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Employee Training Agreement

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

. [Employee's Name], an Individual with the address of
m‘m |Emplayee's Address] {"Employee"],

Recitals:

A The Employer is providing a one-week tralning program to the Emplayer to enhance their skiils and
knowledge in the field of Customer Service and as part of the On boarding process.

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

C. The Emplayer has agreed to pay the Employee a salary for the duration of the training. 0. The Employee has

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

submission of Employment Requirements.

Agreement:

1. Tralning Obligation: The Employee agrees o attend and complete the ane-week training program provided by
the Emplayer. The training will commence on July 25, 2024 and conclude an July 28 , 2024,

2. Salary Payment: In consideration of the Employee’s completion of the tralning, the Employer agrees to pay the
Employee a salary for the duration of the training, payable at the nearest payout schedule {15% ar 30" of the
month) upon successful completion,

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

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

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

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

7. Amendmaents: This Agreement may be amendead anly by a written instrument executed by bath parties,

the parties acknowledge that they have read this Agreement, understand its terms, and agree to

them?
ol

Ch e Y. Pacot

uly 242024

lete Mame & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on {Date) [;q.l 26, 1014

BETWEEN

p IPLOY OPC. (the "Disclosing Party™); and

2, foloirca L. [m (the "Recelving Party"),

collectively referred to as the "Parties”.
RECITALS

A, The Receiving Party understands that the Disclosing Party has disclosed or may disclose
information relating to the training which to the extent previously, presently, or subsequently
disclosed to the Receiving Party is hereinafter referred to as “Proprietary Infarmation” 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 Proprietary Information in strict confidence and to take all reasonable
precautions to protect such Proprietary Infarmation {including, without limitation, all precautions
the Receiving Party employs with respect to its own canfidential materials],

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

13, notto copy or remove and not 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 relationship with the Disclosing Party, and

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

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

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

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

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

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

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

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

4, The Receiving Party understands that nothing herain

4.1, requires the disclosure of any Proprietary Information ar

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

5, The Receiving Party further acknowledges and agrees that no representation ar warranty,
express or implied, Is or will be made, and no responsibility or liability is or will be accepted by the
Disclosing Party, or by any of its respective directors, officers, employees, agents or advisers, as to,
or in relation to, the accuracy of completeness of any Proprietary Information made available to the
Recelving Party or its advisers; It is responsible for making its own evaluation of such Proprietary
Information.

b The fallure of either party to enforce jts rights under this Agreement at any time for any
period shall not be construed as a waiver of such rights. If any part, term or provislon of this

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: N w f"lri"g_ﬂ
Name: Jade Lanizo Mata Name; Jtlaica L- IEFAH
Title: Qnboarding Specialist Title: e

Address: #35 Salvador Extension Labangon Address:  Canhey Mﬂc} f mﬂ [Cliﬂ't
Cebu City
Date: Date: J!]Ijl i ;ﬁ‘l-‘l
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PERSONAL DATA SHEET
INSTRUCTIONS:

1. Anzwer the questions completely and honestly in the spaces provided

1. Please PRINT legialy.

3. DD MOTLEAVE AMY SPACE BLANK, Write "n/fa”, "not applicable” er “nane™

HA-FESal
{Far HE use anly} {Fer HR use anli] [For 4R ase onky|
EMPLOVEL NUBBER DATE HIRED CEPARTMENT
, gLl July 15,1094
LAST BAME FIRST MAME: MIDCLE MARE
ToGURO . JELAICA LumanGTAD
HICKMAME BAOTHER'S FUILL BMAIDEN NAME:
LACA ____reancisca WHANGTAD Toqueo |
CURRENT ADDRESS (Howwe &/ Lot# | Black A [ Sireet, Barangay, Municipality / City, Province, Tip Code)
| (% T. Pacofia drect Tira i s .
ROAIMCIAL ADDRESS [House A Lotk | Black B | Strect, Barangsy, Municingity / City, Province, 2ip Code)
¢ Nadlad, City of Noga, Cebu (031
Land Phane No. Mokslo f. = J Mabile No.
555 Mo, PlE‘iEIL‘? Ho PHILHEALTH Na. ) L] ;
OGUPNMBSO  |Imiei 511 ||120S16 el | "by30846¢
BIRTH DATE BIRTH PLACE GEWDER RLOON TYPE
BEL 11,1000 | plaen CEBY TEMALE .
MARITAL STATLS MAME OF SPOUSE [Adarried) Ermail Addressis)
{singla . -
| | Legally Saparated & G
| | Married | SPOUSE T ddmmhquqm@ﬂmll
| | Widew "Widowar |
1 — —

Arn ol felated by kinship or mariage up to the 3" degree to any curment smaboyes of IPloy?
I ] %es [of Moo 7 Y8, ghe MAME ard AELATIONSSHIP

| MAME OF SPOUSE (If marriad) SPOLISE ' EMPPLOYER | SPOLISE'S DATE OF RIRTH
NO. OF T BIATH ORDER
'_;I-_l:_ﬁhu_.fs | |- NO. OF 5ISTER/S M0, OF CHELDIEEN | Ddy Child, 1%, 29, iz |
MAME 0% CHILGREN |If any} DATE OF BiRTH MANE OF SHILINGS mﬁf‘ ':m »
: WLETATUS =~ |
FATHER'S NAME D;T:: CCCUPATION MOTHER'S NAME D:‘Llr:F DCCUPATION 1
DECEACED M | CHEPENTRE TRNCITCA caplans (0%loalgss | rousewiEe

CONTACT PERSON _nsmump TO EMPLOYEEE
st Akl COMTACT PHONE MO, (optianal}

__ Caflafs PEANCISCA | (AG030 38040 %mﬁmﬁm =

Emergency Contact 1t

Montags - 16%h Fioor One Mantage Tower, Arcrinishap Reyes Ave, Cabu Cliy 11 MSY- 11th Flaor MSY Tower Pescadores. Road Caby
Businass Park, Cisbu City 5000 1 ACCT — Gth Fioor, Aynla Canar Cebu Townr, Coby Busines Park, Cabuy Gy,




PART 5
DATES ATTENDED GRADUATE
LEVEL uul_!uuummn?tm ¢ {memdyr] = [mm/yrl [t ar M)
PRIMARY EDUCATION Li:utﬂ-nﬂ tlime rlrﬂhuﬂ :Igm, = 1h1% | \(
SECONDARY EDUCATION [ ahnal . .
ooy G- 201%- 2019 4
Cenirya:
VOCATIONAL
& NON-DIGREE COLIRSES
Dogree/Course:
TERTIARY EBRACATION
| Dogree:
POSTGRADUATE & GRADUATE
STUDIES Degres:
Degree:

PRART & Employment Hist

(Fram most recent and for mlf posiflong held)
EMPLOVER'S MAME = ADDRESS & TEL. NO.
TIE Gldoal Waluheng

J0M TITLE T savary I  PERIDD COVERED |mmjyr|

': 51 Iilm ROM T

i 1 L ofaol | oglzom
SLIPERVISOR'S MARE SUPERVISOR'S TITLE EMPLOVEES SUPFRVISED
[H-applicabie)

REASON FOR LEAING

y_fotec _di d
EMPLOYER'S RASE H E l :
TECH WA NER

| ADDRESS & TEL. NG,

I8 TITLE SALARY ____PERIOD CONERED [mmyyr]
5‘- H"m FROM | o
l:: J01) 10Tl
SUPERVISOR'S NAME SUPERVISON'S TITLE EMPLOVELS SUPERVISED
|If.1pq:'5:u‘h$r|

"REASCA FOR LEAVING

JftLaky 1ECUE / DISPUTE

EMPLOYER'S NAKAE ] ADDRESS A& TEL MO,
_ L0m CENDAY = ;
JOBTITLE [ saLany _ PERIOD COVERED immyyr) B
:.ﬂ j-ﬁ rn FRO&E o
. C ! 11 1018
SUPERVISOR'S NAME | SUPERVISOR'S TITLE EMPLOYEES SUPERVISED
| azplieable)
REASCH FOR LEAVING
A
EMPLOYER'S NAME ADORESS & TEL NO,
30 TITLE SALARY = FERIOD COVERED {menjyr]
FRO Ta ]
| Mdvisor Cales 4 1,77 2013 | 2014
SUPLRVISOR'S NAME SUPERVEEOR'S TITLE EMPLOYEES SUPERVISED .
- | [ applicablo)
REASCIN FOR LEANING
SO lscue pe PDISAUTE
EMPLOYER'S NAME | ADDRESS & TFL, NI
loaTmE SALARY | ___?E-HIDD COVERED [mmyyr|
| FROM T0
- ]
SUPERVISONS MAME SUPPERWISORTS TITLE EMPLOYEES SUPERVISED
Lif applicable)

REARDN FOR LEAVING

Montage « 167 Fiase One Martage Towee, Archibishan Reyes Ave, Cebe Gy [ MEY. 113h Floar MSY Tower Peacodomns Road Cebu
Business Park, Cabu City 5000 |1 ACCT — Bih Floor, Aynia Certer Cebu Towar, Cabu Business Park, Cebu Oty
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Pursuand ro: jo) Indigenous Peogle's Act (RA £3710; fb) Mogme Carte fur Disabled Persans (RA 7277); ond Soio Porents Welors Act 2000 (R4 2973)
pleane annwer the following e

