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Employee Training Agreement

‘.I'hi.s Employee Tralning Agreement (s made on January 15, 2024 between iPloy, OPC, with its place of business at

E“" floor One Tower, Archbishop Reyes Avenue, Cebu City ("Employer”] and
’%LBTEX [Empln',mes Mame], an Individual with the address of
[Employee's Address| |"Employes"].

Recitals:

A, The Emplayer is providing a one-week tralning program to the Employee to enhance their skills and
knowledge in the field of Customer Service and as part of the Onboarding process.

B. The Employee has agreed to participate in this one-week training program,

C. The Employer has agreed to pay the Employes a salary for the duration of the training. D. The Emplayes has

agreed to the terms and conditions concerning the Pre-Emplayment Medical Examination {PEME] and the

submission of Employment Reguiremeants.

Agresment:

1. Training Obligation: The Employee agrees to attend and complete the one-week training program provided by
the Employer, The training will commence on Juby 25, 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 30" of the
month) upon successiul complation,

3. Non-Eligibility for Incomplete Training: The Employee acknowledges and agrees that if they fall to complete the

one-week training program for any reason, they will not be eligible to recelve the salary payment for the
tralning period.

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

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

6. Entire Agreement: This Agreement constitutes the entire understanding and agreement betwesn the parties
with respect 1o the subject matier hereof, and supersedes all prior negotiations, representations, and
agreements between the parties, whether written or oral.

7. Amendments: This Agreement may be amended only by a written instrument executed by both parties.

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

e b s
Eor A Vool

Employee Complete Name & Signature/Date Training Associate

C ¥. Pacot
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on {Date) ﬁ}—?“ﬁL ’/ i

BETWEEN

& IPLOY OPC, (the "Disclosing Party™): and

7. E—:""h MHMW Ithe "Receiving Party"),

collectively referred to as the "Parties”,

RECITALS

A The Receiving Party understands that the Disclosing Party has disclosed ar may disclose
information refating to the training which to the extent previously, presently, ar su bseguently |
disclosed to the Recelving Party is hereinafter referred bo 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:

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

1.2.  not to disclose any such Proprietary Informatian or any information derived therefrom to
any third persan,

13, nottocopy or remove and nat to take pictures of any Proprietary information,

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

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

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

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

2.1, is or becomes (through no improper action or inaction by the Receiving Party or any
affiliate, agent, cansultant or em ployee) generally available ta 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 infarmation was unlawfully a ppropriated, or

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

24, was independently developed withaut 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 eopies or extracts thereof, save that
where such Proprietary Information is a form incapable of return or has been copled or transcribed
into another document, it shall be destroyed or erased, as Apprapriate,

4, The Receiving Party understands that nothing herein

4.1 requires the disclosure of any Proprietary Infarmation ar

4.2, requires the Disclosing Party ta procead with any transaction or relationship.

5. The Receiving Pa rty further acknowledges and agrees that no representation or warranty,
express of implied, is or will be made, and no respansibility 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 Infarmation made available to the
Receiving Party ar its advisers; it is responsible far making its own evaluation of such Proprietary
Informatian.

5, The failure of either party to enforee its rights under this Agreement at any time for any
period shall not be construed as 3 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 ather Party. This Agreement may not
be amended for any ather 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 fra udulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto,

7. This Agreement shall be Boverned by the laws of the jurisdiction in which the Disclasing
Party is located [or If the Diselosing Party is based in more than one country, the country in which its
headquarters are located) (the "Territary") and the parties agree to submit disputes arising out of or
in connection with this Agreement to the no n-exclusive of the courts In the Territory.

IPLOY OPC Receiving Party

By: Onboarding Specialist oy Mo pmoe

Name: lade Lenizo Mata Name: Eiar Ao ddls
Title: Onboarding Specialist Title: L8

Address: #35 Salvador Extension Labangon Address; ;&C‘Dﬂ ‘L—ﬂ&o\b_-_; C«""L"" C‘"[‘7
Cebu City
Date: Date: &7 l{.::""'l.f:t
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PERSONAL DATA SHEET

INSTRUCTMINS:
1. Arswer the questions complately and honestly In the spaces provided.
1. PMoaso PRINT logibdy.
3, DO NOT LEAVE ANY SPACE BLANK. Wirite *n/a”, "nat applicable” or "rone”
HA-PLS0L

[P HA i enly)

[For MR vt cnly] ot Wl upe onlg)
EMPLOYEE MLIMDER DATE HIRED DEPARTREENT

PART

LAST NALAE

Easic iInfoemation & Cosia

. T Nudalo

T"K\T“IE MOTHER'S FULL MAIDEN NAME: EuE;'r'-?.IJ" EC._E i 'ﬁ :I ]

CLERREMT ADDRESS (House l-.l' I.-l:I:I:l { Block & f Streed, Barangay, l\.h||1||:ip‘.a?|i_'; ll'li.:lll. Ha:.-l:r..c.él_{Tp_{uﬂ|
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PROVINCIAL ADDRESS [House ¥ J Lot Block & { Stront, Barangay, Municipality / City, Prowinoe, fip c,:ui:':-

Toartbdlo Ndela Comdes  Cebo,  @O5!

[ Land Frang Ho. [ WMickis Numﬂﬁm | Muﬁﬁﬁ.mﬁﬁk §1LYF

WEDDLE NAME

NICKENAME:

555 M, PAG-HIG Nex PHILHEALTH N, | ™
“BIRTH DATE “METH PLACE GENDER _']'alnuu E A 1
AGAITAL STATLS NAME OF SPOLISE [Married] | I.muiIAu&rem-!:]
Single | -
| Legally Separated jE2m m""\hﬁaﬁ'ﬁim
| | Marrisd SPOUSE TN b
[ | Widerw ' Widower

Ase you releted by kinshap or marrage up 1o the 37 degres to ary current employes ol iPloy?
| ] ¥es [ ] Mo IFYES, give NAME and RELATIONSHIP

HAME OF SPOUSE (Il misried) SPOUSE 'S EMPPLOYER SPOUSE'S BATE OF BIRTH

NO. OF [ ] REATH CADER
BROTHER/S | | MO, OF SISTER/S ‘2‘ | . OF CHILBREN | | (Gl Chid, 7 3%, st
- = — : DATE OF BIRTH &
NAME OF CHILDREN [H any) OF BIETH HAME DF SIBLINGS CIVIL STATUS
FATHER'S NAME O oCcuPaTION | METHER'S NAME BATEQR | o erupamion

BEATH BIRTH |

PART 4 Emergency Contact (Lish of et 2 Contact

RELATIONEHIP TO EMIFLOYEEE
[Optianal)

CONTALCT PERSON
sk, Pist) CONTALT PHONE NO.

Mortage - 98ih Fleer One Monlage Tower, Archbishop Feyes swa, Cabu Clly [ MSY- 111k Floor MSY Tower Passadonss Boad Coby
Bussiownis Park. Cobu City B000 |1 AGCT - S Fioce, Apaln Caninr Csbu Tower, Cabu Besinass Park, Cabu Clty
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LeveL NAME OF 5CHOOL & ADDRESS "mw mﬂ:
PRIMARY EBUCATION d ey l E-m"i e ‘_;J-ml_'ﬂﬂ- P g
SECONDARY IDUCATION M Cey P %
M? t]
Couwrse: ! —
VOCATIONAL
B WON-DEGREE COURSES
TERTHARY EDUCATION A’%W:M\'W 'Eﬁq— LE
POSTGRADUATE & GRADUATL -
STUDIES Degres:
Degree:

PAAT i

EMPLOYER'S NAME

@_\_p.pl..l'.'}'sﬂ-ﬂ

Em,

(From fast re

¥

fifians help)

ADDRESS B TEL. ND

FOBTITLE ,-: == SALARY FERIDD COVERED {mm/yr|
FRC
T 62 | T A4
SUPCAVISORS NAME SJJFLH'l'IEﬂH:S TITLE EMP'.I:ITL[ESLIPEH'.I'ISID
- [ applicable]
REALON POR LEAVING
EMERLOVER'S RAME ADDRESS & TFL FD.
108 TITLE SALARY _PmnEm COVERED [mmyyr)
FROM T
SLIPERVISOR'S MAME SUPERVISOR'S TITLE EMPLOYEES SUPERVISED
[If apgiicakils] B

REASON FOR LEAYING

EMPLOYER'S MAME

ADORESS B TEL MO,

OB TITLE SALART PERIOD COVERED [men/yi]
FROSA )
SUPERVISOR'S NAME SUPERVISOR'S TITLE EMPLOYEES SUPERVISED
[# soplicable)

