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Emplayee Training Agreement

This Employee Training Agreemant is made on fanuary 15, 2024 between iPloy, OPC, with its place of business
at the 16 floar One Montage Tower, Archbishop Reyes Avenue, Cebu Clky ("Employer”) and

chine J  Brioneg [Employee's Mame], an individual with the address of
Tolgulaton Fogd, Barasghy Sow Jiighvd, Taniay, cebu [Emplaoyee’s Address]
{"Ernployes"].
Recitaks:

A The Employer is providing a one-week training program to the Employee to enhance their skills and
knowledge in the field of Customer Service and as part of the Onboarding process,
B. The Employee has agread to participate in this one-week training program.
C. The Emplayer has agreed to pay the Empioyee 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 af Employment Requiremants.

Agreement;

1. Training Obligation: The Employee agrees 1o attend and complete the one-week training program provided by
the Employer. The training will commence an July 18, 2024 and conclude on July 19, 2024,

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

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

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

5. Submission of Critieal and Non- Critical Requirements: This agreement stipulates that showld the Employee fall
o meet the reguirements by the specified deadiine, 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
fespict 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 3 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.

N
s a6, 200 ;
L

Employee Complete Name & Signature/Date Training Associate

. Pacot
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date) vl 18, fo24
BETWEEN

¥ IPLOY OPC. (the "Disclosing Party"); and
2, china J° Bnomes (the "Receiving Party"),

collectively referred to as the "Parties”.
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

1.1.  to hold 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 ermploys with respect to Its own confidential materials),

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

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

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

1.5. 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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INSTRUCTIONS:
1, Answer the questions
2, Please PRINT lpgibly

PERSONAL DATA SHEET

completely and honestly In the spaces provided

3, DO NOTLEAVE ANY SPACE BLANK, Write "nfa”™, "not applicable™ or “nane™

|For HE use oniy]
EMPLOYEE NUIMBER

|For HR use onéy]
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2 Picture

HR-PLA-SL

[Fex Hil e k]
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PART 5

z OATES ATTENDED GRADUATE
LEVEL NAME OF SCHOOL & lﬂﬂlm fmm el = [mmyyr| [Yes ar Maj
PRIMARY EDUCATION Noga (entenl Elem- School ol Di'h'é YeL
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Pursuant ke fo) indigenous People's Act [RA BI710: (&) Magna Cova for Disabled Parions [ F2FF): and Salo Pareats Welfore Acr 2000 (RA §977)
phrose onswer the folowing items:

Are you @ mamber of any Indigenaus group? O ¥ES = NO if yus, please spocify: —r!
Do you identify as differenth-abled7 O Yes | = NO if yes, plesse spetity:
Are you @ solo parent? O ¥Es = N0 if yes, please specify: |

Give rame, addveds, eod frome poambers of theee (3) perions wha keow pou other Hhon ifose pou feee warked wilh,
- Hﬁ ADDRESS TEL. NO.

1 Crallif Fipili
] |
3 |

Qther Quadifications

Job-reloted tralning cowses (give fitke ond pewr), Job-refoted skifs fother languages, computer ond information techralagy, ook, mochiees, sle ), Jab-
reinted cevtificates and bcenses {turent oy, Job-reloted eworts ond specid accompishments (publicotions, memberilias i professiomal or osor
saciehles, leodership cotivibies, public speaking. and pevfarmance Gwivis), Ghe daies and send documents

DATE {mm/bear) DESCRIPTION / TITLE

ADDHTIONAL IDENTIFICATION

I TYPE [ CONTROL NO- 1SSUE DATE EKPIRY DATE |
PASSPORT DETAILS
WisA DETAILS [if applicable)

| DRIVER'S LICENSE
OTHER GOV, IBSUED 1Ds: {Far
example; 555, TIN, SOL0 PARENT

| 10, PRE, ACR, ete)
MILTARY / GOVT. / CIVIL
SERVICES [if any)

Hanen you aver been formally charged of an [ ] vas If "Yes", pleaie give details:
administrative / chvilfcriminal offense? 11 Me
Hawe you ever been convicted af an 1] ves W *¥es®, pleass give detalls:
administrative / chvljeriminal offense? ] He

CERTIFICATION

| CERTIWFY that, to the best of my knowdedge and belief, all the infarmation on an attached 1o this documsent |s troe, carrect, complete and made in good
faith, | UNDERSTAND that fsbe or fraydulent information on or attsched to this application misy be grounds Tor nat hinng me ar 1erminee my

amplegrment from Py, | UNDERST, w3 any infesrnation | glve may be estigated
ot 2024
_,Enilplwue Dade Signed

Manings - 185 Floos Cine Moniage Tower, Archibishop Royes Ave, Cobu CRy [ MEY- 111h Floor MSY Towes Pescadores Hoad Cotu
Business Park. Caba Sy 6000 11 ASCT < Sih Floor, Ayala Conier Cebu Tower, Sebu Business Park, Cebu iy,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, _gning J- Bnonel hereby autharize |ploy Inc. and/or it's representatives to
make investigation of my background, references, character, past em ployment, consumer reports,
education, and criminal histary record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my qualifications for employment, A talephone facsimile
{fax}, scanned copy or xerographic copy of this consent shall be considerad as valid as the original
cansent,

| hereby consent to the Company's verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access 1o
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this ralease. | 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 due to either the procurement or the true and accurate
disclosure of such records ar information,

Applicant Name; _ ChinaJ- Briones

Present Address: Tobwlason Poad . Barangsy On ISA® Talsay, (el

Ao Date of Birth: 07 0gje2

Social Security




iPloy Incorporated )
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SIGN-ON BONUS POLICY

Policy:

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

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

A regular employee

No resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status

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

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

Releasing of Sign-0On Bonus:

s 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] slg bonus policy.

™

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 / Su pervisor/Manager. | have been informed
that my Supervisor/Manager has a copy of this policy and it s also avallable on the
HRWeb | can refer to it any time:

Pelicy Title : Dress Code Policy
Revision No M
Effective Date :Jume 13. 2022

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

na Y- 5 07118124
D

Employee Narfie and Signature ate

S o \

Onboarding Spﬂdalhtlrfamn and Signature Date
i

Noted:




iPloy Gift Policy

The altn of this policy is to establish a uniformity relating to the acceptance of gifts, including gratuities
and rewards. This policy applies to employees of the company. Employees include all permanent, part-
time, ternporary and probaticnary status,

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

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

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

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

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

Employee Acknowledgement

| have read, understand and agree to comply with the foregoing polidies, rules and conditions governing
the IPlay Gift Palicy,

Mame: cnng /ﬁ Poriengs,

Signature: dﬁ@ pate: 0T mh”

=




iPloy Social Media Policy

iPloy recognizes that employees use social media tools as part of their daily lives. Ernployees 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.

fll employees should be aware that iPloy regularly monitars the internet and social madia about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.
iPloy daes not specifically monitor soclal media sites far employee content on an engoing basis, howeaver
employees should not expect privacy in this regard, IPloy reserves the right to utilize for disciplinary
purposes any Information that could have a negative effect on the company or its emplayees, which
anagement comes across in regular internet monitoring, or is brought to the organization’s attenticn by
employees, customers, members of the public, et

All employees are prehibited from using or publishing information on any social media sites, where suth
use has the potential to negatively affect IPloy or its staff. Examples of such behavior include, but are not
limnited to;

s Publishing material that is defamatary, abusive or offensive in relation to any employee, manager,
office holder, sharehalder, customer or client of the comparny;

«  Publishing any confidential or business-sensitive information about (Ploy;

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

Procedure:
Al employess must adhere to the following when engaging in social media.

