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Employes Training Agreement

This Employes Training Agreement is made on January 15, 2024 between iPloy, OPC, with s place of business
at the 16™ floor One Momntage Tower, Archbishop Reyes Avenue, Ceby Clty {"Employer™) and

—Mﬁ- feprea [Employes's Name], an individual with the address of
Sire s J”'ﬂul!! &rbie &i‘y [Employes's Address)

["Ern,phul,’&ﬁ"}.
Recitals:

A The Employer is providing a one-week training program to the Employee to enhance their skills and knowledge
in the field of Customer Service and as part of the On boarding process,

B. The Employes has agreed to participate n this ane-wisek training program,

C. The Employer has agreed to pay the Employee a salary for the duration of the training. D. The Employee has
agreed ta the terms and conditions concerning the Pre-Employment Medical Examination {PEME) and the
submission of Employment Requirements,

Agroement:

L. Training Obligation: The Employee agrees to attend and complete the ene-week traifing program provided
By the Employer. The training will commence an July 31, 2024 and conclude on August 2, 2024,

2. Salary Payment- In consideration of the Employes's completion of the training, the Employer agrees to pay
the Employee a salary for the duration of the training, payable at the nearest payout scheduls (15 or 30" of the
maonth) wpon successful completion.

3. Nen-Eligibility for Incomplete Training: The Fmployes acknowledges and agrees that if they fail to complate
the one-wesk training program for any reazon, they will not be eligibla to racelve the salary payment for the
training periad,

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

5. Submission of Critical and Non- Critical Requirements: This agreement stipulates that should the Employes
fall to meet the requirements by the specified desdiine, even after muttiple follow- ups, they are required to
cover o portion of any penalties imposed by government authorities

6. Entire Agreement: This Agreement canstitutes the entire understanding and agreement between the parties
with respect to the subject matter hereof, and supersades all prior negotiations, representations, and
agreements between the parties, whather written or oral,

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

By signing below, the parties acknowledge that they have read this Agreement, understand Its terms nd agres
o be bound by them,

ROX1E Aim HjreRes - 7i3i/eq4

Emploves Complete Namea & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on {Date) fuf’ 3, Jogy

BETWEEN

1, IPLOY OPC, (the "Disclosing Party"); and
2. Boxte Pae ¥- Ho1es (the "Receiving Party"),

collectively referred to as the "Parties",
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

12, notto disclose any such Proprietary Infarmation or any information derjved therefrom to
any third person,

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

14.  not to make any use whatsoever at any time of such Proprietary Information except to
evaluate internally its relatio nship with the Disclosing Pa rty, and

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

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

2. Without grant ng any right or autherization, the Disclosing Party agrees that the foregoing
shall not apply with respect to any information after five years following the disclosyre thereof or
any information that the Receiving Farty can document

21.  jsor becomes (through no improper action or inaction by the Receiving Farty 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 th at such information was unlawfully appropriated, or

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

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

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

4, The Receiving Party understands that naothing herain

4.1 requiresthe disclosure of any Proprietary Information or

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

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

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

Agreement is held to be illegal or unenfarceable neither the validity, nor enforces bility of the




EPloy Qg —_
5 Flaor, Ayals Canter Cebuy Toser ! ")} "Plo
Bohol Street, Cobu Business Park, ! f y
Cebu City 6000 A= s

remainder of this Agreement shall be affected. Neither Party shall assign or transfer all or any part
of its rights under this Agreement without the consent of the other Party. This Agreement may not
be amended for any other reason without the prior written agreement of both Parties. This
Agreement constitutes the entire understanding between the Parties relating to the subject matter
hereof unless any representation or warranty made about this Agreement was made fraudulently
and, save as may be expressly referred to or referenced herein, supersedes all prior representations,
writings, negotiations or understandings with respect hereto,

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: New fﬁmﬁygg

Mame: lade Lenizo Mata Name: _Foxie Adme 3. Fares
Title: Onboarding Specialist Title: Crx
Address: #35 Salvador Extension Labangon Address: 70 Z¥ies fﬁqgtmu a.up,

Cebu Ci
Date: "|!ml?’-|' Date:
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PERSONAL DATA SHEET
INSTRUCTIINS:
1. Answer the questions compietely and harestly in the spaces provided
2. Please PRINT lagdly.
3. DD NOT LEAVE ANY SPACE BLANK. Write "nfa”, “not applicable® or “nope”
HE-POEOL
[Far HE use anyl {Far HR use onlyl |Fiar HA i hly]
EMPLOVEE FLIMBER DATE HIRED BEPARTMENT

PART 3 Basic informaticn & Cantact Detaily
LAST MAME! FIRST MAME;

_FLORES - r

BICKMRAME: | MOTHER'S FULL MAIDEN NAME:

MIDDOLE NAKE:

| Rdaie | RHIPORA
CURRENT ADDRESS [ouse A  Loth ¢ Bock § / Street, Barargay, Municpality / City, Pravince, Zip Coda)

A

PROVINCIAL ADDRESS {Housn ¥ | Loth § Dlock 8 1 Street, Barangay, Municipality § City, Provines, Tp Coda)

g K AN __CEBU CITY  Gave

Land Fhane Na Moile Na. “Mnkils Mo
09608223595 L LTETFT S H]

555 Mo PAG-HIG No PHILHEALTH Mo, L
| 395663499 | 121772955823  |12-051613330 - 9

BIRTH DATE BTH PLACE GENDER BLOOD TYPE

17, 2001 FEMALE | _

RAARITAL STATLS MAME OF SPOLISE [Farried) Email Addressls)

|4 fingle

[ ] Legaily Separated ' ;

|} Marrie SPOLSE Tk i{" ﬁ{?ﬂfﬂﬂﬁf{ E@Mﬂ l."l:}|'uf
| | Widherss Wil

[Her ower H’l'l#

LA |
Areyou related by kinship or mardage up to the 39 degres to any current emalayee of IPloy?
1] ¥es [ Moo I ¥ES, give BAME ard RELATIONSHIP

— M /A ' NAA —T i
meoeis | 4 NG, OF SISTER/S | 0 |Nn.ur1:H|r..M|EH | NiA m_:f:;?ﬁ?h_” l RO
IANE OF CHILDREN {1f siry] DATE OF BIRTH NAME OF SIBLINGS ”:T““f';m‘

L RHOFEL A FLOREC Hué. &, 1997
Rooney A- FORES Nov. 1, 1997
JOHNLEX A. FLORES [ OEC- 12, 2008
| | JIMEEX A - FLoRes | oEC. 1, 200
FATHER'S NAME g | DCCURATION MOTHER'S NAME ':T:JLE.T_:F | occupamion
FELIX FLORES  [FER.21, fach | RHoDORA A- FLORES |TAW.(2,1970 HousewlFe

PART 4 Emergency Contadt

RELATRONSHIP TO EMPLOYEEE

CONTACT PERSON
{Last, First) CONTACT PI:IQNE Q. (Gptlonal} i
RHOOORA  A- FLORES 0%Gopiiirar MOTHER
JUNDIE M. EACATAN o’é"w?rm;s PARTIVER

Maomags - 16th Floor Crw Montage Towwr, Archibishon Firyes Ave, Cebu Gty 11 MEY- 11 Flas MEY Tower Pescadarss Rood Cabu
Businaes Park, Cabu Clly 8000 |1 ACCT = Bih Floor, Aysia Cander Ciibu Tewsr, Cebu Businass Park Cabu City




Educational Attalnrmamnt

TecnoLosy TV

LEVEL SCHOOL B ADDIRESS DATES ATTENDED GRADUATE
PRIMARY ECUCATION Lo < menfyr] = {rmm/ye] [¥es ar o)
E— INAYAWAN ELEMENIARY seroor | Jully 200 - Muy 20 JEs
e ﬂff_tw NATIONAL HigHTeRaaL Hony 2004 - Mg 20ty YET
(Coursa:
WOCATROMNAL
B NON-DEGREE COURSES HIINW (QUECE oF

Tufy aip- Moy 2o YES

-

TERTMARY EDLUCATION

BACHELOK of JOIENCE ¥ Towmeind

,Trr';_ 000 Noy 08 No

POSTGRADUATE B GRADUATE
STUDIES

Dagree:
Dagra:

