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Employee Training Agreement

This Employ®e Training Agreement is made on January 15, 2024 between IPloy, OPC, with itz place of business
at _the 16 floor One Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employer”] and
(RES Hemeiey Napews [Employee’s Namel, an individual with the address of
“ ity [Employea's Address|

["Employee"),
Recitals:

A. The Employer is providing a one-week training program to the Employes to enhance their skilis and
knowledge in the field of Customer Service and as part of the Onboarding process,
B, The Employee has agreed 1o participate in this one-week training program.
C. The Employer has agreed to pay the Employes a salary for the duration of the training, D. The
Emplosee has agreed to the terms and conditions concerning the Pre-Employment Medical Examination
{PEME] and the submission of Employment Reguirements,

Agreamen::

1, Training Obl gation: The Employes agrees to attend and complete the ane-week training program provided by
the Employer. The training will commence on July 10, 2024 and conelude an July 12 , 2024,

2, Salary Payment: In consideration of the Employee's completion of the training, the Employer agrees to pay the
Employee a salary for the duration of the training, payable at the nearest payout schedule (15-or 30-of the
manth) upon successful completian,

3. Non-Eligibiliey for Incomplete Tralning: The Employee acknowiedges and agrees that if they fail te complete the
one-week tralning program for any reason, they will not be eligible to receive the salary payment for the training
period.

4, Pre- employrient Physical Examination (PEME): The Emplayee acknowledges and agrees that if they fail to attain

their empicyment with the company up until regularization. The cost of the pre-employment examination will
be deducted fram the final pay

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

6. Entire Agreement: This Agreement constitutes the entire understanding and agreement between the parties with
respect 1o “he subject matter hereol, and supersedes all priar negotiations, represantations, and Agreements
between the parties, whether written or oral.
T, Amendirents: This Agreement may be amended only by a written instrument executed by bath parties.

By signing telow, the parties acknewledge that they have eead this Agreement, understand its terms, and
agree to be bound by them,

€l s¢ Y. Pacot

ct g na [re_ o 1,3y

Employee Complete Nage & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT

THIS AGREEVIENT Is made on (Date) \Jul 1y, 2ody

BETWEEN
1. IPLOY OPC. (the "Disclosing Party"); and
. Cres Hex hey Madely {the "Raceiving Party"),

collectively referred to as the "Fartes",
RECITALS

A, The Feceiving Party understands that the Disclosing Party has disclosed or may disclose
information -elating to the training which to the extent previously, presently, or subsequently
disclosed to “he Recaiving Party is hereinafter referred to as "Proprietary Information” of the

Disclosing Party,
OPERATIVE FROVISIONS

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

L1 to hcld the Proprietary Information in strict confidence and to take all reasanable
precautions to protect such Proprietary Information {including, without limitation, all precautions
the Receiving Party employs with respect to its own confidential materials),

1.2, nottc disclose any such Proprietary Information ar any information derived therefrom to
any third person,

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

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

1.5, not to copy or reverse source any such Proprietary Information. The Receiving Party shall

procure that its employees, agents and sub-contractors to whom Proprietary Information s
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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 ar
any infarmasion that the Receiving Party can document

2.1. s or becomes (through no improper action or inaction by the Receiving Party or any
affiliate, aget, consultant or employee) generally available to the public, or

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

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

2.4, 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 Pa-ty uses diligent reasonable efforts to limit disclosure and has allowed the Disclosing
Party to seek a protective order.

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

4. The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

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

Agreement is 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 ather Party. This Agreement may not
be amendec for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereta.

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

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

IPLOY OPC Receiving Party

By: Onboard ng Specialist By: __ New Timplogee

Name: Jade Lenizo Mata Name: _ Creg  Hachey B Nelel
Title: Onboarding Specialist Title: LR

Address: #35 Salvador Extension Labangon Address: _ Fchoyec Sheel, Cllon ["iﬂg’
Cebu City

Date:_ July 10, 2024 Date: JHI'!‘J b, ool
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2, Please PRINT legibly.
3, DO NOTLEAVE ANY SPACE BLANK, Write "n/a”, "not applicable” or " none”
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Purstanl to: (g irelpenauy Peopde's Act (RA B3 710; () Magnae Came for Disabied Persans [RA 72777 mod Sode Porends Wislfare Act 2000 [RA 8972)
piease annwer the foflowing items:
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I LA _m'-;Lf 0 ALY

Signature of Employes D&t Signed
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, I Mhsey  NALA hereby authorize Iploy Inc. and/or It's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including th3se maintained by both public and private organizations, and all public records, for the
purpose of confirming the Information contained on my application and/or obtaining other
information which may be material 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,

| hereby cansent to the Company's verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of cantinued
employmert any additional written authorization necessary for the company to obtain access to
and copies 3f records pertaining to this information, With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my applization or of my immediate discharge should such falsifications or misrepresentations
be discover=d after | am employed,

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

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

Applicant Name; _ CRE Hprivey  NApELA

Present Address:  FetHiNE? "fi.'. oEpw

Social Secu-ity Number: _0b 2172 4£¢ Date of Birth: _Dri - 20, 1993

Signature: “." L

Date: Tﬁi‘r:' v, Ardy
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SIGN-ON BONUS POLICY

Policy:

The purpoze of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus. The sign-on bonus is a non-
recurring a1d non-accumulating sum of money that is pald 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

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

s = & @

Releasing of Sign-On Bonus:

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

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

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

p iz HI.RJ,I}L}"IMHM Jhly m, deay

Signature Diil'-er Printed Name/Date
!
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UNDERTAKING

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

Folicy Title : Dress Code Policy
Fevislon Mo ;01
Effective Date June 13, 2022

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

(RIS 41fﬁm£l1 NAPELA July o, avay
EmpluTn Mame and Signature Date
Mated: =
Jade/ /L. hata Ul 1, 202

Onboarding Sped.'iifm Mame and Signature Date




iPloy Gift Policy

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

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

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

Any violatiors will be subject to the iPloy Code of Conduct and Discipline. Infractians for this palicy is
tagged unde- Level 2 affense and follow these progression:

a. 19|rstance — Written Warning
b. 2™ imstance- Final Written Warning
€. 3™ Instance- Dismissal

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

Employee Azknowledgement

i have read, understand and agree to comply with the foregoing policies, rules and conditions governing
the iPloy Gif- Policy.

Name:_ CTe®S  Hmosuiy  MAppya

Signature: |1.r.] Date: ‘I"'”'_" I, -’{L"H’I




iPloy Social Media Policy

iPloy recogni: s that employees use social media tools as part of their daily lives. Employess should always
be mindful of what they are posting, who can see it, 2nd how it can be linked back to the organization and
work colleagues.

All employees should be aware that iPloy regularly monitors the internet and soclal media about its work
and to keep : breast of general internet commentary, brand presence and industry/customer perceptions.
iPloy does not specifically monitos social media sites for employee content an an ongoing basis, however
employees should not expect privacy in this regard. iPloy reserves the right to utilize for disciplinary
purposes any infarmation that could have a negative effect on the company of its employees, which
management comes across in regular internet manitoring, or is brought to the prganization’s attention by
employees, customers, members of the public, etc.

All employess are prohibited from using af publishing Information on any social media sites, where such
use has the aotential to negatively affect (Ploy or its staff. Examples of such behavior include, but are not
limited to:

« Pubishing material that is defamatory, abusive or affensive in relation to any employee, manager,
office holder, shareholder, customer or client of the company;

« PuHishing any confidential or business-sensitive infarmation about iPloy;

« Putlishing material that might reasonably be expected to have the effect of damaging the
rep.Jtation or professional standing of the company.

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

s 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 campany. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients, You must write in the first person and
state clearly that the views expressed are your own and not those of iPloy, Wherever practical,
you must use a disclaimer saying that while you waork for the company, anything you publish is
your opinion, and not necessarily the opinions of the company,

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




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,

Material in which the company has a proprietary interest — such as software, products,
documentation or other internal information = must not be transmitted, sold or otherwise
divulzed, unless the company has already released the Information into the pulblic domaim. Any
departure from this policy requires the prier written authorization of the management.

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

Reccmmendations, references or comments relating ta professional attributes, are not permitbed
to be made about employees, former employees, customers or suppliers on soclal media and
networking sites. Such recommendations can give the impression that the recommendation is a
reference on behalf of the iPloy, even when a disclalmer is placed on such a comment. Any request
for such a recommendation should be dealt with by stating that this is not permitted in line with
comaany policy and that a formal reference can be sought through HR, in line with the normal
refe ence policy.

