& iPloy

Mantage - 168 Floor One Mortage Towsr, Archiishop Reyes Ave. Cabu City & MSY- 11th Floor MSY Tower Peccadones Road Cebu Busmess Padk
Gt City G000 » ASET - 3-Fioor, Ayals Canter Cebu Towsr, Cebu Business Park, Cabu Gy

Employee Training Agreement

This Employee Training Agreement is rmade an lanuary 15, 2024 between iPloy, OPC, with its place of business
at the 16 floor One Montage Tower, Archbishop Reyes Awvenue, Cebu City [“Employer™) and
fin, (H [Employee's Mame], an individual with the pddress of
N E | [P Employes's Address]

("Employes"),
Recitals:

A, The Employer is pravsding a one-week training program to the Employee to enhance their skills and
knowiedge in the field of Customer Service and as part of the Onboarding process.
B. The Employes has agreed to participate in this one-week training program.
C. Thie Employer has agreed to pay the Employee o salary for the duration of the training. D. The
Emploves has agreed to the terms and conditions concerning the Pre-Employment Medical Examination
[PEME} and the submissien of Employment Requirements.

Agreement:

1. Training Obligation: The Employes agrees to attend and complete the one-week training program provided by
the Employer. The training will commence an July 22, 2024 and conclude on July 26, 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 300 of the
manth) upon successful completion,

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

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

5. Submission of Critlcal and Non- Critical Requirements: This agreement stiputates that should the Employes fail
to meet the requirements by the specified deadliine, even after multiple follow- ups, they are required to cover
a portion of any penalties Imposed by governmaent authoritios

6. Entire Agreement: This Agreement constitutes the entire understanding and agreement between the parties with
respect to the subject matter hereod, and supersedes all prior negotiations, repressntations, and agreoments
between the parties, whather written or oral,

7. Amendments: This Agreement may be amended onfy 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.
|

Employee Complete Name & Signature/Date Training Assoclate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on (Date)__p1]22 J2vay
BETWEEN
£ IPLOY OPC. (the "Disclosing Party"); and

2. JESSEL tMAE (N LCH (the "Receiving Party”),

collectively referred to as the "Parties”,
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

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

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

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

1.5. not to copy or reverse source any such Proprietary Information, The Beceiving 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 Infarmation sign a nondisclosure or similar agreement
in content substantially similar to this Agreement

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

2.1. s or becomes [through no improper action or Inaction by the Recelving Party or any
affiliate, agent, consultant or employee) generally available to the public, or

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

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

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

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

4. The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

4.2.  requires the Disclosing Party to 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 accepted by the
Disclosing Party, or by any of its respective directors, officers, employees, agents or advisers, as to,
or in relation to, the accuracy of completeness of any Proprietary Information made available to the
Receiving Party or its advisers; it is responsible for making its own evaluation of such Proprietary
Information,

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 Specialist By: New Embloyce

Mame: Jade Lenizo Mata Name: _JESSEL Wi W LLucH

Title: Onboarding Specialist Title: W ASSoCAAYE - BMpLey & RELAnoid
Address: #35 Salvador Extension Labangon Address: £ hBAHUE (T. DADKD- ESTANCIA
Cebu City MNOpUE O, eaw, (eoiy

Date; Wty 57, July Date: W‘,J J?r; 2024
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INSTRUCTIOMNS:
L
2.
3

Please PRINT lagibly.

PERSONAL DATA SHEET

Answer the questions completely and hanestly in the spaces provided,

DO WNOT LEAVE ANY SPACE BLANK. Write "n/a™, "not applicable™ or “none”

(For HA uge arily] [Far HH use only]
EMPLOYEE NUMBER DATE HIRED, DEPARTMENT
Haia rr?g 22] 2024 Hamoin | Lesouiee S

LAST MAME: M L“ II:I“ILIIEI_‘ BIDDLE MAME: [h ﬁh’| f
MICENAME: MOTHER'S FULL MAIDEN NAME:
MAE / mim) SVERIA MESIA  eDNALIL

CURRENT ADDRESS (Housa ¥ f Letl [ Black Ol f Strest, Barangay, Munlelpality / Clty, Pravinee, Zip Code)

COAES ComP-, §® ChBANULE T,

\BNBAD- ESIANCIA |, MANPAKE CAY | CEDW

PROVINCIAL ADDRESS [House ¥ / Loth / Block ¥ [/ Strest, Barangay, Munieipality [/ City, Prevdinee, Zip Cade)

CORTES (oMP., SB CADAKUL ET, 12 ARKD- ESIMNCAA , MANOAMIE catl, CE

Land Phone No.

Mablle Mo,

O9Mee251L0

babile Na.

oAU o2l

555 Mo,

oIy - 4FE 12U

PAG-IBIG Ko,

BIRTH DATE

BIRTH PLACE

210~ 241
@i_&_ﬂﬂﬁﬁﬁﬁm{l 241~

PHILHEALTH Mo,

™ 18- 904- 184

BLOOD TVPE

o] 2¢] 19490

Auracy cary

[T ALE

MARITAL STATUS

[ ]5ingla

| 1 Legally Separatod
Miarried

MAME OF SPOUSE (Married)

JAT MARr T punlH

Emall Addressis)

SPOUSE TIN

W ch)essel .[; g meal . Covw

[ ] Widow/Widower

Are you relat
[ol¥es

by kinchip or marriage up to the 3™ degree to any current employee of IPlay?
Mo  If YES, give NAME and RELATIONSHIP

PART 3 Famify Background
NAME OF SPOUSE (If married) SPOUSE 'S EMPPLOYER SPOUSE'S DATE OF BIRTH

JAY WARIN TAN Lol COND UWENT ? ol 149)maz
::'D'EHE”S i‘]i Jy | Mo.oF SISTER/S NO.OF CHILDREN | {\ f'- E;:"m{,fﬁlﬂﬂz. el i

NAME OF CHILDREM (if any) DATE OF RIATH NAME OF SIBLINGS D‘Eﬁf::m A
MMRTIN SEDATAN LU 04| 21| o

FATHER'S NAME D;LETEF OCCURATION MOTHER'S NAME “::TEF OCCURATION
estie, WAINAT| 10 o] | Pen2eD AR Shveew ARINM D610 | ICBAMEE |

PART 4

Emergency Contact (List af least 2 Contact |

FtE'I‘IDhISHIF TO EMPLOYEEE

CONTACT PERSON
{J.I-'ll.. Eirst] CONTACT PHONE NO, (Optionall
TAV ATZTINS | AACAT OAA AL G PR P
[ SIS R e Abried AT ol IV ﬂ?m (X101 ot

Maningas - 16th Floor Cna Morage Towar, Archbishop Reyes Ave, Gabu Gity [1 MSY- 118h Floor MSY Tower Pescadores Road Gebu
Business Park, Cabu City 8000 1 ACCT = 9th Floor, Ayska Conar Cabu Towar, Cobu Businiess Park, Gobw Gity,



Educational Attainment

LEVEL NAME OF SCHODL B ADDRESS ﬁn;'?jﬁ E,Tjﬂ
i coffus CAHRIST ILAGAN s
SECONDARY EDUCATION lcompus owrism waLAn| 2003 - acod JES
VOCATIONAL i
& MON-DEGREE COUNSES
FeATIARY -

S By d  [2003 - 200 Yes
Dogres:
POSTGRADUATE & GRADUATE N MAED - (LC Ot LOIN b
Degree: |

Employwmant Hist

IFrovm most recey sifians field)

