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Pescadares Road Cebu Business Park, Cebu City 6000 & ACCT - 9™ Flaor, Ayala Center Cebu Tower, Cebu
Business Park, Cebu City,

Employee Training Agreement

This Employee Training Agreement is made an lanuary 15, 2024 between IPloy, OPC, with its place of business
@ the 18" floor One Montage Tower, Archbishop Reyes Avenue, Cebu City ("Employer”) and

& bt Manfor [Employee’s Namel, an individusl with the address of
Minady FHreed, Mombalipnn , Cely ﬁ"f-;r [Employes's Address)
{“Employes”).
Recitals:

A, The Employer is providing a ane-wesk training program to the Employee to enhance their skills and knowledge
in the field of Customer Service and as part of the Onboarding process,

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

C. The Employer has agreed ta pay the Employee a salary for the duration of the training. 0. The Employee has
agreed (o the terms and conditions concerning the Pre-Employment Medical Examination [PEME) and the
submission of Employment Requirements,

Agreement:

1. Training Obligation: The Employee agrees to attend and complete the one-week training program provided
by the Employer. The tralning will commence an July 31, 2024 and conclude on hugust 2, 2024,

2, Salary Pasyment: in consideration of the Employee's completion of the training, the Employer agrees to pay
the Employee a salary for the duration of the training, payable at the nearest payout schedule {15" or 30" of the
mianth) upon successul completion,

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

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

5. Submission of Critical and Non- Critical Requirements: This agreement stipulates that should the Employee
fail to meet the requirements by the specified deadline, sven after multiple follow- wps, they are required to
eaver a portion of any penalties imposed by government authorities

G. Entire Agreement: This Agreement constitutes the entire understanding and agreement between the parties
with respect to the subject matter herecd, and supersedes all prior negotiations, representations, and
agreements between the parties, whether written or aral,

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

By slgning below, the parties acknowledge that they hawe read this Agreement, understand its nd agree
Lo b bound by them,

Mg W&;Trw ﬂ‘r,r‘lrllr?.ﬂ,-,'

Employee Complete Name & Signature/Date Training Associate
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NON-DISCLOSURE AGREEMENT
THIS AGREEMENT is made on {Date) J.«irl 3, ey
BETWEEM
IPLOY OPC. (the "Disclosing Party™); and
2 Bl M prd iy Mand el (phe "Recaiving Party"),

eollectively referred to as the "Parties”.
RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

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

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

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

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

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

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

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

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

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

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

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

2.4, wasindependently 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 Disclasing
Party to seek a protective order,

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

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

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

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

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

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

IPLOY OPC Receiving Party

By: Onboarding Specialist By: _ pew Gaployes

Name: Jade Lenizo Mata Name: __ M1 M. Pabtin gan

Title: Onboarding Specialist Title: _ L%

Address: #35 Salvador Extension Labangon Address: Pwitedo Strt, Manbaling Dl Ly
Cebu City

Date: 'lllli?ﬂ pate:  F|w|ww
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PERSONAL DATA SHEET

INSTRUCTIONS:
1 Arswer the questions completety and honestly in the spaces provided

2. Please PRINT lagibly.

%2 Plcture

1. DO NOT LEAVE ANY SPACE BLANK. Write “nfa", “not applicable” of “none”

(o i ok ooy
DATE HIRED

AFar HE use anly)

HR-PES-OL

iFar HR use on%]
DEPARTMERT

EMPLOVIE NUMBER

informantian & Coplag

FIRST HAME

WEDDRE NAME

AT NAKME:

BAhETINAA

ME L, |

i A TES

“NICENAME h\fb{o"

| MAOTHER'S FULL MAIDEN NANAE: 1PEvE

panTtl  EETIRLTU

AT ADRESS [Fause A/ Lo | Block # ] Street, Barangay,

Mur||-|':l|_-,.glll_q' J iy, Province, -le Coda| )

'F?"‘k t"TI}:I LEBY LT Leod®

AOLLDD STREET, "r,mh'-mm'.m.mqh{{M'

EROWINCUAL ADDMESS (House i/ LoAd | Block B | Stroet, Barangay, M anici pality | City, Province, Ti Code]

TuRok

FoBLFA, BREET Avavos

[AM REMIED CEb . o

Ll Phooe Mo

Mabile e, 5 cepd 313

[ mabile o

555 Mo, D - Y L G AL - BAG-IBIG Mo | FHILHEALTH M. TiN
s el " =TT - 55§ 1 li-ph o TioeF -0 : yY =% - BT = pow
ATH DATE bt DIRTH PLACE | GENDLR = BACOD TYPE
Jadusgd 1, 4T Coamly LT | : FEME oF
MARITAL STATUS WAME OF SPOLISE {Married] Ermall Aadress(s)
|+f Singhe
| | Legally Separated s
[ | nderied SROUSE TIN nElgei 2\ @ ey | E0m
[ ] ‘Widow AMWidower

| | Yes |~T Mo

[ Arw you related by kinshep ar marriage up to the 3 dpgres 10 ary cufferd smployes af IPloy?
1f YIS, give NAME and RELATIONSHIP

WAME OF SPOASE (I maried) SPOUSE 'S EMPPLOYER BPOLISE'S DATE OF BIRTH
| | '
WO OF [ | BIRTH ORDER |
D 1 | WO, OF SISTER/S | 1 | o0, OF CHILOREN | toncvid, = 1w | e |
NAME OF CHILDAEM [If 1) DATE OF BIRTH l NAME GF SIBLINGS THI be s
BED BARATIKNGAM pou G vees | ek
ElETh  pARAydEAL Jug M0 zeed | fiueLE
. DATE OF . DATE OF
FATHER'S MAME BIRTH DOCCUPATION MIOTHER'S NAME | HIRTH OCCUPATION
BaEH RUEL pAmATIp [P T, 1A H [ | vpern manmidean  wad 1 141) HOIE CherTHIE
CONTACT PERSON ; RELATIDNSHIF TO EMPLOYEEE
ACT ME ND.
Lt Firs) s {ooton]
_EAnbrwisl, MARH RUEL A ess Tl | FATHET
Fan prpeal, LRENE A | 211K | FAOTHER

Montags - 16ih Floor One Moniaga Towes, Archbishop Reyes fve, Cabu City 1 MEY- 11th Fioar MeS¥ Tawar Pascodores Riodd Cata

Dusinisa Park, Cabu City B000 11 AGCT —th Floor,

Ayala Canber Cot Tower, Cobii Business Park, Cabu City.