REASON FOR LEAVING

EMPLOYER™S NAME

ADDRESS & TEL, MO

“¥OB TITLE

_—
| FERICD COVERED |mm/fyr|

FROM o

SUPERVISOR™S RAME

SUPERVISOR'S TITLE

EMPLOYEES SUPCAVISED
(it applicakis)

REASON FOR LEANING

EASPLOVER"S MAME

ADDRESS & TEL MO

108 TITLE

PERSDD COVERED fmmyr)

FROM T

SLIPERVISON 5 MAME

SUPERVISCRS TITLE

EMPLOWEES SLUIPERVISED
|if apmbcanls)

REASCH FOR LEAVING

Mcriage - Hith Fioor One Montage Towes, Archbishop Reyes Ave, Cabu City 11 MSY- 11 Flosr MEY Tower Pascaderes Rasd Cabu

Busirss Park. Cobui City B000 11 ACCT - 9 Floow, Awalin Cacbie Cote) Tower, Cabu Businass Park, Cebu City.
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Purtuat to: fo] inolgenous Feapde's Act (4 A3720; (b) Mogea Corta for Disabied Ferons (B8 72771 awd Sofe Porents Weifere Ack 2000 (R4 B972)

nlease answer the folloddeg e

Ll 1 |
Are you 3 member of any indigenous group? | [ YES o 4 NO i yes, pledss speciy: !
Do you identify as differently-abled? | O VES u(;- NO if yes, please spocfy:
Are you a solo parent? | O YES dr MO | ifyes, please specify;

FART 8

acter Reforendes

G rice, addredd, ond telephome numbers of three (3] persons wiva kncw pou ather than those you Rave wonked with,
Lk 1
; AR ADDRESS TEL. MO, ]
1 ! mﬁ C.li.n, = _ﬂ 2!
|" ) 1;., il pi°_ CR 7
a |

Other OQuadificathons
Job-redoied tralning cowses Igive Hele aad pear), Job-refoted skils focher leaguages, compater ond informehion techvalagy, took, mockiees, efc.), dab-
reloted cevtificotes and Koeases frurent omlyd, Jebrelated owards and speciod accompishments (publicotions, membersiigs o profesniong or Rowor
sociehiey, Inodership achivities, puiblc speaking, and performance meardil Gie dotes and send decuments

| DWATE jmumyear) I DESCRIPTION / TITLE ]
1
ADDITIOMAL IDENTIFICATION
X TYPE / CONTROL NO. ISSUE DATE EXPIRY DATE

PASSPORT DETAILS

WISA DETAILS {If applicable)

DRIVER'S LICENSE

OTHER GOV'T. ISSUED |Ds: [For |
| example: 555, T, S0L0 PARENT

0, PRC, ACR, et}

BILITARY / GONT. / OWVIL

SERVICES {If amy] |
[Fiswe yau evar been farmally charged of an | I’/i [T | i *¥es", please ghee dorais

administrative / chvilforiminal offense? | Me

Hawe you ever been convicted of an [ fes IF *Yes®, please give detalls:

adminitrative | chvilfcriminal effense? No

CEATIACATION
| CERTRFY that, 1o the best of my knowledge sl Belied, all the Informaticn on an attachad to this document is true, carrect, eomplete and made in good
laith. | UNDERSTAND thit false i [ jation o ar aitsched to this application may be grounds for not hiring me ar terminete my
empioyrent from Py, | oo | give may be Fvestigated,
e -
B Peoar  Tordis STV .l.._ l
Signature of Employes Date Signed

Moniage - 16ih Flaor Cno Monlaga Tewes, fachbishop Feyes Ave, Cebu City 11 MSY- 111h Floar MSY Tower Pascadones Fooad Carbii
Business Pari. e City 6000 1 ACCT — Wh Flcaor, Ayala Conlar Tk Tower, Cobu Buaineas Park, Cobu Chy,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, E”“"""‘ Aﬂ"‘“ 'iu ?"“&'Lhwebv autherize Iploy Inc; and/ar it's representatives to

make investigation of my background, references, character, past em ployment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including thase maintained by bath public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/er 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 he considered as valid as the original
consent,

I hereby consent to the Com pany’s verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of recards pertzining to this information, Witk regard to the foregoing disclosures, |
hereby agree to release any person, company, or ather entity from any and all causes of action
that atherwise might arise from su pplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application ar any related document, will be sufficient for rejection
of my application or af my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

I release Iploy Inc., its em ployees, designated representatives, agents, officers'and trustees from

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

Applicant Nama: T,—':'E"‘“ &{aﬂ.v- h‘%?"“&fu"
Present Address: A\?"‘% L"L"-::) C(.L.‘. C;ﬂ:?‘
Secial Security Number: Date of Birth: _i_"lﬂ'u“ 20, 2ag

Signature: % f

Date: o2/ ”'Q/:z‘f_
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SIGN-ON BONUS POLICY
Policy:

The purpose of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus. The sign-on bonus is a non-
recurring and non-accumulating sum of maney that is paid to an employes as gratitude for
jaining the Company, The sign-on bonus is su bject to taxes.

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

* A regular employee

* Noresignation 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 EQC status or other forms of
separation

*  Must be an active employee on the release date of the sign-on banus.

Releasing of Sign-On Bonus:

* The release of the sign-on bonus will be on the 15t 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

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

Erm o Torddes

Signature Over Printed Name/Date
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UNDERTAKING

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

Palicy Title ¢ Dress Code Palicy
Revision Mo 01
Effective Date :June 13, 2022

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

Employes Name and Signature Date

Noted,

Onboarding Speclalist Name and Slgnature Date




iPloy Gift Policy

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

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

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

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

4. 1% Instance — Written Warning
b. 2*Instance- Final Written Warning
€. 3" Instance- Dismissal

Ifin doubt, employees should with management on the appropriateness of any gift axchange.

Employee Acknowledgement

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

Marne: E‘m Qﬁ"ﬁ pﬁﬁ-»&:lﬂl
e S




iPloy Social Media Palicy

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

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

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

*  Publishing material that is defamatory, abusive or offensive in relation to any em ployee, manager,
office hdlder, shareholder, customer or dient of the company;

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

* FPublishing 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 social media,

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

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




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

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

Be respectful always, in both the content and tone of what you say. Show respect to your
audience, your colleagues and customers and suppliers. Do not pest or publish any comments or
content relating to 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 opinions you express are your
awn,

Recommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, farmer employees, customers or suppliers on social media and
netwarking sites. Such recommendations can give the impression that the recommendation Is a
reference on behalf of the iPloy, even when a discdlaimer is placed on such a comment. Any reguest
for such a recommendation should be dealt with by stating that this is not permitted in line with
company policy and that a formal reference can be sought through HR, in line with the normal
reference policy.

Once in the public domain, content cannot be retracted, Therefore, abways take time to review
your content in an objective manner before uploaading. If in doubt, ask somesne ta review it for
you. Think through the consequences of what you say and what could happen If one of yaur
colleagues had to defend your comments to a customer,

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

Thiz palicy extends to future developments in Internet capability and social media usage,

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

Always remember on-line content is never completely private;

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

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




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

Specific Managerial Respansibilities

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

Enforcement / Progression

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

Infractions for this policy is tagged under Level 2 offense and fellow these progressian:

8. 1" Instance — Written Warning
k. 2™ Instance- Final Written Warning
. 3" nstance- Dismissal

Employee Acknowledgement

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

Namé: 1:: Zhem, gan.u\ Qa&éﬁl‘lﬁ
Signature: ‘% Date: o) e 2::{

Tt
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Date : February 22, 2018

Ta tALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

L OBIECTIVE

L1 In conformity with Republic Act Mo. 8504 atherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIV/AIDS as an international
pandemic problem, this company policy & hereby issued for the information
and guidance of the employees in the disgnosis, treatment and prevention of
HIN/AIDS in the workplace.

1.2, This policy is also amed at addressing the stigma attached to HIV/AIDS and
ehsures that the workers' nght against discoimination and confidentiality is
fmantained.

2. COVERAGE

2.1. This Program shall apply to all employess regardless of their ermiployment
slatus.

3. IMPLEMENTING STRUCTURE
3.L Ipley Inc, HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departments,
4. POLICY STATEMENT
4.1 BASIC INFORMATION ON HIV/AIDS
411, What s HIV/AIDS?
4.1,1.1 it v a disease caused by a virus called HY (Human
Immunodeficiency Virus), This virss slowly weakens 3 person’s
ability to fight off other diseases by attaching itself to and
destroying Important cells that control and support the human
immune sysiem

4,12, How HIVAAIDS is tramsmitted ?

