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Employee Training Agreement

This Emplayee Training Agreement is made an January 15, 2024 between iPloy, OPC, with its place of business
ﬂ: the 16 floor One Monta Tower, Archbishop Reyes Avenue, Cebu City [“Employer’] and

TS T t'.'i'UMﬁ.ff’u L _ [Employee's Namel, an indvidual with the address of
B0 L-Florey 3 BT ek Eih, [Employes’s Address)

("Empleyaa®). J

Recitals;

A. The Employer is praviding a one-week training program to the Emplayee to enkance 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 prograrm,
C Tae Employer has agreed to pay the Employee a salary for the duration of the tralning. &, The
Empleyee has agreed to the terms and canditions cancerning the Pre-Employment Medical Exsmination
{PELAE] and the submission of Employment Requiremants,

Agreament:

1. Training Ghligation: Tha Employes agrees to attend angd complete the one-week training program provided by
the Emp ayer, The training will commence on luly 10, 2024 and conclude on July 12, 2024,

2. Salary Paynent: in consideratian of the Employee's compietion of the tralning, the Employer agrees to pay the
Emplayes a salary for the duration of the training, pavable at the nearest payout schedule (15-or 30+of the
month) wypon swcoesshy| completion,

3. Nen-Eligibi ity for Incomplete Training: The Employee acknowledges and Agrees that if they fail to complete the

ene-weet training program for any reasan, they will not be eligible to recelve the salary payment for the training
period,

4. Pre- emplovment Physical Examination (PEME]: The Fmployoe acknowledges and agress thal if they fail ta attain
their employment with the comgany ug until regularization, The cost of the pre-employment examination wiil
be deducted from the final pay

5. Submission of Critical and Mon- Critical Requirements: This Sgreement stipufates that should the Emplayes fai
to moet tF e requirements by the specified deadline, sven after multiple fallow- ups, they are required to cover
a portion of any penatties imposed by governmoent authorithes

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

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

By signing 1elow, the parties acknowledge that they have read this Agreement, understand its tarms, and
agree to be bound by them, :

Vrearirs c.geratasce J0./ 34l 1o Rt

Employee Complete Name & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date) £7 -~ 1o — 24
BETWEEN
1. IPLOY OPC, (the "Disclosing Party"); and
2. Vipmsys ©oyeimace. JB. (the "Receiving Party”),

collectively re‘erred to as the "Parties",
RECITALS

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

Disclosing Partw,
OPERATIVE PROVISIONS

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

1:1. to hold -he Proprietary Information in strict confidence and to take all reasonable
Precautions to protect such Proprietary information {including, without lim itation, all precautions
the Receiving Party employs with respect to its own confidential materials),

1.2.  notto disclose any such Proprietary Infarmation or any information derived therefrom to
any third person

13. nottoco 3 or remove and not to take pictures of any Proprietary information,

14, nottomeke any use whatsoever at any time of such Proprietary Information exce pt to
evaluate internal y its relationship with the Disclosing Party, and

1.5, notto cosy or reverse source any such Proprietary Information. The Receiving Party shall

procure that its eTployees, agents and sub-contractors to whom Proprietary Information is
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in content suastantially similar to this Agreement

2, Withcut granting any right or authorization, the Disclosing Party agrees that the foregoing
shall not apply with respect to any information after five years following the disclosure thereof or
any informatian that the Receiving Party can document

2.1, is or Eecomes (thro ugh ne improper action or inaction by the Receiving Party or any
affiliate, agent, consultant ar employee| generally available to the public, or

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

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

2.4, was incependently developed without use of any Proprietary Information of the Diselosing
Party. The Recelving Party may make disclosures required by law or court order provided the
Receiving Party, uses diligent reaso nable efforts to limit disclosure and has allowed the Disclosing
Party to seek a protective order.

3 Immedistely 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 Proorietary Information is a form incapable of return or has been copied or transcribed
into another do-u ment, it shall be destroyed or erased, as appropriate,

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

4.2, requires -he Disclosing Party to proceed with any transaction or relationship.

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

B. The failure of either party to enforce its rights under this Agreement at any time for any
peried shall not b= construed a5 a waiver of such rights, If any part, term or provision of this

Agreement is helc to be illegal or unenforceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part

of its rights under this Agreement without the consent of the other Party, This Agreement may not

be amended “or any other reasan 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 ali prior representations,

writings, negctiations ar understandings with respect hereto.

7. This Agreement shall be governad by

the laws of the jurisdiction in which the Disclosing

Party is located (or if the Disclosing Party is based in more than one country, the country in which its

headquarters are located) (the "Territory”) and the parties agree to submit disputes arising out of or

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

IPLOY OPC

By: Onboarding Specialist

Name: Jade Lenizo Mata

Title: Onboarding Specialist

Address: #35 Salvador Extension Labangon

Cebu City
Date: ju'lr.! 0, 200

Receiving Party

By; Npw EMPLOYEE

LT T
Name: " 1] 1) ¢

titte:_ CSE~NOICE

[ I Seca B

Address: B6-L. Fleres £ sl &.C.

ﬂatE: ::Ullq rE" i -l|-'|:r' J-"L’i

-
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PERSONAL DATA SHEET

INSTRUCTIONS:
Answer the questions completely and hanestly in the spaces provided,
#+  Ploase PRINT fegibly,
£ DO NOT LEAVE ANY SPACE BLANK. Write "n/fa”, “nat spplicable” or “roae”
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PART 5 tiomal Attalmment

LZVEL MAME OF SCHOOL & ADDAESS [?:mmm {¥es or o
PAINARY EDUCATION Facil Llementowy LChogl 100 § 20 (2
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Pursuand to; fed indigenaus People's Act (14 83730: 1) Magno Carte for Disabisd Pericns (R4 7377) and Safa Parents Welfare dct 2000 (R4 8972)
emse oaswer the fallowlng ftems;

Are you a member of any Indigencus group? | 1 ¥es | £} NO | ifyes please spocify; |
D you Identity as differsntly-abled? O ves |I O if yes, pleasa spadiy-
Ar you & sale parant? Ll ¥ES L_Hf NG I yas, plaase specify:

PART 5

Give pame, o ess, ondl ielephong aumbers

e 2 TY
2 Vs Te

Character Beforemces
fhege (3] parsons who koow you other than those U e worked with,
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socletivs, leagerfin ccrhities, putic Epeaking, ane performance owardsl, Ghet dtes aned tesd dacompnty

DATE [ fyear) DESCRIFTION / TITLE =]

ADDITIONAL IDENTIFICATION

T¥PE | CONTROL NO. | IS5UE DATE EXPiRY DATE |
PASSPORT DETaILS
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DRIVER'S LICENSE
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sdfrdnistrative /[ chdl feriminal offense? Mo

Have ol ever baen convictad of an I] ¥es I *Yes™, please give detalls:
sdministrative / <ivilferiminad olfensn? l=+Ho

CERTIFICATION

| CERTIFY that, to the best of ity kenowiudige and baled, o the infcrmation on an aached ta this documant I true, carmees, complets and msda in good
faith. | UNDERSTARID that faks ar fraudulent infarmation en ar aitached to this anplication mey be grouinds far nat kbidng me ar terminate iy
#mployment from (Rey. | UIMDERSTAND thiat g indarmation | give may b investigsted

{ My 10 1049

Signature of Employes " DateSigned
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, VIgestteo ¢ . geabpiee 0. hereby authorize Iploy Inc. and/or it's representatives to
make Investigation of my background, references, character, past employment, consumer reports,
education and criminal history record information which may be in any state or local files,
Including thase maintained by bath public and private arganizations, and all public recards, for the
purpose cf confirming the information contained an my application and/or abtaining other
informatien which may be material to my qualifications for employment. A telephone facsimile
{fax), scaned copy or xerographic copy of this consent shall be considered as valid as the original
consent,

| hereby ccnsent 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 autharization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree ta release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission i ade by me on this application or any related document, will be sufficient for rejection
of my appl cation or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

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

any and all claims of liabllity or damage due to either tha pracurament or the trua and accurate
disclosure of such records or infarmation.

Applicant Name: JBR3tye €. BEghppc oo 0.

Present Address: 96— L- Flape, S0 Fagl Et'!"“r {".4-':'

Social Security Number: OG—HLo 39'5}' A-& Date nfEInh:M [ poml

Signature: “"’!