Are yau B member of any indigenaus group? O ¥ES i NO | i yes, please specfy:
Do you kdentify as differentiy-abled? O YES 3"‘ MO if yes, plosse specily:
| Are you @ 5ol parent? O YES Q/ND If yes, please specity:

PART 2 Character Beferences
e nimoe, adiress, and telephone numbers of three (3] persons who know you ather than those you have wavkod wih,
ADDRESS ] TEL MO,

k. ' ULk Ll b I

Other Quatifications
dab-related broiming courses (give Btk owd yerv), fob-reloted skWs fother krepuoges, compoter and inflormation techraloagy, ook, maciines, fic.), ob-
related certificates qnd drenses fcurnent anivl, fob-refated owards and specinl ecconplishments [publicotions, memesrsivgs in predessione) or hewnor
societics, odership actiwties, putic saraking, ang performonce owards) e dares ond sead documents

_ DATE {meypaart DESCRIPTION / TITLE

ADDITIONAL IDENTIFMCATINN

TYPE / CONTROL NG, ISSLE DATE EXPIRY DATE

| PASSPORT DETARLS
VISA DETAILS [If applicable)

| DRIVER'S LICENSE
OTHER GONTT, [S5LFED 10s: {Far
example: 555, TIM, 3000 PARENT
I, PRC, ACR, e}
MILITARY / GONT, f CVIL |
SERVICES [IF ary)

Hae you ever boen formally charged afan | Illyul W "Yes", please give detalls:
administrative [/ chil/crieminal offensa? Nix

administratiee / cvilfcriminal offense? [

|
Have you ever been convicted of an I‘J]'{ﬂ IF "Ves”, please give details:
1]

CERTIFICATION

| CERTIFY that, to the best of my ke
faith. | UNDERSTAND that false
employment fram Moy, | UND)

ed, all the Informaticn on an atiached 1a this document is trus, corred, complete and made in good
rmation o or atteched to this application may be grourch lor not tiring me of rmIRAE my

ulent |
that any

dui; 2y 20ty
itureﬁ Eﬁmlnvvm ate Signad

Monlaga - 16 Fioor Dna Mariage Tower, Aschbishap Reyes Ao, Cobu City 11 MEY- 111h Finor MSY Tower Pascadonss Road Cota
Businaes Park, Cabu City 6000 |7 AT - Bih Floor, Ayule Ganter Cabuw Tower, Ceby Business Park, Cebu Cliy,
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PERSOMAL DATA SHEET
INSTRUCTIONS:
1. Answer the guestions completely and honestly In the spaces proyvided
L. Please PRINT legitly.
3. DD MOT LEAVE AMY SPACE BLANK, Write "n/3”, "not applicable” er “nane”
HA-PESOL
{Far HE use anly] {Far HR usi anlld] [For HA wne only|
EMPLOVEE NUMBER TATE HIRED CEPARTMENT

uq1q Ju,h:] 1<, oty

Baasc Infornaaibon B

FIRST MAME:

LAST MAME

NICKMAME MCTHER'S FULL MAIDEN NAME:

4E.tr_&_4t&mmﬂ londnarad Toauo —
CURRENT ADDRESS (Houve & / Lot# | Block A/ Sireet, Barangay, Municipality / Oity, Province, Tip Code)
faohtr  Naolad ity 0f Naga Cebu G037
PROVIRCIAL ADDRESS [House W/ Lotk [ Blockl | Street, BarSngay, Muriciasity | City, Province, 2ip Code)

| Cende Nadad i Gl of Naga, Ctbu G027

Land Phone Mo. |"I'-'Iuh|u Mo J Maobile Ho.
Ei O oabsamy -
555 Mo PAGJBIG No PHILMLALTH Ma, K] ]

Ot 1 Esh [21EGIC 21517 11054, 12841 | {Gus0cues
BEXTH DATE HIRTH FLALCE GEMWDER BLOOO TYPE

Qugtember 0 go0 | wren crey | .
E?nrma sTATus MAME OF SPOUSE [Adarred) Ernail Addreials)
f Single

| | Widiw Widower

L] Legally Separates | 1o ;éb.mfl am
| 1 Married | SPOLISE TIY o Jdm fﬂ'hqlll

Arn yau regpd bry kinship or marriage up 1o the 3* degree to any et emaboyes of Ploy?
I 1¥es [0 Moo If YIS, ghoe MAME ard RELATICSESHP

BAME OF 5POLUSE I'Irrharrlngl:l S_‘I?\GLI!E *% EMPPLOYER SF'GIJEE'SM‘FEQFIIR‘I'H_
NO.OF BI®TH ORDER
DROTHER/S | | N S SEFTERT | l PO, OF CHRLDREN | {Qaly Child, 1%, 2, wic) |

OF CHILTGIEN oF BIRTH : DATE w!!';'“" A

kg HAME {If any) DATE WAME OF SHILNGS PPVLETATUE
: DATE OF - DATE OF =
Fiv
THER'S NAME BIRTH | DCCUIPATION MOTHER'S MAKE MIH DCI:I.IPAT!M

DECESED FEMCISCA_Clpleans|oaloaling| Amscwife |

R GBI 10 ot Rt T Cortiack Farstint
CONTACT PERSION CONTACE FUOREND., -nEu‘rmTiuLht ;;J.ﬁwmme

| ChBlGOS FEANCICCA | (9e0€033040 Mother

Maniage - 166 Floor Ona Martags Tower, Archisishan Reyes foe, Cobu City 11 MEY- 111h Floor MSY Towas Pscadones Road Cote
Businacs Park, Cabu City 5000 11 ACTT — Bih Floor, Ayala Canier Cabu Towsr, Coby Birsingss Park Coabau Gy,




Educatienal Att

& NON-DEGREE COURSES

LEWEL DATES ATTENDED GRADUATE
PRIMARY EDLICATION Armemfyr] ={ ey} [¥es e o]
ok - 10'% V
SECONDARY EDUCATION 2o 5507 7
VOCATIONAL

Degree/Cowrse
TERTIARY EDLCATION

Dagres;
POSTGHADUWTE & GRADUATE
STUDIES Dpgris:

Degres:

EMPLOVER'S NAME

s Alobal Lo i
CIe

SUPERWVISORS MaMIE

108 TITLE
\Cjory
SUPERVISONS TITLE

PERIDD COVERED [men/yr]

FRORA Ta
lza2l |

EMPLOYELS SUPERVEED
il mpplicabie)

REASDN FOR LEAVING

Hl.! '{cl“ﬁll' diti

EMPLOVER'S NAME

TECHMARINEA

| ADDRESS & TEL. NGO

Cse Lo, Shv

108 TITLE SALARY PERIOD CONERED [mmyyr]

c’ FROM T0

. SE D i 1017

SUPERVISOR'S MastE SUPERVISOR'S TITLE EMPLOYVEES SUPERVISED

— . {H a pplicabis]
REASOMN FO& LEAVING - » k

Jﬂ!ﬂq LT l.llf E nfﬂ?ﬂ
EMPLOYER'S MAME ADDRESS & TEL MO,
COMCENTER
JOBTITLE SALARY PERIOD COVERED [mmdyr)
RO ™

SUPTRVISOR'S NAME SUPERVISOR S THTLE

REASCH FOR LEAVING

The
EREREOEMAY

EMPLOYER'S NAME

]

| EMPLOYEES SUPERVISED
N aposicable]

ADCRESS B TEL. MO

JOB TITLE ; |5.-.u.m __ PERID COVERED fmmj/yr)
Adwirer sales 1 11, L | B
SUPERVISDR'S NAME ) | SUPERVSCR'S TITLE EMPLOYEES SUPERVISED
[iff applicabis)
REASCIN FOR LEAVING R -
{ ) s pyutt

EMPLOYER'S NAME DDRESS & TEL NO
IDaTmE SALAMY | PEAICE COVERED [mmjyr|

| FROM Ta

SLPERVISOR S MAME CAFPERWISOR'S TITLE

| ERPLOYEES SLIPERVISID
(Il applicablie}

REASON FOR LEAVING

Montags - 18th Floor Cine Montnga Tewssr, Aschiimhon Aoyies &, Cabu Cly 11 MSY- 111h Flaor MSY Tewes Pescadores Hoar Ceta
Business Parc. Cabas Oy 8000 [ ACCT — Sth Flaoe, Ayala Canlar Cebue Towar, Dby Busiisss Park, Cobu Ciry
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Purswant to: (o) indigenous People s At [RA BI710; i) Magna Covta fior Disobled Perions [RA 7277); and Sola Poreats Wellare Act 2000 (RA 8272)
plemse orswer the fofowing fems:

| Ao you 8 member of any indigenows graup? | O YES BV if yes, please specify:
Do you |dentify as differently-ablad? O ¥es | CWNO | ifyes, please specily:
Aue you a sola parent? O YES W’HP if yes, plaase specify:

TEL MO,
Fac 1 Rk i
]
A

Job-related troming courses fgive title and weor, Job-related shifls [other languages, compuer ani infarmatian technology, toois, mochines, e Job-
feleted cerlificates ood ficenses (currevst onf), Job-related owards oad special cocomplishments (FaWearions, memberships s professional o hange
sorieties, feadersbln aithities, pubiic speaking, ong pedformance awards), Give dates ond send docoments

e DATE o) SESCRITION SIS

ADDITIONAL IDENTIFICATION

TWPE / CONTROL NO. ISSUE DATE EXPIRY DATE

FASSPOAT DETAILS

VISA DETAILS (if applicatia)
DRIVER'S LICENSE

OTHER GOVT. ISSUED IDs: {Far
example: 555, TIN, S0L0 PARENT
i, PRE, AR, ete.)