Degres:

PART &

EMIPLOYER'S MAME

CONTACTPOINT 350

Employment History

[Frovm mast recent o

| for aif positions hedd)

ADDRESS & TEL, NO

0 TITLE SALARY FERIOID COWERED [rmmyyrh
AUDIT? mOM 10
e R 17,000 1/ 7023 7/2024
RIS SUPERVISDR'S TITLE EMAPLOVEES SUPERVISED :
| 0 DARUNOAY TEAM LEAD B {iF applicabis] I
REASTIN FOR LEAVING

LOIKING  FOR GROWTH

EMPLOVER'S MAME

TRETPONCE BUONECS S0luTiONS INe

.I ADDRESS & TEL MO

SUPEEVISON'S NAME

108 TITLE SALARY PERMIC COVEREE [mmjyr)
QUALITY AURANGE ANALYST 13, a00 09 2020 10- 2012
SUPEEVISOR'S MAME SUPERVISORTS TITLE EMPLOWEES SUPERVISED
EMIRA  TEAN TEAM LEA Jif apeilcable|
REASON FOA LEAMING 3=
EMPLOYER'S NAME | ADDAISS & TEL MO
JOA TITLE SALARY I“E‘H‘Uﬂ CONERED [mmyyr) |
FROM I o

SUPERVISORS TITLE

REASON FOR LEAVING

EMPLOTEES SUPLAVISED
|if applicabial

EMPLOYER'S MAME

| MDDRESS & TEL MO

1O TITLE

SALRAY

PERROD COVERED [mimyyr)

FROM L&

SUPERVISON'S MAME

SUPERVISDR™S TITLE

“EMAPLOYEES SURERWISED
| il applicatie)

REASON FOR LEAVING

EMPLOVER'S MAME

| ADDRESS & TEL MO,

106 TITLE

SALARY

PERROD COVERED: (mrmy'yr)

FROM o

SLIPEEVISCA'S NAME

SUPERVISORS TITLE

REASON FOR LEAVING

EMIPLOWERS SUPERVISED
i |IF applicatis|

Maniage - 18 Floor Ors Mamags Tower,
Businass Park, Cabis Cily 6000 |

Arcriihop Reves Ava, Cobu Ciy |1 WSY- 11th Floor MSY Towss Pescadoroa Aoad Cabii
ACCT - Bth Floor, Ayiia Canler Cabu Townr, Catu Business Park, Cebu City,
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Puriuant o fo) indigenous People’s der (ia 81720 {1y Magna Cavta for Disabéed Persond (4 72770, ond Sole Porents Weifare Act 2000 (R4 8972) |

Divpse armwer the fallawing Mems: |
Are '.-ml a membes of any indigenaus group? = VES ] IFyes, please specify: |
Do you identify as ditferenthy-abded? O ¥Es & ND if yes, ploase specify:

Are yau a sols parent? 0O ves | & wo if ves, please specify: |

Charscter Relerences
Give maume, oodrers, avd telephone aumbers of theee (1) persons wiba ki pou arher dhaw o pou hove worked with.
I NAME ADDRESS. I TEL O,

I JigFuz s £ T FITFET A
| i

Dther Qualifications
Jot-redated fraining cowrses (e bitie and veark, fab-redoted s kil foEher keaguages, comgater ond imfarmmtion techmology, tood, morkme, &) dob
refared certificater and Noenses fourrent omlyl, Job-refoted owrils and speciod accomphishment [pblicnrians, membersiips i peofessianal or horor
sochedies, inadership actvities, puie speaking, and performance mwards). Give dates ond sead documeants

| DATE {mieor} DESCRIETION / TITLE |

PART 10 ADDITHINAL IDEMNTIFECATIHON

TWPE / CONTROL NGO, I55UE DATE | EXPRYDATE |
PASSFORT DETAILS
| VESA DETAILS [ applicable) |
DRIVER'S LICENSE
OTHER GOV'T. ISSUED 0% [For
example: 555, TIN, SOLO PARENT
| if, PRC, ACK, ete.)
MILITARY f GOVT. f CwvIL
SERVICES [If ary)
mwu over baen formally charged of an []Yes I *¥es", please ghve detaits:
administrative / civilfcriminal offarse? I o
Have you ever been convicted of an WKL If *Yes", please give detalls: |
Emhﬁsl:mfhw { civilfcriminal affersa? o
CERTIFICATION

VCERTIFY that, to the best of vy knowlsdge and bolie!, 58 tha Frfermation on an attached to this documont is brue, corrpc, complote sad made in good
faith, | UNDERSTAND thai lalse or fraudubent Indormmation on ar attached o this application may be grounch for nat kiing me ar terminata my

employment from Pley. | NDERSTAMD that any informatice | five may be eretigated
F‘”‘fd”"- 7-31- 2024

Signature of Employes Date Signed

Marriage - 16th Fleor One Montoge: Towar, Archbishop Feyes Ave, Cabu Clty 11 MSY- 11t Floor MSY Townr Pascadons Read Geou
Business Park, Cabu City BO00 TAGET — St Fioor, Ayals Conlor Cab Towar, Caby Businass Pavk, Cobu Ciy.
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, _Hexre Tae A- Fogeq hereby authorize 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 qualifications for empleyment. A telephone facsimile
\fax), scanned copy or »erographic copy of this consent shall be considered as valid as the original
cansent,

I hereby consent to the Company's verifying all the information | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and coples 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, ar 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,

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

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

Applicant Mame: ___ Hpxie  Wae 8. fower
Present Address:  Fifre  Tfur, Tvayawar Ceby f,ri'lg

Social Security Number: _ 34 - 9556 J4g-4 Date of Birth: _Nevembe7 (7, J08)
Signature: #’*y@“

Date: Euﬂ, 11, Zotw
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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 2 non-
recurring and non-accumulating sumn of maoney that is paid to an employee as gratitude for
Joining the Company, The sign-on bonus s subject to taxes.

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

* Aregular employee

* Noresignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status
Must not be on Floating, AWOL, Terminated and EQC status or other forms of
separation

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

Releasing of Sign-On Bonus:

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

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

Acknowledgment

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

. i Xf-24
signature Over Printed Name/Date
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UNDERTAKING

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

Palicy Title : Dress Code Palicy
Revision No Hlib |
Effective Date tlune 13, 2022

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

S— Ty 3, 2029
Employee Namé and Signature Date
Noted:
W)L o g

Drﬁonrd.lngﬁped#t Name and Signature Date




iPloy Gift Policy

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

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

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

Any vickations will be subject to the iPloy Code of Conduct and Discipline. Infractians for this paticy is
tagged under Level 2 offense and fallow these progression:

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

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

Employee Acknowledgement

I have read, understand and agree to comply with the faregoing polices, rules and conditions governing
the |Ploy Gift Policy.

Namae:

Signature: Date:




iPloy Social Media Policy

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

All employees should be aware that |Ploy 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 nat specifically monitor social media sites for employee content an an ongoing basls, hawever
employees should not expect privacy in this regard, IPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its emplovees, which
management comes across in regular internet manitoring, or is brought to the organization's attention by
employees, custormers, members of the public, etc.

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

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

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

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

Procedura:
All employees must adhere to the following when engaging in social media.

* Be aware of your association with the company when using enline social networks. You must
always identify yourself and your role if you mention or comment on the cempany. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients, You must write in the first person and
state clearly that the views expressed are your own and not those of iPloy, Wherever practical,
You must use a disclaimer saying that while you work for the company, anything vou publish iz
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 it is
found that any information breaches any policy, such as breaching confidentiality or bringing the
company into disrepute, you may face disclplinary action up to and including dismissal.