4121 Unprotected sex with an HIY infected porson:

————




N r~

=
Ty Inrnrputaied IP‘
TEI i 85T fomer
Prssaibanisy Biad Crbe Huvnma Pai Wi g Betethnn
Tapbiai Tty (G000

4,122 Fram an infected mother to her child {during gregnancy, at
birth through breast feeding),

4.1.23  Intravenous drug use with contaminated needies,
4124, Transfusion with infected bload and blood products; and

4125 Unsale, unprotected contact with infected blood and bleeding
wounds of an infected person.

4.13. Iz there 3 cure?

4131 Mo, However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged surival of
people with HIV. Holistic care of people living with HIV-AIDS and
comprehensive  trealment  of  oppartunistic  infections  also
dramatically improve guality of life

5. GUIDELINES
5.1. Preventive Strategies
53.1.1. Conduct of HIV-8105 Education.

5111  Whowill conduct?
The Medical Clinic of Iploy Inc_in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also farm part of the orientation of newly hired
employees, The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used for this
AUrposE.

5112 How will it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of IEC materals, lectures, counselling and training and
infarmation on adherence to standard or universal precautions in the
workplace

5.L2. Screening, Disgnosis, Treatment and Referral to Health Care Services

5121, Screening for HIV as a prerequisite to employment & not
mandatory

5122 The company shall encourage positive health swepking behawor
through Voluntary Counseling and Testing
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5123 The company shall establish a referral system and provide
access to diagnostic and treatment services Tor its workers. Referral
to Social Hygiene Clinics of LGU for HIV screeming shall be facilitated
by the company's medical clinic staff,

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

6. SOCIAL POLICY
b.1. Non-discniminatory Policy and Practices

GL1. Discrimination n any  form  from  pre-employment to post
employment, including hiring, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited.

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

6.1.3. Discriminatory act done by an officer or an employes against their
co-officer or co-employee shall likewise he penalized

6.2. Confidentiality/Non-Disclosure Policy

6.2.1. Access to personal data relating to a worker’s HIV status shall be
bound by the rules of confidentiality consistent with provisions of R4,
8504 and the ILO Code of Practice

B6.2.2. lob applicants and workers shall not be compatled ta disclose their
HIV/AIDS status and other related medical infarmation.

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

6.3, Work-Accommodation and Arrangement

6.3.1. The company shall take measures to reasorably accommodate
employees with AIDS refated Hinesses,

6.3.2, Agreements made between the company  and  employees’s
representatives shall reflect measures that will support workers with
HIVfAIDS through fesible leave arrangements, rest heduling af warking
time and arrangement for return 1o work,
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Employer's Responsibilities

#.L1. The Company, together with employees, labor organations, comparny
focal personnel for human resources, safety and health personnel shall
develop, implement, monitor and evaluate the workplace palicy and
prograrm on HIV/AIDS.

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

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

7.14. Ensure confidentiality of the health status of itz emplovees and the
access to medical records is limited to authorized personnel.

115 The Company, through its Human Resources Department, chall see to
it that their company policy and program is adequately funded and made
knawn 1o all employees

/.16, The Health and Safety Commities, together with employees/ labor
organizations shall jointly review the policy and program and continue to
Improve these by networking with government and organizations
promaoting HIV prevention,

!4, Employees' Responsibilities
7.2.1. The employee’s organization shall undertake an active role in
educating and training their members on HiV prevention and control.
Fromaote and practice o healthy lifestyle with emphasis on avoiding high
risk behawior and other risk Factors that expose warkers to increased risk
of HIV infection,

7.2, Employees shall practice fofdiscriminatory acts against co-emplayess,

.23, Employees and their arganization shall not have access o persannel
data relating to a worker's HIV status,

124, Employees shall comply with universal precaution and preventive
Measuras,
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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

5.1. This Policy shall take place effective immediately and shall be made known to
every employee.
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Date Canuary 1, 2018

To ALL EMPLODYEES CONCERMNED

From : Human Resources

Thru : Dperations Manager

Subject | WORKPLACE POLICY AND PROGRAM OM TUBERCULOSS (TB) PREVENTION

AND CONTROL

1, OBIECTIVE

1.1.Ta assist the government in its campaign against Tuberculosis (T8) in compliance
with the Department of Labor and Employment's Department Order Mo, 73-05,
series of 2005 — Guidelings for the Inmplementation of Palicy and Program on
Tuberculosis (TB) Prevention and Contral in the Workplace

1.2, Ta provide initiatives to prevent the outbreak and spread of tuberculosis in the
warkplace, and to treat, care, and support employees who become afflicted with
tuberculosis

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

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabiditation, and restoration 1 work of employeas whe contract
this disease. To achleve this goal, all employees are strictly mandated to underpo

an annual physical examination with the requisite chest x-ray

3.2.Als0, in line with this, a TB awareness program shall be undertaken through
information dissemnination, which shall include its nature, frequency [occurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and contral and management of TR in the
workplace. This shall be handied by the Office of Health Services (Infirmary) or
the partner heaith provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health provider,

3.3.The DOTS is a comprehensive strategy to control TR, and 5 composed ol five
components, which are:

331 Political will or commitment to enduring sustained and quality T8
treatment and control activilies;

3.3.2. Case detection by sputum-smear MiCroscopy  among  symplomatic
patients;
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333 Standard shor-course chemotherapy using regimens ol 6 Lo 8 manths far
all confirmad active T8 cases {i.e., smear positive or thase validated by Lhe
TB Diagnostic Committee].  Complete drug taking through  direct
observation by a designated treatment partner, during the whole course of
the treatment regimen;

334 A regular, uninlerrupted spply of all anti-tubercufosis drugs and other
materials,

335 Astandard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculosis contral
program's parformance overal

34.Employees must be given proper information on ways of strengthening their
Immune responses against TB Infection, Le., information on pood nutrition,
adeguate rest, avoidance of tobacco and aicohol, and good personal hygiene
practices.  However, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
Infarmation on its etiology and complete performance averall

3.5.Improving workplace conditions;

3.5.1 To ensure that contamination from T8 airborne particles is contralled,
workplaces must provide adequate and sppropriate ventilation (DOLE
Ocrupational Safety and Health Standards, 05HS, Rule 1076.01) and there
shall be adequate sanitary facilities lor workers

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

3.6.Capability building on TB awareness raising and training an TB case Finding, Case
Halding, Reporting and Recording of cases and the implementation of DOTS hall
be given to Company health personnel or the occupational safety and health
commitiee,

3.7 .5ocial Policias:

371 Non-discrimination: Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adequale
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited health provider as medically fit and
shall be restored 1o wark as soon as their illness is controlled,

322, Work Accommodation: Through agreements made betweer the
management and the employess, work accommaodation measures to
support  employess with TB is encouraged through Nesible leave
arrangements, rescheduling of working times, and arrangements for return
e wark,
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3.7.3. Restoration to Work: The employee may be allowed 1o relurn Lo work
with reasonable working arrangements as determined by the Company's
Heaith Care Provider and/or the DOTS provider

3.8 Employee Responsibility:

3.8.1. Employees who have symptoms of T8 shall immediately seek assistance
fram the Company’s Health Services Provides

3811 An emploves who has the symptoms of TB is required to indtiaily
wiear a face mask (especially white inside the office) and observe good
hygiene practices, at least untll declared by a competent medical
practitioner 1o be safe from transmission

3.81.2.  Similarly, for those at risk, Le., those with family members with TR
or those exposed to a co-employes with TB, it would be prudent to
abserve the same good hyglene practices until declared free from tha
disease and safe from transmission

382, Once diagnosed to be with TB, employees shall immediately seek
treatment gither through the Department of Health's DOTS or a private
physician of the employee’s choice, Howewver, it is imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise ta comglications, such as resistance or even
the falure of treatmant, which may make i1 harder to treat the infection and
result in a longer absence.

3821 An absence from work due 1o medical reasons of over six [6)
manths may result in the termination of cne's employment as
provided for by the Labar Code af the Philippines under Art, 284 -
Mseaze as Ground for Termination

383 Employees are required to undergo an annual compulsory chest Xeray
through the Annual Physical Examination, i for any reason an employee
fails to secure a chest x-ray at that time, he/she shall be directed to secure a
chest ®-ray at an accredited clinic by hisfher respective Inflemarny/Health
Seryices,

3.9 The Company shall ensure that any T8 accurrence 1 the workplace 5 traced and
that all contacts are clinically assessed, as much as feasible

3.10. An employee afflicted with TB, wha has voluntarly underpone the
treatment and rehabilitation program (DOTS) prescribed, and who s finally
declared to be in a noncommunicable stage, may be aliowed back to work
subject Lo being given a medical clearance by a Company designated physician.