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

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

This policy extends to future developments ininternet capability and sacial media usage.

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

Always remember on-line content is never completely private;

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

Corsider all online 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 information you encounter on
the internet. This may require obtaining appropriate permission to m ake use of information, You
must always give proper credit to the source of the infarmation used,

specific Maragerial Responsibilities

By their position, Managers have obligations with respect to general content pasted on social media.
Managers should consider whether persenal thoughts they publish may be misunderstood as expressing
the company’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 apinions to emplayees.

Enforcement [ Progression

Mon-compliz nce with the general principles and conditions of this secial media policy and the related
internet, e-mall and confidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy is not exhaustive, In situations that are not expressly governed by this policy, you must ensure
that your vs52 of social media and the internet is always appropriate and consistent with your
responsiblliiies towards the company. In case of any daubt, you should consult with your manager.

Infractions far this palicy is tagged under Level 7 offense and follow these progression:

a. 1% Instance — Written Warning
b, 2™ Instance- Final Written \Warning
€. 3™ |1stance- Dismissal

Employee Acknowledgement

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

Name:  CRET HEWURy NAbgA

Signature: ﬂ. il Date: .I"L“:'}‘ o, dady
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Cate - February 22, 2018
Ta - ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Dperations Mahager

tybject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. DBJECTIVE

- 1. in confarmity with Bapublic Act No, B504 otherwise known ak the Philippine
AIDS Prevention and Cantrol Act of 1998 which recognizes wortkplace-based
programs as @ potent tool in addressing HIV/AIDS as an nternational
pandemic prablem, this company palicy is hereby issued for the Information
and guidance of the employees in the diagnasts, treatment and prevention of
HIV/AIDS In the workplace.

1.2. This policy is also aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers' right against discrimination and confidentiality =
maintaned.

2. COVERAGE

3.1 Thie Program shall apply to all employees regardless of their empioyment
status.

3. IMPLEMENTING STRUCTURE

1.1 Iploy Ing, HIV/AIDS Program shall be marnaged by its health and salely
committee consists of representatives fran the different divisions and
departments

4, POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
411 ‘What s HWV/AIDS?

4111 1t & a disease coused by @ Wrus called HIV  (Human
immunodeficiency Virus). This virus slowly weakens a person’s
ability to fight off other diseases by attaching itself to and
destroying important cells that control and suppart the human
immune system

A1.7. How HIV/AIDS is transmitted?

4121  Unprotected sex with an HIV infected person;

Jwty o, Jeay
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4.1.232 From an infected mother 1o her child [during pregpancy, at
trth through breast feeding);

4.1.73, Intravenous drug use with contamirated needles,
4174, Transtusion with infected blood and blood products, and

4125 Unsate, unprotected contact with infected blood and bleeding
wounds af an iInfected persan

413, Istherea cure?

4131 No However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
people with HIV. Holistic care of people lving with HIV-AIDS and
comprehensive  treatment  of  opportuniste infections  also
dramatically improve quality of lile

5. GJIDELINES
5 1. Proventive Strategies
£1.1. Conduct of HIV-AIDS Education.
5111 who will conduct?

The Madical Clinic of lplay Inc._in coordination with the Health and
safety Committee shall conduct HIV-AIDS education to all employees
far free. This <hall also form part of the orientation of newly hired
employees. The standardized information package developed by the
Department of Labor and Employment (DOLE} may be used for this
PUrpose.

5.1.1.2.  Howwill it be conducted?

The HIV-AIDS education will be conducted through distribution and
pasting ef IEC rmaterials, lectures, counselling and training and
information on adherence to standard or universal precautions in the
workplace:

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

5.1.2.1, Screening for HIV as a prerequisite to employment |5 not
mandatory

5172 The company shall encourage positive health seeking behavior
through Volumary Counsefing and Testing

L
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£1.23 The company shall establish a referral system and provide
sccess to dlagnostic and treatment Senaces for Its workers. Referral
ta Social Hyglene Clinics of LGU for HIV screening chall be facilivated
by the company’s medical clinic staff.

£174 The company shall lkewise facilitate access to Ivelihood
assistance for the affected employee and his/her families, being
affered by other government agencies.

6. 30CIAL POLICY
5.1. Non-discrimiratory Policy and Practices

611 Discrimination In any form  from pre-employment  to post
pmployment, including hiring, promotion or assighment, termmation of
employment based on the actual, perceived or suspected HIV status af
an indivicdual is prohibited.

5.12 Waorkplace management of sick employees shall not differ from that of
any other iliness,

613, Discriminatory act done by an officer or an employec against their
co-officer or co-employee <hall likewise be penalized.

6.2. Confidentiality/Non-Disclosure Policy

§.2.1. Access to personal data relating to a worker's HIV status shall ke
bound by the rules of confidentiality consistent with provisions af A
8504 and the |LO Cede of Practice

6.2.2. Job applicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical information.

6.2.3, Co-employees shall nol be obliged 10 reveal any personal information
relating to the HIV/AIDS status of fellow workers.

6.3, Work-Accommodation and Arrangement

6.3.1 The company shall take measures 10 reasonably  accommodate
gmployees with AIDS related (lingsses.

6.3.2. Agreements made between the compary and employee's
representatives shall reflect measures that will suppert workers with
HiV/AIDS through flexible leave arrangements, reschaduling of working
time and arrangement for returh to work,

Juhy p, 2024
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7. ROLES AND RESPOMNSIBILITIES OF EMPLOYERS AND EMPLOYEES
7 1. Employer's Responsibilities

7.1.1. The Company, together with employess/ labor organizations, company
focal personnet for human resources, safety and health personnel shall
develop, implement, manitor and pvaluate the workplace policy and
program an HIV/AIDS.

7.1.2. Provide information, education and tralning on HIV/AIDS for its
workforce,

713 Ensure non-discriminatory practices in the workplace and that the
nolicy and program adheres to existing legislations and guidelines

714, Ensure confidentiality of the health status of its employees and the
aceess to medical records is limited to authorized persannel.

7.1.5. The Campany, through its Human Resources Department, shall sea to
it that their company policy and program 5 adequately funided and made
known 1o all employees.

716. The Health and Safety Committee, together with emplovess/ labor
organizations shall jointly review the policy and program and continue 1o
improve these by netwarking with government and organizations
premeting HIV pravention

7.2, Employees’ Responsibilities

7.2.1. The employee’s organization shall undertake an active role in
educating and training their members on HIV prevention and contral.
Promate and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose workers 10 increased rsk
of HIV infection,

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

7.2.3. Employees and their organization shall not have access to personnel
data relating 10 a worker's HIV status.

7.2.4, Employees shall comply with uriversal precaution and preventive
MEASUres,

Jm_.; o200y
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8 IMPLEMENTATION AND MONITORING

8.1, The safety and Health Committee or |ts CoUnterpan shall pertodically monitar
and evaluate the implementation of this Policy and Program.

g, ZFFECTIVITY

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

5] pi”"&i
Preesared by lo H R. Malecio

Human Resources

Reviewed by: .ﬁ.rl‘re-dn P, Garmarillo ir
D‘b(e:tarj:f parations

Approved by: Yisroel Y. Gissinger
CED
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Date : January 1, 2018
T < ALL EMPLOYEES CONCERNED
Fom : Human Resources
T ; Operations Manager
Sabject COWORKPLACE POLICY AND PROGRANM DN TURERCULOSIS (TR) PREVENTION
AND CONTROL
1. CBRIECTIVE

1.1 To assist the gavernment in its campaign against Tuberculoss [T8) in compliance
with the Departrment of tabor and Employment’s Depattmant Order Mo, 73-05,
series ol 2006 — Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace

1.7 To provide initiatives to prevent the autbreak and spread of tuberculosis in the
workplace, and to treal, care, and support employees wha become affiicted with
tubercuioss

-2, COVERAGE
.1 This Brogram shall apply to all employees regardiess of their em ployrment status
3. POLICY STATEMENT
3 1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration 1o work of employees who contract

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

1.2 Alsg, In line with this, a TE awareness pragram shall be underlaken through
infarmation dizssemination, which shall include its nature; frequency (occurmence
in a selected population) and transmission, freatmant with Directly Observed
Treatment Short Course (DOTS), and control and management of TB in the
workplace, This shall be handled by the Office of Health Services (Infirmary) or
the partner health provider of [PLOY INC. In conjunction with the Cperations
Marager and office of Human Resource through the company's accredited
health provider.

