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Employee Training Agreement

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

Phedwnl Bowy  pASA [Employee’s Name], an Individual with the address of
gl Ll LOEEMTS O - Luipa DEMD LG LT, (T, T 1m0 fEmployee's Addrass]
["Emplayea"},

Recitaks:

A The Smployer is providing a one-week training program to the Employee to enhance thelr skills and
knwledge in the fiald of Customer Service and as part of the Onboarding process.
B. The Employes has agreed to participate in this one-week training program.
C. The Employer has agreed to pay the Employee asalary for the duration of the training. 0. The
Employee has agreed to the terms and conditions concerning the Pre-Employment Medical Examination
{PEME] and the submission of Employment Reguirements.

Agreerient:

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

2, Salary Pzyment: In consideration of the Employee's completien of the training, the Employer agrees to pay the
Employee a sakary for the duration of the training, payable at the nearest payout schedule (15+or 30-of the
manth wpon successful completion,

3. Non-Elighllity for Incomplete Training: The Employee acknowledges and agrees that if they fail to complete the
one-we ek training program for any reason, they will not be eligible to receive the salary payment for the training
periad.

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

5. Submissian of Critical and Non- Critical Requirements: This agresment stipulates that should the Employes fail
to mee: the requirements by the specified deadline, even after multiple follove wps, thiy are required to cover
a portian of any penalties imposed by government autharities

6. Entire Agreement: This Agreement constitutes the entire understanding and agreement between the parties with
respect to the subject matter hereof, and supersedes all prier negotiations, representations, and agreements
between the parties, whether written or oral,
7. Ameadments: This Agreement may be amended only by a written Instrument executed by both parties.

By sign ng below, the parties acknowledge that they have read this Agreement, understand its
agree 13 be h-uund by them.

mu A se ¥, Pacot
'E’JTRMS{[ 1-"'.r I"-u;mp,]LLl*l'ﬁ'fI

Enmlq:;:ee Complete Name & Signature/Oate Training Associate
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date)_ AN o, 2oiy

BETWEEN

L IP.OY OPC. (the "Disclosing Party"); and
7. T ROLD RO (the "Receiving Party"),

collective y referred to as the "Parties”.
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

1.2, no:to disclose any such Proprietary Information or any information derived therefrom to
any third person,

1.3. no.tocopy or remove and not to take pictures of any Proprietary information,

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

1.5, nctto copy or reverse source any such Proprietary Information. The Receiving Party shall

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

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

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

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

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

24, was independently developed without use of any Proprietary Information of the Disclosing
Party. The Receiving Party may make disclosures required by law or court order provided the
Receiving Party uses diligent reasonable efforts to limit disclosure and has allowed the Disclosing
Party to s2ek a protective order.

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

4, Tre Recefving Party understands that nothing herein

4.1, rejuires the disclosure of any Proprietary Information or

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

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

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

Agreemertis held 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 for any other reason without the prior written agreement of both Parties. This
Agreeme it constitutes the entire understanding between the Parties relating to the subject matter
hereof urless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, Jegotiations or understandings with respect hereto,

7. This Agreement shall be governed by the laws of the jurisdiction in which the Disclosing
Party is lccated [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 OPZ Receiving Party

By: Onboarding Specialist By: _HIEW  TWRLOMIT

Name: Jade Lenizo Mata Name: BIRWEON ¥oLD L hoaA

Title: Onboarding Specialist Tite: (S NOWCE

Address: #35 Salvador Extension Labangon Address: 18! W S LORINTY SY. o0 io AL
Cebu City Chd o Cemd Py LD

Date:_._ﬂ.l.g_m_ﬁilﬂ___ Date: I\ [AL T | 474
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COMSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, BERMAC W Bovo Epoing 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 infarmation which may be in any state or local files,
including those maintained by bath public and private organizations, and all public records, for the
purpase of confirming the information contalned on my application and/or obtaining other
informatian which may be materizl to my qualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent,

I hereby consent to the Company's verifying all the information | have provided on rmy application
form. | also agree to execute as a condition of employment or a condition of continuad
employmant any additional written autherizatlon necessary for the company to obtaln access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that othe wise might arise from supplying the Company with Information it may request pursuant
to this redease. | understand that any false answers or statements, or misrapresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

I release I3loy Inc., its employees, designated representatives, agents, officers and trustees from
any and a | claims of liability or damage due to either the procurement or the true and accurate
disclosure of such recards or infarmation,

Applicant Name; BFENSoN  Woun IR B

Present Address: ¥V M LBK wrEpe 7. wivgpie MO LEbWA iy LEpLA

Social Sec rity Number; 04 - 10057 5] -4 Date of Birth: D4 | 70 .|‘”'

Signature: A -

I |

Date: Loy ;ug 24
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S5IGN-ON BONUS POLICY

Policy:

The purpose of the sign-on bonus palicy is to outline the requiraments, the timing of
payments, and the implementation of the sign-on bonus. The sign-on bonus is a non-
recurring and non-accumulating sum of money that is paid to an employee as gratitude for
joining the Company, The sign-on bonus is subject to taxes,

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

A regular employee

Mo 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

* Ivust be an active employee on the release date of the sign-on bonus.

" 8 B w

Releasing of Sign-On Bonus:

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

The company reserves the right to change these terms and conditions at any time without
prior not ce. If any changes are made, you will be notified immediately.
Acknowledgment

I hereby acknowledge that | have read, understand, and agree to the terms and conditions
of the {22 K} sign-on bonus policy,

sseason/ FoLo/] RAGKA 1|24

Signatu7’ﬂver Printed Name,/Date '
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UNDERTAKING

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

Palicy Title : Dress Code Policy
Revision No e
Effactive Date ¢ June 13, 2022

| acknawledge 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 provislons (including changes and additions which are deemed
incorporated herein) of

BLRMIOM/ Rolo  emun A o+ to | 2024
Ewlnwe Name and Signature " Date

T

are L.t 1| oj24
Onboarding Speciallst Name and Signature Date

§
1




iPloy Gift Policy

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

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

Employee: are required NOT to solicit or accept for personal benefit directly or indirectly any gift from
any emplcyee/s or company that is seeking to conduct or Is currently conducting business with the
Company. Any gift with 2 substantial monetary value of more than Php200 should be returned to the
giver.

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

a. 1% Instance - Written Warning
b, 2% Instance- Final Written Warning
¢.  3%Instance- Dismissal

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

Employee Acknowledgement

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

MName: .imu t?‘lp 'F-ﬁ'ﬂh'ﬁ
Signature: /Z‘-ﬁ-— ] Date: 1}"':'! M‘?‘I




iPloy Social Media Policy

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

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

All emplowees are prohibited from using or publishing information 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 to:

+  Publishing material that is defamatory, abusive or offensive in relation to any employvee, manager,
oftice holder, shareholder, customer or client of the company;

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

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

Procedures
All employees must adhere to the fallowing when engaging in social media.

» Beaware of your association with the company when using online social networks. You must
always identify yourself and your role if you mention or comment on the company. Where you
identify yourself a5 an employee, ensure your profile and related content is consistent with how
yod would present yourself with colleagues and clients. You must write in the first person amd
stete clearly that the views expressed are your own and not those of iPlay, Wherever practical,
yo. must use a disclaimer saying that while you work for the company, anything you publish is
Yo if opinion, and not necessarily the opinions of the company.

* Yo are personally responsible for what vou post or publish on socizl media sites. Where it s
found that any informatian breaches any policy, such as breaching confidentiality or bringing the
company into disrepute, you may face disciplinary action up to and including dismissal,

m:ﬁm




.