311 Employees (those afllicled with the disease or thase identified under
contact tracing) who refuse to cooperate and dutifully obsere  lawiul
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instructions {undergo a medical check-up and/or treatment}, may be subject 1o
disciplinary action proceedings for insubordination (the penalty of which may
range up to the termination of ane’s employment )

4. PROCEDURE

4.1.The respective Health Services of the Company (anddor the contracted Health
Services Prowider) shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and technical assistance in the
implementation of the Workpalace TH Control and Management Program

4.2.An employee who undergoes the Annual Physical Examination with the requisite
chest w-ray will have his/her medical record forwarded to company clinie/HRD,
Employees who fail to undergo the requisite annual ehest x-ray shall be directod
1o secure one at an accredited clinic or by hisfher preferrad Infirmary/Health
Services.

#.2.1. Those with medical lindings shall be required to undergo further medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted to company cinic/HRD and  his/her respective
Intirmary/Health Services,

4,22 The employee shall then coordinate with comparny clinic/HRD and his/her
respective Infirmany/Health Services for the nexl steps.

4.3 An-employee who is suspected [0 be afflicted with T8, whether as 3 direct suspect
af by contact tracing, shall cooperate Tully with  his/her respedlive
Infirmary/Health Services (andfor the contracted Health Services provider). I
the employes tests positive for TH, the employee shall undergo the DOTS
Brogram ta its campletion

4400 the employee needs to undergo a leave of absence Lo recuperate, hafshe will
be allowed to use the appropriate feave before hefthe may request ta be
permitted to go on a Leave of Absernce without Pay (LOA).

Ad.1. The employes shall observe the requisite procedure in applying for a
lpave,

442 The Unit concerned shall emsure that the reguuisite  procedures are
observed by the employee and that the company clinic is duly informead.

4.5 An employee may be allowed 1o go 60 a medical leave of absence (without pay)
for a maximum 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
Management.

451. The same procedures under 4.2,1 ta 4.2 2 shall be observad
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4.6 After treatment, with a maximum period of six (G) months on leave (without pay),
an employee found to be cured or in 8 non-communicable stage of TB may be
allowed back to work, provided that the employes's health shall continue 1o be
monitored during the annual physical examination with the requisite chest x-ray
or as may be deemed necessary by the Unit Health Services [Infirmary) or
contracted Health Services prowider

A7 The employes returning to work shall be required by the Managemen! (o secure
a medical clearance lrom a medical doctor chosen by the Company before being
allowed to return to wark.

4 8 The HRD will initiate disciplinary proceedings against any employee faund to have
discontinued treatment in defiance of medical advice, or who refuses (o undergo
the full treatment course prescribed.  Likewise, employvess who are ordered (o
undergo a check-up due 1o contact tracing bt refuse to do so will also face
disciplinary action proceedings. In both cases, the maximum sanction appiicable
for insubordination will be the termination of one's employment, if it 15 deemed
warranied

5. IMPLEMENTATION AND MOMNITORING

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

6. EFFECTMITY

6.1.This Policy shall take place effective immediately and shall be made known 10
every employes.
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Date ; February 22, 2018

To D ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Dperations Manager

Subject - WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

L LIploy Inc. is committed te conferm to the established standards assurance of
customer satisfaction, protection of our enviranment and health and safety in
the workplaces.

1.2.The company promaotes and ensures a healthy environment through its various
health programs to safeguard ts employees. And as part of the company's
compliance to DOLE Department Advisary No. 05, Series of 2010 [Guldelines for
the Implementation of a Workplace Policy and Program on Hepatitis B], this
Program has been developed. This program is aimed to address the stigma
attached 1o hepatitis B and to ensure that the employees’ right against
discrimination and confidentiality is maintained,

1.3.This guidetine |s formulated for everybody's information and reference for the
diagnosis, treatment, and prevention of Hepatitis B, This will inform the
employess of their role as well as the company in dealing with Hepatitis B A
healthy anvironment encompasses a good working relationship and Ereat output
for continuous business growth
2. COVERAGE
2.1.This Program shall apply to all employees regardiess of their smploymant status.
3. POLICY STATEMENT
3.1 Implementing Struciure
311 Iploy Inc, Hepatltis B workplace policy and program shall be managed by
its health and safety committee. Each division or departmem of the
Company shall be duly represented.
3.2.Guidelinos
1.2.1. Education

3211 Hepatitis B shall be conducted through distribution and posting of
|EC matenals and counselling and/ or lectures; and
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3.2.12.  Hepatitis B education shall be spearheaded by Iploy Ing Medical
Chinic in close coordination with the health and safety committes.

31.2.2. Preventive Strategies

3221 Al employess are encouraged to be immunized against Hepatitis
B after securing clearance from their physiclan

3.2:2.2. Warkplace sanitation and proper waste management and disposal
shall be monitored by the health and safety committee on & regular
bazls,

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

3224 Employees will be given traiming and information on adherance 1o
standards or universal precautions in the workplace.

4, SOCIAL POLICY
4.1.1.1. MNon-diserminatooy Policy and Practices

4.1.1.11 There shall be no discrimination of any form against
employees on the basis of their Hepatitis B stalus consistent with
the interrational agresments on non-dischmination ratified by
the Philippines (ILO C111). Employees shatl not be discriminatad
against, from pre {o post employment, ncluding hiring;
promation, ar assignment because of thelr hepatits B status

41112 Workplace management of sk employess shall not differ
from that of any other iliness. Persons with Hepatitis B related
ilinesses may work for as lang as they are medically it to work:

4.11.2. Confidentiality

41121, Jobr apphicants and employess shall no! be compelled o
disclose - ther Hepattis B atatus and other refated medical
Information. Ca-employees shall nol be obliged to reveal any
persanal information about their fellow employees. Access to
parsonal data relating 1o employee's Hepatitis B status shall be
bound by the rules on confidantiatily and shall be strictly lmited
to medical personnel or if iegally reguired.

4113 Woerk-Accommodation and Arrangerment
4.1.1.3.1. The compary shall take measures to  reasonably

accommodate employees who are Hepatins B positive or with
Hepatitis B - related Hinesiog,

o @AM 0724 s ——e=




Wy nconporated IP'o
00 Pl MSY Tosis
Pscardmns Rinad Cisbe Busineia Pard, ‘“"‘*""‘"‘
Eehu City G000

4.1.13.2 Through agreements made belween managerient and
employees’ representative, measures Lo support emplovess with
Hepatitis B are encouraged to work through flesible leave
arrangements, rescheduling of working time and arrangement for
returm 1o work,

4.11.4 acréening. Diagnosis, Treatment and Referral to Heaith Care
Services

4.1.1.4.1. The company shall establish a referral system and provide
access to disgnostic and treaiment services for its employees for
appropriate medical evaluation/ monitoring and management.

41142 Adherence to the guidelines for healtheare providers on
the evaluation of Hepatitls B positive employess s highly
encouraged.

4.1.1.43 screening for Hepatitis B as a prerequisite to employment
shall not be mandatory

4,1.1.5. Compensation

4.1.1.5.1. The company shall provide access to Social Security
System and Employees Compensation benefits under PD 626 to
an employee contracted with Hepatitls B infection in the
performance of his duty,

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

51.1.1.1. Management, together with employees' organizations,
compary focal persornel for human resources, and salety and
heaith personnel shall develop, implement, monitar ard evalugte
the workplace policy and program on Hepatitis B

51.1.1.2. The Health and Safety Commities shall ensure that their
company policy and program |s adeguately funded and made
kriown to all employess,

51113 The Human Resources Department shall ensure that their
palicy and program adhere to existing legistations and guidelines,
incluthng provisions on leaves, benefits and Insurance.

511,14, Management shall provide information, education and
training on  Hepatitis B for its workforce consistent with the
standardized basic information package developed by the
Hepatites B TWG; if not avallable within the establishment, (hen
provide access to information
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1 ¥ e L The comparny shall ensure non-discriminatary practices in
the workalace

51116 The management together with the campany focal
personnel for human resources and sately and health shall
provide appropriate personal protective equipment to prevent
Hepatitis B exposure, especially lor emplovees exposed to
potentially cantaminated blood or body fluld.

51117 The Health and Safety Committes, together with the
employees’ organizations shall jointly review the policy and
program for effectiveness and continue to imorove these by
netwarking  with povernment and organations promating
Hepatitis B prevention,

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

S1118 The human resources shall ensura that access to medical
records is limited to authorized personnel.