3.3, The DOTS s a comprehensive strategy to confrol T8, and is compased of five
components, which are:

33.1. Poliveal will or commitment (o esduring sustained and quality TB
treatment and control activites,

332 Case detection by sputum-smear microscopy among  Symplomatic
patients;
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333  Stardard short-course chemotherapy using regimens of & 1o & months Tor
all confirmed actve TB cases (L@, smear positive or those validated by the
T8 Diagnostic Commities),  Complete drug taking through direct
observation by a designated treatment partner, during the whole course of
the treatment regimen,

334, A regular, uninterrupted supply af all anti-tuberculosis drugs and other
rraterials;

135 Astandard recording and reporting system that allows assessment of case
finding and treatment cutcomes for each patient and of wuberculosis control
program's performance overal

34 Emplovees must be given proper information on ways of strengthening their
immune responses against TB Infection, e, information on good nutfition,
adeguate rest, avoidance of tobacoo anel aicohol, and good persanal hygiene
practices. However, it should be underscored that intensive efforts in the
prevention of the spread of the disease musl be geared towards accurate
information on its etiplogy and complete performance overall.

3.5, Improving workplace conditions:

351, To ensure that contamination from TE airgome particles |s controlled,
workplaces must provide adequale and appropriats ventilation [DOLE-
Cccupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shiall be adequate sanitary facilities for workers

352, The number of employees in a work area shall not excead the required
number for a specilied area and shall observe the standard for space
requirament. (O5HS Rule 1062}

= & Capability building on TB awarenass rasing and traming on T8 case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational safety and health
commities.

3.7.5acial Policies:

37.1 Non-discrimination: Employees who have or had TB shall not be
discriminated against.  Instead, they shall be supported with adeguate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's aceredited health provider as medically fit and
shall be restored to work as soon as thair iliness ks controlled,

1.7.2. Work Accommadation  Through agreements made between the
management and the employees, work accommodation measires. [0
support employees with TH s encouraged through Flexible leave
arrangements, rescheduling of working times, and arrangements for return
to work

Tily 10, 20
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3.7.3. Restoration to Work: The employee may be allowed to return Lo work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider

1.3 Employes Responsibility!

%81 Employees who bave symptoms of TB shall immediately seek assistance
from the Campany's Health Services Provider

3811 An employes who has the symotoms of TB is required to initially
wear a face mask (especialty white inside the office) and obeerve good
hyglene practices, at least until declared by a competent medical
practitioner (o be safe from transmission.

31812 Similarly, for those at risk, Le., those with family members with TB
or those exposed to a co-employee with TB, it would be prudent to
abserve the same good hygiene practices untll declared free from the
disease and safe fram transmission.

3872 Once diagnosed 1o be wilth TB employees shall immediatoly seek
reatment either through the Department of Health's DOTS or @ private
physician of the employes’s choice. However, it is imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise Lo complications, such as resistance or even
the failure of treatment, which may miake it harder Lo treat the infection and
result in @ longer abseace

34821  An absence from wark due to medical reasans of over six |B)
manths may result in the termination of one's employment as
provided for by the Labor Code of the Philippines under Art. 284 -
Disease as Ground for Termination,

3183 Employees are reguired 1o undergo an anpual compulsory chest X-ray
through the Annual Physical Examination. Il for any reason an employes
fails to secure a chesl x-ray al that lime, hefshe shall be directed Lo secure a
chest ¥-ray at an accredited dinic by hisfher respective Infirmary/Health
Services,

3.3.The Campany shall ensure that any TR occurrence in the workplace is traced and
that all contacis are clinically assessed, as much as feasible,

310 An employee afflicted with TB, who has voluntarly undergone the
treatmant and rehabilitation program (DOTS) prescribed, and who s finalky
declared to be in a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by @ Company designated physician,

311 Employees (those afflicted with the diseass or those dentified under
contact tracimg) who refuse to cooperate and dutifully observe lawful

?ﬂiﬂ I, didy
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instructions (undergo a medical check-up and/or treatment), may be tubject to
disciplinary action proceedings for insubordination (the penalty of which may
range up to the termination of ane's emoloyment)

4. PROCEDURE

4.0.The respective Health Services of the Company {ond/or the contracted Health
Services Provider) shall coordinnte wilk the Occupational Safety and Health
Center who shall provide preventive and technical  assistance in tha
implemerntation of the Workalace TB Control and Management Frogram

4.3 An employes who undergoss the Annual Ph ysical Examination with the fequisite
chest xray will have hig/her medical record forwarded to company climc/HRD.
Employess who fail 1o undergo the requisite annual chest x-ray shall be directed
10 secure one at an accrecdited clime or by his/her preferred infirmary/Health
Services.

4.21. Those with medical findings shall be required to undergo further medical
eheck-up. Al medical records in cannection with this second/ further check
up shall be submitted to company chnie/HRAD and sfher respective
Infirmary/Health Services,

422 The employvee shall then coordinate with company clinic/HRD and hi/her
respective Infirmary/Heaith Services fior tha mext steps

4 3. An employes who is suspected to be afflicted with T8, whether a3 a direct suspect
or by contact tracng, shall cooperate fully with  hisfher  respective
infirmary/Health Services {and/or the contracted Health Services provider). If
the employes tests positve for TH, the employee shall undergo the DOTS
pragram 1o its completion,

A.4.1f the employee neads to undergo a leave of absence 1o recuperate, hefshie will
he allowed to use the appropriate leave before helshe may request lo ke
permitted to go on a Leave of Absence without Pay (LOWA].

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

442 The Unit concerned shall ensure that the requisite procedures are
ohserved by the employee and that the company clinic s duly informed

£.5 An employes may be allowed to go on a medical leave of absence (without pay)
for 4 maximum period of sx {6) months. The concerned employes shall submit
an application for a leave of absence before going on leave. Said et
application shall be subject 1o approval at the sole diseration of the Company
Management.

45.1. Thesame procedures under 4,21 1o 4.2.2 shall be observed.
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4.6 Afer treatment, with a masmum periad of six (6] months on leave (without payl,

an empioyee found to be cured arin a non-communicable stage of TB may be
allowed back to work, provided that the emplovee’s health shall contimue to be
monitared during the annual physical examination with the reguisite chest x-ray
ar a5 may be deemed necessary by the Unil Health Services |Infirmary) or
cantracted Health Services provider

4.7 The employes returming (o work shall be required by the Managemenl [0 SECUre

2 medical clearance from a medical doctor chasen by the Company belore being
allawed to return towork,

4,3 The HRD will mitiate disciphinary proceedings against any employee found 10 have

discontinued treatment in defiance of medical advice, or who refuses 10 undergo
the full treatment course prescribed. Likewise, employess who are ordered 1o
undergo a check-up dudg o contact Lracing but refuse to do so will also Face
disciplinary action proceedings. In both cases, thie maximum sanction applicable
for insubordination will be the termination of gre's employment, (i It s deemed
warranted

5. IMPLEMENTATION AND MONITORING

5 1. The Safety and Health Committee or ts courterpart shall perindically monitor and

evaluate the implementation of this Policy and Program

6 ESFECTMITY

6.1.This Policy shail take place effectve immediately and shall be made known 1o

Revievwed by

every employee

I|'l| 'y

Prepared by nna R, Melecio
Hurman Resources

App oved by Yisroel ¥. Glssinger
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[ate : February 22, 2018
o « ALL EMPLOYEES CONCERNED
From + Human Resources
“hru : Operations Manager

Subject < WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1I

JBIECTIVE

1.1.ploy Inc. 1s commitied to conlorm 1o the established standards assurance of
custamer satisfaction, protection of our snwirgnment and health and safety in
the workplaces.

1.7.The company promotes and Snsures a healthy enviroiment through its vanous
health programs 1o safeguard 15 amployees. And as part af the company’s
campliance to DOLE Department Advisary No. 03, Series of 2010 (Guidelines far
the implementation of a Workplace Policy gnd Program on Hepatits B), this
Program has been developed. This program is aimed to address the stigma
attached to hepatitis B and to ensure Lthat the employees’ right against
discriminaticn and confidentiality is maintaired.

