ' Date: Hispord

%




iPloy Social Media Policy

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

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

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

+ Publishing material that is defamatory, abusive or offensive in relation toany employee, manager,
of ice holder, shareholder, customer or client of the company;

» Publishing any confidential or business-sensitive infarmation about [Ploy;

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

Procedure:
All employees must adhere to the following when engaging In social media,

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

s Yeu are personally responsible for what you past or publish on social media sites. Whera it is
foand that any information breaches any policy, such as breaching confidentiality or bringing the
company into disrepute, you may face disciplinary action up to and including dismissal,

Bodo mang -
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s Beaware of data protection rules—you must not post colleagues’ detalls or pictures without their
individual permission. Employees must not provide or use their company password in response
to any internet request for a password.

e Mcterial in which the company has a proprietary interest — such as software, products,
do-umentation or other internal information — must not be transmitted, sold or otherwise
dirilged, unless the company has already released the information into the public domain. Any
desarture frem this policy requires the prior written authorization of the management,

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

s Recommendations, references of comments relating to professional attributes, are not permitted
to be made about employees, farmer employees, customers or suppliers on soclal media and
nebworking sites, Such recommaendations can give the impression that the recommendation is &
re“erence on behalf of the (Ploy, even when a disclaimer 15 placed on such a comment. Any request
fo- such a recommendation shauld be dealt with by stating that this is not permitted in line with
company policy and that a formal reference can be sought through HR, in fine with the normal
re‘erence policy.

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

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

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

In additio 1 to the above rules, there are many key guiding principles that employees should note when
using social media tools:

e Abvays remember on-line content is never completely private;

e Regularly review your privacy settings on social media platforms to ensure thay provide you with
si fficient personal protection and limit access by others;

» Cansider all online information with cautlon as there is no guality control process on the internet
and a conciderable amount of information may be inaccurate or misleading; and

Bod yl Mmande O
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= At 30l times respect copyright and intellectual property rights of information you encounter on
the internet, This may require obtaining appropriate permission to make use of informatien. You
must always give proper credit to the scurce of the information used.

Specific Managerial Responsibilities

By their pesition, Managers have obligations with respect to general content posted on social media.
Managers should consider whether personal thoughts they publish may be misunderstood as expressing
the company's 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 anline forum is not the
place to communicate company policies, strategies or opinions to employees,

Enforcement / Progression

Nen-comp lance with the general principles and conditions of this social media policy and the related
Internet, -mail and confidentiality policies may lead to disciplinary action, up to 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 s always appropriate and consistent with your
responsibliities 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 Waming
b. 2™ Instance- Final Written Warning
c. 3™ Instance- Dismissal

Employee Acknowledgement

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

Mame: A Mage O-

A
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Date s February 22, 2018

To +ALL EMPLOYEES CONCERNED

From ¢ Human Resources

Thru : Dperations Manager

Subject . WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

OBIECTIVE

1.1 In contarmity with Republic Act No. BS04 otherwise known as the Philippne
AIDS Prevention and Control Act of 1998 which recognizes workplace:based
programs as @ potent tool i addressing HIV/AIDS as .an internatignal
pandemic problem, this company policy 5 hereby issued for the nformaton
and guidance of the employees in the diagnosis, treatment and prevention of
HIVAAIDS i the wiorkplace,

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

. COVERAGE

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

IMPLEMENTING STRUCTURE
31, iploy Inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of regresentatives from the different diwisions and
departments.
POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
A4.1.1  What is HIV/AIDS?
4.1.1.1. It & & disease caused by & wrus called WV (Human
Immunodeficiency Virus), This virus slowly weakens a person’s
ability to fight off other diseases by attaching Iltsell to and
destroying important cells that control and support the human
Immiane system

4,12, How HIV/ADS s transmitted ?

4121 Unprotected sex with an HIV Infected person;
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4.1.2.2. Feam an infected mother to her child (dunng pregnancy, at
borth through breast feeding);

4,1.2.3, Intravenous drug use with contaminated needles,
4,124 Transfusion with infected blood and blood products; and

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

4.1.3. 14 there a cure?

4131  No However, there are antiretroviral drug combimations that
are avallable when properly used, result in prolonged survival of
people with HIYV. Hollstic care of people living with HIV-AIDS and
comprehensive  treatmenl  of  opportunitic  infecthons  also
dramalically improve quality of life

5. SUIDELINES
3.1, Preventive Strategies
5.1.1. Conduct of HIV-AIDS Education
5111 Whe will corcluset ¢
The Medical Clinic of Iploy Inc_in coordination with the Health and
Safety Committee shall conduct HIV-MDS education to all employees
for free. This shall also form part of the onentation of newly hired
employess, The standardized nformation package developed by the

Department of Labor and Employment (DOLE] may be used for this
purpose

5112, Howwill it bé conducted?
The HIV-AIDS education will be conducted throdgh distribution and
posting of IEC materials; lectures, counselling and traning and
information on adherence to standard or universal precautions in the
workplace

5.1.2. Screening. Dlagnosis, Treatment and Referral to Health Care Senaces

5.1.2.1. Spregning for HIV a5 0 prerequisite to employment i not
mandatory,

5.1.2.2 The company shall encourage positive health seeking behavior
through Veluntary Counseling and Testing.
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5123  The company shall establish a referral system and provide
access to diggnostic and treatmen services for it workers. Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company’s medical clinic staff,

51.74.  The company shall likewise facilitate access to lvelihood
assistance for the affected employee and hisfher families, being
offered by other government agancies,

6. SOCIAL POLICY
6.1 Non-discriminatory Policy and Practices
6.1,1, Discomination 0 any  form  from pre-employment 1o post-
employment, including hiring, promotion or assignment, termination of

employment based on the actual, percelved or suspected HIV status of
an individual is prohitited,

6.1.2, Workplace management of sick employees shall not differ from that of
any other illness.

6.1.3. Discriminatory act done by an officer or an employes against their
co-officer or co-emploves shall likewise be penalized,

6.2, Confidentiality/Non-Disclosure Policy
621 Access to personal data relating to a worker’s HIV status shall be
bound by the rules of confidentiality consistent with provisions of #A

8504 and the ILO Code of Practice

&.2.2. lobapplicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical iMormation

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

6.3, Work-Atcommaodation and Arrangsment

63.1. The company shall take measores to reasonably accommodate
employees with AIDS refated illnessey

6.3.2 Agreements made between the company and employea's
representatives shall reflect measures that will support workers with
HIV/AIDS through Nexible leave arrangements, rescheduling of working
time and arrangement for return Lo wark
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1, Employer’'s Responsibilities

7.1.1. The Company, together with employees/ labor arganizations, company
focal personnel for human resources, satety and health personnel shall
develop, impiement, monitor and evaluate the workplace poiicy and
program on HIV/AIDS,

7.1.2. Provide information, education and training on HIV/AIDS for its
waorkforce.

7.1.3. Ensure non-discriminatory practices in the workplace and that the
policy and pragram adheres (o existing legistations and guidelines.

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

7.15. The Company, through its Human Resources Department, shall see 1o
it that their company policy and program is adequately funded and made
known 10 ali emploveses.

