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Employee Training Agreement

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

oskowm JOVEIN  BRR T [Employes's Name|, an individual with the address of
SN By G ol [Employee's Address]
{"Employes").

Recitals:

A, The Employer is providing a one-week training program to the Employee to enhance their skifls and
knowledge in the fiold of Customer Service and as part of the Onboarding process,
B, The Employes has agreed to participate in this one-week tralining program,
C. The Employer has agreed to pay the Employee a salary for the duration of the training. 0. The
Employee has agreed to the terms and conditions concerning the Pre-Employment Medical Examination
{PEME] and the submission of Employment Requirements,

Agreement:

1. Training Obligation: The Employee dgress to attend and complete the one-week training program provided by
the Employer. The training will commence on July 15, 2024 and conclude on July 19, 2024,

1, Salary Paymant: In consideration of the Employee's completion of the training, the Emplover agrees to pay the
Employee a satary for the duration of the training, payable at the nearest payoul schedule (15=or 30-of the
month] upon successiul completion,

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

4. Pre- employment Physical Examination (PEME): The Employes scknowledges and agrees that if they fall to attain
their employment with the company up until regularization, The cost of the pre-employment sxamination will
be deducted from the final pay

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

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

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

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

e Y. Facot
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Employee Complete Name & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date) U/ "E"fl ol o
BETWEEN

1. IPLOY OPC. (the "Disclosing Party"); and
2. \ o Fougn fdips (the "Receiving Party"),

collectively referred to as the "Parties”,
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

1.2.  not to disclose any such Proprietary Information or any infarmation derived therefrom to
any third person,

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

1.4. not to 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 is
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disclosed or who have access to Proprietary Information sign a nondisclosure or similar agreement
in content substantially similar to this Agreement

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

21.  isor becomes (through no improper action or inaction by the Receiving Party or any
affiliate, agent, consultant or employee) generally available to the public, or

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

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

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

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

4. The Receiving Party understands that nothing herein

4.1, requires the disclosure of any Proprietary Information or

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

5. The Receiving Party further acknowledges and agrees that no representation or warranty,
express or implied, is or will be made, and no responsibility or liability is or will be accepted by the
Disclosing Party, or by any of its respective directars, 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
period shall not be construed as a waiver of such rights. If any part, term or provision of this

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the priar 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 fra udulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

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

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

IPLOY OPC Receiving Party
|

By: Onboarding Specialist By: Ve Emplivee

. |_..I IL-- .I 5 |.-"‘ Pk =
MName: Mﬂﬂmﬂ!ﬁ Mame: '\ e 3 152, [FO
Title: Onboarding Specialist Title: _ CJI
Address: #35 Salvador Extension Labangon Address: IR0 l(r_!'u.|- 5]1., L] rn.«,' a0 ke ¢ i
Cebu City

Date: k| G, A0 pate: ol 15 [Py
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

leddon Jolen Ao hereby authorize Iplay Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history recard information which may be in any state or lacal files,
including thaose maintained by both public and private organizations, and all public recards, for the
purpase 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 asvalid as the original
consent.

| hereby cansent ta the Company's verifying all the infarmation | have provided on my application
form, | also agree to execute as 3 condition of employment or & condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, I
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 rmay 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 application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

| release Iploy Inc., Its employees, designated representatives, agents, officers and trustees from

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

Tadown  Jwuw @G

Applicant Name:

Present Address: S0 caldalagn Baghad GV Ok (oo

w A b -
Social Security Number: 06461275 __ Date of Birth:_81-°3719%

Signature: ,/J-; 4

Date: p215 'I s
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SIGN-ON BONUS POLICY

Policy:

The purpose of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus. The sign-on bonus is a non-
recurring and non-accumulating sum of money that is paid to an employee as gratitude 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:

s Aregular employee

« No resignation submitted before the releasing date of the sign-on bonus

s Must not be on any form of floating status

« Must not be on Floating, AWOL, Terminated and EQC status or other farms of
separation

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

Releasing of Sign-On Bonus:

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

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

Acknowledgment

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

!

L - ] ]
Tricowm Tk i | 1 ?j?r" i% | ':-‘-..'.-I'r':
signature Over Printed Name/Date
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UNDERTAKING

This document verifies that | have read the policy listed below and have discussed any
guestions with the Onboarding Specialist / superyisor/Manager, | have been infarmed
that my Supervisor/Manager has a copy of this policy and it s also available an the
HRWeb | can refer to it any time:

Policy Title : Dress Code Policy
Revision Mo 101
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 provisiens (including changes and additions which are deemed
incorporated herein) of this policy.

1 i 1IJ 5
{nisom T Gdoo
Employee Name and Signature Date

lAd
__IP"I'I,'C. II_J:I"!'

Moted:

)iy

Mame and Signature




iPloy Gift Policy

The aim of this pelicy 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 all permanent, part-
tirme, temporary and probationary status,

“Gift” means any bestowal of maney, any itern of value, service, loan, thing or promise, discount or rebate
fior which something of equal or greater value Is not exchanged. Payments for traved, entertainment and
food are also considered as gifts.

Employees are required NOT to solicit or accept for personal benefit directly or indirectly any gift from
any employeefs or company that is seeking to conduct or Is currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200 should be returned to the
glver,

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

a. 1" Instance — Written Warning
b, 2™ Instance- Final Written Warning
c. 37 instance- Dismissal

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

Employee Acknowledgement

| have read, understand and agree ta comply with the foregoing policies, rules and conditions governing
the iPloy Gift Policy.

o \BOV  Jougn  Gabiie

Signature: _, /‘.{{' g O (5] 2otd




iPloy Social Media Policy

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

All employees should be aware that iPloy regularly monitors the internet and saclal media about its wark
and to keep abreast of general internat commentary, brand presence and industry/customer perceptions.
iploy does not specifically monitar social media sites for employee content o an angoing basis, however
employess should not expect privacy in this regard, iPloy reserves the right to utilize for disciplinary
purposes ary Information that could have a negative effect on the company or [ts employees, which
management COMEs across in regular internet monritoring, o is brought to the organization’s attention by
employees, Customers, members of the public, ete,

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

» Publishing material that is defamatory, abusive or offensive in relation to any employee, Manager,
affice holder, shareholder, customer or client of the company;

« Publishing any canfidential or business-sensitive information ahout (Ploy;

« Publishing material that might reasonably be expected to have the effect of damaging the
reputation or professional sta nding of the companty.

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

« B aware of your assoclation with the company when using online social networks, You must
always identily yourself and your rale If you mention or comment on the company, Where you
identify yourself as an employee, ensure ¥our profile and related content |s consistent with how
you would present yourself with colleagues and clients. You must write in the first persan and
state clearly that the views expressed are your own and not those of Ploy. Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
your opinien, and not necessarily the oplnions of the company.

« You 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,

|.‘l
I’.’
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Be aware of data protection rules—you mu st not post colleagues’ details or pictures without their
individual permission. Emplayees must not pravide ar 5 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
divulged, unless the company has already reteased the information into the public domain. Any
departure from this policy requires the pricr written authorization of the management.

Be respectful always, In bath the content and tone of whit you say. Shaw respect to your
audience, your colleagues and eustomers and suppliers, Do nat gast of publish any comments of
content relating to the company or its employees, which would be unacceptable in the workplace
or in conflict with the company's wehsite. Make sure the views and opinlons you BxXprass are your
oW,

Recommendations, refarences or comments relating to professional attributes, are not permitted
to be made about employees, former employees, customers ar suppliers on social media and
networking sites. Such recommendations can give the impression that the recommendation Is a
raference on behalf of the iPloy, even whena disclaimer 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
company palicy and that a formal reference can be sought through HR, in line with the narmal
reference policy.

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

If you make a mistake, be the first to point [t out and cofrect it quickly. You may factually point
aut misrepresentations, but do not create an argument,

This policy extends to future developments in internat capabllity and soclal 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 an-line content is never completely private;

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

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

/Jr: fanio oY L&l IJI
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e At all times respect copyright and intellectual property rights of information you encounter on

the internet, This may require obtalning appropriate permission ta make use of infarmation. You
must always give proper credit to the source of the infermation used.

specific Managerial Responsibilities

By their position, Managers have obligations with respect 10 general content posted on social media.
Managers should consider whether persanal thoughts they publish may be misunderstood as expressing
the company’s opinians or positions even where disclaimers are used. Managers should err on the side of
caution and should assume that their teams willl read what is written, & public anline forum is not the
place [o communicate company policies, strategles of gpinions to employees.