Date: 1"‘\ lo 1614
7

=
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S5IGN-ON BONUS POLICY
Policy:

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

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

A regular employee

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

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

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

Releasing of Sign-On Bonus:

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

The compz ny reserves the right to change these terms and eonditions at any time without
prior noticz, If any changes are made, you will be notifled immediately,

Acknowledgment

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

Jzﬁy/{“‘
VLM:«;& C.BLatposc, Jb./ T ly 19) 2e0e|
Signature Cver Printed Mame/Date
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revisian Na 01
Effective Date +June 13, 2022

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

VIthsde c. BETkansca JR. Suly 1o y 2ozt
Employee Name and Signature © Date

Noted:

N Jh'f -
Tflﬂ_f,J Ll o 0]
Onboarding Specialist Name and Signature Date




iPloy Gift Policy

The aim of this pelicy is to establish a uniformity relating to the acceptance of gifts, including gratuities
and rewarcs. This policy applies to employees of the company, Employees include all permanent, part-
time, temparary and probationary status,

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

Employees are required NOT to solicit or accept for personsl benefit directly or indirectly any gift from
any emploveefs or company that s seeking to conduct or is currently conducting business with the
Company. any gift with a substantial manetary value of more than Php200 should be returned to the
giver,

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

a. 1Y |vstance — Written Warning
b. 2™ nstance- Final Written Warning
. 3" Instance- Dismissal

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

Employee Acknowledgement

I have read, understand and agree to comply with the foregaing policles, rules and conditions governing
the iPloy Gift Palicy,

Name: VIRG1el® . BefkEhsce Jn. -

Signature: /w/{f‘ Date; 2¢ly Io 1624




iPloy Social Media Policy

IPloy recogiizes that employees use social media taols as part of their daily lives. Employees should always
b mindful of what they are posting, who can see it, and how it can be linked back to the organizaticn and
work collez gues,

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

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

= Publishing material that Is defamatory, abusive or offensive in relation to any employee, manager,
offce holder, shareholder, customer or client of the company;

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

= Publishing material that might reasonably be expected to have the effect of damaging the
reputation or prafessional standing of the company,

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

* Beaware of your assaciation with the company when using online social networks. You must
always identify yoursell and your role if you mention or comment on the company. Where you
idetify yourself as an employes, ensure your profile and related content is consistent with how
you waould present yourself with colleagues and clients. You must write in the first person and
sta'e clearly that the views expressed are your own and not those of iPloy. Wherever practical,
yoL must use a disclaimer saying that while you work for the company, anything you publish is
your opinian, and not necessarily the opinions of the company,

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

ViZGgLs0 €. FErRAfce Tk
Jul-j jo y2o2Y




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

= Meterial in which the company has a proprietary interest — such as software, products,
dozumentation or ather internal information — must not be transmitted, sold or otherwise
diwilged, unless the company has already released the information into the public domain, Any
departure from this policy requires the prior written autherization of the management,

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

*  Recommendations, references or comments relating to professional attributes, are not permitted
to 2 made about employees, former employees, customers ar suppliers on social media and
nefworking sites. Such recommendations can give the impression that the recommendation is a
refzrence on behalf of the iPloy, even when a disclalmer Is placed an such a comment, Any reguest
for such a recommendation should be dealt with by stating that this is not permitted in line with
corpany palicy and that a formal reference can be sought through HR. in line with the normal
reference policy,

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

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

= Thii policy extends ta future developments In internet capability and social media usage.

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

*  Always remember on-line content is never completely private;

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

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

Vingilis & BeTaasco Jyf
Sely 1o 2oz




= Atall times respect copyright and Intellectual property rights of information you encounter on
the internet. This may require obtalning appropriate permission to make use of information, You
miL st always give proper credit to the source of the information used,

Specific Managerial Responsibilities

By thelr pcsition, Managers have obligations with respect ta general content posted on soclal media.
Managers thould consider whether personal thoughts they publish may be misunderstood as exXpressing
the company’s opinions or positions even where disciaimers are used. Managers should err an the side of
caution and should assume that their teams will read what is written. A public online forum is not the
place to co nmunicate company policies, strategles or apinions to employees,

Enforcement / Pragression

Mon-complance with the general principles and conditions of this social media policy and the related
Internet, e<mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy 5 not exhaustive, In situations that are not expressly governed by this poilicy, you must ensure
that your use of social media and the intermet is always appropriate and consistent with yoLr
responsibil ties towards the company. In case of any doubt, you should consult with YOour manager,

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

a. 1% nstance — Written Warning
b. 2"instance- Final Written Warning
e 3" nstance- Dismiszal

Employee Acknowledgement

| have read understand and agree to comply with the foregoing policies, rules and conditions governing
the use of all property of iPloy and all work and conduct completed on or with the assistance of iPloy
property. Further, | agree (o abide by the Soclal Media Best Practices when using social media sites on my
personal time and when iy affiliation with iPloy regarding thase sites is known, identified, expected or
presumed.

‘J .
Marme: ]Ur:.i’-f'l'“rp €. BEThprcco T
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Signature: I-"I"""}‘Ilp/l‘A Date: '\'5.,..'53 19 Lo o
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Date : February 22, 2018

To S ALL EMPLOYEES CONCERNED
Fram : Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1 OBJECTIVE

L1 In conformity with Republic Act No. B504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool i addressing HIV/AIDS as an interpational
pandemic problem, this company policy s hereby issued for the mfarmation
and guldance of the employeet in the diagnosts, treatment and preventon of
HIV/AIDS in the workplace.

1.2, This policy is also aimed at addressing the stigma altached to HIVAAIDS and
ensures that the workers' right against discrimination and confidentiality is
maintamed,

2. COVERAGE

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

3. IMPLEMENTING STRUCTURE

3.1 Iploy Inc, HIV/AIDS Program shall be managed by Its health and safety
committee consists of representatives from the different divisions and
departments

4. POLICY STATEMENT
A4.1, BASIC INFORMATION ON HIV/AIDS
4. 1.1, What is HINSAIDS?

1111 It 1w a disease caused by a wirus called HIY  (Human
Immunodeficiency Virus). This wvirus slowly weakens a person's
ability to fight ol other diseases by attaching itself to and
destraying important cells that contral and support the human
immunsa system

412 How HIVAIDS is transmitted ?

4121 Unpratected sex with an HIV infected pors %

-
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4123 Fromm an infected mother o her child (dunng pregnancy, at
birth throwgh breast feeding);

4,123 Intravenouws drug wse with contaminated needles;
4124, Transfusion with infected blood and blood products, and

4125  Unsale, unprotected contact with infected blood and bleeding
wintinds of an infected person

413 s there a cure?

4131, No. However, there are antiretroviral drug combinations that
are avallable when properly used, result in prolonged survival of
people with HIV. Holistic care of people living with HIV-AIDS and
comprehansive  treatment  of  opportunistic  infections  also
dramatically improve quality of |ife

3. SUIDELINES
3.1 Preventive Strategies
511 Conduct of HIV-AIDS Education.
1LL Who will conduct ?

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

5.1.1.2. How will it be conducted?

The HIV-AIDS education will be conducted through distnbution and
posting of IEC materials, lectures, counselling and training and
information on adherence to stancard or universal precautions in the
workplace

3.1.2. Screening, Nagnasis, Treatmen! and Referral to Health Care Services

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

3122 The company shall encourage positive health seeking behavior
through Valuntary Counseling 7:1 Testing:

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

5124, The company shall likewise facilitate access to livelihood
assistance for the affected employee and his/her families, being
offered by other povernment agencies.

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

£.1.1. Discrimination in any form  from pre-employment o post-
employment, including hiring, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status ot
an indvidual is prahibited.

6.1.2. Workplace management of sick emplaoyees shall not differ from that of
any other iliness

6.1.3. Disciminatory act done by an officer or an employee against thair
co-officer or co-employes shall kewise be penalized,

6.2. Confidentiality/Non-Disclosure Policy

6.2.1. Access to personal data relating to a worker's HIV statius shall be
bound by the rules ol conlidentiality consistent with provisions of R.A
8504 and the ILO Code of Practice.

6.2.2. lob applicants and workers shall nat be compelied to disclose their
HIV/AIDS status and other related medical Information.

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

6.3, Wark-Accommodation and Arrangemant

6.3.1. The company shall take measures to reasonably accommodate
employees with AIDS related linesses.

6.3.2. Agreements made between the company and  emploves's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working

time and arrangerment for return tryrﬁ.

v’?rj'a'lru €. Vejuracro o
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¥ ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1, Employer's Responsibilities

7.1.1. The Company, together with employees/ labor arganizations, compary
focal personnel for human resources, safety and health personnel shall
develop, Implement, monitor and evaluate the workplace policy and
program an HIV/aIDs.

7.1.2. Frovide information, education and training on HIN/AIDS for its
workforce.

7.13. Ensure non-discriminatory practices in the workplace and that the
policy and program adheres (o existing legislations and guidelines.