EMPLOYER'S NANE T :
ONELA  WeALTHCARE APIERRTELRS AVENIR Buiom
o0 TITLE SALARY FERIOD COVERED [mm,yr)
ATt R ATON VREUTVE | F 20,000 oct 2023 Jung 2024
WISORS NAME SLIPERVISOR'S TITLE EMPLOYELS SLPERVIGES:
Preas  CulBao TR Lla‘."u % i epplicable) ?
REASTM FOR LEAVING c&#wﬁﬂ (;.H_D
ERIPLOVERS MAME ADDRESS & TEL. NO
a4 1F WNTUUCH | ONE 0 OMTA G
JOB TITLE | SALARY PERIOID COVERED [menjyr]
SKoPP! ADVISOR . F 22.000 g | "
SUPERVISOR'S MAME P N | suﬁg{fﬂn‘ﬁs TI‘:,LI%I’ﬁ . o Irl::wjmnmm
REASON FOR LEAVING -
Clep?  CROWTH
EMBLOVER'S NAME ; ADDRESS B TEL MO,
= Hres [ cimeL | PrALDANT- CEBIN
OB TITLE SALARY — PERICHD COVERLD [mm/yrs
| rehuh chee Revdeenmmie o is.eo0 G &
SUPEAVISOR'S NAME & T .
| BATVLAN SLPERY, mﬁ;ﬂ!‘ Lm_ﬁp :E;'l::FI:III':EESE‘?IUF‘[ﬂ'-ISED
REASCH FOR LEAVING ACLOWNT  CA OGO
ir'-limews NAME WP R[}_ | ADDRESS & TIL. NO: ALDAY i
OB TITLE [ saLany i FERIOD COVERED {mm/yr]
ReSpR VATIoR & #F \g,c00 A0 | =
BUP!H\'IEERE WE)IM SUPEAVISOI'S TITLE EMPLOYEES SUPERVISED
41 \MDAD TERD VERD |If appbicatin)
REASON FOR LEAVING L_ F’RT.-"ER Lﬂlg wm
EMPLOYER'S MAME ]
\Wmee ond LSA JADDRHEETEL WO, PALA-O ‘ WeAN e
108 TITLE SALIRY FERICD COVERED |minjyr)
S{iﬁ:ﬂ*ﬁﬁ ASSDA AT JIE’ 15,000 2otk | ab4\
WEREEY ouowe | TRRC |
MEMSOMFORLERMNG . . .- . . .o o o T L |

CMPng (OF RE\PENCE [ (A CRgwid

Manings - 18 Flaor Ona Monlage Towar, Archblshon Rayes Ave, Ceta Gity £ MEY- 4 tih Fioor MSY Towsr Pescadorss Boad Cabuy
Businaas Par, Celn City 8000 0 ACCT - fih Floor, Aysls Center Cebu Towor, Cobo Business Park, Gabu Cily.
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Purduenat to: (o) indigenous Peaple’s Act (R4 837G (b) Mogag Covta for Disobled Persons (R 7377]: and Soio Pavents Welfare Act 7000 (R4 §977)
please anpwer the faflawing tem.

Ari yivi @ mefriber of any indigenous group? | O vES I I?J ’ RO If yes, please specify:

Do you identify as differently-abied? | O ves | IF wo if yos, pleass specfy:

e you a salo parent? | O ves EY‘ NO if yos, please specify:
PART H Character Relerences

Give mame, address, and telephane numbess of three (3] perions who know yow otier than those pou have worked with. =
MNAME ADDRESS TEL. NO.
IN_ECTRIES FOUTIS ToME (B REAT ST pef[doT (e

(%3
—l o=
o
T

pOE B wimeT CRETES [P \PeDip eciRellA] sap g 0T ]

I MG, ANNE FiRTEL AHTES ComV 10 pOWT SCTHNCH 0RCT, £

Other Qualifications
Job-related trviedng cowrnes [ive title and pear), Job-related sills (ather keoguoges, computer amd Mnformation technology, toods, macines, &, J, dabi-
refated certificates @ad Nornses (ourrent only), Job-refated awards and speciol accamplishments (putsicotions, memberships in professional or honar
societies, ieoderchip achivities, publie speaking, ovd performonce owords). Ghee dotes ana send docunsssats

DATE (mmcar? DESCRIFTION £ TITLE

——

ADDITHONAL IDENTIFICATION

TYPE / CONTROL NO. 155UE DATE EXPIRY DATE |
PASSPORT DETAILS 1
VISA DETAILS {if applicable] . —
DRIVER'S LICENSE
OTHER GOV'T. ISSUED FDs: (For
example; 355, TIN, SOLD PARENT
| 1o, PAC, ACH, ete.)
MILTARY / GOVT, fF CIVIL 1

SERVICES {H any) | = ~

Have you ever baen farmally charged of an [ ]xyes If "Yes®, please give detadl
administrative / civilfcriminal offense? kA Mo

Have you ever heen convicted of an T],I?s IF *Yes", please give detalls;
sdminletativa f civilferiminal efenza? J Ko

CERTIFICATION

| CERTIFY tiat, to the best of nwy knowledge and bellel, all the infarmation an an attached to this documarnt i true, carmect, complote and made In grod
faith. | UNDERSTAND that fake or rauchilent infarmation on or attaches 1o this application may ba grounds for not kiiing me or eeminats my
employmant fram iPley. | BNDERSTAND L asy informstion | give may ba Imsestigated

) als):

Signatufd of Emgloyes Dotk Signbd

Montage - 16th Figer Ona Moninge Towar, Archiishion Reyes Ave, Cabu Clly T MSY- 118 Floar MEY Tower Pascadorss Rasd Cabu
Buninsar Park, Cobu City 8000 [} ACET - §th Floor, dyala Canber et Tower, Cabu Business Pask, Cabyj City.
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

LR, WA M. LM heraby authorize Iploy Inc. and/or it's representatives to

make Investigation of my background, references, character, past employment, consumer reports,
education, and criminal history recard Information which may be In any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my qualifications for employment. A telephone facsimile
{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent,

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

| release Iploy Inc., its employees, designated representatives, agents, officers and trustees from
any and all clalms of liability or damage due to either the procurement or the true and accurate
disclosure af sueh records or infarmation,

Applicant Name: _frcotL ol (. Ll

Prasent Address: Caiiy | ;
T A Py g C'tl'h {.at“F:'l.a'. bwl Ly
Social Security Number: 6111- 43 49121- b Date of Birth; _0 | 2¢]199C

Signature;

F N |
Date:
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5IGN-ON BONUS POLICY

Policy:

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

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

A regular employee

Mo resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status

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

» 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 succeeding month of the
anniversary date of the employee.

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

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

ELL

Signature Over frinted Name/Date
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revision Mo 01
Effective Data sdune 13, 2022

| acknowledge that signing this document s 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,

I| i

o mg':“{a

Moted:

1|22

=4
Date

{[4]

Mame and Signature

Onboarding Specia




iPloy Gift Policy

The aim of this policy 1s to establish a uniformity relating to the acceptance of gifts, including gratuities
and rewards. This policy applies to employees of the company, Employees indude all permanent, part-
time, temporary and probationary status,

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

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

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

- T Insba’ncﬂ— Written Warning
b. 2™ Instance- Final Written Warning
c. 3"instance- Dismissal

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

Employee Acknowledgement

I have read, understand and agree ta comply with the foregoing policies, rules and conditions governing
the [Ploy Git Paolicy,

Name: JESSEL  gAlcE W Lk
Signature: \4@ Date: 0 r} L‘T,rl' 24

i/' iy




iPloy Social Media Policy

iPloy recognizes that employees use social media tools as part of their daily lives. Employees should always
be mindful of what they are posting, who can see it, and how |t can be linked back to the organization 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 menltor social media sites for employee content on an ongolng basts, however
employees should not expect privacy in this regard. iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
fmanagement comes across In regular internet monitoring, or s braught to the organization’s attention by
employees, customers, members of the public, etc.

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

®  Publishing material that is defamatory, abusive or offensive in relation to any employee, manager,
office holder, shareholder, eustomer or dient of the company;

*  Publishing any confidential or business-sensitive Infarmation about iPlay;

= 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 to the following when engaging in sacial media,

* Be aware of your association with the company when using online social networks. You must
always identify yourself and your role If you mention or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients, You must write in the first persan and
state elearly that the views expressed are your own and not those of iPloy, Wherever practical,
you must use a disclaimer saying that while you wark for the company, anything you publish is
your opinion, and not necessarily the apinions of the campany.

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




L]

Be aware of data protection rules — you rrust not post colleagues' detalls 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 priar written authorization of the management,

Be respectful always, in both the content and tone of what you say. Show respect o your
audience, your colleagues and customers and suppliers. Do not post or publish any cemments or
cantent relating ta the company or its employees, which would be unacceptable in the workplace
or in conflict with the company's website, Make sure the views and oplnions you express are your
own,

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

Once in the public domain, content eannot be retracted. Therefore, always take time to review
your content in an objective manner before uploading. If in doubt, ask someone to review it for
you. Think through the consequences of what you say and what could happen if one of your
colleagues had to defend your comments to a customer,

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

This policy extends to future developments in interet capability and sacial media usage,

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

Always remember on-line content is never completely private;

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

Consider all online information with caution as there Is no quality contral pracess on the intarnet
and a considerable ameunt 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 te 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 policies, strategies or opinions to employees.

Enforcement f Progression

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

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

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

Employee Acknowledgement

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

Marme: TEsSEl WAy W paurh ==

Sigmature: J Iy Date: ki L"l Lll 24
: |

ke
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Drate : February 22, 2018
To cALL EMPLOYEES CONCERMNED
Fram : Human Resources

Thru : Dperations Manager
Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

OBIECTIVE

L1 In conformity with Republic Act No, 8504 atherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workpiace-based
programs as 3 potent tool in addressing HIV/AIDS as an international
pandemic problem, this company policy © hereby ssued lor the information
and guidance of the employess in the diagnosis, treatment and prevention of
HIWV/AIDS in the workplace.