MILITARY / GOVT, J/ E1VIL
SERVICES {If anyl |

Have you ever been formally charged of an ] ¥es ': if "re's.‘, please give detadls:
administrative [ chvilforiminal offense? Na

Hawe you ewer been corvicted of an (1] Yes H "Yies”, pleass give details:
administrative /| civilferiminal offensa? Mo

CERTIFICATION

| CERTIFY that, fo the best of vy knowl
faith. | UMDERSTAND that lalie or
rmgloyment from Play. | UNDE

!l the information an sn attached to this documaent & trus, correct, complate and made in good
tent irfermEjon on or attachid 1o this applcetion may be grounds Tor Aot hifing me or termingts "y
anvy infarmilsan | ghe may be Investigated.

Smni?‘rw&w T Dage sign H

Maniage - 10ih Fioor Ore Mortags Towor, AuehBikcs Reyes Ao, Caatna Cily [ MBY- 118 Floor MEY Towar Pescadoms Rosd Cabi
Business Park, Cabu City 8000 (| ACCT ~ thh Floor, Ayaln Certar Cobu Towes, Cabu Business Park, Cabe City
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, ﬁ;lﬂm 1 I&ﬂ:ﬁ‘[ [a] hereby autharize Iploy Inc. and/or it's representatives to
make Investigation of my background, references, character, past employment, consumer reports,
education, and criminal history record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my gualifications for employment. A telephone facsimile

{fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent,

I heraby consent to the Company's verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or 2 condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard to the foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed,

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

any and all claims of lability ar damage due to either the procurement or the true and accurate
disclosure of such records or information.

Applicant Name: illﬂltﬁﬁ L: Inquim

Present Address: na H

Date of Birth: _mjgg_'_uw
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SIGN-ON BONUS POLICY

Policy:

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

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

* A regular employee

= No resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status
Must not be on Floating, AWOL, Terminated and EOC status or other forms of
separation

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

Releasing of Sign-0On Bonus:

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

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

Acknowledgment
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Caibe Bursingih Park, Cobo Chry (000

UNDERTAKING

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

Policy Title : Dress Code Policy
Revislon No 01
Effective Date ¢ Jume 13, 2022

I acknowledge that signing this document is a confirmation that | understand and agree
with what is expected of rpe-35 IPlovamployee with respect to the Dress Code Policy
g chamges and additions which are deemed

70 July 1¢ 12024

Fnature ~ Date

Noted:

Onboarding Specialist Name and Signature Date




iPloy Gift Policy

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

“Gift" means any bestowal of maney, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is not exchanged. Payments for travel, entertainment and
food are also consldered 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 maore than Php200 should be returned to the
Eiver,

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

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

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

Employee Acknowledgement

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

““"‘Ei—dﬂ.ﬂ.ﬂ?%m
Signature: e \ Date: Jﬂﬁ 16,2028




iPloy Social Media Policy

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

All employees should be aware that iPloy regularly monitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.
iPloy does not specifically monitor social media sites for emplayee cantent on an ongoing basis, however
employees should not expect privacy in this regard. IPloy reserves the right ta utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes across in regular internet manitoring, of is brought to the erganization’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 nat
limited to:

&  Publishing material that is defamatory, abusive or offensive In relation to any employee, manager,
office holder, shareholder, customer or client of the company;

*  Pubiishing any confidential or business-sensitive information abaut IPloy;

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

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

* Be aware of your association with the company when using online social networks, You must
always identify yourself and your rele if you mention or comment on the company, Where you
identify yourself as an employee, ensure your profile and related content Is consistent with how
you would present yourself with colleagues and dlients. You must write in the first person and
state clearly that the views expressed are your own and not those of iPloy. Wherever practical,
¥ou must use 3 disclaimer saying that while you work for the company, anything you publish is
your opinion, and not necessarily the opinions of the company,

*  You are personally responsible for what you post or publish on social media sites. Where |t is
Found that any infarmatlon 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 — yau must not post colleagues’ details or pictures without their
individual permission. Employees must nat provide or use their company password In response
to any internet request for a password.

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

Be respectful always, in both the content and tone of what you say. Show respect to your
audience, your colleagues and customers and suppliers. Do not post or publish any comments ar
content relating to the company or |ts 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
oW,

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

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

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

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

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

Always remember on-line content [ never completely private;

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

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




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

Specific Managerial Responsibilities

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

Enforcement / Progression

Mon-compliance with the general principles and conditlons of this soclal media policy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal,
This policy Is not exhaustive. In situations that are not expressly governed by this policy, you must ensure
that your 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 cansult with your manager,

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

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

Employee Acknowledgement

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

[124]

Mame:

Signature:

Date: \T"‘H——“HM
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Date : February 22, 2018

To tALL EMPLOYEES CONCERNED
Fram ¢ Hurman Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAN ON HIV/AIDS

OBIECTIVE

L1 In conformity with Republic Act No, B504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent too! in addressing HV/AIDS as an international
pantdemic problem, this company policy is hereby Issued (or the information
and guidance of the employees in the diagnosis, treatmant and prevention of
HIVIAIDS in the workplace.

L2, This policy s also aimed at addressing the stgma attached 1o HIV/AIDS and
ensures that the workers' right against duscrimination and confidentiality is
maintained.

COVERAGE

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

IMPLEMENTING STRUCTURE

1.1 Iploy Inc, HV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departments

POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
4.1.1. What s HIV/AIDS?

4111 It & a disease coused by o wirus called HIV  (Human
immunodeficiency Virus). This virus slowly weakens 3 person's
ability 1o fight off other diseases by attaching itself 1o and
destroying important cells that contral and support the human
IMIMUNE syslem

4.1.2 How HIV/AIDS is transmitted ?

4121 Unprotected sax with an HIV infected person,
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4122 From an infected mother to her child (during pregnancy, at
birth through breast feeding),

4.1.2.3.  Intravenous drug use with contaminated needles,
4124, Transfusion with infected blood and blood products; and

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

413 Isthere a cure?

4.1.3.1.  No However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
people with HIV. Holistic care of people living with HIV-AIDS and
comprehensive  treatment ol opportunistic  infechons  also
dramatically improve quality of life

5. GUIDELINES
5.1. Preventive Strategies
311, Conduct of HIV-AIDS Education.
5L11. Who will conduct?

The Medical Clinic of Iploy Ine._in coordination with the Health and
Safety Committee shall conduct HIV-AIDS education 1o all amployees
for free. This shall also form part of the orientation of newly hired
employees. The standardized information package developed by the
Department of Labor and Employment [DOLE} may be used for this
pUrpose.

5112  How will it be conducted?
The HIV-AIDS education will be conducted through disinbution and
pasting ‘of IEC matenals, lectures, counselling and traning and
information on adherence to standard or universal precautions In the
workplace

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

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

5122, The company shall encourage positive health seeking behavior
through Voluntary Counseling and Testing
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51.23,  The company shall establish a referral system and provide
access to diagnostic and treatment sendces (or its workers. Referral
to Soctal Hygiene Clinics of LGU far HIV screening shall be facilitated
by the company’'s medical clinkc staff.

51.24. The company shall likewise facilitate access to Hvelinood
assistance {or the affected employee and hisfher families, being
offered by other government agencies,

B SOCIAL POLICY
6.1. Non-discriminatory Policy and Practices

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

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

6.1.3. Discriminatory act done by an officer o an employee against thelr
co-afficer or co-employes shall likewise be penallsed,

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 R.A,
8504 and the ILO Code of Practice,

e.2.2. Job applicants and workers shall not be compelled to disclose their
HIV/RIDS status and other related medical informatian,

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 reasonably accommodate
employees with AIDS related lilnesses

6.3.2, Agreements made between the company and employes's
representatives shall reflect measures that will support workers with
HIVAAIDS through flexitle leave arrangements, rescheduling of working
time and arrangement far return to work
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

7.1, Employer's Responsibilities

#.1.1. The Company, together with employees/ labor organizations, company
focal personnel for human resources, safety and health personnel shall
develop, implement, monitor and evaluate the workplace policy and

program on Hiv/AIDS.