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

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

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

Recommendations, references ar corments relating to professional attributes, are not permitted
to be made about emplovees, former employees, customers or suppliers on soclal media and
networking sites. Such recommendations can give the impression that the recommendation is a
re‘erence on behalf of the iPloy, even when a disdlaimer is placed on such a comment. Any request
fo such a recommendation should be dealt with by stating that this is not permitted in line with
company policy and that a formal reference can be sought through HR. in line with the narmal
re‘erence policy.

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

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

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

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

Al=vays remember on-line content is never completely private;

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

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




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

Specific Managerial Responsibilities

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

Enforcement / Progression

Non-comp iance with the general principles and conditions af this saclal media policy and the related
internet, e-mall and confidentiality policies may lead ta disciplinary action, up to and including dismissal,
This policy is not exhaustive, In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet |s always appropriate and consistent with your
responsibiities towards the company. In case of any doubt, you should consult with your manager.

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

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

Employee Acknowledgement

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

MName: M h"' mﬁ

Signature: /Lﬂr" Date:; “Jh.ll"'nﬂr

v
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Date : February 22, 2018
To S ALL EMPLOYEES CONCERNED
From : Human Resources
Thru  Oiperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1 OBIECTIVE

L1 In conformity with Republic Act No. 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recogrizes workplace-based
programs as a potent tool 0 addressing HIV/AIDS as an international
pandemic problem, this company policy (s herebry ssued for the infarmation
and guidance of the employees in the diagnosis, treatment and prevention of

HIVAIDS In the workplace,

1.2 This policy is also aimed at addressing the stigma attached to HV/AIDS and
ensures that the workers' right against discrimination and confidentality is

maintaingd.

2. COVERAGE

2.1. This Pragram shall apply te all employess regardless of their employment

status

1. 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
4.1, BASIC INFORMATION ON HIV/ADS

411 What is HV/AIDS?

4111 It w a disease coused by o wirus called HIV  (Human
Immunodeficiency Virus), This virus slowly weakens @ person’s
ability 1o fight off other diseases by attaching nszelf to and
destroying important cells that contral and support the buman

Immune systom
4.1.2. How HIV/AIDS is transmitted?

4121 Unprotected sex with an HIV infected person;
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4.1.2.32 From an infected mather ta her child [dunng pregnancy, at
birth through breast feeding);

4.1.2.3 Intravenous drug use with contaminated needies,
4,124,  Transfusion with infected bivod and blood products; and

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

4.1.3 s there a cure?

4.1.31 Mo. However, there are antiretrovaral drug combimations that
are available when properly used, result in protonged survival of
people with HIV. Holistic care of people lwing with HV-AIDS and
comprehensive  treatment  of  ogportunistic  infections  also
dramatically improve quality of life

5. GUIDELINES
5.1, Preventive Strategies
5.1.1. Conduct of HIV-AIDS Education
5111  Who will conduct?

Thie Medical Clinic of Iploy Inc._in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employess
for free, This shall also form part of the crentation of newly hired
employees. The stondardized mformation package developed by the
Department of Labor and Employment [BOLE) may be used for ths
PUrpose

5.1.1.2, How will it be conducted?

The HV-AIDS education will be conducted through distribution and
posting of IEC matenals, lectures, counseling and training and
infarmation on adherence to standard or universal precautions in the
workplace

3,12 Screening, Diagnosis, Treatment and Referral to Health Care Services

5121 Screening for HIV as a preroquisite to employment is not
randatory.

5122 The company shall encourage positive health seeking bahawor
through Veluntiry Counsaiing and Testing

Lo R A
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5,123, The company shall establish a referral system and provide
access to diagnosiic and treaiment services for ks workers. Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company’s medical cline staff,

5.1.24. The company shall likewise facilitate access to livelihood
assistance for the alfected employee anc his/her families, being
affared by other government agencies,

& SOCIAL POLICY
6.1, Non-discriminatory Policy and Practices

6.1.1 Discrimination in any form  from  pre-employment 1o post
employment, ncluding hiring, promotion or assignment, termination of
employment based on the actual, percelved or suspected HIV status of
an Individual Iz profubited.

6.1.2. Workplace management of sick employees shall not differ from that of
any ather iliness

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

6.2, Cnn'ﬁdﬂntialltw'man-Dl5cla5ure Policy

B.21. Access to personal data relating to a worker's HIV status shall be
baund by the rules of confidentiality consistant with provisions of RA.
8504 and the ILO Code of Practice.

6.2.2. lobapplicants and workers shall not be compefled to disclose their
HIV/AIDS status and ofther related medical information

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

6.3. Work-Accommaodation and Arrangement

631 The company shall take measures o reasonably accommodate
employees with AIDS related ilinesses.

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

711 The Company, tegether with emplovees/ labor orgaruzations, company
focal personnel for human resources, salety and health personnel shall
develop, implement, monitor and evaluate the workplace palicy and
program on HIV/AIDS.

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

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

714, Ensure confidentiality af the health status of its employees and the
access to medical records (s limited to authorized personnel.

715, The Company, through its Human Resources Department, shall see to
it that their company policy and program is adequately funded and madea
known 1o all employess

7.L6. The Health and Safety Committes, together with emplovess/ labor
arganizations shall jointly review the policy and program and continue to
Improve these by networking with government and organizations
promaoting HIV prevention

7.2, Employess’ Responsibilities
7.2.1. The employes’s organization shall undertake an active role in
educating and training their members on WV prevention and control.
Promote and practice a healthy lifestyle with emphasis on-avoiding high
risk behavior and ether risk factors that expose workers to increased risk
af HIV infection.

122 Employees shall practice non-discriminatory acts against co-employess,

723, Employees and their organization shall nol have access to personnel
data relating to a worker's HIV status,

724, Employees shall comply with universal precaution and preventive

Measures.
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E IMPLEMENTATION AND MONITORING

8.1. The 5atety and Health Committes or |ts counterpart shall periodically monitor
and evaluate the implemantation of this Palicy and Frogram.

S EFFECTIVITY

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

Pregared by: Jo Hamni\ l&ﬁlecln

Human Hemurcas

Reviewed by: Afiredu F\'&é}hanlln Ir.

Db(ermr prhratlur s

Approved by: Yisroel Y, Gissinger
CEQ

pERdN/ rolo  RALWA
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Date lanuary 1, 2018
To ALL EMPLOYEES CONCERMED
Fromm : Human Resources
Thru : Dperations Manager
Subject : WORKPLACE POLICY AND PROGHAR 0N TUBERCULDSIS (TR) PREVENTION

AND CONTROL

. OBIECTIVE

1.1.To assist the government In its campaign against Tuberculosis (TB) in compliance
with the Department of Labor and Employment's Department Order Mo, 73-05,
series of 2005 - Guidelines for the Impiementation of Folicy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace

1.2.To provide initiatives to prevent the outbreak and spread of tuberculosis in the
workplace, and to treat, care, and support employees who become affiicted with
tuberculosis

COVERAGE

2.1.This Program shall apply to all employees repardioss of thelr ermployment status,

POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculoss, as well as the
treatment, rehabilitation, and restoration to work of employeas who contract
this disease. To achieve this goal, all employees are strictly mandated to undergo
an annual physical sxamination with the requisite chest x-ray

32450, In line with this, a TB awareness program shall be undertaken through
irformation dissemination, which shall include (ts nature, frequency (occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course [DOTS), and cantrol and management of TB i the
workplace. This shall be handled by the Office of Health Senvices {Infirmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Marager and office of Human Resource through the company's accredited
health provider.