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

« You are personally responsible for what you post or publish an 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.




fie aware of data protection rules = you must not post colleagues' details or pictures without thelr
individual permission, Employees must not provide or use their company password in response
to any internet request for a password,

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

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

Recommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, customers or suppliers on social media and
networking sites, Such recommendations can give the impression that the recommendation IS a
reference on behalf of the iPloy, even when a disclaimer is placed an such a comment. Any request
far such a recommendation should be dealt with by stating that this is not perrnitted in line with
company policy and that a farmal reference can be sought through HR, in line with the normal
reference policy.

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

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

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

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

Always remember on-line content is never completely private;

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

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




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

Specific Managerial Responsibilities

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

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy is not exhaustive, In situations that are not expressly governed by this policy, you must ensure
that your wse of social media and the internet is always appropriate and consistent with your
responsibllities towards the company. In case of any doubt, you should consult with your manager.

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

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

Employee Acknowledgement

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

Name: Ch‘"'kﬂ '-:I-- E‘*ﬂ?ﬂﬁa

Signature: d{@“ Date: D‘Fhﬁ !Eq
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Date ; February 22, 2018

To s ALL EMPLOYEES CONCERNED
From : Human Resources

Thrus : Operations Manager

Subject  : WORKPLACE POLICY AND PROGHAM ON HIV/AIDS

1. OBIECTIVE

1.1, in canformity with Republic Act No. 8504 otherwse known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent toal in addressing HIV/AIDS a5 an international
pandemic problem, this company policy i hereby ssued for the information
and guidance of the employees in the diagnosis, treatment and prevention of
HIV/AIDS in the workplace.

1.2 This policy 5 also aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers” nght against discrimination and confidentiality s
maintained,

2. COVERAGE

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

3 IMPLEMENTING STRUCTURE
1L iploy Inc, HIV/MIDS Program shall be managed by its health and safely
committee consists of representatives from the different divisions and
departments
4. POUICY STATEMENT
4.1, BASIC INFORMATION QN HIV/AIDS
4.1.1. What is HiV/&ID5?

4,111 ft is a disease coused by a wvirus called HIV (Human
Immunodeficiency Virus), This wirus slowly weakens a person's
abllity to fight ol other diseases by attaching itself 1o and
destraying important cells that control and support the human
LA Systenn,

412, How HIV/AIDS i tranarmitted !

4121 Unprotected sex with an HIV infected person,

ones 03 ”30-[1‘;'
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41.2.2 From an infected mother to her child (during pregnancy, at
birth through breast feeding),

4,123 Intravenous drug use with contaminated noedles;
4.1.24. Transfusion with infected tlood and biood products; and

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

4.1.3, Is there a cure?

4131 No However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
penple with HIV., Holistic care of people living with HIV-AIDS and
comprehensive  treatment of  opportunstic  infections  also
dramatically improve guality of life.

5, GUIDELINES
5.1. Preventive Strategies
5.1.1. Conduct of HV-AI0S Education
5111, Who will conduct?
Thie Medical Clinke of Iploy Inc_in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the orientation of newly hired
amployees. The standardized information package deveéloped by the

Department of Labor and Employment [DOLE] may be used far this
purpose

5112 How will it be conducted?
The HIV-AID5 education will be conducted through distribution and
posting of 1EC materials, lectures, counselling and traming  and
information on adherence to standard or univérsal precautions in the
workplace

5.1.2, Screening, Diagnosis, Treatment and Referral to Health Care Services

9.1.2.1, Screening for HIV as a prereguisite to employment s not
mandatory.

5122 The company shall encourage positive health seeking behavior
through Valuntary Counseling and Testing

omes, oFhn )l
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5123 The company shall astablish a referral system and provide
access 1o diagnostic and treatment services Tor its workers. Referral
to Social Hygiene Clinics of LGL for HIY screening shall be facilitated
by the company’s medical clinic staff,

5124, The company shall likewise faciitate access o livelihood
assistance [or the alfected employee and hisfher families, being
offered by other government agencies.

6. SOCIAL POLICY
6.1 Non-discriminatory Policy and Practices
B.11 Discrimination In any form  from  pre-employment 1o post
employment, including hiring, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status ol

an individual is prohibited.

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

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

6.2. Confidentiality/Non-Disclosure Palicy
6.7.1. Access to 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. Job applicants and workers shall not be compelled to disclase thelr
HIV/AIDS status and other related medical information,

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

6.3 Work-Accommaodation and Arrangement

631 The company shall take measures o reasonably accommodate
employees with AlIDS related illnesses,

6.3.2. Agreements made betwean the company and employee's
representatives shall reflect measures that will support workers with
HIV/AIDS thraugh flexible leave arrangements, rescheduling of warking
time and arrangement for return to work

ot lolx
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
T.1. Employer’s Responsibilities

7.11. The Company, together with employees/ labor arganizations, company
focal personnel for human resources, safety and heatth personnet shall
develop, implement, monitor and evaluate the workplace policy and
program an HIV/AIDS.

F.1.2. Provide nformation, education and traiming on HIV/AAIDS for its
warkforce

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

714, Ensure conlidentiality of the health status of its employees and the
access 1o medical records s limited o authorized personnel.

P15 The Company, through its Human Resources Department, shall see to
it that their company policy and program is adequately funded and made
known 1o all ermployess.

7.16. The Health and Safety Committes, together with employess/ labor
arganizations shail [ointly review the policy and program and continue to
improve theie by networking with povernment and organizations
promoting HIY prevention

1.2. Employees’ Responsibilities
1.21. The employee's organization shall undertake an active rols in
educating and training their members on HIV prevention and control,
Promote and practice a healthy lifestyle with emphasis on avoiding high
risk behawor and other risk factors that expose workers to Increased risk
of HIV infection.

722 Employees shall practice non-discriminalony scls agamnst co-employees

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

1.24. Employees shall comply with universal precaution and preventive
MEasUres,

npnes 83 fer |4
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8. IMPLEMENTATION AND MONITORING

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

8. EFFECTMITY

9.1, This Policy shall lake place effective immediately and shall be made known to
every employee,

] E A
Prepared by: I %ﬁle_"‘m

Human Resources

Reviewed by: A(dn P\}%nnnuojr
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Approved by: Yisroel ¥, Gissinger
CEO
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Date tlanuary 1, 2018
Toy : ALL EMPLOYEES CONCERNED
Fram :Human Resources
Thru ! Operations Manager
Subyject { WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB) PREVENTION

AND CONTROL

. OBIECTIVE

1.1.To assist the government in its campaign against Tuberculosis (TB) in compliance
with the Department of Labor and Employment’s Department Order No. 73-058,
serigs of 2005 - Guidelines for the Implementation of Policy and Program on
Tuberculosis (TH) Prevention and Control in the Woarkplace

1.2.Ta provide initiatives Lo prevent the outbreak and spread of tuberculosis in the
workplace, and to treat, eare, and support employess who become afllicted with
tuberculosis

. COVERAGE

&.1.This Program-shall apply to all employess regardless of thair employment status.
POLICY STATEMENT

3.1.The company seeks the pravention of the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration to work of amployess who contract
this disease. To achieve this goal, all employees are strictly mandated to underge
an annual physical exarmination with the requisite chest x-ray

3.2.Al50, In line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency [occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (0OT5), and control and managemeant of TB in the
workplace. This shall be handled by the Office ol Health Services {Infirmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider,

3.3.The DOTS |s a comprehensive strategy to contral TR, and |5 composed ol five
components, which are:

331, Political will or commiment to enduring sustained and quality TR
treatment and canteol activities,

33.2. Case detection by spulum-smear microscopy among  symplomatic

patients;
L@%@ 63 [nha
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3313 Standard short-course chemotherapy using regimens of 6 ta 8 months for
all confirmad active TB cases (.o, smear positive of those validated by the
TB Diagnostic Committee),  Complete drug taking through direct
observation by a designated treatment partner, during the whole course of
the treatmeanl regimen;