Enforcement / Progression

Won-compliance with the general principles and conditions of this social media policy and the related
interret, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal,
This palicy is not exhaustive. In situations that are not expressly governed by this policy, you mUst ensure
that your use of social media and the internet Is always appropriate and consistent with your
responsibilities rowards the company. In case af any doubt, you should cansult with your manager,

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

2. 1" Instance — Written Warning
b, 2™ instance- Fimal Written Warning
e, 37 instance- 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 wark and conduct completed on ar with the assistance af iPloy
property. Further, | agree 1o 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 knawn, identified, expected o
presumed.

Toadon  Touun Qdeib

Signature: "/%’ Date: rj-}lr !-fli {J"‘MF

MName
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Date - February 22, 2018
To + ALL EMPLOYEES CONCERNED
From 1 Human Resources
Thru : Operations Manager

Subject  :WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBJECTIVE

1.1 In conformity with Republic Act No. 8504 otherwise known as the Philippine
AIDS Prevention and Control Act ol 1988 which recognizes workplace based
programs as @ potent tool In addressing HIV/AIDS as an international
pandemic problem, this company policy 15 hereby issued for the information
and guidance of the employees in the diagnosis. treatment and pravention of
HIV/AIDS in the warkplace.

1.2. This policy i§ also aimed at addressing the stigma attached 1o HIV/AIDS and
ensures that the workers right against discrimination and canfidentiality 15
maintained.

2. COVERAGE

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

3. IMPLEMENTING STRUCTURE

3.1 Iploy Inc. HIV/AIDS Program <hall be managed by its health and safety
committee consists of representatives from the different divisions and
departments

4. POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
4.1.1. What Is HIv/aEs?

4111 it s a disease caused by wirus called HIY  {Human
immunodeficiency  Virusj. This wirus slowly weakens 3 [FErROn's
ability to fight off other diseases by attaching itself to and
destroying important cells that control and support the human
UM SystEm

4.1.2. How HIVAIDS Is transmitted?

4121 Unprotected sex with an HIV infected person,

. L
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4122  From an infected mother to het child {dunng pregnancy, at
birth through breast feeding),

4123,  Intravenous drug use with contaminated needles,
4174, Transfusion with intected biood and blood products; and

4125  Unsafe, unprotected contact with infected bloed and bleeding
wounds of an infected person

4.1.3. s there a cure?

4131 No. However, there are antiretroviral drug combinations that
are available when properfy used, result n prolonged survival of
people with HIY Holistic care of people ving with Hiv-AIDS and
comprehensive  treatment of  opportunistic  nfections also
dramatically improve guality of life

5. GUIDELINES
5.1, Preventive Strategies
£ 1.1 Conduct of HIV-AIDS Education,

5111  Who will conduct?
The Medical Clinic of iploy Inc_in cootdination with the Health and
safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall akso form part af the orentation of newly hired
employees, The standardized infarmation package developed by the
Department of Labor and Employment (DOLE) may be psed for this
purpose.

5.1.1.2, Howwillit be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures, counselling and framing and
information en adherence o standard or universal precautions in e
workplace

517 Screening, Diaggnosis, Treatment and Referral to Health Care Services

51.2.1. Screening for HIV as a prerequisite to employment 15 nat
mandatory

5.1.2.2 The company shall encourage positive health seeking behavior
through Yoluntary Counsesing and Testing.

Gobi E}f'-'l'f | '5|[ Q&A{
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5123 The company shall establish a referral system and provide
access to diagnostic and treatment services for its warkers. Referral
1o Social Hygiene Clinics of LGU far HIV sereening shall be facilitated
by the company's modical clinic staff.

5124  The company shall likewise facilitate ACCESS o lvellhoad
qusistance for the affected employee and hisfher families, being
offered by other government agencles.

6. SOCIAL POLICY
g.1. Nen-discriminatory Polioy and Practices

611, Discnmination in any form from pre-employment 1o past-
employment, including hiring, promotion of assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited,

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

§.1,3. Discriminatory act done by an officer or an employee against their
co-officer or co-employee shall likewise be penalized.

6.7, Confidentiality/Non-Disclosure Policy

6.3.1. Access ta personal data relating to' a worker's HIV status shall be

bound by the rules of confidentiality consistent with provisions of R.A
8504 and the ILO Code of Practice.

6.2.2. lobapplicants and workers shall not be compelled to disclose their
HIV/AIDS status and pther related medical information,

2.3 Co-employees shall not be obliged to reveal any personal information
retating to the HIV/AIDS status aof Tellow workers

6.3, Work-Accommodation and Arrangement

£31 The company shall take mMeasUTEs to reasonably accommaodate
employees with AIDS related illnessas

5.3.7, Agreements made between the company and employes’s
representatives chall reflect measures that will suppor workers with
Hiv/alDs through flexible leave arrangements, rescheduling of working
time and arrangement for return 10 work,

Andan /fﬂﬁm a1 7| -.:,Iu*:_q.
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AMD EMPLOYEES

7.1. Employer's Responsibilities

711 The Company, logether with employees/ labor organizations, Company
focal personnel for human resources, safery and health personnel shall
develop, implement, monitar and evaluate the workplace poliey and
program on HIV/AIDS,

71.2. Provide information, education and training on HiV/AIDS for s
workforce.

7.1.3, Ensure non-discriminatory practices in the workplace and that the
policy and program adheres 1o existing legislations and guidelines.

2 1.4, Ensure confidentiality of the health status of its employees and the
access to medical records 1S iimited to authorized personnel.

715, The Company, through its Human ResOUICEs pepartment, shall see to
it that their company policy and program is adequately funded and made
known to all employees.

716, The Health and Safety Committee, together with employees/ labor
arganizations shall jointly review the policy and program and continue to
improve these by petworking with government and organizations
promaoting HIV prevention

1.2, Employees’ Responsibilities
7.2.1. The employee's organization chall undertake an active role in
educating and training Lheir members on HIV prevention and cantral,
Promate and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose workers to increased rick
of HIV infection.

7,22, Employees shall practce non-discriminatary acts against co-amployess,

7.3.3. Employees and their organization chall not have access to personnel
data relating to a worker's HIV status.

7.2.4. Employees shall comply with universal precaution and preventive
Measures.

Ao /A%Wthm Galsfy, o 151024
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8 IMPLEMENTATION AND MONITORING

81 The Safety and Health Committee or s counterpart shall periodically monitor
and evaluate the implementation of this Palicy and Program

4. EFFECTIVITY

g.1. This Policy shall take place gifective immadiately and shall be made knawn to
pvery employee.

Prepared by: o Hgni IliL )ﬁlm‘.lﬂ

Human Resources

Reviewed by:

Approved by: Yisroel Y. Gissinger
CEQ
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Date + lanuary 1, 2018
To + ALL EMPLOYEES COMNCERNED
From - Human Resources
Thru : Operations Manager
Subject WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TH) PREVENTION
AND CONTROL
. OBIECTIVE

1.1.To assist the government in its campaign against Tukerculosis (TB) In compliance
with the Department of Labor and Employment's Department Order Na, 73-05,
cpries of 2005 — Guidelines far the implementation of Policy and Program on
Tuberculasis [TB) Prevention and Control in the Workplace.

1.2.To provide initiatives Lo prevent the gutbreak and spread of tuberculosis in the
workplace, and Lo treal, care, and support employees wha become alflicted with
tuberculosis

COVERAGE

2.1.This Program shall apply Lo all employees regardiess of thelr employment status,

POLICY STATEMENT

3.1, The company seeks the prevention of the spread of wberculosis, as well as the
treatment, rehabilitation, and. restoration 1o waork of employess who coniract

this ditease. To achieve this goal, all ey ma d o
an annual physical examination with the requisite chest x-ray.

3.2 Also, in line with this, a TB awareness program shall ke undertaken through
information disserination, which shall include its nature, frequency (occurrence
in a selected population) and transmission, treatment with DHrectly 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) of
the partner health provider gl |PLOY INC. in conjunciian with the Cperations
Manager and office of Human Resource through the company's accredited
health provider.