7.16. The Health and Safety Committes, rogether with employees/ labor
arganizations shall jointly review the pelicy and program and continue to
Improve these by networking with government and organizations
pramoting HIV prevention

7.2, Employees’ Responsibilities

7.2.1. The employes's orgarization shall underiake an active role in
aducating and training their members on HIV prevention and control,
Promote-and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose workers to Increased risk
of HIV infection,

7.2.2. Employees shall practice non-discriminatory acts against co-employess

7.2.3. Employees and their organization shall not have access to personne
data relating to a worker's HIV status,

7.24. Employees shall comply with universal precaution and preventive
MEASUNES.
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& IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY

9.1, This Policy shall take place effective iImmediately and shall be made known (o
every employee.

Mk
Prapared by: lo H R Malecio

Human Resaurces

Reviewed by Mfredn F,I\}e}uanlla Ir.

Dltr\'fsmj (,M Fp\ratm-ns

Approved by: Yisroel ¥. Gissinger
CED
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Drate slanuary 1, 2018
To s ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Subject ; WORKPLACE POLICY AND PROGRAM ON TURERCULOSIS (TR} PREVENTHOMN
AND CONTROL
1. OBIECTIVE

1.1.To assist the povernmaent 0 its campaign agamst Tubaredlosis (TB) in compllance
with the Department of Labor and Employment’s Department Order No. 73-05,
series of 2005 - Guidelines for the Implementation of Policy and Program on
Tubercuiosis (TB) Prevention and Control in the Workplace.

1.2.To provide initlatives to prevent the outbreak and spread of tuberculoss in the
workplace, and 1o treat, care, and support employees who become afflicted with
tuberculoss

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

3.1.The campany seeks the prevention of the spread of tuberculosts, as well as the
treatment, rehabilitation, and restoration to work of employees who contract
this disease, To achieve this goal, all employees are strictly mandated to updergo
an annual physical examination with the requisite chest «-ray.

3.2.Mse, in line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include s nature, freguency (occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course [DOTS), and control and management af TH in tha
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 accredited
health provider

3.3.The DOTS is @ comprahensive strategy to conirof TB, and is composed of five
components, which are;

331 Political will or commitment Lo enduring sustained and guality TB
treatment and control activities;

3.3.2. Case detection by Spulum-smear Mictoscopy among  Symptomatic
patlents,
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333 Standard short-course chematherapy using regimens of & ta 8 months lor
all confirmed active TH cases |i.a., smear positive or those validated by the
TB Diagnostic Committee). Complete drug taking through direct
observation by a designated treatment partner, duning the whole course of
the treatment regimuen;

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

3.35, Astandard recording and reporting syslem (that allows assessmenl of case
finding and treatment outcomes for each patient and of tuberculosis control
program’s performance overall

34, Employees must be given proper information on ways ol strengthening their
immune responses against TH infection, e, miommation on good nutrition,
adeguate rest, avoidance of tobacco and alcohel, and good personal hygiene
practices.  However, |t should be underscored that inlensive efforts in the
prevention of the spread of the disease must be peared towards accurate
information on its etiology and complete performance oversll

1.5 Improving workplace conditions

351 To ensure that contamination from TR airhorne particles is controlled,
workpiaces must provide adequate and appropriate ventilation (DOLE
Qcoupational Safety and Health Standards, Q5HS, Rule 1076.01) and there
shall be adequate samitary facilities for workers

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

1.6.Capability bullding on TB awareness raising and training on TR case Finding, Case
Holding, Reporting and Recarding of cases and the Implementation of DOTS shall
be given 1o Company health personnel or the ocoupational safety and health
commitles.

1.7 5ocial Policles:

3.7.1. Mon-discrimination: Employees who have or had TE shall not be
dizcriminated against.  Instead, they shall be supported with adequate
diagnosis and treatrent, and shall be entitled 10 work Tor as long as they are
certiflied by the Company's accredited health provider as medically lit and
shall be restored Lo work as soon as thair iliness s controlled

372, Work Accommodation: Through agreements made  between the
management and the employess, work accommodation  measures to
support employees with TR s encouraged  through  flexible leave
arrangements, rescheduling ol working times, and arrangements for return
Lo work.
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3.7.3. Restoration to Wark: The employes may be allowed to return to work
with reasonable working arrangements as determingd by the Company's
Health Care Provider and/or the DOTS provider,

3. 8. Employee Responsibility

381 Employee: who have symptoms of TH shall immediately seek assistance
from the Company's Health Serviees Provider

3811, Anemployee who has the symptoms of TB |5 required to injtially
wear a face mask (especially while inside the office] and observe good
hygiene practices, at least until declared by o competent medical
practitioners (o be safe fram transmissiaon,

3B1.2 Similarly, for those at risk, Le., those with Tamily members with TB
of those exposed to a co-employee with TH, It would be prudent to
ohserve the same good hygiene practices until declared free from the
disease and safe from transmission

382 Once diagnosed to be with TR, employees shall Immediately seek
treatment either through the Department of Health's [MITS or a- private
physician of the employee's choice.  However, il is imperative that the one
strictly adheres to the course of treatment. Fabling to dutifully observe the
treatment course may give rnse o complications, such as resistance or even
the fatlure of treatment, which may make it harder to treat the infectlon and
result in a longer absence.

18.2.1.  An absence from work due to medical reasons of over six [6]
months may result in the termination of ong's employment as
prowided Tor by the Labor Code of the Philippmes under Art, 284 -
Disease as Ground for Termination.

383 Employees are raquired to undergo an annual compuisory chest X-ray
through the Amnual Physical Examination.  If Tar any reason an employee
fails to secure a chest x-ray at that bme, hefshe shall be directed to secure a
chest x-ray at an accredited clinic by histher respective Infirmary/Health
Services.

3.9.The Company shall ensure that any TB occurrence i Lhe workplace is traced and
that all contacts are clinically assessed, as much as feasible,

3.10, An employee afflicted with TB, who has voluntarly undergone the
treatment and rehabilitation program [(DOTS) prescribed, and who s finally
declared 1o be in a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physican.

311, Employees (those aflicted with the deease or those identified under
contact tracing) who refuse to cooperate and dutifully observe |lawful

#oduso, Mane O 3-10- oy




™ ™

o, & iPloy

Pestameaties Mol it Bunkarnt Paik,
Lk Lily 4p0

instructions (undergo a medical check-up andfor treatment], may be subject 1o
dizciplinary action proceedings for insubardination (the peralty of which may
range up to the termination of one's emplnyment)

4. FROCEDURE

$.1.The respactive Health Services of the Company [and/or the contragted Health
Services Provider) shall coordinate with the Occupational Safety and Health
Center who shall prowde preventive and  techmeal assistance in the
Implementation of the Workplace T Control and Managemaen! Program

1A employee who undergoes the Avmual Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded to company clinic/HRED,
Employees who fail to undergo the requisite annual chest x-ray shall be directed
to secure one at an accredited clinic or by hisfher preferred Infirmary/Health
Services,

4.1 Thase with medical findirigs shall be required to undergo further medical
check-up. All medical records in connection with thes secondy further check-
wp shall be submitted 1o company chnic/HRD and  his/her respective
Infirmary/Health Sarvices

4.2.2. The employee shall then coordinate with comparny clinic/HRD and his/her
respective Infirmary/Health Services for the next steps,

4.3 An employee who & suspected to be alflicted with TR, whether as a direct suspect
ot by rcontact tracing. shall cooperate fully  with  hisfher  respective
Infirmary/Health Services |and/or the contracted Health Services provider). If
the employee tests positive for TH, the employee shall undergo the DOTS
Program Lo its comphetion

= 4|1 the employee needs to undergo a leave of absence 1o recuperate, hefshe will
be allowed to use the appropriste leave hefare hefshe may request to be
pormitted to go on a Leave of Absence without Pay (LOAL

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

44.2. The Unit concerned shall ensure that the requisite procedures are
observed by the amployes and that the company clinic & duly infarmed.