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

7.1.5. The Company, through its Human Resources Department, shall see to
it that their company policy and program |s adeguately funded and made
known to all empioyees

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

7.2, Employees’ Responsibilities
7.2.1. The smployee's organization shall undertake an active role in
educating and traming their members on HIV prevention and control,
Promote and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other nsk tactors that expose workers to increased risk
of HIV infection.

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

#.2.3. Employees and their organization shall not have access to personng|
data relating toa worker's HIV status

.24, Employees shall comply with universal precaution and preventive

MEASUNeS /
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8. IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY

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

gttt e T

Reviewed by: Alfredo P/
Director of Dp

rafions
\
|

Aporoved by: Yisroel ¥, Gisslnger
CED
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To +ALL EMPLOYEES CONCERNED:

From : Human Resources

Thru : Operations Manager

Subject { WORKPLACE POLICY AND PHOGRAR ON TUBERCULDSIS (TR PREVENTION

AND CONTROL

1. OBIECTIVE

1.1.To assist the pavernment in Its campaign against Tuberculosis (TB) in compliance
with the Department of Labor and Employment’s Departmert Order No, 7305,
series of 2005 = Guidelines [or the Implementation of Policy and Program o
Tuberculosis (TB) Prevention and Control in the Workplace,

1.2.To provide initiatives to prevent the outbreak and spread of tuberculosis in the
warkplace, and to treat, care, and support employess whi become affiicted with
tuberculosis

2. COVERAGE
2.1.This Program shall apply to all employess regardless of thar employment status
3. POUICY STATEMENT

A.1.The company seeks the prevention of the spread of tuberculosis, as well ac the
treatment, rehabulitation, and restoration to work of employess who contract

this disease. To achieve this goal, all employees are strictly mandated to undergo
an anri ical exa he reguisi

3.2.Also, in line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency (occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course [DOT5), and control and management of TB in {he
workplace. This shall be handlad by the Office of Health Services [Infiemary) or
the partner health provider of IPLOY INC in conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health previder,

33.The DOTS Is'a comprehensive strategy to contral TB, and s composed of five
components, which are:

331, Political will or commitment to enduring sustained and quality TR
treatment and control activilies,

3.3.2, Case detection by sputurmi-smear MICAFSCopyY  among  Symptomatic

palients,
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333, Standard short-course chemotherapy using regimens of 6 1o 8 months for
all confirmed active TB cases |l.e, smear positive or those validated by the
TE DMagnostic Committes). Complete drug taking through direct
observation by a desgnated treatment partier, during the whole course of
the treatment regimen;

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

3.35, Astandard recording and reporting system that allows assésement of case
linding and treatment outcomes lor each patient and of tubsrculosis contral
program’s performance averall

34.Employees must be given proper information on ways of strengthening their
Immune responses against TB infection, o, wiarmation on good putrition,
adequate rest, avoldance of tobacco and alcohol, and good personal hygiene
practices.  However, |t should be underscored that intensive effarts in the
prevention of the spread of the disesse must be geared towards accurate
Infarmmiation on its etiofogy and complete performance overal|,

1.5 Improving workplace conditons:

351, To ensure that contamination from TR airborie particles s cantrolled,
workplaces must provide sdequate and appropriate ventilation (DHOLE-
Occupational Safety and Health Standards, OSHS, Rule 1076.01} and there
shall be adeguate sanitary facilities for workers

3532 The number of employees in a work area shall not axesed the required
number for a specified area and shall observe the standard for space
requirement, (O5HS Rule 1067)

=.b.Capahility bullding on TB awareness raising and training on TB case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personngl or the occupational safety and health
commities.

3.1.50cial Policies;

3. 71, Non-discrimination: Employess who have or had TR shall not be
discriminated against. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as medically fit and
shail be restored 1o wark as soon as their (liness is controlled,

3.7.2. Work Accommodatior: Through agreements made between the
management and the employess, work accommodation measures 10
support employees with TR s escouraged  through  flexble  leave
arrangements, rescheduling of warking times, and arrangements Tor return

Lo work
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3.7.3. Restoration to Work! The employes may be allowed to return to work
with reasonable working arrangemments as determined by the Company's
Health Care Provider and/far the DOTS provider

F. 8. Employee Responsibilily:

381, Employeas who hove symptoms of TB shall immediately seek assistance
from the Company’s Health Services Provider

3811 An employer who has the symptoms of TB s required to |nitially
wear a face mask (especially while inside the office) and observe good
hygiene practices, at feast untll declared by a competent medical
practitioner to be safe fram transmission.

1812 similarly, for those at risk, Le., tThose with Family members with TR
of those exposed to & co-employee with TB, it would be prudent to
observe the same good hygiene practices until declared free from the
disease and safe from transmission

1R2. Once diagnosed to be with TH employess shall Immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the emplayee’s chalce.  However, |1 s imperative thal the one
strictly adheres to the course of treatment, Falling 1o dutifully observe the
treatment course may gve rise 1o complications, such as resistance or aven
the falure al treatment, which may make it harder to treat the infection and
result in a longer absence

3821 An absence from work due to medical reasons of over six [6]
months may resull in the termination of one's employment as
provided for by the Labor Code of the Philippines under Art, 284 -
Disease as Ground for Termination,

383, Employees are required to undergo an annial compulsory chest X-ray
through the Annual Physical Examimation.  If for any reason an employee
falls 1o secure @ chest x-ray at that time, ne/she shall be directed to secure a
chest x-ray at an accredited clinic by hisfher respective Infirmary/Health
Saryices,

3.9.The Company shall ensure that any TB occurrence in the workplace s traced and
that all contacts are clinically assessed, as much as feasible,

3.10. An employes afflicted with TB, whe has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and who s finally
declared to be In a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physiclan,

3.11. Employees (those afflicted with the disease or those (dentified under
contact tracing) who refuse 1o cooperate and dutifully observe lawful

"
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instructions (undergo a medical check-up and/or treatment), may be subject to
disciplinary action proceedings for insubardination [the penalty of which may
range up to the termination of one’s employment)

4, PROCEDURE

4.1.The respective Health Services of the Company [and/or the contracted Health
services Pravider] shall coordinate with the Occupational Salety and Health
Center who shall provide preventive and techrical assistance in the
implementation af the Warkplace TR Control and Managemtil Program

A.2.An emplayes who undergoes the Annual Physical Examination with the reguisite
chast x-ray will have hisfher medical record farwarded 1o company clinic/HRE.
Employees who fail 1o undergo the requisite annual chest x-ray shall be directed
to secure one at an accredited clinic or by his/her preferred infirmary/Health
Services,

4.2.1.  Those with medical findings shall be required to undergo Turther medical
eheck-up, All medical records in connection with this sscond) further check.
up shall e submitted to company cling/MRD and pesfher respective
Irfirmary/Health Services,

4.2.2. The employee shall then coardinate with company clinic/HRD and kisfhet
respective Infirmary/Health Services lor the riext steps.

4.3.4n employee who is suspected to be afflcted with TE, whsther as 3 direct suspect
or by contact 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 employes shall underge the DOTS
program 1o its completion,

£A.If the employee needs to undergo a keave of absence to recuperate, hefshe will
be allowed to use the appropriate leave before he/she ray request to be
permitted to go on a Leave of Absence without Pay (LOA),

441 The smployer shall observe the regusite procedure in applying for a
feave

442 The Unit concerned shall ensure that the requisite procedures are
observed by the employees and that the company clinle is duly informed

4:5.An emplayee may be allowed 10 po on a medical leave of absence (without pay)
for a maximum geriod of six (B) months. The concerned employee shall submit
an application for a leave of absence before going on leave. Said leaye
application shall be subject 1o approval al the sole discration of the Company
Management,

4.5.1. The same procedyres under 4.2.1 40 4.2.2 shall be ohserved.

i
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1.6.After treatment, with a maximum period of six (6) manths on leave (without pay),
an employee found to be cured or in a non-communicable stage of T8 may be
aliowed back to work, provided that ibe omploves’s health shall continue 1o be
monitored during the annual physical examination with the requisite chest yray
or as may be deemed necessary by the Unil Health Services [Infirmary) or
coniracted Health Servces provider

4.7 The emplayee returning to work shall beé required by the Management o securs
a medical clearance from a medical doctar chasen by the Company before being
allowed Lo return to wark

1.8, The HRD will initiate disciplinary proceedings against any employee found to have
discontinued treatment in deflance of medical advice, or who refuses to undergo
the full treatment course prescribed. Likewise, employees who ore ordered 1o
indergo a check-up dus to cantact tracing but refuse to do so will also fage
disciplinary action proceedings. In both cases, the maximum sanction applicable
for insubordination will be the termination of ore's employment, iF 1t is deemed
warranied