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

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

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

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

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

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

This policy extends to future developments in internet ca pability and social media usage,

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

Always remember an-line content Iz never completely private;

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

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




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

Specific Managerial Responsibilities

By their position, Managers have obligations with respect to general content posted on social media,
Managers should consider whether personal thoughts they publish may be misunderstood as expressing
the company’s opinions or positions even where disclaimers are used. Managers should err on the side of
caution and should assume that their teams will read what is written. A public arline forum is niot the
place to communicate company policies, strategies or opinions to employees,

Enforcement / Progression

Mon-compliance with the general principles and conditions of this sodal media policy and the related
Internet, e-mail and confidentiality policies may lead o disciplinary action, up to and Including dismissal.
This palicy is not exhaustive, In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet ig always appropriate and consistent with your
responsibilities towards the company, In case of any doubt, vou should eansult with YOur manager,

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

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

Employes Acknowledgement

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

Mame: _ Hpxte Adae M- Fewed
Signature: : _Date: ng# A, Jerd
L] " F
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Date : February 22, 2018
To sALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. DOBIECTIVE

1.1 In conformity with Republic Act No 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIVAAIDS a5 an imernational
pandemic problem, this company policy is hereby issued for the information
and guidance of the employees in the diagnasis, treatment and prevention of
HIV/AIDS in the workplace,

L2 This policy is also aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers” nght against discnmination and confidentality 15
mintained.

2. COVERAGE

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

3. IMPLEMENTING STRUCTURE
11 Iploy Inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departments.
4 POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
411 What is HIV/AIDS?
4.1.1.1 It 15 disease caused by a wvitus called HIV  [Human
Immunodeficiency Virush This virus slowly weakens & person's
ability to fight off other diseases by attaching itself ta and
destroying important cells that contral and suppart the: human
Immune systerm

4.1.2. How HIV/AIDS is transmitted ?

4121 Unprotected sex with an HIV infected person,
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4122 From an nfected mather to her child [dunng pregrancy, at

birth through breast feeding);
4.1.23. Intravenous drug use with contaminated needios;

4124, Transfusion with infected blood and blood products; and

4.1.25  Unsale, unprotected contact with infected bloed and bleeding

wounds af an infected person

4.1.3. Isthere acure?

4131 No. However, there are antiretroviral drug combinations that
are avallable when properly used, result in prolonged survival of
paople with HIV. Holistic care of people lving with HIV-AIDS and

comprehensive  tredtment  of  opportunistic  infections
dramatically improve quality of life

5. GUIDELINES
5.1 Preventive Strategies
1.1 Conduct of HIV-AIDS Education.

51141 ‘Who will conduct?

The Medical Clinic of Iploy Inc._in coordination with the Health and
Safety Committes shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the orientation of newly hired
employees. The standardized infarmation package developed by the
Department of Labor and Employment [DOLE) may be used far this

PUrpIOsE.

3.L1:.2.  How will it be conductad?

The HV-AIDE education will be conducted through distribution and
posting of IEC materials, lectures, counseling and traiming  and
information on adherence to standard or ynbeersal precautions in the

workplace

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

2121 Screening for HIV as a prerequisite to employment is not

mandatary,

5122,  The company <hall encourage positive health seeking behavior

through Voluntary Counseling and Testing.

- 7/ /sy
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5123  The company shall establish a referral system and provide
access 10 diagnostic and treatment services for its workers, Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company’s medical clinic staff.

5124,  The company shafl likewise facilitate access to livellhood
assistance for the affected employee and his/her families, being
affered by othar government agencaos.

6. SOCIAL POLICY
6.1. Mon-discriminatory Policy and Practices

6,11, Discrimination In any form from preemployment to post
employment, including hiring, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited

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

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

6.2. Confidentiality/Non-Disclosure Palicy

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 B4
8504 and the ILO Cade of Practice

6.2.2. lob applicants and warkers shall not be compelled to disclose their
HIV/AIDS status and other related medical infarmatian,

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

6.3, Work-Accommodation and Arrangemen

631, The company shall take measures to reasonably accommodate
employees with AIDS related illnesses

6.3.2 Agreements made between the company  and employes’s
representatives shall reflect messures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
tima and arrangement for return to work

- 711/ey
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

7.1, Employer's Responsibilities

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

program on HIV/AIDS,

.12 Provide information, education and training on  HV/AIDS for s

workforce.

7.1.3. Ensure non-discriminatory practices in the workplace and that the

policy and program adheres to existing legislations and puidelines

714, Ensure confidentiality of the health status of its employees and the

access to medical records 15 imited to authorized personnel.

7.1.5. The Company, through its Human Resources Department, shall see 1o
it that their company policy and pragram s adequalely funded and made

known to all employess.

T.16. The Health and Safety Committes, together with employees) labaor
organizations shall jointly review the policy and program and continue to
improve these by networking with government and organizations

promoting HIV prevention,

7.2, Employees' Responsibllities

721 The employes's arganization shall undertake an active role in
educating and training their members an HIV prevention and control
Promote and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose workers to increased risk

af HV infection.

722 Employees shall practice non-discriminatory acts against co-employess.

7.23. Employees and their arganization shall not have access o personnel

data relating to a worker's HIV status,

71.24. Employees shall comply with universal precaution and . preventive

measures,

[
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B IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY

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

II .lr u‘m
Prepared by: lo I--Iall‘n’%I R. Malecio

Human Resources
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Date : lanuary 1, 2018
To CALL EMPLOYEES CONCERMED
From : Human Resources
Thru : Operations Manager
Subject | WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TE] PREVENTION
AND CONTROL
1. OBIECTIVE

1.1.To assist the government in is campaign against Tubereulosis (TB) in compliance
with the Department of Labor and Employmant’s Department Order No, 7305,
series of 2006 — Guidefines for the Implementation ol Palicy and Program on
Tuberculosis (TB) Preventian and Control in the Warkplace,

1.2.To provide Initiatives to prevent the cutbreak and spread of tuberculosis in the
workplace, and (o treat, care, and support employees who become afflicted with
tuberculoss

2. COVERAGE
2.1.This Program shall apply to all employess regardiess of ther employment status,
3, POLICY STATEMENT

3.1.The company seeks the prevention of the soread of tuberculosis, as well a5 the
treatment, rehabllitation, and restoration to work of emplovess who contract
this disease. To achieve this goal, all employees are strictly mandated o undergo

an annual cal examination with the requisite chest x-ray.

3.2.Also, in line with rhis, a TB awareness program shall bs undertaken thraugh
Information 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 TB in the
workplace. This shail 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 Resource through the company's accreditad
health provider.

3.3.The DOTS is a comprehensive strategy to control TH, and is compased of five
compaonents, which are:

4.3.1. Poltical will or commitment 1o enduring sustained and guality TH
treatment and control activities;

332 Case detection by spulum-smear MICTOSCORY among  symptormatic
patients;

/L1707
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3.3.3. Standard short-course chemotherapy using regimens of & to B manths fat
all eonfirmed active TB cases (1.8, smear positive or those validated by the
TH Diagnostie Commitiee],  Complete drug taking through direct
observation by a designated treatment partnes, during the whale course af
the freatment regimen;

3.3.4. A regular, sninterrupted supply of all anti-tubarculosis drugs and other
materials

335 Astandard recording and reporting system that allows assessment of case
finding and treatmeant outcomes for each patient and of tuberculasis contral
pragram’s performance averall

3.4.Employees must be given proper information on ways of strengthening their
immune responses. against TB Infection, Le, informaticn on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and good personal hygiens
practices.  However, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
information on its etiology and complete perfarmance averall,

3.5.Improving workplace condilions

3.5.1. To ensure that contamination from TB airborne particles s controlled,
workplaces must provide adequate and appropriate ventitation (DOLE-
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adequate sanitary facilities lor workers.

352 The number of employees in a work area shall not excead the reguired
number for a specified area and shall observe the standard for space
requirement. (OSHS Rule 1063}

3.b.Capability bullding on TB awareness raising and training on TH case Finding, Case
Holding, Reporting and Recording of cases and the implementation of DOTS shall
be given to Company health personngl or the occupational safety and heaith
committes,

3.7.5oclal Policies:

371 Nor-discrimination: Employees who have or had TB shall neot be
discriminated against.  Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled ta work for as long as they are
certified by the Company’s acoredited health provider as medically fit and
shall be restored to work as soon as their liness is controlled,

372, Work Actommodation: Through agreements made  between  the
management and the employees, work accommodation measures to
suppart  employees with TB is encouraged through flexible |pave
arrangements, rescheduling of working times, and arrangements Tor return
1o work.
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373, Restoration to Work: The employes may be allowed o relurn o work
with reasonable working arrarigements as determined by the Company's
Health Care Provider and/or the DOTS provider,

3.8 Employee Respansibility:

381 Employees who have symptoms of TB shall immediately seek assistance
fram the Company's Health Services Provider.

3811 An employes who has the syrmptoms of TB s required to initally
wear a face mask (especially while Inside the office) and observe good
hygiene practices, at feast until declared by o competent medical
practitioner 1o be safe from transmission.