5.1.1.2. Employees Responsibilities

51131, The employees’ arganization is required to undertake an

active role In educating and training their members on Hepatitis
B prevention and contral. The IEC program must alse alm at
promoting and practicing a healthy lifestyle with emphasis on
avoiding high risk pehavior and other nsk factors that

expose employees to increased risk of Hepatitis B
infection, consistent with the standardized basic information
package developed by the Hepatitis B TWG,

5.1.122 Employees shall practice non-diseriminatory acts against

co-employess on the ground of Hepatitis B status.

5.1.1.2.3, Employees and thair organizations shall not have access to

personnel data relating to an employes's Hepatitis B status, The
rules of confidentiality shall apply in carrying out unlan ang
qrganization functions,

51124 Employees shall comply with the universal precaution and

the preventive measures,

51125 Employees with Hepatitis B may inform the health care
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provider or the company physician on their Hepatitis 8 status,
that is, il their work activities may increase the risk of Hepatitis B
infection and transmission or put the Hepatitis B positive at risk
for aggravation
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G, IMPLEMENTATION AND MONITORING
6.1.Within the establishment, the implementation of the policy and program shall be
monitored and evaluated peripdically. The safety and health committes or |ts
counterpart shall be tasked for this purpose

7. EFFECTIWVITY

7.1.This Policy shall take place effective iImmediately and shall be made known te

every employes,

Hilu |
Frepared by: jo H T&l&rlu
Hun&a Resources

Heviewed by, Alfre

Approved by: Yisroel ¥. Gissinger
CEQ
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Date :danuary 1, 2018
To CALL EMPLOYEES CONCERMED
From : Hurman Resources
Thru : Operations Manager

Subject - ORUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

11 In compliance with Article V of Republic Act No, 9165, otherwise known as
the Comprehensive Dangerous Orugs Act of 2002, and its Implemanting Rules
and Kegulations and DOLE Departmert Order Moo 53-03, senes of 2003
(Guidelines for the Implementation af a Drug-Free Workplace Palicies and
Programs for the Private Sector), Iploy Inc. hereby adopts the following
palicies and programs 1o achieve a drog-free workplace,

1.2 Company policy is 1o maintain a workplace free of Mgl drugs. To ensyre
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 appiy to all employess regardiess of their employment
status

3. POLICY STATEMENT

3.1 The use, possession, solicitation for, or sale of dangerous drugs on Compkang
premises or while parforming an assignment,

3.2. Being impaired or under the Influernce of dangerous drugs away from the
company, if such impairment or influence advarsely affects the employes's
waork perfarmance, the safety of the employee ar of others, o puts at risk
the company's reputation.

3.3. Possession, use, solicitation for, or sale of danperous drugs away from the
company premises, IF such activity or involvememt adversely affects the
employee’s work performance, the safety of the employee or of others, or
puts at risk the company's reputation

3.4, The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while on the premises of the company, or
while an company business, "Dangerous Drugs” include thase listed in the
Schedules annexed to the 1961 Single Convention on Marcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annewed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of R.A. 9165,

4. MANDATORY DRUG TEST

4.1. To ensure that only those gualified shall be screened and recruited to prevent
the detrimental effects (e.g. Jower productivity, poor decision making,
increased accidents; more compensation claims, and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be reguired for pre-employment

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

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

4.3.1. RANDOM TESTING: Officer/employees may be selected at randam for
drug testing at any interval determined by the Company

43.2. FOR-CAUSE TESTING: The company may ask an officerfemployee to
submit 1o a drug test at any time it feals that the emploves may be under
the influence of drups, including but not limited  to, the following
circumstances: evidence of drugs on or about the amployee's person or
in the employee's vicinity, unusual conduct on the employes’s part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absentessm or tardiness.

4.3.3. POST-ACCIDENT TESTING: Any officer/employes involved in a “Near-
Miss” incident or “Work Accident” under circumstances that suggest
pussible use or influence of drugs may be asked to submit to g drug test
As defined herein, "Near-Miss” means an incident arising fram or in the
course of work which could have led te injuries or latalities of the
workers and/or considerable damage to the employer had it not been
curtailed. “Work Accident”™ refers to unplanned or unexpected
cccurrence that may or may not result in personal injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment

4.3.4, Al drug tests shall employ, among others, two [2) testing methods, the
screening test which will determine the pasitive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening  test  Where the confirmatory test turns  positive, the
company’s Assessment Team shall evaluate the results and determine
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the level of care and adminstrative interventions that can be extended
to the concerned employes.

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

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

5.1. An officer/employee who, for the first time, is lound positive of drug use,
shall be referred for treatment and/or rehabilitation in a DOH accredited
center. For this purpose, |ploy Inc. shall provide a list of at least three (3)
actredited facilities which an employee who was tested positive for drugs
may choose from,

5.2, Following rehabilitation, the company’s Assessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend to the employer the resumption
of the employee's job if hefshe poses no serious darger to hisfher co-
employees and/or the workplace

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

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

6. ADVOCALCY, EDUCATION AND TRAINING

b1, Iploy Inc. undertakes to increase the awareness and education of its officers
and employees on the adverse effects of dangerous drugs through
continuous advocacy, education and training programs/activities to all its
officers and employees.

6.2 All officers and employees are required to undergo an arentatbion/education
program before assumption of their respective duties. The program shall
include the following topics:

6.2.1. Salient features of R.A, 9165

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

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

6.3, To encourage all officers and employees ta lead a healthy lifestyle while at
work and at home, |ploy Inc. undertakes to conduct the tallowing activities as
often as possible:

B.3.1, Lifestyle assessment  programs  on health  nutrition,  weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

6.3.2, Health wellness screenings (e.g. biood pressure ond heart rote,
cholesterol test, blood glucose, etc.;

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

6.3.4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1 Iploy Ine. shall ensure that the workplace policles and programs on the
prevention and control of dangeraus drugs, including drug testing, shall be
disseminated to all officers and employees. The emplaoyer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them

7.2, Iploy Inc. shall maintain the confidentiality of all information relating to drug
tests 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

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

B, COMSEQUENCES OF POLICY VIOLATIONS

B.1. Any officer or employee who uses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article I of RA 9165 and s Implementing
Rule: and Regulations shall be subject to the pertinent provisions of the said
Act,

8.2, 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 Vi of the Labor Code and under RA 9165
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9. IMPLEMENTATION AND MONITORING

901 The implementation of these policies and programs shall be monitored
and evaluated 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. Thiz Palicy shall take place effective immediately and shall be made
known 1o every employes,

11. ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

Reviewed by: Atrre/du P Q'ihgrl]o ir,
Dheé&or uf}.ﬂh:e itions

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

| hereby acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Palicy
and Program, a summary af the drugs which may alter or affect a drug test and a list of
local Employes Assistance Program providers or local drug and alcohol treatment
programs, | have had an epparlunity to have all aspects of this material fully explained. 1
also understand that | must abide by the Program as & condition of initial andfor
continued employment, and any viclation may result in disciphnary action up to and
including termination,

I also understand that during my employment | may be required to submit to testing fior
the presence of drugs or alcohal in my body. | understand thar submission ta such testing
& a condition of employment with [Company), and disciplinary action up to and ingluding
termination may result if

1} | refuse to consent o testing

2) I refuse to execute all forms of consent and release of llability that are usually and
reasonably associated with such examinations,

3 I refuse ta authorize release of the test results to the compa ny.

4) The tests establish a violation of {Company|'s Drug-Free Waorkplage Palicy
5) | atherwise viotale the policy

| also recognize that the Drug-Free Workplace Policy and related documents are nol
intended to constitute a cantract between Iploy Inc. and me.

The undersigned further states that hefshe has read and understands the above
acknowledgernent and signs below of hisfher own free will.

SIGNATLIRE DATE

WITHESS DATE

S ?méh\l\/b S7- 25-29 a:@?‘




s @ iPloy

Pescmd o Ruail Sl Busdees Pary
Ebiui ity SO0
Date : January 1, 2018
To :ALL EMPLOYEES CONCERNED
From : Hurman Resources
Thru : Operations Manager

Subject | WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBJECTIVE

L.1. The following policles and procedure are hereby lssued by Iploy Inc, to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settferment and/or disposition of sexual Harassment cases.