PART 5

ational Attamment

g ; : DATES ATTENDED GRADUATE
LEVEL WAME OF SCHOOL & ADDRESS fmmye] = (mmie] e o N
PRIMAARY EDUCATION puNth pRWCKSA FLPmENTARY Sewol 2004 et
SECOMDARY EDUCATION l-"‘l&'—l["“‘l HATIOEAL WILH L vebL ml‘ﬂ"l,li = B |1"!:“- 1ES
. Course:
VOCATIONAL
B MNON-DEGREE COURSES
| DegrasCourse: M"v'n'i"-nn i L n
TERTIARY EDUCATION ThrL R pager 8 ELICEORLEL | o4 [gate - 0| 24 Het
Degree:
POSTGRADUATE & GRADUATE
STUDIES Degres:
Degrae:
|

PART B

EMPLOYER'S MAME

Empho

recent mad for

ADDRESS & TEL NOL

WIREREA frgu Wy e TaMAG  Cyrd |, CEHA
108 TITE SALARY I FERIGD COVERED {menyr]
TELY FROM TO
HAEA kW . Bl [eelE | I}Qllﬁ"lq

SUPERVISOR'S MAME SUSLRVISOR'S TITLE o ERAPLOYEES SUPERVISED
== [l LOLFLA | M EER. i spplicable]

] A LE

EASON FOR LEAWING TS

EMPLOYER'S NAME

| ADDRESS & TEL KO

[ ipaTmE SALARY PERIDD CEVERED {menfyr]
oM | O
SUPERVISOR'S MAME SUPDRVISOR'S TITLE EMPLOYEES SLIPERUEED
{if applicable]
BEASCN FON LEAVING
EMIPLOYER'S MAME | ADDRESS & TEL NO.
108 TITLE SALARY T PERIDE COVERED (menfyr|
FRAOIMN | T
SUPERVISORS NAME SUPLRVISOR'S TITLE EMPLOYEES SUPERVISED
{if applicable]

PEASCA FOR LEAVING

EMIPLOYER'S MAME

ADDAESS & TEL, NO

JOB TITLE

FERIDD COVERED (mm/yr]
EROIM I 10

SLPERYISOR S NAME

SLIPERVIEOR'S TITLE
|

EMPLOYEES SLIPERVISED
{H applicable)

REASOH FOR LEAVING

EMPLOYER'S MAME

ADDRESS & TEL NO.

100 TITLE

SALARY

I PERIOD COVERED {men fyr]

FAOM 1 0

LUPERNISORS NAME

SLPERVESOR'S TITLE

EMPLOYELS SUPERWISED
gﬂ_!ulnahll'l r

REASDN FOR LEAVING

Moniags - 146th Flool

Cina Montngs Teower, Sechioshop Royes fowa, Getu Gy
Business Park, Catia City B00G () ACCT Sy Flodd, Ayalo

Centar

Cabea Tower, Cotu Busingss Park, Sobu City,

M- 11th Floor MBY Tower Pescadomns Rood Cebu



Porsaant foo (o) Mdipenous Peops Act RA 83710, (b Mogaa Carta for Disa
pleie geswer the foffowing iteme:

Are you 3 member of any indiganous groun? [0 ws | &
| Do you identity as diffarunthj-ablad? O YES l H HO | if yes, please specy
& D il yes, please specify:

i Persony (A 7277 ovd Solo Povents Weifare Ant 2000 (A 872

MO | If yes, please specify:

| Are you a solo parent? O 'Es

Gilve el and el ¢ nummbers of three ijprr whi Wwyw!f than those you have wankind with

i ADDRESS TEL MO,
(1 fougre Dol Lrad TBomh LATH |, CERU il 302340
2

3 |

PART 9 Othver Quealifications
Jali-reiated brokeing courses (give gk ond remd), Jods-reiated skl [other mguages, computer and infarmatian kchnology, taofs, machines, eoc.), fob-
Feinted cevtificates and Neenses (current omil, fobefoted owords andt speciol accomplishmeats (publications, membérihis in professian ar honoe
sacieties, feaderiip octivititd, publc speaking, and perfarmance cwards) (ke dotes and send focumends

DATE [mm/yearl DESCRIPTION / TITLE ==

ADDIMONAL IDENTERICATION

TYPE / CONTROL NO. ISSLE DATE ERPIRY DATE

PASSPORT DETAILS
| WIsA DETAILS [If applicable)
DRIVER'S LICENSE
OTHER GON'T, ISSUED 1Ds: [For
example: 555, TIN, 5000 PARENT
| D, PAC, ACR, ete}
MELITARY / GOVT. | CIVIL
SERVICES (Il any)

Have you ever been formally charged of an [ 1 e il "Wes", plhuase ghve dutails
administrative [ civilfcriminal offense? I ma

Hawe yau ever been corvicted of an 1] Yos If "Yes", please glve details:
administrative f chilferiminal offente? I#l Mo

CERTIFICATION

| EERTIFY that, 1o the best ol my inowlsdge and beted, all the informationon an altaehad ta thiz docurment ls troe, corredt, cemplete and mads in good
fwith. | UMDERSTAND that false or fraudulent information on or attached 1o this application may b grounds fer mob hirng me or terminate my
eenpliymant from (Fley, | UNDERSTAND that any Information | five may be investigated.

r

Ill-'\-'“r*' ] o+ mlu'vr__

5|g,m::|i.|rc njli mpleyee Date Signed

WMoitiagn - 15 Fioor Do Mantage Tower, Aschitishon Royes Ave, Cats Gy [0 MEY- 116 Floor MEY Towss Pescadores Road Cabu
Bumirass Park. Cabw Gty 6000 [ ADCT - B Floor, Ayals Canier Cebsa Tower, Catw Business Park, Cabu Cay.
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

|, pobmbinfun , Meg M hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past em ployment, consumer reports,
education, and criminal history record inforrmation which may be in any state or local files,
including those maintained by both public and private arganizations, and all public records, for the
purpose of confirming the information contained on my application and/for obtaining other
information which may be material to my gualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the ariginal
consent.

| hereby consent ta 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 copies of records pertaining to this information, With regard to the faregoing disclosures, |
hereby agree to release any person, company, or ather entity fram any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed.