3812 Similarly, lar those al rlsk, Le., those with Family members with T8
or those exposed 10 a co-employes with TB, it would be prudent to
obsarve the same good hygiene practices untll declared free from the
disease and safe from transmission,

183, Once diagnosed to ke with TB, employees shall immediately seek
treatment elther through the Department of Health's DOTS or a private
physician of the employee’s cholce. However, |1 15 imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise (o 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 result in the termination of one's employment as
provided for by the Labor Code al the Philippies under Art, 284
Disease as Ground for Termination,

3.83. Employees are required to undergo an annual compulsory chest ¥-ray
through the Annual Physical Examination. If for any reason an employee
fails to secure a chesi x-ray at that time, hefshe shall be directed to secure a
chest x-ray at an accredited clinic by his/her respective Infirmary/Health
Services,

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

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

3111, Employees (those afflicted with the disease or those [dentified under
contact tracing) who refuse to cooperate and dutifully observe lawful
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instructions (undergo a medical check-up-and/or treatment), may be subject to
disciplinary action proceedings for msubordination (the penalty of which may
range up to the termination of ane's amplayment)

4. PROCEDURE

4.1.The respective Health Services of the Company {andfor the contracted Health
Services Provider) shall coordinate with the Occupational Safety and Health
Center who shall provide preventlve and technical assistance in the
implementation of the Workolace TB Control and Management Program,

4.2.4n employee who undergoes the Annual Physical Examination with the redquisite
chest x-ray will have histher medical record forwarded to company elinic/HRD,
Employees who fail to undergo the requisite annual chest x-ray shall be directed
lo secure one at an accredited clinic or by hig/her preferred Infirmary/Health
Services,

4.2.1. Those with medical findirgs shall be required to undergo further medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted to company clinic/HRD and  hisfher respeciive
Infirmary/Health Services

4.2.2. The employes shall then coordinate with camparny clinic/HRD and his/her
respective Infirmary/Health Services for the next steps,

4.3.An employee who is suspected to oe afflicted with TB, whether ac a dirsct SLERECT
of by contact tracing, shall cooperate fully with hisfher resgective
Infirmary/Health Services {andfor the confracted Health Services proveder), If
the employee tests positive far T8, the employee wall undergo the DOTS
program Lo s complotion.

4.4.01 the employee needs to undergo a leave of absence (o recuperate, hefshe will
be allowed to use the appropriate leave before hefshe may request o he
permitted to o on a Leave of Absence without Pay (LOA]

441 The employes shall oboserve the requisite procedure in applying for
lEave,

44.2. The Unit concerned shall ensure that the remqusite procedures  are
observed by the employee and that the company clinie s duly informed,

4.5 An employes may be allowed 1o go on a medical leave of ahsanca {without pay)
for a maximum penod of s (6] months. The concerned emplovee shall subimit
an application for a leave of absence before poing on leave.  Said leave
application shall be subject to approval al the sole discretion of the Company
Management.

451, Thesame procedures under 4.2.1 ta 4.2.2 shall bie observed.
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4.6 After treatment, with a maximum peniod of s (B) manths on leave [(without pay),
an employee found to be cured gr in a non-communicable stage of T8 may be
allowed back to work, provided that the employee's health shall continue to be
manitored 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 provider

4.7 The pmployee returning 1o work shall be reguired by the Management 1o secure
& medical clearance from a medical doctor chosen by the Company before being
allowed to return Lo work

4.8.The HRD will initiate disciplinary proceedings sgamst any employes faund to have
discantinued treatment in defiance of medical advice, or who refuses to undengo
the full treatment course prescribed.  Likewise, smployess who aré ordered 10
undergo a check-up due to contact tracing but refuse to do so will alsa face
disciplinary action proceedings. In both cazes, the maximum sanciion applicable
for insubordination will be the tertnination of one's emplayment, i it is deemed
warrinted,

5. IMPLEMENTATION AND MONITORING

5.1, The 5afety and Health Committee or its counterpart shall perindically monitar and
evaluate the implemearntation of this Palicy and Pragram

6. EFFECTVITY

6.1.This Policy shall take place etfective immediately and shall be made known to
every employee,

e

Prepared by Jo #P"fl}lll iBCio

Human Resouresas

Approved by: Yisroel ¥ Gissinger
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Date : February 22, 2018
Ta tALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  :'WIORKPLACE POLICY AND PROGRAM DN HEPATITIS B

3,

OBJECTIVE

11.Iploy Inc. is committed to confarm 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 anviranment through its varous
health programs 1o safeguard its employess. And as part of the company's
compliance to DOLE Department Advisory Mo, 05, Series ol 2010 [Guidealines for
the. Impiementation of 3 Workplace Policy and Program on Hepatitis B}, this
Program has been developed This program is aimed to address the stigma
attached to hepatitis B and to ensure that the employess’ right against
diserimination and conlidentiality is maintained.

1.3.This puidetine is formulated for everybody's information and reference for the
miagnosis, treatment, and prevention of Hepatitis B, This will inform (he
employees of their role as well as the company in dealing with Hepatitis B, &
healthy environment encompasses a good working relationship and great output
for continuaus business growth
COVERAGE
2.1.This Program shall apply to all eémployees regardless of thelr employment status
POLICY STATEMENT
3.1 Implementing Structure
311, Iploy Inc, Hepatitis B workplace policy and program shall be managed by
its ‘health and safety commitiee. Each division or department of the
Company shall be duly represented
3.2.Guidelings
3.2.1. Education

1211 Hepatitis B shall be conducted through distribution and posting of
IEC materials and counselling and/ or lectures: and
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3212, Hepatitis B education thall be spearheaded by Iploy Inc. Medical
Clinic in clase coordination with the health and safety committes

3.2.2. Preventlve Strategies

3.221. Al employees are encouraged to be immunized agalnst Hepatitis
B after securing clearance from thetr physician

3222 Workplace sanitation and proper waste management and disposal
shall be monitored by the health and safety cammittee on a regilar
lxasis.

1223 Personal profective equipment shall be made aviifable at all times
for all employess; and

3224 Emplayees will be glven training and Information an adherence to
standards or uriversal precautions in the workplace

4. SOCIAL POLICY
4.1.1.1 Nan-discriminatary Policy and Practices

4.11.11L There shall be no discrimination of any form against
empoyees on the basis of their Hepatitis B status consistent with
the international agreements on non-discrimination ratified by
the Philippines (IL0 €111). Emplovees shall not be discriminated
againgl, from pré 1o post employment, including  hining,
promotion. or assgnment hecause of their hepatitis B status.

4.1.1.1.2 Waorkplace management of sick emplovess shall not differ
from that of any other llness. Persons with Hepatitis B related
linesses may wark for as lang as they are medically fit 1o work

4.1.1.2 Confidentiality

4.1.1.2.1. Job applicants and employess shall not be compelied to
disclose their Hepatitis B status and other related medical
information. Co-employees shall not be obliged 1o reveal any
personal information about their fellow employess. Access 1o
personal data refaling to employes’s Hepalitis B status shall be
bound by the rules on confidentiality and shall ba strictly limitad
Lo medical personnel or if egally required.,

4113 Wark-Actommodation and Arrangemeni
41131, The company shall take measures 1o reasonabily

accommuodate employees who are Hepatits B pasitive or with
Hepatitis B - related linesses
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4.1.1332. Through agreements made between management and
employees’ representative, measures 1o susport empioyees with
Hepatitis B are encouraged to work through flexible leave
arrangements, rescheduling of warking time and arrangement for
return o work,

4114 Screening, Diagnosis, Treatment and Referral to: Health Care
Services

41141, Thee company shall establish a referral system and provide
access Lo diagnostic and treatment seevices for its employees for
appropriate medical evaluation/ monitoring and management.