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

workforce,

F1.3, Ensure non-discriminatory practices in the workplace and that the

polcy and prograrn adheres to existing legislations and guidelines.

714, Ensure confidentsality of the health status of itz employees and the

access 1o medical records Is limited to authorized personnel.

7.1.5. The Company, through its Human Resources Department, shall see to
it that their company policy and program 15 adeguately funded and made

known to all employess,

7.1.6, The Health and Safety Committee, together with employees/ labar
organizations shall jointly review the palicy and pregram and continue to
improve these by networking with povernment and  organizations

promoting HIV prevention

4.2, Employees' Responsibilities

7.21. The employes's organization shall undertake an active rale in
educating and training their members on HIV prevention and control,
Pramote and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expase workers to increased risk

of HIV infection.

7.2.2, Employees shall practice non-discriminatory acts against co-employess

1.2.3, Employees and their orgamization shall not have access to personnel

data relating to a worker’s HIV status.

7.2.4. Employees shall comply with universal precaution and preventive

medsures.




POy i anpor stmd
e & iPloy
Prabadiig Rosd Cebu Busbrew Park, e In.-ru
oy iy SO0

- 8 IMPLEMENTATION AND MONITORING

B.1. The Safety and Health Committee or its counterpart shall periodically monitor
and evaluate the implementation of this Policy and Program

9. EFFECTMITY

8.1. This Policy shall take place effective immediately and shall be made known 1o
every employee.

4
'I‘Um"»k .
Prepared by: Jo Hanng . Malecio
Human Resources

Reviewed by: Pg(fredu ;‘}a\manﬂn Ir.

Eﬁre:tnr pl‘}]rﬁhratmns

Approved by: Yisroel ¥, Gissinger
CEQ




|3

[ e A '
m':nTDLMIWFm. 3 “'"""""‘*y
Coeiai Ciby S0

Date slanuary 1, 2018

To P ALL EMPLOYEES CONCERMED

From : Human Resources

Thru ¢ Operations Manager

Subject | WORKPLACE POLICY AND PROGRAM ON TUBERCULDSIS (TB) PREVENTION

AND CONTROL

1. OBIECTIVE

1.} To assist the government in its campaign agalnst Tuberculosis (TB) in compliance
with the Depariment of Labor and Employment’s Department Order No. 73-05,
series of 2005 — Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevantion and Contral in the Warkplace.

1.2.To provide initiatives to prevent the outhreak and spread of tuberculosis in the
workplace, and Lo treat, care, and support employees who become afflicted with
tuberculoss

3. COVERAGE
2, 1. This Program shall apply to all employees regardless of their employment status
3, POLICY STATEMENT

3.1.The compary seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilitation, and restoration 1o work of employees who contract
this disease. Ta achieve this goal, all employees are strictly mandated to undergo

an annual physical examination with the requisi

3.2 Also, in line with ths, a TB awareness program shall be undertaken through
infarmation dissemination, which shall include its nature, frequency {occurrence
in a selected population] and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TR in the
workplace. This shall be handled by the Office of Health Services (Infirmary) or
the partner health provider of IPLOY INC. In conjunction with the Operations
Manager and office of Human Respurce through the company's accredited
health provider.

3.3.The DOTS s a comprehensive strategy to control TB, and 5 composed of five
compenents, which are;

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

332 Cose detection by sputum-smear microscopy among symptomatic
pabents;
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3.3.3. Standard short-course chematherapy using regimens of 6 to 8 months for
all confirmed active TB cases (.2, smaar positive or those validated by the
T Diagnostic Commitles) Complete drug taking through direct
ohservation by a designated [reatment pariner, during the whole course of
the treatment regimen;

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

3135 Astandard recording and reporting systemn thal allows assessment of case
finding and treatment outcomes for each patient and of tuberculosis control
program’s performance overall

3.4 Employees must be given proper information on ways of strangthening their
immune responses against TB infection, e, information on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and good personal hygiene
prachices. However, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information on its etiology and complate performance averall

3.5 Improving workplace conditions:

351 To ensure that contamenation from TB airborne garticles is controlied,
waorkplaces must provide adequate and appropriate ventilation [DOLE-
Cccupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shail be adequate sanitary facilities for workers,

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

3.6 .Capability building on T8 awareness ratsing and training on T case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personnel or the occupational safety and health
commitiee.

3.7.5acial Palicies:

371, Non-diserimination: Employees who have or had TB shall not be
discriminated against. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work lor as long as they are
certified by the Company's accredited health provider as medically fit and
shall be rastored to werk as soon as their lilness is controlled.

172, Work Accommodation: Through agreements made between the
management and the employees, work accommodation measures o
support  employees with TR s encouraged through flexible leave
arrangements, rescheduling of working times, and arranpements for return
to work.
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3.7.3. Restoration to Work: The employee may be allowed tb return to work
with reasonable working arrangements as delermined by the Campany's
Health Care Provider and/or the DOTS provider.

3.8. Employee Responsibility:

3.8.1, Employees who have symptoms of TR shall immadiately seek asustance
from the Company’s Health Services Provider

3811 An employes who has the symptoms of T8 s reguired to nitially
wear a face mask (especially while inside the office) and observe good
hygleng practicos, at least untl declared by a competent medicat
practitioner 1o be safe from transmission

3812 Similarly, Tor those at risk, | e, those with family members with TB
of those exposed 10 o co-employee with TB, it would be prudent to
observe the same good hygene practices until declared free from the
disease and safe from transmission

382 Once diggnosed to be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee’s choice. However, it is imperative that the one
strictly adheres 1o the course of treatrment. Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make it harder to treat the infection and
result in a longer absence.

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

183, Employees are required to undergo an annual compulsory chest X-ray
through the Annual Physical Examination  If for any reason an employes
fails to secure a chest x-ray at that time, he/she shall be directed to secure a
chest x-ray at an accredited clinic by histher respective Infirmary/Health
Services.

3.9, The Compary shail ensure thal any TH occurrence in the workplace is traced and
that all contacts are clinically assessed, as much as feasible

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

mn Employees (those afflicted with the disease or those identified under
contact tracing) who refuse to cooperate and dutifully obsesve lawful
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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 one’s employmaent )

4. PROCEDURE

4.1 The respective Health Services of the Company (andfar the contracted Health
Services Provider) shall coordinate with the Occupational Safety and Health
Center who  shall provide préventive and technical  assistance in the
implementation of the Workplace TB Contral and Management Program,

4.2.An employee who undergoes the Annual Physical Examination with the requisite
chest xray will have histher medical recard forwarded to company clinic/HRD,
Employees who fall (o undergo the requisite annual chest w-ray shall be diracted
to secure one at an accredited clinic or by hisfMer preferred InfirmaryHealth
Services.

421 Those with medical Hindings shall be required to undergo further medical
check-up. All medical records in cannection with this second/ further check-
up shall be submitted to company chinic/MRD and his/her respective
Infirmary/Health Services.

4.2.2; The employee shall then coordinate with company chinic/HRD ard Ris/her
respective InflisrnaryfHealth Services Tor the next steps,

4.3.An employes who is suspected (o be afflicted with TB, whether as a direct suspect
or by contact tracng, shall cooperate fully  with  Bis/her  respective
Infirmary/Health Services {and/or the contracted Health Services provider) |f
the employee tests positive for TH, the employee shall undergo the DOTS
program 1o its completion,

4.4.0f the employee needs to undergo a leave of absence Lo recuperate, hefshe will
be allowed to use the appropriate leave bofore he/the may request to be
permitted (o go on a Leave of Absence without Pay (LOA),

441 The employes shall ochserve the requisite procedure in applying for a
leaye.

443 The Unit concerned shall ensure that the requisite procedures gre
observed by the employee and that the company clinic is duly infermed

4.5.An employee may be allowed to go on a medical leave of absence (without pay)
tor @ maximum period of six [6) months. The concerned emploves shall submit
an apphcation for & Ieave of absence before gomp on leave.  Said leave
application shall be subject to approval at the sole discretion of the Company
Management

451 The same procedires under 4.2.1 16 4.2.2 shall be observed,
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4 6. After treatment, with a maximum penod of six (5] manths on leave (without pay),
an employee found to be cured ar in a non-communicable stage of TE may be
allowed back to work, provided that the employee’s health shall continue to be
monitared during the annual physical examination with the requisite chest x-ray
or as may be deemed necessary by the Unil Health Services . [Infirmary) or
contracted Health Services prowvider

4.7 The employee returning to work shall be requieed by the Management to secure
a-medical clearance from a medical doctor chosen by the Company befare baing
allowed to return 1o work.