£5 An emploves may be allowed 1o ga on a medical leave of absence [without pay)
Toor a maximum period of sie (6] months, The concerned employee shall subomit
an application for a leave of absence before poing on leave.  Said leave
application shall be subject o approval at the sole discretion of the Company
Managemant

4.5.1. Thesame procedures ander 4.2 1 to 4 23 shall be abserved,
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4.6 After treatment, with a maximum penod of s (6} months on leave [without pay),

an employas found 1o Be cured of in a non-communicable slage of TB may be
aliowed back to work, provided that the emplovee’s health shall continee to be
monitored duning the annual physical examination with the requisite chest xray
or as may be desmed necescary by the Unit Health Services [Infirmary) or
cantracted Health Services provider

4.7 The employes returning to work shall be required by the Managemenl to secure

a medical clearance lrom a medseal doctor chosen by the Campany belore beang
allowed to retum to work

4.8. The HRED will inltiate disciplinary proceedings against any employee found 1o have

discontinued treatment in defiance of medical advice, or who refuses to undergo
the full treatment course prescribed.  Likewise, employees who are ordered to
undergo a check-up due 1o contact tracing but refuse to do so will also Face
disciplinary action proceedings. 10 both cases, the magimum sanction applicable
far insubordination will be the termination of one’s employment, if it s deemed
warranted

MPLEMENTATION AND MONITORING

3.1.The Safety and Health Committes or its countirpart shall periodically monitor and

evatuate the implementation of this Paficy and Program

ZFFECTIATY

2.1, This Policy shall take place effective immediately and shall be made known to

every employee

Approved by: Yisroel Y, Gisdnger

CEO

Bode mafe o F-lo =01




Py miprm Aoad Ceb Binsees Pars,

fopank ol @lPlo

e |H‘l

et City 5000

Date : February 22, 2018

To s ALL EMPLOYEES CONCERNED
Fram : Human Resources
Thru + Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

. OBIECTIVE

1.1 0ploy Inc. s committed (o conform 1o the estabhshed standards assurance of
customer satisfaction, protection af eur environment and health and safety in
the workplaces

1.2. The company promotes and ensures-a heaithy environmeant through its various
health programs to safepuard (ts employees. And as part ol the company's
compliance to DOLE Department Advisary Mo, 0%, Semes of 2010 (Guidelines for
the Implementation of a Workplace Pohioy and Program on Hepatitis B), this
Program has been developed, This program is aimed Lo address the stigma
attached to hepatitis B and to ensureé that the employees’ right against
discrimination and confidentiality s maintained

1.3.This guideline s Tormulated for everybody's information and reference for the
diagnosts, treatment, and prevention of Hepatits B, This will inform (he
employees of their rele as well as the company in dealing with Hepatitis B. A
haalthy environment encompasses a good working relationship and great output
for continusous business grawth.
COVERAGE
2.1.This Program shall apply to all employess regardless of their employment status.
POLICY STATEMENT
A1 implementing Strugiure
3.1.1. Iploy Inc. Hepatitis B warkplace policy and program shall be managed by
ks health -and safety committee. Each divison or department of the
Company shall be duly represented
3.2.Guidelines
121 Education

32.11. Hepatitis B shall be conducted through distribution and posting of
IEC malerials and counselling andy or lectures; and
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3212 Hepatitis B education shall be spearheaded by Iploy Ine. Medscal
Chinic i close coordination with the health and safety commintee.

3.2.2, Preventive Strategies

1221 All employees are encouraged (o be immunized against Hepatitis
B after secufing clearance from ther physican

3.2.22  Workplace sanstation and proper waste management and disposal
shall be monitored by the health and safety committes on a regular
basis.

3223 Personal protective equipment shall be made available at all times
for all employess: and

3224,  Employees will be given training and information on adherence to
standards or wrniverzal precautions in the workpiace

4. SOCIAL POLICY
4.1.1.1 Non-discrimiriatory Palicy and Practices

41111 There shall be no discomnation of any loarm  against
employees an the bass of thelr Hegatitis B status consistent with
the international agreements an non-diserimination ratified by
the Philippines (ILO C111). Employees snall not be discriminated
against, from pre to post employmentl, ncluding  hiring,
pramaotion, of assignment because of their hepatits B status.

41112 Workplace management of sick employess shall not differ
from that of any other liness, Persons with Hepatits B related
ilinesses may work for as lang as they are medically Fil to work

4112 Confdentiahity

41121 Job applicanis and employess shall not be compelled to
disclose their Hepatitis B status and other related medical
infarmation. Co-employees shall not be obliged 1o reveal any
persanal information about ther fellow employees. Access to
personal data relating Lo employes's Hepatitis B status shall be
bound by the rules on conlidentiality and shall be stricily limited
to medical personnel ar i legatly required

4113 Work-Accammadation and Arrangement
41121 Thie company shall take measures too reasonably

accommodate employees who are Hepatitis 8 positive or with
Hegatibs B - related linesses.
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41132 Through agreements made beiween management and
empioyees’ representalive, measures o support employees with
Hepatitis B are encouraged to work throogh Nexble leave
arrangements, rescheduling of working time and arrangement for
return to work,

4.1.14.  Screening, Diagnosis, Treatment and Relerral 1o Health Care
Services

41141, Thir company shall establish a referral system and provide
access Lo diagnostic and treatment services for its emplovees for
approptiate medical evaluation/ monitoring and managemeni.

41142 Adherence to the guidelines for healthcare providers on
the evaluation of Hepatitis B positive employess s highly
encouraged

4.1.1.4.3 Screening for Hepatitis 8 as a preraquisite to employmern|
shall not be mandatory

4115  Compensation

41151 The company shall provide access to Social Security
System and Employess Compensation benefits under BD 626 10
an employee contracted with Hepatitis 8 infection in the
performance of his duty

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

51111 Mansgement, together with employees’ organizations,
eomparty focal personnel for human resources, and safety and
heaith personngl shall develop, implement, monitar and evaluate
thie workplace policy and program on Hepatitis B,

51112 The Health and Safety Committes shall ensure that their
company policy and program s adequately funded and made
known 1oall employees,

5.1.1.1.3. The Human Resources Department shall ensure that their
palicy and program adhere (o existing legislations and guidelines,
including provisions on leaves, benefits and Insurance

51114 Managemenl shall prowide information, education and
training on Hepatitis B for its workfarce consistent with the
standardized  basic information . package develaped by the
Hepatitis B TWG, o not avallable within the establishment, then
prowide access 1a informaton
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51115, The company shall ensure non-discrim|natory practices in

the workplace.

5.1.1.1.6, The managemeant together with the company focal

personnel for human resources and safety and health shal!
provide appropriste personal prolective equipment to prevent
Hepatitis B exposure, eéspecially lor employess exposed to
patentially contaminated biood or bady fluid.