33.The DOTS 5 a comprebensve strategy 1o control TR, and = composed of five
components, which ara

331 Political will or commitment to enduring sustained and gquality T
treatrmant and control schivities:

332 Case detection by sputurm-smear microscopy among  symptomatic
patients;
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3.3.3, Standard short-course chemotherapy using regimens of & to 8 manths for
all confirmed active TB cases (e, smear positive or those validated by the
T8 Diagnostic Commities) Complete drug taking through direct
observation by & desgnated trestment partner, during the whole course of
the treatment regimen;

334, A regular, uninterrupted supply of al anti-tuberculosis drugs and ather
materials;

335, Astandard recording and reporting system that allows assessment of case
finding and treatrnent outcomes for each patient and of tuberculosis control
program’s performance overall

3.4.Employees must be given proper information an wayy of sirengthening their
immune responses against TH infection, e, information on good nutrition,
adeguate rest, avoidance of tobacco and aleabal, and good personal hygiene
practices,  Howewver, 1 should be underscored that intensive efforts in the
prevantion of the spread of the disease must be geared towards accurate
infarmation on its etivlogy and complete performance overall.

3.5 Improving warkplace conditlons:

351, To ensure that contamination from TB airborme particies is controlled,
workplaces must provide adequate and appropriate ventilation (DOLE-
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities for workers.

352 The number of employess in g work area shall not excead the feguired
number for a specified ared and shall observe the standard for space
requirement, (O5HS Rule 1062)

3.6.Capability building on TB awareness ralsing and training oh T case Finding, Case
Holding, Reporling and Recording of cases and the implementation of DOTS shall
be given to Company health perconnet or the occupational safety and heafth
committes.

3.7, 5ockal Policies:

371, Non-discrimination: Employees who hove or had TB shall not be
discriminated against  Instead, they shall be supporied with adeguate
diagnosis and treatment, and shall be entilled to work for as long as they are
certified by the Company's accredited health provider as madically fit and
shall be restoréd to work as soon ag thelr iliness is contralled

172, Work Accommodation: Through agreements made betwean the
managemient and the employees, work accommodation measures. to
support employess with TB s encouraged through flesible  leave
arrangements, rescheduling of warking times, and arrangements for relurn

to wark.
Eﬂﬂﬁ_Mﬁ
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3.7.3. Restoration to Work: The employee may be allowed to return to work
with reasonable working arrangements as determined by the Compary’s
Health Care Provider and/or the DOTS provider

3.8 . Employee Responsibility;

381 Employees whe have symptoms of TB shall immediately seek azsistance
from the Company's Health Services Provider

3B1.1. An employee who has the symptoms of TB i required to initially
wear a face mask |especially while inside the office) and abserve good
hygiene practices, at least untll declared by a competent medical
practitioner 1o be safe from transmission,

3812 Sirmilarly, for thogse at risk, Le., those with family members with T8
or those exposed to a co-employee with T8, [t would be prudent o
observe the same good hygiene practices until declared free from the
disease and safe from transmssion

382 Onece diagnosed to be with TB, employees shall immediately seek
treatment either through the Department of Health’s DOTS or a private
physician of the empioyee’s choice. However, it is imperative that the one
strictly adheres to the course af treatment. Falling 1o dutifully abserve the
treatment course may give rse to complications, such as resfstance or even
the failure ol treatmani, which may make it harder to treat the infection and
result in a longer absence,

3.8.21. An absence from wark due to miedical reasons of over s [6]
manths may result in the termination of one's employment as
provided for by the Labor Code of the Philippines ander Art. 284 -
Disease as Ground for Termination

3.8.3. Employees are reguired to undergo an annual compulsory chest X-ray
through the Annual Physical Examination, It for any reason an employee
falls to secure a chest x-ray at that time, hef/she shall be directed 1o secure a
chest x-ray at an accredited clinle by hisfher respective Infirmary/Health
Services,

1.9.The Company shall ensure that any TR occurrence in [he workplace 15 traced and
that all contacts are clinfcally assessed, as much as feasible

3.10. An employee afflicted with TB, who has voluntarly undergens the
treatment and rehabilitation program [DOTS) prescribed, and who Is finaily
declared to be In a noncommunicable stage, may be allowed back to work
subject to being given a medical clearance by a Company desgnated physician

31L. Employees (those afflicted with the disease or those identified under
contact tracing) who refuse 1o cooperate and dutifully observe lawful

\ oL RAUAA
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instructions {undefgo 8 medical check-up and/or tréatment), may be subject to
disciplinary action proceedings for insubardination (the penalty of which may
range up to the termination of ane’s employmant}

4. PROCEDURE

4.1.The respective Health Services of the Company (andfor the contracted Health
Services. Provider] shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and techmical  assistance i the
implementation af the Workolace TB Contral and Management Frogram

4. 2.0 employese who undergoes the Annial Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded o company clinie/HRD,
Employees who fail to undergo the reguisiie annual chest s-ray shall be directed
to secure one at an atcredited chinic or by hisfher preferred infirmary/Health
Services.

4.21. Those with medical findings thall be required to undergo further medical
check-up. All medical records in connection with this second/ further chieck:
up shall be submitted to company chnic/HRD and hisfher respective
Infirmary/Health Services,

4,2.2, The pmployes shall then conrdinate with company clinic/HRD and his/hor
respective Infirmmary/Health Services for the next steps:

1.3:An employee who is suspected 1o te afflicted with TR, whether as a direct suspect
or by comacl tracing, shall cooperate fully  with  hisfher  respective
Infirmary/Health Services jand/or the contracted Health Services provider). IF
the employee fests positive for TB, the employee thall undergo the DOTS
program ta its completion

3411 the employee needs to undergo a leave of absence to recuperate, hafshe will
be aliowed 1o use the appropriate leave before hefthe may request to be
permifted to go on a Leave of Absence without Pay (LOA),

44.1. The employee shall observe the requisite procedure in applying for a
lgave

442 The Unit concerned shall ensure that the requisite procedures are
observed by the employes and that the company elinic is duly informed,

4.5 An employes may be allowed to po on a medical leave of absence (without pay)
for a maximum periogd of six () months, The concerned employves shall submit
an application for a leave of absence before poing on leave.  Said leave
application shall be subject to spproval at the sole discretion of the Company
Management.

4.51. The same procedures under 4. 2.1 to 4 2.7 shall be observed

prg PRy
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4.6 After treatmient, with 8 maximism penod of sw [6) months on leave [withoul pay),
an employee found to be cured or in a non-communicable Wage of T may be
alipwad back (o work, provided that the employes’s heaith shall continue o be
maonitored during the annual physical examination with the requisite chast x-ray
or as may be deemed necessary by the Unit Health Services [Infirmary) or
contracted Health Seryices provider

A7 The employee returning to work shall be reguired by the Management (o secure
a medical clearance from a medical doctar chosen by the Company before bemng
allowed to return (o work

4.8.The HRD will initiate disciplinary proceedings against any employes faund Lo have
discontinued treatment in deflance of medical advice, or who refuses to undergo
the full treatment course prescribed.  Likewise, employees who are ordered 1o
undergo a check-up due to contact tracing but reluse 1o do o will also face
disciplinary action proceedings, In both cases, the maximum sanction applicable
for insubordination will be the terminatian of one's employment, i It is deemed
warranted

5. IMPLEMENTATION AND MOMITORING

5.1.The Safety and Health Committes or its countarpart shall periodically manitor and
evaluate the impiementation of this Palicy and Program.

B, EFFECTIVITY

6.1 This Policy shall take place sffective immaediately and shall be made known 1o
avary emploves.

Prapared by

App-oved by: Yisroal ¥, Gissinger
CEo

mﬂhﬂﬂmﬂh
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Date ; February 22, 2018

To s ALL EMPLOYEES CONCERNED
Fronm s Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM CIN HEPATITIS B

. OQBIECTIVE

1.1iploy Inc. is commitied 1o conform to the established standards assurance of
customier satisfaction, protection of our environment and health and safety in
the workplaces,

1.2.The company promaotes and ensures a healthy environment through its various
health programs to safsguard its employees. And as part of the company’s
compliance to DOLE Department Advisory No. 05, Seres of 2010 |Guidelines for
the Implementation of a Workplace Policy and Program an Hepatitis B), this
Program has been developed. This program |5 aimed to address the stipma
attached to hepatitis B and 10 ensure that the employees’ right apaina
discrimination and confidentiality is maintained

1.3, This guideline Is formulatad for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatits B This will inform (he
employeés of their role as wall as the company in dealing with Hepatitis B, A
healthy environment encompasses a good working relationship and great output
fior continuous business growth,

COVERAGE

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

POLICY STATEMENT

3.1 mplementing Struciure
311 Iploy Inc. Hepatitis B workplace policy and program shall be managed by

its health and safety committes. Each division or department of {he
Company shall be duly represented.