2. COVERAGE

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

1. POLICY STATEMENT

3.1 Iploy Inc. believes that emplovees should be afforded the opportunity to work
Inan environment free of sexual harassment. Sexual harassment s a form of
misconduct that undermines the employment relationship.  No employee,
gither male or female, should be subjected wverbally or physically to
unsolicited and unwelcome sexual overtures or conduct

3.2, Sexual harassment refers to behavior that is not welcome, that Is personally
offensive, debilitates morale  and, therefore, interferes  with  work
effectivenass. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
eriented conduct which is offensive or objectionable to the recipient,
including, but not limited to: epithets, derogatory or suggestive commants,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

3.3 lploy Inc. will net tolerate any behaviar that amounts to sexual harassment
and any officer or employes found to have committed sexldl harassment
shall be subjected to disciplinary action, up ta and incliding dismissal,

3.4, DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy 5 based an, the definition of sexual
harassment set forth in Section 3 of RA. 7877, It provides that sexual
harassment In workplace is committed by an employer, employee, manager,
supervisor, agent of the emplayer, or any other persan who, having authority,
influence or moral ascendancy over another In a woark environment, demands,
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requires or atherwise regquires any sexual favor from the other, regardiess of
whether the demand, requests or requirement for submission s accepted by
the object of said Act.

In & work-refated or employment  environment, sexual harassment s
committed when:

34.1. The sexual favor is made as a condition in the hiring or in the
employment, re-employment, or continued employment of sald
individual, or in granting said individual favorable compensation, terms of
conditions, prometions, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish  employment
apportunities or otherwise 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
enviranment for the employee,

35 WHERE SEXUAL HARASSMENT 15 COMMITED

Sexual harassment may be committed in any wark or training environment. It
may include, but are nat mited to the lollowing:

351 Inor outside the office bullding or training site;

315.2, atoffice or training-related social functions;

3.5.3. inthe course of work assignments outside the affice:

3.5.4. at work-related conferences, studies or training sessions; or
4.5.5. during work related travel.

3.6. FORMS OF SEXLIAL HARASSMENT
Sexual harassment may be committed in any of the following farms:

3.6.1. Owert sexual advances

36.2. Unwelcome or improper gestures of affection:

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

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

Gda g 25 2q
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A7 WHAT 15 NOT SEXUAL HARASSMENT

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

1.8, EMPLOYER'S RESPONSIBILITY

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

4. PROCEDURE
4.1 COMPLAINT PROCEDURE

411 Any officer or employes, who experiences or witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decoruom and Investigation. They may also report
acts of sexual harassment to any other member of Iploy Inc
management or ownership. All allegations of sexual harassment will be
quickly investigated. To the extent possible, the dentity of the officer ar
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be Informed of the
autcome af the investigation,

4.1.2. A Committee on Decorum and lnvestigation shall be constituted and
shall be composed of the rmanagement and the employees'
representative to receive complaints, investigate and hear sexual
harassment cases. The Committee shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awargness about sexual harassment,

4.2, RETALIATION
4,21, fpioy Inc. will permit no employment-based retaliation against anyone

who brings a complaint ol sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment
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4.3 WRITTEM POLICY

d4.3.1. Al officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy vpon assumption of ther respective
affices. If at any time an officer of employes would like another copy of
the policy, please contact the Office of the Committee on Decorum. |If
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 imvestigation procedure at the Committee,
starting from the filing of a written camplaint, or the manifestation of an
objection to an act or bekavior, all matters discussed, documents reviewed,
letters and correspandences read, and, testimonies heard, will be kept under
the strictest confidence. It s the intention of Iploy Inc. that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honor shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper.

G. EFFECTIVITY

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

] At
Prepared by: Jo Hi inna R, Melecio
Human Resources

-
Reviewsd by m‘%‘ marilio Jr
Dikgctor pf rations

Approved by: Yisroel ¥, Glssinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

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

Submitted by:
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DATE : April 3, 2018

Ta : ALL EMPLOYEES

FROM ; HUMAN RESOURCES DEPARTIMENT
THRL : CPERATIONS MANAGEMENT
SUBIECT - MEMO: RESTROOM GUIDELINES

Iptoy Inc, provides unisex restrooms avallable so that employees can use them when they need
to do so. One is located inside the operation flosr and second is in the hallway outside the
operation floor. However, those who are uncamfortable, has issue with the unisex restroom,
we have a separate single, private restroom available for yse.

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

apply.

Furthermare, it t5 essential that all employees should comply and observe the restraom
etiguette:

o Knack if the cubicle appears to be occupied. Don't peek under the doors,
Lock the cubicle doar when you enter

# Stand close enough to the pan or urinal so you don't wet the seat, walls or
flerear

»  Flush the toilet after use and wipe off the toilet seal for the pext user

*  Paper towels go in the trash can, nol on the floar or in the tollat bowl

= Wash your hands 1o prevent the spread of colds and the flu

*  Please yse water and paper towels conservatively

For your information and guidance
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February 27, 2018

To : ALL EMPLOYLES

FROM 0 HUMAN RESOURCES DEPARTMENT
THHU : OPERATIONS MANAGER

SURIECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The tollowing Is Issucd to ensure the effective enforcement and strict abservance of all
employees on olflice attendance and punctuality

To ensure etfective implementation and monitoring of office security

1. Employees are required to log in and log out using the biometric and the RF ID, even
il the door is open

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

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

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

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

6. Pantry, recreation roam and locker should be closed at all times, employees must use
their RF ID to access these rag ms

. Mo tallgating

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

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

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

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

o o~

For guidance and strict compliance.

Jo HJP'FE-{’;EL‘ %{uiggg

Humman Resources

MNoted by:

Dirh\g:‘—o;b Operations

ST TV i

Scanned by CamScanner
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DATE : Mowember 17, 2021
TO - ALL EMPLOYEES
FROM . HUMAMN RESOURCES
SUBJECT : LOCKER POLICY

The aim of this policy is to El-rldi! our employees and establish a well-kept and orderly environment in
the locker roam,

Please see list of rules provided below for vour reference,

RULES

*  ONE LOCKER ONLY per employee. NO sharing of lockers.

* MO storing of perishable foods/leftovers inside the locker.

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

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

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

= Any sort of action that may result in damage to property is strictly prohibited, This Includes but is
nat limited to graffiti/vandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs' knowledge or consent, etc.

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

#  The company is not responsible for lass 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 balt cutter.

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

* MO LOITERING inside the locker room

* Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly,

Prepared by: Moted by;
= J_,f .’
Relations Specialist Eﬁ M%r General Manager Dlreﬁuégperatlms

| have read, understood, and agreed to comply with the foregoing policies, rules and conditions

governing the iPloy Locker Palicy.
B f‘,.,.ﬂh 07-2L8-2

Employee Signature Qver Printed Name/Date
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DATE

Ta
FROM
THRL
SUBIECT

April 3, 2018

ALl EMPLOYEES

HUMAN RESOURCES DEPARTMENT
OPERATIONS MANAGER

PEMD: CALL IN FOR OUT OF OFFICE

I order to properly monitor out of office employees. a new process to call infreport absence will
be implemented effective Manday, April 9, 2018

Guidelnes:

1. Incases of late and/or absences, employee should report to Human Resources thirgugh
SM5 or Call via HR hotline: 0917 7094074
2. Naotification should contain the following infarmation

.
k.

d,

Cornplete (real) Mame

Departmant

Team Leader

Call in for; (Whole day Absent, Half-day Absant, | ate)
Reason

3. HR waill be the one to send notification 1o Operations Management

4. Mo eall in should be communicated throwgh Team leads or any ather employee: it should
be done by the employee ot hisfher relatives

5. Notification should be at least two (3) hours before the employes’s shift

B, Ifan employee i advised to rest/confined in the haspital, number of rest days as advised
by the physician should be indicated. Otherwise, pmployvee must send notification daily

7. Failure to notify will be taggad as No Call, No Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline

For your guldance and stnct compliance.
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February 18, 2020

Ta - ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SURIECT g ATTENDANCE BONUS 2020

B owe e the year 2019, iPloy would like to set dear key procedures and policies. This memorandum serves as
reminder to be followed:

EAYROLL

1. Immaculate Attendance Bonus is for employees with perfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak, Failure to punch In - out far
breaks will also disgualify the employes. Mo walvers will be given.

2, Tardiness, Undertim# and Over breaks will be deductad from the emploves's pay.

3. Employees who tendered thelr resignation before the release af the Sign On Bonus {First Half or Second Haif} will
MNO longer be eligible to receive it

4. Employees gualified for the Sign On Bonus (First Hall or Second Half) will receive it an the 30" of the sucteeding
manth fram eligibility.

5. Eligibility for the annual merit increase Is based on overall performance and management discretion. Pay out s
at management’s discretion.

MEDICAL CERTIFICATE

L When must the medical certificate be dated?

