& iPloy

Montage - 15 Floc On Montage Tower, Archibishop Rayas Ave. Cisbu City o MSY- 11t Floor MEY Tower Pescadones Road Cabu Business Park,
Cebu City 5000 & ASCT - & Floor, Aysln Ganter Gebu Tower, Ceby Business Park, Gebu Gy,

Employee Training Agreement

This Employes Training Agreement is made on January 15, 2024 between IPloy, OPC, with its place of business
at the 16 floor One Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employer”] and

Ly tﬂ%ﬂfﬂl [Ermployes's Namel, an individual with the address of
J]Eaﬂﬁ_'l_b_ﬁ‘“ﬁl bt dowse,  Cidy - [Employee's Address)
"Emplovee"). =
Recitals:

A, The Emplayer is praviding & one-week tralning program (o the Employee to enhance their skills and
kmowledge in the field of Customer Service and as part of the Onboarding process.
B, The Employes has agreed to participate In this ane-week training program.
C. The Employer has agreed to pay the Emplovee a salary for the duration of the training. ©. The
Employee has agreed to the terms and conditlans concerning the Pre-Employment Medical Examination
{PEME} and the submission of Employment Requirements,

Agreement:

1. Training Obligation: The Emploves agrees to attend and complete the one-week training program provided by
the Employer. The training will commence on July 1B, 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
Employee a salary for the duration of the training, payable at the nearest payout schedule (15 or 30 of the
month) upon successful completion,

1. Non-Eligibility for Incomplete Training: The Employes acknowledges and agrees that if they fail to complate the
one-week training program fior any reason, they will not be eligible to receive the salary payment for the training
period.

4. Pre- employment Physical Examination (PEME): The Employee acknowledges and agrees that if they fail to attaln
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 Critical and Naon- Critical Requirements: This agresment stipulates that should the Emploves fail
to meet the requirements by the specified deadline, even after multiple follow- ups, they are required to cover
a partion of any penalties imposed by government authorities

6. Entire Agreement: This Agreement constitutes the entire understanding and agreement between the parties with
respect to the subject matter hereal, and supersades all priar negotiations, représentations, and agreemeénts
between the parties, whether written or oral.

7. Amendments: This Agreament may be amended only by a 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.

Ch Y. Pacot

Tralning Assoclate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date)_ g7 [Ty
BETWEEN
1. IPLOY OPC. (the "Disclosing Party"); and
2. 'LWE VIE JRREL {the "Receiving Party"),

collectively referred to as the "Parties”,
RECITALS

A, The Receiving Party understands that the Disclosing Party has disclosed or may disclose
information relating to the training which to the axtent 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 Pa rty, the
Receiving Party hereby agrees:

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

1.2, not to disclose any such Proprietary Infarmation or any information derived therefrom to
any third person,

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

14.  not to make any use whatsoever at any time of such Proprietary Information except to
evaluate internally its relationship with the Disclosing Party, and

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

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

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

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

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

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

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

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

4, The Receiving Party understands that nothing herain

4.1.  requires the disclosure of any Proprietary Information ar

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

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

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

Agreement is held to be illegal or unenforceable neither the validity, nor enforceability of the
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remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto.

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

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

IPLOY OPC Receiving Party

By: Onboarding Speciali By: __MEW EMPLNEE
Name: Jade Lenizo Mata Name: [ MEI A RES
Title: Onboarding Specialist Title: ____ ([P

Address: #35 Salvador Extension Labangon Address: Tl"i‘q%ﬂﬂ 3 (owed W,
Cebu City
Date: Tuy &, 200 Date: ,\U'lu.j \¥ | 200y

= ' 1
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PERSOMAL DATA SHEET
INSTRUCTIONS:
L Answer the questions completely and honestly in the spaces provided,
1. Plaase PRINT legily
3. DD MOT LEAVE ANY SPACE BLANK. Write “n/a", "not appicable™ or “none”
1R-PLR-01]
PART 1
{For B8 useony] {For WA use only) (Fawt 1 s byl
EMPLOVEE NUMBER DATE HIED DEPASTMENT
qdh b B 2024
Baske informarison & Contact Dedail
LAST NAME FIRST NAME; | MEDDLE NAME:
HEIRRES vy .
HICEHAME: H-rﬂi MOTHER'S FULL MAIDEN NAME: P’{".L"fn EE‘I‘PEL LA HE""F ;

CLERRENT ADDRESS [Mouse A [ Lot | Block # [ Street, Barangay, Munkipality / 0%y, Province, Zip Code)
Jocrd  pd. Teypn 3 BanlAd  popdowe  Cov ey ely

PROVINCIAL ADDRESS {Housa B / Lot# f Back 8 / Stroat, Barsngay, Musicipality f City, Province, Tp Cooe)

P Pondingon  Pllipey  Cordova Celov Lon

Land Phone Na, ke Ma, Mablle Ha,
| M= quay uayeEq |
555 No. PAG-1IG No. [ FHILHEALTH o, ]
BIRTH DATE “BIHTH FLACE ] “GEMDER AL000 TYRE
WARITAL STATLS NAME OF SPOUSE |Meried) Ernail Addvessls)
|4 Single Y B il
| | Legally Saparated . !LHME!WEA] g 3“"- || oM
| ] Marriad SPOLSE TIN
| ] Widow/Widowar

dire you reisted by kinship or marriago up to the 3 digres 1o any curfenl employen af iPoy?
|| ¥ea [ ] Ma  IFYES gve NAME and RELATIONSHER

NAME OF SPOLSE [If married) SAOUSE 'S EMPPLOYER SPOILISE'S DATE OF BIRTH
[ I = BIRTH CROER
BROTHERJS | rm OF SISTER/S | N0, OF CHILDREN | {Ciedy Chid, 1%, 3% atc]

DATE OF RIETH &
MAME OF CHILDREN (I mny) DATE OF BIATH MANSE OF SIALMNGS LIVIL STATUS
DATE OF = DATE GF
FATHE !
HER'S NAME BATH CCCLPATION MOTHER'S NAME AIRTH SECUPATION

Emerpency Contact (Lisd

COMTACT PERSON RELATIONSHIP TD EMPLOYEEE
E‘L’“' Firsa) CONTACT PHONE MO, [ﬂﬂlﬂﬁlﬁ'
EonaLD  BALETA = e T=
431000 3Us MOTHER

Mloriaga - 16N Pt One Moniage Tower, Archblshop Fesyes Aye, Cebu Sy 17 BEY- 1 18h Floo MEY Tewss: Petcadorss Rosd Cobi
Baminase Park, Coba Gty 5000 11 ACCT — 9 Floor, Ayela Canter Cobi Terelr, Cabia Buaineia Park, Cabu Chy




LEVEL NAME 0F SCHOOL & ADDRESS 1'1"::;"?‘2:"5::' m:;

PRINARY Emnmfl n —— 20 - 1010 &

SECONDARY EDLICATION ﬂ.ﬂ.Dﬂ'lJF: nAT H.'Eﬁ;'m !m = 51}5 \‘;Ei
Course; Y

;mﬁtmmunsa B- m‘h‘-’ Adm"“”"ﬁh" !ﬂg D093 -Jaa 2ol o
Deprese Courm

TERTIARY EDUCATION
Degrec, .