3.3.The DOTS is a comprehensive strategy 1o contral TB, and is composed ol five
companents, which are:

3.3.1. Political will or commitment 10 enduring sustained and guality T8
treatment and control activities,

33,2, Case detection by Sputum-smear ICrosCOopyY  armong symptematic
patients;

nE «(é[fm A3 o o 1o [y
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333, Standard short-course chemotherapy using regimens of 6 to & months for
all confirmed active TB cases lie. smear positve or those validated by the
TR Diagnostic Commities). Complete  drug taking through  direct
ahservation by a designated treatment partner, during the whole course of
the treatment regimen;

1314, A regular, uminterrupted supply of all anti-tuberculpsis drugs and other
materials;

335, Astandard recording and reporting systerm that allows assessment of case
finding and lreatment cuicomes far each patient and of Wuberculosis contral
program’s performance awerall

3.4.Employees must be given proper information on ways of strengthening their
immune responses against T8 infection, Le., information on good nutrition,
adequate rest, avoidance of iobacco and alcohol, and good personal hygiene
practices, However, |t should be underscored that intensive afforts in the
prevention of the spread of the diseass mist he geared tawards accurate
information on its eticlogy and complete parformance averal

3.5 Improving workplace conditions:

351 To ensure thal contamination fram TB airbome particles s controlled,
workplaces must provide adequate and appropriate ventilation {DOLE-
Occupational Safety and Health Siandards, OSHS, Aule 1076.01) and there
shall be adequate sanitary facilities for workers.

15,2, The number of employees in @ work area shall not exceed the required
number for a specified area and shall observe the standard for space
requirement, {0SHS Rule 1062)

3 &.Capability buliding on TB awareness raising @nd tralning on TB caze Finding, Case
Holding, Reparting and pecording of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational safety and health
COMmmities.

3.7.5ocial Policies:

371, Non-tiscrimination: Employvees who have or had TB shall not be
discriminated against.  instead, they shall be supported with adequate
cliagnosis and treatment, and shall be entitled 1o work for as 1ong as thay are
certified by the Company's aceredited health provider as medically fit and
shall be restored to work s soon as their Wliness is controlled.

373, Wark Accommodation: Through agreements made between the
management and the employees, work arcommodation measures 1o
cupport  employees with TB is encouraged through  flexible |eave
arrangements, rescheduling of warking times, and arrangerments for return
o wiork.

A

o "ﬁﬁsrm__' v el (1o tory




) ~

-
Tt Floor WY Tonet iy Akl

Pencahnr Apad Ceby Busrrn Fatk,
Codous iy GO

3.7.3. Restoration to Work: The employes may be allowed 10 return ko work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the NOTS provider

3 8 Fmployee Responsibility

181, Employess who have symploms of TB shall iImmediately seek assstance
fram the Company's Health Sarvices Provider

3811 Anemployes who nas the symptoms of TB is required to Initially
wear a face mask (especially while inside the office) and observe good
hygiene practices, a1 least untll declared by a competent medical
practitioner (o be safe fram Lransmission,

3812 Similarly, for those at rlsk, |.e., those with family members with TB
ar those exposed to a co-employes with TB, it would be prudent 10
ohserve the same good hygiens practices until declared free from the
disease and safe from transmissian

1832 Once diagnosed to be with TB, employees shall immediately seek
treatmert aither through the Department of Health's DOTS or @ private
physician of the employes's cholce.  However, it is imperative that the ofe
strictly adheres to the course of treatment. Falling to dutifully observe the
{reatment course may give rise to complicatians, cych as resistance or even
the failure of treatment, which may make it harelar to treat the infection and
rasull in a longer absence.

3821  An absence from work due to medical reasons of over sk |6}
months 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,

3.83. Employees are required Lo undergn an annual compulsory chest X-ray
through the Annual Phypsical Exammination if for any reason an employee
Fails {o secure a chest x-ray at that time, hefshe shall be directed 1o seture a
chest x-ray at an accredited clinic by his/her respertive Infirmary/Health
Gervices.

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

3.10, An employes alflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and who 15 finally
declared to be In @ non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physician.

331 Employees (those afflicted with the disease ar those identified under
cantact tracmgl who refuse 1o cooperate and  dulifully observe bawful

i Mna wivo 11
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instructions jundergo a medical check-up andfor treatment], may be subject to
disciplinary action proceedings far insubordination (the penalty of which may
range up to the termination of gne's employmant].

4. PROCEDURE

4.1.The respective Health Services of he Company [andfor the contracted Health
services Prowider) shall coordinale with the Cccupational Safely and Health
Center who shall provide preventive  and technical assistance in the
implementation of the workplace TB Control and Managerment Program

42 An employee who undergoes the Annual Physical Examination with the requisite
chest wray will have his/her medical record forwarded to company clirie/HRD.
Employees who fail 1o ynrergo the requisite annual chest x-ray shall be directed
ta secure one 3t an accredited clinic of by hisfher preferred infirmary/Health
services.

4.2.1. Those with medical findings shall be raquired to undergo further medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted 10 company clinic/HRD and  hisfher respective
Infirmary/Health Services,

422 Theemployee shall then coordinate with compary clinic/HRD and his/her
respecive |nfirenary/Health Seraces for the nexy STERS

4.3.An employes who s suspacted 1o be affhicied with 18, whether as a direct suspect
or by contact tracing. shall cooperate lully  with hisfier  respeclive
infirmary/Health Services (and/or the conteacted Health Services provider), If
\hie employes 1ests positive fat TR the employee shall undergo the DOTS
program to it completion

4 4.1 the employee needs o undergo @ leave of absence to recuperate, ke fshe will
be allowed 1a use the appropriate leave before hefshe may request 10 be
permitted 1o go on & Leave af Absence without Pay (LOA),

441 The employee shall observe the requisite procedure In applying for a
leave.

442 The Unit concernad shall ensure that the requisite procedures are
phserved by the employee and that the company elinic is duly informed

45 An employes may be allowed to go on a medical leave of absance [without pay)
for a maximum periad of six (B) maonths, The concerned employee shall submit
an application for a leave of ahsence belore going on leave Said leave
application shall be subject to approval at the sole discretion ol the Company
Management

451, Thesame procedures under 4 2.1 to 4,2 2 shall be observed.

Tristan %&Jn Gk I m[5l=ety
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4 6 Afrer treatment, with a maximum period of six [6) months on [eave (withoul payl,
an employee found to be cured or in 3 non-communicable stage of TB may be
allwed back 1o work, provided that the pmployes’s health shall cantinue to be
monitored during the annual physical examination with the requisite chest x-ray
or as may be deemed necessary by the Unit Health Sprvices [Infirmary) o
eontractied Health Services providier

A7 The employde retiurming 1o work shall be reguired by ihis Management 10 secure
a medical clearance from a redical doctor chosen by the Company before baing
allowed to retutn 10 wark.

4 8 The HED will initiate disciplnary proceedings against any empioyes faund bo have
discontinued treatmant in defiance ol medical advice, or who refuses to undergo
the Tull treatment course prescribed. Likewise, employees who are ardered 1o
undergn a check-up due 10 contact tracing but refuse to do 50 will also face
disciplinary action proceedings. In both cases. the maximum sanction applicable
far insubardination will be the termination of one's employment, if it is deemed
warranted

IMPLEMENTATION AND MONITORING

5.1 The Safety and Health Committee ar its counterpart shall pericdically manitor and
eyaluate the implementation of this Palicy and Program

EFFECTIVITY

6.1 This Policy shall take place elfective immediately and shall be made knoen 1
guary empioyse.

approved by, Yisroel Y. issin

CEC
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Date : February 22, 2018

To < ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Dperations Manager

Subject WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

1.1 lploy Inc. 18 committed to conform to the established standards assurance af
customer satisfaction, protection of our ervironment and health and safety In

the workplaces.

1.2, The company promoles and ensures a healthy environment through ILs various
nealth programs to safeguard its employess. and as part of the company’s
compliance to DOLE Department Advisory No. 05, Serkes of 2010 (Guidelines for
the Implementation af a Workplace Policy and Program on Hepatitis B), this
Program has been developed, This program i aimed 1o address the stigma
attached to hepatitis B and 1o ensure that the employees’ right against

discrimination and cenfidentiality i maintained.