5 BMMPLEMENTATION AND MONITORING

2. 1.The Safety and Health Commitiee or its counterpan shall periodically monitar and
evaluate the implementation of this Palicy and Program

6. EFFECTMVITY

E.1.This Policy shall take place effective \mmediately and shall be made known to
EVErY employes,

Ij}tlm{ I i

Prepared by jo Hanng R
Human Resources

Approved by: Yisroel ¥, Gissinger
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Date : February 22, 2018
To tALL EMPLOYEES CONCERNED
From : Human Resources
Thiru : Operations Manager

Subject  :WORKPLACE POLICY AND PROGRAM ON HEPATITIS 8

OBIECTIVE

1.1.ploy Ine. is committed to contorm to the established standards assurance of
customer satisfaction, pratection of our erwironment and health and safety in
the workplaces,

1.2.The company promotes and ensures a healthy environment theough its various
health programs to safeguard its employess, And as part of the company's
compliance to DOLE Department Advisory No. 05, Series of 2010 (Guidelines for
the Implementation of a Workplace Policy and Program on Hepatitis B}, this
Program has been developed This program i aimed to address the stigma
attached to hepatitis 8 and to ensure that the smployess’ right against
discrirmination and confidentiality is maintained.

1.3 This puidaline Is formulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B This will inform the
employees of their role as well as the company in dealing with Hepatitis B, A
healthy environment encompasses a good working refationship and great oulput
for continuous business growth

. COVERAGE

2.1.This Program shall apgly to all emptoyees regardiess of their employment status
POLICY STATEMENT
3.1 Implementing Siructure
3.1.1. Iploy lec. Hepatitis B workplate policy and program shall be manaped by
its health and safety commitiee. Each division or departrment of the
Company shall be duly represented
1.2 Guidelines

121 Education

FETd, Hepatitis 8 shall be conducted through distribution and posting of
IEC matenals and counselling and/ of lectures; and

I
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E o B Hepatitis B education shall be spearheaded by Iploy Ine. Midical
Clinic in close coordination with the health and safety committes.

3.2.2. Preventive Strategies

3221, Al emplovess aré encouraged 1o be immuniped against Hepatitls
B after seeuring clesrance from thail ghysichan,

3222 Workplace sanitatian and proper waste management and disposal
shall be monitared by the health and safety committee on a regular
Basis.

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

3.2.24.  Employees will be given [raiming and information on adherence ta
standards o universal precautions in the workplace,

4. SOCIAL POLICY
4111 Won-discriminatory Policy and Practices

41011 There shall be no discrimination of any form againg
ermployees on the basis of their Hepatits B status consistent with
the imternational agreements an nan-dscrimination ratified by
the Philippines (ILO C1LL). Employees shall not be discriminated
against, from pre to post employment, including  Riring.
promaban, of assignment because of their hepatitis B status.

11112 Waorkplace management of sick employees shall not differ
fram that of any other liness. Parsans with Hepatitts B retated
lnesses may work for as long as they are medicalty fit to waork

4.1.1.2 Confidentiality

41121 Job applicants and employees shall not be compelled 1o
disclose their Hepatitis B status and other related medical
infarmation. Co-employees shall not be obliged 1o reveal any
personal information about their felow employess. Access to
personal data relating to employes's Hepatitis B status shall be
bound by the rules on conlidentiality and shall be strictly Imited
1a medical personnel or i legally reguired.

4113 Work-Accommadation and Arrangement
4.1.1.31 The company shall take measures to  reasonabily

accommodate employess whi are Hepatitis B positve ar with
Hepatits B - related ilinesses
'/ ;
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4,1.1.3.2 Through agreements made between management and
employees’ reprasantative, measures to support employees with
Hepatitic B are encouraged 1o work through flexible leave
arrangements, rescheduling of working lime and arrangement for
return to work

4.1.14.  Screening, Diagnosis, Treatment and Referral 1o Health Care
Servigey

4.1.1.4.1. The company shall establish a referral system and provide
access to diagnostic and treatment services for it ernployess fin
appropriate medical evaluation/ menitering and management,

41,142 Adherance o the guidelines lor healthcare providers on
the evaluation of Hepatitis B postive employees is highly
Encouragad

41143 Screening for Hepatitls & as a prerequisite to employment
shall not be mandatory.

4115 Compenzation

41151 The company shall provide access to Social Security
System and Employees Compensation bepefits under PD 626 to
an employeg contracted with Hepatitis B infection in the
performance of his duty

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5.1.1.1 Employvers Responsibilities

51111 Management, together with employess’ organizations,
campany focal persornel for human resources, -and safery and
heaith personnel shall develop, implement, moritar and evaluate
the workplace policy and program an Hepatits B,

5113143 lhe Health and Safety Committee shall ensure that thiir
company policy dand program s adeguately funded and made
ki Lo all employees

5:1:1.1.3 he Human Resources Department shall ensure that their
policy and program adhere (o exsting legsiation: and puidelines,
including provisions an leaves, benefits and Insurance,

S.1.1.1.4, Management shall provide information, education and
training on  Hepatitis B for its workforce consistent with the
standardized basic information package developed by the
Hepatitls B TWG, il not available within the establishment, then
provide acoess (o information. / .
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51115, The company shall ensure non-discriminatory practices in
the workplace.

51,1186, The management together with the company focal
personnel for human resources and salety and health shall
provide appropriate parsonal proteclve equipment to prevent
Hepatitis B exposure, especially for employees exposed to
potentially contamnated blood or Bady Nuid.

51117 The Health and Safety Committee, logether with lhe
employees’ organizations shall jomtly review the policy and
program for effectiveness and continue (o improve thesa b
networking with government and  organizations promoting
Hepatitis B preventicn,

5.1.1.1:8. The company shall ensure confidentiality of the health
status.of its emplayees, including those with Hepatitis 8.

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

51.1.2.  Employess Responsibilities

51.12.1 The employees' crganiztion is required to undertake an

active role In educating and training their members on Hepatitis

8 prevention and cantrol The IEC program must also aim at

promoting and practicing a healthy lifestyle with emphasis on

avoiding  high risk behavior and other risk factors that

expose employees o increased risk of Hepatitis B

infection, consistent with the standardized basic infarmation
package developad by the Hepatitls B TWG,

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

51123 Employees and their arganizations shall not have access (o
personnel data relating to an employee’s Hepatitis B status. The
rules of confidentiality shall apply In carrying out unign and
arganization functions.

51124, Employeses shall comply with the universal precaution and
the preventive measures.

51125 Employees with Hepatitis B may inform the health care
provider or the company physician on their Hepatits B sTatus,
Ehat is, Il their work aclivities may Increase the rlsk of Hepatitis B
infectian and transmission ar put the Hepatltls B pu:lsmwe at risk
for aggravation.
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6. IMPLEMENTATION AND MOMNITORING
6.1.Within the establishment, the implementation of the palicy and program shall be
monitred and evaluated peniodically, The safety and health cornmittes or fis
counterpart shall be tasked for this purpose

¥ EFFECTIVITY

7.1.This Palicy shall take place affectve immediately snd shall be made known 1o
every employes,
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Date slanuary 1, 2018
Ta L ALL EMPLOYEES CONCERMED
From : Human Resources
Thru : ODperations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBJECTIVE

1.1 In compliance with Article v of Republic Act Ne, 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its implementing Rules
and Regulations and DOLE Department Crder Mo 5303, series of 2003
[Guidelines for the Implementation of a Drug-Free Warkplace Polcies and
Programs for the Private Sector), Iploy Inc. hereby adopts the lollowmg
policies and programs to achieve a drug-free workplace,

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

2. COVERAGE

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

3. POLICY STATEMENT

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

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

3.3: Possession, use, solicitation far, or sale of dangerous drugs away from the
company premises, if such activity of involverment adversely alfects the
employes's work performance, the safety of the emplovee or of others, or
puts at risk the company's repuatation

3.4.The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while on the premises of the company, or
while on company busingss. "Dangerous Drugs” include those listed In the
Schedules annexed 1o the 1961 Single Convention on Marcotic Diugs, as
amended by the 1972 Protocol, and in the Schadules annexed to the 1971
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Single Convention on Poychotropic Substances as enumerated in the
attached annex of B.A. 9165

4  MANDATORY DRUG TEST

4.1, To ensure that only those qualified shall be screened and recruited to prevent
the detrimental effects {e.g lower productivity, poor decision making:
increased pooidents; more compensabion coms, and reduced team effart)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment,

4.2 Iploy Inc. designates company accredited or affiliated center, a duly
accredited drug testing center by the Departrnent of Health [DOH], as its
authorized drug testing laborsiony,

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

4,31, RANDOM TESTING: Officerfemployees may be selected at random for

drug testing at any interval determined by the Company,

43,2, FOR-CALISE TESTING: The company may ask an officerfemployes to

submit to a drug test at any time it feels that the employee may be under
the nfiuence of drugs, including, but not limited to, the following
circumstances: evidence ol drugs on or about the employee's persen or
in the employee's vicinity, unusual conduct on the employee'’s part that
suggests Imparment o nfluence ol drags, negative performance
patterns, or excessive and unexplained absentesism or tardiness.