FOSTGRADUATE & GRADUATE

STUDIES Dregree:

Degree: |

EMPLOYER'S BLAME

Employmant His

{Fram mrast recent ond for off

ADDRESS & TEL NO

o fritiel)

Arazb coingl _Rihol Sk Auole Cewe Clbw.
108 TTTLE SALARY LEmy - ﬂ:ﬁmn COVERED {mmyyr] :
- FROM TO 1
CR- Tech Jippork _leeer g 2074
SUPERVISOR'S NM{E SUPERWISOR'S TITLE EMPLOYERS SUPERVISED RS
Y M— im M |If appdcahin]
REASCN FOR LEAVING
" eomkeachool JSeamnc)  (Fecwount)  Enploymest

SUPERVISOR'S MAME

EMPLOYER'S NAME | ADORESS B TEL N,

JOB TITLE | satary [  FERIDD COVERED [mmyyr)
FROM o

SUPERVISOR"S MAME SUPERVISOR'S TITLE EMPLONYEES SUPERYISED

) [ applicabia)

REASON FOR LEAVING

EMPLOYVER'S MAME ADDRESS & TEL NO

IDaTITLE SALARY T PERIID COVERED {mm/yr]
FROM o

| SUPERVIBOR'S TITLE

EMPLOYVEES SUPERVISED
Il appalie sl e]

REASON FOR LEAVIBG

EMPLOYER'S HAME

ADDRESS & TEL MO,

OB TITLE SALARY PERIDD COVIRED | mm/yr}
FROSA Ta
SUPERVISOR'S NAME SURERVISOR'S TITLE EMPLOYEES SLIPEAVISED
[® gpplicable!
REASDN FON LEANTHG —
EMPLOYER'S NAME ADDHESE & TEL NO.
JOB TITLE | sALaRy o PERICD COVERED fmm/yr)
FROM T

SUPERVISOR'S MAME

| SUPERVISOR'S TITLE

RE&SOM FOR LEAVING

| |if applicabie]

EMPLOYEES SUPERVISED

Bdcrings - 1ith Floor Oma Mantags Towss, Archbishop Freyes Aes, Cabu Clly [1 M3¥- 118 Floor MSY Tower Pescadores Road Cat
Bupiness Park, Caba Gy B000 1 ACCT = Sh Floor, Ayala Canter Cabu Towsr, Cabu Busineas Park, oty Chiy,
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Furseanl fo o) Mndiganais Aeoplke s Act (R4 83710; (b} Mogra Cart for Disohing Parsans (84 #2270 and Solo Porents Welfone Aot 2000 (R4 8972)
pipase anpwar the following Items:

Arg yoi & membaer of any Indigenous group ? O ¥ES | _Pl HO M yes, please specily: |
Do you identify as differently-abled? O YEs e gy if yos, plansa specify: '
Are you a sala parent? O YEs A NO i yes, ploase spocify; | — F
AT Charactor Roforances
Give nome, addres, and telephane numbers of three (3] perions who keow you ather than those yoo have warked with
ADDRAESS __ TELNO,
J; _ Kandure ek

PART Other Gualifications

fod-relansd frovming coornes (pive tithe ond pear], Jab-rekvhed skl [obiver iangeages, tomputer and information technology, tooks, mochines, efc.), Job-
refrted cerfiffcates ond Neenses fcurrent omiy), Jobeioded ewerds v dpecial occomplishments [owblcotions, membersings in prodessional or bonor
BOCIRTAE, eodesthip activities, puiblc spraking, and pevformance awards), Give deotes ond tend documents

L DATE mm/earf [ DESCRIPTION / TITLE =
|

FART 10 ADDITIHENAL IDENTIFICATION

TVPE / CONTROL NO. B ISELIE BATE EXPIRY DATE

FASSPORT DETAILS
VISA DETAILS {if applicable] 1
DRIVER'S LICEMSE

CTHER GOV, ISSUED 1Ds: (For
exarmple: 555, TIN, SOLO PARENT
ID, PAC, ACR, eie.) |
MILITARY / GOVT, f CIVIL

SERVICES {If any)| _ l J

Have you ever been farmally charged of an [ ] ¥es : IF “Yes", ploase ghe detalls:
administrative J civil/criminal offense? ¥l ma

”HI'NI-"!W ever bean convictad of an I 1¥es If "¥|e®™, u;eangh-e detail:
administrative f civil/criminal affence? Ko

CERTIFICATION

| CERTIFY that, to the best of my knowledge and belief, all tha infarmatios om an sttached to this documant i trus, coerset, campiete and made i goad
faith. | UNDERSTAND that false or fraudulent information on oo attachad o this appllication may be grounds for nod hiring me or toermirato my
smployrant fram Py, | IINDERETAND that ary Information | gve may be irvestigated

—oaftegy

Date Sigried

Moniage - 16th Floor Ona Moniags Towar, Archbishon Aeyes Ave, Cabu Clty [ MSY- 111h Fiocr MEY Toesr Pescadaies Road Cebu
Busirgss Park, Cabu Clly 8000 1 ACCT — Bih Floer, Ayals Ceniar Cebu Tower, Cobu Business Pad, Cebu Oy,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, l\_i,] ﬁ&ﬂ]‘ QS hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and eriminal history record information which may be in any state or local files,
including those malntained by both public and private organizations, and all public records, for the
purpese of confirming the information contained on my application and/for obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
(fax}, scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent,

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

| release |ploy Inc., Its employees, designated representatives, agents, officers and trustees fram

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

Applicant Name: Ity mtjﬂm

9|
Present Address: PUrDE dirgan  Pili ovg  Cebw
Social Security Number: Date of Birth: 0¥ I'I.! Jed®
Signature;

Date: 1= - el




iPloy Incorporated Ty S
9™ floor, Avala Center Cebu Tower k‘ w7 ,PEO
Bohol Avenue, Cebu Business Park -g/ Bt Abidin: WP
Cebu City 6000

SIGN-ON BONUS POLICY

Policy:

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

Eligibility for Sign-0On Bonus:
To be eligible for a sign-on bonus the employee must meet the following criteria:

s A regular employee

= Mo resignation submitted before the releasing date of the sign-on bonus

* Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

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

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

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

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

Palicy Title : Dress Code Policy
Reviston No (01
Effective Date sJune 13, 2022

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

u

Ly 01-18-9034
EWDm#nd Signdture Date

Noted:

e thata 1| 18|

Onboarding Specialist Name and Signature " Date




iPloy Gift Policy

The aim 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, temporary and probationary status,

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

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

Any violations will be subject to the |Ploy Code of Conduct and Disclpline. Infractions for this policy Is
tagged under Level 2 offense and follow these progresslon:

a, 1% Instance - Written Warning
b. 2" instance- Final Written Warning
c. 3" Instance- Dismissal

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

Employee Acknowledgement

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

Mame: 1.\!.5 TI'L'EJMJ

Signature: Date: O]~ B~ 201y




iPloy Social Media Policy

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

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

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

s Publishing material that s defamatary, abushve or offensive in relation to any employee, manager,
office holder, shareholder, customer or elient of the company:

*  Publishing any confidential or business-sensitive information about iFloy;

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

Procedure:
All employees must adhere ta the following when engaging in social media,

= Be aware of your association with the company when using online soclal networks, You must
always identify yourself and your role if you mention or comment an 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 person and
state clearly that the views expressed are your own and not those of iPloy. Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
your opinion, and not necessarily the opinions of the company.

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




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

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

Be respectful always, in both the content and tome 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 ta the company or its employvees, which would be unacceptable in the workplace
or In conflict with the company's wehbsite, Make sure the views and opinions you express are your
own.

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 on such a comment, Any reguest
for such a recommendation should be dealt with by stating that this is not permitted in line with
company policy and that a formal reference can be sought throwgh HR, in line with the normal
reference policy.

Once in the public domain, content cannat be retracted. Therefore, always take time to review
your content in an objective manner before uploading. If in doubt, ask sormeone 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 to 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 privata;

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

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




* At all times respect copyright and intellectual property rights of information you encounter on
the internet, This may require obtaining appropriate permission to 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 is written, A public online forum is not the
place to communicate company policles, strategies or opinions to employees.

Enforcement / Progression

Mon-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policles may lead to disciplinary action, up to and including dismissal,
This palicy is not exhaustive, In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet is always appropriate and consistent with your
responsibilities 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
t. 3™ Instance- Dismissal

Employee Acknowledgement

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

Name;

Signature: pate: OF 18" :19214

=S 0
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Date : February 22, 2018
To CALL EMPLOYEES CONCERNED
Froum tHuman Resources
Thru ! Operations Manager

Subject {WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1 OBJECTIVE

11 in conformity with Republic Act Mo, 8504 otherwise known as the Phillppine
AIDS Prevention and Contral Act of 1998 which recognides workplace- based
programs 35 4 potent tool in addressing HIV/RIDS as an international
pandemic problem, this company policy & hereby ssued for the information
and guidance of the employess in the diagnosis, treatment and prevention of
HIVSAIDS in the workplace

1.2, This policy is atso aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers' nght against discnmination and confidentiality s
maintained

I COVERAGE

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

3. IMPLEMENTING STRUCTURE
3.1, Iploy Inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the differem divisions and
departmernts
4. POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
411 What is HIV/AIDS?