3.2 Guidelines

3.2.1. Education

331 Hepatitis B shall e conducted through distribution and pasting of
IEC materials and counsetling and/ or leciures; and
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3212,  Hepatins B pducation skall be spearheaded by Iploy Inc. Madical
Clinic in close coordination with the health and safety committes

3.2.2, Preventive Strategies

32321, All emplovess are encouraged to be immunized against Hepatitis
B after secuning claarance from thair physician

3.2.2.2.  Workplace sanitation and proper waste reanagement and disposal
shall be monitored by the health and safety committee on a regular
basis.

3223 Personal protectve egquigment shall be made available ai all times
far all ermployees; and

3224 Employess will be given training and infarmation on adherence to
standards or universal procautions in the workgtiace

4. SOCIAL POLICY
4.1.1.1 Mon-discriminatory Policy and Practices

4.1.11.1 There shall be ne dscomination of any form against
employees on the basis of their Hepatitis B status consistent with
the international agreements on non-disciimination ratifled by
the Philippines (ILO C111). Emplayvess shall not be decriminated
against, from pre- to post employmen), including  hising,
promation, or assgnment because of ther hepatitis B status

41112 Workplace management of sick employess shall not differ
feam that of any other (liness. Persons with Hepatitls B related
llnesses may work for as long as they are medically fit 1o wark,

4,112 Confidentiality

41331 lob applicants and employees shall not be compelied to
disclose thelr Hepatits B status and olher related medical
information. Co-employees shall notl be obliged to reveal any
personal infarmation about their fellow employess. Access o
personal data relating (o employes’s Hepatitis B status thall be
bourd by the rules on conlidentiality and shall be strictly imited
to madical personnet or il fegally regquined,

4113 Work-Accommadation and Arrangement
41131, The company shall take medsures 0 reasonably

accoimmodate. employess who are Hepatitis B positive ar with
Hepatitis B - ralated lInesses.
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41132 Through agreements made between management and
empioyess’ representative, measures (o support employees with
Hepatitts B afe encouraged to work through FAexible leave
arrangements, rescheduling of working time and arrangement for
returt bo work.

4,114,  Screening, Diagnosis, Treatment and Referral to Health Care
Services

411.4.1. The company shall establish a referral system and provide
access to diagnostic and treatment services for its employess for
appropriate medical evaluation/ monitoring and management.

41142 Adherence 10 the guidelines Tor heatthcare providers on
the evaluation of Hepatitis B positive employees is highly
encauraged

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

4115  Compensation

4.1.1.51 The company shall provide access to Social Security
System and Employess Compensation benefits under PD 626 to
an employee contracted with Hepatitis B infection In the
perfarmance of his duty

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

51111 Management, together with employees' organizations,
compary focal personngl for human resources, and safety and
health persannal shall dévelop, implement, manitor and evaluate
the workplace palicy and program on Hepatitis B

511,13 The Health and Safety Cammittee shall ensure that their
company policy and program s adequately funded and made
known Lo all emplayess

51113 The Human Resources Department shall ensure that thei
palicy and program adhere to existing legislations and guidelines,
Including provisions on leaves, benefits and Insutance.

5.1.1.1.4. Management shall provide information, education and
training on  Hepatitis B for its warkforee consistent with the
standardized basic Information package developed by the
Hepatitis B TWG; I nol avallable within the establishment, then
provide access 1o infanmation

e
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51115 The company shall ensure non-disc fiminatory practices in
the workplace.
5.1.1.16. The management together with the company focal

personnel for hurman resources and salely and bealth  shadl
provide appropriate personal protective equipment to prevent
Hepatitis B esposure, especially for employees exposed to
potentially contaminated blood or body Nuld,

511317, The Health and 5afety Committes, together with the
employees’ organizations shall |aintly review the policy and
program for effectiveness and continue to improve these by
networking with government and  organizations promoting
Hugatitls B preventian,

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

51119, The human resources shall ensure that access to medical
recards s limited (o authorlzed personnel.

5112,  Employees Responsibilitios

51121, The employees’ organization is required 1o undertake an

aclive role In educating and training their members on Hepatitis

B prevention and contral. The IEC program must also aim al

promoting and practicing @ healthy lifestyle with emphasis on

evoiding high risk behavior and other risk factors that

expose employees to increased risk ol Hepatitis B

Infection, consistent with the standardized basic information
package developed by the Hepatitis B TWG

51122 Emplayees shall practice non-diseriminatory acts against
co-employess.on the ground of Hepatitis B status.

51133 Emplayees and their organizations shall not have access to
persannel data relating to an employee's Hepatitis B status. The
rules of conlidentiality shali apply In carrying out unign and
organization functions.

51.1.24. Employees shall comply with the unlversal precaution and
the preventive maasurss,

51175 Emplovees with Hepatits B may inflorm the health care
provider or the company physician on their Hepatitis B status,
thiat is, If their work activities may incraase the risk of Hapatitis B
infection and transmission ar put the Hepatitis 8 positive at risk
for aggravation




a A

— &/ iPloy

Parembani Huad Ceby hnenew Fare
by Tty (9000

B. IMPLEMENTATION AND MONITORING
B.1. Within the establishment, the implemantation of the palicy and program shall be
monitored and evaluated periodically, The satety and health committee or its
counterpart shall be tasked for this purpose.

7. EFFECTIMITY

71.This Policy shall take place effective immediatety and shall be made krown to
avery employee.

L .!I HILL L&
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Date {January 1, 2018

To CALL EMPLOYEES CONCERNED
Fram : Human Resources

Thru : Operations Manapger

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBRIECTIVE

L1, In compliance with Article V of Republic Act No, 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Departroent Order Mo, 53-03, series of 2003
(Guidelings: for the Implementation of & Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc hereby adopts the following
policies and programs to achieve a drug-free workplace,

1.2, Company policy 15 ta maintain a workplace free of illegal drugs, To ensure
that the objectives of the company's corporate policy are met, the company
is implementing this drug Iree pregram, The program will have the following
elements:

&, COVERAGE

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

3. POUCY STATEMENT

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

3.2 Being impaired or under the influence of dangerous drugs away from the
company, if such impairment or mbluence adversely affects the amployes's
wark performance, the safety of the employes ar of others, or puts at nisk
the company's reputation

3.3, Possession, use, solicnation fior, or sale of dangerous drugs away from thie
company premises, iF such activity of involverment adversely affects the
employee’s work performance, the safety of the employvee or of others, or
puts at risk the company®s reputation

314 The presence of any detectable amount of dangerous drugs in the
employee's system while at work, whilie on the premises of the company, or
while on company business. “Dangerous Drugs” include those listed in the
Schedules annexed 1o the 19631 Single Convention on Marcotic Drugs, as
amended by the 1971 Protocal, and in the Schedules annexed to the 1971

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

4. MANDATORY DRUG TEST

A.1. Ta ensure that only those gualified shall be sceeened and recruited to prevent
the detrimental effects (eg lower productivity, poor decision making:
increosed occidents; more compensation cloms; and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

4.2 Ipioy Inc. designates company accredited or affiliated center, a duly
accredited drug testing center by the Department of Health (DOH), as its

authorized drug testing laboratory

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

4.3.1.