4.1.14.2, Adherence 1o the puilelines for healthcare providers on
the evaluation of Hepatitis B positive employess |4 highly
encouraged.

41,143 Screening for Hepatitis B as a prerequisite to emgayment
shall ot be mandatory,

4,115  Compensation

41151, The company shall provide access to Social Security
System and Employees Compensation benefits under PO 626 10
an empioyee contracted with Hepatitls B infection m the
performance of his duty.

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

51111 Managament, together with employess’ arganizatians,
company focal personnel for human resourees, and safety and
health persannel shall develop, implement, monitar and mvaluate
the workplace policy and program on Hepatits 8

o R Oy o The Health and Safety Committee shall ensure that their
company policy and program is adequately funded and made
gnown Lo all employees

51113 The Human Resources Department shall snsure that 1helr
policy and program adhere to existing legisiations and guidelings,
including provisions on leaves, benafits and insurance.

51.1.14 Management shall provide information, educstion and
training o Hepatitis B for its workforce consistent with the
standardized  basic information  package developed by the
Hepatitis B TWG; if not available within the establishment, then
provide access to information
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al.l15 The company shall snsure non-discriminatory practices in
the workplace

51116 The management together with the company focal
personnel for human resources and safety and health shall
provide appropriaie personal protective equipment to prevent
Hepatitis B exposure, especially for employess enposed (o
potentially contaminated blood or body fuid.

1117 The Health and Safety Committee, together with the
employees’ organizations shall jointly review the paticy and
program for effectiveness and continue to improve these by
networking with government and organizations promoting
Hepatitis B prevention.

51118 The company shall ensure confidentality of the health
status of its emplayees, including those with Hepatitis B,

51119 The human resources shall ensure that access o tmedical
records is limited to authiorized parsonnel.

5113 Employess Responsibiiities

51121 The employees” organization is required to undertake an

actwe role. in educating and training their members on Hepatitls

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

promoting and practicing a healthy lifestyle with emphasis an

avoiding high risk tehavior and other risk factors that

EXpose employees o (ncreased risk ol Hepatits B

infection, consistent with the standardized basic Infermation
package developed by the Hepatits B TWG,

S51.1222, Employees shall practice non-discriminatary acts Against
co-emplovees on the ground of Hepatitis B status,

5.1.1.2.3. Employees and their organizations shall not have access o
personnel data relating 1o an employes’s Hepatitis B status. The
rulas of confidentiality shall apply In carrying out wnion arnd
ofganization functions

21124 Employees shall comply with the universal precaution and
the preventive measures,

51125 Employees with Hepatitis B may inform the health care
prowider of (he company physician on their Hepatitis B status,
that is, If their work activities may increase the rick af Hegatitis A
infection and transmission or put the Hepatitis B positive at risk
for aggravation,
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6. IMPLEMENTATION AND MONTORING

6.1. Within the establishment, the implementation of the policy and program shall be
monitared and evaluated periodically. The safety and health committee or its

counterpart shall be tasked for this purpose.

7. EFFECTWITY

7.1.This Policy shall take place effective immediately and shall be made knewn 1o

every employes.

3
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Human Resources

Reviewed by Alrmha 2.

Direetor of Pperations

Approved by: Yeroel ¥, Gissinger
CEO
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Date HJanuary 1, 2018

To tALL EMPLOYEES CONMCERMED
From : Human Resources

Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

L1. In compliance with Article W ol Republic Act Na. 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Mo, 53-03, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc hereby adopts the following
palicies and programs 1o achieve a drug-free workplace,

1.2, Company policy is to maintain a workplace free of illegal drugs. To ensure
that the objectives of the campany's corpoeate policy are met, the COTmgRany
s implementing this drug-free program The program will have the follawing
elaments

4. COVERAGE

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

3. POLICY STATEMENT

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

3.2, Being impared or under the influenice of dangerous drugs away from the
company, it such impairment or influence adversely affects the employes's
work performance, the satety of the employee or of others, or puts at risk
the company’s reputation

3.3. Possession, use, solcitation for, or sale of dangerous drugs away from the
company premises, if such activity or mwolvement adversely affects the
employee’s work performance. the safety of the employee or of athers, or
puts at risk the company's reputation

34. The presence of any detectable amount of dangerous drugs in the
emplayee's system while at work, while on the premises of the company, ar
while on company business. “Dangerous Drugs” include those listed in the
Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971

Rl
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of RA. 9165

4. MANDATORY DRUG TEST

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

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

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

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

4.3.2. FOR-CAUSE TESTING: The company may ask an officerfemployes to
submit to @ drug test at any time it feels that the employes may be under
the influence of drugs, including, but not limited to, the following
circumstances: evidence of drugs on or abowt the emplovee's person or
in the employee's vicinity, unusual conduct an the employvee's part that
suggests impairment or nfluence of drugs, negative performance
patterns, or excessive and unexplained absenteeism or tardiness

433, POST-ACCIDEMT TESTING: Any officer/femployee invalved in 3 “Mear-
Miss” incident or “Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test
As defined herein, "Mear-Miss” means an incident arising fram orf 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 to unplanned or  unexpected
pecurrence that may or may not result in personal Injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment.

4.3.4. Al drug tests shall employ, among others, two (7] testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening  test. Where the confirmatory test turms  positive, the
company’s Assessment Team shall evaluate the results and determine

— L oy - /24
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the level of care and administrative interventions that can be extended
to the concerned omployes

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

4.3.6. Al costs of drug testing shall be borne by Iploy Inc

5. TREATMENT, REHABILITATION, AND REFERRAL

5L

5.2.

53,

5.4,

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

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

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

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

6. ADVOCACY, EDUCATION AND TRAINING

6.1

6.2,

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

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

6.2.1. Salient features of R.A. 9165:

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

C=lsif 29
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623, Preventive measures against drug abuse; and

B.2.4. Steps to take when intervention is needad, as well 35 available services
for treatment and rehablitation

6.3. To encourage all officers and employees to lead a healthy lifestyle while at
work and at home, iploy Inc, undertakes to conduct the following activities as
often as possibie
6.3.1. Ufestyle assessment  grograms  on health  nutritlon,  weight
management, stress management, alcohol abuse, smaoking cessation, and
other indicators of risk diseases,

6.3.2. Health weliness screenings (e, blood pressure ond heart rote,
cholesterol test, blood glucase, etc.);

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

6.3.4  Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

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

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

7.3 Al officers and employees shall emoy the right to due process, absence of
which will render the referral procedure ineffective.

8. CONSEQUENCES QF POLICY VIOLATIONS

8.1. Any officer or employes who uses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers dangerous drugs of otherwise commits other
unfawful acts as defined under Article I of RA 9165 and 15 Implementing
Rules and Regulations shall be subject to the pertinent provisions of the sad
Act,

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

dealt with administratively in accordance with the provisions of Article 282 of
Book Vi of the Labor Code and under RA 9165,

RoxiE
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9, IMPLEMENTATION AND MONITORING

9.1.1. The implementation of these policies and programs shall be monitored
and evaluated periodically by management 1o ensure a drug-free
workplace. For this purpose, an Assessment Team shall be constituted in
accordance with 0,0 5303,

10. EFFECTIVITY

10.1. This Policy shall take place effective immediataly and shall be made
known (o every employes

11, ATTACHEMENT

111 Drug-Free Workplace Policy and Program Acknowledgement

Prepared by: Jo Hali’m':auy hle[e:m
Human Resources

-~ i
p N
Reviewed by: Alfrédo P, Ek‘qgrlllg I,
3 i
reﬂ!_nr ?.{_EEJEr‘qilun:-

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

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

| also understand that during my employment | may be required 1o submit Lo testing for
the presence of drugs or alcohol in my boady. | understand that submission te such testing
is & condition of employment with [Company|, and disciplinary action up 1o and inchading
termination may result il

1) | refuse to consent Lo testing,

2) | retuse ta execute all forms of consent and release of liability that are usually and
reasonably associated with such examinations

3 | refuse to authorize release of the test results lo the company.