4.3.3. POST-ACCIDEMT TESTING: Any officerfemployes invalved in a "Near-

Miss™ incident or “Work Accident” under oircumstances that sugpest
possible use or influgnce of drugs may be asked 1o submit to a drug test.
As defined heremn, “Mear-Miss” means an inoident arising from or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage to the emplover had it not been
curtailed  "Waork Accident” refers 1o unplanned  or  unespected
occurrence that may or may not resull in personal injury, property
damage, work stoppage or interference or any combination thereal of
which arises out of and in the course of employment.

4.3.4. Al drug tests shall employ, among others, two (2] testing methods, the

screening test which will detarming the positive rasult as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening tedt  Where the confirmatory test turns  positive, the
company's Assessment Team shall evaluate the results and determine
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the level of care and administrative interventions that can be extended
to the concerned employes

435, Iploy inc. shall inform the officer/employes whio was subjected 1o a
drug test of the test-results whether positive or negative.

4.36. Al costs of drug testing shall be borne by iploy Ing

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1.

532,

5.3

5.4,

An officer/employee who, for the first time, is found positive of drug use,
shall be referred for treatment and/or rehabilitation in a DOH accredited
center. For this purpose, |ploy Inc. shall provide a fist of at least three (3)
accredited facilitles which an employes who was tested positive for drugs
may choose from

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

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

Repeated drug use eaven after ample opportunity for treatment and
rehahbilitation:shall bie dealt with the corresponding penalties under RLA. 9165
and is a ground for dismissal

6. ADVOCACY, EDUCATION AND TRAINING

6.1

6.2,

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

All officers and emplovees are required to undergo an orientation/education
program - before assumption of thelr respective duties. The program shall
include the followng topics:

6.2.1. Sallent features of R.A. 9165:

6.2.2. Adverse effects of abuse andfor misuse of dangerous drugs on the
person, workplace, family and the community;
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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 as available services
for treatment and rehabilitation.

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

6.3.1. Lifestyle assessment  programs  on health  nobrition,  weight
management, stress management, alcohol abusa, smaking cessation, and
other indicators of risk diseases;

6.3.2. Health weliness screenings (e.g. blood pressure ond heart rite,
cholesteral test, biood glucose, etc.);

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

B34  Other activities promoting health and weliness

7 ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

71

7.2,

7.3,

ploy Inc shall ensure thar the workplace polices and programs on the

prevention and control of dangerous drugs, including drug testing, shall be
disseminated to all officers and employess, The employer shall obtain a
wiritten acknowledgement fram the employees that the palicy has been read
and understood by tham

iplay Inc. 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 overriding public health and
safety concerns; or where such exceptions have been authorized in writing by
the person concerned

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

8. CONSEQUENCES OF POLICY VIDLATIONS

B.1

8.2

Any officer or employee who uses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers dangerous: drugs or otherwise commits other
unlawful acts as defined under Article 11 of RA 9165 and its Implementing
Rules and Regulations shall be subject 1o the pertinent pravisions of the said
At

Any officer or employes found positive for use of dengerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 9165
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9. IMPLEMENTATION AND MONITORING
9.1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management (o ensure a drug-free
workplace, For this purpose, an Assessmient Team shall be constituted in

accordance with DO 5303

10, EFFECTIVITY

10.1. This Policy shall take place effective immediately and shall be made
known 1o every employes,

1. ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

/ Idy\ v
Prepared by: o Hilfé . bﬂﬁlﬂ
Human Resources

_n’"-F b 1
Reviewed by Alfrddo P (_;ih.grliru Ir
E}Ireétur cnflﬂiJer‘ﬁrinns

Approved by: Yisroel ¥, Glasinger
CEQ

Vl"gﬂf C. Peparvacce
ﬁtﬂj O F‘z{'}j.
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Drug-Free Workplace Program Acknowledgerrient

| Fereby acknowledge that | have received and read Ipioy Inc. Drug-Free Workplace Policy
ard Pragram, a summary of the drugs which may aiter or affect a drug test and a list of
loeal Employese Assistance Prograen providers or local drug and alcohal treatment
pragrams. | have had an opportunity to have all aspects of this material fully explained. 1
alto understand that | must abide by the Program as a condition of initial and/or
continued employment, and any violation may result in disciplinary action up to and
Including termination.

I aso understand that during my employment | may be required to submit to testing for
the presence of drugs or alcohol in my body. | understand that submission to such testing
I @ condition of employment with [Company|, and disciplinary action up to and Including
termination rmay result if:

1] I refuse Lo consent to festing

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

3) I refuse to autharize release of the test results ta the company.

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

5) Fotherwise wiolate the palicy

I as0 recognize that the Drug-Free Workplace Policy and related documents are not
Intended to constitute a contract between |play inc. and me.

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

J""]//wi/ﬁ'ﬁral'r_[fu T-]‘ifnrm}- dej 14 ,1'5"1.—'1

SIGMATURE DATE

WITNESS DATE
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Drate lanuary 1, 2018
To +ALL EMPLOYEES CONCERNED
From + Human Resources
Thru ' Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM 0N ANTI-SEXLAL HARASSMENT

LE

Nk
.

OBIECTIVE

1.1. The following policies and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/ot disposition of sexual harassment cases.

COVERAGE

2.1. This Program shall apply ta all employees regardless of their employiment
status.

POLICY STATEMENT

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

3.2, Sexual harassment refers to behavior that 5 niot walcome, that is personally
offensive, debilitates morale and, therefore, interferes  with work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors and other sexually
oriented conduct which |5 offensive or objectionable to the recipient,
including, but not limited to. epithets, derogatory or suggestive comments,
slurs or gestures and offansive pasters, cartoons, picturas, or drawings,

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

3.4, DEFINITION OF SEXUAL HARASSMENT

Iptoy Inc. has adopted, and its policy |s based on, the definition of sexual
harassment set forth In Section 3 of RA 7877, 1| provides that sexual
harassment in workplace is committed by an employer, employes, manager,
supervisor, agent of the employer, ar any other person wh o, having autharity,
influence or moral ascendancy over another in @ wark e viranment, demands,

Visgilie - 52 vase J-
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requires or otherwise reguires any sexual favor from the other, regardiess of
whether the demand, requests or requirement for submission is accepted by
the abject of said Act

in & work-refated or employment  enviconment, sexual harassment |s
committed when:

34.1. The sexual faver 5 made as a condition in the hiring or in the
employment, re-amployment, or continued employment of said
individual, ar in granting said individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or clazsifying the employees which in
any way would disciminate, deprive or diminish  employment
opportunities or otherwise adversely affect said employes:

342, the above acts would impair the employees' nghts or privileges under
enisting labor laws; or

343, the above acts would result in an intimidating, hostile, or offensive
environment far the employee:

15 WHERE SEXUAL HARASSMENT IS COMMITED

aexual harassment may be committed in any work or training environment, It
may include, but are nat limited to the following:

151 In or outside the office bullding or training site;

3.5.2. atoffice or training-related social tunctions!

353, inthe course of work assignments outside the office;

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

3.6, FORMS OF SEXUAL HARASSMENT
sexudl harassment may be committed in any of the lollowing forms:

161 Overt sexual advances;

3.6.2. Unwelcome or improper gestures of affection;

3.6.3. Request or demand for sexual favors including but not limited to Eoing
out on dates, cutings, or the like for the same purpose.