RAMDOM TESTING: Officer/amployees may be selected at random for
drug testing at any interval determined by the Company

4.3.2. 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 influence of drugs, including, but not limited to, the following
circumstances: evidence of drugs on or about the employee's person or
in the employee's vicinity, unusual conduct on the employee's part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteesm of tardiness.

4.3.3. POST-ACCIDENT TESTING: Any officer/employee invalved in a “Near-

Miss” incident or “Waork Accident” under circumstances that suggest
passible use or influence of drugs may be asked to submit to a drug test.
As defined herein, “Near-Miss" means an incident ansing from or in the
course of work: which could have led to injuries or (atalities of the
workers and/or considerable damage to the employver had it not been
curtailed  “Waork Accident”  refers 1o unplanned or  unexpected
pecurrence that may or may not resull in personal injury, property
damage, work stoppage or interference or any combination thereof of
which anses out of and in the course of employment

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

screening test which will determine the positive result as wall as the type
af the drug used and the confirmatory test which will canfirm a positive
screening  test. Where the confirmatory test turns  positive, the
company's Assessment Team shall evaluate the results and detérmine
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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/femployee who was subjected to a
drug test of the test-resulls whether positive or negative

436, All costs of drug testing shall be borne by Iploy Inc.

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1

5.

2.3

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, Iploy Inc. shall provide a list of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may choose from

Following rehabilitation, the company’s Assessment Teamn, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the emplaver the resumption
of the employee’s job if hefshe poses no serious danger to his/her co-
employees andfor 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 s under treatment or rehabilitation shall be considered as
authorized leaves,

Repeated drug use even after ample opporturity for treatment and
rehabilitation shall be dealt with the corresponding penalties under RLA. 9165
and is a ground Tor dismissat

6. ADVOCALCY, EDUCATION AND TRAINING

el

B2

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

All officers and employees are required ko undergo an orlentationfeducation
program before assumption of their respective duties. The program shall
inciude the foliowing topics:

6.2.1. Salient features of R.A, 9165;

6.22. Adveérse effects of abuse and/or 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

624, Steps to take when Intervention is needed, as well as avallable services
for treatment and rehabilitation

To encourage all officers and employees 1o lead a heaithy lifestyle while at
work and at home, Iploy Inc. undertakes 1o conduct the following activities as
often as passitile;

6.3.1 Lfestyle asiessment programs on health  netrition,  weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

6.3.2. Health weliness screenings (e.g. blood pressore and heart rate,
cholestero! test, blood glucose, ete )

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

6.3.4.  Qther activities promoting health and wellness,

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

Il

1.2

3.

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

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

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

&ll officers and employees shall enjoy the right to due process, absence of
which will render the referral procedura ineffective

8. CONSEQUENCES OF POLICY VIDLATIONS

g1

g2

. Any officar or employes who uses, possesses, distnbules, sells or attempts (o

sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlowful acts as defined under Article I of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
Act,

Any officer or ermnployee tound positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under A 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 to ensure a drug-free
workplace, For this purpose, an Assessment Team shall be constituted in
accordance with 0.0, 53-03
10 EFFECTIVITY

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

11 ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

Nl I
Prapared by: Jo HJ ‘-H*.%-llﬁﬁ"ﬂﬂo

[J
Huran Resources

Reviewed by: Alfrén P (;*u\anlru Ir
Direﬂf\u}' o!fﬂber’aflruns

Approved by: Yisroel Y. Gissinger
CED
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Drug-Free Workplace Program Acknowledgement

I hareby acknowledge that | have received and read Iplay Ing Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect o drug test and a list of
local Employee Assistance Program providers or jocal drug and alcobol treatment
programs. | have had an opportunity to have all aspects of this material fully explained. |
alsa understand that | must abide by the Program as & condition of Initial and/or
continued employment, and any viofation may result in disciplinary action up to and
incuding termination

I akso understand that during my employment | may be required to submit to testing for
the presence of drugs or aleohol in my body. | understand that submission to such testing
Is & condition of employment with [Company],-and disciplinary action up to and including
ternination may result if;

1] | refuse to consent to testing

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

3) | refuse to authorize release of the test results to the company.

4 The tests establish a violation of [Company|'s Drug-Free Waorkplace Palicy

5} | otherwise vialale the policy,

| also recognize that the Drug-Free Workplace Policy and related documents are not
inténded to constitute a contract between Iploy Inc. and me.

The undersigned further states that hefshe has read and understands the above
ack yowledgement and signs below ol hisfher own free will,

W- PRI~ Juyf o, 029
/kmmu F DATE

WITNESS DATE
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Date lanuary 1, 2018
To ; ALL EMPLOYEES COMCERNED
From : Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM OM ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1

The following policies and procedure are hereby issued by Iploy Inc. 1o
prevent sexual harassment in its workplace and 1o provide the procedure for
the resolution, settlement and/or disposition of sexual harassment cases.

£, COVERAGE

2.1,

This Program shall apply to all employees regardless of their employmeant
status

3 POLICY STATEMENT

3.1

3.2

i3

34

Iploy Inc. believes that employees should be afforded the opportunity to work
in an environmen! 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 or canduct,

Sexual harassment refers to behavior that is not welcome, 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 sesual favors, and other sexually
oriented conduct which is offensive or objectionable o the recipient,
including, but not limited to. epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings,

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

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy |s based on, the definition of sexust
harassment set forth in Section 3 of RA. 7B77. It provides that sexual
harassment in workplace is committed by an employer, employes, manager,
supervisor, agent of the employer, or any other person whao, having autheority,
influence ar moral ascendancy over another in a work environment, demands,
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requires or otherwise requires any sexual favor fram the other, regardless of
whether the demand, requests or requirement for submission is accepted by
the object of said Act,

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

341, The sexual favor is made as a condition in the hirng or in the
employment, re-employment, or continued employment of  said
Individual, or in granting said indwidual favorable compensation, térms of
conditions, promotions, or privileges; or the refusal to grant the sexual
favor results in imiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish  empioyment
opportunities or otherwise adversely affect sald employes;

342 the above acts would impair the employess’ rnghts or privileges under
existing labor laws; or

3.4.3. the above acts would resll n an intimidating, hostile, or offensive
anvironment for the employes.

35 WHERE SEXUAL HARASSMENT IS COMMITED

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

151 Inor outside the office bullding or training site;

3.5.2. at office or training-related social functions;

353, inthe course of work assignments outside the office;

3.54. at work-related conferences, studies or training sessions; or
3155 during work related traval.

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

6.1, Overtsexual advances,

36,2, Unwelcome or improper gestures of affection;

3.6.3. Request or demand for sexual favors including but not limited to going
out on dates, autings, or the likeé for the same purpose,

1.6.4. Any ather act or conduct of a sexual nature or for purposes of sexual
gratification which s generally annoying, disgusting or offensive to the
victim,
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WHAT I5 NOT SEXLIAL HARASSMENT

Sexual harassment does not refer to occaslonal compliments of a socially
atceptabie nature: It refers to behawior that s not welcome, thatl s
personally offensive, that debilitates morale, and that, therefore, interferes
with work effectiveness:

EMPLOYER'S RESPONSIBILITY

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

4. PROCEDURE

4.1,

4.2,

COMPLAINT PROCEDURE

4.1.1. Any officer or employes, who experiences o witnesses any act of
sexunl 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 ar ownership. All allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected agans! unnecessary disclosure. When
the investigation s completed, all parties will be informed of the
cutcome of the iInvestigation,

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

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

who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of 8 complaint of sexual harassment
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4.3. WRITTEN POLICY

431, All officers and employees of Iploy Inc shall receive a copy of the
company’s sexual harassment policy upan assumption of their respective
offices. If at any time an officer of employee would like another copy of
the policy, please confact the Office of the Committee on Decorum. I
Iploy. Inc. should amend or modify its sexual harassment policy, all
officers and emploveas will receive an indiidual copy of the amendead or
medified policy,