L2 This policy s also aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers' right against discrimination and confidentiality is
maintained

COVERAGE

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

IMPLEMENTING STRUCTLIRE
3.1 tploy Inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departmenis
POLICY STATEMEMNT
4.1, BASIC INFORMATION ON HIV/AIDS
41,1 What is HIv/aID5¢
4111 It s a disease cawsed by a vires called HIV  (Human
fmmunodeficiency . Virus), This wirus slowly weakens a person’s
ability to fight off other diseases by attaching itself te and
destroying important celts that control and support the human
IMmune systed,

412 How HIN/AIDS s transmitted ¥

4121 Linprotected sex with an HIV infected person:
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41,22 From an infected mother to her child (dunng pregnancy, at
birth through breast feeding);

4.1.23.  Intravenous drug use with comtaminated needles;
4,124, Transfusion with infected blood and blood products; and

41245, Unsale, unprotected contact with infected blood and bleeding
wounds of an infected person.

413, |wthere acure?

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

5. GUIDELINES

5.1 Praventive Strategies,
5.1.1. Conduct of HIV-AIDS Education.
5.1.1.1 ‘Who will conduct?

The Medical Clinic of Iploy Inc_in coordination with the Health and
Gafety Committee shall conduct HIV-AIDS education to all emplayees
far free. This shall also form part of the orientation of newly hired
employeas. The standardized Information package developed by the
Department of Labor and Employment (DOLE) may be used for this
pLUFpOLE.

5112 Howwill it be conducted?
Thie HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures, counselling. and training  and
information on adherence to standard or universal precautions in the
waorkpiace

5.1.2. Screening, Diagnosis, Treatment and Referral 1o Health Care Services

5121 Screening for HIV a5 a prerequisite to employment (s not
mandatory,

51.2.2 The company shall encourage pasitive health seeking behavior
through Voluntary Counseling and Testing

11
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5.1.23  The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers, Referral
to Social Hyglene Chinics of LGU for HIV screeming shall be facilitated
by the company's medical clinic staff,

5124  The company shall likewlse facilitate access to livelihood
assistance for the affecled employee and his/her families, being
offered by other government agencies.

6. SOCIAL POLICY
6.1, Non-discriminatary Policy and Practices

6.1.1. Discrimination n any form from pre-employment to  post-
employment, including hiring, promotion ar assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an irdividual is prohibitied.

6.1.2. Workplace managament of sick employees shall not differ fram that of
any other liness.

B.13. Discriminatory act done by an officer or an employvee against their
co-officer or co-employes shall likewise be penalized

6.2. Confidentiality/Non-Disclosure Policy

6.2.1. Access to personal data relating to a worker’s HIV status shall he
bound by the rules of confidentiality consistert with provisions of R.A
8504 and the LD Code of Practice

6.2.2. lob applicants and workers shall nat be compelled to disclose their
HIV/AIDS status and other related medical information,

6.2.3. Co-employees shall not be obliged 1o reveal any personal information
relating to the HIV/AIDS status of Tellow warkers,

6.3, Work-Accommodation and Arrangement

B.3.1. The company shall take measures to reasonably  accommaodate
employaes with AIDS related llinesses

6.3.2. Agreements made between the company and  employes's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for return to wark

".l]w':-{
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¥ ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer’s Responsibilities

7.1.1. The Company, together with employees/ labor organizations, company
focal personnel for human resources, safety and health personnel shall
develnp, implement, monitor and evaluate the workplace policy and
program on HIV/AI05,

712, Provide information, education and training on HIV/AIDS for its
warkforce,

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

7.14. Ensure confidentiality of the health status of its employees and the
access to medical records is limited ta authorized personnel.

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

7.1.6. The Health and Safely Committes, together with employess/ labor
organizations shall jointly review the policy and program and continue to
improve these by networking with government and organizations
promating HIV prevention,

/.2, Employees’ Responsibilities

7.21. The employee's organization shall undertake an active role in
educating and training their members on HIV prevention and contral
Promaote and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose workers ta increased rigk
of HIV infection.

7,.2.2. Employees shall practice non-discriminatary acts against co-employeas,

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

724, Employees shall comply with universal precaution and preventive
MEASUTEs,

1l22) 24
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8. IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY

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

Hurman Resuurtus

.r;_ 75 1
Reviewed by: Alfredo P:gvanlln Ir,

D‘L(Et:tnr f]:lp}lratjuns
h, r |

Approved by Yisroe| ¥. Gissinger
CEQ
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Date slanuary 1, 2018

To sALL EMPLOYEES CONCERMEDD

Fram : Human Resources

Thru ¢ Operations Manager

Subject  : WORKPLACE POLICY AND PROGHRAM ON TURERCULOSIS (TB) PREVENTION

AND CONTROL

1. OBRIECTIVE

1.1, To assist the government in its campaign against Tuberculosis (TB) in compliance
with the Department of Labar and Employment's Department Order No, 73-05,
serigs af 2005 - Guidelines for the Implementation of Policy and Program on
Tuberculosis [TB] Prevention and Contral in the Workplace.

1.2.To provide initiatives to prevent the outhreak and spread of tuberculosis in the
workplace, and 1 treat, care, and support employess who become alflicted with
Lt ciilosss

2. COVERAGE
2.1, This Program shatl apply 1o all employees regardless of their employment status.
3. POLICY STATEMENT

3.1.The company seeks the prevention af the spread of tuberculosis, as wall as the
treatment, rehabilitation, and restoration to work of employess who contract
this disease. To achigve this goal, all employees are strictly mandated to undergo
an annual physical examination with the requisite chest x-ray.

3.2.Also, in line with this, 3 TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequeney (occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TB in the
warkplace. This shall be handied by the Office of Health Services (Infirmary) or
the partner health prowder of IPLOY INC in conjunction with the Operations
Manager and office of Human Resource through the company’s accredited
health prowder.

2.3.The DOTS is a comprehensive strategy to control TB, and is composed of five
companents, which are

331 Political will or commitment o enduring sustained and gualty TB
treatment and control activities;

332, Case detection by spulum-smear microscopy ameng  symplomatic
patients,;

01272
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1,33, Sandard short-course chemotherapy using regimens of & to 8 months for
all confirmed active TB cases (e, smear positive or those validated by the
TH Diagnostic Committee) Complete drug taking through direct
observation by a designated treatment partner, during the whole course of
the treatment regimen,

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

3.3.5. A standard recording and reporting system that allows assessment of case
finding and treatment owtcomes (or each patient and of tuberculasis control
program's performance overal|

3.4.Employees must be given proper information on ways of strengthening their
Immune responses against TB infection, Le, information an good nutriizon,
adequate rest, avoidance of tobacco and alcohol, and good personal hygieng
practices.  However, it should be underscored that intensive efforts in the
pravention of the spread of the disease must be geared towards accurate
infarmation on its etiology and complete performance overall

1.5 0mproving workplace conditions:

151, To ensure that contamination from TR airborne particles is controlled,
workplaces mus! provide adequate and appropriate ventilation [DOLE-
Occupational Safety and Health Standards, O5HS, Hule 1076.01} and there
shall be adequate sanitary facilities for workers,

3.5.2. The number of employees in a work area shall not excead the required
number for a specified area and shall observe the standard for space
requirement. (O5HS Rule 1062)

3.6.Capability building on TB awarenass raising and training on TB case Finding, Case
Holding: Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational safety and health
committes,

3.7.50cial Policies:

321 Non-disenmination: Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled Lo work far as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored to work as soon as their liness is controlied.

372 Work Accommodation: Through agreements made between  the
management and the employees, work accommodation measures o
supgort employees with TB s encouraged through flexible leave
arrangements, rescheduling of working times, and arrangaments for returmn
to work,
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3.7.3. Restoration to Work: The employee may be allowed to réturn 1o work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS provider,

3.8 Emploves Responsibility;

381, Employees who have sympioms of TB shall immediately seek scsistance
from the Company's Health Services Provider.