4,111 s a disease caused by a wirus called RV [Human
immunodeficiency Virus), This wirus slowly weakens @ person's
ability to fight off other diseases by attaching itseff to and
destroying important cells that control and support the human
immune system

4.1.2. How HIV/AIDS is transmitted ?

4121 Unprotected sea with an HIV infected persan,

I

a- Joy
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4.1.2.2.  From an infected mother to her child (dunng pregnancy, at
turth through breast feeding);

4,123, Intravenous drug use with contaminated needles;
A4.1.24. Transfusion with infected biood and blood products; and

4125, Unsale, unprotected contact with infected blood and blesding
wounds of aninfectad person

4.1.3, Isthere a cure?

4131  No However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
peaple with HIV. Holistie care of people living with HIV-AIDS @nd
comprehensive  treatment  of  opportunistic nfections  also
dramatically improve guality of life:

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

The Medical Chnic of Iploy Inc_in coordination with the Health and
Safety Committes shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the orientation of newly hired
employees, The standardized information package developed by the
Department of Labor and Employment (DOLE} may be wsed for this
purpose

5112 How will it be conducted?
The HIWV-AIDS education will be conducted through distribution and
posting of IEC matenals, lectures, counselling and traiming  and
infarmation on adherence to standard or universal precautions in the
workpiace

5.1.2. Screening. Diagnosis, Treatmant and Referral to Health Care Services

5121 Sgreeming for HIV as a prerequisite to emplovment & not
mandatonry

5122 The company shall éncourage postive health seeking behaviar
thrawgh Yoluntary Counseling and Testing,
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5.1.2.3, The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers, Referral
to Sacial Hygiene Clinics of LGU far HIV screening shall be facilitated
by the company's medical clinic staff

5124, The company shall likewise facilitate access o lvelihood
assistance for the affected employee and hisfher families, being
offered by other governiment agencies

6. SOCIAL POLICY
b.1. Nen-discriminatory Policy and Practices
B.1.1. Discrimination in any form  from  pre-employment (o post
employment, including hirng, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status of

an individual is prohibited

6.1.2. Workplace management of sick employees shall not differ from that of
any other |liness

6.1.3. Discriminatory act dong by an offleer or an employes agalnst their
co-officer or co-employes chall likewise be penalized

6.2. Confidentiality/Non-Disclosure Palicy
6.2.1, Access to personal data relating 1o a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of A

8504 and the ILO Code of Practice

&.2.2. lobapplicants and workers shall not be compelled to disclose thair
HIV/AIDS status and other related medical information.

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

6.3, Work-Accommaodation and Arrangsment

631 The company shall take measures to reasonably accommodate
employess with AIDS refated illnesses

6.3.2. Agreements made between the company and employee’s
representatives shall refllect measures that will support workers with
HIV/AIDS through flexble leave arrangements, rescheduling of working
time and arrangemant for returm to work

ey idie) -'ﬂu-u!
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7. ROLES AND RESPONSIBILITIES OF EMPLOVERS AND EMPLOYEES
7. L. Employer's Responsibilities

7.1.1. The Campany, together with employees/ labor organizations, company
focal personnel for human resources, safety and health personnel shall
develop, implement, monitar and evaluate the workplace policy and
program an HIV/AIDS.

712 Prowide nformation, education and traming on HV/ADS for its
workiorce.

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

7.1.4. Ensure confidentiality of the health status of its employees and the
access to medical records s limited to authorized personnel.

715, The Company, through its Human Resources Department, shall see to
it that their company policy and program is adequately funded and made
knowi to all employess.

1.1.6. The Health and Safety Committee, together with employees/ labor
arganizations shall jointly review the policy and program and continue to
improve these by networking with povernment and  organizations
promaoting HIV prevention.

7.2. Employees’ Responsibilities

2.1 The emplovee's organization shall undertake an active role
educating and training their members on HIV prevention and control,
Promote and practice a healthy hfestyie with emphasis on avoiding high
risk behavior and ather risk factors thal expose workers to increased risk
of HIV infection,

.22, Employees shall practice non-discrminatory acts against co-employees.

723, Employees and their organization shall not have access to personnel
data relating to a worker's HIY status.

724, Employees shall comply with universal precaution and preventive
MEASLUTEs,
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8. IMPLEMENTATION AND BMONITORING

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

9. EFFECTIMITY

9.1, This Policy shall take place effective immediately and shall be made known to
every employea,

Prepared by: Jo H t R. _Ig.gg
Human Resources

Reviewsd by: A{I’redn P,_ arnarillo I
E'\L{Eﬂﬂ* of nhral:mns

Approved by: Yisroel ¥, Gissinger
CED
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To P ALL EMPLOYEES CONCERNED
From ¢ Human Resources
Thru : Operations Manager
Subject ! WORKPLACE POLICY AND PROGRAM ON TUBERCLILOSIS (TB) PREVENTION
AND CONTROL
1, OBJIECTIVE

1.1. To assist the government in its campaign against Tuberculosis (TB) In compliance
with the Department of Labor and Employment’s Department Grder Mo, 73-06,
series of 2006 — Guidelines for the implementalion of Policy and Program on
Tuberculasis (TR) Prevention and Controt in the Workplace

LZ.Ta provide initiatives Lo prevent the autbreak and spread of tuberculosis in the
wierkplace, and to treal, care, and support employees who become afflicted with
tuberculosis

2. COVERAGE
2,1.This Program shall apply 1o all emplayees regardiess of their employment status.
3. POLICY STATEMENT

1.1.The company seaks the preventlon of the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration to work of employeas who contract
this dizease. To achieve this goal, all employees are strictly mandated to undergo

an annual physical examination with the requisite chest x-ray

3.2 Ao, in line with this, a TB awareness program shall be undertaken through
Information disseminstion, which shall include its nature, frequency (occurrence
in a selected population) and transemission, reatment with Directly Observed
Treatment Short Course (DOT5), and control and management of TB in the
workplace.  This shall be handied by the Office of Health Services {Infirmary} or
the partrer health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company's accreditad
health pravider

3.3.The DOTS is a comprehensive strategy to control TR, and & composed of five
companents, which are;

331 Politiwal will or commitment 1o enduring sustaned and guality TB
treatment and contral activities:

332 Case detection by spulum-smear microscopy among  symptomatic
patients;
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3.3.3. Standard short-course chemotherapy using regimens af & o B manths for
all confirmed active TH cases (&, smear positive or those validated by the
T8 Dizgnostic  Committee). Complete drug taking through direct
ohservation by a designated treatment partner, during the whale course of
the treatment regimen,

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

33,5, Astandard recording and reporting system that alipws assessment of case
finding and treatment outcomes for each patient and of tberculosis control
program’s performance overal|

34 Employees must be given proper information on ways of sirengthening their
immune responses against TB infection, e, information an good nutrition,
adequate rest, avoidance of tobacce and alcohol, and good persanal hygiene
practices.  However, It should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information on it etislagy and complete performance averall,

1.5 0mproving workplace conditions:

351 To ensure that contamination from TB airborme particles is controdied,
workplaces must provide adeguate and appropriste ventilation [DOLE:
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary Tacllities for workers,

352, The number of employees in a work area shall not axcesd the required
number for a specified area and shall observe the standard for space
requirement, {05HS Rule 1062)

3:6.Capability bullding on TB swareness ralsing and tralning on TH case Finding, Case
Holding, Repaorting and Recording of cases and the implementation of DOTS chall
be given to Company health personnel or the occupational safety and health
committes.

3.7.50cial Paliches:

171, NWon-discrimination: Employees who have or had TB shall fot be
discriminated against,  Instead, they shall be supported with adequate
diagnasis and treatment, and shall be entitled 10 work for 25 long as thay are
certified by the Company's accredited health provider as medically Tl and
shall be restored to work as soon as their (llness is controlled.

3732, Work Accommaodation: Through agreements made between  the
managemenl and the employess, work accommodation measures. Lo
support employess with TH is encouraged through  flexible  |eave
arrangements, rescheduling of working times, and arrangements for returm
1o wiork,
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3.7.3. Restoration to Work, The employee may be allowed to return 1o work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider.