5. CONFIDENTIALITY

5.1, At the commencement of the investigation procedure at the Committes,
starting from the filing of a written complaint, or the manifestation of an
abjection to an act or behavior, all matters discussed, documents reviewed,
fetters and correspondences read, and, testimonias heard, will be kept under
the strictest confidence. It s the intention of iploy Inc. that nghts of the
parties, especially the innocent ones, are protected At the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the Investigation process
confidential at all times, even after the conclusion of the investigation proper,

6. EFFECTIVITY

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

Prapared by: Jo
Human Hemurte's

EEE‘

BEtAnym
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

Name Position in Establishment
Cha rman; Alfred Camarilio Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoli CSR - Phone

Subitted by:

Yisroel Y, Gissinger
CED

BEANGN Rote gromTa
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DATE . April 3, 2018

To . ALL EMPLOYEES

FROIM : HUMAN RESDOURCES DFPARTMEMNT

THERL OPERATIONS MANAGEMENT

SUBJECT - MEMD: RESTROOM GLIDELINES

iploy Inc. provides unisex restraoms avallable so that emplovees can use them when they need
to dc so. One |5 located inside the operation floor and second s o0 the hallway outside the
operation flaor. Howsever, those whio are uncomfortable, has (ssue with the unises FEStrOOm,
we have a separate single, private restroom available for yse

Maoreover, any employes with concern/issue in using the unises restroam, please visit Human
Resources office to get door access pass, Office secunty, Log in and Log out procedure shall
apply.

Furthermore, it is essential that all emplovees should comply and abserve the restroom
etiguztte:

Knock if the cibicls appears to be occupied, Don't peek under the doars
Lock the cubicle door when you enter
Stand close enough 1o the pan or urinal so you don't wet 1he seat, walls or
floor

& Flush the tollst after use and wipe aff the toilet seat for the next user

* Paper towels goin the trash can, not on the floor o in the toller bowl

& Wash your hands to prevent the spread of colds and the {tu

*  Please use water and paper tlowels conservatively

For yeur infarmation and guidance

e G s ¥ 24
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Felwuay 27, 2018

To i ALL EMPLOYLES

FROM ' HUMAN RESOURCES DCPARTMEONT
THRL H OPERATIONS MANAGER

SuUccr

OFFICE SECURITY, LOG IN AND LOG OUT FROCEDURE

The tolowing is lssued ta chsure the effective enforcement and strict observance of all
employ 2es on alllce attendance and punctuality

To ensure effective Implementation and monitoring of office security

1. Employees are required to o
if the door is open

2. Cmployees are allowed to be insid
“heir scheduled time

3. 3ags and/or personal items
~he production area

4. OJnce an employee logged in and inside the production area, they can no longer go

aitslede until thejr 13t break

5. Imployees are only allowed to stay in the office far thirty (30) minutes after their shift,
anless authorized or has approval to extend their time

2antry, recreation room and locker should be closed at all times,

*heir RF ID to access these rooms

7. MNotallgating

g in and log out using the biometric and the RF 10, even
e the office and to Log in thirty (30) minutes before

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

employees must use

8. Zmployee ID and RF 1D should be warn at all times, lost RF IDs will be charge to the
mployee

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

10. Employees who left/lost their 1Ds will get temporary ID from HR and will be dealt with
accerding to our code of conduct and discipline,

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

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

For guicance and strict compliance.

Moted bey:

gy

Berndens g0
Heefeq

Scanned by CamScanner
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DATE : Nowember 17, 2021
TO 4 ALL EMPLOYEES
FROM : HUMAN RESQURCES
SUBJECT : LOCKER POLICY

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

Please see list of rules provided below for your reference,

RULES
= ONELOCKER ONLY per employee. NO sharing of lockers.
# NI storing of perishable foods/leftovers inside the locker.
*  Proper sanitation is stricthy observed (E.G. No storing of unwashed containers/mugs/utensils, etc.)
& NI transferring of lockers. Transferring of lockers is subject to approval,
s (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 padlock replacement nor
reimbursement.

* A7y sort of action that may result in damage to property is strictly prohibited, This includes but is
not limited to graffitifvandalism, posting of stickers, damage to facillty property sich as the forced
opening of lockers without the management/HRs' knowledge or consent, ete.

»  The company will not be llable for the loss or damage to any persenal belongings left unattended
and that includes, sharing of lockers, lockers without padlocks, placed on top of the lockers, etc,

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

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

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

&  MNILOITERING inside the locker room

&  Usassigned Lockers with cable thes should not be opened.

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

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly,

Prepared av: Noted by,

F s f
% Carlos Gotlong. Al lo
Empl Relations Specialist General Manager Directo perations

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

preMion  fole U pacuya cﬂ*’ Jn} u’(
Employes 5'7‘\ature Over Printed Mimefl';rah r
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DATE April 3, 20148

To } ALL EMPLOYEES

FROM : HUMMAN RESOURCES DEPARTMENT

THRLU ) OPERATIONS MANAGER

SUBJECT i MEMD: CALL IN FOR QUT OF OFFICE

In-order ta properly menitor out of office employees, a new process 1o call infregort absence will
be implemented effective Monday, &pril 9, 2018,

Guidelmes

1L In cases of late andfor absences, employes should repert to Human Besaurces thirough
SMS5 or Call via HR hotiine: 0917 7097074
2. Notification should contain the following information
2. Complete [real) Name
b, Bepartment
¢ Team |Leader
d. Callin for: {Whole day Absent, Half-day Absent, Latea)
2. Reason
3. HR will be the one to send natification 1o Operations Management
Mo call in should be communicated through Team leads or any other employee. It should
be dane by the employes or his/her relatives
5. Natification should be at least two (2] hours before the amployess shift
&, M an employes is advised to rest/confined in the hosgital, number of rest days as advised
by the physician should be indicated. Otherwise: employee must sand notification daily
4; Failure to natify will be tagged as No Call, No Show and/or unscheduled absence and will
be dealt with accarding to our Code of Conduct and Disciplhing.,

For your guldance and strict compliance

Moted by B RALUA- ';’p jzf

Ma; marillo Ir.

Di F‘Q:_ty pelrations
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February 18, 2020

Ta i ALL EMPLOYEES
FROM 3 OPERATIONS MANAGEMENT
SUBIECT 5 ATTENDANCE BONUS 2020

hs we end the year 2019, iPloy would like 1o set clear key procedures and policies. This memarandum serves as
remindar ta be followed:

PAYROLL

1, Immaculate Attendance Bonus is for employess with perfect artendance. Employee should NOT commit any
schedule devistions like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = out for
breaks will alsa disqualify the employee. Mo waivers will be given

Z. Tardiness, Lndertime and Cwer breaks will be deducted from the employes’s pay.

3, Employees who tendered their resignation before the release of the Sign On Boous {First Half or Second Haif) will
MO longer be eligible to recelve it

4, Employees gualified for the Sign On Bonus (First Hall or Second Half) will recense it on the 307 of the succeeding
manth fram eligibility.

5. Eligibility for the annual merit increase is based on overall perdformance and management discretion. Pay out |5
at managemest's discretion.

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

. 1 day absence — the medical certilicats must be dated on the day of absence or the next day. Il the absence
falls on a Friday, the medicol certificate must be dated the Saturday that immediately follows — at the latest, It
cannot be dated on the day that the agent is to report back to worl.