334 A regular, uninterrupted supply of all antk-tuberculosis drugs and other
materials;

335 A standard recording and reporting system that allows assessment of case
finding and treatment cutcomes for each patient and of tuberculosis control
program's performance overall

3.4 Employees must be given proper information on ways of strengthening their
immune respanses against TR infection, Le., information on good nutrition,
adequate rest, avoidance of tobacco and alcohel, and good personal hygiene
practices. However, it should be underscored that intensive efforts in (he
prevention of the spread of the disease must be geared towards accurate
infarmation on its etiology and complete performance overall

1 5 Improving workplace conditions

151, To ensure that contamination from TB airborne particles is controlied,
workplaces must provide adequate and appropriate ventilation (DOLE-
Occupational Salety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary lacilities for workers,

3152, The number of employees in @ work area shall not exceed the required
number for a specifled area and shall observe the standard for space
requirement, (OSHS Rule 1062)

3.6.Capability bullding on TB awarenoss raising and traiming on TB case Finding, Case
Holding, Reporting and Recording of cases and the Implementation of DOTS shall
be given to Company healih personnel or the occupational safety and health
committes.

3.7.5acial Policies:

371 Non-discrimination: Emplovess who have or had T8 shall not be
discriminated against.  Instead, they shall be supporied with adequate
diagnasls and treatment, and shall be antitled 1o work for a3 leng as they are
certified by the Company's accredited health provider as medicalty it and
shall be restored to work as soon as thelr liness s controlled.

3.7.2. Work Accommodation: Through agreemients made betwsen  the
management and the employees, wark accommodation measeres 1o
support emplopees with TB s encouraged through llexible leave
arrangements, rescheduling of working times, and arrangements for returmn
bo work,

ms  6hspg
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3.7.3. Restoration to Work: The émployes may be allowed to return to wark
with reasonable working arrangements as datermined by the Company’s
Health Care Provider and//or the DOTS pravider

3.8 Employee Responsibility

381 Employees who have symptoms of TB shall immediately seak ausslance
from the Company's Health Services Pravider.

3811,  Anemployes who has the symptoms of T8 (s reuired ta initially
wear a face mask (especially while inside the office} and observe good
hygiene praclices, ab least until declared by a competent medical
practitioner to be safe from Lransmission,

3812 Similarly, for those at risk, Le., thase with Tamily members with TB
or those exposed 1o @ co-employee with TB, |t would be prudent to
abserve the same good hwgiene practices until declared free from the
disease and sale from transmission.

382 Once diagnosed 1o be with TR, employees shall immadiately seek
treatment either through the Department of Healtk's DOTS or a private
physician of the smployee’s chaice. However, 1L 1S imperative that the ane
strictly adheres to the course of treatment Failing to dutifully observe the
treatment COUrse mady glve rise 1o complications, such as resistance or even
the failure of treatment, which may make it harder to treat the infection and
resklt in & lenger absence.

3821  An absence from work due lo medical reasons al over s (6]
months may result in the termination of one's employment as
provided for by the Labar Code of the Philippines under Art. 284 —
Disease as Ground for Termination,

3,83, Employees are required 1o underga an annual compulsory chest X-ray
through the Annual Prysical Examination. [T for any reason an amployes
fails o secure @ chest k-ray at that time, hefshe shall be directed to secute a
chest x-ray at an acoredited clinic by hisfher respective Infirmary/Health
SErvices,

3.9. The Company shall ensure that any TB accurrence in the waorkplace is traced and
that all contacts are clinically assessed, as much as feasible.

3.10. An employee affiicted with T8, who has voluntarily undergone the
treatmant and rehabilitation program (DOTS) prescribed, and who is finally
dedlared to be In a non-communicable stage, may be allowed back to work
subject to being given @ medical clearance by a Company designated physician,

£ folo Employees [those afflicted with the disease o those identified under
contact tracingl who refuse 0 cooperdale and dutifully  ohserve lawful

s 07 fubu




~ ~

e & iPioy

Frmanrers Aol Coms Busiies Pk,
b City G0}

instructions (undergo @ medical check-up andfor treatment), may be subject to
disgiplinary action proceedings for insubordination [the penalty al which may
range up to the terminaticn of ane’s employment),

4. PROCEDURE

4.1 The respective Health Services of the Company (and/or the contracted Health
services Provider] shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and technical assistapce in the
implementation of the Workplace T8 Control and Management Program

4.2 An employee who undergaes the Annual Physical Examination with the requisite
chest x-ray will have hisfher medical record forwarded to company clinic/HRD,
Employees who fail Lo undergo the reguisite anndal chest x-ray shall be directed
ta secure one al an accredited clinie or by hisMers preferred infirmary/Health
Services

4.2.1. Thosa with medical findings shall be required to undergo further madical
check-up. All medical records in cannectlon with this second/ further check-
up shall be submitted 1o company chnlc/HRD and  hisfher  respective
Infirmary/Heatth Services

422, The employee shall then coordinate with company clinic/HRD and his/her
respective nfirmary/Health Services for the nest steps,

4.3 An employes who is suspected o be afflicted with TH, whisther as 3 direct suspect
ar by contact tracing, shall cooperate fully with his/her respective
Infirmary/Health Services (amd/or the cantracted Health Services prawder) I
{he employes {ests positive for TR, the employee shall undergo the DOTS
program 16 its completion.

44,17 the employes neads to undergo a leave of absence (o recuperate, hefshe will
be aliowed to wse the appropriate leave before hefshe may request to be
permitted to go on a Leave of Absence without Pay (LOA],

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

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

4.5 An employee may be allowed o go on a medical feave ol absence [withoul pay)
for a maximum period of so (6] months, The concerned employes-shall submit
an application for a leave of absence before going on leave. Sald leave
application shall be subject to approval 4t the sole discretion af the Company
Management.

451 Thesame procedures uader 4.2 1 to 4.2.2 shall be abtervied
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4 6 After treatment, with a maximurn period of sm () months on leave |without pay),
an employee found to be cured or in a non-commuricable stage af TH may be
aliowed back 1o work, provided that the employes's health shall continue to be
monitored during the annual physical examination with the requisite chest x-ray
ar as may be desmed necessary by the Unit Health Serwces (Infirmary] or
contracted Health Services provider

4.7 The employee returning to wark shall be reguired by the Managemen! 1o secure
a medical clearance from a medical dogtor chosen by the Company before being
allowed Lo return to work

4.8 Thne HRD will initiate disciplinary proceedings against any employee found to have
discontinued treatment in deflance of medical advice, or who refuses 1o undergo
the Tull treatment course preseribed.  Likewise, employees whao are ordered 10
undergo a check-up due Lo conlact tracng bul refuse to do so will also face
disciplinary action proceedings. |n both cases, the maximum sanction applicable
for Insubordination will be the termination of one's employment, If it 15 deemed
warranied,

5. IMPLEMENTATION AMND MOMITORING

5.1 The Safety and Health Committee or its counterpart shall periodically monitar and
eviluate the implementation of this Policy and Program

6. EFFECTIVITY

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

Prepared by

m Resources

Approved by Yisroel Y Gissinger
CED
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[Date : February 22, 2018

To : ALL EMPLOYEES CONCERNED

Fram ¢ Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

. DBIECTIVE

1.1.Igloy Inc. is committed to conform o the established standards assurance of
customer satisfaction, protection ol our environment and hea'th and safety in
the workplaces.

1.2, The company promotes and ensures a healthy environment through its various
health programe to safeguard its empioyees. And as part of the company’s
compliance to DOLE Department Advisory No. 05, Series of 2010 (Guidelines for
the Implementation of & Workplace Policy and Program on Hepatitis B}, this
Program has been developed. This program & aimed to address the stigma
attached to hepatitis B and o ensure that the emplayess’ right against
discrimination and confidentiality s malntained.