3.8, Emploves Responsibility:

3.81. Employees who have symptoms of TB shall immediately sesk assistance
from the Company's Health Services Provider

3811 Anemployee who has the symptoms of TB is reguired to initially
wear a face mask [especially while insde the office] and observe good
hyglene practices, at least urtil declared by a competen! medical
practitioner to be safe from transmission,

38.1.2 Simiarly, far those at risk, L&, those with family members with T8
or those exposed to a co-employee with TB, it would be prudent 1o
abserve the same good hygene practices until declared free from the
disease and safe fram transmission

382 Once diagnosed to be with TR employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee's choice. Howewer, it s imperative that the one
strictly adheres to the course af treatment. Failing to dutifully observe the
treatment course may give rise (o complications, such as resistance or even
the Tailure of treatment, which may make it harder to treat the infection and
resull it a longer absance,

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

3.8.3. Employees are required to undergo an annual compulsory chest X-ray
through the Annual Physical Fxamination.  f for any reason an employse
fails to secure a chiest x-ray at that time, hafshe shall be directed 1o secure &
chest x-ray at an accredited clinic by his/her respective Infirmary/Health
Services,

3.9 The Company shall ensure that any TB occurrence in the workplace is traced and
that all contacts are clinically assessed, a5 much as feasible.

.10, An employee afflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and who is finally
declared to be in a non-communicable stage, may be allowed back 1o work
subject to being given a medical clearance by a Company designated physician,

in Employees (those afflicted with the disease or those ldentified under
contact tracing) who refuse to cooperate and dutfully observe lawful

y (Mejany
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instructions (undergo a medical check-up and/or freatment), may be subjact 10
diseiplinary action proceedings for insubordination {the penalty of which may
range up to the termination of one's employment )

4. PROCEDURE

4.1 The respective Health Services of the Company {and/or the contracted Health
aervices Provider] shall coordinate with the Occupational Safety and Health
Conter who shall provide prevestive and tlechnical assistance in the
implementation of the Warkalace TB Control and Maragement Program,

4.2 An employee who undergoes the Annual Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded to company climic/HRD,
Emplovees who fail to undergo the requisite annual chest x-ray shall be directed
10 secure ane al an accredited chinic or by hisfer prefesred InfiomanyHealth
Services

A.11. Those with madical lindings shall be required to undergo further medical
check-up, All medical recards in connection with this second/ further chisck
up shall be submitted 1o company chinic/HRE and  his/her respective
Irttirrmary/Health Services

4.2.2. The employee shall then coordinate with company clinic/MRG and bisfher
respective Inhirmary/Health Services for the nest steps

4.3.An employee who 18 suspacted ta be afflicted with T8, whether as a direct syspect
o by contact tracing. shall cooperate  fully  with  Bisfher  respective
Infirmary/Health Services {and/or the contracted Health Services prowder] If
the employie tests positive for TH, the employee shall undergo the DOTS
program o it completion

4A.If the employee needs to undergo a feave of absence to recuperate, hefshe will
be aHowed to use the appropriate leave before hefshe may reguest to be
permitted 1o go on a Leave of Absence without Pay (LOA),

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

442 The Unit concerned shall ensure thal the requisite procedurses are
oberved by the employes and that the company cline is duly informed

4.5.An employes may be allowed to go on a medical leave of absence (without pay)
for a masimum period of sik (B) months. The concerned Bmployes shall submit
an application for a leave of absence before poing on leave. Said leave
dpplication shall be subject 1o approval at the sole discretion of the Company
hanagement,

4.5.1. Thesame procedures under 4 2.1 10 4.2.7 shall be observed.

arel
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4.6 After treatment, with @ maximum penod of six iG) months on leave (without pay),
an employee found to be cured ar it a nan-communicable stage aof TH may be
allpwed back to work, provided that the employee’s health shall continue ta be
mionitared during the annual physical examination with the reguisite chast x-ray
of as may be depmed necessary by the Umit Health Services (Infirmaty) or
contracied Health Services provider

4.7 The employee returning (o work shall b reguired by the Managemen! 1o secure
a midical cleargnce lfrom @ medical doctar chiasen by the Company before being
allewed o return to wiork.

4.8 The HRD will imitiate disciplinary proceedings against any employee taund to have
discontinued treatment in deffance of medical advice, or wha refuses 1o urdergo
the full treatment course prescribed.  Likewise, employees who are ordered o
underge a check-up due to contacl fracing but refuse to do so will also face
disciplinary action proceedings. In both cases, the maximum sanction appiicabie
for insubordination will be the termination of one’s employment, if it 5 deemed
warranted

5. IMPLEMENTATION AND MONITORING

4. 1. The Safety and Health Committee or (15 counterpant shall periodically monitor and
avaliate the implementation of this Palicy and Program

6. EFFECTIMVITY

B.1.This Policy shall take place effective immediately and shall be made known to
Bvery employes

Prepared by: Jo Han

Human Resources

Approved by: Yisroe! ¥ Gissinger
CED
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Date : February 232, 2018

To s ALL EMPLOYEES CONCERMED

From : Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1 OBJECTIVE

Ll lpley Ing. is committed to conform to the established standards assurance of
customer ssisfaction, protection of our environment and health and safety In
the workplaces,

1.2.The company promotes and ensures a healthy envirconment through its various
health programs to safeguard its employees, And as part of the campany's
compliance to DOLE Department Advisory No. 05, Serigs of 2010 |Guidetines for
the Implementation of & Workplace Policy and Program on Hopatitic B), this
Program has been developed. This program s aimed Lo address the stigma
dttached 10 hepatitts B and 1o ensure that the employees’ righl against
discrimination and confidentiality = mpntainmed,

1 3. This guideting |5 formulated lor everybody's infarmation and reference for the
diagnosis, treatment, and provention of Hepatitis B, This will inform e
employees of their role as well as the company in dealing with Hepatitis B. A
healthy environment encampasses a good working relationship and great output
for continuous business growth,

2. COVERAGE
2.1.This Program shall apply 10 alt employees regardiess of their employment status
3. POLICY STATEMENT

3.1 Implementing Striiciure

3.11. lploy Inc. Hepatitls B workplace policy and program shall be managed by
its health and safety committee, Each divislon or department of the
Company shall be duly represented

3.2 Guidelines

3.2.1. Education

3211 Hepatitis B shall be conducted through distribution and pasting of
IEC matenals and counselling and/ or lectures; and
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3.2.1.2 Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinig, In close cogrdination with the nealth and safety committes.

3232, Prevenlive Strategies

3221 Al employees are encouraged to be immunized against Hepants
i after securing cliearance from thelr physician

3222, Workplace sanitation and proper waste management and disposal
shall be monitared by the heaith and safety committes on a regular
Basis,

3223 Personal protective sguipment shall pe made avallable at all times
for all ernployess; and

3234 Employess will be gven traiming and infarmation an adherence to
sandards o universal precautions in the workslace.

A, S0CIAL POLICY
4111 Non-discrminatery Palicy and Practices

£:1.11.1. There shall be po disctimination of any form againist
employess on the hasis of their Hepatitis B status consistent with
the internationgl agreements on non-gdiscrimination ratifed by
the Philippines (ILO C111). Employees shall not be discriminated
againgt, from pre to post employment, ngluding  hiring,
promation, or assignment because of their hepatitis B status,

41112 Workpace managemant of sick emplovess shall not differ
from that ol any other illness. Persons with Mepatitis B related
llnesses may work for as lang as they are medically fit 1o work,

4112 Confidentialty

4.1.1.3.1. Job apphicants and employees shall not be compelled 1o
disclose thewr Hepatits B status and other related medical
information. Co-employees shall not be pbliged to reveal any
personal information about thelr fellow employess. Access to
petsonal data relating to employee's Hepatitis B status chall be
bound by the rules on confidentiality and shall be stricily limited
ta medical personnel or if legally reqguired.

4.1.1.3 Waork-Accommodation and Arrangemint
41131 The ecompany shafl take measures (o reasonably

accommadate employess who are Hepatins B positive o with
Hepatitis B - related ilinesses.




pn— 9 iIPloy

Peacadiorey Aoad Celiv Busimeid Park, iu'iqln.ﬂ-q
Ly iy Gl

41,132 Thraugh agreements made botws=en managament and
employess’ Fepresentative, MEasures [0 suppor employess with
Hegpatites 8 are encouraged to work. through flexible leave
arrangements, rescheduling of working time and arrangement for
return to work,

4.1.1:4 Screening, Diagnosis, Treatment and Referral o Health Care
SErvices

41.141 Thie company shall establish a referral system and provide
atcess 1o diagnostic and treatment services for its employees for
appropriate medical evaluation/ monitoring and managemant.

41142 Adharenes to the guldelines for healtheare providers on
the evaluation of Hepatitiz B positive employees s highly
encouraged.