. 2 day= absence - the medical certificate must be datad on the initial day of absence or the next day. 1F U
absence falls an a Thursday, the medical certificate must be dated either that Thursday or the next day — at the

latest. Itcannat be dated on the Saturday that immediately follows or that Monday that the agent 1s (o report back
1o work,

. 3 days af absence or longer - the medical certificate must be dated an the initial day of absence or the nest
day, It cannot be dated on the day that the agent repors back to work with the advice to rest antedated fram the
initial date of absence, Also, the advice 1o rest is inclusiee 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 s inclushvs of the day of absence that the agent took to rest plus Saturday and Sunday = the agent miusst be back

1o work an Menday,
mvér vaonn 3| 0] 29




Piry imtorporaied

Lith Flooe MSY Toowr @‘ iploy

Pancatbores Road Cebis Basiness Park,

b Ciry £

o If the doctor prescribes rest, the medical certificats must include the number of days of rest. The
atlvice to rest cannot be antedated,

o There must be a fit to wark date,

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

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

2. Employee must gxactly have the corresponding credits for the regquest to be approved.
1 crecit = One Day
5 eredit = Half Day

3. Employee with perfect attendance 60 days from the requested V0L date will be given priority In the approval of
l@aves, This is & way of rewarding employess with perfact attendance.

4. The company and chient have the right to disapprove leave requests and cancel approved leaves Tor thoss
employess wha committed unscheduled absences on the prior manth and an the current month of the requested
time off includ ng poor attendance records, behavioral and productivity lssues

Moted By: Approved By:

JAY GISSINGER
HR 5 r Chief Executive Officer
Director of Operations

gee v Hioleq
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Date : November 17, 2021

TO 1 ALL EMPLOYEES

From t HUMAN RESOURCES DEPARTRENT
Subject : RE: SICK LEAVE POLICY

Sick Leave Is to be used by employees who are ill, or any other form of absences supported
by a valld document.

1. Emplovees are required to notify the HR hotline number (0917-709-7074) and/or send an emall to
hr@iploy.com at [#ast two (2) hours before the employee’s shift (following call-in procedure) and/or
within 24 hours from the first day of absence,

2. Emplovee may use sick leave for absence due to the following reason:
« Emnployee’s iliness or injury,
* Bereavement leave/s
* Emergency leave/s
*  Power Outage/internet Qutage (for temporary Work from Home set-up)

3. Employee must file the incurred sick leave in HRweb within 48 hours, Fallure 1o file the sick leave
on the given hours will be forfeited.

Note: Mo more Manual filing of Sick Leave except if the employee was hospitalized and/ar
quarantire due to COVID-19.

4, Below are the documents needed to provide to use the paid sick leave;
&  Enployes's llness oF 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 clinics’ will not be honored. (Please rafer to the
Blacklisted Clinic/Physician Memao)

* [Bareavement 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

#  Certificatien from their electric/power supply provider (e.g., VECO, CEBECO,
MECD]

* Irternet Outage
#  Ticket number from the internet service provider and/or screenshot/link of
official outage announcement from the internot/teleo provider

# Picture of the modem (showing red, no lght in “internet”)

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

ilimess unless fully justified.
&Mjﬁ; BAaad A 1,';4:,'
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o | sickness claimed Is fictitlous or non-existent.
6. The employee ar his/her representative must inform his/her immediate superior ar HR if an
extension of 5L will be needed to recover from the sickness, A medical certificate must be submitted
before the expiration of the SL. Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employes, certifies that extension of
leave is warranted.
This Memorandum shall take effect on November 22, 2021,
Please be guided accordingly.

Created by:
HR Manz

Moted by:

&Eﬁv_laiuﬂm elo Mana Carlos Gotlong.
Director, O Eratfbns Operations Manager “General Manager
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Movember 12, 2019

ALL EMPLOYEES

HUMAN RESOURCES DEPARTRMENT
DPERATIONS MANAGER

555 SICKMESS CLAIMS — 5 CALENDAR DAYS

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

A membe- is qualified to avail of this benefit i

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

2. H=has paid at least three {3) months of contributions within the 12-month period immediately
before the semester of sickness or injury;

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

4. H= has notified the employer ar the 555 i unemployed, voluntary or self-employed member
regarding his sickness or injury,

Failure to submit the dacumenis within the prescribed period will free iPloy from any liability of their

claims,

For your giidance.

If thiere ar= any questions or clarifications, please fes| free Lo approach the Human Resource Department.

Sincerely,

Meted by:

A 1&- arilka Jr
1:Iir. Dperations

RERMSHM VA Cuya ?’{ﬂ‘f?y
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HRM-2023-10-016

DATE October 4, 2023

TO . ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This Is in reference to the previous memo sent out last December 9, 2022 regarding the above-
menticned subject, \We are updating this mema adding more clinics and/or physlelans that are
considered blacklisted and medical certificate/documents issued by them will not be accepted. |n the
event that the employee submits any of the med certs under these clinles/Physicians will be tagged
a5 culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

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

Rajah Tupas Medical Services
Bimbo H, Tequille MD Clinie

Lolita E. Abella-Libres, DD

Dr. Omar Arceo, MD

Sla Clinie

Health Doe Dlagnostics

Gaudiasa Montecillo Ir., MD

Mow Serving

. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

11, Clinics/Physiclans without complete contact details such as but not limitad to the following:
11.1 Doctor's name

11.2  Doctor's license number
11.3  Clinle/Dactor Phone number
11.4  Date of Actual visit

11.5 Disgnosis

11,6 Recommendation

11.7  Fit to wark date

LW ND e W e

Mew Clinles added:
12, Enad Clinic
13. Bing Clinle
14. Gia Clinic
15. Veloso Clinic
16, Dr, Paclo N. Apuli
17. Lourdes D, Sasoy, MD

When mroviding medical certificates for absences, ensure the following:
1. The certificate must be lssued on the day of the absence or the day after.
2. Strictly fallow all instructions previded In the recommendation. Proof of com pliance, such as
a receipt for prescribed medications and laboratory results, may be requestad,
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denied entry.

W/%men Edl I"?W‘f
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4. Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physician.
5. Ensure that the soft copy (sent through emall) matches the original copy submitted to HR,

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

Mo consultation date specified.

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

Mo contact informatioh displayed In the medical certificate,

Absence of physlelan's name and license number.

Phone numbers listed in the medlcal certificate are incorrect and/or unable to be verifisd ar

cantacted.

6. Medical certificates with Inconsistencies or discrepancies determined by HR/Company
Nurse/Company Dactar to be questionable,

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

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

Ll i G

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

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

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

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

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

N Flganza
Employee Relations Supervisar

Noted by
- e
i elo M :
HR MEnager Operations Manager Director of (perations

wﬁ#ﬁwﬁ Hblzg
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Datz : Movernber 30, 2022

Ta ; ALL Employees

FROM £ Human Resources Department

SUBMECT i VACATION AMND SHCE LEAVE CONVERSION

We are pleased to annownce that the Sick Leave conversion will be relessed on December 15, 2022
pavout. In this connection, all remaining 5L credits are to be converted thus, $1 application i no longer
allewed until the end of the year.

Az “or the Vecetlon Leave (VL) canversion, all unused VL credits will be released on the 30™ of December
202, All employees can phot & WL request untll Decermber B, 2022 ONLY. The actual YL dates will cover
onl s untll Aprll 30, 2023, Kindly take note of the reminders below In referance to filing of Y

@ fao retraction of approved Vis. If the employes raports for work on the actual VL dats, the YL
will not be reimbursed and will be volded,

®  Norescheduling of VL oncs approved.

s VL date should nat fall on a local holiday otfieowise forfaited,

Nere: Approval of VL requests will be on or bafore December 14, 2022,

Fursherrmora, if the employes resigne o gets saparabed from the company elther voluntary or Involuntary,
afl available VL credits will be forfeited and will not be part of their Iast pay i:

o Employeas filed an Immediate resignation and/or failed to provide a 30-day notice,

o Employoe went on Absent Without Official Leave (AWOL)

& Employes incur any leave, absences, and/or any fiorm of terminad leave within the 30-day notice
period with the exception that the employes provided & valld decurdentation such as but not
limited to hospitalization due to slckness, accidents, or contaglous diteates,

@ Employee incurred more than four (4} hours of accumutated and/for tatal late/undertime within
the 30-day notice.

o Employes will have fssues with parformance Inclding but net limited to quality, productivity, &
client escalation within the duration of the 30-day natica,

= Incurred any behavioral Infraction such as but not lmited to Sleeping, Browsing Unreloted
Websites and etc.