51.1.1.7 The Health and Safety Commiltee, together with the

employees’ organizations shall jointly review the policy and
program for effectiveness and continus 1o Improve Lthese by
networking  with government and organizations  pramoting
Hepatitis B prévention

51114 The company shall ensure confidentiality of the health

status of its employees, including those with Hepatitis B,

51119, The human resources shall ersure that acoess to medical

5112

records is limited to authorized personnel,

Employess Responsibiities

1131, The employess’ organization s required (o undertake an

active rale in educating and tralning their members on Hepatitis
B prevention and comtrol. The IEC program must also alm at
promoting and practicing a heatthy lifestyle with emphasls on
avoiding  high risk behavior and other risk factors that

expose employess to incressed risk of Hepatitis B
Infection, consistent with the standardized basic information
package developed by the Hepatitis B TWiG

N W e Employees shall practice non-discriminatory acts agalnst

co-employess on the ground of Hepatilis B stalus.

51123 Employees and thair arganizations shall not have access to

personnel data relating to an employee's Hepatitis B status, The
fules of confidentility shall apply in careying oot ymnion and
arganization functions.

5.1.1.2.4, Employees shall comply with the universal precaution and

the preventive measures.

£.1.1.25 Employees with Hepatits B may inform the health care

prowider or the company physician on their Hepatitis B status,
that Is, If their work activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive at risk
far aggravation,
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6. IMPLEMENTATION AND MONITORING

6.1.Within the establishment, the impiemerntation of the policy and program shall be
monitored and evaluated periodically. The satety and health committes or its
counterpart shall be tasked for this purpose.

7. EFFECTIVITY

7.1.This Palicy shall take place effective immediately and shall be made known to
BVETY emploves.

Aparaved by: Yisroel ¥, Gissinger
CED
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Date : January 1, 2018
Ta L ALL EMPLOYEES CONCERNED
From : Human Resources

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

1. OBIECTIVE

11

1.2

in compliance with Article W of Republic Act Mo, 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Departrment Order Moo 53-03, senes of 2003
{Guidelines for the Implementation of a Drug-Free Workplace Polices and
Programs for the Private Sector), Iploy Inc. hereby adopts the following
palicies and programs to achleve a drug-free workplace,

Company policy |5 to maintain a workplace free of llegal drugs. To ensure
that the objectives of the company's corparate policy are met, the company
is implementing this drug-free program. The program will have the following
elements:

4. COVERAGE

4.1

This Program shall apply to all employeas regardless of their employment
status

3. POLICY STATEMENT

il

.32

3.3.

34

Thie use, possession, salicitation for, or sale of dangerous drugs on company
pramises or while performing an assignment.

Being impared or under the influence of dangerous drogs away from the
company, if such mpaitment or influence adversaly affects the employee’s
work perfermance, the salety of the employee or of others, o puts at risk
the company's reputation,

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

The presence of any detectable amount of dangerous drugs in the
employee’s system while at work, while on the premises of the company, or
while an company business, "Dangercus Drugs” Include those listed in the
Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as
amended by the 15972 Proiocol, and in the Schedules annexed (o the 1971

Bedo Mane O o-wad




L —~

-
Ll
ek Fanr MSY Tewer
Fiptay Sy

Frousiniis fooad Db @us e Mar,
Cinles Doy G000

Single Convention on Psychotropic Substances as enumerated in the
attached annex of RA, 9165

4. MANDATORY DRUG TEST

q1.1

4.2,

4.3,

To ensure that only these qualified shall be screened and recrulted to prevent
the detrimental effects (e.g. lower productivity, poor decision meking,
increased pecidents, more compenrsation cioims, ond reduced team efforr)
which drig use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

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

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

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

4.3.2. FOR-CAUSE TESTING: The company may ask an officer/employee to
submit to a drug test 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 drugs on or about the employee’s person or
in the emplayee's vicinily, tnusual conduct on the employee's part that
suggests impairment of (nfluence ol drugs, negative performance
patterns, or excessive and unexplained absentesism or tardiness,

4.3.3. POST-ACCIDEMT TESTING: Any officerfemployes involved in a “Near-
Miss™ incident or "Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test.
As defined herein, “Near-Miss” means an incident arising from or in the
course of work which could have led to Injuries or fatalities of the
workers and/or considerable damage 1o the employer had it not been
curtailed.  “Wark Accident” refers to unplanned or unexpected
oecurrence that may of may not resull in personal injury, proparty
damage, work stoppage of Interference or any combination thereol of
which arises out of and in the course of employment

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

bodog " made O Flo-2p29
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the level of care and administrative interventions that can be extended
to the corcerned employes.

435, Iploy Inc. shall inform the officer/employes 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

51

5.2

=3

5.4,

. An officerfemployes who, for the lirst time, s found positive of drug use,

shall be referred for treatment and/or rehabilitation in a DOH accredited
center, For this purpose, Iploy Inc. shall provide a list of at least three (3)
accredited facllities which an employes who was tested positive for drugs
may choose from

Fallowing rehabilitation, the company's Aswessment Team, in cansultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the emplover the resumption
of the employee’s job if he/she poses no serious danger to hisfher co-
employees andfor the workplace.

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

Repeated drug use even after ample opportunity for treatment and
rehahilitation shall be dealt with the corresponding penalties undar RA, 9165
and is a ground for dismissal.

6. ADVOCALY, EDUCATION AND TRAINING

6.1

6.2

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

All officers and employees are required to undergo an onentationfeducation
program before assumption of their respective duties. The program shall
include the following topics:

6.2.1. Salient features of B.A, 9165;

6.2.2, Adverse effects of abuse andfor misuse of dangerous drugs on the
person, workplace, family and the community;

Bedoio Wafy 6. o -1
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6.3

6.2.3. Preventive measures against drug abuse; and

6.2.4, Steps to take when intervention is needed, as well a5 availlable services
for treatment and rehabilitation

To encourage all officers and employees to lead a healthy ffestyle while at

work and at home, |ploy Ing, undertakes 1o conduct the following activities as

often as possible

G.3.1. Ufestyle assessment programs  on health  nutrition, weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk dieases;

6.3.2. Health weliness screenings (eg. blood pressure and heort rote,
chaolesteral test, blood glucase, et ],

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

6.3.4.  Other activities promoting health and wellness,

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

1,

7.2,

T3,

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

Iploy Ing, shall maintain the confidentiality of all information refating to drug
tests or to the identification of drug users in the workplace, exceptions may
be made only where required by law, in case of overnding public health and
safety concerns; or where such exceptions have been authorized in writing by
the persan concerned,

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

8. COMNSEQUENCES OF POLICY VIOLATIONS

a.1.