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

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

Applicant Name: __ Mg M- Babdtingan

Bresent Address: | Mveead firet, Wemlaling | Grwn Lity

Sorial Security Mumber: ced-oil-1giiods -1 Date of Birth; < Areary 1T, nAiv

Signature: M]l‘ '

Date; 07 |w e




iPloy Incorporated 8 i m
9™ floor, Ayala Center Cebu Tower &‘3 - IP'oy
Bohol Avenue, Cebu Business Park # intting Soiitinns W0
Cebu City 6000

SIGN-ON BONUS POLICY
Policy:

The purpose of the sign-on bonus policy is to outline the requirements, the timing of
payments, and the implementation of the sign-on bonus. The sign-on bonus 15 a non-
recurring and non-accumulating sum of money that is paid to an employee as gratitude for
joining the Company. The sign-on bonus is subject to taxes,

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

& regular employee

No resignation submitted before the releasing date of the sign-on bonus
Must not be on any form of floating status

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

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

Releasing of Sign-0n Bonus:

« The release of the sign-on bonus will be on the 15 day of succeeding month of the
anniversary date of the employee,

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

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

f
I -
T l/-blg-:h"'ﬂ'l#}'ﬁ""'l' fnq—j;l!mﬂ

Signaﬂ:ire 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:

Policy Title : Dress Code Policy
Revision Na t01
Effective Date : lune 13. 2022

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

s M&ﬁﬁwa.ﬂﬂ +w [ e

Employee Name and Signature Date

Moted:

TIi'rl]%'f
" Date




iPloy Gift Policy

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

“Gift* means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of egual 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 is currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200 should be returned to the
Bhver.

any violations will be subject to the iPloy Cade of Conduct and Discipline. Infractions for this palicy is
tagged under Level 2 offense and follow these progressian:

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

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

Employee Acknowledgemant

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

Name: MEE b wapaTIEAN

Signature: 'L'Ui{h ) Date: WJ bl |'|~"-""-"-f




iPloy Social Media Policy

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

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

all empioyees are prohibited from using er publishing information on any social media sites, where such
use has the potential to negatively affect (Ploy or its staff. Examples of such behavior include, but are not
limited to:

s Publishing material that is defamatory, shusive or offensive in relation to any employee, manager,
office halder, shareholder, customer or client of the camparny;

« Publishing any confidential or husiness-sensitive information about iPlay;

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

Procedure:
Al employees must adhere to the following when engaging In social media.

« Be aware of your associgtion with the company when using online social networks. You must
always identify yourself and your role If you menticn or comment on the company, Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. You must write in the first person and
state clearly that the views expressed are your own and naot those of iPloy, Wherever practical,
you must use & disclaimer saying that while you waork for the company, anything you publish is
your-opinion, and not necessarily the apinions of the company.

» ‘You are personally respansible for what you post or publish on social media sites, Where it is
faund that any information breaches any policy, such as breaching confidentiality ar bringing the
company into disrepute, you may face disci plinary action up to and including dismissal.




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

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 customers and suppliers. Do not post or publish any comments or
content relating to the company or its employees, which would be unacceptable in the warkplace
ar In canflict with the company's website, Make sure the views and opinions you eXpress are your
oW,

Recommendations, references of comments relating to professional attributes, are not permitted
to be made about employees, former employees, custamers or suppliers on social media and
networking sites. Such recommendations can give the impression that the recommendation is 2
reference on behalf of the iPloy, even when a disclalmer iz placed on such a comment. Any request
for such a recommendation should be dealt with by stating that this is not permitted in line with
campany policy and that a formal reference can be sought through HR, in line with the narmal
reference policy.

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

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

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

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

Always remember on-ling content is never completely private;

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

Consider all anline information with caution as shire 1s no quality control process on the internet
and a considerable amount of information may be Inaccurate or misleading; and




« At gl times respect copyright and intellectual property rights of information you encou nter on
the internet, This may reguire obtalning appropriate permission to make use of information. You
st always give proper credit to the source of the information used.

specific Managerial Responsibilities

By thelr 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 erron the side of
caution and should assume that thelr teams will read what is written, A public online forum is not the
place to communicate company policies, strategies or opinions 1o employees.

Enforcement | Progression

Mon-eompliance with the general printiples and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead ta disciplinary action, up to and including dismissal.
This palicy is not exhaustive. In situations that are not expressly governed by this palicy, you must ensure
that your use of soclal media and the internet is always appropriate and consistent with your
responsibilities towards the company. In case of any doubt, you should consult with your manager.

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

a. 1Y |pstance — Written ‘Warning
b, 2™ |nstance- Final Written Warning
¢ 3" instance- Dismissal

Employee Acknowledgement

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

Name: MEE M- At iead

Signature: J’"\'“'ﬂlh' pate:_ O7[3 [t
L
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Date : February 22, 2018
To - ALL EMPLOYEES CONCERNED
From : Hurman Resoufces
Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. OBIECTIVE

1.1 In conformity with Republic Act Mo 8504 otherwise known as the Philippine
A0S Prevertion and Contral Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIY/AIDS as an international
pandemic problem, this company policy s hereby ssued for the information
and puldance of the employees in the diagnosis, treatment and prevention of
HIV/AIDS in the workplace.

1.2, This pelicy 15 also aimed al aduressing the stigma attached 1o HIV/AIDS and
ensures that the workers' right against discrimination and confidentality s
maintained

2. COVERAGE

2.1, This Program shall apply to all employees regardless of thelr amployment
sratus.

i IMPLEMENTING STRUCTURE
3.1 Iploy Inc. HIV/AIDS Pragram shall be managed by its health and safety
committee consists of representatives from the different diisions and
departments,
4. POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AMDS
4 1.1 What is HIV/AIDS?

41.1.1 it s a disease caused by a wrus called HIV {Human
immunodeficiency Virus). This virus glowly weakens a person’s
abllity to fight off other diseases by attaching iself to and
destroying important cells that control and support the human
IATTNE system

4,12 How HIV/AI0S |s tramsmitted?