3811 Anemployee who has the symptoms of T8 s required Lo initially
wear a face mask [especially while inside the office] and shserve good
hyglene practices, at least untl declared by a competent medical
practitioner 1o be safe from transmizsion

3812 Zimilarly, Tor those-al risk, e, those with family members with TH
af thase exposed to a co-employee with TE, it would be prudent 1o
observe the same good hygiene practices until declared free from the
disease and safe from transmission,

38,2 Once disgnosed to be with TB, employess shall immediately seek
treatment either through the Department of Health's DOTS or o private
physician of the employes’s cholce.  However, it is Imperative that the one
strictly adheres to the course af treatment. Falling to dutifully observe the
treatment course may give rise to complications, such as resistance ar even
the failure of treatment, which may make it harder to treat the infection and
result in a longer absence.,

38321, An absence from work due to medical reasons of aver six I6]
months may resull i the termination of one's employment as
provided for by the labor Code of the Philippines undes Arl, 784 —
Diseaze as Ground for Termination,

383 Employees are required to undergo an annual compulsory chiest X-ray
through the Annual Physical Examination. if for any reason an employea
fails to secure a chest x-ray at thal time, he/she shall be directed to secure a
chest x-ray at an accredited clinic by his/her respective Infirmary/Health
SETVICES,

3.5.The Company shall ensure that any TR accurrence in the workplace is traced and
that all cantacts are clinically assessed, as much as feasibie.

1o, An epmployee afflicted with TH, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and who is finatly
declared to be In a non-communicable stage, may be allowed back to work
subject to being ghven a medical clearance by a Company designated physician

311 Employees {those afflicted with the disease or those [dentified under
contact tracing) who refuse to cooperate and dutifully observe lawful
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instructions (undergo a medical check-up and/or treatment), may be subject to
disciplinary action proceedings for [nsuboardination (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 contraczed Health
Services Provider| shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and technical assistance in the
implementation al the Warkplace TB Control and Management Frogram

4L An emplayee who undergoes the Annual Physical Examination with the reguisite
chest x-ray will have his/her medical record forwarded to company climg/HRD,
Employees who fail 1o undergo the requisite annual chest s-ray shall be directed
1o secure one at an accredited clinic or by his/her preferred infirmary/Health
Services.

4.2.1. Those with medical findings shall be required to undergo further medical
check-up. All medical records in connection with this secondf further check-
up shall be submitted to company clinlc/HRD and his/her respective
Inflrmary/Health Services

4202, The employee shall then coordinate with company clinic/HRD and his/her
respective Infirmary/Health Services for the next steps.

4.3 An employes who s suspected to be afflicted with TR, whather as 3 dirsct suspect
or by contact tracng, shall cooperate fully  with  hisfher  respective
Infirmary/Health Services (and/or the contracted Health Services provider). I
the employee tests positive for TB, the employee shall undergo the DOTS
program o s completion

4.4.1F the employee needs 1o undergo & leave of absence 10 recuparate, he/she will
be allowed to use the appropriate leave before ho/she may request lo be
permitted 10 go on a Leave of Absence without Pay (LOAJ

441, The employee shall cbserve the requisite procedure in applying for a
e,

44.2. The Unit concerned shall ensure that the reguisite procedures are
observed by the employvee and that the company clinic is duly informed

4.5.An employee may be allowed to go on a medical leave ol absence (without pay)
for a maxienum period of six (6) months. The concerned employee shall submit
an application for a leave of absence before going on leave. Said leave
application shall be subject to approval at the sole discretion of the Company
Managemant,

451  The same procedures under 4.2.1 to 4.2.2 shall be observed

12y
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4 6 Afer treatment, with a maximurn period of six (6} months on leave (without pay),
an employes found to be cured or i1 a non-communicable stage of TB may be
allowed back to work, provided that the employes’s health shall continge to be
manitored during the annual physical examination with the requisite chest x-ray
or a5 may be desmed necessary by the Unit Heafth Services (infirmary) or
contracted Health Sanvaces provider,

4.7 The employes returming 1o work shall be reguired by Lhe Managemen) [o secure
a medical clearance from a medical dector chasen by the Company before being
allowed to refurn to work,

4.8 The HRD will initiate disciplinary proceedings agamst any employes found to have
discontinued treatment in defiance of medical advice, or who refuses to undego
the full treatment course prescribed.  Likewsa, employess who are ordered to
undergo a check-up due to contact tracing but refuse to do so will also face
disciplinary actien proceedings. n both cases, the maximum sanction applicable
for insubardination will be the termination of one's employment, 11 it is deemed
warranted

5 IMPLEMENTATION AND MONITORING

5.1.The Safety and Health Committee or its counterpart shall penodically monitor and
evaluate the implementation of this Palicy and Program

6. EFFECTIVITY

6.1.This Policy shall take piace effectve immediately and shall be made known to
every employee,

Prepared by: lo H nria R,

Human Resources

Reviewead by

Approved by: Yisroel ¥ Gissinper
CEQ
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Date : February 22, 2018

To : ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGHAM ON HEPATITIS B

1 OBECTIVE

LLlIploy Inc. is committed to conform 1o the established standards assurance of
customer satisfaction, protection of our environment and health and safety in
the workplaces,

1.2.The company promotes and ensures a healthy envirenment through its various
health programs to safeguard its employees. And as part of the company’s
compliance to DOLE Department Advisory Mo, 05, Series of 2010 {Guidelines for

the Implementation of a Workplace Policy and Program on Mepatitis B), this

Program has been developed. This program is aimed o address the stigma
attached to hepatitls B and to ensure that the employess' right against
discrimination and confidentiality is maintained.

13.This gusdeline is formulated Tor everybody's information and reference for the
diagnosis, ireatment, and prevention of Hepatitis B. This will inform: the
employees of ther role as well as the company i dealing with Hepatitis B, A
healthy environment encompasses a good working relationship and great output
for continuaus business growth
2. COVERAGE
#.1.This Program shall apply 1o all employees regardiess of their employment status
3. POLICY STATEMENT
3L Implementing Structure
311 Iploy Inc. Hepatitis B workplace poficy and program shall be managed by
its health and safety commillee. Each division ar department of the
Company shall be duly represented
3.2.Guidelings
3.2.1. Education

3.2.11 Hepatitis B shall be conducted through distribution and posting ol
IEC materials and counselling and/ or lectures; and

01 2224

JESSEL M m:- Lt cfl




-
ey Incarpotated iP
Tiah Bt WS Tueer
Tty e

Feacadeny Biadl Dt Bauness Patk,
Cirtra Lty (M0

3.2.12  Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Climic in close coordingtion with the health and safety committee.

3.2.3. Preventive Strategios

3221 Al emplovees are encouraged 1o be immunized agalinst Hepatitis
Bafter securing clearance from Lhair physician

1222 Workplace sanitation and proper waste management and disposal
shall be momitored by the heéalth and safety commities on 4 regular
basis,

1223 Personal protective equipment shall be made available at all times
far all employess; and

3.2.24 Employees will be given training and information on adherence 1o
standards or universal precautions in the workplace.

4, SOCIAL POLICY
4111 Non-discriminatory Policy and Practices

4.11.0.1 There shall be no discrimination of any farm against
employess on the basis of their Hepatitis B status consistent with
tne ainternational agreemeants on non-discrimination ratified by
the Philippines (ILO C111} Employees shall not be discriminated
against, from pre to post employment, including  hinng,
pramotion, of asignrment because of their hepatitis B status

41,112, Workplace management of sick employees shall not differ
from that of any other illness. Persons with Hepatitis B related
inesses may work for as lang as they are madically fit 1o work

411.2 Conlidentiality

4.11.2.1. Iob applicants and employees shall not be compelled to
disclose their Hepatitis B status and other related medical
Information. Co-employess shall not be obliged 1o reveal any
personal information about their fellow employees, Access to
personal data relating (o employes’s Hepatitis B status shall be
bound by the rules on confidentiatity and shall ba strictly limited
to medical personnel or if legally regquired.

4113 Work-Accommaodation and Arrangement
41131 The company shall take measures to redasonably

accommodate emplovess who are Hepatibs B positive ar with
Hepatitis B - refated linpsses

‘1}11 l 24
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41132 Through agreements made between management and
employees’ representative, measures o support employess with
Hepatitis B are encouraged to work through flemble leave
arrangements, rescheduling of working Lime and arrangement for
return o work,

4.1.1.4 Scresming, [iagnosis, Treatment and Referral to Health Care
Services

4.1,14.1. The campany shall establish o referral system and provide
access to diagnostic and treatment services Tar its employess (o
appropriate medical evaluatian/ monitoring and management.

4.1.14.32. Adherence 1o the guitlelines for healthcare providers on
the evaluation of Hepatitis B positive employees s highly
encouraged.

4.1.1.43 Screening for Hepatitis B as a prevequisite to emplayment
shall not be mandatony,

4115 Compensation

4:1.15.1. The company shall provide atcess to Social Security
System and Employess Compensation benefits under PD 626 10
an employee contracted with Hepatits B infection in the
performance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
L I 6 Employer’s Responsibilities

51.1.1.1 Management, together with employess’ organizations,
company local personnel for human resources, and safety and
health personned shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatitis B

51112 The Health and Salety Committes shall ensure that thelr
company pobicy and program is adequately funded and made
snown to all employees,

51113 The Human Resources Department shall ensure that their
policy and program adhere to existing legislations and guidelines,
including provisions on leaves, benefits and insuranca.