364, Any other act or conduct of a sexual nature ar for purposes of sexual
gratification which i1s generally annoying, disgusting or offensive to the
wictirn,

'\.hrf-fr'wa ¢. Bejacmses J.
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3.7 WHAT IS NOT SEXUAL HARASSMENT

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

3.8, EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide its officers and employvess a work
environment Tree of sexual harassment by management persannel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in iploy Inc. Sexual harassment is specifically
prohibited as urlawful 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
far promptly investigating any allegation of work-related sexual harassment,

4  PROCEDURE
4.1 COMPLAINT PROCEDURE

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

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

4.2, RETALIATION

421 Iploy Inc. will permit no employment-based retaliation against anyong
who birings a complaint of sexual harassment or who speaks as a witness
in the investigation of @ complaint of sexual harassment

‘Llirfllhu - F{th‘ﬁscn 1
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4.3 WRITTEN POLICY

4.3.1 Al officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy upon assumption of their respective
offices. If at any time an officer of employee would fike anather copy of
the policy, please contact the Office of the Committee on Decorum. If
Iploy Inc. should amend or modify s sexual harassment policy, all
officers and employeas will receive an indwidual copy of the amended or
modified palicy

5 CONFIDENTIALITY

3.1, At the commencement of the investigation procedure at the Committee,
starting from the filing of & written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence. It Is the intentlon of Iploy Inc. that rghts of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information pathered through the mvestigation process
confidential at all times, even after the canclusion of the investigation proper,

6. EFFECTIVITY

6.1, This Palicy shall take place effective immediately and shall be made known to
avery emplaoyee,

Human Resources

Approved by: Yisroel ¥. Gissinge
CED

Umj'ni::. C. Bejoras ¢co 3
1""3 e ,161.‘1'
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name Paosition in Establishment
Cheirman; Alfred Camarilio Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil SR - Phone
Junamel Brigoli CSR - Phone

Submitted by:
Yisroel Y. Gissinger
CEO
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DAT: : April 3, 2018

T ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT
THRU CPERATIONS MANAGEMEN]
SUB.ECT ! MEMD! RESTROOM GUIDELINES

Iplaty Inc. provides unisex restroams available so that employees can use them when thisy need
to do s, One s located inside the aperation floor and second  in the hallway outside the
operation floor. However, those who are uncomiortable, has lssue with the unisox restroarn,
we have a separate single, private restroom availablie for use

Moreover, any employes with concern/issiue in using the unisel restroom, pease visit Human
Resources office to get door access pass. Office serurity, Log in and Log out procedure shall
apply .

Furthermare, i1 is essentil that all emplovees should comply and observe the restroom
efiqguetie:

= Knock if the cubcie appears to be occupied, Don't peek under the doors,
Lock the cubicie door when you enter,
Stand close enough to the pan or urinal so yob don't wet the seat, walls or
Moo

*  Flush the tollet after use and wipe off the toilet seat for the next user

= Paper towels go in the trash can, not on the Aoor or in the toilet bowl

= Wash your hands 10 prevent the spread of colds dnd the iy

*  Please use water and papir towels conservatively

For your infarmation and guidance

%|Eg£
Hurmah Resources

Notes by

I

Virgilia € Bepras coln
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Februzry 27, 2018

To ALL EMPLOYLES

FROM : HUMAN RESOURCES DEPARTMENT
THRU OPERATIONS MANAGER

SUBIECT

OFFICE SECURITY, LOG IN AND LOG DUT PROCEDURE

The tollowing Is issued to ensure the effective
employees on office attendance and punctuality

enforcoment and strict abservance of all

To ensure elfective implementation and manitoring of office security

-

~

9.

10,

11,
12,

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

Employees are allowed to be
their scheduled time

Bags and/or personal items should be left
the production areg

Once an employee logged in and inside the production area, they can no longer go
outside until their 19 break

Emplayees are only allowed to stay in the office for thirty (30) minutes after their shift,
unless authorized or has approval to extend their time

Pantry, recreation room and locker should be closed at all times, employees must use
their RF 1D to access these rooms

No tailgating

inside the office and to Log in thirty {30) minutes before

in the locker before longing in/going inside

Employee ID and RF ID should be worn at all times, lost RF IDs will be charge to the
employee

No employees are allowed to stay in the waiting area for applicant.

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

Submit self to magnetic wand scannin g with

the security personnel
Only water in a clear container is allowed

in the aperation area and recreation room

For guidance and strict compliance.

MM@

Hurman Resources

MNoted by

Dirk-guf.n Operations

Virgilio © Bejomraces -
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Scanned by CamScanner
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DATE i Novemnber 17, 2021
TO 2 ALL EMPLOYEES
FROM N HUMAN RESOURCES
SUBJECT i LOCKER POLICY

The aim of this policy is to guide our employees and establish a well-kept and orderly environment in
the locke - room.

Please sez list of rules provided below for yvour reference.

RULES

* CNELOCKER OMLY per employes. NO sharing of lockers.

= NO staring of perishable foods/leftovers inside the locker,

*  Proper sanitation is strictly observed (E.G. No stering of unwashed containers/mugs/utensils, etc.)

® MO transferring of lockers. Transferring of lockers is subject to approval.

= Checking/audit will be done from time to time and once unassigned lockers are being used, they
will be forced open, and the company will not be liable for padiock replacement nor
reimbursement,

*  Aqy sort of action that may result in damage to property is strictly prohibited. This includes but is
nat limited to graffiti/vandalism, posting of stickers, damage to facility property such as the forced
o3ening of lockers without the management/HRs' knowledge or consent, ete.

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

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

* Ferced Open Request due to lost padiock key or forgotten passward/code should be submitted a
day prior and will be subject to availability of the bolt cutter.

®  Ajthorization to Forced Open a Locker, the request must be submitted via emall to hr@iploy.com
amd must wait for the approval.

v NI LOITERING inside the locker room

*  Unassigned Lockers with cable ties should not be opened.

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

This Memarandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared ay:
P ) i
Carlos Gotiong~ Alfr
Relations Specialist General Manager Direc perations

I have read, understoad, and agreed to comply with the foregoing policies, rules and conditions
governing the iPloy Locker Policy. - ﬁ

“iititie C.Bp7ARisce /3J'I'_1 _19 pez
Employee Signature Over Printed Name/Date
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DATE t April 3, 2018

To ) ALL EMPLOYEES

FROM : HUMAN RESDURCES DEPARTMENT
THRU OPERATIONS MANAGER

SUBIEZT : MEMO. CALL IN FOR QOUT OF OFFICE

Itvardze to properly monitor out of office employess, & new process to call infreport absenee will
be implemented effective Manday, April O, 2018,

Guideines:

1 In cases of late and/or absences, employee should report to Human Resources. through
SMS5 or Call via HR hotline: 0917-708-7074
2. Notilication should contain the following information:
4. Complete (real) Name
b Departmient
¢ Team Leader
d. Callin for: (Whoie day Absent, Hail-day Absent, Late)
&, Heason
3. HR will be the one 10 send notification to Operations Management
Mo call in should be communicated through Team teads o any other employee, L should
be done by the employee or his/har ralatives
5. Notification should be at least two (2] hours before the employes’s chift
6. [fan employee is adwised to rest/confined in the hospital, number of rest days ac advised
by the physician should be indicated Otherwise, emplovee must send notification daily
7. Failure to notify will be tagged as No Call, No Show and/ar unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline

For yaLr guidance and strict compliance

Humdn Resources

Moted by

H
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February 18, 2020

Ta t ALL EMPLOYEES
FROM I OFERATIONS MANAGEREMT
SUBIECT : ATTENDANCE BOMNUS 2020

An we end th2 year 2019, iPloy would like (o set dlear key procedures and policies, This memorandum serves as
reminder ta be followad:

PAYROLL

L. tmmaculate Attendoance Bonus is for employees with perfect attendance. Employees showld MOT commit any
schedule deviations Hke tardiness, unscheduled absences, undertime and overbreak. Failure 1o punch in = out for
breaks will also disgualily the emploves. No waivers will be given

2. Tardiness, Undertime and Over breaks will be deductad from the employee’s pay,

1. Employess who tendered their resignation before the release of the Sign On Bonus (First Haif or Sscond Hall) wil
WO longer be sligible to recelve it.

4. Employees qualified for the Sign On Bonws (First Half or Second Half) will receive it on the 207 of the succeeding
masnth From aligibility.

5. Efigibility far the annual merit increase is based on overall perfermance and managemant discretion, Pay out in
al managemesit's discretion.

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

. 1 dayy, absence - the medical certificate must be dated on tha day of absence or the next day. If tha absence
falls on a Fricay, the medical certificate must be dated the Saturday that immediately follows — at the latest, It
cannot be dated on the day that the agent iz to repornt back to worlk.

. Z days absence - the medical certificate must be datad on the initial day of absence or the nest day, I the
absence falls an a Thursday, the medical certificate must be dated either that Thursday of the next day — at the

latest. It canmot be dated on the Saturday that immediately follows or that Monday that the agent is to report back
e wark.

. 3 days of absence or longer - the medical certificate must be dated on the initial day of absence or the nex
day. It canne: be dated on the day that the agent reports back to work with the advice to rest antedated from the
initial date of absance. Also, the advice to rest is inclusive of rest days

o Ex: IF the agent is absent on a Friday and the medical certificate states advised to rest for 3 days,
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must be back

o workl an Manday.