41321 Unprotected sex with an HY infected person;
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4122  From an infected maother to her child (during pregnancy, at
hirth through breast feeding);

41,23, Intravenous drug use with contaminated nestles,
412.4.  Transfusion with infected blond and biood products; and

41725,  Unsate, unprotected contact with infected blood and bleeding
wounds of an infected persan

4.1.3. lsthere a cure?

4131, No However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
people with HIV, Holistic care of people lving with HIV-AIDS and
comprehensive trgtment  of  opportunisic infections  alsa
dramatically improve quality of fife

5. GUIDELINES
5.1, Praventive Strategies
5 1.1 Conductof HIV-AIDS Education

5.1.1.1, Who wil conduct?
The Medical Clinic of Iploy Ing,_in coordination with the Health and
safaty Committes shall conduct HIV-AIDS education to all employees
For free. This shall alsg form part of the orientation of newly hired
employees. The standardized information package developed by the
Department of Labor and Employment {BOLE) may be used for this
purpose.

5.1.13 How will it be conducted?
The HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures, counselling and trainng and
informatien on adherence to itandard of universal precautions in the
workplace

51,2, Screening, Diagnosis, Treatment and Heferral 1o Health Care Services

51.2.1. Screening for HIV as a preréquisite to employiment s Rt
mandatory

5122 The company shall encourage positive health sepking behaviar
through Voluntary Counseding and Testing.

srwerd Tl
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5123 The company shall establish a referral system and provide
access to diagnostic and treatment services far its workers, Referral
to Social Hygiene Clinics of LGU for HIV screening shall be faciitated
by the company’s medical clinic staft.

5.1.24 The company shall likewise facilitale access to lvelihood
assistance for the affected employee and his/her families, being
offered by other governmeant Sgencies.

6. SOCIAL POLICY
6.1, Mon-diseriminatory Policy and Practices

£.1.1. Discrimination n any form from pre-employment o post
employment, including hiring, promation or assignment, termination of
employment based on the actual, perceived or suspected HIV statut of
an individual 1s prohikited.

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

£.1.3. Discriminatory act done by an otficer or an employee agamst theit
co-officer or co-employes shall likewise be penalized

6.2, Confidentiality/Mon-Disclosure Policy

6.2.1. Access o personal data relating 1o a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions of R.A
8504 and the ILD Code of Practice.

6.2.2. Job applicants and workers shall not be compelled to disclaose their
HIV/AIDS status and other related medical information,

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

6.3, Work-Accommodation and Arrangement

6.3.1. The company shall take measures 1o reasonably accommaodate
employees with AIDS refated ilinesses.

£.3.2. Agreements made between the company and employea’s
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arfangements, rescheduling of working
time and arrangement for return 1o wark,
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1, Employer’s Responsibilities

71.1. The Company, together with smployees/ labor organizations, company
focal personnel for human resources, safety and health personnel shall
develop, implement, monitar and evaluate the workplace polcy and
program on HIV/AIDS,

7.1.2. Provide information, education and training on Hiv/alDs fTor its
workforce,

713, Ensure nen-discriminatory practices in the workplace and that the
policy and program adheres to existing legislations and guidelines,

7.1.4. Ensure confidentiality of the health status af its employees and the
access to medical recards is limited to aut horizad personnel

7.1.5. The Company, through its Human Resources Department, shall see 1o
it that their company polcy and program i adequately funded and made
known to all employess

7.1.6. The Health and 5afety Committee, together with employaes/ labor
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’ Responsibilities

7.2.1, The employee's organization shall undertake an active role m
educating and traiming their members on HIV prevention and controfl,
Promote and practice a healthy lifestyle with emphasis on avoiding high
risk behavior and other risk factors that expose warkers to increased risk
af HIV infection.

7.2.2. Employees shall practice non-discriminatory acts against co-ermployees.

7.2.3. Fmployees and their organization shall not have access 1o personnel
data relating to a worker's HIV status.

7.2.4. Employees shall comply with yniversal precaution and preventive
MEeasures

Mfk %lﬂmﬂ rrffrend
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B IMPLEMENTATION AND MONITORING

2.1, The Safety and Health Committee ar i1s counterpart shall periodic ally monitor
and evaluate the implementation of this Policy and Program

9, EFFECTIVITY

9.1, This Paolicy shall take place effective immediately and shall be made known o
every employee,

)
s
Prepared by: Jo Hannd R, Melecio
Human Resources

Reviewed by: A edo P‘}\ arillo Jr.
E:tnr d:-r parations

Approved by: Yisroel ¥, Gissinger
CEQ
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Date ‘lanuary 1, 2018

To - ALL EMPLOYEES CONCERMNED

From : Hurnan Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON TUBERCLLOSIS (TR) PREVENTION

AND CONTROL

OBIECTIVE

1.1, To assist the gavernment in its campalgn 3gainst Tuberculosis (TH) in compliance
with the Depariment of Labor and Employment's Department Order No. 73-05,
series of 2005 — Guidelines for the implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control in the Workplace.

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

COVERAGE
2.1.This Program shall apply to all employess regardiess of their em ployment Status
POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehailitation, and restoration 1o work of employees who contract
this disease. To achieve this goal, all employess are strict marndated 1o ur

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

3.2 Also, In line with this, a TB awareness program shall be undertaken through
inforration dissemination, which shall include i1 nature, frequency (oCCurrence
in a selected population) and transmission, treatment with Directly Observed
Treatment Shart Course (DOTS), and control and management of TH in the
workplace. This shall be handied by the Office of Health Senvices {Infirmary} of
the partrier health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company's accredited
heaith provider,

3.32.The DOTS s a comprehensive strategy to contral T8, and is composed of five
components, which are:

331 Political will or commitment to enduring sustained and guality TR
treatment and control activities;

337, Case detection by sputum-Smear MICroscopy among symptomatic
palignis,

ot
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133 Standard short-course chemotheragy USing regimens of 6 to 8 manths for
all confirmed active TB cases {1.e., Smedr positive or those validated by the
TR Diagnostic Committeel. Complete drug taking  through direct
observation by a designated treatment partner, during the whole course of
the treatment regimen;