1.3.This guideling is formutated for everybody's information and reference for the
diggnosis, treatrment, and prevention of Hepatitis B. This will inform the
employees of ther role as well as the company in dealing with Hepatitis B A
healthy environment encompasses 3 good working relationship and great output
for continuous business growth
COVERAGE
2.1.This Program shall apply to all employees regardless of their employment status.
POLICY STATEMENT
1.1 Implementing Structure
311 Iploy Inc. Hepatitis B workplace policy and program shall be managed by
its health and safety committes, Each division or department af the
Company shall be duly represented
3.2.Guidelines

3.2.1. Education

3.21.1.  Hepatitis B shall be conducted through distribution and posting of
IEC materials and counselling and/ or lectures; and

Tuly 1w, 202y
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3212, Hepatitis B edugation shall be cpearhaaded by lploy inc. Medical
Clinic in close coprdination with the health and safety commitiee.

3,37 Preventive Strategies

32121 Al employess are encoursged 1o be immunized against Haopatitis
f after securing clearance from thair physician.

3222 Waorkglace sanitation and proper waste management and disposal
shall be manitored by the bealth and salety commitiee on regular
basis,

3223 Parsoral protectve equipment shall be made avadable at all vimes
for all employees; and

3.2.24.  Employees will be given training and information an adnerence to
standards or universal precautions i the workplace.

4. SCCIAL POLICY
4.1.1.1 Wan-discriminatory Palicy and Practices

41.1.1.1 There shall be no discrimination of any form against
employees on the bass of their Hepatlitis B status consisient with
the intermational agreements on non-disciimination ratified by
the Philippines (ILD €111) Employees shall pot be discriminated
against, from pre (o post employment, including  hiring,
pramatign, af assignment hecause of their hepatitis B status.

41.11.2. Workplace management of sick employees shall not differ
from that of any other iliness, Persons with Hepatitls B related
illnesses may wark for as long as they are medically fit to work.

41.1.2 Conlidemiafity

41,121 ot apolicants and employees shall not be compelled to
disclose their Hepatitis B status and other related medical
information. Co-employees shall not be abliged to reveal dny
persgnal information aboul their fellow employees. Access to
pertonal data selating 1o employee's Hepotitis B status shall be
bound by the rules on confidentiality and shatl be strictly limited
1o medical personnel or if legally required

4113  Work-Accommaodation and Arrangement
4.113.1 The company shall take measures 1o reasonably

accommodate employees who e Hepatils B positive or with
Hepatitis B - related [IInesses
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411332 Through agreements made belween managerment and
employees’ representative, measlres Lo support employees with
Hepatitis B are encouraged to work through flexinie leave
arrangements, rescheduling of working time and arrangement lor
return o work,

4114 Screemng, Diagnoss, Treatment and Referral o Health Care
Services

41141, The company shall estabiish a raferral system and provide
access to diagnostic and treatment Services for its emplayees for
appropriate medical avaluation/ manitoring and mansgement.

4.114.2. Adberence 1o the guidelings for healtncare providers on
the evaluatlon of Hepatitis B positive pmployess & highly
encouraged

41143 sersening for Hepatitis B as a prerequisite to employment
shall mat be mandatory.

4.1.15.  Compensation

41.15.1. The company shall provide access to Social Security
System and Employees Compensation benefits under PD 626 10
an employee contracted with Hepatitis 8 mfection n . the
performance of his duty.

5 ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5.1.3.1 Employer’s Respansibilities

51111 Maragement, together with empioyess organizatiaons,
company focal personnel for human Fesources, and safety and
health personnel shall develop, implement, monitor and evaluate
Lhe warkplace policy and program on Hepatitis B,

51.1.1.2 [He Health and Safely Committee shall ensure that their
company policy and program i adequately funded and made
kniown (o all employess

51113 The Human Resources Department shall ensure that their
palicy and program adhere to exdsting legistations and guidelings,
including provisions an leaves, tenefits and insurance.

51114 Management shall provide information, education and
trainingon  Hepatitis B for its workforce consistent with the
stardardized basic information package developed by the
Hepatitis B TWG: il not available within the establishment, then
provide access to information.
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51115 The campany shall ensure non-discriminatisry practices in
the workplace.
51116 The management together with the company focal

persennel for human resources and safety and health shall
provide appropriate personal protective eguipment to prevent
Hepatitis B exposure, especially for employees exposed Lo
potentially contaminated blood or body fluid,

5.1.1.1.7. The Hsalth and Safety Committee, logether with the
employess’ prpaniations shall jointly review the policy and
program for effectiveness and continue 1o Imarove these Dy
networking with government and ofganizations promotng
Hepatitis B prevention

51118 The company shall ensure confidentiality of the health
status of its ernployees, including those with Hepatitis 8.

51119 The human resources shall ensure that access lo medical
recards is limited to authanzed parsonnel.

5112  Employeas Responsibilities

51121 The employees’ prganization i required to underiake an

active role in educating and training thelr members on Hepatitis

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

promoting and practicing a healthy lifestyle with emphasis an

avoiding high risk behavior and other risk factors that

expose employees o Increased risk of Hepatits B

infection, consisten] with the standerdized basic information
package developed by the Hepatitls B TWG

51122 Employees shall practice non-discriminatory acts against
o-employess on the ground of Hepatitis 8 status.

5.1.1.2.3. Employees and ther organizations shall not have access Lo
personnel data relating to an employes's Hepatitis B status, The
rules of confidentiality shall apply n carrying out union and
arganization functions,

5.1.1.2.4, Employess shall comply with the universal precaution and
the preventive measures,

51.1.2.5. Employess with Hepatitis B may inform the health care
pravider or the company physician on their Hepatitis B status,
that is, if their work activities may increase the risk of Hepatitis B
infection and transmission of put the Hepatitis B positive at risk
for aggravation,
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6. IWIPLEMENTATION AND MONITORING
& 1. Within the establishment, the implementation of the policy and program shall be
monitored and evaluated periodically. The safety and health committee or |ts
counterpart shall be tasked for this purpose.

7. EFFECTIVITY

7 1.This Policy shall take place effective immediately and shall be made known o
avery employes.

11, \&
Prepared by: Jo Hiﬁ@“&“ ecia

Husrman Resources

Rewewed by Alfreg; P.
l]~re|:$;:\r of Pperations

Approved by Yisroel Y. Gissinger
CEQ
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Dete :lanuary 1, 2018
To - ALL EMPLOYEES COMCERNED
Fram + Humar Resources
Thru : Operations Manager

Subject @ DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. DAECTIVE

11 In compliance with Article ¥ of Republic Act Mo, 9165, otherwise knowr as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Drder Mo, 5303, seres of 2003
(Guidelines for the implementation of a Drug-Free Warkplace Policies and
Programs for the Private secior]), Iploy Inc hereby adopts the following
policies and programs 1o achieve a drug-free workplace,

1.2 Company policy 15 to maintam a workplace free of iliegal drugs. To ensure
that the objectives of the company’s corporate policy are met, the company
is implementing this drug-free program. The program will have the lollowing
etements

2. COVERAGE

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

4, POLICY STATEMENT |
)
)
3.1. The use, pOSSESSIEN, mllmtanurfl{ur, ar sale of dangerous drugs on compary
premises or while performing an assignment

3.2 Being impaired or under thefinfluence of dangerous drugs away from the
company, if such impairment or influence adversely affects the employes’s
work performarice, the safety of the employee o of others, or puts at sk
the company's reputation.

3.3, Possession, use, schoitation for, o sale of dangerous drugs away from the
company premises, if such actwity or invelvernent adversely atfects the
amployee's work performarice, the safety of the employee or of others, or
puts at risk the company's reputatiofn.

3.4 The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while on the premises af the company, of
while on company business. "Dangerous Drugs” include those listed in the
cehedules annexed to the 1961 Single Convention on Marcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971

July w, 2y
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4,

Single Convention on Poychotropc Substances @5 enumerated in the
attached annex of A 9165,

PAANDATORY DRUG TEST

Al

3.2

43

Ta ensure that only those qualified shall be sereened and recruited to prevent
thie detrimental effects [eg. Jower productivily; poor decision  making,
incregsed ocoidents; more compensation cloims: 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

Iploy Inc. designates company accredited or affiliated center, a duly
aceredited drug testing center by the Department of Health [DOH]), as its
authorized drug testing laboratory

Thi Company méy also conduct drug Lesting under any of the following
circumstances:

431, RANDOM TESTING: Officer/employees may he selected at random for
drug testing at any interval determined by the Company.