Ay officer or emplovee who uses, possesses, distnbutes, sells or attempts to
sell, tolerates, or transfers dangercus drugs or otherwise commits other
unlawful acts as defined under Article | of RA 9165 and its Implemeanting
Rules and Regulations shall be subject to the pertinent pravisions of the said
Act,

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

dealt with administratively in accardance with the provisions of Article 282 of
Book VI of the Labor Code and under BA 9165

Bodo mang. o, F-lo - ol
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9. IMPLEMENTATION AND MONITORING
§.1.1. The implementation of these pohoes and programs shall be monitored
and evaluated periodically by management 1o ensure a drug-free
workplace. For this purpase, an Assessment Team shall be constituted in
actordance with 0.0 53-03

10 EFFECTIVITY

10.1. This Paolicy shall take place effective immediately and shall be made
known to every emoloyes,

11 ATTACHEMEMNT

11.1, Drug-Free Workplace Palicy and Program Acknowledgement

Prapared by: 1 H %elacm

Human Resources

Reviewed by: Alfrd';;u P, arillo Ir
Diree\lflrnf.ﬂ rytions
L

Approved by Yisroel ¥, Gissinger
CEQ

Bodoro, : ANt B J-Lo-1mo1M
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Drug-Free Workplace Program Acknowledgernen|

| hereby acknowledge that | have received and read lploy Inc. Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or atfect a drug test and a list of
local Employes Assistance Program providers or lecal drug and alcohol treatment
pregrams. | have had an oppartunity to have all aspects of this material fully explained. |
also understand that | must abide by the Program as a condition ol initial and/or
cor tinued employment, and any violation may result in disciplinary action up to and
inc uding termination

I also understand that during my employment | may be required 1o submit to testing far
the presence of drugs or alcahal in my body, | understand that submission 1o such lesting
is & condition of emplayment with [Company|, and disciplinary action up to and including
termination may result if:

1) | refuse Lo consent to testing.

2] I refuse toewecute all forms of consent and release of liability that are usually and
reasonably associated with such oxaminations.

3] | reluse to authorize release of the test results to the company,

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

5 | otherwise violale the policy

I al50 recognfze that the Drug-Free Workplace Palicy and refated documents are niot
intended 1o constitute a contract between Iplay Inc. and me.

The undersigned further states that hefshe bas read and understands the above
acknowledgement and Signs belaw af hisfher awn Tree will,

i) 2024

DATE

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

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

L1 The following policies and procedure are hereby issued by Iploy Inc. to

prevent sexual harassment in s workplace and to provide the procedure for
the resolution, settlement and/or disposition of sexual harassmenl cases,

2. COVERAGE

2.1

This Program shall apply to all employees regardless of thelr employment
status

1 POLICY STATEMENT

1.1

3.2

33

3.4

Iploy Inc. believes that employees should be afforded the opportunity to work
in an environment free of sexual harassment Sexual harassment Is a form of
miscanduct that undermines the employment relationship, No employee,
cither male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual overtures or conduyet.

Sexual harassment refers to behavior that is not welcome, that is personally
offensive, debilitates morale and, therefore, interferss with work
effectiveness, Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests lor sexual favors, and other sexually
eriented conduct which s offensive or objectionabile to the reciplent,
including, but not limited 1o, epithets, derogatory o sUggestive commenits,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

Iploy Inc. will not toleeate any Behavior that ameunts to sexual harassment
and any officer or employee found 1o have committed sexual harassment
shall be subjected to disciplinary action, up to and including dismissal,

DEFIMITION 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 sexual
harassment in workplace 15 committed by an employer, employes, MANAger,
supervisor, agent af the employer, or any other person whao, having authority,
Influence or moral ascendancy over another in a work environment, demands,

-to - 034 Bodurb, Made O
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ires or otherwlse requires any sexual favor from the other, regardless of

whether the demand, requests or requirement for submission is accepted by
the object of sald Act.

In & work-related or employment environment, sexual harassment is

committed whan:

ER

3AL

343

The sexual favor 5 made as a condition in the hinng or in the
employment, re-employment, of continued employment of  said
Individual, or in granting sald individual favorable compensation, terms of
conditions, promaotiong, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discniminate, deprive or diminish  employment
opportunities or otherwise adversely affect said employee;

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

the above acts would result in an Intimidating, hostile, or ofiensive
environment for the amployee.

15 WHERE SEXUAL HARASSMENT 15 COMMITED

Sexual harassment may be committed in any work or training environment. It

may

3,5.1

3.5.2.
3.5.3.
1.54.
3.5.5.

3.6 FOR

include, but are nat limited to the following:

Inor outside the office bullding or training site;

at office or training-related social functions:

in the course of work assignmeants outside the office,

at work-related conferences, studies or training sessions; or
during work related travel

M5 OF SEXUAL HARASSMENT

Sexual harassment may be committed in any of the following forms:

161
3.6.2,
3.6.3.

164

Cwert sexual advances)

Linwelcome or improper gestures of affection;

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

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

F-w -t Bodb 5o mant, O
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WHAT 15 NOT SEXUAL HARASSMENT

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

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide (15 officers and employees 3 work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employecs must Interact in
the course of their ermmployment in Iploy Inc. Sexual harassment is 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 corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4, PROCEDURE

4.1

4.2

. COMPLAINT PROCEDURE

4.1.1. Any officer or employes, who expariences or witnesses any act of
sexual harassment in the workplace, shall report the same immeadiately
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 passible, the identity of the officer or
employee shafl remain confidentlal and that of any witnesses and the
alleged harasser will be protecteéd against unnecessary disclosure When
the [nvestigation |5 compieted, all parties will be informed of the
outcome of the investigation.

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

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

who brings a complaint of sexual harassment or who speaks as a witness
i the investigation of a complaint of sexal harassment

bedeco fTWa  Mane o T10- 42
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4.3, WRITTEN POLICY

431 Al officers and employees of |ploy Inc. shall receive a copy of the
company’s sexual harassment policy upen assumption of their respective
offices. It at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum. I
Iploy Inc. should amend or modify its sexual harassment policy, all
officers and employess will receive an individual copy of the amended or
madified policy.

5. CONFIDENTIALITY

5.1, At the commencement of the investigation procedure at the Committes,
starting from the filing of a written complaint, or the manifestation of an
abjection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictesi confidence, It is the intention of Iploy Inc. that nghts of the
partles, especlally the innocent ones, are protected. At the same time,
however, dignity and honar shall be preserved for all the parties concemned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper

6. EFFECTIVITY

B.1. This Policy shall take place effective immediately and shall be made known to
EVEry employee,

|'I:|

Prepared by: ning R i

Human Resources

Reviewed by

Approved by: Yisrosl ¥, Gissinger
CEQ
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUIAL

HARRASMENT POLICY
Name Position in Establishment

Cha rman; Alfred Camarilic Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff

Ma. Blesila Vestil CSR - Phane

Junamel Brigoli CSK - Phone
Submitted by: B & Wane O o] o

Yisroel Y, Gissinger
CED
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DATE 1 April 3, 2018

To - ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTIVENT

THRL . QPERATIONS MANAGEMENT

SUBIECT ! MEMD: RESTROOM GLIDELINES

Iploy nc. provides unisex restrooms available so that employees can use them when they need
to do so. One is located inside the oparation floor and second i in the hallway outside the
operetion floor. However, those who are uncomfortable, has ssue with the unisex restroom,
we hive a separate single, private restroom avallable for use.

Moreaver, any employes with concern/issue in using the unisex restroom pleass visit Human
Resources office to get door access pass. Office securnity, Log in and Log oul procedure shall
apply

Furtharmore, it is assential that all employess should comply and ohserve the restroom
etiquette:

Knock if the cubicle appears to be occupied, Don't peek under the doors
Lack the cubicle door when you enter

¢ Stand close enough to the pan or urinal o yous don't wet the seat, walls or
flnar

s Flush the toilet atter use and wipe ofl the toilet seat for the next user

* Paper towels go i the trash can, not on the floar or in the tollet bow!