"-'"irjﬂt'u t. Bemras te 3.
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8] It the doctor prescribes rest, the medical certificate must include the number ol days of rest. The
advice to rest cannot be antedated.

o There must be a fit o work date.

o The anly exception to the Medical Certificate date guidelines is if the amployes has been
hospitalized.
VACATION LEAVES

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

2, Employee rwst exactly have the corresponding credsts for 1he request 1o be appraved,
1 credit = One Day
5 eredit = Half Day

3. Employee with perfect attendance 60 days from the requested VL date will be given priority in the approval of
leaves. This is a way of rewarding emplayees with perfect attendance.

4. The compeny and client have the right to disapprove leave requests and concel approved leaves for those
employees who eommitted unschedulsd absences an the priar month and on the current manth of the requested
time off inclecing poor attendance records, behavioral and productivity issues,

Hated By: Approved By:
IAY GISSINGER
HA Supery Chiel Executive Officer
JR.
Director af Oparations
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Date : Movember 17, 2021

TO : ALL EMPLOYEES

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

Sick Lezve is to be used by emplayees wha are |ll, or any other form of absences supported
by a valid document.

1. Empleyees are required to notify the HA hotline number (0917-709-7074) and/or send an email to

hr@iplosy.com at least two (2] hours before the employee’s shift (following call-in procedure) and/or
within 24 hours from the first day of absence.

2. Employes may wse sick leave for absence due to the following reason:
= Imployee's illness or injury.
*  ereavement leaves
*  Zmergency leave/s
= ower Qutage/Internet Outage (for temporary Work from Home set-up)

3. Emplcyee must file the incurred sick leave in HRweb within 48 hours. Eailure to file the sick leave
on the g ven hours will be forfeited,

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

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

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

#  Blacklisted Doctors and clinlcs’ 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., VECO, CEBECO,
MECD)

= [ternet Outage
*  Ticket number fram the internet service provider and/or screenshot/link of
official outage announcement from the internet/telca provider
#  Picture of the modem (showing red, no light in “internet”)

5. Any ur authorized sick leave will subject the employes to disciplinary action. 5L is unauthorized
under tha fallowing circumstances:

* The employee failed to inferm the immediate superlor or HRD about his/her absence due to
[imess unless fully justified. /

'Illhrgjh,‘u C. E{j“mr.-rffl. o
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¢ fsickness claimed is fictitious or non-existent,

6. The e mployee or his/her representative must infarm his/her immediate superior or HR if an
extensicn of 5L will be needed to recover from the sickness. A medical certificate must be submitted
before t1e expiration of the SL. Absence of notice and certification will be considered unautharized
unless the company physician, after due examination of the employee, certifies that extension of
leave is varranted.

This Memorandum shall take effect on November 22, 2021,

Please be guided accordingly.

Createc by:

Noted by:

reflo Camai elo Ma Eaﬂns'éﬁggg :
Diredgor Operatipns Operations Manager “General Manager

'ufirail;g &. Bepswee
Zwlj 0 jtong
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Nowvember 12, 2019

ALL EMPLOYEES

HUMAMN RESOURCES DEFARTMENT
OPERATIONS MANAGER

555 SICKMESS CLAIMS — 5 CALENDAR DAYS

For thosz 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
S calend ar days from the start of sickness, they may ask their relatives, friends and workmates to submit
thair farm In Accounting office.

A membar is qualified to avail of this beneafit if:

1. Heisunable to work due to sickmess or injury and confined either in a hospital or at home for at
Izast faur [4) days;

2. He has paid at least three |3) months of contributions within the 12-month period immediately
kefore the semectar of cicknass or (mjury:

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

4. He has notified the employer ar the 555, if unemploved, voluntary or sell-employed member
regarding his sickness ar injury.

Failure ta submit the documents within the preseribed peod will free iPloy from any liability of their

claims.

For your guidance,

If there a-e any questions or clarifications, please feel free to approach the Human Resource Department.

Sincerely.

e

"u'rinj'r[fe €. Beprinen o,
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DATE : October 4, 2023
TO : ALL EMPLOYEES
FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services

Bimbao H. Tequille MD Clinic

Lolita E. Abella-Libres, DMD

Or, Omar Arceo, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecilla I, MD

Mow Serving

Or. Guian Darnell Sumalinog

10 Tambut Medlcal Clinic

11 Clinics/Physicians without complete contact details such as but hot limited to the following:
11.1  Dector’s name

11.2  Doctor's llcense number
11.3  Clinic/Doctor Phone number
11.4  Date of Actual visit

115  Diagnosis

11.6  Recemmendation

11,7 Fit to wark date

10 96 gn b RS

Mew Cl nics added:
12. Enad Clinic
13. Bing Clinie
14. Gia Clinic
15, Veloso Clinic
16. Dr. Paclo M. Apull
17. Lourdes D, Sasoy, MD

When providing medical certificates for absences, ensure the following:
1. The certificate must be Issued on the day of the absence or the day after,
2. Strietly follow all Instructions provided in the recommendation. Proaf of compliance, such as
a receipt for prescribed medications and laboratory results, may be requested,
3. HR/Clinlc will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denled entry.
[
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4. Do not make erasures on the document. Any corrections made must be counterssigned by
the attending physiclan.
5. Ensure that the soft copy (sent through emall) matches the original copy submitted to HR.

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

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

3. Mo contact informatioh displayed In the medical certificate,

4, Absence of physiclan's name and license number.

5. Phone numbers listed in the medical certificate are Incorrect and/or unable to be verifled or

contacted,

6. Medical certificates with inconsistencles or discrepancles determined by H RfCompany
Wurse/Company Doctor ta be questionable.

7. The clinic/physician does not facilitate phone validations far the lssusd medical certificate.

8. The dinlc/physician's services are primarily related te cosmetic procedures and consultations,
making them unsuitable for absence-relzted medicsl certifications.

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

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

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

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

at er@iploy.com,

For strict compliance.

Prepared by:

] Alganza
Employ 2e Relations Supervisor

Noted by: —
R o
HR N anager Mta r Operations Manager
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Dete : November 30, 2022

Ta : ALL Employees

FRER t ‘Human Resources Deparbment

SLBRECT 1 VACATION AMD SICIK LEAVE CONVERSIHOM

Wz are pleased to announce that the Sick Leave conversion will be relessed on December 15, 2022
pisyout. In this connection, all reralning 5L credits ane o be converted thus, SL application s no longer
albowed until the end of the year.

s for the Vecation Lesne (VL) sarversion, all unused VL credits will be released on the 30™ of December
222, All employees can plot a VL request untll December 8, 2022 OMLY. The actusl VL dates will cover
orky until Aprll 30, 2023. Kindly take note of the remindirs below in referance to filing of VL

@ No retraction of spproved Vis. If the employes reports for work on the sctual VL date, the WL
will mot be reimbursed and will be walded, '
No rescheduling of VL once approved,
VL date should nat fall an o lecal heliday otherwtse forfelted.

Neta: Approval of VL requests will b2 on or before December 14, 2022,

Furthermore, I the amployes resigns or gets separated from the company elther valuntary ar Involuntary,
affavallabie VL credits will be forfeited and will not be part of thelr last pay If:

v Employee filed an immediate rasignation and/or falled to provide s 30-day notic.

o Employes went on Absant Without Officlal Leave [AWOL)

o Employee incur any leave, absences, and/or any form of tarminal leave within the 30-day notice
peried with the enception that the employes provided a valid documentation such as but not
lirnived to hospitatization due to sickness, nocldents, or contaglous diteases,

@ Employee incirred more than four (4) hours of accumulated and/or total late/undertime within
the 30-day notice.

o Empioyee will have issues with performance Including but not limited o quaslity, productivity, &
dlient escalation within the duration of the 30-day notics.

@ Incurred any behsvioral infraction such as but not limited to Sleeping, Browsing Unrelated
Websites and ste.

Fu-thermore, 5L and VL converslon maybe subject to tax. Should you have questions pertalning to this
memo, feel frae Lo reach oul to our Accounting personnel at Accounting@|ploy.com.