41143 Screening for Hepatitis B as a prereguisite to employment
shall not be mandatary

4.1.1.5 Compensation

41151 The company shall provide access 1o Secial Security
System and Employees Compensation benefits under PD 626 to
an employee contracted with Hepailtis B infection in the
performance of hjs duty,

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

L3y £ 1 s Management, together with employees organizations,
company Tocal persornel for human resources, and safety and
health personnet shall develop, implemar, maniios and evaluate
the workplace policy and program on Hepatitis B

51112 Ihe Heaith and Safeity Committee shall ensure that thelr
company policy and program s adequately funded and made
known to all employess

51113 The Human Resources Department shall ensure that their
policy and program adhere Lo existing legislations and puidelines,
including provisions on isaves, benefits and insurance,

5.1.1.14 Management shall provide information, education and
training on Hepatitis B for its workforce consistent with the
standardized basic information  packege developed by the
Hepatitss B TWG; i not available within the estanlishment, then
provide acoess Lo information
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T I s 1 The compary shall ensure non-discriminatory practices in
the workplace
51.1.16. The management topether with thie company focal

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

51117 The Health and Safety Committes, together with the
employees’ organizations shall jointly review the policy and
propram for effectiveness and continue to improve these oy
networking with gowvernmant and  organizations  promoting
Hepatitis B prevention,

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

5.1:1.1.9, The human recources shall ensare that aceess 1o medical
records is limited to authorized persgnnel

5112 Employees Responsibilities

5.1.1.21 The employees’ organization is required to undertake an

active role in educating and training thelr members on Hepatitis

B prevention and control, The IEC pragram must also aim at

promoting and practicing a healthy |festyle with emphasis on

avolding high nsk behavior and other nsk factors that

expose employees to ncreased nisk of Hepatitis 8

infection, comsistent with the standardized basic information
package developed by the Hepalitis B TWG

511232 Employees shall practice non-discriminatory acts against
co-employess on the ground ol Hepatitis B stalus.

51.1.2.3. Employess and their organizations shall not have access 10
personnel data relating to an employee's Hepatitls 8 status, The
rules of confidentiality shall apply in carrping out union and
arganization functions

51.1.2.4, Employees shall comply with the uhiversal precaution and
the preventive measures

51125 Employees with Hepatitis B may Inform the health care
provider ar the company physician an thelr Hepatitis B status,
that is, I their work aclivities may increase the risk of Hepatitis B
infection and transmussion or put the Hepatits B positive at sk
for agpravation.
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b IMPLEMENTATION AND MONITORING
6.1, Within the establishment, the implementation of the policy and program shall be
monitored and evaluated perodically, The safety and health committee or its
counterpart shall be rasked for this purpose

7. EFFECTIVITY

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

TN
Prepared by. jo H ‘:{ liecio

Human Rescurces

Reviewed by, Alfretio P. Cafharilio Ir

Approved by: Yisroel ¥, Gissinger
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Date :January 1, 2018
To s ALL EMPLOYEES CONCERMNED
From : Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. DBIECTIVE

L1

1.2

2. Cov

2.1

3. POL

3.1

3.2

13

3.4

In compliance with Article v ot Republic Act Mo, 9165, otherwise known as
the Comprehenane Danperous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Noo 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 to achieve a drug-froe workplace,

Company policy & to mantain & workplace free of llegal drugs. To ensure
that the objectives of the company's corporate policy are met, the company
i5 Implementing this drug-free program. The program will have the following
elements

ERAGE

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

CY STATEMENT

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

Being impaired of under the influence of dangerous drugs away from the
company, il such impairment or influence adversely affocts the employes's
wark performance, the safety of the emploves or of others, or puts at risk
the company's reputaton

Possession, wse, solicitation for, or sale of dangerows drigs away from the
company premises, if such activity or invalvement adversely affecrs the
employee's work performance, the safety of the emplayes or of others, ar
puts at risk the company's reputation

The presence of any detectable amount of dangerous drugs in the
employes's syitem 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 thie 1%61 Single Convention oh Narcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annéxed to the 1971

- \F - A
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e Comvention on Psychotropic Substances as enumerated in the

attached annex of R.A. 9165,

4. MANDAT

ORY DRUG TEST

4.1, To ensure that only those qualified shall be screened and recruited to prevent

1ha

detrimental effects [eqg. lower productivity, paor decision  making,

increased accidents; more compensation cloirms; ond reduced team effort)

whic

h 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 dccredited or affillated 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, RANDOM TESTING: Officer/employees may be selected at random for

drug testing at any interval determined by the Company.

4.332. FOR-CAUSE TESTING: The company may ask an officerfemployes 1o

433

subimit to a drog test at any time it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
circumstances: evidence of drugs on or about the employes's person of
in the employes’s vicinity, unusual conduct on the employee'’s part that
suggests impairment of influence. of drugs, negative performance
patterns, or excessive and enexplained absenteeism or tardiness.

. POST-ACCIDENT TESTING: Any officer/employes involved in a "Near-
Miss” incident er "Work Accidemt” under clircumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test,
As delined herein, “Near-Mizs" means an (ncident arising from or In the
course of work which could have fed te injuries or fatalities of the
warkers and/or considerable damage to the employer had it not been
curtailed. “Work Acodent” refers 1o wnplanned 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

4.3.4. Al drug tests shall employ, among others, twe (2} testing methods, the

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

OHF - 4oy
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the level of care and administrative interventions that can be extended
to the concerned employes

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

4.36. All costs of drug testing shall be borne by iploy Inc

5. TREATMENT, REHABILITATION, AND REFERRAL

5.

5:2.

53.

5.4.

An officer/femployes who, for the fiest time, is found positive of drug use,
shall be referred for treatment and/or rehabilitation in @ DOH accredited
center, For this purpose, Iploy Inc, shall provide a list of at least threa (3)
accredited facilities which an employee who was tested positive for drugs
may choose from

Faliowing rehabilitation, the company’s Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employvee and recommend to the empiover the resumption
of the employee's job i hefshe poses no senous danger to his/her co-
employess and/or the workplace.

Al costs for the treatment and rehabilitation of the drug dependem
employee shall be charged to his account, The perind during which the
employee is under treatment or rehabilitation shall be considered as
authorized feaves

Repeated drug wse even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under R4, 9165
and is a ground for dismissal,

B, ADVOCACY, EDUCATION AND TRAINING

6.1

6.2,

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,

All afficers and employees are required to undergo an orientation/education
program before assumption ol their respective duties, The program shall
include the following 1opics:

B6.2.1. 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;
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6.3.

6.2.3. Preventive measures against drug abuse; and

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

To encourage all officers and employess to lead a healthy lifestyle while at
work and at home, iploy Inc. undertakes to conduct the following activities as
often as possible;

B.21 Lifestyle  assessment  programs on health  nutrition,  weight
rmanagement, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

6.3.2. Health wellness screenings [e.g. Dlood pressure and heorl  rote,
cholesteral test, blood alucose; etc.);

&.3.3. Sports. recreational and fun-game activities; and

6.3.4  Other activities promoting health and weliness

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLDYEES

71

7

73

Iplay 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 employees. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them

Iptoy 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 only where required by law, in case of overriding public health and
safety concerns; or where auch exceptions have been authorized in writing by
the person concerned

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

£ CONSEQUENCES OF POLICY VIOLATIONS

8.1

8.1

Any officer or employee who uses, possessies, distributes, sells or attempts to
sell, tolerales, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article Il of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
ALL.