1.3.This guideling is formulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B This will Inform the
employees of their role as well as the company in dealing with Hepatitis B, A
tealthy environment encompasses a good working relatianship and great output
for continuous business growth,

. COVERAGE

2.1. This Program shall apply to all employees regardless af their employment status,
POLICY STATEMENT
3.1 implementing Structure
3,11 Iploy Inc. Hepatitls B workplace polcy and program shall be managad by
its health and safely committee, Each division or department of the
Company shall be duly represented.
3.2 Guidelines

321, Education

3211 Hepatitis B shall be conducted through distribution and posting of
[EC materials and counselling and/ or lectures, and

nones 07 |2
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3.2 Hepatitis B education chall be speatheaded by Iploy Inc. Medical
Clinde In close conrdination with tha health and safety committea.

321 Preventive Sirategies

3.2.4.1. All employees are encouraged to be immunized against Hepalitis
B after securing clearance frgm thier physician.

3.2.2.2. Workplace sanitation and proped waste managemen! and disposal
shall pe monitored by the health and safoty commitiee on a regular
basls,

3223 Personal protective equipment shall be made available at all times
for all employees; and

1224, Employees will be given training and infarmation an adherence to
standards or universal precautions in the workplace,

4. SQCIAL POLICY
4.1.1.1. Nan-discriminatory Policy and Practices

4.1.11.1. There shall be no discrimination ol any form against
employess on the basiz of their Hepatitis B status consistent with
the miermational agreements on non-discoimination raified by
the Prilippines (ILO C111), Empioyvees shall pot be discriminated
against, from pre 1o post employment, including  hirlng,
promotion, or assignment because of their hepatitis B status.

41112 Workplace management of sck employees shall not differ
from that of any other llness. Pessons with Hepatitis B related
inesses may work for as lang as they are medically fit to work

4112  Conflidantiality

4.1.1.2.1. Job applicants and employees shal! not be compelled to
disclose thesr Hepalitis B status and other related medical
information, Co-pmployees shall not be obliged to reveal any
personal information about their fellow employees Atcess to
persongl data relabing to employes’s Hepatitis B status shall be
bourd by the rules on confidentiality and shall be strictly limited
10 medical personnel or if legally required.

4113 Wark-Accommaodation and Arrange ment
4.1.1.3.1 The company shall fake measures  too reasonably

accommodate emplovees who are Hepatitis B positive or with
Hopatitis B - related lineszos
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4.1.1.3.2, Through pgregments made between management and
employeses’ representative, MBasures 10 SUpport employess with
Hepatitis B are epcodraged to work through flesible leave
arrangements, rescheduling of working time and arrangement for
returm [0 wiork.

4114, Sereening, Diagnoss, Treatment and Referral to Health Care
SErvices

4.1.1.4.1, The company shall establish a seferral system and provide
access to diagnostic and treatment services for its employees for
approprate medical evaluation/ monitoring and management.

4.11.4.2 Adberence to the guidelings for healthcare providers on
the evaluation of Hepatitis B positive employees s highly
encouraged

41143 Screpning for Hepatitus B as a prerequisite to employment
shall not be mandatary,

4.1.1.5 Compensation

41,151 The company shall provide access to Social Security
System and Employees Compensation benefits under PD 626 10
an employes contracted with Hepatitis B infectlon n the
performance of his duty.

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

- B o e Management, together with employees’ arganizations,
company focal personnel for human resources, and safety and
health personpel shall develop, implement, manitar and evaluate
the workplace policy and program on Hepatitis B

L7 s s S The Heaith and Salety Committee shall ensure that their
company policy and program s adeguately funded and made
known to all employees.

51.113 The Human Resources Depariment shall ensure that thaeir
poticy and program adhere (o existing legisiations and guidelines,
including provisions an lzaves, benefits and insurance.

51.1.1.4, Management shall provide information, education and
training on ~ Hepatitis B lor its workforce consistent with the
standardized basic information  package developed By the
Hepatitis B TWE; if not available within the establishmaent, then
provide access 1o nformation

Cﬁ%‘?ﬁm 0Flan}esy
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51115 The compary shall ensure non-discriminatory practices i
the workplace
5.1.1.16. The managemenl together with the company (ocal

personnel for human resources and safety and heatth shall
provide appropriate personal protectve equipment to prevent
Hepatitis B exposure, especially [or employess exposed 1o
potentially contaminated blood or body fuid,

5.1.1.1.7. The Healtn and Ssfety Committes, together with the
employess’ orpanizations hall jointly review the policy and
program for effectiveness and continue to Improve these by
networking  with government and orgamizations promofing
Hepatitis B prevention.

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

51118 The human resources shall ensure thal access o medical
records s limited to authorized parsonnel,

5.1.1.2. Emplovess Besponsibilities

5.1.1.%1 The emploveas’ organization Is required to undertake an

active rale in educating and training their members on Hepatitis

B prevention and control The IEC program must also aim al

promoting and practicing & healthy lifestyle with emphasis on

avoiding  high risk behavior and other risk factors that

expose employess to increased risk of Hepatitis B

Iinfection, consistent with the standardized basic Information
package developed by the Hepatitis B TWG

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

51.1.23. Employess and the organizations shali not have access to
personnel data relating to an employee’s Hepatitis B status. The
rules of confidentiality shall apply in carrying out union and
arganization furctions,

511324 Employess shall comply with the universal precaution and
the preventive measures

51125 Employess with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis B s{atus,
that is, if their work activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive a risk
far aggravation.

-
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6 IMPLEMENTATION AND MONITORING
&.1.Within the establishment, the implementation of the policy and program shall be
monitored and evaluated periodically. The safety and health committes or 15
eountergart shall be tasked for this purpose.
7. EFFECTIVITY

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

Prepared by Miggi@iﬁi

n Resources

Reviewed by: Alfretio P. Catbarilio Jr
Dure:l‘q:r of 1) F‘r.iu1-nns

Approved by Yisroel ¥, Glssinger
CEQ
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Drate danuary 1, 2018

To 1 ALL EMPLOYEES CONCERMED

Froum : Human Resources

Thru ; Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBJECTIVE

11

L2

2. cov

11

3. POLI

3.1,

32

33

34

In compliance with Article Y of Republic Act No. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Fules
and Regulations and DOLE Department Order Mo, 53-03, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc hereby adopts the following
policies and programs 1o achieve a drug-free workplace;

Company policy 15 to maintain a workplace free of dlegal drugs. To ensure
that the objectives of the company's corporate policy are met, the company
s Implementing this drug-free program. The program will have the following
elements

ERAGE

This Program shall apply to all employees regardless of their employment
slatus,

LY STATEMENT

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

Being impaired or under the influence of dangerous drugs away from 1he
company, if such impairment or influence adversely affects the employee’s
work performance, the safety of the employee or of others, or puts at risk
the company's reputation

Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, if such sctivity or involvemment adversely affects the
employee's work performarice. the safety of the employee or of others, of
puts at risk the company’s reputation

The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while on the premises of the company, or
while on company business, "Dangerous Drugs” include those listed in the
schedules annexed to the 1961 Single Convention on Narcolic Drugs, as
amended by the 1572 Protacol, and n the Schedules annexed to the 1971

-
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of KA. 9165,

4, MANDATORY DRUG TEST

4.1, To ensure that onhly those qualified shall be screened and recruited to prevemt
the detrimental effects (eg lower productinly poor decision raking,
inereased aecidents; more compensation cloims; and reduced team effart)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment

4.2 Iploy Inc. designates company accredited ar affiliated center, a duly
accredited drug testing center by the Department of Health (DOH), as its
authorized drug testing laboratory,

4.3. The Company may also conduct drug testing under any of the following
CirCumstances;

4.3.1.