4) The 1ests establish a viokation of [Company}'s Drug-Free Waorkptace Policy

5) | atherwise vicdate the policy,

| also recognize that the Drug-Free Workplace Policy and related documents are e
intended to constitute a contract between Iploy Ine. and me.

The undersigned further states that hefshe bas read and understands the above
acknowledgement and signs belaw af hisfher own fres will

"E"":é“" 731- 24
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Date lanuary 1, 2018
To : ALL EMPLOYEES CONCERMED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBRIECTIVE

1.1. The following policies and procedure are hereby Issued by Iploy Inc. to
prevent sexual harassment in its workplace and to provide the procedure far
the resalution, settlement and/or disposition of sexual harassment cases

2. COVERAGE

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

3. POLICY STATEMENT

3.1. Iploy Inc. believes that employees snould be afforded the opportunity 1o wark
In an environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines the employment relationship. Mo employes,
either male or female, should be subjected wverbally or physically to
unsolicited and unwelcome sexual overtures or conduct.

3.2, Sexual harassment refers to bekavior that Is not welcome, that is personally
offensive, debilitates morale  and, therefore, interferss with  work
effectiveness. Such behavior may be in the farm of unwanted physical verbal
or visual sexual advances, requests for sexual favors, and other sextaally
oriented conduct which is offensive or objectionable to the recipient,
including, but not imited to; epithets, derogatory or suggestive comments,
slurs or gestures and affensive pasters, cartoons, PIctures, or drawings.

3.3, Iploy Inc. will not tolerate any behavior that amaunts to sexual harassment
and -any officer or employes found to have committed sexual harassmaent
shall be subjected to disciplinary acticn, up to and including dismissal

3.4. DEFINITION OF SEXUAL HARASSMENT

Iplay Inc. has adopted, and its policy 15 based an, the definition of sexual
harassment set forth in Section 3 of RA 7877 It provides that sexual
harassment in workplace (s committed by an employer, employes, manager,
supervisor, agent of the employer, or any other person who, hawing authority,
influence or moral ascendancy over another in a work environment, demands,

S LI
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requires or otherwise requires any sexual favor from the other, regardiess of
whether the demand, reguests or reguirement for subrmission 5 accepted by
the object of sald Act.

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

3.4.1. The sexual favor 5 made as a condition in the hiring or in the
employment, re-employment, or continued employment of  said
individual, or in granting said individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal 1o grant the sexual
favor results in limiting, segregating or classifying the employes which in
any way would discriminate, deprve or  diminish  employment
opportunities or otherwize adversely affect said emplovee;

34.2  the above acts would impair the employees' rights ar privileges under
existing labor laws; or

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

35  WHERE SENUAL HARASSMENT IS COMMITED

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

351 Inor outsicde the office building or training site;

3.5.2. atoffice or training-related social functions:

153, inthe course of work assignments outside the office:

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

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

361 Owvert sexual advances;

3.6.2. Unwelcome or improper gestures of affection;

3b.3. Reguest or demand for sexual favors including but not limited to going
out on dates, outings, or the like for the same purpose;

3.64. Any other act or conduct of @ sexwal nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
wictim,

- 25120
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3.8.

WHAT 15 NOT SEXUAL HARASSMENT

Sexual harassment does not refer to occastonal compliments. of a socially
acceptable nature. It reders to behavior that is not welcome, that is
persanally offensive. that debilitates maorale, and that, therefore, interferes
with work effectiveness.

EMPLOYER'S RESPONSIBILITY

lploy Inc, undertakes to provide its officers and employees a work
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 employment in Iploy Inc. Sexual harassmaent is specifically
prohibited as unlawful and as a violation of company policy. The company is
responsible for preventing sexual harassment In the workplace, for taking
immediate corrective action to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

4.1

4.2,

. COMPLAINT PROCEDURE

4.1.1. Any officer or employes, wha experiences or witnesses any act of
sexual harassment In the workplace, shall report the same immediately
1o the Committee on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iplay Inc
management or ownership. Al allegations of sexual harassment will bo
quickly investigated. To the extent possible, the identity of the officer or
employes shall remain confidential and that ol any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation (s completed, all parties will be informed of the
outcome 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 recelve comgplaints, investigate and hear sexual
harassment cases. The Committee shall develop its own rules in the
settlerment and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to Increase understanding
and awareness about sexual harassment

RETALIATION
421 Iplay inc. will permit no emplayment-based retaliation against anyone

who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment

Roxie
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4.3, WRITTEN POLICY

431 Al officers and employees of Iploy Inc. shall receive a copy of the
company's sexual harassment policy upon assumption of their respective
affices. It at any time an officer of employee would like 3nother copy of
the policy, please contact the Office of the Committee on Decorurm. If
lploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will receive an individual copy of the amended or
madified policy

5. COMFIDENTIALITY

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

6. EFFECTIVITY

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

. ‘.Jj;g'ljﬂl A
Prepared by: Jo Hanng B Melecio
Human Resources

Reviawed by

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 Brigoll C5R - Phone

Submitted by:
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DATE : April 3, 2018

T : ALL EMPLOYEES

FROM I HUMAN RESOURCES DFPARTMENT

THRU i 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 secand is in the hallway outside the
operation floor. However, those whe are uncomiortable, has ssue with the unisex restroom,
we have a separate single, private restroam svailable for use

Moreaver, any employee with concern/issue in using the unisex restroom, please vizit Human
Resources office to get door access pass. Office secunty, Log in and Log out procedurs shall
apply.

Furthermeore, it = essential that all emplovess should comply and abserve the restroom
eliguelite

Knock (Fthe cubicle appears to be ocoupied, Don't peek under the daors
Lok the cubicle door when you enter
Stand close enough to the pan or urinal so you don't wet the seat, walls or
Roor

®  Flush the toilet after use and wipe off the tollet seat for the next user

= Paper towels go in the tash can, not on the floor or in the toilet bowl

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

= Please use water and paper towels conservatively

For your information and guidance

— — — il Sl
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February 27, 2018

To ' ALL EMPLOYLES

FROM / HUMAN RESOURCES DEPARTMENT
THRL } OFERATIONS MANAGER

sumIccy

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is issued 1o ensure the effective onf
employees on offllee atlendance and pu nctuality

To ensure effective implementation and maonitoring of office security

arcement and strict observance of all

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

2. Employees are allewed to b
their scheduled time

3. Bags and/or personal items should be left in the
the production arpa

4, Onece an employee logged in and inside the
outside until their 1% break

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

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

8. Employee 1D and RF ID should be worn at
employes
9. Noemployees are allowed ta stay in the waiting area for applicant,

10. Employees wha left/lost their 105 will get temporary 1D from HR and will be dealt with
according to our eode of conduct and d iscipling,

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

& inside the office and to Log in thirty (30) minutes before
locker before longing in/going inside

production area, they can no longer go

all times, lost RF IDs will be charge to the

For guldance and strict compliance,

Ll
J LE'L ta Malecio
HuuH nnﬂembuerz::s

Moted by:

Dirgctor of\Operations
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DATE : Movember 17, 2021

TO : ALLEMPLOYEES

FROM E HUMAN RESOURCES

SUBJECT t LOCKER POLICY

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

Please see list of rules provided below for your reference,

RULES

+ ONE LOCKER ONLY per employee, NO sharing of lockers,

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

*  Proper sanitation is strictly observed {E.G. Mo storing of unwashed containers/mugs/utensils, ete.)

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

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

= Any sort of action that may result in damage to property |s strictly prohibited. This includes but is
not limited to graffitifvandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs" knowledge or consent, ete,

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

* The company is not responsible for loss ar 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 request must be submitted via email to hr@iploy.com
and must wait for the approval.

&  NOLOITERING inside the locker room

*  Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on November 22, 2021

Failure te comply will be dealt accordingly.