43,2, FOR-CAUSE TESTING: The company may ask an officer/emplbyes to
submit to a drug test a1 any time it feols 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 parson of
in the employee's vicinity, unusual conduct an the employes's part that
cuggests impairment or influence ol drugs, negathve performance
patterns, or excessive and unexplained absenteeism or tatdiness

§.3.3, POST-ACCIDENT TESTING: Any officerfemployes involved in & “Near-
Miss" incident or "Waork Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit toa drug test.
As defined herein, "Near-Miss” means an incident ansing from ar in the
course of work which could have led to injuries or fatalities of the
workers and/or cansiderable damage to the emplover had It not been
curtalled. “Work Accident  refers to  unplanned of unexpected
gecurrence that may or may not riesult i personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment.

4.3.4. Al drug tests shall employ, among athers, two | 2] testing methods, the
screening test which will determine the positive rasult as well as the type
of the drup used and the confirmatory test which will confirm a positive
screening  test. Where the confirmatory test turns positive, the
company's Assessment Team shall evaluate the results and determine

TJuly w, 2eay
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the level of care and administrative interventions that can be extended
to tha concerned employes

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

4.16. All costs of drug testing shall be borne by Iploy Inc.
~REATMENT, REHABILITATION, AND REFERHAL

5.1 An officerfemployes who, for the first time, i found positive of drug use,
shall be referred for treatment and/fer rehabilitation in a DOH accredited
center, For this purpose, lploy Inc, shall provide-a list of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may choose from

5.2, Following rehabilitation, the company's Assessment Team, {n consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the empioyee’s job if hefshe poses noo serious danger to his/her co-
employees and/or the workplace

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

5.4, Repeated drug use oven after ample opportunity for treatment  and
rehabilitation shall be dealt with the corresponding penalties under RA, 9165
and is a ground for dismissal

ADVOCACY, EDUCATION AND TRAINING

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

6.2, Al officers and employees are reguired to undergo an pnentationfeducation
program before assumption of their respective duties The program shall
include the following topics:

£.2.1. Salient features of R.A, B165;

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

T% M, deay
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623 Preventive measures against drug abuse. and

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

%.3. To encourage all officers and employees to lead a healthy lifestyle while at
work and at home, Iploy Inc. undertakes 10 conduct the Tollowing activities a5
often as possible:

§.31. Lifestyle -assessmenl programs on health  nutrition,  weight
management, siress management, aleohnl abuse, smoking cessation, and
other indicators of risk diseases,

£3.2. Health wellness screenings (€. blood pressure ond heart rote,
cholesterol test, blaod glscose, £1C.);

£.3.3. Sports, recreational and fun-game activities; and

634  Other activities promoting health and wellness

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1 Iploy inc. shall ensure that the workplace golicies and programs on the
prevention and control of dangerous drugs, including drug testing, shall be
disseminated 1o all officers and employees. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them,

7.2, ploy tng. shall maintain the confidentiality of all information relating 10 drug
tests or to the entification of drug users it the workplace, exceptions may
e made only where required by law, in case of overriding public health and
safety concerns; or wherg such exceptions have been guthorized in writing by
the person concerned

7.3, All officers and employees shall enjoy the night to due process, absence of
which will rander the reterral procedure ineffective

CONSEQUENCES OF POLICY VIOLATIONS

8.1 Any officer or employee who Lses, possesses, distribules, sells or attempls {0
sell, tolerates, or transfers dangerous drugs of otherwise commits other
unlawful acts as defined under Articie It of RA 9165 and Its Implementing
ules and Regulations shall be subject 10 the pertinent provisions of the said
Act,

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

July 1o, 202y
AL




spnerooms & iPloy
1k Wi BALE Tanwary

Frncadonrs Mowd Cetn Bl Fark Loy """"“
b T W]

9. IAPLEMENTATION AND MONITORING

91.1. The implemenmation of these policies and programs shall be monitored
and evaluated periodically by management fo ENSUFE a drug-free
woarkplace. For this purpose, an Assessment Team shall be constituted in
accordance with 0.0, 53:03

10. EFFECTIVITY

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

11, ATTACHEMENT

1LL Urug-Free Workplace Policy and Program Acknowladgement

s
Presared by }n H “}h& elecio
Hun'laﬁ Resources

/' o
Raviewed by: Alfr I
Dir uraf.tl Erquons

pporoved by Yisroel ¥, Gissinger
CEQ
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Drug-Free Workplace Program Acknowledgement

| heraby acknowledge that | have received and read Iploy Ine. Drug-Free Workplace Policy
and Zrogram, a summary of the drugs which may alfter or affect & drug test and a list af
local Employes Assistance Program providers or local drug and alcohol Lreatment
programs. | have had an opportufity to bave all aspects of this material fully expimined. |
sisn understand that | must abide by the Program as a condition of knitial and/or
continued employinent, and any violation may resull in disciplinary action up to and
inclLding termination.

| aisa understand that during my employment | may be required to submit 1o testing lof
the aresence af drugs or alcohol in my body. | understand that submission to such testing
is 3 ~ondition of employment with [Companyl, and disciplinary action up toand including
termination may resull If;

1) | refuse to consent to teshing

2 i refuse to execute all farms of consent and release of hakslity that are usually and
reasonably associated with such examinations,

3) | refuse 1o authorlze retease of the test results to the company,

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

] | otherwise violate the palicy.

| also recognize that the Drug-Free Weorkplace Palicy and related documents are not
intended to constitute a contract between Iploy Inc and me.

The undersigned further states thal hefshe has read and understands the above
ackowledpement and signs helow of hisfher own free wil

(e vy e ity w; doay
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Ta « ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Marager

Subject  : WORKFLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. QBIECTIVE

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

2. COVERAGE

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

3. POLICY STATEMENT

3.1 Iploy Inc. believes that employees should be afforded the opportunity to work
in an envirgnment free of sexual harassment, Sexual harassment §5 a farm of
misconduct that undermines the employment relationship.  No employee,
gither male or female, should be subjected verbally or physically to
unsolicited and unwelcome sexual overtures or canduct.

3.7, Sexual harassment refers to behavior that s not welcome, that is personally
offensive, debilitates morale and, therefore, interferes  with work
affectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual sdvances, requests for sexual favers, and other sexially
griented conduct which is offensive or objectionatile o the recipient,
including, but not limited to; epithets, derogalory or SUBgestive comments,
slurs or gestures and offensive posters, canoons, pictures, o drawings.

3.3, Iploy Inc. will not tolerate any behavior that amounts to sexual harassmant
and any oflicer or employes found to have committed seaual harassment
shall be subjected to disciphinary action, up to and including dismissal.

1.4 DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopred, and |ts policy is based on, the definition of sexual
harassment set forth in Section 3 of R.A. 7877 It provides that sexual
harassment [0 workplace is commiited by an employer, employes, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another ina work environment, demands,

Jnly e, -‘r'-.nﬂq.
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requires or otherwise requires any sexual favor fram the other, regardless o
whether the demand, fequests of regquirement for submission is accepted by
the object of said ACt.

in o work-related or employment  envirgnment, sewyal  harassment s
committed when:

341 The sexual favor is made as & condition n the hnng or in the
employment, re-gmployment, or continued employment  of  sald
indvidual, or in granting sakd individual tavorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or dimimsh  employrment
opportunities or otherwise adversely affect said employee;

3.4.2. the above acts would impair the employeses’ rights o privileges under
existing labor laws; ar

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

35 WHERE SEXUAL HARASSMENT 15 COMMITED

saxual harassment may be committed in any work or training environment. [t
may Include, but are not limited to the following:

351, Inor outside the office building or traning site;

357, atoffice or traming-related secial functions;

353, in the course of work assignments outside the office;

354, at work-related conferences, studies or training sessions, of
355 during work related travel,

16, FORMS DF SEXUAL HARASSMENT
sexual harassment may be committed in any of the following farmas:

36.1. Owert sexual advances,

36,2, Unwelcome or improper gesturas of affection;

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

364, Any other act or conduct of a sexual nature of for purposes of sexual
gratification which s generally annoying, disgusting of affensive to the
viCtim.

uly o, iy
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1.8,

WHAT I NOT SEXUAL HARASSMENT

Sewual harassment does not reler to occasional compliments of a soclally
acceptable nature. It refers to pehavior that s not welcome, that &
personally affensive, that detilitates morale, and that, therefore, interferes
with work effectivenass

EMPLOYER'S RESPONSIBILITY

lploy Ine. undertakes 10 provide its officers and employees & work
anvironment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of ther employment in Iploy Inc sexual harassment is specifically
prohibited as unlawful and as a violation of campany policy. The company is
responsible for preventing sexual harassment in the workptace, for taking
immediate corrective action 1o 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 emplovee, who pxparignces or witnesses any act of
sexunl harassment in the workplace, shall repart the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sesual harassmant to any other member of Iploy Inc
management or ownership. Al allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employes shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation s completed, all parties will be informad af the
outcome of the investigation

417 A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees’
representative to receive complaints, investigate and hear sexual
harassment cases. The Commitiee shall develop itz own rules in the
settlement and disposition of sexual harassment cases The Committes
shall also develop and implement programs to increase understandimg
and awareness about sexual harassment.