1.3.This guideline is farmulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B. This will inform the
employees of their role as weil as the campany in dealing with Hepatitis 8. A
healthy environment encompasses 3 good working relationship and great output

for continuous business growth,

2. COVERAGE

2.1.This Program shall spply to &l employees regardiess of thelr gmployment stalus

3. POLICY STATEMENT

3.1, Implementing Structure

3.1.1  Iploy Inc. Hepatitls B workplace policy and program shall be managed by
its health and safety committee. Each division or department af the

Company shall be duly repracented.
3.2 Guidelines

3.2.1.  Education

3211,  Hepattis B shall be conducted through distribution and posting of

IEC materials and counselling and/ or lectures, and

Tdaw ﬁ%@m fdaty  ofrs] sy
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3.2.1.2,  Hepatitis B education shatl be spearheaded by Ipioy Inc. tedical
Clinic in close coordination with thi health and safety commitles,

3272, Preventive Strategles

3031 Al employees are encouraged to be immufized against Hepatitis
f after securing clearance from their physician

32,22, ‘Workplace sanitation and proper waste manigement and dispasal
shall be monitored by the health and safety committee on a regular
basis.

1223 Personal protective equipment shall be made available at all imes
far all employees; and

3224 Employees will be given training and infarmatian on adhereénce (0
standards of universal precautions in the workplace.

4, SOCIAL POLICY
4111 MNon-giscriminatory Palicy and Practices

41.1.1.). There shall be no discrimination ol any form against
employees on the basis of their Hepatitls 8 stalus consistent with
tha international agreements an non-discrimination ratified by
the Philippimes (1ILO C111). Employees shiall nat be discriminated
against, from pre 1o post employment,  including hiring,
pramation, or assignment because of their nepatitis B status

41113, Warkplace management of sick emplayees shall not differ
fram that of any ather (iness. Persons with Hepatitis B related
{linesses may work Tar as long as they are miedically fit to work:

4112 Confidentiality

41.1.2:% iob apphicants and emplayees shall nat be compelied to
disciose ther Hepatilis B status and other related medical
information. Co-employees shall not be obliged 1o reveal any
personal (nformation about ther fellow employees, Access 1o
personal data relaling 19 employee’s Hepatitls B status shall be
bound by the rules an confidentiality and shali be strictly limited
ta medical personnel or if legally required,

4113  Werk-Accommodation and Arrangement
41.1.3.1. The company  shall take measures 1o reasonably

accommodate employess who are Hepatitis B positive of with
Hepatitis B - related inesses.

T /%&m aloivy o] \u]
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41.1.3.2 Through agreements made between management and
employees’ representative, mMeasures to support employees with
Hepatitis B are encouraged 1o work through Pexibie leave
arrangements, rescheduling of warking time and arrangement for
return {0 work,

4114  Screening Diagnosis, Treatment and Referral to Health Care
Seryices

41141, The company shall establish a referral system and provide
access 1o diagnostic and treatment senvices far Its employees for
appropriate medical eyvaluation/ monitoring and management,

41142 adherence to the guldelines for healthcara providers on
the evaluation of Hepatits B posithie employees 15 highly
encouraged.

41143 screening for Hepatitis B as 3 prereq ulsite 1o employrrent
shall not be mandatory,

41.15. Compeansation

41151 The company shall provide access 1o Social Secunty
System and Employess Compensation penefits under PD 626 to
an employes contracted with Hepatitis B infection in the
performance of his duty.

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

51.1.1.1 Management, together with employees’ organizations,
company focal personnel far human resources, and safety and
health personnel shall develop, impiemanit, monitor and evaluate
the warkplace policy and program on Hepatits B.

51,113 The Health and Safety Committee shall ensure that their
company policy and program |s adequately funded and made
known Lo all employeas.

5.1.1.1.3 The Human Resources Depariment shall ensure that their
palicy and program adhere to existing legistations and guidelines,
including provisions on leaves, benefits and insurance.

51114 Management shall provide information, education and
trainlngon Hepatitis B far its workforce consistent with the
standardized basic information  package developed by the
Hepatitis B TWG; If not avatlable within tle establishment, then
provide access to information.
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5.1.115 The company shall ensure non-discriminatory practices in
the workplace

5.1.1.1.6. The management together with the eompany focal
personnel for human resources and safety and health shall
provide appropriate personal protective equipment 1o prevent
Hepatitis B exposure, aspecially for employees exposed (o
potentially contaminated blood of pody fluid,

5.1.1.1.7. Thi Health and Safety Committee, together with the
employees’ organizations shall jointly review the policy antd
program for effectiveness and continue to improve these by
netwarking with governmant and organizations promoting
Hepatitis B prevention.

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

51119 The hisman resources shall ensure (hal access 1o medical
recards |s limited to authorized personnel,

51.1.2. Employess Responsibllities

511.21. The employees’ organization 1s required 10 undertake an

active rake in educating and training their members on Hepalitis

B prevention and control. The IEC program must also aim af

promating and practicing a healthy lifestyle with emphasis on

avolding high risk behavior and other risk factors that

expase empioyees to increased risk of Hepatitis B

infection, consistent with the standardized basic information
packoge developed by the Hepatitis B TWG.

51122 Employees shall practice non-giscriminalory acts against
co-employees on the ground of Hepatitis B status.

51123 Employess and their oiganizations shall nat have access Lo
personnel data relating to an employes's Hepatitis B status. The
rules of confidentiality shall apply in carrying out union and
arganization functions.

51.1.24 Employvees shall comply with the univarsal precaution and
the preventive measures.

5.1.1.2.5. Ermployees with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis B staius,
that is, if their work activities may increase the risk aof Hepatitis B
infection and transmission of put the Hepatitis B positive al risk
for aggravation.
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B, IMPLEMENTATION AND MONITORING

/iPloy

.1, Within the establishment, the implemeantation of the policy and program shall be
maonitored and evaluated periodicaily, The safety and health commitiee of its

counterpart shall be tasked for this purpose.
7. EFFECTMITY

7.1, This Palicy shall take place alfective Immedial
eyvery employee,

1k
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Approved by: Yisroel Y. Gissinger
CEQ
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Date - January 1, 2018
To . ALL EMPLOYEES CONCERNED
Fraom . Human Resources
Thru : Dperations Manager

sybject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

1.1 In compliance with Article ¥ of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 200, and its Implementing Rules
and Regulations and DOLE Department Order Mo, 53-03, series of 2003

{Guidelines for the implementation of a Drug-Free Workplace Folic

programs for the Private sectar), Iploy Inc. hereby adopts the following

policies and programs lo achieve a drug free workplace,

1.7. Company policy is to maintain a workplace free of illegal drugs. To ensure
that the objectives of the company’s corporate policy are met, the company
is implementing this drug [ree program. The program will have the following

elements:

2. COVERAGE

2.1 This Program shall apply to all employees regardless of their amployment

status

3, POLICY STATEMENT

3.1, The use, possession, solicitation lor. or cale of dangerous drugs on campany

premises or while performing an assignment

3.7, Being Impaired or under the influence of dangerous drugs away from

company, If such impairment G influence adversely affects the employes's
work performance, the safety of the employee of of others, of puts at risk

the company’s reputation.

3.3 Possession, use, soliciation far, or sale of dangercus drugs away from the
company premises, if sych activity or involvement adversely affects the
employes's work performance, the safety of the employee or of others, or

puts at risk the company's reputation

3.4, The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while on the premises of the company, OF
while an tompany business. “Dangerous Drugs” include those listed in the
schedules annexed to the 1961 Single Convention on Marcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed 10 the 1971

THidon /é&m s &3] 15 oty
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Single Convention on Psychotropic Substances A% argmerated in the
attached annex of RA. 9165

4. MANDATORY DRUG TEST

4. To ensure that anly those qualified shall be screened and recrulted 1o prevent
the detrimental effects (&0 lower productivity; poor decision making,
inereased pocidents; more compensation claims, and feduced team effart)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

4.2 Iploy Inc. designates company accredited or affiliated center, a duly
aeeredited drug testing center by the Department af Health (DOH]), as its
authorized drug testing faboratary.

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

431, RANDOM TESTING: Officerfemplayees may be selected at random for
drug testing at any interval determined by thie Company.