Prepared by: Noted by;

o

e Relations Specialist General Manager Directo perations

I have read, understood, and agreed to comply with the foregoing policies, pules and conditions
governing the iPloy Locker Policy. 4

Roxie M ‘Floges - 7/31) 24

Employees Signature Over Printed Mame/Date
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DATE ; April 3, 2018

To - ALL EMPLOYEES

FROM : HUMAMN RESQURCES DEPARTMENT
THRU : OPERATIONS MANAGER

SUBIECT : MEMO: CALL IN FOR OUT OF OFFICE

In order to properly monitor out of office emplayees, a new process to call in/repart abserice wiil
be implemented effective Monday, April 9, 2018

Guidelines:

1. In cases of late and/or absences, employee should report to Hurman Resources through
SMS or Call via HR hotline: 0917-708-7074
2. Notification should contain the following infarmation:
a. Complete [real) Name
b, Department
c. Team Legder
d. Callin for; {Whole day Absent, Half-day Absent Late)
&, Reasan
3. HR will be the one to send notification to Operations Management
4. No call in should be cammunicated through Team leads or any other emploves. it should
be done by the employee or his/her relatives
5. MNotification should be at legst two (2] hours Before the employea’s shift
6. If an employee is advised to rest/canfined in the haspital, number of rest days as advised
by the physician should be indicated. Ctherwlse employee must send notification daily
7. Failure to natify will be tagged as Mo Call, No Show and/or unscheduled absence and will
be dealt with according to our Code of Canduct and Discipline,

For yaur guldance and strict compliance,

Human Resources

Noted by

- sifey
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Felruary 18, 320

Ta : ALL EMPLOYEES

FROM : CPERATIONS MANAGEMENT
SUBIECT £ ATTENDANCE BOMUS 2020

b wa end the year 2019, IPloy would like to set clear key procedures and policies. This memorandum sarves as
reminder to be followad:

PAYROLL

1. Immaculate Attendance Bonus is for employeas with perfect artendance, Employes should NOT cammit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreal. Failure to punch in = out far
breaks will also disgualify the employes. No waivers will be gheen,

4. Tardiness, Undertime and Over breaks will be deducted from the employee’s pay.

i. Employees who tendered their resignation before the release of the Sign On Bonws (First Hall or Second Half] will
MO lenger be eligible to receive it.

4. Emiployees gualified for the Sign On Bonus {First Half or Second Hall) will receive it on the 207 of the susceading
maonth fram eligibility,

5. Eligibility far the anmual merit increase is based on overall performance and management discretion, Pay out is
at management’s discretion,

MEDICAL CERTIFICATE
L. When must the medical certificate be dated?

. 1 day abseénce = the madical certificate must be datad an the day of absance or the next day. If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immediately fallows — at the Iatest. It
cannot be dated on the day that the agent is 1o repart back to work,

. & days absence - the medical certificate must be dated on the initial day of absence or the pext day, Il the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day - at the
latest. It cannot be dated on the Saturday that immediataly follows or that Monday that the agent is to report back
Lex wiore,

. 3 days of ebsence or longer - the medical certificate must be dated on the initial day of absence or the et

day. It cannot be dated on the day that the agent reparts back to work with the advice to rest antedated lrom the
initial date of absence. Alsa, the advice to rest |s inclusive of rest days

o Ex: If the agent is absent on a Friday and the medical certificate states advised to rest for 3 diays,
that is inclusive of the day of absence that the agent took to rest plus Saturday and Sunday - the agent must be back
1o work on Maonday,

-/
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o If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
adviee to nést cannot be antedated.

o There must be a fit 1o work date,

o The anly exception to the Medical Certificate date guidelines i i the employes has heen
hospitalized.
VACA AVES

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

2. Emplayee must guactly have the cormesponding credits for the request to be approved.
1 eredit = One Day

-5 credit = Half Day

3. Employee with perfect attendance 60 days from the requested VL date will ba given priotity in the approval of
leaves. This is a way of rewarding employess with perfect attendance.

4. The company and client have the right 1o disapprove leave requests 2nd cancel approved lzaves for those
employees who committed unscheduled absences on the prior manth and on the current month of the requested
time off including poar attendance recards, behavioral and praductivity issues.

Naoted By: Approved By:

in
HA Su Chief Executive Officer
Director of Operations
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Date
TO

From
Subject

: Movember 17, 2021

: ALL EMPLOYEES

: HUMAN RESOURCES DEPARTMENT
: 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 te notify the HR hotline number (0917-709-7074) and/or send an email to
hr@iploy.com at least two (2) heurs before the employee's shift {following call-in procedure} and/or
within 24 hours from the first day of absence.

2. Employee may use sick leave for absence due to the fallowing reason;

Employee's illness or injury.

Bereavemeant leave/s

Emergency leave/s

Power Outage/internet Outage (for temporary Work from Home set-up)

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

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

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

Employee's iliness or injury

®  Atthe discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated fram 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
Wark)

#  Blacklisted Doctors and clinics' will not be honored, {Please refer to the
Blacklisted Clinlc/Physician Memao)

Bereavement leave (Flease 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

s

& Certification from thelr electric/power supply provider (e.g., VECD, CEBECO,
MECO)

Internet Outage

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

2. Any unauthorized sick leave will subject the employee to disciplinary action. 5L is unautharized
under the following circumstances:

= The employee failed to inform the immediate superior or HRD about his/her absence due to

Iness unless fully justifiad,

- 7l81f2y
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iPloy Incorporated

9™ floor, Ayala Center Cebu Tawer
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s |fsickness claimed is fictitious or non-existent,

& iPloy

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 SL. Absence of notice and certification will be considered unauthorized
unless the company physiclan, after due examination of the employee, certifies that extension of

leave is warranted.

This Memarandum shall take effect on November 22, 2021,

Please be guided accordingly.

Created by:
15 ARCILLA
HR Fanal
Mated by:
arillo Jr. Angelo Manal
Diredtor, Operati Operations Manager

Carlos' Gotlong

“General Manager
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[ate 3 November 1.2, 2019

To : ALL EMPLOYEES

FROM : HUMAMN RESCURCES DEPARTMENT

THRU : OPERATIONS MANAGER

SUBJECT ] 555 SICKNESS CLAIMS — 5 CALENDAR DAYS

Far those employees’ who wants to file for sickness claims must submit the duly accomplished 555
natification 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 refatives, friends and workmates to submit
their form In Accounting office.

A& mamber s qualified ta avail of this banefit it

1. He = unable ta work due to sickness or Injury and confined either in a hospital or at home for at
least four (4) days;

2. He has pald at least three (3] months of contributions within the 12-month perod iImmedfately

before the semester of sickness or injury;

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

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

s

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

For your guidance,

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

Sincaraly,

hearishka | illa
Human R B5
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HRAM-2023-10-016

DATE October 4, 2023

TO ! ALL EMPLOYEES

FROM : HUMAMN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is in reference to the previous memo sent out last December 9, 2022 regarding the above-

mentioned subject. We are updating this memo adding more clinics and/or physiclans that are
considered blacklisted and medical certificate/documents Issued by them will not be accepted. In the
event that the employee submits any of the med certs under these clinics/Physicians will be tagged
as culpable for Insubordination under Rule 1 Section 22 of our Code of Conduct and Discipling.

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

L@ NP E W

10.
11.

Rajah Tupas Medical Services

Bimbo H. Tequilla MD Clinle

Lolita E. Abella-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinic

Health Doc Diagnosties

Gaudioso Mantecillo Ir., MD

Mow 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 Clinie/Doctor Phone number
11.4  Date of Actual visit
11.5 Diagnosis
11.6 Recommendation
11.7  Fitto work date

Mew Clinics added:

12
13.
14,
15.
16.
17.

Enad Clinic

Bing Clinic

Gia Clinle

Velosa Clinic

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

When providing medical certificates for absences, ensure the following:

1.
2.

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/Clinlc will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denied entry,

RINE
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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 ta HR.

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

Ma diagnosis provided. Please note that Z codes are not considered as diagnosis.

Wao contact information displayed in the medical certificate,

Absence of physician's name and license number.

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

contacted.

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

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

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

[¥ I - PRI )
L gl D =

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

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

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

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

For strict compliance.