BANDOM TESTING: Officer/employees may be selected at random for
drug testing at any interval determined by the Company.

432 FOR-CAUSE TESTING: The company may ask an officer/femployee to

submit to a drug test at any time it feels that the employee may be under
the influence af drugs, Including, but not limited to, the following
circumstances: evidence of drugs on or about the employee’s person or
in the employee's vicirity, unusual conduct an the employee's part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteeism or tardiness.

4.3.3. POST-ACCIDENT TESTING: Any officerfemployee invalved in 3 "Near-

Miss" incident or "Work Accident” under circomstances that suggest
possible use or Influence of drugs may be asked 10 submit toa drug test,
As defined herein, “Near-Miss™ means an incident ansing from or in the
course of work which could have led to inures or fatalities of the
workers andfor considerable damage to the employer had it not been
curtailed. “Work Accident” refers to unplanned or unexpected
occurrence that may or may not result in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment.

434, All drug tests shall employ, among others, two (2] testing methods, the

screening test which will determine the positive result as well as the type
of the drug used and the canfirmatory test which will confirm a pasitive
scregning test. Where the confirmatory test turns  positive, the
company's Assessment Team shall evaluate the results and determine

§ o7/ m/;q
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the level of care and administrative interventions that can be extended
to the concerned employee,

4.35. Iploy Inc. shall inform the officer/femployee who was subjected to a
drug test of the test-results whether positive or negative.

4,36, All costs of drug testing shall be borne by Iploy Inc,
5. TREATMENT, REHABILITATION, AND REFERRAL

5.1, An officer/employes who, for the first time, s found positive of drug use,
shall be relarred for treatment and/or rehabilitation in a DOH accredited
venter. For this purpose, lploy Inc shall provide a list of at least three (3)
accredited facilities which an employee who was tested positive Tor drugs
may choose from.

5.2. Following rehabilitation, the company’s Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend ta the employer the resumption
of the employee’s job il he/she poses no serious danger to his/her co-
employees and/or the workplace.

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

54, Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under RL.A, 9165
and i5 & ground for dismissal,

6, ADVOCACY, EDUCATION AND TRAINING

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

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

6.2.1. Salient features of R.A. 9165;

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

oned o4/ ﬂ‘.!/s.ef
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6.3

£.2.3. Preventive measures against drug abuse; and

5.2.4. Steps to take when intervention is needed, a8 wall as availlable services
for treatment and rehabilitation

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

631 Llifestyle assessment  programs  on health nutrition,  weighi
managermeant, strass management, aleohol abuse, smoking cessation, and
other indicators of risk diseases;

£32 Health weilness screenings (e.g biood pressure ond heart rate,
cholesteral test, hlood glucose, etc);

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

634 Other activities promating health and weliness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

5 |

[

7.3

Iploy Inc. shall ensure that the workplace policies and programs on the

prevention and control of dangerous drugs. including drug testing, shall be
disseminated to all officers and employess. The pmployer shall obtain a
written acknowledgement from the employees that the policy has heen read
and understood by them

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

Al officers and employees shall enjoy the nght 1o due process, absence of
which will render the referral procedure ineffective.

8. COMNSEQUENCES OF POLICY VIOLATIONS

Bl

8.2,

Any afficer or emplayee who uses, pOSSESSEs, distributes, sells or attempls Lo
sell, tolerates, or transfers dangerous drugs oF otherwise COMMILS ather
unlawful acts as defined under Article 1 of RA 91685 and its Implemanting
Rules and Regulations shall be subject to the pertinent provisions of the said
Act.

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

dealt with administratively in accordance with the provisions of Article 282 of
Rook VI of the Labor Code and under RA 9165

7 Prime § o3 Jea Joy
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9, IMPLEMENTATION AND MONITORING
9.1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management lo ensure @ dr ug-frea
waorkplace. For this purpose, an Assessment Team shall be constituted in

accordance with DO 53-03.

10, EFFECTIVITY

10.1. This Palicy shall take place effective immediately and shall be made
known to every employes

11 ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgemeant

|ﬂ qu‘!_)l ¥
Propared by Jo Haffa B Meiecio
Humlan Resources

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

| hereby acknowledge that | have received and read Iploy Inc. Orug-Free Warkplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providess: or local drug and alcohol treatment
programs. | have had an opportunity to have all aspects of this material fully explained. |
also understand that | must abide by the Program as a condition of initial and/for
continued employment, and any viclation may result in disciplinary action up (o and
including termmnation,

Ialsg understand that during my employment | may be required to submit to testing for
the presence of drugs or alcohol in my body. | understand that submission 1o such testing
Is a condition of employment with [Company], and disciplinary action up to and including
termination may result if;

1) | refuse to consent 1o testing,

2} I refuse to execute all forms of consent and release of Hability that are usually and
reasanably aszoclated with such examinations,

3) | refuse to authorize refease of the test results to the company,

&) The tests establish aviodation of [Company|'s Drug-Free Workplace Policy.
5l | otherwise violate the policy.

I also recognize that the Drug-Free Waorkplace Policy and related documents are not
intended to constitule a contract between lploy Inc. and me,

The undersigned Turther states that hefshe has read and understands the above
acknowledgement and signs below of hisfher own free will,

G DATE

"

WITHESS DATE
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Date »January 1, 2018
To ALL EMPLOYEES CONCERNED
From : Human 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, to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlernent and/or disposition of sexual harassment cases.

COVERAGE

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

POLICY STATEMENT

3.1. Iploy Inc. believes that employees should be afforded the opportunity to work
in an enaranment free of sexual harassment. Sexual harassment 15 a form of
misconduct that undermines the employment relationship. No employes,
either male or female, should be subjected verbally or physically 1o
unsolicited and unwelcome sexual overtures or conduct,

1.2 Sexual harassment refers to behavior that is not welcome, that Is personally
pifensive, debilitates morale and, therefore, imerferes  with  work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
ar visual sexual advances, requests for sexual favors, and other sexually
oriented conduct which is offensive or objectionable to the reciplent,
including, but not limited to. epithets, derogatory or suggestive comments,
slurs of gestures and offensive posters, cartoons, pictures, or drawings.

3.3, Iplay Inc. will not tolerate any bebavior that amounts to sexual harassment
and any officer ar employee found 1o have commilied sexual harassment
shiall be subjected to disciphinary action, up to and including dismissal,

3.4, DEFINITION OF SEXUAL HARASSMENT

iploy Inc. has adopted, and It policy is based on, the definition of sexual
harassment sel forth in Section 3 of RA TE77. U provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having authorty,
influence or moral ascendancy over another in a work environment, demands,

m& o7/ 2/
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requires of atherwise requires any sexual favor from the other, regardless aof
whether the demand, requests or requirement for submission 15 accepted by
the object of said Act,

in a work-related or employment  environment, sexual harassment is
committed when:

34.1. The sexual favor is made as a condition In the hiring or in the
employment, re-employment,  or continued employment of said
individual, ar in granting sad individual favorable compensation, terms of
conditions, promaotions, or privileges; of the refusal to grant the sexual
Favar results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish  employment
opportunities or otherwise adversely affect said employee,

1.4.2. the 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 offensive
enwvironment for the employee

3.5, WHERE SEXUAL HARASSMENT 15 COMMITED

Sexual harassment may be committed in any work or training environment. It
may Include, but are not imited to the following:

3,51 Inor outside the office bullding or training site;

1.5.2. at office or training-refated social functions;

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

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

4 6. FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed In any of the tollowing forms:

3.6.1. Overt sexual advances,

3.6.2 Unwelcome or improper gestures of affection;

36,3, Request or demand for sexual favors including but not limited to going
aut on dates, outings, or the ke for the same purpose,

364, Any other act or conduct of a sexual nature or for purposes of sexual
gratification which 15 generally annoying, disgusting or offenzive to the
wictin,

Chi renés 03/ ﬂ/‘l#
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3.8

WHAT 1S NOT SEXUAL HARASSMENT

Sexual harassment does not refer 1o occasional compliments of a socially
acceptable nature. |t refers to behavior that s not welcome, that s
personally offensive, that debilitates morale, and that, therefore, interferes
with work effectivensss.