. L day absence - the medical certificata must be dated on the day af absence or the next day, If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately follows - at the latest. it
cainot be dated on the day that the agent is to report back to work,

. 2 days absence - the medical certificate must be dated on the initial day of absence of the nest day. If the
absence falls on a Thursday, the medical certificate must be dated sither that Thursday or the next day - at the

latest, Ikcannat be dated on the Saturday that immediately follows or that Manday that the agent Is to report back
Tes wiark

. 3 days of absence or langer - the medical certificate must be dated on the initial day of absence or the next
day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from the
initial date of absence, Alsa, the advice to rest is inclusive of rest days.

] Ex: Il the agent |5 absent on a Friday and the medical certificate states advised to rest far 3 days,

that is Inclusive of the day of absence that the agent took ta rest plus Saturday and Sunday - the agent must be back
o wark on Monday,

O 25 — 24
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& If the doctor prescribes rest, the medical cartificate must inglude the number of days of rest. The
advice to rest cannot be antedated.

o There must be a fit to work date.

o The only exception to the Medical Cartificate date guidslines is I the employes has been
haspitalized,
VACATION LEAVES

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

2, Employee must gxactly have the corresponding credits for the request to be approved.
1 eredit = One Day
5 credit = Half Day

3. Employee with perfect attendance &0 days from the requested VL date will be given priority in the approval of
leaves. This is a way of rewarding emplovees with perfect attendance.

4. The company and clent have the right to disapprove leave requists and cancel approved leaves for those
employess who committed unscheduled absences an ths priar manth and on the current menth of the requested
time off Including poor attendance records, behaviaral and productivity ssues,

Approvesd By,

AY GISSINGER

Chief Executive Officer

Directar of Operations

B Pl O 25-2q4 ==
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iPloy Incorporated

8™ floar, Ayala Center Cebu Tower b 'P,O
Bohol Avenue, Cebu Business Park # L1 o

Cebu City 6000
Date : November 17, 2021

TO t ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY
Sick Leave is to be used by employees who are ill, ar any other form of absences supported
by a valid document,

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

2. Employes may use sick leave for absence due to the following reason:
* Employee’s illiness or injury.
= Bereavement leave/s
&  Emergency leavefs
= Power Outage/Internet Outage (for tempaorary Work fram Home set-up)

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

Note: No more Manual filing of Sick Leave except if the employes was hospitalized and/or
quarantine due to COVID-19,

4. Below are the documents needed to provide to use the paid sick leave:
= Employee's iliness or injury

# At the discretion of the employer, the employee should furnish a certificate from
& physician stating that the employee was incapacitated fram 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 Bit to
Work)

¥ Blacklisted Doctors and clinics’ will nat be honored. |Please refer to the
Blacklisted Clinic/Physician Mema)

*  Bereavement leave (Please refer to the Bersavement Loave Policy)

s«  Emergency leave

¥ Validate his/her absence through supporting documents as to why she/he was
having emergency leave on the sald date,

+  Power Outage
®  Certification from their electric/power supply provider {e.g., VECO, CEBECO,
MECO)

* Intermet Outage
# Ticket number from the internet service provider and/or screenshoty/link of
official outage announcement from the internet/telco provider
= Picture of the modem (showing red, no light in “internet”)

3. Any unauthorized sick leave will subject the employee ta disciplinary 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.

o Gbdle ov-25 24 =
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» If sickness claimed is fictitious or non-existent,

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

leave is warranted.

This Memorandum shall take effect on Nevember 22, 2021

Please be guided aceordingly.

Created by:

Moted by:

o Camarillo Jr. Angelo Manal Car n
Diredfor, Operatipns Operations Manager “General Manager
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Ta : ALL EMPLOYEES

FROM - HUMAMN RESOURCES DEPARTMENT

THRLU 3 OPERATIOMS MAMAGER

SUBIECT - 555 SICKNESS CLAIMS — 5 CALENDAR DAYS

For those employees’ who wants to file for sickness claims must submit the duly accomplished 55%
notification form attached with original and complete medical documents. It should be submitted within
5 calendar days from the start of sickness, they may ask thelir 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 wark due to sickness or injury and confined either in a hospital or at home for at
least four (4] days;

2, He has paid at least three (3} months of cantributions within the 12-month period immediately
before the semester of sickness or injuny;

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

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

Failure to submit the documents within the preseribed period will free iPloy from any liability of their
claims.

For your guidance,

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

Simcerely,

Noted by:

&“@%ﬁiﬂ&";
Tom Vol O 250 e
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HRM-2023-10-016

DATE : October 4, 2023

TO : ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

The following are NOT ACCEPTABLE and are considersd part of the BLACKUSTED
CLINICS/PHYSICIANS:

Rajah Tupas Medical Services

Bimbo H. Tequillo MD Clinic

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinie

Heaith Doc Diagnostics

Gaudiosa Montecilia Ir,, MD

Mow Serving

. Dr. Gulan Darnell Sumalinog

10. Tambut Medical Clinie

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

112 Doctor's license numbear
11.3  Clinic/Doctor Phone number
11.4  Date of Actual visit

11.5  Diagnaosis

11.6 Recommendation

11,7  Fit to work date

VW NS N e W

Mew Clinics added:
12. Enad Clinic
13. Bing Clinic
14, Gia Clinie
15. Velosa Clinic
16. Or, Paoclo N. Apuli
17. Lourdes D, Sasoy, MD

When praviding 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 laberatory results, may be requested.
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications, Remember
that na fit-to-work certificate will be denied entry,

= ‘?ml'\l\b 6)- 25-2 %
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4. Do not make erasures on the document, Any corrections made must be counter-signed by
the attending physiclan.
5. Ensure that the soft copy (sent through emall} matches the original copy submitted ta HR,

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

Mo consultation date specified.

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 license number.

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

contacted.

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

7. The clinic/physician does not facilitate phane validations for the issusd medical certificate.

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

oA BE ol i ]

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

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

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

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

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

M
Employee Relations Supervisar

Moted by:
;‘% f'*f" Fm— N
Nifio Angelo Manal Alfredo Camarillo Jr.
HR Manager Ma r Operations Manager Director of Gperations
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Date 1 Movember 30, 2022

To s ALL Emplayess

FROM 3 Human Resources Department

SUBJECT 1 WACATICN AMD SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remaining 51 eredits are ta be converted thus, SL application Is no longer
allowed until the and of the year,

As for the Vacation Leave (VL) conversion, all unused VL credits will be relassed on the 30" of December
2072, Al employees can plot a VL request untll Decemnber 8, 2022 ONLY, The actual VL dates will cover
only until April 30, 2023, Kindly take note of the remindars below in reference to fillng ef VL:

Mo ratraction of approved Vis. If the employes reports for work on the actual VL date, the VL
will not be redmbursed and will be voidad.

*  No rescheduling of VL once approvied.

*  Vidate should not fall on a local holiday otherwise Forfeited,

Mate: Approval of VL réquests will be on or before December 14, 2022,

Furthermore, if the employes resigns or gets separatad from the company elther valuntary or invsluntary,
all available Vi, credits will be forfeited and will not be part of their last pay Il

o Employes fled an immediate resignation and/for lailad to provide a 20-day notics,

o Employee want on Absent Without Official Leave [AWOL

s Employee Incur any leave, absences, and/or any form of terminal leave within the 30-day notice
period with the exteption that the employee provided a valid documentation such as but not
limited to hespitalization due to sickness, accidents, or contagious dissases,

= Employee incurred more than four (4) hours of accumulated and/or total late/undertire within
thve 30-clay notice,

= Employee will have [ssues with performance including but not limited to quality, productivity, &
client escalation within the duration of the 30-day notice,

* Incurred any behavicral infraction sueh as bul not Hmited to Sleaping, Browsing Unrelated
Wehsites and atc,

Furthermaore, 5L and VL corwersion maybe subject to tan. Should you have questions pertaining to this
frigmo, fael Iree Lo reach out Lo our Accounting personnel ag Accounting@lpley.com.

Slgne:

HA Manager
Noted by:

Oparations Managar raf

= | CAHI O7-2§ =2t b
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December 17, 2019

Ta £ ALL EMPLOYEES

FROM ! QFERATIONS MANAGEMENT

SUBIECT I CLEANSING PERIOD

ey Staffing Solutions believes n gving employees enough room for improvement to straighten o
srnployment bn regards to compliance to our company's Code of Conduct. The aim of this approach & to help
motivate employess rectily passed ofenses and start anew,

Cleansing Period pertaing 10 the time when an employes whe his been subljicted to o Disciplinary Action (DA}
I expected to improve performance. Ample tme ks ghven to comect improper bebavior and refoin from
committing any other infractions.