Prepared by:

M nza
Employee Relations Supervisor
Moted by:
AW : &Jh-af—%—" A
Mar Niho A o Ma ariilo dr.
HR Manager Ma r Operations Manager Director of @perations

RoXie! \ing
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Data : Movermber 30, 2022

To - ALL Employess

FROM H Human Resources Department

SUBIECT i VACATION AND 5iCK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payaut. In this connection, all remaining SL credlis are to be converted thus, 5L application is no loenger
allowed until the end of the year,

As for the Viacation Leave [VL) conversion, all unused VL credits will be released on the 30™ of December
2022, All employees can plot a VL request until Decamber B, 2022 OMLY. The actus! VL dates will Cover
only until April 30, 2023. Kindly tahke note of the reminders below in reference to filing of Vi

® Mo retraction of approved Vis. If the employee reparts for work on the actual VL date, the YL
will not be relmbursed and will be volded.

* Mo rescheduling of VL once approved,

* Vi date should not fall on a local hollday otherwise forfeited.

Maote: Approval of VL reguests will be on or before December 14, 2022,

Furthermare, If the employes resigns or gets saparated from the company aither voluntary or Inveluntary,
&l svailable VL credits will be forfelted and will not be part of thelr last pay if:

o Employes filad an iImmaediate resignation and/or Falled te provida a 30-day notice,

o Employes went on Absent Without OFficdial Leave JAWOL)

= Employee incur any beave, absences, and/or any form of terminal feave within the 30-day notice
period with the excaption that the employee provided a valld decumentation such s but not
limited to hospitalization due to sickness, accidents, or contagious diseases,

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

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

® Incurred any behavioral infraction such as but not lited to Sleeping, Browsing Unrelsted
Websites and ete.

Furthermore, 5L and V0 conversion maybe subject to tax, Should you have quastions pertsining to this
mamo, feel frae o reach sut to our Accounting personnel at Accounting@iploy.com.

Operations Manager Dirgcyor of Stions
Approved by:

CED

ROXIE
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December 17, 2019

Ta ] ALL EMPLOYEES
FrROM : OPERATIONS MANAGEMENT
SURJECT ] CLEANSING PERIOD

iPloy Staffing Solutions belwves in giving employess enough room For wmprovement to stralghten aut
employment in regards to compliance to our company’s Code of Conduct, The alm of this approach is to help
matvate emploveses rectily patsed olfenses and start anew

Cleansing Period partains to the time when an employes who has been subjeeted 1o o Disciplinary Action {BA)
s expectied to Improve performance. Ample time is gleen 1o comeet improper behador and sefruin from
committing any other mfractions,

It an empioyes does not commil the same infraction for the speclied cleaming period, the progression of the
disciplinary action will slide back 1o & lovel depending on its type. Please refer to table below.

Attendance
Fm:lul:ti\ril}[ ]
| Behavioral ) 12

The coumting of the Cleansing Period will start based on the date when BA wis decided upon. All docurmentstion
for infractions will still be kept in the Employe’s 201 Flle regardiess what period of progression,

The Cleansing Periad (s effective lanuary 1, 2020 coveting Das & months and older

Approved By

Chiel Executive Officer
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CODE OF CONDUCT AND DISCIPUINE [Table of Infraction)

STATEMENT OF POLICY

Thas Code al Conduct and Ditcipiee i desigred 10 ersure healthy and posithve woriing
ermironment, and hopes to maintain and uphold profeisioraliim amoerg iFloy Inc employess
Thee established SEHEEEEEFE:‘H!E: ol e Camairy's
(poals and obmctvei. & & worthy 1o emphasite thet the Jode it rot meant to be appresshse nor
it i imbended b threaten and intimidate employees. indeed, 3t asrees i the puiding principles
on what is expecied of s’ empioyess 1o condurt during the entie employmrsal hene in (Ploy,
Inc.

I DOCTRIRES TO GOVERN THE COMPANY'S CODL OF CONDUCT AND DESCIPLINE

1 Tha right to dncipine and discharge empiayeen lor jusl st propss ciuses | management’s
prerogati srnhringd from the 1587 Philipgene Coraditublon.

i Falrress snd jistce shall aiwerys govem the imposition of disclplinany actions. Exating Labor
Lanws, Implementing Fusles and Jurtsprudence will aways be ooserved.

3 The full and strict mainterance of dacipline is the management’s responsiblity. Trs, it shall be
the primary concern of immediate superiors and deparfment beads t5 inldate any dsclplivary

actiom against their subordingtes wherever & wiolation of the rule & conmetted.

4 Mdrranigtrotive Sl ligations e other proceedings ihall be conducted specitiously,

5 rposition of penalties when warranbed, shall rot be canceiled, nor delgyed for any resson.

i T rights of the resporsen s prowded for by Law shall be guarantesd,

7. The managemen] may miligate the penalty 1o be imposed, subject however i managemont's
aporoval snd upon compliancs 1o the condibions set fomh by the iatter,

B incases of multiple vislations of this Code, the ioliowing rule shall apply a5 1o the penaity D be

4
L0 P W4T Srwee .._t—
Cabia Ciry )

L ircident Repor will be submitied o Human Resounces {HR) within 3 wigrking days ligm
fhe date of the incident
I muman Rescurces will asee 2 Notice [ Eplain [NTE) o the srpicpss within § working
i
L Direct Superior sheds coach the eroicyes within 5 wearking dey from the ssuance of
the NTE
4, Coaching Form and Wiitten Esglaration of the =mplcyes should be submitted within'S
wiring days froem the intuanoe of tha NTE
5. W wil jsaiee Motios of Cechion with ar wilhout sansmioes within § diyt borm The meeeipt
ol the Couiez i Focm anc Writhen Explanation
a. Fallure to prosvide Wrinen Explaration shall eoratitate & waiver of the eroioyes's
Fight 16 be Reged and confirms that all the detads in tne Incidgns Aesor are Chas g
....E.E__.___ A Ll
. Lapses in the timeling wll rewult to & senction — Neglest of Suty / Insuborinatian

A am iPloy employes we expect Enat you will meet the igliowing Bsbuicral stanggros:

8, Praper Condust and Decorum b expected rom you within the office ara cutshds wihen
representing the Company. This inchudes sppeopciate dress, attending the office reacy to work, use of
ooper and decent language, ooeervenoe of prope’ oflice and work deconem, maintasning proper

mladisrahips with your colleagues, customers and other irndiividuals nat in the &m gley af the cargany,
she@rvancs of and complisnce with existing lows of the Phillapines.

nun..ﬂ!..-__l e the Comparny; furning wo for work: ready to work on time ol the time, following the
approoriate braak ared laigh tires, geiting on with the job ard performing the ok to the best of wour

ability, positive attitude and dedicatsan to one’s work sssipnments, supporting supenvisions and those in
_.-._.._H.'n._.‘.ﬂl

 Following rules oo custernar ad ciert relations and abways mainrtaining a orodessional helphul
aktttude with customess,

d. Maintenance of health and safety of the olfice snd people acund you, A phaper Fiitede
towaats cleaniiness and proper housskseping in The olfice, pood Peaith ol yoursel? snd othérs sround
vou, assist in the security of the offics, Paliowing basic safety procidures,

. Froper use of Comgany Property, ladlites and security o protect comnany and smployes
EEFPEEEIIE_EEKEEEE%QE#
integrity of all Comparry cparating dats and information, appropriate use if all Company equipment loe
wiork related purpodes, progery secount for all Company turds received.
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L Applicablimy
This Code shall appéy ko all iPley empleyem, mperdiess of status o positien beld,
L Types of Offenses

Level 1 - Infractions which are mincr In recture bt whech may become nabitsal and disruptive |f rat
eorrected, 1% has ro detrmentsl impact of The busenes,

Lewel 7 = Saricus olfense which causes celay in operstiors, may pose threat, narm, ar danges =2
Company progerty and/or lves of individuaés.

Lewed 8 = infracti ons which wil destroy the company’s image amd Frputatian. | eauses ubs1artial o 1o

the cosnpary and can resal? b criticel aperational disruption. & oiticad olfesie 1t has tompromises
the secarity of the emplovess, the inbegrity of Clent, the saleby of cutiomers infarmaticn and the

i

i

i
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