4.8.The HRD will initlate deciplinary procesdings agaimst any employee Tound to have
discontinued rreatment in deflance of medical sdvite, or who refuses to undergo
the full treatrment course prescribed.  Likewise, employees wha are ordered to
undergo a check-up due to contact tracing but refuse (o do so will also face
disoiplinary action proceedings. In both cases, the maximum sanction applicable
far Insubordination will be the termination of ane's amployment, if it i deemed
warranted

9. IMPLEMENTATION AND MONITORING

5.1 The Safety and Health Committes or its counterpart shall perigdically monitar and
evaluate the implementation af this Palicy and Program

6. EFFECTIVITY

6.1.This Policy shall take place effective immediately and shall be made known 1o
every employee,

A
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Date : February 22, 2018

Ta s ALL EMPLOYEES CONCERMED
From : Human Resources

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

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

1.2.The company promotes and ensures a healthy environment through its vanous
health programs to safeguard its employees, And as part of the company's
compliance ta DOLE Department Advisory No. 0%, Series of 2010 [Guidelinas for
the Implementation of a Warkplace Policy and Program on Hepatitis B), this
Frogram has been deveioped. This program s aimed to address the stigma
attached to hepatitis B and to ensure that the employvees’ sghl against
discrimination and confidentiality s maintained,

1.3.This guideline is formulated for everybody's information and reference for the
diagnosis, Lreatment, and prevenlion of Hepatitis B, This will infarm the
employees of thelr role as well as the company in dealing with Hepatitis B. A
healthy envirgnment encompasses a good working relationship and great output
for continuous business growth
2. COVERAGE
2.1.This Program shall apply to all employees regardiess of their employment status
3. POLICY STATEMENT
3. Limplementing Structure
3.1.1. lploy Inc. Hepatitis B workplace policy and program shall be managed by
Its health and safety committee. Each division or department of the
Company shall be duly represented
3.2.Guidelines

3321 Education

31211 Hepatitis B shall be conducted through distribution and posting of
IEC miaterials and.e WoE and, or lectunes; and
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32.1.2 Hepatites B education shall be spearbeaded by Iploy Inc. Medical
Clinic in close coordination with the health and safety commitime

3.2, Praventive Strategies

3221 All employees are encouraged 1o be immumized against Hepatitl
B after secunng clearance fromm their physiclan

32212, Workplace sanitation and praper waste management and disposal
shall be monitored by the health and safety commiltes on a regular
hasis.

1133 Personal protective equipment shall be made avallable at all times
for all employees; and

3.2.24 Employees will be given traming and nformation on adhersnce to
standards of universal precautions in the workplace,

4, S0CIAL POLICY
4.1.1.1.  Non-discriminatory Policy and Practices

41111 There shall be no discrimination of any form against
employees an the basis of their Hepatitis B status conslstent with
the international agreements on nor-dischmination ratified by
the Philipmines (ILO C111). Empiovess shall nal be discriminaled
against, from pre 10 post employment, including  hiring,
promation, or assignment because of their hepatitis B status

4:1.11.3. Workplace management of sick emplovess shall not differ
from that of any other illness. Persons with Hepatitis B related
illnesses may work for aslong as they are madically fit te work.

4.1.1.2. Confidentmality

41121 Job applicants and employess shall not be compelled 1o
disclose their Hepatitis B status and other related medical
information. Co-employees shall not be obliged to revesl any
personal (nformation about their fellow emplovees. Access 1o
personal data refating 10 employee’s Hepatitis B status shall be
bound by the rules an confidentiatity and shall be strictly limited
o medical parsonne or il legaily reguired.

4113 Wark-Accommoadation and Arrangement

4.1.1.3:1. The company shall take measures Lo reasanatbly
accommodgle gz who are Hepatitis B positive or with
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4.1.13.2 Through agreements made between management and
employess’ representative, measures 10 support employess with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
return 1o wiork,

4114  Screening, Dhagnosis, Treatment and Referral to Health Care
Services

4.1.1.4.1. The company shall establish a referral system and provide
access to diagnostic and treatment services for its emplayees for
appropriate medical evaluation/ menitoring and management,

41143 Adherence to the guideiines for healthcare providers on
the evaluation of Hepatitis B positive employees is highly
encouraged,

41143 sgreeming for Hepatitis B as a prerequisite 1o empigyment
shall not be mandatary

4115 Compenzation

41151, The company shall privide access to Socal Security
System and Employees Compensation benefits under PD 626 1o
an employee confracted with Hepatitis 8 infection in the
performance of his duty,

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

51130 Management, together with employees’ organizations,
company focal persgnnel for human resources, and safety and
health personnel shall develop, implement, maonitor and evaluate
the warkplace policy and program on Hepatits 8

511132, Thie Health and Safety Commitiee shall ersure that their
company policy and program (s adequately Tunded and made
known to all employess

51113 The Human Resources Department shall ensure thal their
policy and program adhere Lo existing legislations and guidelines,
including provisions on leaves, benafits and Insurance,

51114 Management shall provide information, education and
tralning on Hepatitis B for its workforce consistent with the
standardized basic information package developed by the
Hepatitis B TWG; if_potaugifabie within the establishment, then
provide access,
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51,115, The company shall ensure non-discriminatery practices in
the workplace.

51115 The management logether with the company focal
personnel for homan resources and safety and health shall
provide appropriste personal protective eguipment to preveni
Hepatitis B exposure, especially for employees exposed to
potentially contaminated blood or body fluid

51117 The Health and Safety Committee, logether with the
employess’ organizations skall jointly review the policy and
program for effectiveness and continue to improve these by
networking with government and organizations promoting
Hepatitis B prevention.

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

51119 The human resources shall ensure thal access Lo medical
records is limited 10 authorized personnel

5.1.1.14. Employees Responsibilibies

-1 4 B T Tha employees” organization Is requlred to undertake an

active role in aducating and training their members on Hepatitis

B prevention and control. The JEC program must also aim al

promating and practicing a healthy lifestyle with emphasis on

avoiding high risk behavior and other risk factors that

expose employees to Ingreased risk of Hepatitis B

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

511432 Employees shall practice non-discriminatory acts against
co-employees on the ground of Hepatitis B status

51123 Employees and their organizations shall not have access to
personnel data relating to an employves's Hepatitis B status, The
rules of confidentiality shall apply in carrying out union and
arganization functlons

51124 Employees shall camply with the universal precaution and
the preventive measures.

51145 Employees with Hepatitis B may inform the health care
provider or the company physician on thelr Hepatitis B status,
that is, if their work activities may Increase the risk of Hepatils B
infection and transmission or put the Hepatitis B positive at risk
for aggravating
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6. IMPLEMENTATION AND MONITORING

6.1, Within the estaplishment, the implementation of the policy and program shall be
manitared and evalvated perindically, The safety and health committee ar its
counterpart shall be tasked for this purpose

7. EFFECTIVITY

71.This Palicy shall take place effective immediately and shafl be made known to
every empioyee.

||ll
Prepared by: Jo Hin‘a'ﬁ. jr;lu

Human Resaurces

Approved by: Yisroel Y. Gissinger
CED
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Date ¢ lanuary 1, 2018
To CALL EMPLOYEES COMCERMED
From  Human Resources
Thru ; Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. ORIECTIVE

i 5

1.2

In compliance with Article V of Republic Act Mo, 9165, otherwise known as
the Comprehensive Dangerous Orugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Noo 5303, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector], Iploy Inc. hereby adopts the following
palicies and programs to achieve a drug-free workplace;

Comgpany policy is 1o maintain a workplace free of llegal drups. To ensure
that the objectives of the company's carporate policy are met, the company
i Implementing this drug-free program. The program will have the following
elemaents

2. COVERAGE

2.1

This Program shall apply to all employecs repardiess of thelr employment
status

3, POLICY STATEMENT

c 1)

3.2.

13

3.4

The use, ppssessian, solicitation for, or sale of dangerous drugs on company
premises or while perfarming an assignment.

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

Passession, use, solicitation for, or sale of dangaroos drugs away from the
company premises, if such activity or involvement adversely affects the
employee's work performance, the safety of the employee ar of others, or
puts at risk thie company's reputation

The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while on the premises of the company, or
while on company business. “Dangerous Drugs” include those listed in the
schedules annexed to the 1961 Single Convention on Marcolic Drugs, as
amended by the 1972 Prol e Schedules annexed to the 1971
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Single Comvention on Peychotropic Substances as enumerated in the
attached annex of RA, 9165,

4, MANDATORY DRUG TEST

4.1, To ensure that only those gqualified shall be screened and recruited to prevent
the detrimental effects (eg. lower productinly; poor decision making,
incregsed 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 required 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 it
authorized drug testing laboratory.

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

4.32.1. RANDOM TESTING: Officer/employees may be selected at random for
drug testing at any nterval determined by the Company.

437 FOR-CAUSE TESTING: The company may ask an officer/employes to
submit to a drug test at any time it feels that the employes may be under
the influence af drugs, including, but not limited to, the following
citcumstances: evidence of drugs on or about the employes’s person or
in the employee’s vicinity, unusual conduct on the employee’s part that
suggests impalrment or influence of drugs, negative performance
patterns, or excessive and unexplained absentesism or tardiness

4,33, POST-ACCIDENT TESTING: Any officer/employes involved in a “Near-
Miss™ incldent or “Work Accident” under circumstances that suggest
possible use or influgnce of drugs may be asked to submit to a drug test
As defined herein, "Near-Miss™ means an incident arising from or in the
course of work which could have led to injuries or fatalities of the
workers andfor considerable damage to the employer had it not been
curtalled. “Work Accident” refers o unplapned or unexpected
occurrence that may or may not result in personal injury, property
damage, work stoppage or interference or any combination thereal of
which arises out of and in the course of employment,

434, Al drug tests shall employ, among others, two (2] testing methods, the
sgreening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening  test. Where the confirmatory test furns positive, the
company's Assessment | evaluate the results and determine




- ™\

My Iconporated lP'o
T1h Phum MSY Tl
ey I-ll-rhu

Pescadorm, Ruad Cebu Basiress Park,
Cottas by BO03

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

4.3.5 Iploy Inc. shall inform the officer/femployee who was subjected to a
drug test of the 1est-resulls whether positive or negative

4,36, All costs of drug testing shall be barne by |ploy Inc.