If an employee does not commit the same infraction for the speciliod cleansing perlod, thi progressban of th
diseiplinary action will slide back to a level depending on its type. Mease refor (o tabie below:

At g_q‘an:t
Productivity &
Behavioral 12

This counting of the Cleansing Period will start based on the date when DA was decided upon. All documentations
for infractions will still be kegt in the Employee’s 201 File regardlsss what period of progression

The Cleansing Perlod is effective lanuary 1, 2020 covering Das & moanths and oider,

Sincerely yours, Noted By Approved By
i 4
Ay o
ILLOY IR, IAY GISSINGER
[lire (5] hertat o Chilsf Exgeutive Officer
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1. Incident finger will be wirnittod to Fuman Besources |HE) within 3 woerking deys from
CODE OF CONDUCT AND DHSCIPUINE [Talile of infractions) the date of the incidens.

2 Homan fescurces will issus 2 Notice 1o Beplain [NTE) o the #mgioyee within 3 working
dai
ATATIMENT OF POLICY Lirect Superior shouls coseh the emgicyss within 5 werking days from the Seuance of
fhor T
The Code of Conduct and Discipline is devigred 10 snsure healthy and posite woviing 4. Coaching Form and Written Explanation of 1he smpioyes should be submisied within§
erndnonment, and hopes to maintain and uphold professioralism among iPloy inc smpioyess. wariing daye from the hauares of tha NTE.
The establshed aorrmy harein st forth are geared t ds thi aieai of the Compary's 5. HR will issos Kotice of Decialon with of withou! sanctions witss 5 days from the reeeipt
Gaoals and cijectives. It k worthy to emabasine that the Code is not meant to be oopressive For

u-..z.ﬁnntnlaﬂmstﬁc._i_ﬂanuﬂ._.‘icﬂ._
d. Fallure bo proside Writhen Eaplanation shall corstituie @ waiver of The empioves's
FIgNE 10 B Feard and cordirms that 29 tha detaily in the ncidgnt Aepsrt are bue and

it fs inbended to threaten and intimidate ergloyses. Indeed, it terves ay the guiding principles
on whet i expected of is’ employess o conduct during the entine empicyrrenl here in (Plow,

e eimoutany Biarrs
. Lagses in the thmaeding will rescd? to s senciion — Negiect of Duzy | insubardination

. DOCTRIMES TO GOVERN THE COMPANY'S CODE OF CONDUCT AND DESCIPLINE & Lapies in the timeing will net void the serction

1. The right todiscipline and discharge emgloyess for Uit and propes causen b management's TV, GENERAL BEHANVIORAL STAMDARDS

L Faimess ard jusfice shall always gowvern the impostion of disciplinary actions. Exfsting Labar A5 an [Ploy eeglpen we expect that you will mees the Talewing bebavicral standards:

Laws, implemerting Rules and Juisarudence wil always be ohsarved,

3. The full and sirict maintenancs of distiline is the Tt e ibility. Thim, It shall be 2. Proper Condurt @nd Deearum i expeched from youw witiin the office ard cuisids whan
ﬁl%ﬁgﬁ;iﬂfg luniiiiﬁ.luﬂld&uﬂs representing the Commpany. This inchide sppropriste dress. astending the offios ready bo work, cie of
actions against their subordinates whenever a viclation of the rule is committed nroper ard decerd lenguage, ohservarce of proper affice ard werk decarum, maintsining praper

4. Administrative investigations and other procesdings shall be conducted eapeditioesly, refxtiorships with your colleagees, customers and cther individuals nok In e emplsy of the company,

5. Imposition of penalties when warranted, shall not be cancelled, nor delayed for any reasor. cheervance of and comddancs with mxiting lnws of the Philpoines.

6. The rights of the respondent as provided for by s shall be pearanteed.

T.  The maragement may mitigete the persity to be imposed, subject howewver bo management's . Enhancing Company Productiviry The Company sxpects the Proper cane and utilization of
approval and upon compliance bo The conditions s=t forth by the Iastter. i.!?ﬁ:gisiigﬁigi 11111 , folicrwiryg the

£ in cases of mulitiple vicleticns of thit Code, the ollowing nde 1l spoly as & the penalty o be appiomriste bresk ond Frich tmes, getting o with The job and piefarming the job to the best of oasr
imposed: ability, potithee attitide and dedication to one's wark assignments, susperting swpervisions and those in

Eﬂ!‘!._l

& Following Fules on customer and clent relatons and abways masntsining o professional helgiful
titudle with customens,

& Maintenance ol health snd safety of the office and peaple amurd you. A propsr sttitude
towards cleaniivdss and preser bousskesping in the office, good hesith of yoursel! ard cthers sround
vou, assist in the security of the office, foliowing atic safe by procedures.

e Proper use of Company Broperty, fadltes and security to protect company and employes
E:qunﬁighlﬂl_zgﬂgg_;glﬂg?
bty of all Comgmny operating data and infarmaticn, appraprlate e i 8 Company squipment for

wiork related putposss, properiy account loe all Company Tunds recevnd.
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L Applicabiliny

This Cide shafl spply fo ail IFioy employess, mgardiess of atabas or positian hetd,
Il Types of Dffenzes

Lerval | — Infractions which are minoe n nature but which may becsre halbual end dacustive oot
E:ls.n._i.inn:;ii!ﬂn_uiﬂn_iF

Eiulm-nglri;g;ua!i?iuiggrauBQuniﬂﬂ
‘Comparty property andfo- lves of Indwiduals. autharized. Bringing of

HE

Level 3 — Enfractions which will dest-oy the company's imagn and repulatan, T Cautss whitantiy loes i " ehernnnk padgeth Lt Ve Warnieg
tine cornpany sned cin revult to critical cperational dsraption. & critical of farde that fes core cmised fopmaps, Aash/comasin
the secuaity of 1 ernployees, the Entegrity of Cient, the wedebby of ceiomer's indormation gnd the drives, camanas, o)
stabilivy of the busineis. S

L Tabde of Infrectioss LD

i | i

Farlarg to leg-infaut In

:
i
i







Sl - &) iPioy T D &) iPloy

nnnnn




s

Prseiiated e Buneyy Parh

i €1y OO
. Consmnmy faidng
Pkt Bt
EOmIhH mEnts of
Bor=iw et s
wgnificens Egninms
impary,
a FabMicance of
DenonE fecesds
£ Fahifeation of

. Withy: et ot










B &) iPloy

1. Meghiperas o

cirwlessness of the

emphoyee by leaving the

mampyper yngtierded sra

risiiing thit network 1o a posicded w_..uu-ﬂ“: Dismisasl
| possibly suriy visiation. |

& Tarmspirisg af cosrdary

sErvernebwvork

wanf] n

Furposely sharing

privilagied and confidestisl 5
infarrmation to anyone in Lewal u..lu_uﬂh_-ﬁ!_ Chueriaasl
e CoMpany o e ral

Aty

Uniruitsarined posamssion or

it s o L Day Qiarmiaal
Squlpment

Unauthoriped copying of

spplication peckages and all | Level m.luul_E: Diarrisiad
ots that viziates i
Inanlacnal
Deliberacn locking o o
hacking of snoter TiA R
ernployes’s user Ak in i Larn
arry server,
Placersnt of computer
wirys, trojan horse, and
other damaping alectronis | Leves3 | SoPSnsEn. | e
Thes o phyical scormceies T
B SErvers o

W1, Saving Claas

1 4izﬂft!n§nutﬁin_§v!§§i§r

rS The panalty of dismissl shall nat prejudics the rignt of the comparny to nitia%e court aetian
Agairst the erring emqlopes,

L8 E.EE.EEEEEEEE%.!&EFF!E%
3f.3§m¢ﬁtiwgﬂlgl¢_nﬂnﬂﬂlg

Ploy Incorenrred
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RECEIFT OF THE CIXDE OF COMDUCT AND DISCPUINE POUCY

THiS I8 10 Scknowiedgs that | have read the Company's Code of Corduct and Discipling and understind
that it sats farth the tenms and conditions of my emplovment as well as he duties and respormibsities,
Eﬂau_i-nﬁ.ﬂilﬂiiim_uﬁgti.

| 3ts0 srknowisdge that the Company reserves the fght torevise, Selote, and add to the prowvisions of

his Code of Conduct and Disclpline,, ar condition of employmnent can be establubed by any cbher
slatermnant, eonduct, poliey, & ractioe.

B —— ) g .0 B
DATE DIH.:!JHFII.IN*

AND HAVE READ AND UNCERSTAND ITS
EMPLOYES SIGMATURE %