EMPLOYER™S RESPONSIBILITY

Iploy Inc. undertakes to prowvide s officers and employees a work
envitonment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment in Iploy Inc. Sexual harassment s specifically
prohibited as unfawful and as a violation of company policy. The company is
responsible far preventing sexual harassment in the werkplace, for taking
immirdiate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

4.1

4.2

COMPLAINT PROCEDURE

4.11. Any officer or employee, who esperiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Cammittes on Decorum and Investigation. They may also report
acke of sexual harassment te any other member of iploy Inc
management or ownership. Al aflegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
outcome of the nvestigation,

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

RETALIATION
4.21. Iploy Inc. will permit no employment-based retaliation against anyone

who brings a complaint of sexual harassment or who speaks A5 @ witness
in the investigation of a complaint of sexual harassment
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4.3 WRITTEN POLICY

431 Al officers and employees of Iploy Inc. shall racelve a copy of the
company’s sexual harassment policy upon assumption of their respective
offices. If at any time an officer of employee would like another copy of
the policy, please contact the Office of the Committee on Decorum. If
tploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will recelve an individual copy of the amended or
modified policy,

5. CONFIDENTIALITY

5 1, At the commencement of the investigation pracedure at the Committee,
starting from the filing of a written complaint, or the manifestation ol an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence. it is the intention of Iploy Inc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honar 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

E.1. This Palicy shall take place effective immeditely and shall be made known to
every employes

Hurnan Resources

Reviewed by

Approved by: Yisroal ¥, Gissinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name inE lishme
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members; Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoll C5R - Phone

Submitted by:

¥i Y. Gissi

Brimes o7/ 2024
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DATE Apni 3, 2018

To - ALL EMPLOYEES

FROM : HUMAN RESDURCES DEPARTMEMT
THRU OPERATIONS MANAGEMENT
SUBRIECT MEMO: RESTROOM GUIDELINES

Iptay Inc. provides umsex restrooms svalable so that employess can use them when they neaed
1o do so. Dne & located insde the aperation floor and second s in the hallway outside the
operation floor, However, those who are uncomfortable, has issue with the unisex restroom,
wi have a separate single, private restroom available for use.

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

Furthermore, it 15 essential that all employees should comply and observe the restroom
etigquetie;

s Knock if the cubicle appears to be ccoupied. Don't peek under the daors

s Lack the cubicle door when you enter

& Stand close enough to the pan or unnal 5o you don't wet the seat, walls or
Hoor

#  Flush the roilet after use and wipe off the tailer seat for the nexl user

s Paper towels goin the trash can, not on the floar or in the tollet bowl

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

* Please use water and paper towels conservatively

Far yaur information and guidance

rienes C’?/WM
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February 27, 2018

To . ALL EMPLOYEES

FROM ' HUMAN RESOURCES DEPARTMENT
THRU - OPERATIONS MANAGER

SURICCT ;

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The lollowing is Issued to cnsure the effective
employees on office attendance and punctuality

To ensure effective implementation and manitoring of office security

enforcement and strict observance of all

L. Employees are required to log in and Ing out using the biometric and the RF ID, even

if the door is open
2. Employees are allowed to be inside the office and to Log in thirty (30) minutes before
their scheduled time
3. Bags andfor personal

items should be left in the locker before longing in/going Inside
the production area

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

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

6.

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

7. No tailgating

8. Employee ID and RF 10 should be worn at all times, lost BF 1Ds will be charge to the
employes

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

10. Employees whao leftflast their 105 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 personnel
12. Only water in a clear container is allowed in the operation area and recreation room

For guidance and strict compliance.

F
h{ff.li.l. l Sﬂ .

Noted by:

o 110néS 07 bB/z#

Scanned by CamScanner
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DATE : November 17, 2021
TO : ALL EMPLOYEES
FROM - HUMAN RESOURCES
SUBIECT : LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

& ONE LOCKER OMLY per employee, NO sharing of lockers,

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

* Proper sanitation is strictly ohserved (E.G. Mo storing of unwashed containers/mugs/utensils, etc.)

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

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

*  Any sort of action that may result in damage to property is stricthy prohibited. This includes but is
not limited to graffiti fvandalism, posting of stickers, damage to facility property such as the forced
apening of lockers without the management/HRs" knowledge or consent, etc,

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

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

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

& Authorization te Forced Open a Locker, the request must be submitted via email to hr@iploy.com
and must wait for the approval,

=  NOLOITERING inside the locker room

s Unassigned Lockers with cable ties should not be opened,

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

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: Moted by;-—
Y ) i
Carlos Gotlong Alf arill
Relations Specialist General Manager Directo perations

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

nones  GHabf2y

Employes EI.Egnature Ower Printed Mame/Date
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DATE ! April 3, 2018

To ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT
THRL OPERATIONS MANAGER

SUBRIECT MEMO, CALL IN FOR QLT OF OFFICE

In arder to progerly manitor out of office employees, a new process 1o call indreport absence will
be implemented effective Monday, April 9, 2018,

Guidalires:

1 In cases of late and/or absences, emplovee should report to Human Resources through
SM5 or Call via HR hotline: 0917 -709. 7074
2. Natification should contmn the following information
a. Complete {real) Name
b Department
. Team Leader
d. Call In far: {(Whole day Absent, Hall-day Absent. Late)
&, Heason
3 HR will be the one to send notification to Operations Managemeni
4. Na call in should be communicated through Team leads or any other employee. it should
b done by the employes or his/Mer relathes
5. Notification should ba at least two (2} hours belore the pmployes's shift
. If an employee is adviced to rest/confined in the hospital, number of rest days as advised
by the physician should be indicated. Otherwise, employee must send natification daily
7. Failure to notify will be tagged as Mo Call, No Show and/or unschaduled absence and will
bie dealt with sccording 1o our Code of Conduct and Discipline

For your guidance and strict compliance
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February 18, 2020

Ta f ALL EMPLOYEES
FROM H OPERATICNS MANAGEMENT
SUBJECT : ATTEMDANCE BOMUS 2020

As we end the year 2019, iPloy would like 1o set clear key procedures and palicies, This memorandum Serves as
raminder to ba followed:

PAYROLL

1. mmaculate Attendance Bonus is for employees with perfect attendonce. Employee thould NOT commit any
schedule deviations ke tardiness, unscheduled absences, undertime and overbreak. Failure to punch in— out for
breaks will also disqualify the employee. Mo wabvers will be ghven,

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

3, Employees wha tendered thelr resignation before the release of the Sign On Bopus (First Half or Second Half) will
MO longer be eligible to recaiwe it

4, Employees qualified for the Son On Bohus [First Hall or Second Half) will recebve it an the 30" of the succeading
menth from eliglbility.

5. Eligibility for the annual marlt Increase is based on overall perfarmance and management discretion. Pay out is
at management's discretion.

MEDICAL CERTIFICATE

1. When imist the medical certificate be dated?

. 1 day absence — the medical certificate must be dated an the day of absence or the next day. If the absance
falls on a Friday, the medical certificate mutt be dated the Saturday thal immediately foliows - at the latest. It
cannot be dated on the day that the agent |s to report back to work.