5. TREATMENT, REHABILITATION, AND REFERRAL

L

5.2.

5.3.

54,

An officer/femployes wha, for the first time, 15 found posiive of drug use,
shall be referred for treatment and/or rehabilitation n @ DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least three (3)
accredited facilities which an employee who was tested positive for drugs
may choose from

Following rehabilitation, the company’s Aszessment Team, in consultation
with the head of the rehabilitation center, shall evaluate the status of the
drug dependent employee and recommend 1o the employer the resumpton
of the employee's job if hefshe poses no semous danger to hisfher co-
employees andfor the workplace

All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account. The perlod during which the
employee 5 wnder treatment or rehabilitation shall be considered as
authorized leaves.

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

6. ADVOCACY, EDUCATION AND TRAIMNING

6.1

6.2.

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

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

B6.2.1. Salient teatures of R.A. 9165;

B.2.2. Adverse effects of abuse andfor misuse of dangerous drugs on the
parson, workplace, family and the community;
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G.3.

6.2.3. Preventive measures against drug abuse; and

6.2.4. Stepsto take when intervention s neaded, as well as available services
for treatment and rehabalitation

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

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

6.3.2. Health weliness screenings (2.9, bood préssure ond heart rote,
cholesterol test, blood glucose, efc.);

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

63,4 Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7L

7.

3

Ipley Inc. shall ensure that the workplace policies and programs on the
prevention and control of dangerous drugs, including drug testing, shall be
disseminated to all officers and employess, The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them

Iploy Inc, shall maintain the confidentiality of all information relating to drug
tests or to the identification of drug users in the workplace, exceptions may
be made only where required by law, In case of overriding public health and
safety concerns; or where such exceptions have been authonzed in writing by
the persan cancerned

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

8. CONSEQUENCES OF POLICY VIOLATIONS

81

a2

Any officer or employee who uses, possesses, distributes, sells or attemplts to
sell, tolerates, or transfers dangerous dregs or otherwise commits other
unlawful acts as defined under Article il of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said
Act,

Any officer or employee found positive for use of dangerous drugs shall be
dealt with adminlstratively 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
§.1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by managemem to ensure a drug-free
workplace, For this purpese, an Assessment Team shall be constituted in
accordance with 0.0, 53-03.
10. EFFECTIVITY

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

11. ATTACHEMENT

111 Drug-Free Workplace Policy and Program Acknowledgement

fl ‘I'JM M
Prepared by: L%(Lg_ﬁmu
Human Resources

Reviewed by; .E._[[ré'ﬂnP atrarillo Jr.
Direé&\or of Operations

Approved by: Yisroel ¥, Gissinger
CED
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Drug-Free Waorkplace Program Acknowledgerment

I hereby acknowledge that | have received and read Iploy Inc, Drug-Fres Workplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or local drug and alcohol treatment
programs. | have had an opportunity to have all aspects of this material fully explained. |
also understand that | must abide by the Program as a condibion af initial and/for
continued emplayment, and any violation may result in disciplinary action up to and
including termination.

| also understand that during my employment | may be required Lo submit ta testing for
the presence of drugs or alcohol in my body. | understand that submission to such testing
s & condition of employment with [Company|, and disciplinary action up to and Including
termination may result if:

1) | refuse 1o consent to testing.

2 | refuse to execute all forms of consent and release of liability that are usually and
reasanably associated with such examinalions

3 I refuse to authorize release of the test results to the campany,

a) The tasts estabilish a viotation of [Company|'s Drug-Free Workplace Policy

5) | otherwise violate the policy

| also recognize that the Drug-Free Workplace Policy and related documents are nal
intended to constitute a contract between |ploy Inc. and me.

states that hefshe has read and understands the above
5 below of hisfher own frea will.

‘-!“hi 2 i

SIGH ¥ ™ DATE

WITHESS DATE
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Date ¢ lanuary 1, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

. DBIECTIVE

L1 The following policies and procedure are hereby lssued by Iploy Inc. to
prevent sexual harassment in its workplace and to provide the procedure for
the resolution, settlemant and/or disposition of sexuaf harassment cases.

COVERAGE

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

POLICY STATEMENT

3.1, Iploy Inc, befieves that employees should be afforded the apportunity to work
in an environment free of sexual harassment. Sexual harassment I a farm of
misconduct that undermines the employment relationship, Mo employes,
either male or female, should be subjected wverbally or physically 1o
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
effactiveness. Such behavior may be in the form of unwanted physical, verbal
or visual senual advances, requests for sexual favers, and other sexually
ariented conduct which is offensive or objectionable to the recipient,
Including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, carteons, pictures, or drawings.

3.3, Iploy Inc. will not tolerate any behavior that amounts to sexual harassment
and any officer or employee fourd to have committed sexual Harassment
shall be subjected to disciplinary action, up to and including dismissal,

3.4, DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and Its policy is based on, the definition of sesual
harassment set forth in Section 3 of RA 7877 It provides that sexual
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person wha, having authority,
influence or moral ascendancy over another in a work environment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or réquirement for submission is accepted by
the object of said Act.

In a work-related 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 said
individual, orin granting said individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexoal
favor results in imiting, segregating or classifying the employee which in
ary 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; ar

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

1.5 WHERE SEXUAL HARASSMENT IS COMMITED

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

351, Inoroutside the office bullding or training site;

3.5.2. atoffice or training-related sooial functions:

353, inthe course of work assignmants outside the office;

3.5.4. at work-related conferences, studies or training sessions; of
355, duning work related travel,

3.6. FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed in any of the following forms.

3.6.1. Owvert sexual advances;

3.6.2. Unwelcome or improper gestures of affection;

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

3.6.4. Any other act of conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
Victim,
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i8.

WHAT I5 NOT SEXUAL HARASSMENT

Sexual harassment does not refer to oocasional comphiments of a socially
acceptable nature. It refers to behavior that is not welcome, that s
personally offensive, that debilitates maorale, and that, therefore, interferes
with work effectivensss.

EMPLOYER'S RESPONSIBILITY

lploy Inc, undertakes to provide its officers and employees a waork
emvironment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their emplayment in Iploy Inc. Sexual harassment is specifically
prohibited as unlawful and as a vialation of company policy. The company s
respansible for preventing sexual harassment in the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4, PROCEDURE

4.1

4.2,

. COMPLAINT PROCEDURE

411 Any officer or employee, who experiences of witnesses any act of
sexual harassment in the workplace, shall report the same immediately
to the Committee on Decorum and Investigation, They may also report
acts of sexual harassment to any other member of Iploy Inc
management or ownarship. Al allegations of sexual harassment will be
gquickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected agamst unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
cuitcome of the Investigation

4.1.2, A Committee on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
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 Committes
shall also develop and implement programs to increase understanding
and awareness about sexual harassment,

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

who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of 3 complaint of sexual harassment
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4.3 WRITTEN POLICY

431 Al officers and emplovees af Iploy Inc. shall receive a copy of the
company's sexual harassment policy upon assumption of ther respective
offices. If at any time an officer of employee would like anocther copy of
the policy, please contact the Office of the Committea 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 investigation procedure at the Committes,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behaviar, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence. It is the intention of Iploy Inc. that rights of the
parties, especially the innocent ones, gre protected, AL the fame time,
however, dignity and hignor shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper.