RETALIATION
4.2.1. Iplay Inc, will permit no employment-based retaliation against anyone

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

Tuy o, 204
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&3, WRITTEN POLICY

431 Al officers and employess of |ploy Inc shall receive a copy of the
company's sexual harassment palicy upan assumpton of thair respective
offices. if at any time an officer of employee would like anothar copy of
the policy, please contact the Office of the Committee on Decorum. If
Iploy tnc. should amend or madify its sexual harassment policy, all
afficers and employees will receive an individual copy of the amended or
madified policy.

5. ZOMFIDENTIALITY

5.1, At the commencement of the investigation procedure at the Committee,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
lstters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence It is the intention of Iploy Inc. that rights of the
parties, especially the innocenl 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
eviery employes

I-:'(,E-'i"m!l ;
|
Prepared by: lo ﬁEnnF H.ﬁgemn

Human Resources
Reviewed by: %p Eamarilio Jr
Dihee F Ciperations

approved by; Yisroal ¥ Glssinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

Name i i i t
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoli SR, - Phone

Submitted by:
Yisroel Y, Gissinger
CEQ
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DATE i April 3, 2018

o ' ALL EMPLOYEES

FROM ) HUMAN RESDURCES DERARTRMENT

THRU : OPERATIONS RMAANAGEMENT

SUBIECT i MERD: RESTRODM GUIDELINES

g

iploy IR, provides unisex réstrooms avallable so that employees can use them when they need
to do o, One s located inside the operation floor and secand i in the hallway outside the
aperation floor. However, those who-ara yncomfortablie, has iSsue with the unisee restroomm,
wiz have a separate single, prvate restroom avanlable for use

Mareoser, any employes with concernfissie in using 1he bnises restroom, please vist Human
Resaurces office to et door access pass, Office security, Log in and Log out procedure shall
apply

Furthe-more, it is essential that all emplovess should comply and obssree the restronm
ehigquerte;

Knock if the culucle appears to be pccupled. Don't peek under the doors.
Lock the cubicle door when you enter
Stand close enough to the pan of utinal so you don’t wet the seat, walls or

fioor
& Flush this toilat after use and wipe aff the toidel seat for the next user
= Paper towels goin the trash can, not on the flgor orin the toller bowl
»  Wash your hands to prevent the spread of colds and the flu
»  Please use water and paper lowels conservatively

For your Infarmation and guidance

Huma Y Resources

Moted by:
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February 27, 2016

To : ALL EMPLOYLCES

FROM : HUMAN RESOURCES DEPARTMENT
THRU : OPERATIONS MANAGER

SUBICCT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tollowing Is Issued to onsure the effective enforcement and strict observance of all
employees on office attendance and punctuality

To ensure effective implementation and monitoring of office security

1. Employees are required to log in and log out using the biometric and the RF 10, even

if the door is open

Employees are allowed ta be inside the office and to Log in thirty (30) minutes before
their scheduled time

Bags and/or personal items should be left in the locker before longing in/going inside
the production area

Once an employee logged in and inside the production area, they can no longer go
a.tside until their 1" break

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

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

Employee 1D and RF iD should be worn at all times, lost BF 105 will be charge to the
employee

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

10. Employees who left/lost their IDs will get temporary 1D from HR and will be dealt with
cccording to our code of conduct and discipline.

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

For guidance and strict compliance.

T

Hu i Ies50Urces

Moted by:

| dh,%i\f
Cpm PEERty D
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DATE : Movemnber 17, 2021

TO ! ALL EMPLOYEES

FROM £ HUMAN RESOURCES

SUBJECT £ LOCKER POLICY

Thee aim of t7is policy is to guide our employees and establish a well-kept and orderly environment in
the locker raom.

Pleasa see list of rules provided below for your reference,

RULES
s ONME LOCKER ONLY per employee. NO sharing of lockers.

NO stering of perishabie fopds/leftovers inside the locker.

Proaer sanitation is strictly observed {E.G. Na storing of unwashed containers/mugs/utensils, ete.)

NO transferring of lockers. Transferring of lockers is subject to approval,

Checking/audit will be done from time to time and once unassigned lockers are being used, they

will be forced cpen, and the company will not be liable for padiock replacement mor

reimbursament.

«  Anv sort of action that may result in damage to property Is strictly prohibited. This incluedes but is
not limited to graffitifvandalism, posting of stickers, damage ko facility property such as the forced
opening of lockers without the management/HRs' knowledge or consent, etc.

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

= The campany is not responsible for loss or missing [tems due to the owner's negligence,

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

s Au-horization to Forced Open a Locker, the request must be submitted via emall to hr@iploy.com
and must wait for the approval,

s NC LOITERING inside the locker room

s Ursssigned Lockers with cable ties should not be apened,

s Thngs inside unassigned lockers will be subject to disposal of the management

This Memerandum shall take effect on November 22, 2021,

Fallure to comply will be dealt accordingly.

Prepared by Moted by;

=" [
Carles Gotiong lo
General Manager Directo rations

| have read, understood, and agreed to comply with the foregoing policies, rules and conditions
governing the IPloy Locker Policy.
Tuly ) Joay
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Emplayee Signature Over Printed Name/Date
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DATE April 3, 2018

To ! ALL EMPLOYEES

FROM I HURMAN RESOURCES DEPARTMENT
THRLU OPERATIONS BMANAGER

SUBIECT BAEMIO: CALL IN FOR OUT OF OFFICE

In arder o properly manitor out of office employees, 8 new process to call infreport absence will
b Imple nented effective Maonday, Aphil 9, 2014

Guidelines

1. in cases of late and/or absences, employee should report 1o Human Resources through
S5 or Call via IR hotling: 0917 -704- 7074
2. Motification should contain the Tollowing information
a. Complete (real) Name
b, Depariment
¢ Team Leader
d. Callinfar: (Whole day Absent, Half-day Absent, Late)
& Reason
3. HR will be the one to send natification to Dperations Management
4 Ma call inshould be commumicated through Team leads or any other employes, it should
be done by the employes or hisfher relatives
& Motification should be at least bwo (2) hours before the emplayee’s hift
5, |7 an employee js advised to rest/eonfined in the hospital, numbier of rest days as advised
by the physician should be indicated Otherwise, employes must send notification daily
7. Failure to notify will be tagged as No Call, No Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline.

Far your guidance and strict compliance

Hurmian Resources

Noted by:
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February 18, 2020

Ta : ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBIECT ] ATTEMDAMCE BOMUS 2020

fs we end the y=ar 2019, IPlay would like 1o set clear key procedures and palicles. This memorandum serves 5
reminder to ba Tellowed:

[l LL

1. immaculate Attendonce Bonus Is for employess with perfect attendance, Empioyes should NOT cammit any
schedule deviations like tardiness, umschedubed absences, undertime and overbreak, Failure to punch In = out far
breaks will also disqualify the employse. No walvers will be glven.

2, Tardiness, Undertime and Over breaks will be deducted fram the employee’s pay.

3. Employees who tendered their resignation befose the release of the Sign On Bonus (First Half or Second Half] will
e fonger be eligible to receive it

4. Employees qualified for the Sign On Bonus (First Hall o Secand Hal) will receive it on the 30" of the succeeding
manth from aligibility.