1114 Management shall provide information, education and
traimingen  Hepatitis 8 for (s workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; If not available within the establishment, then
provide access to Information,

01as)ay
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51115 The company shall ensure non-discriminatory practices in
thes workplace

5.1.1.16 The management together with the company focal
personnel for human resources and safety and health shall
provide appropriate personal protective equipment to prevent
Hepatitls B exposure, especially for employess exposed to
potentially contaminated blood or body fluid

5L AT The Health and Salety Commiltee, together with the
employeas” organizations shall jointly review the policy and
program for effectiveness and continue to improve these by
networking  with government - and organizations promaoting
Hepatitis B prevention.

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

5.1.1.19 The human resources shall ensure that access to medical
reécords is limited to authorized personned.

5112,  Employees Responsibilities

51.1.2.1. The employees’ organization |s required to undertake an

active role In educating and training their members on Hepatitis

B prevention and control The IEC program must afso aim at

promoting and practicing a healthy lifestyie with emphasts an

avolding high tsk oehavior and other nsk factors  that

expose employees 1o increased fisk of Hepatitis B

infection, consistenl with the standardized basic Inlormation
package developed by the Hepatitis B TWG.

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

51123 Employees and their organizations shall not have access 1o
personnel data relating 1o an emploves’s Hapatitis B status. The
rules of confidentiality shall apply in carrving out urion and
organization functions.

51124 Employees shall comply with the universal precaution and
the preventive meascres

El125 Employees with Hepatitis B may Infarm the health care
provider ar the company physician oh their Hepatitis B status,
that is, if their work activities may increase the risk of Hepatitis B
Infection and transmission or put the Hepatitis B positive at risk
far aggravation

ol23/ay
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6. IMPLEMENTATION AND MONITORING
6.1 Within the estanlishment, the implementation of the policy and program shall be
monitored and evaluated periodically, The safety and health commitlee or its
countérpart shall be tasked for this purpose

7. EFFECTMITY

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

| l |-'. '.Li
Prepared by: Jp HaﬂL@ : iecio

Huran Resources

Reviewed by:

Directir of Qperations
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Approved by: Yisroel Y. Gissinger
CEQ
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Date < January 1, 2018

Ta L ALL EMPLOYEES CONCERNED

From : Human Resources

Thru : Operations Manager

Subject - DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBECTIVE

13-

L

In compliance with Article Y ol Republic Act Mo, 9165, otherwise known as
thia Comprehenshve Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Mo 53-03, series of 2003
[Guidelines for the Implementation of a Orug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc. hereby adopts the following
policies and programs to achieve a drug-free workplace,

Company policy is 1o maintatn a workplace free of lilegal drugs. To ensure
that the objectives of the company’s corporate policy are-met, the company
is implementing this drug-free program. The program will have the following
elements

2. COVERAGE

2.1

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

3. POLICY STATEMENT

31

12

33

34

The use, possession, sclicitation for, or sale of dangerous drugs on company
premises or while parforming an dssignment,

Baing impaired or under the influence of dangerous drugs away from the
company, If such impairment or influence adversely affects the employes's
work performance, the safety of the employes or of others, or puts at risk
the company's reputaton

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

The presence of any detectable amount of dungerous drugs In the
employee’s system while at work, while on the premises of the company, or
while on company business. “Dangerous Drugs” include those fisted in the
Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to tha 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of F.A, 9165,

4, MANDATORY DRUG TEST

4.1

a.2

a3,

To ensure that only those qualified shall be screened and recruited to prevent
the detrimental effects (eg lower proguctivity, poor decision making;
increased occidents; more compensation cloims, ond reduced team effort]
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment,

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

The Company may aftso conduct drug testing under any of the following
clrcumstances:

4.3.1, RANDOM TESTING: Officerfemployees may be selected at random for
drug testing at any interval determined by the Company,

4.3.2. FOR-CAUSE TESTING: The company may ask an officer/employee to
submit to a drug test at any time it Teels that the employes may be under
the influence of drugs, including, but nat limited to, the following
circumstances: evidence of drugs on or about the employee's person or
in the employee's vicinity, unusual conduct on the emplovea’s part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absentegism or tardiness.

4.3.3. POST-ACCIDENT TESTING: Any officerfemployee involved in a “Near-
Miss" incident or “Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to subimit to a drug test
As defined herein, "Near-Miss” means an incident ansing from or in the
course of work which could have led to injuries or fatalities of the
workers andfor considerable damage to the employer had it not been
curtailed. “Work Accident™ refers to unplanned or unoxpectad
occurrence that may or may not result in personal injury, property
damage, work stoppage or interference or any combination thereaf of
which arises out of and in the course of employment.

4.3.4, Al drug tests shall employ, among others, two |2} testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will canfirm a positive
screening  tesl. Where the confirmatory test twurns positive, the
company's Assessment Team shall evaluate the resuits and determine

0222y
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the level of care and administrative interventions that can be extended
to the concerned employes

435, |play Inc. shall inform the officerfemployee who was subjected to a
drug test of the test-results whether positive or negative

4.3.6. All costs of drug testing shall be barne by Iploy Inc.

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1 An officer/fempioyee who, for the first time, is found positive of drug use,

5.2,

5.3,

5.4

shall be referred for treatment andfor rehabilitation In a DOH accredited
canter. For this purpose, Iploy Inc. shall provide a list of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may choose fram

Following rehabilitation, the company's Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent erployee and recommend to the employer the resumption
of the employee's joby if hefshe poses no serious danger to his/her co-
employees and/or the workplace

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

Repeated drug use even after ample opportunity for treatment and
rehabilitation shall be dealt with the corresponding penalties under B.A. 9165
and is a ground for dismissal

6. ADVOCACY, EDUCATION AND TRAIMNING

a1

6.2,

Iploy Inc, undertakes to increase the awareness and education of s 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 officers and employees are required to undergo an onentationfeducation
program before assumption of their respective duties. The program shall
include the following topics:

6.2.1. Salient features of R.A, 9165;

B.2.2. Adverse effects of abuse and/or misuse of dangerous drugs on the
person, workplace, family and the community;

ﬂ/za!.m,ﬂ
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6,23, Preventive measures against drug abuse; and

6.2.4, Stepsto take when intervention is needed, as well as available Services
for treatment and rehabilitation.

. To encourage all officers and employees to lead a healthy lifestyle while at

wark and at home, Iploy Inc. undertakes to conduct the tollowing activities as

often as possible;

6.3.1. Lifestyle assessment programs  on health  nutrition,  welght
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

6.3.2. Health weliness screenings (e.g. biood pressure and hearl rafe,
cholesteral test, blood glucase, etc.);

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

634 Other activities promoting health and wellness

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7

L2

7.3,

Iploy Ine, 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 oblain a
written acknowledgement from the employees that the policy has been read
anid understood by them

lploy 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 such exceptions have been authorized in writing by
the person concerned,

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

B, CONSECQUENCES OF POLICY VIOLATIONS

8.1

8.2

Any officer or employes who uses, possesses, distributes, sells or attempts to

zell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article || of R4 9165 and is Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
Act,

Any officer or employee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book Wi of the Labor Code and under RA 9165,
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4, IMPLEMENTATION AND MONITORING
9.1.1. Theimplemenmation of these polickes and programs shall be monitored
and eviluated periodically by management to ensure a drug-free
workplace, For this purpose, an Assessment Team shall be constituted in
accordance with 0.0, 53-03

10, EFFECTIVITY

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

11. ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

Prepared by: Jo H k#hf&’kgumk.u

Hu man Resources

Reviewed by: P.Ifrgéo P. G
Dlreéwrnffﬂ erytions

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

| hereby acknowledge that | have received and read Iploy Inc. Drug-Eree Workplace Palicy
and Program, a summary of the drugs which may alter or affect 3 drug test and 3 list of
focal Employee Assistance Program providers or local drug and alcohol treatment
pragrams. | have had an opportunity to have all aspects of this material fully explained |
also understand that | must abide by the Program as a condition of inital and/or
continued employment, and any viclation may result in disciplinary action up to and
including termination,

I alsa understand that during my employment | may be required to submit 1o testing for
the presence of drugs or alcohel in my body. | understand that submission ta such testing
is @ condition of employment with [Company], and disciplinary action ug 1o and including
lermination may result if:

1} | refuse Lo consent to Lesting.