Fur-hermore, 5L and YL converslon maybe subject to tan. Should you have guestions pertaining to this
rmemp, foel free to reach out to our Accounting personnel at Accountig@iplay.com,

Sigred:
; é&i ¥
HIR kbanoger Aceaunting Manager
PMotsad by:
# |
(1]
Opzations ifanager 4] ral ations
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December ©7, 3019

Tar : ALL EMPLOYERS
FREIM : OPFERATIONS MANAGEMEMT
SUBJECT t CLEAMSING PERIOD

—x T e — e -

Ploy Stallieg Seditions belleves in giving omployess snough cocm Tor improvement o straighten out
employment it regards (o compliznee to our company's Code of Conduct. The aum of this appeoach 15 te help
mativale erployees rectlfy passed alfenses and start answ

Cleansing Petiod pertains 16 the line when an employee wheo b been sulijiecied 1o 7 T iplinary Action (4]
i papeeted o improve peflonmance, Amipls Uine o giveh o corredt Impropes bebhavior and reloan from
cormmmilting any other infractiong

I an emplo=re does not comimit the same infraction fod e wped e Cleansing parisgd, the progresskan of the
disciplinary action will shide back to a lovel depending on its type. Ploase eler to talile Bolow:

Allendance 3
Productivty | 2 &
Beshinior sl 12

Fhe counting of the Cleansing Period will star biused on the date when 08 was deciced upan. Al doeumentians
fo mibrac Hioos seill still bie ket in the Ernployes's 200 01k repardiess what period of proghession,

The Cleansiry Permd is effectve lamary 1, 2020 covering DA b rmonths dnd obdes.

Muted Ry; Ajigroned Dy
o |
o, BA8 0
ALFREDO CAMARILLO IR, 1Y GISSINGER
Diieekog il O i =i Clisel Femcut bve Oflice
-

granion/ vald pay 'l'll«"l'f
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CODE OF CONDUCT AND DHSCIPUNE (Table of Infractisn)

STATEMENT OF POLICY

The Code of Conduct and Disdpére i designed o ensure hoalthy #nd poditier wosking
ermiranmend, and hopes to maintiin and uphold professionaiism among Poy Inc, empioyess.
The establshed nores heein s21 forth ane geared towards the sttsinment of the Compary's
Gl abjpctivei. It & worthy to emphasize that the Code 5 not meant b0 be copresive nsr
i i§ indgrdhed 10 theeaten and intimidale smployees. Indeed, It serves & the puiding principies
on what is expected of &' employess 10 conduet durirg the entine employenent here in iPioy,
e

B, DOCTREMES TO GOVERN THI COMPANY'S CODE OF CONDUCT AND DISCIPLINE

1. The right 1o descipline and discharnpe smoimses for Ul ahd propds ces B mardgsment’s
prenogathe enshrined froem the 1987 Philppans Coratitution

Z  Fairmess and justioe shall slways govern the imposison of disciplinary actiors. Exiszing Labar
Laws, implementing Rules o aggiﬁ!ﬁvniﬂi

L. irstigdent Report wil be submittes to Humdn Rescostes (W] within 2 working days (rgm
the date of the incident
uman Resouroes will issue a Motioe o Edplain (NTE] to e empicype within § wonking
Hays
Direct Superion shoud cosch the emaboves whbin § wording days from S isusncs of
e MTE.

4. Coaching Form ang Wirikten Explaration of the emaloyes shacld be swbmitied withind
warking day from the fsusres of the NTE,

5. HR vl s dedlon oF Dezition with or witheyt sanstiors witein § days from the receipt
u-.n.&n..utn__:.l“ﬂ._# ..l.___—i_..ﬂ.._l.ﬁ__.l._!u_.u.ﬂ

right to be heard and condinms Sl all che-detailsin te incident Reocrt ecs Enes ond

Pgﬂgigmgiﬁiiélﬂﬁﬂg
EﬁfifvﬁkﬂﬂiglﬂﬂﬂgiiI.InﬂwﬂE?ﬁ-ﬂlﬂ

b Erfeing Company Procuctivity the Company expects te Proper care and cilgaticn of

ke with oustomers.

Tertmgrivy rF ?lﬂ!.«uu.ﬁ!iﬁﬂuisi.llt.l et uid ¥ ¥ Terrweey weuinmand e
wark related punposes, praperly ascourt for afl Company funds recehed,

BEFNL LE.? H\ fo \ z/
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I Applicebiligy
This Code shall apaly to-all iFloy employees, regandiess of sty or position neid,
L Types of OFfenses
Lewel 1 = Infrastions which are mindr in rature Bul which may become natliual and disrupthe if net
comecied, Ithas no detrimental impact of the Busem.
inlﬂiiiigt!_:iiiguir;!;s
Company pragerty andfor e of individuale. Coeuffenles " - Fnai
Lewwel 3 = infractions which will destroy the company's image and repulation, It eubes Subilariial lods fo 4 HRLITNR [SSgeth ko Wiy Warring T 3 Doy e
the company and an rewit to oritical cperational diruptian. A citkeal effense thas has tempramises | faptups. Aashisortsbie Wenky
the security of the employees, the integrity of Client, the safebiy of customer's inforenation ard the Erbars, comaras, B2
statility of the business, kulcie Lia tarnainy
e withes prigr
agprzvl fngem the
imimedians vopersiser.
Eazing in unsiithasiped
e EpEasan,
Socumenied K Final
ii:hg ey #rt ‘Werring " -3 Days Damanal
seemby mupes laby whee Warring Wamisg
Raking el
Speaking bn another - . i
aEPape  dlakecr orher LL-TL Y Susperion
vl werbsl wrkiten iz
u_!m-l_wl_.;”s Warsh Wiring | - 30
Fabure tolaginfoutin
Bamit=is md gt
requiee asendince
mentinring inc. Falkors
ek inleil e Biaiia
"l lunch g day
H ndered 8 e (1] Codimantad Final
impance Varzal Woariikg Wriman _....I-.o_-lu.n Diirmhas
Warring Warming
3 manua edits in a mestn
fam Enyclocking tool will
et ] ismtance.
















&Y iPloy

WL Rules on Company Property, Faclthes snd Securky
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O SENAN OF worisoations,

W Saving Chause

L Termination of anempioyes shall sutomatically bar Remyfne from resem lovrment,

1 The panaity of diemissal shall not prejudics the right of the company 1o iniblsbe court action
gmirst the rring ernpiopes.

i This Code shail superiéds il other enitting palicies, rules, memos, end the e, and 8l polices
o be implemented, if the same js found (o oe incarsicient with the Code of Condiee,

Wil Approwal

doy Slasdnger
Cwner and Chis! Evecuthvg Officer

= Vot MY Tawer B
- & iPloy
G City 5000 Y

RECEIFT OF THE CODE OF CONDUCT AND DISCIPLINE POLICY

This b4 o ackrowiedge that | hove read the Company's Code of Conduet and Dicipline arg understang
that i sais farth the tenms ancl conditions of my empigymens bs well as the dutles and responsdbilities,
and ooiigation of empicyment with the Company,

| Ehia pirwiedge thet the Company reserves the dght o reviss, delete, and add te the proviaoos of
this Code of Conduct ard Discipiire., or gondition of empioyment oan be established by sny ofber
statemant, sanduct, policy, o practice.
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EMPLOVEE SIGMATURE