3.34. A regular, uninterrupted supply of all anti-tuberculosis drugs and other
rnaterials;

335, A standard recording and reporting system that allows assessment of case
finding and treatment outcomes far each patient and of fuberculosis contral
program's performance overall

3.4 Employees must be given proper information on ways of strengthening their
immune responses against TB infection, ie., information on good nutrition,
adequate rest, avoidance of lebacco and alcohol, and good personal hyghene
practices. However, it should be underscored that intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
infarmation an its etiology and complete performance averall

1.5 Improving workplace conditions:

351, To ensure that conamination from TB airborne particles s controlled,
workplaces must provide adequate and appropriate ventilation (DOLE-
Oceupatignal Safety and Health crandards, O5HS, Rule 1076.01) and there
shall be adequate sanitary facilities for WOrkers,

352, The number of employees in a work area shall not exceed the reguired
number for a specified area and shall observe the standard for space
requirement . {OSHS Rule 1062)

4.6.Capablility bullding on TE dwareness rasing and training on T8 case Finding, Case
Haldirg, Reporting and Recording of cases and the implementation of DOTS shall
be given to Compary health personnel or the occupationat safety and health
committee.

3.7 Soclal Policles:

3.71. Non-discrimination: Employees who have ot had TB shall not be
discriminated against. Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled 1o work {or as long as they are
certified by the Company's aceradited health provider as medicaily fit and
chall be restored to work as soon as their iliness is controlled

3177, Work Accommodation: Through agreements made between the
management and 1he employees, work  accommodation  measures 1o
support employees with TH s ercouraged through  flexble  leave
arrangements, rescheduling of working times, and arrangemients for retum
o work,
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373 Resioration to Work: The empioyee may pa allowed 1o retum 1o work
with reasonable working arrangements as determined by the Company’s
Health Care Provider and/or the DOTS provider

3.4 Employee Responsibility:

181 Employees who have symptoms of TR shall immadiately seek assistance
from the Company’s Heallh Services Provider

3811  Anemployee who has the symptoms of TB s required Lo initially
wear a face mask (especially while inside the affice) and observe good
hygiene practices, at least until declared by @ competent medical
practitioner to be safe from transmession.

3812 Similarly, for those at risk, |.e, thinse with family members with TB
ar those exposed 10 @ co-employes with TB, it would be prudent 1o
observe the same good hygiene practices until declared free from the
disaase and safe from transmission,

3.87. Once diagnosed to be with TH grployess shall immediately seek
preatment either through the Department of Health's DOTS ar 3 prvate
physician of the employes’s choice.  However, it is imperative that the one
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may glve rise 1o complications, such as resistance or even
the (aiture of treatment, which may make it harder to treat the infectionand
resull in @ longer absence.

38321  An absence from work due (D medical reasons of over six [6]
months may result an the Eermination of one's employment as
provided for by the Labor Code of the Philippines under Art. 284 —
Disease as Ground for Termination.

3,83, Employees are required (o underga an annual compulsory chest X-ray
through the Annual Physical Examination, If for any reason an employee
fails to secure a chest x-ray at that time, hefshe shall be directed to securs 3
chest s-ray at an accredited clinic by his/her respective InfirmaryHaalth
QErVICEs,

3.9 The Company shall ensure that any TB occurranca in the workplace |s traced and
that all cantacts are clinically assessed, a5 much as feasible.

3.10. An employee afflicled with TB, who has voluntarily undergone the
treatment and rehabllitation program {DOTS) prescrived, and who i firally
declared 1o be in a non-communicable stage, may be allowed back to work
subject to being given a medical clearance twy @ Comparny designated physician.

31 Employees (those afllicied with the risease or those identified under
contact tracing) who refuse 1o cooperate and  dutifuly ahserve  lawful
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instructions {undergo a medical check-up andfor treatment), may be subject 10
disciphmary action proceedings for insubardination (the penalty of which may
rangs up to the termination of one’s employment|

4, PROCEDURE

4.1.The respective Health Services of ihe Campany (andfor the eontracted Health
Sanvices Provider) shall coordinate with the Occupational Safery and Health
Center who shall provide preventive and technical assistance In the
implementation af the Workplace T Cantral and Management Program

4.2, An employee who undergoes the Annual Physical Examination with the requisite
chest x-ray will have hisfher medical record forwarded to company chinic/HRD,
Employees who fail to undergo the requisite annual chest x-ray shall be directed
to secure one at an accredited clime or by hisfher preferred Infirmary/Health
Services.

471 Those with medical findings shall be required to undergo further medical
chack-up, All medical records in connection with this secand/ further check-
up shall be submitted to company clhinie/HRD and hisfher respective
Infirmary/Health Sernices,

4.2.2. The employee shall then coordinate with comoany clinic/HRD and his/her
rispective Infirmary/Health Services for the next STeps

4:3.An employee who is suspected 1o be alflictad with TB, whether as a direct suspect
ar by comtact tracing, shall cooperate fully with Ihsfher  respeclive
Infirmary/Health Seevices {and/or the cantracted Heslth Services provider), It
the employee tests positive for TH, the empioyee shall undergo the DOTS
prografm 1o its completon.

441§ the employee needs to undergo 4 leave of absence Lo recuperate, ha/she will
be allowed to use the appropriate lEave before hejche may request (o be
permitied 10 go on a Leave of Abzence without Pay (LOA)

441, The employes shall observe the requisite procedure in applying for a
leave,

442 The Unit concerned shall ensure that the requisite procedures are
abserved by the employee and that the company cinic 15 duly informed.

4.5 An employee may be allowed 1o go on a madical leave of absence (without payl
for-a maximum perind of she(6) montha. The cancerned employes shall submit
an application for a leave of absence pefore going on leave.  Sad leave
application shall be subject to approvat at the sole dscretion of the Company
Management,

451 Thesame procedures under 4 2.1 to 4.2, shall be absgrved.

[
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4.6 Aftar treatment, with a maximum periot of six (&) months on eave (without pay),
an employes faund to be cured or in 3 nin-comimunicabie stage of T8 may be
allowed back to work, provided that Lhe erpioyes’s health shall continue 1o e
monitored during the annual physical axamination with the requisste chest x-ray
of as may be deemed necessary by the Unit Health Services [Infirmary) o
eontracted Health Senices provider

47 The employes returning 1o work shall be required by the Managerment 1o SecUre
a medical clearance from a medical doctor chasen by the Company before being
aliowed to returmn 1o work

4.8, The HRD will nitigte disciplinary procecdings against any employee found 10 have
discontitied treatment in defiance of medical advice, or who refuses 1o undergo
the full treatment course prescribed. Likewise, employees who are ordered ta
uniergo a check-up due to contact fracing but refuse 1o do so will also face
disciplinary action proceedings. In both cases, the maximum sanction applicatie
for insubordination will be the termination of one's emplayment, f it is deemed
warranted

5, IMPLEMENTATION AND MONITORING

5.1, The Safety and Health Committee of it counterpart shall periodically monitor and
evalyate the implementation of this Policy and Program.