4.3.2. FOR-CAUSE TESTING: The company may ask an officer/employee 10
submit to a drug test at any time it feels that the employes may be under
the influance of drugs, including, but not limited to, the following
circumstances: evidence of drugs an or about the employeg's person of
in the employee's vicinity, unusual ronduct an the employee’s part that
suggests Impairment of influence of drugs, negative performance
patierns, o excessive and unexplained ahsentepism or tardingss.

43,3, POST-ACCIDENT TESTING: Any officerfemployee mvolved in a “Near-
Miss” incident of “Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test.
As defined herein, "Npar-Miss” means an incident arising fram or in the
course of work which could have led to Injuries of fatalities of the
workers and/or considerable damage to the employer had it not biean
curtailed, “Work Accident”  refers 1o unplanned  or unexpected
gccurrence that may or may not rosult in personal injury, property
damiage, work stoppage or interference or any combination thereof of
which arises out of and in the course of ernployment.

434 All drug tests shall emplay, among others, two (2] testing methods, the
yereening test which will determine the positive result as well as the type
of the drug used and the confirmatary test which will confirm a positive
screening  test. Where the canfirmatary test furns positive, the
company’s Assessment Team chall evaluate the results and determing
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the level of care and administrative interventions that can be exlended
to the concerned employee.

4,35 Iploy Inc. shall inform the oificer/femployee who was subjected to a
drug test of the test-results whether positive or negative.

4.3,6. All costs of drug 1esting chall be borne by Iploy Inc.

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1. An officer/employee who, far the first time, is found positive of drug use,
shall be referred for treatment and/or rehabilitation in a noH accredited
center, Far this purpose, [ploy 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, in consyltaron
with the head of the rehabilitation center, ghall evaluate the status af the
drug dependent ermployes and recommend to the employer the resumplion
of the employee's job if hefshe poses no sprious danger to hisfher co-
amployees and/or the workplace

5.3, All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his sccount, The period during which the
employee s under treatment of rehabiiitation shall be considered as
authorized leaves.

5.4, Repeated drug use even after ample opportunity far treatment and
rebabilitation shall be dealt with the corresponding penalties under R4, 9165
and is 3 ground for dismissal.

. ADVOCACY, EDLICATION AND TRAINING

6.1. Iploy Inc. undertakes to intrease the awareness and education of its officars
and employees on the adverse effects of dangerous drugs through
continuous advocacy, education and training programs/activities 1o all its
afficers and employees

£.2. All officers and employees are required 10 undargo an orientation/education
program before assumption of their respective duties. The program shall
include the Tollowing topics:

62.1. Salient features of BA G165;

622, Adverse effects of abuse andfor misuse of dangerous drugs on the
person, workplace, family and the community;
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£2.3. Preventive measures against drug abuse; and

6.2.4. Stepsto take when intervention is needed, as well as available services

for treatment and rehabilitation

6.3, To encourags 4il officers and employees 10 jead a healthy lifestyle while at
waork and at home, iploy Inc undertakes to conduct the following activities as

often as possible:

6.3.1. Llifestyle asegssment  programs on kealth  nutrition, weight
management, stress managemaent, alcohol abuse, smoking cessation, and

ather indicators of risk diseases;

§.3.2. Health weliness sereanings (e hiood pressufe and heart rate,

chalesteral test, blood glucase, eic.);
6.3.3, Spons, recreational and fun-game activities; and
6.3.4 Other activities promoting health and wellness.
7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1, Iploy Inc. shall ensure that the workplace policies anel programs on

the

prevention and control of dangerous drugs, including drug testing, shall be

dissemninated to all officers and employees. The employer shall obtal

na

written acknowledgement from the employees that the policy has been read

and understood by them

7.2, Iploy Inc. shall maintain the confidentiality of all information relating to drug
tests of 1o the ilentification of drug users ini the workplace; exceptions may
be made only where required by law, In case of overriding public health and
cafety concerns; or where such exceptions have been authorized in writing by

the person concerned

73, All officers and employees chall enjoy the right 1o due process, absence of

which will render the raferral procedure ineffective.

8 CONSEQUENCES OF POLICY YIOLATIONS

B.1. Any officer or employee whio uses, possesses, distributes, sells or attempis ta
sall, tolerates, or transfers damgerous drugs o atherwise commits other
untawful acts as defined under Article i of RA 5165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said

Act.

8.2, Any officer or employee found positive for use of dangeraus drugs shall be
dealt with admiristratively in gecardance with the provisions af Article 282 of

Book ¥l of the Labor Code and under RA G165,

Tide j{%m gin 0150




oy Incormrated IP'
13an Flons pAGY Bowel
mhﬂtﬁ;mrﬂlfﬂ. Bt u-l-m

Cibu Eiry BION
g, IMPLEMENTATION AND MONITORING
511, Theimplementation of these policies and programs shall be monitored
and evaluated periodically by management to ensure 3 drug-fres
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with D.0. 53-03.
10. EFFECTIVITY

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

11. ATTACHEMENT

111, Drug-Free Workplace Policy and Program Acknowledgement

prepared by: 1o H_’igfw&eletm

Resources

Approved by: Yisroel ¥, Gissinget
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Drug-Free Workplace Program Acknowledgement

| hereby acknowiedge that | have received and read |ploy Inc. Drug-Free Workplace Policy
and Program, 8 summary af the drugs which may alter or affect a drug test and a list af
jocal Employee Assistance Program providers or local drug and alcohol treatment
programs. | have had an opportunity to have all aspects of this material fully explained. 1
Jlso understand that | must abide by she Program as a condition of initial and/or
rantinued employment, and any violation may resull i disciplinary action up to and
including teremination,

| also understand that during my employment | may be required to submit Lo testing for
the presence of drugs or alcohal in my body. | Understand that submission Lo stCch Lesting
i a condition of employment with [Company], and disciplinary aslion up 1o and including
termination may result it

1) | refuse to consent Lo testing

2] | refuse to execute all farms al consent and release of liatility that are usually and
reasonably associated with such examinations.

3) | refuse to authorize release of thie test resu 15 ta the company.

4) The tests establish a violation of [Company]'s Drug-Free Workplace Policy
5 | otherwize violate the palicy

| also recogrize that the Drug-Free Warkplace Policy and related documents are nok
intended to constitute @ contract between Iploy Ine. and me.

The undersigned further states that hefeche has read and understands the above
acknowledgement and signs below af his/her own free will.

Tridan /e ik A (S 2oy

SIGNATURE DATE

WITNESS DATE
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To DAL EMPLOYEES CONCERNED
Fram ¢ Humari Resources
Thru : Operations Manager

Subject WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

. OBIECTIVE

1.1, The following policies and procedure are hereby issued by Iploy Inc. 10
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or dispusition of sexual harassment Cases.

COVERAGE

7.1. This Program shall apply to all employees regardless of thelr empioyment
status,

. POLICY STATEMENT

1.1, Iploy Inc. belleves that employees should be afforded the opportunity to wiork
in an envirenment free of sexual harassment. Sexual harassment Is 2 form of
misconduct that undermines the employment relationship.  No employee,
either male or female, should be subjected wverbally or physically to
unsolicited and unwelcome sexual overtures or conduct.

3.2, Sexual harassment refers Lo behavior that is not welcome, that |s personally
offensive, debilitates morale  and, therefore, interferes  with  work
 effectiveness. Such behavior may be in the form of unwanted physical, verbial
ar visual sesual advances; requests for sexual favors, and ather sexually
oriented conduct which s offensive or objectionable to the recipient,
including, but not Umited to: epithets, derogatory of suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

33, !Iplu::l.rrlm:. will not tolerate any behavior that amounts to sexual harassment
and any officer or employee found 1o have commitied sexual harassment
<hall be subjected to disciplinary action, up 1o and Including dismissal,

3.4, DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is hased on, the definition of cexyal
harassment set forth in Section 3 of RA 7877 It provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over apother in a work environment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requeests of reguirement for submission is accepted by

the object of said Act

T

in a work-refated or employment environment, sexual harassment |5
committed when:

3.4.1. The sexual favor is made as 3 condition in the hiring or in the
employment, re-pmployment, O continued employment of said
individual, or in granting caid individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating of ¢lassifying the employee which in
any way would discriminate, deprive or diminish emplayment
ppportunities or otherwise adversely affect said employee;

3.4.2. Lhe above acts would impair the employees' rights or privileges under
existing labor laws; or

3.4.3. the above acts would result in an intimidating, hostile, or offensve
anvironment for the employee

15 WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be committad in any work of training environment, It
may include, but are not limited to the following:

351, Inoroutside the office building or training site;

3152 atoffice or traning-related social functions;

353 |nthe course of work assignments outside the office;

354, atwork-related conferences, studies or training sessions; or
355 during work related travel

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

361 Owvert sedual advances,

362 Unwelcome of IMproper gestures of affection;

3.6.3. Renuest or demand for epxual favars including but not limited 1o BOINE
out on dates, outings, or the like for the same purpose;

3.6.4. Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting of offensive to the
wictim,

don Aoh i e 15w
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1.7, WHAT 15 NOT SEXUAL HARASSMENT

318

4.1

4.2,

saxyal harassment does not refer to occasional compliments of a soclally
acceptable nature. It refers to behavior that is nol welcome, that is
personally offensive, that debilitates marale, and that, therefore, interferes
with wark effectiveness.