2) I refuse to execute all forms of consent and release of linbdlity that ara usually and
reasonably assoclated with such examinations.

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

4} The tests establish a violation of [Comparny)'s Drug-Free Warkplace Policy,
£} | otherwise violate the palicy

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

The undersigned further states thal hefshe has read and understands the above
acknowledgerment and signs below of hisfher own fres will,

: 1r1f22f 24

SIGNATL "oate

WITNESS DATE
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Date + January 1, 2018
To +ALL EMPLOYEES CONCERNED
From : Human Resources
Thirw : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

L1 The following policies and procedure are hereby issued by Ipkoy Inc, to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlement and/or dispasition of sexual harassment cases

2. COVERAGE

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

3. POLICY STATEMENT

3.1, Ipley Inc. believes that employees should be afforded the oppart unity to wiork
nan environment free of sexual harassment, Sexual harassment is a farm of
misconduct that undermines the employment refationship,  No employes,
either male or female, should be subjected verbally or physically to
unsalicited and unwelcome sexual overtures or conduct.

3.2 Sexual harassment refers to behavior that is nat welcome, that is personally
offensive, debilitates morale and, therefore, interferes with work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and olher sexually
orented conduct which is offensive or ohjectionable to the reciplent,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings

3.3. Ipley Inc. will net tolerate any behavior that amounts to sexual harassment
and any officer or employee found to have committed sexual harassmeant
shall be subjected to disciplinary action, up to and including disrmissal

3.4, DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy s based on, the definition of sexual
harassment set forth in Section 3 of R.A 7877 it provides that sexual
harassment in workplace s committed by an employer, employes, manager,
supervisor, agent of the employer, ar any other person wha, having authority,
influence or moral ascendancy aver another in a woark environment, demands,

Jesa wigf me ey 972924
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement for subrmission s accepted by

thi

Iy

object of said Act.

a work-related or employment environment, sexual harassment is

committed when:

4.1, The sexual favor is made as a condition in the hiring or in the

employment, re-employmeant, or continued employment of said
individual, ar in granting saed individual favorable compensation, terms of
conditions, promaotions, or privileges; or the refusal 1o gram the sexual
favor results in imiting, segregating or classifying the employee which in
any way would discnminate, deprive or  diminish  employment
apportunities or otherwse adversely affect said employee;

34,2 the above acts would impair the employees’ rights or privileges under

existing labor laws; or

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

environment for the employee.

3.5 WHERE SEXUAL HARASSMENT IS COMMITED

Sexual harassment may be committed in any work or training environment. [t
may include, but are nat imited to the fallowing:

a5
3.5.2.
353
3.54.
355,

In or outside the office bullding or training site;

at office or training-related social functions:

in the course of work assignments outside the office:

at wark-related conterences, studies or training sessions; or
during work refated travel,

3.6, FORMS OF SEXUAL HARASSMENT

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

3.6.1.
3.6.2,
163.

R

Owert sexual advances;

Unwelcome or improper gestures of affaction;

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

Any other act or conduct of a sexual nature ar for purposes of sexual

gratification which s generally annoving, disgusting or offensive to tha
victim

o1l 22| 2y
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WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occasional compliments of a socially
acceptable nature, It refers to bebavior that 5 not welcome, that s
persanally offensive, that debilitates morale, and that, therefore, interferes
with work effectivenass

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide its officers and employees a work
environment free of sexual harassment by management pearsannel, by co-
workers and by others with whom officers and employees must interact in
the course of ther employment in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a violation of company policy. The company s
rasponsible for preventing sexual harassment In the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment

4. PROCEDURE

4.1,

4.2,

COMPLAINT PROCEDURE

411, Any officer or employee, who expenences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
1o the Committee on Decorurm and Investigation. They may also report
acts of sexual harassment to any other member of Iplay Inc
management or ownership. Al allegations of sexual harassment will be
quickly investigated. To the extent possible, the identity of the officer or
employes shall remain confidential and that of any witnesses and the
alieged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
outcome af the investigation.,

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

RETALIATION

4.2.1. Iploy Inc. will parmit no employment-based retaliation against anyone
who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment

07 22/ 24
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4.3, WRITTEN POLICY

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

5. CONFIDENTIALITY

5.1 At the commencement of the investigation procedure at the Committes,
starting from the filing of 3 written complaint, or 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. 1t is the intention of Iploy Inc. that rights of the
parties, especially the innocent ones, are protected. AL the same time,
howewver, dignity and honor shall be preserved. for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation praper.

6. EFFECTIVITY

6.1. This Policy shall take place effective iImmediately and shall be made known to
every employes.

gty
Prepared by: Jo Hanng A ide
Huma Resuurces

Reviewed by: Alfredo b,
l:t_gr f Cperations

Approved by: Yisroel ¥, Gissinger
CEDQ
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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 Brigoll CSR - Phone

Submitted by:

Yisroel Y. Gissinger
CEQ
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I f ALL EMPLOYEES

FROM i HUMAN RESOLURCES DEPARTMENT
THRLU } OPERATIONS MANAGEMENT
SUBIECT i MEMO: RESTROOM GUIDELINES

Iplay Inc. provides unisex restraoms available so that employees can use them when they need
to do =0, One is located inside the operation Moor and second i in the hallway outside the
operation floor. However, thase who are uncomfortable, has issue with the unisex restroom,
we have a separate single, private restroom available for use.

Moreover, any employee with concern/issus in using the unisex restroom, please vist Hurman
Resources office to get door access pass, Office security, Log in and Log out procedure shall
apply.

Furthermore, It is essential that all employees should comply and observe the restroom
eliguetie:

Knock If the cubicle appears to be eccupied. Don't peek under the doors.
Lack the cubicle doar when you enter

Stand close enough to the pan or urinal so you don’t wet the seat, walls ar
floar

®  Flush the toilet after use and wipe 5/ the Lollet seat for the el user
»  Papertowels go in the trash can, not on the flaor o in the tailat bow
® Wash your hands to prevent the spread of colds and the flu

& Please use water and paper towels conservatively

For your information and guidance

C07f29/ oy
e MAg M e
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February 27, 2018

To i ALL EMPLOYCES

FROM : HUMAN RESOURCES DCPARTMENT
THRL £ OPERATIONS MANAGER

SURIECT

OFFICE SECURITY, LOG IN AND LOG QUT PROCEDURE

The lollowing Is Issued 1o ensure the effective enforcement and strict observance of all
employees on office altendance angd punctuality

To ensure effective implementation and monitoring of office security

L. Employees are required to log in and log out using the biometric and the RE 10, even
if the door is open

2. Employees are allowed to be i
their scheduled time

3. Bags and/or personal items should be |eft
the production ares

4. Once an employee logged in and inside the production area, they can no longer go
outside until their 19 break

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

6. Pantry, recreation room and locker should be closed at all times, employees must use
their RF 1D to access theze ropms

7. Notailgating

Employee 1D and RF ID should be worn at all times, lest RF IDs will
emplayes
No employees are allowed ta stay in the waiting area for applicant.

Employees who left/lost their 105 will Bet temporary 1D from HR and will be dealt with
aceerding to our code of conduct and discipline,

11. Submit self to magnetic wand scan ning with the security persannel
12. Only water in a clear container is allowed In the operation area and recreation room

nside the office and to Log in thirty (30} minutes before

in the locker before longing in/gaing inside

be charge to the

9.
10.

For guidance and strict compliance.

Noted by:

Dirb&qro Operations

22424
Scanned by CamScanner
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DATE : November 17, 2021
TO i ALL EMPLOYEES
FROM 1 HUMAN RESOURCES
SUBIECT H LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

*  ONELOCKER OMLY per employee. NO sharing of lockers.

= NOstoring of perishable foods/leftovers inside the locker.

*  Proper sanitation is strictly observed (E.G. No storing of unwashed containers/ mugs/utensils, ete.)

*  NOtransferring of fockers. Transferring of lockers is subject to approval,

* Checking/audit will be done from time to time and once unassigned lockers are being used, they
will be forced cpen, and the company will not be liable for padlock replacement nor
relmbursement,

*  Any sort of action that may result in damage to property Is strictly prohibited. This includes but is
not limited to graffiti/vandalism, posting of stickers, damage to facllity property such as the forced
opening of lockers without the management/HRs' knowledge or consent, etc,

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

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

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

* Autharization to Forced Open a Locker, the request must be submitted via emall to hr@iploy.com
and must wait for the approval.

*  NOLOITERING inside the locker room

* Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on Navember 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: Noted by;

zp i =
m o lo
General Manager Directo perations

| have read, understood, and agreed to comply with the foregoing policies, rules’a
governing the iPloy Locker Palicy.