Any oificer or employee found positive for use of dangerous drugs shall be
dealt with administratively In accordance with the provisions of Article 282 of
Book VI of the Labor Code and under RA 9165

l o

e1- 14y
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5. IMPLEMENTATION AND MONITORING
9.1.1, The implementation of these policies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workplage. For this purpose, an Assessment Teaim shall be constituted in
accordance with D00 53-03.
10. EFFECTIVITY

10.1. This Policy shall take place effective immediately and shall be rmade
known o every employee,

11 ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

Prepared by: Jo Ha
Hurrlan Resources

Reviewed by Alfrédo P, Qb\gﬁgﬁljg_ Ir.
Director of Operytions
L J

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

| hereby acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Policy
and Program, a summary al the drugs which may alter or affect a drug test and a list of
local Employes Assistance Program providers or logal drug and alcohol treatment
pragrams. | have had an epportunity to have all aspects of this material fully explained. |
also understand that | must abide by the Program as & condition of initial andfor
continued employment, and any violation may result in disephinary action up to and
including termination,

| atsg understand that during my employment | may be required 10 submil Lo testing for
the presence ol drugs or alcoho! in my body. | understand that submission to such testing
15 a candition of employment with [Companyl, and disciplinary action up to and including
termination may result if;

1] [ refuse to cansent to lesting

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

3 | refuse to authorize release of the test results to the company,

4) The tects establish a vislation ol [Company]'s Drug-Free Warkplace Palicy
5) | otherwise viokale the policy.

| also recognize that the Drug-Free Workplace Policy and related documents are nat
Intended 1o constitute 4 contract between Iploy Ing. and me

The undersigned [urther stales that hefeshs has read and understands the above
acknawledgem d signs below of hes/er own free will,

. L1-14 " 1g
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Date tlanuary 1, 2018
To L ALL EMPLOYEES CONCERMNED
From : Human Resources
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM OMN ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

1.1.

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

2. COVERAGE

21

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

3. POLICY STATEMENT

31

12

33

14

Iplay Inc. believes that employees should be affarded the opportunity to work
in an emarcnment free of sexual harassment. Sexual harassment s a form of
rsconduct that undermines the employment relationship. Mo employes,
aither male or female, should be subjected wverbally or physically 1o
unsolicited and unwelcome sexual overtures or conduct

Sexual harassment refers to behavior that s not welcome, that is personally
offensive, debilitates morale  and, therefore, interferes  with  wark
effectivenass. Such behavior may be in the farm of unwanted physical, verbal
or visual sexual advances, requests for sexual favers, and other sexially
oriented conduct which |5 offensive or objectionable to the recipient,
including, but not limited 10; epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

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

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy s based on, the definition af sexual
harassment set forth in Section 3 of A.A. 7877 It provides that sesual
harassment in workplace 15 committed by an employer, employes, manager,
supervisar, agent of the employer, or any other person who, having autharity,
influence or moral ascendancy over another in a work environment, demands,
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requires or otherwise requires any sexual favor from the othar, regardiess of
whether the demand, requests or requirement for submission is accepted by

the object of said Act

I -a

work-related or employment  environment, Sexual harassment s

committed when

4.1,

343

343

The sexual favor is made as a condition in the hiring or in the
employment, re-employment, o continued  employment  of  said
individual, or in granting said individual favorable compensation, terms of
conditions;, promotions, or priviieges; or the refusal to grant the sexaal
favor results in limiting, segregating or classifying the employee which in
any  way would discominate, deprive or  diminish  employment
opportunities or otherwise adversely affect sad employes;

the above acts would impair the employees’ rights or privileges under
existing labor laws; or

the above acts would result in an intimidating, hostile, or offensive
environment for the employes,

35 WHERE SEXUAL HARASSMENT 15 COMMITED

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

351.

In or sutside the office bBullding or training site;

3.5.2. at office or training-related social functions;

35,3, inthe course of work assignments outside the office;

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

3.6 FORMS OF SEXUAL HARASSMENT

Sexwal harassment may be committed in any of the following forms:

361 Overt sexual advances;
6.2 Unwelcome or improper gestures of affection:
363 HRequest or demand for sexual favors including but not limited to going

out on dates, outings, or the like for the same purpose,

364, Any other act or conduct of a sexual nature or for purposes ol sexual

gratification which is generally annoying, disgusting or offensive to the
viGLirm
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WHAT 15 NOT SEXUAL HARASSMENT

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

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertzkes 1o provide its officers and employees a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and emplayees must interact in
the course af ther employment in lplay Inc. Sexual harassment is specifically
prohibited as unlawlul and as a violation of company policy. The company is
responsible for preventing sexual harassment In the workplace, for taking
imemediate corrective action to stop sexual harassment in the workplace and
far promptly investigating any allegation of work-related sexual harassment

4. PROCEDURE

4.1

4,2

COMPLAINT PROCEDURE

411 Any officer or emplayee, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iploy Inc
management or ownership. Al allegations of sexual harassment will be
guickly investigated. To the extent possible, the identity of the officer or
employea 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
autcome of the investigation

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
reprosentative to recelve complamts, investigate and hear sexugal
harassment cases. The Committee shall develop its own rules in the
settlernent and disposition of sexual harassment cases. The Committes
shall also develop and implement programs to increase understanding
and awareness aboul sexual harassmen

RETALIATION
4.2.1. lploy Inc. will permit no employment-based retaliation aganst anyone
who brings a complant of sexual harassment of who speaks as a witness

in the investigation of & complaint of sexual harassment.
i

| | ey
O1-1g- 44
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4.3 WRITTEN POLICY

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

5. CONFIDENTIALITY

5.1, A1 the commencement of the mvestigation procedure at the Committes,
starting from the filing of a written complaint, of the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence, It is the ntention of Iploy Inc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the mvestigation process
confidential at all times, even alter the conclusion of the investigation proper.

6. EFFECTIVITY

B.1. This Policy shall take place effective immediately and shall be made known to
evary employes

N,
Prepared by: Jo HPnn R. lecio
Human Resources

—
Reviewed by, Alfrede E ;e rmarilio Jr,
[ Qctgr Fﬂ-‘pe-rallnnr.

Approved by: Yisroel ¥ Gissinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

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

Submitted by:

Yisroel Y. Gissinger
CEQ
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DATE April 3, 2018

T : ALL EMPLOYEES

FROM . HUMAN RESOURCES DEPARTRENT

THRU | OPERATIONS MAMAGERMENT

SUBIECT ) MEMO: RESTROOM GUIDELINES

Iploy Inc. pravides unisex restrooms avallable <o that employess can use them when they need
to do so, Dne i located inside the aperation Moo and second s in the hallway cutside the
operation floor, However, those who are uncomfortable, has issue with the unisex restroom,
wi have a separale single, private restroom avadable lor use.

Maoreover, any employee with concern/issue in using the unlses restroom, please visit Human
Resources affice to get door agcess pass. Office security, Log in and Log out procedure shall
apply.

Furthermare, It 15 essential that all emplovees should comply and observe the restroam
etiqguette:

= Knock if the cubicle appears to ba pecupied, Don't peek under the doors
Lock the cubicle door when you enter
Stand close enough to the pan or urlnal s you don't wet the seat, walls or
fleor

o Flush the tollet after use and wipe off the tolket seat Tor the nest user

®  Paper lawels go in the trash can, not on the floos or (n the talet bow!

o MWash your hands to prevent the spread of colds and the fly

®  Please use water and paper towers conservatively

For yaur information and guidance
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Febirnary 27, 2014

To ALL EMIPLOYEES

FROM H HUMAN RCSOURCES DEPARTMENT
THRU OPERATIONS MAMAGER

SuUBIECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is Issued 10 ensure
emplayees on office attendance an
To ensure effective implementatio

1.

9.
10.

11,
12,

the effective enforcement and strict observance of all
d punctuality

n and monitoring of affice security

Employees are req
il the door is apen
Employees arc allowed ta be in
their scheduled time

Bags and/or personal items shou
the production arpa

Once an employee logged in and insid
outside until their 1% break

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

| to extend their time
Pantry, recreation ream and locker should be closed at all times,
their RF 1D to access these rooms

Mo tailgating

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

Mo employees are allowed 1o stay in the waiting area for applicant.

Emplayees who left/lost their IDs will get temporary 10 from HR and will be dealt with
according to our code of conduct and discipline.

Submit self to magnetic wand scanning with the security personnel
Only water in a clear container is allowed In the cperation area and recreation room

uired to log in and log out using the biometric and the RF ID, even
side the office and to Log in thirty (30) minutes before
Id be left in the locker before longing infgoing inside

e the preduction area, they can no longer go

employees must use

be charge to the

For guidance and strict compliance.

Dlrl-@‘orﬁ Operations

Scanned by CamScanner
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DATE % November 17, 2021

TO 3 ALL EMPLOYEES

FROM 3 HUMAN RESOURCES

SUBIECT 3 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 [ist of rules provided below for your reference.

RULES
*  ONE LOCKER OMLY per employes, NO sharing of lockers,
*  NO storing of perishable foods/leftovers inside the locker,

Praper sanitation is strictly observed (E.G. No storing of unwashed containers/mugs/utensils, etc,)

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

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

will be forced open, and the company will not be liable for padlack replacement nor

relmbursement.