5, Elgibility for the annual mertt increase Is based on overall performance and management discretion, Pay aut i
at management’s discretion.

MEDICAL CERT FICATE

1, When must the medical certificate be dated?

* 1 day absence - the medical certificate must be dated an the day of absence or the nest day. If the absence
falis on a Friday, the medical certificats must be dated the Saturday that immediately Tollows = at the latest. It
cannat be dated on the day that the agent is to report back to work.

. 2 days absence - the medical certificate must be dated on the initial day of absence or the next day. |f the
absence falls cn 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 immediataly Tollows or ihat Monday that the agent is to repart back
o wiork.

. 3 days of absence or longer - the medical certificate must be dated on the initial day of absence or Lhe next
day. Il cannot be dated on the day that the agent reports back 1o work with the advice to rest antedated Iram the
initial date of absence. Also, the advice 1o rest |s inclusive ol rest days.

a Ex: IF the agent is absent on a Friday and the medical certificate states advised to rest for 3 days,
that is Inclusiva of the day of absence that the agent ook to rest plus Saturday and Sunday — the agent must ke back
to work an Monday.

CRE HeWd iy M:,::E;" W2y
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o If the doctar prescribes rest, the medical cernificate must include the numbes of days af rest. The
advice 1o rast cannot be antedated.

@ There must be a fit to work date.

[+ The anly exception to the Medical Certificate date guldelines is if the employes has been
hospitlized.
VACATION LEAVES

1. The company reserves the right to approve and disapprove all vacation leave (VL] requests,

2. Employes must exactly have the corresponding credits for the request to be approved.
1 credit = One Day
5 credit = Half Day

3. Employes with perfect attendance 60 days lram rthe requested VL date will be given priarity in the approval of
lmawis. This Is a way of rewarding employess with perfect attendance,

4, The company and chient have the right to disapprove leave reuests and cancel approved leaves for those
employees who zemmitted unscheduled absences on the prior month and on the curent month of the requested
time off including poor attendance records, behavioral and productivity issues

Moted By: Approved By:
R
HR 5 Chiel Executive Officer
R
Diractor of Operations

| :}M!
CRE Hiude uﬂrﬂs‘l{;ﬁ' e




L

iPlay Incorporated '3% a

g™ floor, Aya a Center Cebu Tower ‘ . lP'O
Bohaol Avenue, Cebu Business Park ‘d 1F %y
Cebu City 6000 -

Date : November 17, 2021

TO : ALL EMPLOYEES

From s HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

sick Leave is to be used by employees who are ill, ar any other form of absences supported
by a valid document.

1. Employees are required to notify the HR hotline number (0917-709-7074) and/ar send an email to
hr@iploy.com at least two (2) hours before the empleyee's shift {following call-in procedure) and/or
within 24 hours from the first day of absence.

2. Emplaye= may use sick leave for absence due to the following reason:
s  Employee’s iliness or injury.
Bereavement leave/s
Emergency leave/s
Power Outage/Internet Outage {for temporary Work from Home set-up)

® % &

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

Note: No more Manual filing of Sick Leave except if the employes was hospitalized and/or
guarantine due to COVID-15.

4. Belew are the decuments needed to provide to use the pai d sick leave;

+ Employee's iliness or injury
% At the discretion of the employer, the employee should furnish a certificate from

a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the employee is again
physically able to perform his or her duties. {Medical Certificate with Fit to
Waork)

%  Blacklisted Doctors and clinics' will not be honored, (Please refer to the
Blacklisted Clinic/Physlcian Memao]

« Bereavement leave [Please refer to the Bereavement Leave Policy)

» Emergency leave

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

« Power Outage

% Certificatian from their electric/power supply provider (e g., VECD, CEBECD,
MECO)

» Irternet Outage
% Ticket number from the internet service provider and/or screenshotflink of
official outage announcement from the internet/telco provider
¥ Picture of the modem (showing red, no light in “internat”)

5. Any unauthorized sick leave will subject the employee to disciplinary action. SLis unauthorized
under the following circumstances:
« The employee failed to inform the immediate superlor or HRD about his/her absence due to
Iliness unless fully justified.

'_]""_‘ﬂ v dody
CREC WERWEY NADELA




—
iPloy Incorporated ;-3'!* -
o™ figor, Ayala Center Cebu Tower &, l‘P'o
Bahol Avenus, Ceby Business Park d ! 'y
Cebw City 5000 AR

®  |fsizkness claimed is fictitious or non-existent.
6. The employee or his/her representative must inform hisfher immediate superior or HR ifan
extension of SLwill 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 employee, certifies that extension of
leave is warranted,
This Merma-andum shall take effect on November 22, 2021,
Please be guided accordingly.
Created by:

AR
HR Kana

Noted by:
i

Cz r. lo Man Carlos Gotlong,
Diredtor, Cperatipns Operations Manager ‘General Manager
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Date 1 Movember 12, 2019

To : ALL EMPLOYEES

FROM - HUMAM RESCGURCES DEPARTMERT

THRU ; OPERATIONS MANAGER

SUBJECT : 555 SICKMESS CLAIMS =5 CALENDAR DAYS

For those employees’ who wants to file for sickness claims must submit the duly accomplished 555
notification Form attached with original and complete medical documents. It sh ould be submitted within
5 calendar cays from the start of sickness, they may ask their relatives, friends and workmates to submit
thair farm In Accounting office.

A member is qualified to avail of this benefit it:

1 He s unable to work due 1o sickness or injury and confined eitherin a haspital or at home for at
least four (4] days;

2. He has paid at least three (3) months of contributions within the 12-month period immediately
bafare the samestar of sickness or injury;

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

4, He has notified the employer or the 585 if unemployved, voluntary or soli-employed member
regarding his siekness orinjury.

Failure 1o submit the documents within the prescribed period will free iPloy from any llability of their
claims.

For your gu dance,

\f there are any questhons or clarifications, please fes| free to approach the Human Resource Department,

Singerely,

Tuly iy 202
ity NAPELA
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HRM-2023-10-016
DATE : October 4, 2023
TO H ALL EMPLOYEES
FROM HUMAN RESOURCES
SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This s In reference to the previous memo sent out last December 5, 2022 regarding the above-
mentionec subject. We are updating this memo adding more clinics and/or physicians that are
considerec blacklisted and medical certificate/documents issued by them will not be accepted. In the
event that the employee submits any of the med certs under these clinies/Physicians will be tagged
as 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

Bimba H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arcea, MD

Sia Clinie

Health Doc Diagnastics

Geudiaso Montecilla Jr., MD

Mow Serving

. Dr. Guian Darmell Sumalinog

10, Tambut Medical Clinic

11. Clinics/Physicians without complete cantact details such as but not limited to the fallowing:
11.1  Doctor's name

11.2  Doctor’s license number
11.3  Clinic/Doctor Phone number
11.4  Date of Actual visit

11.5  Diagnosis

11,6 Recommendation

11.7  Fit to work date

000 N M AW

Mew Clinics added:
12. Erad Clinic
13. Bivg Clinic
14, Gia Clinlc
15, Veloso Clinic
16, Dr. Paolo N, Apul
17, Leurdes D, Sasoy, MD

When providing medical certificates for absences, ensure the following:
1, The certificate must be issued on the day of the absence or the day after,
2. Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a “aceipt for prescribed madications and laboratory results, may be requested.
3. HA/Clinie will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denled entry.
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4, Do 7ot make erasures on the document. Any corrections made must be counter-signed by
the attending physician.
5. Ens.re that the soft copy (sent through email) matches the original copy submitted to HR.

Please be aware that the following concerns may render a medical certificate Invalid and unacceptable:
1. Nozonsultation date specified.

No diagnosis provided. Please note that Z codes are not considered as diagnosis.

Mo contact information displayed In the medical certificate.

Abzence of physlcian's name and license number,

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

cortacted.

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

7. The clinle/physiclan does not facilitate phone validations for the issued medical certificate.

8. The clinlc/physician's services are primarily related to cosmetic procedures and consiiltations,
making them unsuitable for absence-related medical certifications.

W oE W

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

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

This updated memaorandum shall take effect on October 15, 2023.