. 2 days absence - the medical certificate must be dated on the intial day of absence or the next day. I the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the

Iatest. It cannot be dated on the Saturday that iImmediately follows or that Monday that the agent |s to report back
o Tk

. 3 days of absence or longer - the medical certificate must be dated on the initial day of absence or the nest
day. It cannot be dated on the day that the sgent reports back towork with the advice to rest antedated from the
initial date of absence. Also, the advice to rest is inclusive of rest days.

o Ex: If the agent is absent on a Friday and the medical certificate states advised 1o rest for 3 days,
that is inclusive of the day of absence that the agent took to rest plus Seturday and Sunday - the agent must be back
to wark on Monday.

riones Ot hfzy
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o If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannot be antedated.

o There must be a lit to work date,

o The anly exception to the Medical Certificate date guidelings s if the employee has been
hospitalized.
VACATION LEAVES

1. The company reserves the right to approve and disapprove all vacation leave (V1) requests.

2. Employes miust gxactly have the comesponding credits lor the request to be approverd.
1 credit = One Day
S5 eredit = Half Day

3, Employes with perfect attendance 60 days from the requested VL date will be given priority in the approval of
lgaves, This ks & way of rewarding employess with perfect aftendance.

#. The company and client have the right to disapprove leave requests and cancel approved leaves for those
employees who committed unscheduled absences an the prior month and on the current month of the requested
time off including poor attendance records, behavioral and productivity issues.

MNoted By: Approved By

AN GISSINGER
HR Supery Chief Executive Officer
Drivector of Operations

01 vy
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Date : November 17, 2021

TO + ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

1. Employees are required to natify the HR hotline number (0917-708-7074] and/or send an email to
hr@iploy.com at least twao (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:
* Employee’s illness or injury.
s Bereavement leave/s
s  Emergency leave/s
s Power Outage/Internet Outage (for temporary Work from Home set-up)

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

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

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

¥» At the discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated from work for the
period of absencs because of sickness or injury and that the employee is again
physically able to perform his or her duties. (Medical Certificate with Fit to
Work])

# Blacklisted Doctors and dinics’ will not be honored, {Please refer to the
Blacklisted Clinic/Physician Memo)

+ Bereavement leave [Please refer to the Bereavemeant Leave Policy)

= Emergency leave
# Valldate his/her absence through supporting documents as to why she/he was
having emergency leave on the said date.

* Power Outage
# Certification from their electric/power supply provider {e.g,, VECO, CEBECC,
MECD)

+ |nternet Dutage
# Ticket number from the internet service provider and/or screenshat/link of
official outage announcement from the internet/telco provider
¥ Picture of the modem (showing red, no light in "internet")

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

mes (7 palry
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s  |f sickness claimed is fictitious or non-existent.

6. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of SL will be needed to recover fram the sickness. & medical certificate must be submitted
befare the expiration of the 5L, Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
leave Is warranted.

This Memorandum shall take effect on November 22, 2021,

Please be guided accordingly.
Created by;

M AR

HR ¥lana

Noted by:

Alfredlo Cammari Angelo Manal carlosGotlong
Director, | ati'ﬂns Operations Manager “General Manager

1jen €4 ﬂ?h?b".?
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Date H MNovember 12, 2019

To : ALL EMPLOYEES

FROM : HUMAMN RESCURCES DEPARTMENT

THRL i OPERATIONS MANAGER

SUBJECT A 555 SICKNESS CLAIMS =5 CALENDAR DAYS

For those employees who wants to file for sickness claims must submit the duly accomplished 5§55
natification form attached with originat and complete med|cal documents, it should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit
their farm In Accounting office.

& member is qualified to avail of this bapefit if;

1, He is unable to wark due to sickness ar injury and confined aither in a hospital or at hame for at
least four (4) days;

2. He has paid at least three (3) months of contributions within the 12-manth period Immediately
befare the semester of sickness or injury;

3, He hasused up all current company sick leave with pay; and

4, He has notified the employer or the 555, if unemployed, valuntary or self-employed membar
regarding his sickness or injury,

Failure to submit the documents within the prescribed period will free IPloy from any lability of their
claims.

For your guidance,

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

Sincerely,

Moted by:

Al ﬁ’l arille e,

Directof, Dperations
%wﬁ ﬁ?b%bq
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HRM-2023-10-016

DATE : October 4, 2023

TO ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This Is in reference to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject, We are updating this memo adding more clinics and/or physiclans 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 clinles/Physicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

The following are MOT ACCEPTABLE and are considered part of the BLACKLISTED
CLINICS/PHYSICIANS:

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E, Abella-Libres, DMD

Dr. Omar Arcea, MD

Sia Clinic

Health Doc Diagnaostics

Gaudioso Montecillo Ir., MD

MNow Serving

Or. 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
113 Clinic/Doctor Phane number
114  Date of Actual visit

11.5  Diagnosis

11.6 Recommendatlon

11.7  Fit to work date

ol B i R e B

Mew Clinics added:
12. Enad Clinic
13. Bing Clinic
14. Gla Clinig
15, Veloso Clinic
16. Dr, Paclo 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 instructions provided in the recommendation. Proof of compliance, sueh as
a recelpt for prescribed medications and |aboratory results, may be requested.
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denied entry,

% e Ohiby
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4. Do not make erasures on the document. Any correctlons made must be counter-signad by
the attending physician.
5. Ensure that the soft copy (sent through email) matches the original copy submitted to HR.

Please be aware that the fallowing concerns may render @ medical certificate invalid and unacceptable:
1. No consultation date specified.

Mo diagnosis provided. Please note that £ codes are not considered a5 diagnosis.

Mo contact infermation displayed in the medical certificate.

Absence of physiclan's name and license number.

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

contacted.

B. Medical certificates with inconsistencies or discrepancies determined by HR/Company
Nurse/Company Doctor to be questionable.

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

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

e

Lastly, since hospitals and clinics are now having less restrictions for consultations and our situations
are constantly improving since the pandemic hit, therefore, we will no longer accept consultation

done online/via phone calls. ultation must be done face-to-f

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

Should you have guestions or clarification regarding this, please do not hesitate to send us an emaill
at gr@iploy.com.

For strict compliance.
Prepared by:

anza
Empioyee Relations Supervisor

Mated by:
W A bidi—
R cilla i !
HR Manager Mial r perations Manager Director af @perations

woned 3Ry
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Date - Movember 30, 2022

To t ALL Employees

FROM E Hurnan Resources Department

SUBIECT 1 VACATION AMND 51CK LEAVE CONVERSION

We are pleased to announce that the Sick Lesve conversion will be released on December 15, 2022
payout. In this conneciion, all remalning 51 credits are to be converted thus, SL application Is no longer
allowed untll the end of the year,

As for the Vacation Leave (V1) conversion, all unused YL credits will be released an the 30™ of December
2022, All employees can plot a V0 request until December B, 2022 ONLY. The actual VL dates will cover
only untit April 30, 2023, Kindly take note of the reminders below in reference to filing of VL

= Mo retraction of approved Vis. if the employee reparts for work on the actual VL date, the VL
will not be reimbursed and will be woided.

& Norescheduling of VL once approved.

& VL date should not fall on a local holiday othereitse forfeited.

Mote: Approval of VL requests will ba an or before December 14, 2022,

Furthermora, if the employee resigns or gets separatad from the company elther volentary or involuntary,
all available VL credits will be forfeited and will not be part of their last pay if:

s Emplovee filed an immediste resignation andjor failed to provide a 30-day notice,

=  Employes went on Absant Without Official Leawve [AWOL)

#  Employee incur any leave, absences, and/or any form of tarminal leave within the 30-day notice
pericd with the enception that the employes provided & valid documentation such as but noi
lirnited to hospitalization due to sickness, accidents, or contagious diseases,

* Employee incurred more than four (4) hours of accumudated snd/or total fate/undertime within
the 30-day notlee,

= Employes will have issues with performance including but not limited to quality, productivity, &
dient escalation within the duration af the 30-day notice.