= Any sort of action that may result in damage to property is strictly prohibited. This includes but is
not limited to graffiti/vandalism, posting of stickers, damage to facility property such as the forced
opening of lockers withaut the management,/HRs' k nowledge or consent, etc.

®  The campany 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 Reguest due to lost padlock key or fargotten password/code should be submitted a
day prior and will be subject to availability of the bolt cutter.

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

«  NO LOITERING inside the locker room

* Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: Moted by;

4=y iy
Carlos Gotiong arilla
Empl Relations Specialist General Manager Directo perations

governing the iPloy Locker Policy,
1)ie[w

v |
Em plu'.lgf__!‘djpal[ﬂ/m@uﬁmted Nalrrreﬂﬁte
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DATE April 3, 2018

To ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT
THRU OPERATIONS MANAGER

SUBMECT MEMO: CALL IN FOR QUT OF OFFICE

In arder to properly monitar out of office employees, & new process to call in/report absence will
be implemented effective Manday, Apnl 9, 2018

Guigehnes:

In cases of kate and/or absences, employes should report to Human Resources thriugh
SMS er Call via HR hatline; D917-709. 7074
Matification should contain the fallowirg information

a. Complete (real) Name

b, Dapartment

c. Team Leader

d. Callin for: (Whole day Absent, Hall -day Absent, Litaj

& Heason
HR will be the one to send notification to Operations Management
Mo call in should be communicated through Tearmn teads or any other employee. It should
e dorie by the employes or bis/her relaties
Notification should be at least two (2] hours before the employes's shift
I an employee s advised to rest/cantined in the hospltal, number of rest days as adwised
by the physician should be indicated. Otherwise, employee must send notification daily
Failure to natify will be tapgged as Mo Call, No Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline:

For your guldance and stnict compliance.
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February 18, 2020

Ta : ALL EMPLOYEES
FROM £ OPERATIONS MAMAGERENT
SUBECT } ATTENDAMCE BOMUS 2020

A5 we end the year 2019, IPloy would IHe to set clear key procedures and policies. This memorandum serves as
reminder o be followed:

PAYROLL

1, Immaculate Attendance Bonus is for employees with perfect attendonce. Employes should MOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Fallure to punch in = out for
breaks will also disgualify the employee. o walvers will be given,

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

1. Employees whao tendered their resignation before the release of the Sign On Bonus (First Hall or Secand Half ] will
WO longer be eligible 1o receive it

4. Employess gualified for the Sign On Bonuz (First Half or Second Halfj will recemve it on the 307 of the succeading
manth from eligibility.

5. Eligibility for the annual madt ingrease Is based on overall performance and management discretion. Pay out |s
at managament’s discretion,

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

* 1 day absence - the medical certificate must be dated on the day of abzance o the next day, If the absance
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows = at the fatest. It
cannot be dated on the day that the agent is 1o report back to work.

. 1 days pbsence - the medical certilicate must be dated on the initial day of absepce or the next day. 1If the

absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the
latest, It cannot be dated on the Saturday that immediately follows or that Monday that the agent is to report back
to work.

. 3 days of absence or langes - the medical certificate must be dated on the initial day of absence or Uhe next

day. It cannot be dated on the day that the agent reports back 1o work with the advice o rest antedated Trom the
inicial 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 1o rest plus Seturday and Sunday — the agent must be back
to work on Monday,

l :}G.m
-19-34
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o IT the doctor prescribes rest, the medical certificate must include the number of days af rest. The
advice 10 rest cannot be aptedabed.

o There must ha 3 fit te work dake.

o The only exception to the Medical Certificate date guidelines is If the employes has been
hospitalized.
VACATION LEAVES

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

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

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

4, The company and cllent have the right to disapprove leave requests and concel approved leaves for thase

employeas who committed unscheduled absences on the prior month and on the current manth of the reguested
time off including poor attendznce records, behavioral and productivity issues,

Approved By:

|IMGE
Chief Executive Officer

FR
[Hrector of Operations

01- 19719
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Date : November 17, 2021

TO ¢t ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

Sick Leave is to be used by employees who are |l, ar any other form of absences supported
by a valid document,

1. Employees are required to notify the HR hotline number (0917-709-7074) and/or send an email to
hr@iploy.com at least two (2] hours befare 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.
*  Bereavement leave/s
* Emergency leave/s
* Power Outage/internet Outage (for temporary Woark from Home set-up)

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

Note: Mo more Manual filing of Sick Leave except if the employes was hospitalized and/or
quarantine due to COVID-19,

4. Below are the documents needed to provide to use the paid sick leave;

= Employee's illness or injury

* Atthe discretion of the employer, the employee should furnish a certificate from

a physician stating that the employee was Incapacitated from work for the
period of absence because of sickness or injury and that the employee is again
physically able to perform his or her duties. {Medical Certificate with Fit to
Work)
Blacklisted Doctors and clinics” will not be honored, (Please refer to the
Blacklisted Clinic/Physician Memo)

v

* Bereavement leave (Pleasa refer to the Bereavement Leave Policy)

= Emergency leave
# Validate his/her absence through supporting docurments as to why she/he was
having emergency leave on the said date,

*  Power Dutage
= Certification from their electric/power supply provider (e.g., VECO, CEBECO,
MECD)

* Internet Qutage
# Ticket number from the internet service provider and/or screenshot/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 diselplinary 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.
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o If sickness claimed is fictitious or non-existent,

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

leave is warranted.

This Memorandum shall take effect on Movember 22, 2021,

Please be guided accordingly.
Created by;
15 AR
HR Flana
Mated by:

= M—
fredo Camarillo Angelo Manal
Director, O ratipns Operations Manager

I

-8 jw-]l

Carlos Gotiong

“General Manager
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Movember 12, 2019

ALLEEMPLOYEES

HUMAN RESOURCES DEPARTMENT
DPERATIONS MANAGER

555 SICKMESS CLAIMS - 5 CALENDAR DAYS

Far those employees’ who wants to file for sickness claims must submit the duly accomplished 555
natification farm attached with original and complete medical documents, It should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmates to submit
thelr form In Accounting affice.

A member is qualified to avail of this benefit if:

1. He s unable to work due to sickness ar injury and confined either in a hospital or at home for at
least four {4) days;

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

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

4, He has notified the employer or the %55, if unemplayed, valuntary or seli-employed meamber
regarding his sickness or injury.

Fallure to submit the documents within the prescribed period will free IPloy from any hability of their

claims,

For your guidance.

If there are any questions or elarifications, please feel free to approach the Human Resource Department.

Simcerely,

Moted by:

SH%M!PL
Dir , Dperations

o\




e e ot e & iPloy

Ceban Busioess Park, Tebu Chiy B0 auli

HAM-2023-10-016

DATE : October 4, 2023

TO ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This s 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 physicians that are
considered blacklisted and medical certificate/documents issued by them will not be accepted. In the
event that the employee submits any of the med certs under these clinics/Physicians will be tagged
a5 culpable for Insubordination under Rule 1 Section 22 of our Code of Conduet and Discipline.

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

Rajah Tupas Medical Services

Bimbo H. Tequille MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Ska Clinle

Health Doc Diagnostics

Gaudiasa Mantecillo Jr, MD

Mow Serving

Dr, Gudan Darnell Sumalinog

1{1 Tambut Madical Clinic

11. Clinies/Physicians without complete contact detalls such as but nat limited to the following:
11.1  Doctor's name

11.2  Doctor's license number
113  clinic/Docter Phone number
114  Date of Actual visit

115 Diagnosis

11,6  Recommendation

11.7  Fit to work date

R LI e

Mew Clinics added:
12. Enad Clinic
13. Bing Clinic
14, Gia Clinic
15. Weloso Clinlc
16. Dr. Paclo M. Apuli
17. Lourdes D. Sasoy, MD

When previding medical certificates for absences, ensure the following:
1. The certificate must be issued on the day of the absence or the day after.
2. Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a recelpt for prescribed medications and laboratory results, may be requasted,
3. HRfClinic will validate all medical certificates, including fit-to-work certifications, Remember
that na fit-to-work certificate will be cien!ed entry,

vy ot
| l>1'-.i
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4. Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physiclan.
5. Ensure that the soft copy (sent through email) matches the original copy submitted to HR.

Please be aware that the following concerns may render a medical certificate Invalid and una cceptable:
1. No consultatlon date specified.