6. EFFECTMVITY

6.1.This Policy shall take place effective immediately and shall be made known 10
every employes.

II1
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Date : February 22, 2018

To + ALL EMPLOYEES CONCERNED
Erom : Hurnan Resources
Thru : Dperations Manager

Subject WORKPLACE POLICY AND PROGRAM ON HEPATITIS 2]

1. OBIECTIVE

1.1.iploy Inc, # committed to conform 10 the established standards assurance of

custamer satisfaction, protection of gur environment and health and safety in
the workplaces

1.2.The company promotes and ensures a healthy environment thraugh 15 various

health programs to safeguard its employees. And as part of the company’s
compliance to DOLE Department Advisary No. 05, Series of 2010 {Guidelines for
the |mplementation of a Workplace Policy and Program on Hepatitis B, this
Program has been developed. This program s asimad to address the stgma
attached to hepatitis B and 10 ensure that the employees’ rght against
discrimination and canfidentiality is malntained.

1.3, This guideline is formulated for everybady s information and raference for the

diagnosis, lreatment, and prevention of Hepatitis 8. This will inform the
employees of their role as well as the compaity in dealing with Hepatits B.A
healthy environment encompasies a pond warking relationship and great autpul
for continuous business growth.

2. COVERAGE

2.1, This Program shall apply 1o all employees regprdless of their employment status

3. POLICY STATEMENT

3.1 Implementing SIructure

311 Iploy Inc. Hepatitss 8 workplace policy and program shall be managed by
its health and safety committee. Each division o department of the
Company shall be duly represented

3.2 Guidelines

- k@m,a

3.2.1. Education

3241 Hepatitis B shall be conducted through distributin and posting of
1EC materials and counselling and/ or lectures; and
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3212 Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic i cloge coardination with the heaith and salety commilleg

1.2.2. Preventive Strategies

31221 Al employees are encouraged to B immunized against Hepatitis
B after securing clearance from their ghysseian

3.2.3.2 Workplace sanitation and proper waste management and disposal
shall be monitored by the healith and safety committes on i regular
basis,

3223 Personal pratective equipment shall be rmade available at all times
for all employees; and

2224 Employees will be given training and information an adherence to
ctandards of universal precautions in the workplace

4. SDCIAL POLICY
4111, Non-discriminatory Palicy and Practices

41.1.1.1. Thers shall be no discrimination ol any form against
employees on the basis of their Hepatitis B status consistent with
the international agreements on nal-discrimination ratified by
the Philipgines (ILO C111), Employees shall not be discriminated
against, from pre 10 post employment,  including  Riring,
promatian, oF assigriment becsuse af thesr hepatitis B status

411132 Workplace management of sick employees shall not differ
from that of any other liness, Persons with Hepatitis B related
linessas may work far as lang as they are medically fit to work

4112  Confidentiality

41121 lob applicants and employesy shall not be compelled to
disclose their Hepatitis B status and other related meedical
information, Co-employees shall not be obliged to reveal any
personal informatian about their fellow employees Accoss o
persanal datn relating to employes’s Hepatitis B status shall be
bound by the rules on confidentiality and shall be strictly limited
to medical persennel o if legally required.

41.1.3 Waork-Accommuodation and Arrangemant
41131, The company Snall take measures 10 reasonabhby

accommodate employees who are Hepatitis B positive or with
Hepatitis B - related [linesses

u'rf'tll‘m.-f
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4.1.1.3.2 Through agreements made between management and
employess’ representative, measures 1o support ermiployees with
Hepatitis B are encouraged to work through Hexible leave
arrangements, rescheduling of wirking time and arrangemant for
return 1o work.

4114 Screaning, Diagnosis, Treatment and Referral to Health Care
Seryices

4.1.1.4.1. The company shall establish a referral system and provide
access to diagnostic and treatment services for its amployees for
appropriate medical evaluation monitoring and management.

4.1.1.4.2 Adhererice to the guidelines for healthcare providers on
the evaluation of Hepatitis B positive employees 1s highly
encouraged

41143 Sereening for Hepatitis B as a prerequisite ta employrent
shall not be mandatory

4.1.15  Compensation

41151 The company chall provide access to Social Security
System and Employess Compensation benefits under PO 626 o
an employee contracted with Hepatitis B infection in the
performance of s duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EM PLOYEES
511 Employer’s Responsibiiities

e B s s Management, together with employees’ organizations,
company Tocal personnel for human resources, and safiety and
health persannel shall develop, implement, monitor and evaluate
the workplace policy and program on Hepatits B.

511132 The Health and Safety Committee shall ensure that thelr
company policy and program is adequately funded and made
known 1o all employees.

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

51114, Management shall provide information, education and
training on  Hepatitis B for s workforce consistent with the
standardized baslc information package developed by the
Hepatitis B TWG, if not available within the establishment, then
provide access 1o information.

e nmh- wear  orfsif1n
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511.1.5 The campany shall ensure non-giscriminatory pracices in
the workplace.

51116 The management together with the company focal
personnel for human resources and cafety and health shall
provide appropriate personal pratective pguipment to preveri
Hepatitis B exposure, especially for employees exposed 1o
potentially contaminated blood or body fluid,

51117 The Health and Safsty Committes, together with the
employess’ organizations shall |ointly review the policy and
program for effectiveness and conlinue o improve these by
networking with government and orgamzalions promoting
Hepatitis B prevention.