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes 1o provide its officers and employees a work
srvironment free of seyual harassment by rmanagement personnel, by co-
workers and by others with whom officers and employees must interact In
the course of their employment in iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of company policy. The company 15
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective actien to stop sexual harassment in the waorkplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

COMPLAINT PROCEDURE

4.1.1. Any officer or gmployee, who pyperiences Or wWilnesses any act of
sexual harassment in the workplace, shall report the same Immediately
to the Committes on Decarum and Investigation, They may alsn report
acts of sexual harassment o any other member of iploy Inc
management or awnership. Al allegatiens of sexusl harassment will be
quickly investigated. To the extent possible, the |dentity of the officer or
employee shall reman confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
putcome of the [nvestigation.

4.1.2. A Committee on Decorum anel Investigation shall be constituted and
shall be composed of the management and the employees'
representative to receve complaints, investigate and hear sexual
harassment cases. The Commitiee shall develop its ewn rules in the
settiemnent and disposition of sexual harassment Cases. The Commitiee
shall also develop and implernent programs to increase understanding
and awareness about sexual harassment

RETALIATION
4.2.1. Iploy Ing, will parmit no em pl.fwment-bamd retaliation against anyone

who brings a complaint of sexual harassenent or who speaks a5 & witness
in the investigation of 3 complaint af sexual harassment

o G o5y
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4.3. WRITTEN POLICY

&

iPloy

431 Al officers and employeas of Iploy Int. shall receive a copy of the
company's sexual harassment policy upan assurnption of their respective

affices. If at any time an officer af employee woul

the policy, please contact the Office of the Commitles on
iploy Inc should amend or maodify its sexual Rarassment policy, all
afficers and employees will recebve an indwidual copy of the amended or

modified policy

5, CONFIDENTIALITY

d like another copy of

Decorum, [f

5.1, At the commencement of the |nvestigation procedure at the Committee,
ctarting from the fling of a written complaint, of the manifestation of an
objection to an act ar behavior, all matters discussed, documents raviawed,
letters and corfespondences read, and, testimonies heard, will be kept under
the strictest confidence. 1L 5 the intention of Iploy inc. that rights of the
parties, sepecially the Innocent ones, are protected. At the same time,
howeyer, 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

B.1. This Policy shall take place effective Immediately and shall be made known to

every employee,

3
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Prepared by | neg K. ecl
Human Resources

Reviewed ty: AT
Dikect

approved by: Yisios! ¥. Gissinger
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name Position in Establishment
Chairman: Alfred Camaritlo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR. Staff
Ma. Blesila Vestil CSR - Phone
Juname! Brigali CSR - Phone

Submitted by:

Yisroel Y, Gissinger
CEO
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DATE : April 3, 2018

To : ALL EMPLOYEES

FROM ; HUMAN BESOURCES DEPARTMENT
THRU : OPERATIONS MANAGEMENT
SUBIECT ; MEMO: RESTROOM GUIDELINES

iploy Inc. provides unisex restroems avallable so that employess can use them when they need
to do s0. One is located inside the operation finer and second is in the hallway oulside the
operation floor. However, those who are uncomlortable, Fas [ssue with the unisex restroam,
we have a separate singke, privale restrpom available for use.

Moreover, any employee with concern/issue in using the unisex restroom, pleasa visit Human
Resaurces office to get door AcCEss pess. Oiffice security, Log in and Log out procedure shall

apply.

Furthermore, it is essential that all employees should comply and ohserve the restroom
etiquette:

knock if the cubicle appears to be secupied. Don't peek under the doors.
Lock thie cubicle door when you enter
s Stand close enough to the pan or urinal so you don't wet the seat, walls or

flaor
s Flush the toilet after use and wipe off the toitet seat for the next yser
» Paper towels go in the trash can, not on the floor ot in the tatlet bowl
s Wash your hands to prevent the spread of colds and the flu
e  Please use water and paper lowels conservatively

For your information and guidance.
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February 27, 2018

To ; ALL EMPLOYLES
FROM : HUMAN RESOURCES DEPARTMENT

THRU : OPEMATIONS MANAGER

SURECT OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is lssued to chsure the effective enforcement and strict observance of all
employees on offlice attendance and punctuality

To ensure effective Implementation and monitaring of office security
1.

Employees are required to log in and |og out using the biometric and the RF 1D, even
if the door is open

Employees arc allowed to 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 lopged in and inside the production area, they can no longer g0
outside until their 1* break

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

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

7. Notallgating

Employee 1D and RF ID should be worn at all times, lost RF 1Ds will be charge to the
employes

8.

Mo employees are allowed Lo stay in the waiting area for applicant.
10,

Emplayees wha leftflost their IDs will get temporary 1D from HR and will be dealt with
according to our code of conduct and discipline.

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

For guidance and strict compliance.

a i o g LR | [ T
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DATE : Movember 17, 2021

TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIECT : LOCKER POUCY

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

please see list of rules provided below for your reference.

RULES

e ONE LOCKER OMLY per ermployee, NO sharing of lockers.

«  NO storing of perishable foods/leftovers inside the locker.

« Proper sanitation |s strictly observed {E.G. No 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 |ackers are being used, they
will be forced open, and the company will not be liable for padlock replacement nor
relmbursement.

«  Any sort of action that may result in damage to property is strictly prohibited. This includes but is
not limited to graffitifvandalism, posting af stickers, damage to facility property such as the farced
opening of lockers without the management/HRs’ knowledge or consent, ete.

« The company will not be liable far the loss or damage to any personal belongings left unattended
and that includes, sharing of lockers, lockers without padlocks, placed on top aof the lockers, etc.

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

s Forced Open Request due to lost padiock key or forgotten password/code should be submitted a
day priar and will be subject to availability of the bolt cutter,

« Authorization to Forced Open a Locker, the request must be submitted via emall to br@iploy.com
and must wait for the approval.

« NOLOITERING inside the locker room

« Unassigned Lockers with cable ties should not be opened,

« Things inside unassigned lackers will be subject to disposal of the management

This Memarandum shall take effect on MNovember 22, 2021.

Failure to comply will be dealt accordingly.

Prepared by: Moted by

=3 i
Alfr il
General Manager  Directo perations

| have read, understood, and agreed to comply with the foregoing policjes, rules and conditions
governing the iPloy Locker Policy. ,::7-,

e 1 E .
1_1,"|rﬂw- “Tagen  Gabiie o 5] ey

Employee Signature Over Printed Mame/Date
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DATE April 3, 2018

To ) ALL EMPLOYEES

FROM B HUMAN RESOURCES DEPARTMENT
THRU } OPERATIONS MANAGER

SUBIECT i MEMO: CALL IN FOR QUT OF OFFICE

i order ta properly monitor aut of office employees, @ new process to call infreport absence will
he implemented effective monday, April 9, 2018

Guidelings:

1 In cases of late and/or absences, employes should regort 10 Human Resources. through
5MS ar Call via HR hotling; 0817-708-7074
2. Matification should contain the following information:
a, Complete (real) Name
b. Departrment
c. Team Leader
d. Callinfor (Whole day Absent, Half-day Absent, Late]
& Reason
HR will be the ne 1o send notification to Operations Management
4 Nocall in should be communicated through Team leads or any ather employee. 11 showld
be done by the employee or his/her ralatives
Netification should be at least two [2) hours biefore Lhe employes's shift
6. if an employee |5 advised 10 rest/canlined in the hospital, number of rest days as advised
by the physician should be indic sted. Dtherwise, employee must send notification daity
7. Failure to notify will be tagged as N call, do Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline

'_LH

0

For your guidance and strict compliance.
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February 18, 2020

To i ALL EMPLOYEES

FROM 1 OPERATIONS MANAGE MENT
SUBIECT . ATTENDANCE BONUS 2020

fs we end the year 2019, Ploy would like 1o set clear key procedures and policies, This mEmorandum serves as
reminder to be followed:

PAYROLL

1. immaculate Attendance Bonus is for employees with perfect artendance, Employes should NOT cammit any
sehedule deviations like tardiness, unscheduled absences, undertime and overbreak. Foilure to punch in = out for
breaks will also disgualify the empleyee, No waivers will be given.