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

Far strict compliance.
Prepared ty:

M A
Employee Relations Supervisor

Moted by

HR Manager

i
Mil Ivlal
Operations Manager Direc rgf perations
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Date : Movember 30, 2022

Te - ALL Employess

FROM ] Human Resources Department

SUBIECT 1 YACATION AND SICK LEAVE CONMVERSION

We are pleased to announce that the Sick Leave conversion will be relessed on December 15, 2022
payout. In this connection, all remalning SL credits are to be eonverted thus, 51 application is no longer
allower until the end of the year,

s for the Vacation Leave {VL) conversion, all unused VL credits will be released on the 30" of December
2072, All employess can plot a VL request until December B, 2022 ONLY. The actual VL dates will cover
anly until Aprll 30, 2023, Kindly take note of the reminders below in reference to filing of VL:

+ Mo retraction of approved Vis. |f the empioyes reports for work on the actual VL date, the VL
will not be reimbursed and will be voided,

+ Morescheduling of VL once approved.

s VL dabe should nat fall on a focal holiday othenwise forfaited,

Mote: Approval af VL requests will be on or before Decamber 14, 2022,

Furthermore, if the employes resigns or gets separated from the company either veluntary or involuntary,
all avzilable VL credits will be forfelted and will not be part of thair kast pay !

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

o Employes went on Absent Without Officlal Leave [AWOL)

=  Emplayee Incur any leave, ahsences, and/or any farm of terminal leave within the 30-day notice
period with the exception that the employes provided a valid documentation such as but not
limited te hospitalization due to sicknass, accidents, or contaglous dissases.

o Employes Incurred more than Four (4] hours of accumulated and/for total late/undertime within
the 30-day natice.

» Employee will have issues with performance inclusing bat not limited to quality, productivity, &
dlent escalation within the duration of the 30-day notice.

& Incurred any behaviorsl infraction such as but not lmited to Sleeping, Browsing Unretated
Websites and ate.

Furthermare, 5L and VL conversion maybe subject to tax. Should you hive questions pertaining to this
rmema, feel free to reach out 1o our Accounting personnel st Accounting@iploy.com,

Signed:

QEH.

HR bdanager

Noted by:

Dparstions Managar
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Ta I ALL EMPLOYEES
F R T OPERATIONS MANAGEMEMNT
SUBRECT 8 CLEAMSING PERICID

Ploy Stafling Soluthors belevies b giving omployeey, enough rogm (o imgioesent too straghten om
ermployment in regards te complianee o o company’s Code of Condwect. The aim ol this spprasch i 1o help
motivate employees rectily passed offenses and stait anee,

Cleansing Perlod pertains 1o the time when an employes who has been subijected to a Giscplioaey Action (03]
i pxpected 1o mprove performance. Ample time b given o copect impropad behavior and refrn from
cormmit tingg any other mfractions

Il an employes does nod comimil the same infraction for the spetilied cleansing geniod, the piogression of Hhe
disciplinary astian will slide back (o a kevel depending on ite by, Pliase eber to Labibe b low.

Behavioral

The counting ol the Cleansing Period will start based on the date when 8owos deoded upon. Alldocamentitions
far infractions whil still be kept in the Employes’s 201 File iegardirss what period of progiessian.

The Clransing Period & ellective January 1, 2020 covering DAy & monthe and older

Hited By Apprroved By:
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CO0E OF CONDUCT AND DISCIPUINE [Tatde of |sfractioss)

L STATEMENT OF POLICY

The Code of Conduct and Discighine s Sesignad to ensore haslty ars positive woriing

erniferenent, and hopss to mainisirand ughold professioralism among IFloy Inc. emelayees.
E%EE&!E!&EEE;‘:E!;;
EE%IFEE%EEEIEEEFEEE
i is imtended (o thresten g intmidate smpioyess. indesd, it senes guing priniples
an what s expected of its’ employess 5o condect during the ensine smployment hene in[Fioy,
ne

B DOCTRINGS TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DISCIPUNE

1. The fight to discipline snd dickarge employess for jull and proper cavses i managements
Iﬂilﬂli:ﬂ&ﬂlpﬁq%ﬁgi!r

3 Fairness ard justics thall plways govern the imposition of discplinary actions. Existing Labor
Lawes, implemanting Rules and J wrivprudence wil always be shserved.

& The tullard siries raenkanance of distiping is the maragemont's responaibiity by, Thus, it shal be
EEB&EE;EE%E tointtiate sy diccininary
g%iﬁgiﬂn%-gliér%

& Administrathe irvestigations 2nd other proseedings shall be conduciec e expeditiauly.

5 Elﬂ%iiﬂ!—iﬂi EEEEEE Feason.

6, The rights of the respondent as provided for by Law shall B2 guoranteed,

7. igaimﬂﬁiiﬂiﬂiiu}.ﬂiﬂgﬁ
iﬂluﬂzﬂ:iﬂﬁ.iﬁlﬂnﬂ!_ﬂ?_&sﬁg.

8 !iii}gtﬁriigiiiqﬂﬁuﬁiaﬂi
impaed;

2 Muman R sources will isvae o Netics b0 Exalain |NTE} 13 the employee within 1 wiorking
g

1 DCinect Supsrisr should poach the smployee within 5 werking days lrom the ssuance of
ehe NTE.
i

working Says from the Bsuance of the WIS
5. HR will kssue Notice of Caisian wish or el sanctions within § days from the fecept

Fght to be heard and conlirms that of e dateils ir the tnzident Rener are e

4. Proper Condus! and Decoram i sxpacted freen you wiihin tha offize ana cutside amen
reprEsarting U Comnany. Thit includos scproprinte dress, stvending the officz ready to o werle, aeef
Hﬁigriﬂgl!ﬂnﬂﬂ;ig . maraining prooar
E%&EEEEU&E%EE the employ of the Sormpany,
ohservenn of and compllance with exiting lows al the Philipgings.

Egégidﬁnﬂs!%#igi utilaation of
Caeital avallable to the Company; tuming u for work resdy o2 o wiark o time all the time, Tollowing the:
aporanriie boeak g firish times, getting o with the joi snd padferming the oo 10 the best of wour
aality, posithe aEtitucs and dedicats o o’ Work asaignments, Bspporting wpendikond §h thess in
rraragermenl,

¢ Fedioing rules on custamer and clent relations and ahways maintaining 8 prefessional heiphd

o, amsist im the secusity of the office, -Eivlnis%

& Proper pue of Coenpany Property, haclities snd secarity 1o (rolect comadny and empons
giii%ﬂggﬁﬂ%llﬂ;ﬂl
ingzgrity of all Comeany operating Sa18 03 informacisn, aaproyslabe v i ol Canpany cquipment fer
Erii!&nl—.glnﬂﬂ!.hgtiwa%
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This Code shall apply to 8l Moy empioyees, regandiess of status or position nefd.
il. Types of Ofesses

Lewel 1 = Infractions whith are mingr in nature but which may become nablbast and divuptie i nen
codrecied, It had A datriments impact of the busingss.

vl 1 = Serious offerse whith causes celay bn operations, may pose thread, harm, ar denges to
Company progerty andfor e of Individuals,

Lew 3 — Infractions whlch will destroy the coim pany's imags s reputsbion. I causes subitanial iois i
the cormaary B can resuit to critionl operational disruption, & critical offerse that fas campromited
ui!n.n.._.___n_ui!ﬁﬁiﬂ the integrity of Clignt, the safetfy of cuslomer's infarmation 3od 1he

i

Falume o log-bnfautis
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W1, Savinp Chause

1 Termination of an emoloves shail sutcrmatieaily sar himfrer from re-employmant

2. The penalty of dismissel shall not prejudics the right ol The company 1o initigte cowrt sction
agairat the effing employes,

3, ThisCode shall superséde all other existing policies, rules, mamo, and the lize, and a0 poscies
i b implemrented, if the same i found to be inconsistent with the Code of Canduct.

Vi Appraval

lay Blssinger
Cwmer and Chiel Executive Oficer

[pre—— o

A & iPloy

This i 10 schrcsatadpn that | hovs read the Comaary’s Code of Concuct snd Diszlpling anc undersand
that It st farth the terrma and tonditions of my empityment s wail o5 the duties and resporsiblities,
and ooligations of empleyment with the Comga .

| glen achrowledgs that the Company reserves the tght 1o revise, delete, and add to the provisaons of
this Code: of Condycr arg Disciping,, or condition of empioyment @n be established oy any other
statermant, oanduct, policy, or practce.
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