Relations Specialist
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DATE - Apnl 3, 2018

To ALL EMPLOYEES

FROM - HUMAN RESDURCES DFPARTMENT
THRU OPERATIONS MANAGER

SUBJECT MEMD: CALL IN FOR DUT OF OFFICE

in order to progerly manitor aut of office employees, a new process 1o call In/report absence will
be implemented effective Manday, April 9, 2018

Guidelines:

L. In cazes of late and/or absences, employes should report to Human Resources through
505 or Call vla HR hotline: 0917 7057074
2. Notification should contain the following information
a. Complete [real) Name
k. Department
. Team Leader
d. Callin for: (Whole day Absent, Hall -day Absent, Lata)
&  Reason
3. HR will be the one to send natification to Operations Management
Mo call in should be communicated through Team leads or any other employee. It should
be done by the employee or his/her relatives
Notification should be at least twao (2) hours before the employes’s shift
6. Ifan employee is advised to restfcantined in the hospital, number of rest days as advised
by the physician should be indicated, Otherwise, employes must send natification daily
7. Failure to notify will be tagged as No Call, No Shaw and/ar unscheduled absence and will
be deait with according to our Code of Conduct and Discipline.

_L"'I

For your guldancze and stnict compliance.

Hurman Resources

MNoted by:

a-rf:z:i/;vf
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February 1B, 2020

Ta 1 ALL EMPLOYEES
FROM : CHFERATIONS MANAGEMEMT
SUBIECT L ATTENDANCE BOMUS 2020

Asowe end the year 2019, iPloy would like to set clear key procedures and policies. This memorandum serves as
reminder to be followed:

PAYROLL

1. Immaculate Attendance Bonus 15 for employees with perfect attendance. Employes should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Fallure to punch in - out for
breaks will also disquatify the emploves. No waivers will be given.

2. Tardiness, Undertime and Over breaks will be deducted from the employes’s pay.

3. Employees who tentdered their resignation before the release of the Sign On Bonuws (First Hall or Second Hall) will
MO longer be eligibie to recelve it.

4. Employaes gqualified for the Sign On Banus (First Hall or Secand Hall] will recetve it on the 30™ of the succeading
maonth from eligihility.

§. Eligibility for the annual merit increase is based on overafl performance and managemaent discretion. Pay out is
at management’s discretion.

MEDICAL CERTIFICATE

1, When must the medical certificate be dated?

. 1 day absence — thie medical certificate must be dated on the day of absence or the next day. If the absence
falls an 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 (o report back to work,

. 1 days absence - the medical certificate must be dated on the initial day of absence or the next day. If the
absence falls on a Thursday, the medical certificale must be dated either that Thursday or the next day - at the

latest. It cannot ke dated on the Saterday that invimediately follows or that Monday that the agent ks ta repart back
1o wirk,

. 3 days of absence or longer - the medical certificate must be dated on the Intial day of absence or the next
day. It cannat be dated on the day that the agent reparts back to work with the advice to rest antedated from the
initial date of absence. Also, the advice to rest Is inclusive of rest days.

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

S mag M Ly n]::/:y
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o It the doctor prescribes rest, the madical certificate must include the number of days of rest. The
advice to rest cannot be antedated.

a There must be a fit to work date.

o The anly exception o the Medicsl Certificate date guidelines is if the employee has besn
hospitalized.
VACATION LEAVES

L. The company reserves the right to approve and disapirove all vacation leave (VL) reguests,

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

3. Employes with pedfect attendance 60 days from the requested VL date will be given priarity in the approval of
leaves. This is a way of rewarding employees with perfect attendance,

4, The company and client have the right to disapprove leave requests and cancel appraved leaves far those
emplovees who committed unscheduled absences an the prior month and on the current manth of the requested
time off including poor attendance records, behavioral and productivity issues,

MNoted By: Approved By
JAY GISSINGER
HR 5up Chief Executive Officer
IR,

Diractor of Operations

o124
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Date : November 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

1. Employees are required to notify the HR hotline number (0917-709-7074) and/or send an emall to
hr@iploy.com at least two {2) hours before the emplayee's shift (fallowing 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 iliness or injury.
= Bereavement leave/s
*  Emergency leave/s
»  Power Outage/Internet Outage (for temporary Work from Home set-up)

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

Mote: No more Manual filing of Sick Leave except if the employee was hospitalized andfor
guarantine due to COVID-19.

4. Below are the documents needed to provide to use the paid sick leave;
*  Employee's illness or injury

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

* Blacklisted Doctors and clinics' will not be honored. [Please refer to the
Blacklisted Clinic/Physician Memo)

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

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

* Power Outage

= Certification from their electric/power supply provider {e.g., VECO, CEBECD,
MECD)

* [nternet Outage
= Ticket number from the internet service provider and/er sereenshot/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 disclplinary action, 5L is unauthorized
under the following circumstances:

= The employee falled to inform the immediate superior or HRD about his/her absence due to
illness unless fully justified,

0 22{24
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+ |f sickness elaimed is fictitious or non-existent,
6. The employee or his/har representative must inform hisfher immediate superior or HR if an
extension of 5L will be needed to recover from the sickness. & medical certificate must be submitted
befare the expiration of the 5L, Absence of notice and certification will be considered unauthorized
unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted.

This Memorandum shall take effect on November 22, 2021,
Please be guided accordingly,
Craated by:

HR Mana

Moted by:

P & by e
Alfratla Camarillo Ir Angelo Manal Carlog Gotlong
Director, Operatipns Operations Manager “General Manager
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Date : Movember 12, 2019

To ! ALL EMPLOYEES

FROM B HUMAM RESOURCES DEPARTMENT

THRLU : OPERATIONS MANAGER

SUBIECT H 555 SICKNESS CLAIMS - 5 CALENDAR DAYS

For those employees’ who wants to file for sickness claims must submit the duly accomplished 555
notification form attached with ariginal 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
their farm in Accounting office.

A member is qualified to avail of this benefit if:

L. Heis unable to work due to sickness or injury and confined either in a hospital or at heme far 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 or infury;

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

4. He has natified the employer or the 555, if unemployed, voluntary or self-employed member
regarding his sickness or injury.

Falfure to submit the doecuments within the prescribed period will free iPloy from any liability of their
claims,

Far your guidance.

If there are any questions ar clarifications, please feel free to approach the Human Resource Department,

Simcerely,

o7 22 [2y
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HRM-2023-10-016

DATE : October 4, 2023

To ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is in reference to the previous memo sent out last December 9, 20232 regarding the above-
mentioned subject. We are updating this memo adding more clinics and/or physicians that are
considered blacklisted and medical certificate/documents jssued by them will not be aceaptad, In the
event that the employee submits any of the med certs under these clinics/Physicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipline.

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

L

Rajah Tupas Medical Services

Bimba H. Teaqulila MD Clinic

Lolita E. Abella-Libres, DMD

Or. Omar Arcee, MD

Sia Clinic

Health Doc Diagnostics

Gaudioso Montecilla Ir,, MD

Mow Serving

. Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

11. Clinies/Physicians without complete contact details such as but not limited to the following:
11.1  Doctor's name

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

11.5  Diagnosis

11.6  Recommendation

11,7 Fit to work date

e T

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

When providing medical certificates for absences, ensure the following:
1. The certificate must be issued on the day of the absence or the day after.
2. Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be requested,
3. HR/Clinic will validate all medical certificates, including fit-ta-work certifications. Remember
that na fit-to-work certificate will be denied entry.

ﬂfﬂ 2
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4. Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physician.
5. Ensure that the soft copy (sent through email) matches the ariginal copy submitted to HR,

Please be aware that the following concerns may render a medical certificate invalld and unaceeptable:

Mo consultation date spacified.

Mo diagnosis provided. Please note that 7 codes are not considered as diagnosis.,

Mo contact information displayed in the medical certificate.

Absence of physician's name and llcense number.

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

contacted,

Medical certificates with inconsistencies or discrepancies determined by HR/Company

Nurse/Company Doctor to be guestionable,

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

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

LU S o o

Lo

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

done online/via phone calls, Consultation must be done face-to-face.