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

5.1.1.1.9. The human resources shall ensure that access 1o rriedical
recards is imited to authorized personnel.

51.1.2 Employess Responsibilities

51121 The employess’ organization is required 1o undertake an

active rofe in educating and training thelr members on Hepatitis

B prevention and control. The |EC program must also aim al

promoting and practicing a healthy [ifestyie with emphasis on

avoiding high risk behavior and other risk factors that

expose emgloyees to increased nsk of Hepatitis B

infection, consistent with the standardlzed basic Information
package developed by the Hepatitis B TWG,

51122, Employees shall practice non-discriminatory acts agaimst
co-employess on the ground of Hepatitis B status

5.1.1.2.3. Employees and thielr organizations shall not have acoess 19
personnel data relating 1o an employee’s Hepatitis B status. The
rules of confldentiality shall apply in carying out union and
arganization functions.

5.1.1.7.4, employees shall comply with the universal precaution and
the preventive measures.

§1.1.25. Employees with Hepatitis B may inform the health care
provider or the company physician on their Hepatitis B status,
that 5, If thels work activities may increase the risk of Hepatitis B
infeection and transmission or pul the Hepatitis B positive at risk
for aggravation.
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6. IMPLEMENTATION AMD MOMNITORING
& 1.Within the establishment, the implementation of the policy and program shall be
monitored and evaluated periodically fhe safety and health committee or i1
counterpart shall be Lasked for this purpose.

7. EFFECTMITY

7 1.This Policy shall take place effective immediately and shall be made known to
PYETY EMplOYEE,

Prepared by: JoH velecio
Hurmial RESDLIVCE'.J

Reviewed by

Approved by: Yisroel ¥, Gissinger
CEQ
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Date : lanuary 1, 2018

Ta : ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject - DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

1.1. In compliance with Article ¥ of fepublic Act No, 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and (ts implementing Rules
and Regulations and DOLE Department Order Mo, 5303, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Pragrams for the Private Sector), iploy Inc, hereby adopts the following
policies and programs to achieve a drug-free workplace,

1.2, Company policy 15 to maintain a workplace free of lllegal drugs. To ensure
that the objectives of the company's corporate policy are met, the company
i implementing this drug-frée program. The program will have the Tullowing
elements

2. COVERAGE

2.1, This Program shail apply 1o all employees regardless of their employment
status

3, POLICY STATEMENT

3.1, The use, possession, solicitation for, o sale of dangercus drugs on company
premises or while performing an assignment.

3.2. Belng impaired or under the influence of dangerous drugs away from the
company, If such impaiwment or influence adversely affects the employes's
work performance, the safety of the employee or of gthers, or puts at risk
the company's repulation.

3.3 Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, If such actmty or involvement adversely affects the
employee's work performance, the safety of the employes or of others, or
puts at risk the company’s reputation

3.4. The presence of any detectable amount of dangerous drugs in the
employee's system while at work, while on the premises of the company, or
while on company business. “Dangerous Drugs” include those listed in the
schedules annexed 1o the 1961 Single Convention on Marcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971
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Single Convention on Psychatropic Substances as enumerated in the
attached annex of LA, 9165,

4. MANDATORY DRUG TEST

4 1. To ensure that only those gualified shall be sereened and recruited to prevent
the detrimental effects (eag  lower productivily; poar decision rmgkirg,
inereased accidents; more compensation claims: gnd reduced team: effart]
which drug use and abuse may cause in the workplace, the conduc of
mandatory drug test shall be required for pre-gmployment.

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

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

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

4317 FOR-CAUSE TESTING: The company may ask an officerfemployes 10
submit to a 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 about the employee's parson or
in the employee’s vicinity, unusial conduct on the employes's part that
suggests impairment  or influence of drugs, negative performance
patterns, or excessive and unexplained absenteeism or tardiness.

4.3.3. POST-ACCIDENT TESTING: Any afficer/employes involved in @ "Near-
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 definad herein, “Mear-Miss" means an incident arising from or in the
course of work which could have led to injuries or fatalities of the
workers andfar considerable damage to the employer had it not been
curtailed. “Work Accident” refers o unplanned or unexpected
peeurrence that may or may not resull in personal injury, property
damage, work stoppage or interference or any combination thereaf of
which arises out of and in the course of employment

4.3.4. All drug tests shall employ, among others, two (2) testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screening  test, Where the confirmatory  test turns  positive, thie
company's Assessment Team shall ovaluate the results and determine
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the level of care and administrative (mterventions that can be extended
to the concerned employes

435 Iploy Inc shall inform the afficer/employee who was subjected 1o a
drug test of the test-results whether positive or negative.

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

5 TREATMENT, REHABILITATION, AND REFERRAL

5.1

5.2

53

5.4,

_An officer/employee who, for the [irst time, 15 found positive of drug use,

shall be reforred for treatment and/or rehabilitation in a DOH accredited
conter. For this purpose, Iploy Inc. shall provide a list of at least three (3
accredited facilities which an employee who was tested positive for drugs
may choose from.

Following rehabilitation, the company's 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 to hisfher oo
employess and/or the workplace.

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

Repeated drug use even after ample opportunity for trestment anil
rehabilitation shall be dealt with the cotresponding penalties under RLA 9165
and is a ground for dismissal,

6, ADVOCACY, EDUCATION AND TRAINING

6.1

6.2.

Iploy Inc. undertakes 10 ncrease the awareness and education of its officers
and employees on the adverse effecis of dangerous drugs through
continuous advocacy, education and training programs/activities to all s
officers and employess,

Al officers and employess are required to undergo an grientation/education
program before assumption of their respective duties. The program shall
include the following topics:

6.2.1. Salient features of R.A, 9165;

6.2.2, Adverse effects of abuse andfor misuse of dangerous drugs on the
person, workplace, family and the community;
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6.3

6.2.3. Preventive measures against drug abuse; and

£.2.4, Stepsto take when intarvention s nopded, as well as available services
for treatment and rehabilitation

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

631 Lifestyle assessment programs on health nutrition,  weght
management, siress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases;

6.3.2. Health wellness screenings {e.g. blood pressure gnd heart rote,
chotesteral test, blood glucose, etc.);

633 Sports, recreational and fun-game activities; and

B34 Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

71

72

73

. Iploy Inc. shall ensure that the workplace policies and programs on the

prevention and control of danperous drugs, including drug testing, shall be
disserminated 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

iploy Inc. shall maintain the confidentiatity of all information refating to drug
tests or to the identification of drug users in the workplace, exceptions may
be made only where required by law, in case of overriding public health and
safety concerns; or where such exceptions have been authorized in writing by
the person concerned.