6. EFFECTIVITY

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

1 "lel'ﬁ-'ll

i)
Prepared by: Jo thgF ﬁr._'l_&lfglg
Hufman Resources

Reviewed by: Allre o ¥, Camarilio Jr
ﬁ;\ taf fE;_mratlnm

Approved by; Yisroel ¥. Gissinger
CEQ
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

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

Submitted by:

Yisroel Y, Gissinger
CEQ
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DATE : April 3, 2018

To 3 ALL EMPLOYEES

FROM : HUMAN BESOURCES DEPARTRAENT
THRU § OPERATIONS MANAGEMENT
SUBIECT . MEMO: RESTROOM GLIDELINES

Iploy Inc. provides unisex restrooms available so that employees can use them when they need
to do so. One is located inside the operation floor and second is in the hallway outside the
operation floor. However, those who are uncomnfortable, has issue with the unisex restroom,
we have 4 separite single, prvate restroom avallable Tor use

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

Furthermaore, it & essential that all employees should comply and observe the restroom
etiguette:

Knock if the cubicle appears to be eccupied, Don't peek under the doors.
Lock the cubicle door when you enter

* Stand close enough to the pan or urinal so vou dan’t wet the seat, walls ar
{loar

*  Flush the toilet after use and wipe off the toilef saat for the nest user

»  Paper towels goin the trash can, not on the floar or in the toilet bowl

*  Wash your hands to prevent the spread of colds and the fiu

*  Please use water and paper Towels conservativaly

For your information and guidance,
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Febiruary 27, 2018

To : ALL EMPLOYLES

FROM f HUMAN RCSOURCES DEPARTMENT
THRL : OPERATIONS MANAGER

SUMECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is issued Lo ensure the effective enforcement and strict observance of all
employees on office atlendance and punctuality

To ensure effective Implementation and moenitoring of office security

1. Employees are required to lo
If the door is open

2. Employees are alloweod to be
their seheduled 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

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

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

No tailgating

E in and Iog out using the biometric and the RF ID, even

inside the office and ta Log in thirty {30} minutes before

g

o

o~

- Employee 1D and RF 1D should be worn at all times, lost RF IDs will be charge to the
employee
8. Noemployees are allowed to stay in the waiting area for applicant,

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

11. Submit self to magnetic wand seanning with the security personne
12. Only water in a clear cantainer is allowed in the operation area and recreation room

For guidance and strict compliance.

] #*
Jo HIE E'IIEriE téﬁ ecio
Hurran Resources

Moted by:

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

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

Please see |ist of rules provided below for your reference.

RULES

* ONE LOCKER OMLY per employes, NO sharing of lockers.

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

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

*  NO 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 llable for padiock replacement mor
reimbursement.

* Any sort of action that may result in damage to property is strictly prohibited. This includes but Is
not limited to graffiti f'vandalism, pasting 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 personal belongings left unattended
and that includes, sharing of lockers, lockers without padiocks, placed on top of the lockers, etc.

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

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

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

*+ NO LOITERING inside the locker room

* Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly,

Prepared by: MNoted by; %

M: !i;f‘j Emgmﬂu - A

g _- General Manager Directo perations

Relations Specialist

I have read, understood, and agreed to comply with the ips, rules and|conditions

governing the iPloy Locker Palicy.
Emplme%r Printed Name/Date
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DATE April 3, 2018

o i ALL EMPLOYEES

FROM HUMARN RESOURCES DEPARTMEN
THRU OPERATIONS MANAGER

SUBIECT MEMC: CALL IN FOR OUT OF OFFICE

In arder o properly manitor out of office employees, a new process to call in/report absence will
be implemented effective Manday, April 9, 7014,

Guidelings:

L In cagzes of late and/or absences, employes should raport 1o Muman Resources through
SMS or Call via HR hotline: 0917-704- 7074
2. Notification should contain the following information:
a, Complete [real) Name
b Department
c. Team Leader
d. Callin for: (Whole day Absent, Half-day Alssent, Late)
&, Heason
HR will be the one to send natification to Operations Management
Mo call In should be commuricated through Team leads or any other employee. It should
be done by the employee or his/her relatives
5. Motification should be at least two (2] bours before the employea’s shift
If an employee is advised to rest/confined in the hospital, number of rest days as advised
by the physician should be indicated. Diherwise, employee must send notification daily
7. Failure to notify will be tagged as Mo Call, No Shaw andfor unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline

= w

For your guidance and stract compliance

lecio
Resources

Moted by:
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February 18, 2020

Ta : ALL EMPLOYEES

FROM i OFERATIOHS MAMAGEMENT
SUBIECT : ATTEMDANCE BONUS 2020

Bs wie end the year 2019, iPloy would like (o set dlear key procedures and policies. This memorandum serves as
rerminder ta be followed:

BAYROLL

L Immaculate Attendance Bonus is for employess with parfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = out for
breaks wil also disqualify the employes. Mo walvers will be given,

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

3. Employees who tendered thair resignation before the release of the Sign On Bonus {First Half or Second Hal} weill
MO longer be eligible to recelve it

4. Employess qualified for the Sign On Boous (First Hall ar Second Half} will recelve It an the 30" of the succeading
moaith from eligibility.

5. Eligibliity for the annual ment increase is based on overall performance and management discretian, Pay out is
at management’s discretion.

MEDRICAL CERTIFICATE

1. When must the medical certificate be dated?

. 1 day absence - the medical certificate must be dated on the day of absence or the next day. Il the absence
falls on a Friday, the medical certificate must be dated the Saturday that immadiately follows — at the latest. It
cannot be dated on the day that the agent is to report back to work,

* 1 days absence - the medical cerlificate must be dated on the initial day of absence or the next day, Il the
absence falls on a Thursday, the medical cortificate must be dated either that Thursday or the next day - at the

latest. |t cannot e dated on the Saturday that immediately Tollows ar that Monday that the agent is 1o report back
to work.

. 3 daye of absence ar longer - the medical certificare 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 wark with the atvice ba rest antedated from the
Initial date of absence, Also, the advice to rest is inclusive of rest days.

o Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 days,

that is inclusive of the day of absence that the agent took 1o rest plus Saturday and Sunday = the agent must be back
to work on Monday,
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o if the doctor prescribes rest, the medical certificate must includs the number of days of rest. The
advice to rest cannot be antedated.

o There must be a fit to werk date.

0 The only exception to the Medical Certificate date guidelines is if the emplayee has been
hospitalized,
Wiy M

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

1. Employes must gxactly have the corresponding credits Tor the fefuEst 1o be approved,
1 cradit = One Day
.5 credit = Half Day

3. Employee with perfect attendance 60 days from the requested VL date will be glven pricrity in the approval of
beaves. This s a way of rewarding employess with perfect attendance.

4. The company and client have the right to disapprave leave requests and cancel approved leaves lor those
emplovees wha committed unscheduled absences on the prior menth and on the current maonth of the requested
time off including poor attendance records, behavioral and productivity issues.

Woted By: Approved By:
AAY GISSINGER
HR Supa Chief Executive Officer
F

Mrector of Operations
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Date : November 17, 2021
TO + ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

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

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

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

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

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

= Employee's iliness or injury

# At the discretion of the employer, the employee should furnish a certificate fram

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

i.l'

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

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

= Power Outage
® Certification from their electric/power supply provider {e.g.. VECD, CEBECD,
MECO)

* Internet Outage
¥ Ticket number from the internet service provider and/or scree nshat/link of
official cutage announcement from the internet/telco provider
*  Picture of the modem (shawing red, no light in “internet”)

5. Any unauthorized sick leave will subject the employee to disciplinary action. 5L Is unauthorized

under the following circumstances:
* The employee failed to infarm the imm
illness unless fully justified.

erior or HRD about his/her absencs due to
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*  |fsickness claimed is fictitious or non-existent.

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

This Memaorandum shall take effect on November 22, 2021.

Please be guided accordingly,

Created by:

coba s e

Director, Dperatipns Operations Manager “General Manager
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Movember 12, 2019

ALL EMPLOYEES

HUMAMN RESOURCES DEPARTMENT
OPERATIOMNS MANAGER

555 SICKNESS CLAIMS - 5 CALENDAR DAYS

For thase employees’ who wants to file for sickness claims must submit the duly accomplished 555
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 their relatives, friends and workmates to submit
thelr form in Accounting offics.

A member is qualified to avail of this benefit if:

L. Heis unable to work due to sickness or injury and confined elther in a hospital or at home for at
least four (4) days;

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

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

4. He has notified the amployer ar the 555, if unemployed, valuntary or self-employed member
regarding his sickness or injuny.

Failure to submit the documents within the prescribed period will tree iPloy from any liability of their

claims.

For your guldance,

IFthere are any questions or clarifications, please feel free to approach the Human Besource Department

Sincerely,

Moted by:

Al rillo Jr.
Di . Dperations
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DATE
TO

FROM :

HRM-2023-10-015
4 October 4, 2023
: ALL EMPLOYEES
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 dlinics 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 clinies/Physicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipling,

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

Bowon

B0 ®No

=
iy

Rajah Tupas Medical Services
Bimbo H. Tequillo MD Clinic
Lolita E. Abella-Libres, DMD
Dr. Omar Areeo, MD

Sia Clinle

Health Doc Diagnostics
Gaudioso Montecllio Jr., MD
Now Serving

Dr. Guian Darnell Sumalinog

. Tambut Medical Clinic
. Clinics/Physicians without complete contact details such as but not limited to the following:

11.1 Doctor's name

11.2  Doctor's license number
11.3  Clinic/Dactor Phone number
11.4  Date of Actual visit

11.5 Diagnosis

116  Recommendation

11.7  Fit to work date

Mew Clinics added:

12,
13.
14.
15.
16.
17,

Enad Clinic

Bing Clinic

Gia Clinic

Velaso Clinic

Dr. Paclo M. Apuli
Lourdes D. Sasoy, MD

When providing medical certificates for absences, ensure the following:

1
2

3,

The certificate must be issued on the day of the absence or the day after.

Strictly follow all instructions provided in the recommendation, Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be requested.