No diagnosis provided. Please note that 7 codes are not considered as diagnosis,

o contact information displayed in the medical certificate.

Absence of physician's name and licanse number.

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

contacted,

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

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

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

L o S

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

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

This updated memarandum shall take effect on October 15, 2023

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

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

N Afganza
Employes Relations Supervisor

Moted by
e . heii— &% N
| o Manal Camna Ir.
HR Manager Ma r Operations Manager Dir r af (tperations
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Date : MNowvember 30, 2022

To 3 ALL Employess

FROM i Human Resources Departmant

SUBJECT . VACATION AND 5iCK LEAVE CONVERSIOM

W are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payoul In this connection, all remaining SL credits are to be converted thus, 5L application 1s no longer
altowed until the end of the year.

As for the Vacation Leave (VL) conversion, all unused V0 credits will be released on the 30" of December
2022. all empleyess can plot 2 VL request untll December 8, 2022 OMLY. The sctusl VL dates will cover
only untll Aprl 30, 2023, Kindly take note of the reminders below in reference to filing of VL:

® No retraction of approved Vis. If the employes reports for work on the actual VL date, the WL
will not be reimbursed and will be vaidad.

® Mo rescheduling of VL once approved.

= WL date should not fall on a local haliday otherwise forfeited,

Mote: Approval of VL requests will be on or before December 14, 2022,

Furthermare, if the employes resigns or gats saparated from the company elther voluntary or lmealuntary,
all seailable VL credits will be forfelted and will not be part of their last pay I

= Employes filed an immediste resignation and/or failed to provide a 30-day notioe.

= Employee went on Absent Without Official Leave [AWOL)

* Employes Incur any leave, absences, and/or any form of terminal leave within the A0-day notice
period with the exception that the employee provided a valid documentation such as but not
limited to hespitalization due to sickness, accidents, or contagious dissases.

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

® Employee will have issues with performance induding but not limited to quality, productivity, &
cliznt ascalation within the duration of the 30-day notice.

* Incurred any behewioral infraction such as but not limited 1o Sleeping, Browsing Unrelated
Websites and atc,

Furthermore, 5L and V1 conversion maybe subject to tax, Should you have questions pertaining to this
mam, feed free to rezch out to our Accounting personaned at Accounting@iploy.com,

W

Accounting Manager

Noted by:

Operations Manager Dit rof Etlons

o1-1@ - 14
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Decembaer 17, 2014

Ta ! ALL EMPLOYEES
FROM - OPERATIONS MANAGEMENT
SUBJIECT : CLEANSING PERICD

iPlay Staffing Solutions beliewes in giving employees encugh room for imprevement 1o straighten out
employment in regards to compliance to our company’s Code of Conduct, The aim of this agproach s to help
motivate employess rectify passed offenses and start anew

Cheanming Period pertaing 1o the time whon an empioye: who has been subjected (o o Disciplinary Action (0A)
I+ expected 1o improve perlormance. Ample time 1§ given to corredt improper behavior and refrain from
cammitting any other infractions.

If &n employes doos not commit the same Infraction fot the specified cleansing period, 1he progression of the
disciptinary action will shide back to & level depending on its type. Plaase refer to table below

Attendance

The counting of the Cleansing Penod will start based on the date when DA was decided upon. All documsntations
fat infractions will still be kept in the Employes’s 201 File regardlass what period of EORIEs AN

The Cleansing Period s affactive lanwary 1, 2020 covering Das & manths and older.

Sencevely yours, Noted By Approved By
ety :
Bfis/q
VARILLO IR, HAY GISSINGER
ekt ; rations Chim! Executive Crificer

01 7@




CODE OF CONDUCT AND DISCIPLINE (Table of (mbractions)
STATEMENT OF POLICY
The Code of Conduct and Discipline is designed toensure healthy snd positive weridng
armdrarmend, and hages ke meintain ard wphold prolessioralis amang {Pioy inc. employess.
The estabished nome hermin et forth arm peared T BIE the Cemipany's
Gl §vd obpe It & wocihy to fre that the Code is not meant io be oppressiae nor

B % enbenced 1o eEaten and timmidate employees, incedd, it seras i The guiding principles
D what is expeched of 5 erngiopees B0 oonduct during the entine employmant bere 39 Py,

I DOCTRIMES TO GOVERN THE COMPANY'S CODE OF COMDUCT AND DISCIPLINE

1. Th right 1o descipline and dischange emplopess or UST and propsy Causes 5 maragement’s
prerogatie ershrined from the 1987 Philinpine Constaution.

1 Faimess and justios shall sways govern the imposition of disciplinary sctions. Exating Labor
Larws, implemerting Rules and JuriSprudence will alwan be chisrved,

L The fulll and strict maintenance of distiping is the maragements respansibiiny. Thua, B shall be
i%gﬂiiigg irttiate any dipsinlingry
Eliisl bk lon of the file B cammitied.

B In caes of muitple wiolations af this Code, the Tollowing rule shall sooly 23 5o the oeraloy ta be

the NTE
4, Coacning Form and Writhen Expacation of the e-malkyes thouid be submitbed within

5
of the EIE.HH& ggg

€. Ligriar ir: the timeline will not void the sartion.

Az an iPioy emphayes w expect (hat you will mast the Tollowing bekavions] andards:

& Proger Condud -and Deoanum i snpecied from you within the office and cutside when
repriterting % Company. Thil intudos apprapriste dress, amending the office ready to work, use af
proper and decent Lingeage, chservance of propar slfice snd work decsrums, mainisining groper
iﬁ?‘vﬂu‘?ii gl&nﬁ!% no in the empioy of The oompany,

b Enbarcing Prewd the Compary expect the Proper care ard utilisation ol
Canitsl avalabie to :gii%iiiqﬂigéi!nli_g
Aprogriate bresk and finish fimes, geriing on with the joib and pedorming the joi 1 the best of your
-..._Ee___nu-l_i Fiituche and cedication toane's work assignmenty, supnarting wperisions and thoee in

¢ Following rules on sustomer &nd cliens necstions and alwiyvi maintsining o profesicnal heiptul
attitucks wATh CLthomers.

DE:H%E.E.E.EEE—H&HEEFEHL A proger stttude
.B.lq_-nn_. Ir end proper b i % In the office, good heelth of yourset! and others aroend

¥oul, @Rfist in the security of 108 office, Eﬂiﬁili-ﬂ.

&, Proper use of Company Property, failities and ssourity to protect compary and empioyes:
ansels. Setury handling and maintensnce of Cormpany reconds, beep confidential and protect the
Inkagrity of 8l Cernpary cpevaticg deta and information, sopropriste use iF all Compary equitment for
weork related putposes, properly sccount far 82 Company funds received.




Applicabifity
This Coae shal sty to ol [Pioy employees, regardisss of status or positon neld,
I Types of Dffenses
Level 1 - nfractions wnich are mingr in netut Bt whicn may become rabtual and cisrugtive IT pen
comatied. |t had no detrimental impact of the Dukess.

Level 2 = Savicus phiense whizh caus delty in cperations, may pose threat, narm, o danger 1=
Compary progerty and/or iives of Individuai.

Level 3 — Infractions which wil destroy the cormpany's image and reputstion. 1§ causes substantia loss o
she comparny #nd San resilt 19 critical Sperational disraption. & critisal oftense that has sempramited
P sty of the empioyees, the integrity of Cllend, lhe saletly of custores's infarmatien gnd the
Wiability of the busingis

Hi, Takbbe of lafractions
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L Savimg Clouse:

1. Terrnination of an employee shall sutcmatically sar Fimfror from m-smpioyment

2 The penalty of diamiassl shail nel prejudice the right of thi camgay B inibiats cow action
against the erring smgicyes.

B This Code shall supereede il other exiting pelicks, rvles, memes, and the e, and all polices
10 b irmplemrented, if 1he same i lound to be inconsstent with the Code of Canduct

it s s . @ iPloy

RECEIPT OF THE CODE OF COMDULT AND DISCIFLINE POUCY

This I b= scknowieege that | giigﬁigiﬂiii tard

20 ackrowledge that the Company ressryss the Aght 4o reniae, delete, ane Bdd (o The provisions of
this Code of Conduet ard Diicipling,, or condition of emgployment can be established oy any other
statement, corduct, policy, o pactRe

e .mpmm i\ ore)

AMD HAVE READ AMD LUNDERST, T ENTS.
mmmmmmmmmmm RE