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

s Pliase use waler and paper towels conservatively

For yeur information and guidance,

Huma" Resources

Waoted by

Bodoss W2 Wafe o- |to] wid
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February 27, 2018

To : ALLEMPLOYLES

FROM ' HUMAN RESOURCES DCPARTMENT
THRL! H OPERATIONS MANAGER

sSumccT

OFFICE SECURITY, LOG IN AND LOG OUT FROCEDURE

The following Is Issued Lo onsure the effective
employees on office sttendance and punctuality
To ensure effective Implementation and monitoring of

enforcement and strict observance of all
office security

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

2. Employees are allowed to be in
their scheduled time

3. Bags and/or personal items shoul
the production area

4. Once an employee logged in and Inside the production area, they can no longer go
outside until their 1% proak

Employees are only allowed to stay in the office for thirty [30) minutes after their shift,

unless authorized or has approval to extend their time

B. 2antry, recreation room and locker
zheir RF ID to access these rooms

7. Yo tallgating

8. Zmployee ID and RF ID should be worn

amployee

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

“mployees who leit/lost their 1Ds will gettemporary 1D from HR and will be dealt with

according to our code of conduct and discipline,

11, Submit self to magnetic wand sean ning with the security personnel

12. Only water in a clear container is allowed in the operation area and recreation room

side the office and to Log in thirty (30) minutes before

d be left in the locker before longing in/going inside

should be closed at all times, employees must use

at all times, lost RF 1Ds will be charge to the

8.
10.

For guicance and strict compliance,

lo ljlﬁlr;nfr’ml ;i\.[mgg;g

Hurman Iesources

MNoted by:

CoMede U0 o]y
e | Scanned by CamScanner
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DATE - November 17, 2021

TO E ALL EMPLOYEES

FROM : HUMAMN RESOLURCES

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

*  OHE LOCKER OMLY per employee. NO sharing of lockers,

« N storing of perishable foods/leftovers inside the locker.

# Proper sanitation ks strictly observed (E.G. No storing of unwashed containerss/mugs/utensils, etc.)

& N transferring of lockers. Transferring of lockers is subject to approval.

*  Chaecking/audit will be done from time to time and once unassigned lockers are being used, they
wll be forced open, and the company will not be liable for padiock replacement nor
reambursement.

+  Any sort of action that may result In damage to property Is strictly prohibited. This includes but is
ot limited to graffit/vandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs" knowledge or consent, etc,

*  Trecompany will not be lable 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.

= Trecompany is not responsible for loss or missing itemns due to the owner's negligence,

* Fcroed Open Request due to lost padiock key or forgotten password/code should be submitted a
dzy prior and will be subject to avallability of the balt cutter,

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

#  NOLOITERING Inside the locker room

¢ Unassigned Lockers with cable ties should not be apened,

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

This Memarandum shall take effect on Movember 22, 2021,

Fallure ta zomply will be dealt accardingly.

Prepared by: Moted by;
L ] i
Carlos Gotlong Alfredo
& Relations Specialist General Manager Direct rations

I have read, understood, and agreed to comply with the foregoing policies, rules and conditions
governing the iPloy Locker Policy,

e 0 [ -(0- 2074
ture Over Printed Name/Date
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[SATE ! April 3, 2018

To B ALL EMPLOYEES

FROM i HUMAMN RESDURCES DEFARTMENT

THRLU DPERATIONS MANAGER

SUBIECT : MEMO: CALL IN FOR OUT OF OFFICT

tn order to properly monitor aut of office employess, a new process to call indreport absence will
be imp emented effective Manday, April 9, 2018,

Guidelives;

L In cases of late and/or absences, employes should report to Human Resources through
SMS or Call via HR hotline: 091 7-709-7074
2. Notification should cantain the follawing information
4. Complete (real) Mame
b Gepariment
€. Team Leader
d. Callin for: (Whole day Absent, Half-day Absent, Late)
& Heasan
3. HR will be the orie 1o send notification to Operations Management
4. Nocall in should be communicated through Team leads or any other emplovee. 1t should
ae done by the emplovee or higs/her ralativisg
5. Motification should be at least 1wo {2 hours before the emplovea’s shift
b.  fan employee is advised 1o rest/confined in the hospital, nurmber of rest days as advised
3y the physician should be indicated. Otherwise, employes must send notification daily
7. Zallure to notify will be tagged as No Call, No Show and/or unscheduled absence and will
ae dealt with according to our Code of Conduct and Discipling

Far you- guidance and strict compliance

Bo fa Made o [F-lo-dend
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February 1B, 2020

Ta i ALL EMPLOYEES

FROM I OPERATIONS MANAGEMENT

SUBIECT H ATTEMDANCE BONUS 2020

As we end the year 2019, iPloy would like 1o set clear key procedure: and palicies, This memorandum serves as
reminder to be followed:

BAYROLL

1. Immaculate Attendance Bonus is for employees with perfect attendance. Employes should NOT commit any
schedule devistions like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in - out tar
braaks will alse disgualify the employes. No walvers will be ghven,

2. Tardiness, Undertime and Over breaks will be deducted from the amployes's pay.

3. Employess who tendered their resignation before the release of the Sign On Banus (First Hall or Second Half) will
MO lenger be eligible to receive it

#, Employees cualified for the Sign On Bonus (First Hall or Second Half) will receive it on the 30" of the succeeding
manth fram el gibility.

5. Eligibility for the annual merit increase ks based on oversll perfermance and management discretion, Pay our is
al managemer t's discretlon,

L. When must the medical certificate be dated?

. 1 day absence — the medical certificate must be dated on the day of absence or the nextday. I the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows - at the latest, It
cannot be dated on the day that the agent i3 to report back to work.

- 2 days absence - the medical certificate must be dated an the initial day of absence or the next day, If the
absence falls cn a Thursday, the medical certificate must be dated sither that Thursday or the next day — at the

latest, It cannet be dated on the Saturday that immedintely fallows ar that Monday that the agent is (o report back
o work

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

o Ex: It the agent is absent on a Friday and the medical certificate ststes advised to rest for 3 days,
that is Inclusive of the day of absence that the agent ook to rest plus Saturday and Sunday —the agent must be back
to work on Menday,

B iz mane 0 - [3r10-024
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4] I the doctor prescribes rest, the medical certificate must include the number of days of rest, The
advice to rest cannol be antedated.
o There must be a fit to work date.
& The only exception to the Meical Certificate date guidelines is If the employee has been
hospitalized,
VACATION LESVES

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

2. Employee maist gxactly have the eormesponding credits for the regquist ta be approved.
1 cradit = One Day
.5 credit = Half Day

3. Employes with perect attendance 60 days from the requested VL date will be given priority In the approval of
leavies, This is & way of rewarding employees with perfect attendance.