* Incurred any behavioral infraction such as but not limited to Sieeping, Browsing Unrelated
Websites and e,

Furthermore, SL and VL conversion maybe subject to tax. Should you have questions pertalning to this
mema, feed free to reach out to our Accounting personnel at Accounting@iploy.corm,

Operations Mangger or af Dperstions
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Deeember 17, 2019

] - ALL EMPLOYEES

FROM z OPERATHONG MANAGEMENT
SUBIECT CLEANSING PERIOD

Moy Staffing Solutions believes in giving employees encugh room for improvemsnt to straghten out
emplayment in regards to compliance 10 ou company’s Code of Conduct, The alm of this approach s 1o help
motivete employees rectily passed offenses and starnt anow.

Cleransing Period pertaing 1o the lime when an employee who haa boen subjected to a Disciplinary Action {DA)
I expectad (o lmprove pérformance. Ample time i given to correct improper behavior and refraln from
cammitting any other infractions

i &n employee doss not commit the same infraction for the specifisd cnansing peried, the progression of the
divciplinany sction will slide back to & bevel depanding on its type. Please refer to table bekow

Attendance 3]
Productivity 6
| Behavioral 12

The counting of the Cleansing Period will stort based on the date whien DA was decided upon. Al documentation
far mfractions sl still be kept in the Employes's 201 File regardiess what period of progression

The Cleansing Perlad s effective laruary 1, 2020 covering DAs & manths and older,

Sincerely yours, Noted By Approved By:
rld y
Afifls s Bl
LD IR, 1AY GISSINGER
Direkior gl O Jetilions Chief Executive Gificer
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Ircident Aepor will be sdmmistes se Human Rescurces [HR) within 3 wardting days from
CODE OF DOMDUCT AND DHSCIPLINE (Table of Infractions) fher Sate of the incidens.
Humman Rsources wid lyue 3 Notios o [xplesn (NTE] 10 The erpitryss within 3 worksng
days.
I STATEMENT OF POUKY 3. Bereer Superior shissid DosEh the employes within & werking days from the Huanee of
the NTE.
The Code of Conduet and Discipline i desiprned toensure healthy and positive wardng 4, Coeching Form jod Witlen Explanation of the smloyes should be sulbmitied within
envirorenent, and hopss to mainksinand aphold professionaliemn among iPey InG ergiowss. working clays from the fsuance of the NTE.
The eitabighed narms hevein 800 forth are gesced lwards. the attainment of the Company's S HAwl msue Notice of Cezison with o witheoT Sanciions witnin 5 gays from the receigd
‘Goals and objectives. it b worthy toemphasize that the Code i nofl meant to be appressive ner of tha Coaching Form and Welttzn Explanation.
it i irtended to thesaten ond ingimidats smpicny Insteed, it serves a5 the guiding peinciples a. Fallure b0 provide Writsen Explenstion shall conszinae @ walver of the employss’s
an whisl iy mcpechnd of it smployees t0 contuct during the antire employment here niPoy, :-._. e e g and confirena that all the catails i e incident Repcrt ane Fos Jad
Ine. WALNOUE any bases.
. LLapses ir tha timafing will revutt i 8 sanetion = Negiect of Cuty / irsutordination
DOCTRINES TO SOVERN THE DOMPANY'S CODE OF CONDLUCT AND DISCIFLINE & Ligaad i the el will mot void e sanction
1 The right to dissipline ard dsstorge employess for st and proper Causes is management's GEMERAL BEHAVIORAL STANDARDS
preragetie erahrined from the 1587 Philippine Constitufion.
1 Fairress and justioe shall ahways govern the impasition of disciplinary sctions. Bxsting Laber Mg an iPloy employves wi xpect that you will meet the following cehavicral asndirci!
ggiui_gﬁiﬂifi
full and strict maintsnance of discialing i (b rmasagement’s responsibity. Thia, it shall b & Froper Conduct and Decaram i expected from you within the office ang pubiice when
ﬂlgglg%igg linitfade sy clecialingry representing the Comoany, Tel inckades spprapriste dres, grmending the office ready (o werk, use of
actions againgt their subordl of the rule & commeted. =oper and decent language, observance of proper office and work decorum, MaATinng prope:
a, iiii%i%%ifé%? relntianships with your coll and ethor ingvidials not in the emaloy of the ooy,
5. imposition of penaities when warranied, shall not b cancelied, nor delayed for any resson, oimervance of and comiplince with Bsting lows of the Prdj pRires.
£, The rights of the respondent s prontdad for by Law shall be guar wrhend,
7. The management miy mitigate the penaity to be impesed, subject however 1o mankgement's & Eriancing Cempany Productiviny the Company sxsscts the Propes care ard Lailation of
approval and upon cormplisngs 10 the conditions set forth By the letter, nun_.u._....if#:_ %o the Company; beming up for wark neady 6o wank on tme all uli.i Tolloming the
B incases of multiple viotations of this Code, the following rule shall appiy a5 to the penaity 1o be appropriste break ard fnish times, gettingen with the job and performing the job 10 the best of wour
impoes ability, positive attituds and dedication 1o ane's work asignmenis, supporting supervisions ant those in
management.
& Feilawirg rules on sustomer and cll=nt relations and sbways mentiiriog a profemsional heiphd
BUtitude with Cusioemers.

ol itainbenance of health snd salety ol the olfice and people anound you. A prooer BUETSE
torwands cesnlness snd proper housekee ing in the offics, good healthof yoursel! and others anund
woi, #meslst B the security of the affice, lofiowing basic saley procedures.
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1. Applicabliny
Thig Code ghall spnly to 0l Ploy employees, regordiest of tatus or position neld.
0, Types of Offenies

Liwel 1 = Infracticns which are mingr in retire But which may become nasiual and durutive i not
earractsd. |2 hai no detrimentsl imsect of 108 Susinesy.

Level 2 = Serious offerse which causes oelay in operation, may pose threat, neem, or ganger &2
Compary progerty andfor hees. of Indhviduals.

Level 3 - infractions waich wil dewtrey the company's smags and reputation. |t cautes subssamializs io
thie earmpany and can Ul tocritical operatioral disnuption. A ritical oltense that s compeeminen
the secLrity of the employess, the inksgrity of Client, the safety of customer's informaticn and the
wasllity of the besiness.

Wik Table of infracticm
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14 risking the Ag ok to o Lt .unﬂﬂ.h: Dismisssd
.n%wﬂEﬂﬂl e iy RECEIST OOF THI CODE OF COMDUCT AND DISCIELINE POLICY
arvernebwers
esafiguntian, .iaF.nlrﬁi._-nﬂ.__..!_:u!i!!-nst!__.nnﬂ-&nnguﬂn.ﬁ_ni!.ﬁﬁnafi
Furpoasly sharing 1hat [ wets forth the terms and consitions of my employmens g well 33 the duties and responshilivies,
privitagee ang colidential 5 ) and opligations af employment with the Company,

ﬁ 15 | Inflorrmstian = anpane in Level 5 By Cearmingal
Th coenpany oF external {zlsn acknowledge that che Company ressnaes the fght o revice, delete, and add (o the prowvisons of
u_."-.u.._r = — this Code of Conduct and Dtciphne., or condition of employment can be sstablished by aryother
PSSR or sondunt
uE:ii.._wk e ks staternent, condust, policy, or practice,
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__M i, Saving Clause

1. Terrmanation of anemplsyes shell automatically 2ar Mmfher from re-employmend,

1, The paralty of dismisss shail mot orejudics the right of the company &S Irtiate court action
agairst the #fring employes,

3 This Code shall supsrsede all other existing policies, rules, memod, and the T, and 30 polices
2 b irnpinrnenied, ¥ the same i found (o b ncongisent with the Code of Contuct