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

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

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

M Afganza
Employee Relations Supervisor

Moted by:
P oL f‘—’#«é‘-—r&—*
H Nifio Angelo Manal
HR Manager Operations Manager
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Date * Movember 30, 2023

Ta i ALL Ernployess

FROM ; Human Resources Department

SUBJECT I VACATION AMD SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be rdeased on December 15, 2022
payout In this connection, all remaining 51 credits are to be converted thus, 5L application is no longer
allowed until the end of the year,

As fior the \acation Leave (V1) conversion, all unused VL credits will be released on the 30™ of Decamber
2023, All employees can plot a VL request until December B, 2022 OMLY. The actusl VL detes will cover
onby until Aprll 30, 2023, Kindly take note of the remindars below in referanca to filing of VL:

= Mo retraction of approved Vis. I the employee reports for work on the actual VL date, the VL
wil not be relmbursed and will be voided,

#  Morescheduling of VL once approved.

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

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

Furthesmore, if tha employes resigns or gets separated from the company elther veluntary or involuntary,
all avalable VL credits will be forfelted and will net be part of their last pay i1

s Employee filed an immediate resignation and/or failled to provide & 30-day notics.

= Employee went on Absent Without Official Leave [AWOL|

&  Employes Incur any leave, absences, and/or any form of terminal leave within the 30-day notice
perled with the exception that the emplayes provided a valid documentation such as but not
limited to hospitalization due to sickness, accidents, or contagious diseases.

* Employee incurred maore than four (4) hours of accumulated and/or total late/undertime within
the 30-day notice.

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

¢ Incurred any behavioral infraction swch as but not limited to Slesping, Browsing Unrelated
\Websites and stc.

Furthermore, 5L and VL conversion maybe subject to tan. Should you have questions pertalning to this
rriemo, feel free Lo reach out 10 our Accounting personnel at Accountingqipley.com,

Moted by
Operations Menager rof ztlons

Approved by:

m/n/;uf
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December 17, 2014

Tes : ALL EMPLOYEES
FROM : OPERATICNS. MANAGERENT
SUBIECT ! CLEANSING PERIOD

PRy Sralling Solutions belisves in Hiving employees prough room e rmprovement to siraghten ol
employment in regards Lo comphance to ow company's Code ol Conduct. The aim ol this spproach s to help
mativale employeass rectify pasted offenses and start anaw,

Cleancing Perod pertaln to the time when sn employes whe has boen subjected oo Disciplinay Action (GA)
it expected (0 improve performunce. Amgle Ume s ghen o comect mproper behavior and el Trom
cammitting any other infractions,

;
Il an employee does not comemit The saime infraction for the wpedbed cleanung perad, the progression of the
diselplimary actinn will slide bk to a level dependiog on i fype. Please refer to tible below:

Behavioral ! 12

The counting of the Clesnsing Period will start Based on the date when DA was decde upen., Al docurmentations
fwr: infraebions will still be ket in Lk Criployee's 200 File regardless whal pepod of gl essdon,

The Cleansing Periad is effective lanusiy 1, 2000 covering DAS & monthe and oldie

Sincerely yours,

ALF AARILLE J, 1AY GISSINGER

Ot at ioms K anagpe 1 [iree SELTT Chiwet Exsrudbve OFficer

Muted By Apprewnd By
Al @A RAg/ 1
iy 1oy cht .fil
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CODE OF CONDUCT AND DISCIPUINE (Table of tnfractioa)

1. STATEMENT OF POLCY

The Code of Conduct and! Disspline is desigred to ensane healty and posdhe working
arnAforrment, and hopes b muintain and uphald prefesisnalism among IPioy Ire, employses.
E%SEEEE!‘!‘&E?E% the Company's

on what i supected of i’ empioyess. to concuct during the sntire employment hene in ®oy,

4. Adminbstrative rvestigations and echer proseedings shall be condicied expeditiously

7. The mataperrsSr may Miliggie the penalty oo be Imposed, subpct hawever o mnagements
approvsl and upon complianoe to the conditions set forth by the ledtar,
B i casesef multiple visktions of this Code, the foflowing rule shall apoéy a4 1o the penalty o be

L fecident Report will be sobemited 1o Muman Resgurtes |HR) within 2 working danys from
&&&&& imient
1 Human Rescurces will S1ug 2 Motice i Beplain [NTH] %o the erpioyes within 3 working.
danyz
5 Direct Superior should coach the mmpleyes within § working days from the buance ol
thi T
En._iﬂn_ﬂ. Wrigen [aplaraticn of the fmaloyes showld De submeied withinS
waeidng day Tram the teuance of the NTE.
R will izvoe Sotice of Dechion with or withei sectors witsin § days from the seesipl
of the Coachirg Farrn and Weiten Explanation.
L Fadurne b0 provios Wiitien Erplanztion sha¥ comititute & waier o e iy
right b be heard and corfierm. that all the detalls in the Ircicen Repert ae e and
wathert ary b
b Lapees in she timeSne will result toa sancicn — Neglest of Buty | nsukorSingsion
<. Lapses in the timelfing will not void ths saeston.

GENERAL BEHAVIORAL STAMDARDE
B an iPioy ermployes we espest Shat you will meet the falieing behavicral standardy:

2 Praper Condast and Decorum ip papected feom you within the office mnd outsice when
gﬁ‘tﬁﬁﬁ!}.:_ﬂ:igilﬂiﬂl%;ﬂiit
wreper and decet languags, cbiervancs of proper olfics ard werk decorum, mainteining proper
reigansheps with your collpagoes, costomers and cther indiwidudls fst in the emcicy of the sompemy,
cheervance of and compllance with existing laws of fhe Phifpgines,

b Enhancing Compary Praduttivity The Company g2peces. the Proper cane and usilization of
gigﬁigiﬁiiaﬂ*ﬂiﬂﬁﬁt?iiuﬂ

d. Mainterarce of health and safety of the office and peophe srund you, & proosr 8IEude:
iovands cheanliness and proper houseReeping in the offics, good heetth ol ysrelf and athirs srteed

0, 2sSi i the seuzity of the olffice, folicwing hasl safeby procedunes.

e. Proper wse-of Company Property, facities and sscurity b p J
amets, Serure handling and mainterence of Company reconds, keep %I&Dﬂ‘ﬂﬂi
Irmgrity of &giilgirglﬂ%iiﬂﬂg%aﬂ_
waork related purposes, property account for all Ceenpany funds received,

o1/ 22/2y
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L Applicabiiity -
a = & T
This Code shall apely t 8 [Pioy empiayess, regarcias of stat o peeilion rHe. Irttper or uhnaly | Ceeumensed

] L] 1 Wieniag
I Types of Offsnses dianrer or dyrpt werk, ‘warning

Liwel 1 — infractions which are minor in nature but which may becoene nabinaal and disruptive 4 nes e =t
caraied. |t has na detrimentsl imaect ol the Susiness.

Lsvel 3 = Serious offenss which causes delay in aperations, may pose Iheeat, hom, of danger 1c areas other than thase
Compary progerty andfor ves of Indivicual, awtterbied, Drnging af

lLevei 3 - infrastiors which wil distroy 1he company's :Il.n#u—___-—f., b £utes subsia E_ﬂi s il gadiet
the comaany End 2am resul b2 cricesl cperational disraption, A eitkal That has came Tuptepa, fahy partatie
e decietty of the amcloyeey, the intagrity of Clisng, the safetsy of cuilomar's Iormaticn andthe A, T, 5]
wabilivyad vhe Busirass, M St i

§
H
i
g

li. Tabsbe of Intractions
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WL Rules on Commpany Praperty, Facitithes and Security
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§, Tampering of company RECIIT OF THE CODE OF CONDUCT AND DRSCIPUNE SOLICY

E’ This B f0 scknowieage thas | hove riad the Compary's Code of Canduet and Discipling and understand

that Ik sris farth the tenms andl congiticns of my empicyment a5 well 25 the duties snd responsinilities,
#nd odiigations of empiaymens with te Comparny.

Sunpansesh
T 1 #lso scknowisdge that the Company resarves tha right 10 revise, Sesate, and add 1o the prowiions of
this Code of Corduet and Discipine., or condition of employment @n be established by any other
or F slatement, conduct, policy, or practice.
bringing out of Company Level S EJ:!”._

of
aame _ TETOR - LA
3 | SRR | i DATE _ DTl 2% sfatl

& Ciryn -
AND HAVE READ AND UNDERSTAND TS m§b~j
hacking of snother Euspension - IWPLCHEE SIGMATURE
e | 3 : i (T £ B Diminsal T
B warver,

38 | ofherdamagieg alectrone | Laved3 u..ﬂ_ﬂ_”i Slamibseal

W, Saving Claose

A_ 1 Termingtics of Brembioyee Shiil batemticsly be him/nor fram m-amployment.

2 The penalty of dismisss shall nat prejudios the right of the compdy 1o Inftfats court actien
against the eving employee.

& This Cooe shall supersade &l other sxisting policas, rules, memos, and the Foe, and 28 polices
o be implemented, I the sbme i found 1o oe inccralstent with the Code of Condyuct,

WL Agrravai

Orrier g Chiel Execitve Oificer
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