4, The company and client have the right to disapprove leave requests and cancel approved laaves for those
employess whe committed unscheduled absances on the prior month and an the current month of the requestad
thme off including poor attendance records, bahavioral and praductivity [4sues.

haoted By: Approved By

IAY GISSINGER
HR Supery Chief Executive Officer
Director of Operations

Bbdo  Mane o ff-w'mw
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Date : Nowember 17, 2021
TO : ALL EMPLOYEES

From ¢ HUMAN RESOURCES DEPARTMENT
Subject : RE: SICK LEAVE POLICY

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

1. Emplogees are required to notify the HR hotline number (0917-709-7074) and/or send an email to
hri@iploy.com at least two (2) hours before the empioyee's shift (following call-in procedure) and/or
within 2£ howrs from the first day of absence,

2. Emplo see may use sick leave for absence due to the following reason:
«  Employee's lliness or injury,
* Eereavement leave/s
*  Emergency leave/s
*  Fower Outage/Internet Outage (for temporary Work from Home set-up)

3. Employee must file the incurred sick leave in HRweb within 48 hours. Failure to file the sick leave
an the given hours will be farfaited,

Note: No more Manual filing of Sick Leave except if the employee was hospitalized and/or
quarantine due to COVID-19,

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

» At the discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated fram 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 ta
Wark)

¥  Blacklisted Doctors and elinics’ will not be honored. [Please refer to the
Blacklisted Clinic/Physician Memo)

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

+  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., VECD, CEBECO,
MECO)

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

5. Any unsuthorized sick leave will subject the employee to disciplinary action, 5L is unauthorized
under the following circumstances:
*  The employee failed to inform the immediate superior or HRD about his/her absence due to
[liness unless fully justified.

bod s Mare 6. fi-rc— 1014
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* | sickness claimed is fictitious or non-existent,

6. The erplayee or his/her representative must inform his/her immediate superior or HR I an
extension of 5L will be needed to recover from the sickness. & medical certificate must be submitted
before the expiration of the 5L, 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 Memarandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by:

Moted by:

Mﬁum Angelo Manal carlos Gotlong
Diredgor, Operatipns Operations Manager “General Manager

Podo ‘Mare o, ,-’l-lﬂﬂuﬂ
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Date - Movember 12, 2019

To i ALL EMPLOYEES

FROM i HUMAMN RESOURCES DEPARTMENT

THRU H OPERATIONS MANAGER

SUBIECT N 555 SICKNESS CLAIMS =5 CALENDAR DAYS

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

A member ks qualified to avall of this banefit if:

L. ke s unable to work die to sickness or injury and confined either in a hospital or at home for at
least four (4) days;

2, be has paid at least three (3) months of contributions within the 12-month period immediately
before the semester of sicknass ar injury;

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

4. He has notified the employver or the 555, if unemployed, voluntary or salf-employed member
regarding his sickness or injury,

Failure te submit the decuments within the prescribed period will free iPloy from any labllity of their
claims,

For your guidance,

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

Sinceraly,
Marishka iHla
Human Re 1]

Bodo Mang (- I}*u— Y
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DATE : October 4, 2023

TO X ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This s in reference to the previous memo sent out |ast December 9, 2022 regarding the above-
mentioaed sublect. We are updating this memo adding more elinics and/or physicians that are
considered blacklisted and medical certificate/documants issued by them will not be accepted. In the
event tiat the emplayee submits any of the med certs under thesa clintes/Physicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Diselpline,

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

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Dae Diagnostics

Gaudioso Montecilio Ir., MO

Now Serving

Dr. Guian Darnell Sumallneg

lﬂ Tambut Medical Clinle

11. Clinles/Physiclans without complete contact detalls such as but not limited to the fallowing:
11,1 Doctor's name

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

11.5 Diagnosis

11.6 Recommendation

11.7  Fittowork date

LR I I

Mew Clinics added:
12. Znad Clinle
13. 3lng Clinic
14, Sla Clinic
15, Yeloso Clinic
16, 2r. Paola M. Apuli
17. _ourdes D, Sasoy, MD

When providing medical certificates for absences, ensure the following:
1. The certificate must be issued on the day of the absence or the day after,
2. Strictly follow all instructions provided in the recommendation. Proaf of compliance, such as
a receipt for prescribed medications and laboratary results, may be requested.
3. HR/Clinic will validate all medical certificates, including fit-ta-work certifications. Remember
that no fit-to-work certificate will be denled antry,

pedoio S Mane D- Iq-tn-w:ﬂ
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4, Do not make erasures on the decument. Any correctlons made must be counter-signed by
the attending physician,
5. Ensure that the soft copy {sent through email} matches the original copy submitted to HR.

Please be aware that the fellowing concerns may render a medical certificate invalid and unacceptable:

Mo consultation date specified.

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

No contact informatioh displayed In the medical certificate.

Absence of physiclan's name and license number,

Phane numbers listed in the medical certificate are incorrect and/ar unable to be verifiad or

contacted,

Medical certificates with inconsistencles or discrepancies determined by HR/Company

Murse/Company Doctor to be questionable,

1. The clinic/physician does not facllitate phone validations for the issued medical certificate,

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

o e

£

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

are constantly Improving since the pandemic hit, therefore, we will no longer accept consultation

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

Should vau have questions ar clarification regarding this, please do not hesitate to send us an emall

at er@iploy.com.
For strict compliance.
Prepared by:

Emplayee Refations Supervisor

Moted b
oo i
ilia elo Ma
HR Manager hia r Operations Manager

Bodpspoitfla mare o I'i-m-lu:'-l
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Data t Movember 30, 2022

To : ALL Employees

FRCM i Hurman Resourcas Department

SUEJECT 1 VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sidk Leave conversion will be released on December 15, 2022
payaut. In this connection, sl remaining 5L credits are to be convertad thus, SLapplicatlon is no longer
allowred untll the end of the year.

As for the Vacatlon Leave (VL) comversion, all unused VL credits will be refeased on the 30" of Decamber
2022 All employees can plot a V0 reguest until December 8, 2022 OMLY, The actual VL dates will cover
onl= until Aprll 30, 2023, Kindly take note of the reminders below in reference to filing of VL

¢ No retraction of approved Vis. IF the employes reports for work on the actual YL date, the VL
willl not be refmbursed and will be voided.
Mo rescheduling of VL onca approved.
VL date should nat fall on & local holiday otharwise fortaitad.

Motz: Approval of VL requeests will be on or before December 14, 2022,

Furrharmaore, If the employes reigns o gets separabed from the company efther voluntary or Inveluntary,
all evaitable VL credits will be farfelted and will not be part of thelr last pay if;

=  Employee flled an immediate resignation andfor failed to provide a 30-day notice,

«  Employee went on Absent Without Offlcial Leave [AWOL)

@ Employes Incur any leave, absences, and/or any form of terminal lnsve within the 30-day notics
period with the exception that the employee provided a valid documentation such as but not
liritad to hospitalization due o sickness, accidents, ar contagious dissases.

= Employes incurred more than four (4} hours of accumulated and/or total late/undertime within
fthe 30-day notice.

= Employee will have issues with performance including but ot limited to quality, productivity, &
client escalation within the duration af the 30-day notice.

@ Incurred any behavioral infraction such as but not limited to Slesping, Browsing Unredated
Websites and ate.

Furthermere, 5L and YL conversion maybe subject to tax, Should you heve questions pertaining to this
mara, feel free to reach out to our Accounting personnal at Accounting@@iploy.com,

Sz

- - -

‘h‘.