Signed:
T o

Hi Ianages

o

Accounting hanager
MNoced by:

DOparatlons Manager gﬁﬁmﬁu

Approved by:

CE®

1<

1||.||i|:-"d.‘:|.'1iﬂ (. P{:hr’nr.ﬁd ¥
.'3-1'!_1 19 Tor-|




o s & iPloy

Pevcadnies Road Cehu Bune Pa,

Cebiy City bom

Dwcember 17, 2019

Ta : ALL EMPLOYEES

FROM i DPERATIONS MANAGEMENT
SUBIECT CLEANSING PERIOD

iPley Stafing Solutions believes in gving employers snough room for mprovement 1o straighten out
employment in regards to complianoe (o our company's Code of Canduct, The sim of this appraach i to help
mativate amployess rectity passed offenzes and start anow,

Cleansing Feriod pertains to the time when an ermployee who has been subjected to o Disciplinary Actian {Cra)
i eipeeind o mprove performance. Ample tme & glven to comrect improper behavior and refrain from
committing any other infractions,

I an emplayee dos not commit the same infraction for the wpecified clednsing period, the progressian of the
disciplinary action will tlide batk to a lovel depending on its type. Please refer to table below:

Attendance - fs
Productivity =
Behawaral | 13

The counting of the Cheansing Period will stan based on the date when DA was decided upon. All docurmentations
fue imfractisns will still ber kept in the Employee’s 201 File segardless what period of progression

The Cleansng Period is effective lanuary 1, 2020 covering DAs & months and older

Sincernly yeurs, Approved By:
Az
; 1Y GISSINGER
Dp¥ratio anmer Chiel Executive Officer

4
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CODE OF CONDUCT AND DISCIPLING (Table of Infrections)
STATEMENT OF POLICY
Tha Code of Conduct and Discipine ia designed temurs healthy and pasitive werkng
enwironment, srd hapes bo maintain and uphold professioralism among Piey Ing, smploysss.
The established norms hemn a1 forth ane geared bowssds The sttsronent of tha Cevmosay's
Goals ared shjsetive. It & worthy o amphaiine that the Code b not meant bo be oppressive nar
LY and intimidate emgpiey Indeed, i serves as the guiding principles
g;raiigﬁgiiggiﬁ_i
Ire

I DDCTRIMES TO GOVERN THE COMPANY'S COBE OF CONDUCT AND DESCTPLING
iiﬁﬂ&iﬁuﬂgﬂﬂﬁﬂgﬁit&gnﬁwii-
prEnagstive enshringd from the 1987 Phifppine Corstitution.

1 Fairrertd ard justios shall ways gowvern the impasition of dnciplinary actions, Exnting Labor
Lavws, i plermenting Rules and Jurisoruderse will slvarys be observed.

i The full and sirict masntenance of discipling is the mansssment’s resparsiblBty. Thus, it il be
she primany cancern E_iiﬂiﬂa!ﬂ;ﬂiﬂﬂif:!ming
sctions sgairat thelr sunnrointes whitivr & volstion of the mue s comrited.

4. Admdnisirative irvestigations and other dings shall b cond diticesly

5 Imposition of penallies when warranted, shall net be EE%E«.&S

E. The rights of the reipondent ss provided for by Lew shall be guarantssd,

7. Thes managiyt My ftipate the penalty o be impesed, kst howsver to mansgement's
approval and Wpon compiance IS the canditions set larth by the laiar,

B ncases of myltipls viclatizes of this Cede, the foliowing ruie shall agply 83 o the ceralty to be
mposed:

L & iPloy

1 incdent feport wil be submitt=c to Human Resowcoes [MR] within 1 werking ding from.

the date el ke inciden,
- Hursan Azscurces wil insse @ Meticr 1o Expiein (NTE] to e emploves within 3 working
dayh.
& Direct Supeior should eoach the employss within § working days. from the Bsuence af
the NTE.
Coaching Fofm and Written Explanation of the smaicpes thoes be submiied within 5
wearking dawys rom the dsadancs of the NTL
5. ¥R will issus Motice of Dechlon with of without sinctions within 5 davs b the recsiot
ol tive Coaching Fam @nd Wiitien Faplanation.
4. Fallize to provide Witles Fxplaration shell contoute 3 waive = the srpioyer’s
1!nuur—:l!n!.nidlmﬁﬂ!_ﬂlmﬂh-!ﬂdrﬂﬁnﬂulunﬂ=§!
withoirt any biase.
b Lapyes e the timelirn wil result 10 2 sanction — Nepiect of Cuty | irastondinssion.
€. Lagisis in the timeline will mor vaid the aslion
GENERAL REHAVIDRAL STANDERD
1 Py empioyvee Wi ExpEst tEt yau will mest che fodewing Sohavicrsl iendarc
3. Propey Conduct and Decorum is expecsid from vou within the offios ang cuttide whsn
representing the Comparny. Thil includes appragriste drets, attending the oifice repdy 1o work, use of
ﬂﬂligrigtnﬂuﬁlﬁn-i!giii
refatiorships with Egﬂgiﬁﬁiﬁiﬂsﬁinig
oteraance of and comnplibnge = with existirg lows of the Prelippines.
& Erhancing Company Producthity the Company eapects the Proper care and utikzation of
Caofi5| available ko the Company; rming ua For work ready to work on tima af the time, foliowing the
approoriate Break ond fnkh h B, peqtieg & with the job and perfonming the b to The best of yoor

by, poaltive attiude and dedication to ene™s work sssignmenn, suparting supervisiers ane thos in
J.ia.!.l.

. Fallowing r ulit oh siaternes and client relation snd shwrn mainteining a professional helptul
tiitude with customers.
EEE-&EEE A the office, good health ol .__Eiinnl.._iuﬂn
wou, assst in the security of the office, folicrwing Basic sadety procsdunes.

& Proger use of Compary Froperty, lecifties and security to protect company and empbloyss
lﬁ?mﬂi—%t&gﬂ.;& k=ep confidentlal and protect the

.\ %
mﬁ_ﬁ? Co I

Ty 1> e




This Code shall apaly to af iPloy erployees, regardies. of platus or position heid.
Types of Offenses

Livel ] = Wnfrastions which bné miner nnatiee but which may become nabitual and disrustive i aee

cowrected. 1T has ro detrimental imssct of the Businasi.

Lewel 3 - Serious olferse which causes delay in oparations, may pose threat, narm, or danger 12
Compary progerty Andlar (haes of Indhiduals.

Lewel 3 = infractions wnich will destroy (e company's Image and reputation, It caury substential ko 1o
the comiparmy and cam result 1o eritical openations! denuption. & oritkal oiferse thal nas comersenited
the security of the employees, the integrity of Chent, (he ssetly of tuslomer's information and the

i
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restenrmed H iy Inamroorst LS !
T For st Ter 'iPlo 11 oo MK Tower iPlo
Faverarioems Road Db Business Park * Pasgwsnns Ao Cobu Businais Pirs, *_
il Gk BO00 Ceis Crty £320°
1, Meglipenoe o ﬁ
carplemanagss af th
armplcaen by |saving the
computar unatinndsd and :
1 Faking Thal Babwar 158 Lo 3 Cuys Dismissal
I g of cerpany AECEPT OF THE CODE OF CONDUCT AND DISCIPUNE POLCY
canfiguration,__ Tl & ko acknewisdge That | have read the Cemaany’s Code of Condict and Distipline snd undersang
Furnossts shating ngxx#ifzqiiﬁnaﬁuligtitinsiuaiﬂ:!ﬁﬁ
prvilngsd gne confidantisl Suipanaion - arw chigations of amployment with the Company,
Trdigrmatice to anyone i Level S Civmiaal
The Commpany B gsmena i 1 atso acknowiedgs that the Carmpiry rserves the it 5o nevise, delete, and ade 1o the provions of
panies this Code of Conduct and Discipine., o conditicn of smplcyment mn be established by éry other
Ul EPs i e o i 2o #akernent, corduct, policy, & prectice.
= tinging out of Compary F—_— SeApine - = !
ORIy, SutpptEs &F Soup | Smie %
e
Unauthorlsed copying of AR d_.“...{?.u L.PqfeioLea
- lizanaea sciowars P— e T =3
appiication packagss ana il | el $0un Divmiypel
T Ehak victites.
intatiectasl progers) righss,
Deliberats tngoul o AND HAVE READ AND UNDERSTAND TS ENTIRE CONTENTS.
nulelng of snother Aeoeroene EMPLOYEE SEKATURE
= mployee’s USor N in et 5 Dlays i
By v,
Focement of compater
WiRLR, TRjEA harss, nd
Sthvar darmageg screaic | Laved u&ﬂ.nﬂ”n Dlumisel
s or piwysicsl aecomdriv
OF SErVIES o wartsaations.
WA, Saving Clause

L Termination of gn employee shall susomatically ke him/rer lrom reemgioymant.

i Thepensity of dismisad shall not prejudios the right of the company ta nitiste court actien
sgminat the arring employes,

: B EFEEEEEE_&E%E%.EEFE-:EE’
o b imnpimranted, if the same & iound 1o b ineanatent with the Code of Eancurt,