HR/Clinle will validate all medical certificates, including fit-to-work certifications, Remember
that no fit-to-work certificate will be denied entry.
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4. Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physician,
5. Ensure that the soft copy (sent through email} matches the original copy submitted to HR.

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

Mo consultation date specified.

No diagnosis provided. Please note that 2 codes are not considered as diagnosls.

Mo contact information displayed in the medical certificate,

Absence of physician's name and license number.

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

contacted,

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

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

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

LAl L o

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

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

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

Should you have questions or clarification regarding this, please do not hesitate to send us an email
at er@iploy.com.

For strict compliance.
Prepared by:

N aAnzaE
Employes Relations Supervisar

Moted by

o canares

HR Manager

NI&J gm. elo Manal Alfrade C : r.

Operations Manager Director of pera‘iinns
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Date : Movember 30, 2022

To ] ALL Employees

FROM H Hurman Resources Department

SUBRIECT 1 VACATION AND SICK LEAVE COMVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remaining SL erediis are to be converted thus, SLapplication Is no longer
aliowed until the end of the year.

A fior the Vacation Leave (VL) conversion, all unused Y1 credits will be released on the 30™ of Decamber
2022. All employees can plot a VL request untll Decembar B, 2022 ONLY. The actual VL dates will cover
ondy until Aprll 30, 2023, Kindly take note of the reminders balow in reference to filing af Vi

“  No retractlon of approved Vis, If the employes reports for work on the actus! VL date, the VL
will not be reimbursed and will be volded,

& Norescheduling of VL once approved.

¢ VL date should not fall on a local holiday atherwise forfelted.,

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

Furtherrore, if the employes resigns or gats separated from the company either voluntary or Inveluntsry,
all avaflable VL credits wiil be forfeited and will not be part of their fast pay if:

= Emplovee filed an immadiate resignation snd/or falled to provide a 30-day notica,

®  Employes went on Absent Without Cfficial Leave [AWOL)

¢ Employee incur any leave, absences, and/or amy form of terminal leave within the 30-day notice
period with the exception that the employee provided a valld docurientation sueh as but not
lirmited to hospitalization due to sickness, accidents, or contagious diseases,

+ Employee incurred more than four (4) howrs of sccumulated and/or tatal fzte/undertime within
the 30-day notice,

@ Employes will have issues with performance including but not limited to quality, productivity, &
client escalation within the duraton of the 30-day notice.

® Incurred any behavioral Infraction such as but not Hmited to Sleeping, Browsing Unrelated
‘Websites and etc,

Furthermore, 5L and VL conversian maybe subject to tan. Should you have questions pertaining to this
memo, feel free 1o reach out to our Atcounting persannel at Accounting@iploy.com.

Signed:
2 ¥
HR Manager Accounting Manager
Wobed by:
Cperations Manager mﬁ:ﬁ
Approved by
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December 17, 2019

T t ALL EMPLOYEES
FROM OPERATIONS MANAGEMENT
SUBIECT CLEANSING PERIOD

iPloy Sraffing Solutions believes in giving employess onough room ler impravemant 1o straightan out
employment in regards to compliance to our company’s Code ol Canduct. The aim ol thi approach s to help
maotivate emplayees rectity passed affenses snd start anew,

Cleansing Period pertains to the time when an employes who haes bean subjected to o Diciplingry Actian (D)
i expected to improve performance. Ample time s given to correct Impropet behivior and pefrain fram
committing any other nfractions.

It an emgloyer does not commit the same infraction far the specilied cleansing perlod, the progression af the
disciplinary sction will slide back to @ level deponding on its type. Please refir to table below:

Attendance .
Productivity &
| Behavioral | 12

The counting of the Cleansing Period will start based an the date when DA was decided upon. All documentations
for infractions will sull be kept in the Employee's 201 File regardies what period of pragression,

The Cleansing Perlod is effect ive lanuary 1, 2020 covering DAs & manthe and alder

Sinceraly pouwrs, Mated By: Apgroved iy
A ells

. BAg/g
ALF IR, 1Y GISSINGER
ationsklanager Do IJ_ ationg Chief Executive Oificer
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CODE DF COMDUCT AND DISCIPUNE (Table of infraction)

L STATEBENT OF POLKCY

The Gode of Condwct and Discipling is designed toensure healthy and poattive work'ng
ervirorrnent, snd Ao B maintain and uphaoid prolessnaken among Py iR empiopee.
The wsEabibighed ncerns herein se1 forth are geared iowards the attairmgnt of the Comipany's
Soats and chijectives. & & worthy b0 empohaine that the Code i not meant to be oppressive nor
it is intended 1o threaten and intimidats employess, indeed, it wrves aa the guiding prindples
o what i scpectnd of i’ emelyess 1o conduct during the enfire employmen; hane i Py,

Inc.
DOCTRIMES TD GOVERN THE COMPANY'S CODE OF COMDUCT AND DHSC|PLIMNE
The right to discipline and discharge smgloyess for st and proper caisss (3 managemsn’
prerogatve embrined from e 1207 Philippine Constibution.
L Fabrmess ard pisdice shall slweys govern the imposition of discipinery ections. Existing Labor

Figg;ggqiii#ni

3. Tha full and s1riet mainerance of discipling i the Pansgerment’s seabonsibility. Thus, it shall b
thie prienarny concern of immediate supericrs and department heads 1o inftabe any distiasneey
action: against their subordinates whenever 2 viciatian of the rule is comenirted

5 Imposition of penallies. when wifrasied, shall nod be canceled, for n..-.«!..un_"-u..!._._._.uun..

& The rights of the ressondent o provided for by Law shall ba gusrantesd,

7. The management may mitigate the pensity 1o be imposed, t.&.l.n._.a.lﬂ{- o management's
approval and upon compll wihe fitiors vet forth by the laries,

B In cases of multiphe wislaticen of this Code, the Tolloring fule shall apply s 12 vk 2enalty 1o be

iPlary lncorpoe mid

e i & iPloy

L incideni! Regart will be pebrmatted 1o Fumsn Sescurces [HA | within 2 working iy from
thie date of £l incident

4, Cogehing Farm gnd Written Eaplaration of 1he eraioyse shoutd b sobemitted within 5
working days froen the seance of the NTE
5. HA will msue Notice of Decision with of without sanctions within 5 deys. from the receipt
.E.:lEnE.ﬂo_.a_!..u_____.:_.u: plaratcn
a Fallure 1o provide W qi:dﬁii.:ﬂ...__.[_nﬂsnuﬁ_. wirver of tre epioyEe's

#a an iPlay employes we supert Nar you will maeet the {oiiowing behavioral standamh

a. Propey Conduet ard Decorum is expected from you within the office ard outside when
representing the Comparry. This inckudes sppropriste dress, atterding The office ready to work, we of
araper and decent Linpuage, omermnoe of proper office @nd ‘waonk deoorum, MaEmaining proger
melatiorshigs wilh yois collmaguss, cumiomers and otner individuals not in the mmeay of the cormsny,

obsermnce of and compliarce with exivting laws of the Phill ppines.

lo. Enhancing Company Progucifvity the Company expects the Proger cane and wtilization of
Capital swallable 1o the Comparny turring up far werk ready b werk &0 time ol the Hme, Rtni_i!-
appronriste break and firdah times, gering on wivh te job e perfomrming the job o the best of your

ability, positive attitude and dedication toone's wirk auignments, SUpsariing wuperiskn and those in
msnageme.

. Fellowing rules on customer and clisnt rvlacons and alweys mantasning & professonal helph
stincde with customers.

& Maintenance of health and satety of the office and people amurd you. A propar attitude
towiaed cloanliress and proger housekeeping in the office, good heaith of yourss! and cthers around
yers, anigist in bhe security of the office, foliowing basic sale ty procedures.

#. Preper s of Company Property, fadlites and secarily to protect company and emgicyee
arisarti. Sefune Manding and mainterance of Company records, keep confidentlat and grotect the
inbegrity of 3% Company operating dats and infarmation, & v!o!tn-s_- &l Cosnpany equipment for
work reiated purposss, propesly it fgr all C v Pursddi 1

&S
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This Code shall apaly 1o all iFloy employees, regardieis of aatuy or s4iton held,
il. Types of Offenses

Lavei 1 = Infrastang which s mings in rfere but which may beccrme hasual and dsrative | not S |

. FpErAtora of raning
Lewe| 2 - Serious offerne which casies celey in opevations, may pose threar, nane, or danger 1o arew other thas mose
Company progerty andar lives of individuale

0 £on- et il | verba
Lewwnd 3 ~ infraction whidh wil desrey the CeTnipany's irmage dred reputation, it caubet substantis ioss 1o mmctans padpets Warsing
Shee coirgarTy B can result to oritical opsrational disruptio=. A 2rlics offerne 1hat hin somoramived [z, auhytatig

hie scurity of Sre empioyees, the inbegriny of Cllens, thi salety of Custamer's inlcrmaticn and the S, R, ]
siabliyed thebudiness. ] eethe e

Immeillate sipenso.
1. Table of infrectians wrm
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