HR Manager Accounting Manager

Moted by:

&

Opeeations Manager nﬁw n?gpe.re;:um

Appmoied by

CED
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ecember 17, 2019

To | ALL EMPLOYEES
FROM | CPERATIONS MANAGEMERT
SUBSECT 1 CLEANSING PERIOD

Py Staffirg Solutions belioves in grving employecs snough room Tor unpeavernent 1o straighten oul
emphoymen 0 regards to complianee 1o our compsmy's Coce of Cordfuct, The aim of this approagh & to belp
mativale e ployeas rectify passed offenses and start anow.

Cleansing Periad perfains 16 the tme when an emgloyes who has been subjected o a Cisciplimary Action (4]
I Erpected o anpeove pevformance. dmpke Drie s glven 1o correci tmproper behavior and refrain from
commitbing any othar infractians.

I an employee does ot commil the same inlraction lor the apecilind cleansing persod, the progeession of the
disciplinary i et will slide back 1o g lowel depending on s type. Please veler 1o table baelow

Behaviora - i!_ =

The countingal the Cleansing Period will stirt based on the date when U8 was decided upsn. Al document alions
frar infractiors will still bie kept in thie Cmployee’s 200 $ie regardiess what period of PisarE i,

Fhe Cheansing Period 1s effective January 1, 2020 covering D8 b mantha and obder

Sincenely yours, At By
il

Al A TAY GISZINGER

Crprationse anager Cheel Foevint bye Qg

Bodose AW More 0. |3 -19-2024




on what bs expectesd of is” empiovess Lo conduct during the sntire ernploymenit bere in (Floy,

1L The right o b discipline and discharpe employess for just and propes causes s maregement’s
prerogative enshined from the 1387 Philinpine Constitugion.

i Faimes and justios shall always govern the impesiion of dacplirany agtiond. Exiting Labor
!giigai Ehways b cheerved.

Bodes «

#rg lencr prasntend . =
[T - ‘—n
Do ity B008
incident Roport will be submitted to Hurar Resouroes |HR) withen 3 working days from
the clate of the isdident
Hurrum Resounces will 2z 2 Nodios 1o Beplasn (NTE] 10 the eeniitryves wishin 3 wirking
oAy,
Direct Suparicr thauld coach the employss within 5 werking diys o the iwaance ol
fhe NTE.
i Ceaching Form and Wrinen Explenstion of the sy thould be submiltied within§
werking days from the issance of B HTE.
5 HA will e Nolice of Dechion with or without sanchions within 5 days from the receipt
of the Coacking Ferm and Writteh Explanaties,
. Tadune o provide Witten CeplaneTion nal CoTTTUIE & WaiveT Of TN emioysss

A @7 Py employers we mepecl (et you wilt meet the foliovdng behwioral ssandands:
a Proper Conghact arel Deconam & expactibd fram v within e affics ard sutsise when
representing the Comasny. Thi incluces appropriale dress, snending the olfice ready 1o work, e of
Eroper gnd decet languags, cservancs of greper office snd wirk decarem, maintaining proper
relatfonsieps with your colloagues, customens and cther ingdividuals not in the emaley of the compaey,
chaervance of and comipilance with existing lews of the Prlippines

& Erhancing Company Produstvity the Company expects the Proper cars and utiiistion of
Capits| smilatile 1o the Compew] Wming o for wark ready o wirk on time o the time, lollowing the
appropriase break and Hnish times, geriing on with the job and paricming tha job to the Best of your

ability, vﬂﬁitﬁiig one's work asssgnments, supporting supervisiors and thoss in
MENIECMER,

¢ Following rules on customer arg dierm relations and atways mairtaining 3 profeosorsl heighil
#itibude with customes,

o Maintenancs of health and salety of the olfice dnd paple ancund you, A BIoDper attituds
owares sleanlirags ard proper housekpeping in The allics, gecd Meaith of yourssl! §nd phers mend
yau, assist n the secunity of the office, following basis salety procedures.

Euﬁﬂhﬂ-ﬂiﬂl& maintenarce of Company eeand, iu%!ﬁﬂiﬂl

Sl L ol ] B i iy i il gy i sl e s L, i it i B it oy il s
-ﬂriﬂai proparly sccownt ior all Compiny funds reorwd.

. cw%ﬁ"t b _m...u-.x_v:
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L Applicabiiy
This Code shall spply 10 al| Moy eenpleyees, regbrdiess of status or posiBan held,
il. Types of Offenses

vl 1 - Infractions whlth Sre mirge A nature but which may become kakSual s disrustive If sen Bringirg of sersans)
carracied, |1 his o detrimentsl smpect of 1 Dk

eyl 3 = Serious of fense which causes oelay in operagions, may poso throat, Farm, or deaper B SR Thin Theke
‘Company property sndifor lhves of Individuals. sothorizes Bringing of

jil
ii

Lavel 3= infragticrs wrich wiil destroy the company's image and reputstion, 1t causes swbilarilal isw to " wesiank padgets
£hil COMBANY ane can revull wo critical cperational disrupkion. & sriical ofTonas that Fas compramised luptegn. Amh/ronssie
thar mpcurity of the emmpioyess, the intagrity of Clies, the saletby of custeeners infarmaten and the erha, comam, St
wiabiliny of the busness, 1!1__.3855.“__
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T Negligence ot |
cafslesaneil of the
empiaoyos by Maving the
erputEr unabendes snd .
14 ik thet dimd [ Sunpensian B
 pogsibla ascurky stien, | Foan
0 Temnparing of cempany
‘e fnoteork
srfiguraten,
privilipes and canfiantial
&
s |information mamona k| a3 | “Fan= | Dsmisal
tha tRmBany oF ST
pirtiss .
Unautheriped persiiion or
‘rimging cut af Compamy Swipenaion
B e sl Lt T Dismicea
Wssuthortesd copying af
foznsec witwee
oplication peciages andail | Leve) m.auﬂ_.p.&: pramissal
BT thast visites
inpeecua propers tight:
Dsllserate locking-out of
rgcking of snother G ShO
u- emplendd’s ULBF Nama in Hm_— Can P
A SBrVeT,
Paewrnant of computer
virus, Erofan horse, and :
13 | other mamaging aleeman: Lgwel3 !ﬂ””: Dlamiase
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W1, Saving Claose

1 Terminstion of en emaloyes shall sutermatically bar kirm/hae lreen ra-amployment,

i The penalty of dismisssd shail nat refudice the right of the cemgarny e initiabe court action
agairst the erring employee.

1, This Code shall suosrsede 5 othes exiting peiicies, rules, memos, and the lice, ard 8 polices
b be implemented, if the st is Tound (o be incongistent with the Code of Conduct,

Wil Approval

NS

13* Fioar WGY Town
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RECEIT OF THE CODE OF COMDUCT AND DISCPPUNE POILCY

quququ knenwiedps that | have read the Cempany's Code of Donguet and Testipline and understand
that It sty forh she terms and conditions of my empicyment 2 weil a1 the duties ang resporsibiities,

and poligations of smployment with the Company,

| also admowied g that the Company reserves the right 2o revise, celete, and acd to the provisions of
this. Code of Conduct and DRcigiine., orconditicn of ampioyment an be estatlished &y any other
skaternent, concuct, policy, or practice,

e Bodedo, Wia Maps b
DATE _ - Flo- iy

AND HAVE READ AND UNDERSTAN EMTIRE CONTENTS
EMELOYEE SENATURE C ._.