2. Tardiness, Undertime and Over breaks will be deducted from Uhe amplayee's pay.

1. Employees who tendered their resignation belore the release of the Sign On Bonus (First Half or Second Half) will
MO longer be eligible to recaive |1,

4, Employees qualified for the Sign On Bonus [First Hall or Second Half) will receive it on the 30" of the succeeding
manth from aligitility.

5. Eligibility for the annual merlt Increase Is based on overall performance and management discretion, Pay out is
at management's discretion.

MEDICAL CERTIFICATE

1, When must the medical certificate be dated?

. 1 day absence — the medical cortificate must be dated on the day of absance of thie next day. If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows = at the latest. It
cannot be dated on the day that the agent Is to report back 1o work.

. 2 days absence - the madical certificate rmust be dated on the initial day of absence or the next day. If the
absence falls an a Thursday, the medical cortificate must be dated either that Thurseday ar the next day — at the

latest. |t cannot be dated on the Saturday that kmmediately fallows or that Monday that the agent is o report back
1o work,

. 1 diays of absence or longer - the medical certificate must be dated an the initlal day of absence or the next
day. It cannot be dated on the day that the spent reports back 1o work with the advice to rest antedated from the
initial date of absance, Also, the advice fo rest is imclushve af rest days.

o Ex: If the agent is absent on a Friday and the medical cartificate states advised to rest for 3 datys,
that |5 incluskve af the day of absence that the agent took to rest plus Saturday and Sunday — the agent must be back
o work on Monday.

Tﬂﬁm“ Toduw  @dapw OIS \ g0l
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o If the doctor prescribes rest, the medical certificate mist include the number al days of rast, The
advice to rest cannot be antedated,

0 There must be a fit to work date.

a The only exception (o the Medical Cortificate date guldefines b5 If the employee has been
hospitalized.
VACATION LEAVES

1. The company reserves the right to approve and dizapprove all vacation leave (VL) requests.

3, Employes must gxactly have the corresponding credits for the request to b approved.
1 cradit = One Day
.5 credit = Half Day

3. Employee with perfect attendance 60 days from the requestad VL date will ba given priarity in the approval of
leaves. This s a way of rewarding employees with perfect altendance.

4. The company and client hawe the right to disapprove leave reguests and cancel approved leaves for those
employess who commitbed unscheduled absences on the prior month and on the current month of the requested
time off including poor attendance records, behavioral and productivity Issues,

Moted By: Approved By
ISH JAY GISSINGER
HR Supery Chief Executive Officer
I
Director of Operations
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Date : November 17, 2021

TO : ALL EMPLOYEES

From s HUMAMN RESOURCES DEPARTMENT

Subject : RE: SICKLEAVE POLICY

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

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

2. Employee may use sick leave for absence due to the following reason:
s Employee's illness or injury.
s Bereavement leave/s
» Emergency leave/s
s Power Qutage/internet Outage (for temporary Work from Home set-up)

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

Mote: Mo more Manual filing of Sick Leave except if the employes was hospitalized andfor
guarantine due to COVID-19.

4. Balow are the documents needed to provide to use the paid sick leave;
« Employee’s iliness or injury

= At the discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or Injury and that the employee Is again
physically able ta perform his or her duties. |Medical Certificate with Fit to
Work)

% Blacklisted Doctors and clinies’ will nat be hanored, (Please refer to the
Blacklisted Clinic/Physician Memo)

s Bercavement leave [Please refer to the Bereavement Leave Policy)

= Emergency leave

% Validate his/her absence through supporting documents asto why shefhe was
having emergency leave on the said date.

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

« [nternet Outage
% Ticket number from the internet service provider and/or screenshot/link of
afficial outage announcement from the internet/telco provider
% Ppicture of the modem (showing red, no light in “internet”)

5. Any unauthorized sick leave will subject the employes to disciplinary action, SL1s unauthorized
under the following circumstances:
« The employee failed to inform the immediate superior or HRD about his/her absence due to
iliness unless fully justified,
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s |fsickness clalmed is fictitious or nen-existent,

§. The employee or his/her representative must inform his/her Immediate superior or HR if an
extension of SLwill be needed to recaver from the sickness, & medical certificate must be submitted
kefore the expiration of the 5L Absence of notice and certification will be considerad unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
|eave is warranted,

This Memarandurn shall take effect on Movermber 22, 2021,

Please be guided accordingly.

Created by:
I
HR Klana
Maoted by:
Angelo Manal CarlogBotlong
Operations Manager “General Manager
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November 12, 2015

ALL EMPLOYEES

HUKMAN RESOURCES DEPARTMENT
OPERATIONS MANAGER

&5 SICKMESS CLAIMS =5 CALENDAR DRYS

For those employees’ wha wants to file for sickness claims must submit the duly accomplished 555
natificatian form attached with original and complete miedical documents, |t should be submitted within
& calendar days from the start of sickness, they may ask thair relatives, friends and workmates to submit
their form in Accounting affice.

A member is qualitied to avail of this benefit if:

1. He ls unable to work due ta sickness or Injury and confined elther in a hospital or at home for at
|mast four (4) days;

2. He has paid at least three (3) maonths of contributions within the 12-month period Immediately
before the semestar of sickness or injury;

9. He hasused up all current company sick leave with pay; and

4. Hae has notified the employer or the 555, if unemployed, voluntary or self-employed member
regarding his sickness or Injury.

Eailure to submit the documents within the prescribed period will free iPloy from any liability of their

claims.

For your guldance.

If there are any guestions or clarifications, please fee| free to approach the Human Resource Department.

Sincarely,

Warishka | il
Human Re 5
Mated by:

Al rille dr.
i , Dperations

i
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HRBA-2023-10-016

DATE @ October 4, 2023

TO § ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Br. Omar Arceo, MD

Sia Clinle

Health Doc Diagnostics

Gaudioso Mantecillo Jr, MD

Maw Serving

. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

11. Clinics/Physicians without complete contact details such as but not limited to the following:
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 Diagnasis

11.6 Recommendation

11.7  Fitto work date

T

MNew Clinics added:
12, Enad Clinic
13. Bing Clinic
14. Gia Clinic
15. Veloso Clinic
16. Dr, Paolo M. Apuli
17. Lourdes D. Sasoy, MD

When providing medical certificates for absences, ensure the following:
1, The certificate must be issued on the day of the absence or the day after.
2. Strictly follow all instructiens provided in the recommendation. Proof of compliance, such as
a recelpt for prescribed medications and |laboratory results, may be requested.
3, HR/Clinic will validate all medical cartificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denied entry,

A
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4, Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physician.
5. Ensure that the soft copy (sent through email] matches the ariginal capy submitted to HR.

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

Mo consultation date specified.

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

Mo contact Information displayed in the medical certificate.

Absence of physician's name and license number,

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

contacted.

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

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

8. The dinic/physician’s services are primarlly related to cosmetic procedures and consultations,
making thern unsuitable for absence-related medical certifications.

N

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

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

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

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

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

Nj a
Emplcyee Relations Supervisar

MNated by:
E’“%A_'L-- ' &J;u‘u—
lla Nifio Angelo Manal :
HR Manager Ma r Operations Manager Dir r of Qperations
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Date $ Movember 30, 20232

Ta { ALL Employess

FROM i Human Resources Department

SUBIECT : VACATION AND SICK LEAVE COMVERSION

We are pleased to announce that the Sick Leave conwversion will be released on December 15, 2022
payout. |n this connacton, all remalning 51 credits are to be converted thus, SL application |5 no longar
allowed until the end of the year.

A5 for the Vacation Leave (VL) conversion, all unused VL credits will be released on the 30 of December
2022, All employees can plot a VL request until December B, 2022 OMLY. The actual VL dates will cover
only until April 30, 2023, Kindly take note of the reminders below in reference to filing af VL

®  No ratraction of approvad Vs, If the employes reports for work on the actual VL date, the VL
will mk bk radrmbursed and will be vaided.

& Narescheduling of VL once approved.,

= VL date should not fall on a local holiday otherwise forfeited.

Hote: Approval of VL requests will be on or belore December 14, 2022,

Furthermaore, if the employea resigns or gets separated from the company either voluntary ar Involuntary,
aH avallable VL credits will be forfelted and will not be part of thelr last pay if:

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

= Employes want on Absant Without Official Leave [AWOL|

& Employes incur any leave, absences, and/or any form of terminal leave within the 30-day notice
pariod with the exception that the employee provided a valid documentation such as bul not
lirnited to hospitalization due to sickness, accidents, or contaglous diseases,

« Employes incurred move than fowr (4) hours of sccumuldated and,for tokal lete/undertime within
the 30-day notice,

= Employee will heve Esues with performance incuding buk not limited to quality, productivity, &
client escalation within the duration of the 30-day notice.

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

Furthermare, 5L and VL conversian maybe subject to taw. Should you have questions pertalning to this
fremd, fenl fres to reach oul to our Accounting personnel at Accounting@lploy.com.

Signed:

afnatlCisiiiares

HR Manager

Accounting Manager

Hatad by;

g .

OpErstions Mansger Director e atlons
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Decomber 17, 2019

To ! ALL EMPLOYEES

FROM I OPERATIONS MANAGEMENT
SUBIECT CLEANSING PERIOD

Moy Staffing Solutions beliewes in giving employess encugh room for improvement o eteaighten out
pmplaymient in fegards to compliance to owr company’s Code of Conduct. The akm of this approach |4 to help
motivate employees rectify passed offences and start anew.

Cleansing Period pertaing to the time when an empioyes who has been subjected o g Discplinary Action (DA)
I+ expected to improve performence. Ample time b given to cormect improper behavior and refrain from
committing any othat infractions,

I an employes does not commit the seme infraction for the specified deansing period, the progression of the
disciplinary action will siide back 10 o lsvel depending on its type. Please reler to table beélow:

Attendance & .
Produttivity & 1
| Behavioral | 12 |

Thir caunting of the Cleanumg Pernod will star based on the date when DA was decided upon, All docomentations
for infractions will still be kept in the Employes's 200 File regardiess what period ol progression

e Cleanilng Period & effective lanuary 1 2020 covering D&s b manths and nlder

Sincerely yours, Approved By,

1aY GISSINGER
Chiwl Executive Olficer

Oprathe T

Teigon




The estabishad norms herein set irth are grared 1owards the alisinment of he Compa
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. DOECTRINES 7O GOWERM THE COMPAN'YS CODE OF CONDUCT AND DISCIPLING
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g i st e

E™ Flazs: BAYE T §
R i & iPloy
ek ity #6000
1, ncident Report wil be submitind be Homen Arpourses (HAj within 7 werking days from
the date of the acident
. Hufnan Re4oursss will izzos 3 Notice to Explein [NTE) i the employes within 3 working
davs
i Ehrpct Supsrior inguld coack the employee within § working days from the Bsuencs o
the NTE.
4, Coaching Form ind Wrimen Explanazion of ing emmioyes should be submiited wishin§
wzeking days rom the kauance of the NTE,

5. HA will ixsue Notice of Dechion with of witheyt Manctions within 5 days from the receipt

A an iPioy ernphoyn we spost tal you wil meet the folicwing Dehavicrl sancards:

EEEEEFIE?E%E%I&E?
rEp v. THil includes spprapriste dress, scpinding the office ready to wak, use of
n.d!ﬂ!ii aitservancs ol proper office are work decsrur, muinssining proper
reaticrships with vour collesgues, customers and cthof indvidyals not in the employ of the company,
cheervarce of and comoFance with gusting lews of the Philingines.
b Enbancirg Cormpany Prodoctivity the Company expects the Propar cam and o tdizgation of
Caraita! available 1o tng Compamy; turning up for work ready to wrk o Hrse all te e, ioiowing the
mppropeiabe break and finfsh tmes, geiting on with the job and perficnring the job to the e of o
abliity, poaltive Bttibode and dedicatian 2 ane’s work sllignments, supporting supendsions and ™o in
mansgement,
& Fellerirg rubs on customer and Elient relations and alweys maintaining & pratesional heighd
attitucte with customens.
o Mainterance of health and sefety of the office gnd people anund you. A proper §ttiteds
toweards cleanliness and proper bousekeesing in e offics, pocd heatth of yoursell and others around

wou, asset in the security of the effice, leliowing basic sahely procedures.

e. Proper use of Company Property, feciEties ard secusity 1D profect comparry and ermgkyed
l..m u_-nn-_‘_antltﬂ ginkenancs of niiiﬂw?runﬂﬂq&nﬂﬁllﬂiﬂ.ﬁﬂl
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L hpplicabiy

This Code shall apply 1o all Moy emplovees, regardles of status or pesition held,
i, Types of Offences

Level 1 = Saricus oifense which couses deldy in operaliony, may pose Iheds, e, or dangsr to
Company progerty andfar lves of Indivigaas,

Lewel § - Infristisng wiven will destroy the compary's ima B &nd e v I E0ube SubIInTad o g
shi compary &nd ean result 1o critical operstione’ disnagtian, A& eritical aflente that has comgromited
he setwsity of the empiovess, the integrity of Chent, the witebby of custerner's inlotrmation and the
seabilivg of the busiress,

. Table of infractions

L Peules cn Proper Condect and Deconam

T %. ! i t | a
ST | newnes | detmece | ieaees | lemases
Eﬁ!!i% Lowai L vi"niu ilﬂ__._m_l !ﬂ..“.. ! 5 ___.._. _.— Eamrasg
tha Coemparsy Wity | wning | 100
: Decuireen s Final
Fallure [ comay - Pioy wriman Basaenian
Level 1 wvarbal writen v Cambaa
Ciress Code Pelky. % WarRing | g Bouw
Hisen. participaton In Decumeniod Fieai
eompusory company | Level varsal ..E..H wirian u..ﬂl.u_._ﬂ: Biwmin
BLCNEY O Erod WAk, Wernlng warring
Falyrs 2 malmin
orgeriimyy o Saanineis
e aigred ek | Dozumesried | yirien !ﬂﬂ! Suspanilen | L
wtatign, fglum wn 2raciCe Warnlag -§own
Chean As Fou Ga Falcy for Nrved Warning
sl el b e efice
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L The penalty of dismissal shall Reit arejutica the right of the compary to Initiste court actien
agaenst the erting emplovee.

3 ?nﬂmnﬂ_i&aﬁ%‘i}zﬁ. memas, ard the livg, ard sl polities
ta be Empleminted, if the same is faund to ae Inssnsisient with tha Code of Canduct,

VL Apprerval

Loy Gissinger
Onwner and Chief Exscutive Cificer

Wiy ncorparaed 4%

e it & iPloy

HECEPT OF THE CODE DF CONDUCT AND DISCIPLINE ROSLICY

Trils Is b scknowledgs that | haws reac the Comanny's Code of Corouet snd Diseipling snd undersiand
that It ks forth the iy and Eﬂ:ﬁik:!-ﬂungki_ﬂulnsiiignﬂ.
and coligetions ef employment with the Company,

1 35 Bcknowiecge (hat the Comparny resenves the righe 2 revise, debete, and add to the prenisions of
tha Code of Canduc ard Discipline., or condition of employment saa Be estabished by eny cther
sSaternen!, conduct, policy, or practics.

%ﬁi%ﬂ.& Funie (olibs
DATE_- e f T ST

AND HAVE READ AND UNGERSTAND 175 ENTIRE CONTENTS,
EMIPLOYEE SSENATURE _ &r7
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