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

8. CONSEQUENCES OF POLICY VIOLATIONS

B.1

8.2

. Any officer or employee who uses, possesses, distributes, sells or attempts (0
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article i of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the sind
Act.

any officer or employee {ound positive for use of dangerous drups shall be
dealt with administratively in accordance with the prowisions af Article 282 of
Book Vi of the Labor Code and under RA 9165
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9. IMPLEMENTATION AND MON ITORING
911, The implementation of these policies and programs shall be maonitered
and evaluated periodically by management 10 ensure a drug-free

workplace. For this purpose, an Assessment Team shall be constituted in
accordance with D0, 53-03

10. EFFECTIVITY

10:1. This Policy shall take place effective immediately and shall be made
known to every employee.

11, ATTACHEMENT

111, Drug-Free Workplace Policy and Program Acknowledgement

f El\'ﬂ’t N
Prepared by: Jo H ! [a[x]
Human Resources

Reviewed by

Approved by Yisroel ¥, Gissinger
CED
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Drug-Free Workplace Program Acknowledgemen!

| hereby acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Policy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
jocal Employee Assistance Program prowviders of local drug and alcohol treatment
pragrams. | have had an opportunity to have all aspects of this material fully esplained. |
also understand that | must abide by the Pragram as a condition aof initial andfor
continued employment, and any violation may result in disciplinary action up to and
including termination,

i also understand that during my employment | may be required to submit 1o testing for
the presence of drugs o alcohol in my body. | understand that submission to such testing
is a conditinn of employment with [Company|, and disciplinary action up o and including
termination may result if;

1) I refuse 1o consent to testing,

2] i refuse to execute all forms of consent and release of liability that are usually and
reasonably associated with such examinations.

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

) The 1ests sstablish a violation of [Company|'s Drug-Free Workplace Policy,

5) | otherwise violate the policy.

| also recognize that the Drug-Free Workplace Policy and related documents are not
intended ta constitute a contract between Iploy inc. and me,

The undersgned further states that hefshe has read and understands the above
acknowtedgement and signs helow ol his/her own free will,

}A ' ﬂ?ll' 5 / 1LY
SIGNATURE DATE

WITHESS DATE
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Date tlanuary 1, 2018
To < ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Oparations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI- SEXUAL HARASSMENT

1. OBIECTIVE

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

2. COVERAGE

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

2. POLICY STATEMENT

3.1. Iploy Inc. believes that employees should be alforded the opportunity to work
in an environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines the employment relationship, No employee,
either male or female, should be subjected verbally or physically o
ursolicited and unwelcome sexual overtures or conduct,

3.7 Sexual harassment refers to behavior that is not welcome, that is personally
offensive, debilitates morale and, therefore, interferes  with  work
pffectiveness. Such behaviar may be in the form of unwanted physical, verbal
or visual sexual advances, requests for sexual favors, and other sexually
oriented conduct which is offensive or objectionable to the recipient,
including, but not limited to: epithets, derogatory or suggestive comments,
shurs or gestures and offensive posters, cartoons, pletures, or drawings

3.4, |ploy tnc. will not tolerate any behavior that amounts to sexual harassment
and any officer or employes found to have commilted sexual harassment
shall be subjected to disciplinary action, up to and including dismissal,

1.4 DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA 7877, It provides that sexual
harassment In workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work enviconment, demands,

- H}L%i:ﬂum}' 67| 1014
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requires or otherwise regquires any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission is accepted by

the abject of said Act

In a work-related or employment environment, sexual harassment i5
committed when:

341 The sexual favor s made as a condition in the hiring or in the
employment, re-employment, oF continued employment  of  said
individual, or in granting said indridual favorable compensation, terms of
conditions, promotions, or privileges, or the refusal 1o gramt the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive of diminish  employment
opportunities or otherwise adversely affect said employee,

34.2. the above acts would impair the employees’ rights or privileges under
existing labor laws, or

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

35 WHERE SEXUAL HARASSMENT IS COMMITED

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

3.5.1. In or outside the office building or training site;

1.5.2. atoffice or training-related social functions;

35.3. in the course of work assignments outside the office;

3,54, at work-related conferences, studies or (raining sessions; or
3.5.5. during work related travel,

1/, FORMS OF SEXUAL HARASSMENT
Sewual harassment may be committed in any of the following forms;

3.6.1. Owvert sexual advances;

3.6.2. Unwelcome or improper gestures of affection;

3.6.3. Request or demand for sexual favors including but not limited 1o going
out on dates, outings, or the like for the same purpose;

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

e ‘L\:%tlﬁﬁﬂupﬁ‘} ot fuml
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WHAT IS NOT SEXUAL HARASSMENT

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

EMPLOYER'S RESPONSIBILITY

iploy Inc. undertakes to prowide ifs officers and employees a work
environment free of sexual harassment by management personnel, by co-
waorkers and by others with whom officers and employees musl interact in
the course of their employment in Iploy Inc. Sexual harassment 15 specifically
prohibited as unlawful and as a viokation of company policy. The company s
responsible for preventing sexual harassment in the workplace, for laking
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 employee, who experiences or wIlnesses any act of
epeual harassment in the workplace, shall report the same immediately
te the Committee an Decorum and Investigation, They may also report
acts of sexual harassment to any other member of Iploy Inc.
management or ownership. All allegations of sexual harassment will be
guickly investigated. To the extent possible, the identity of the officer or
employee shall remain confidential and that of any witnesses and the
alleged harasser will be protected 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 recewe complaints, investigate and hear sexual
harassment cases. The Committee shall develop its own rules in the
epttlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to incredse understanding
and awareness about sexual harassment

RETALIATION
42,1, Iploy Inc. will permit no employment-hased 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.




N P

o, &) iPloy

Prscadorms Road Ceby Busines Fark
Civibas Ciby 000

4.3, WRITTEM POLICY

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

5. CONFIDENTIALITY

£ 1. At the commencement of the investigation procedure al the Committee,
starting from the filing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be kept under
the strictest confidence. It is the intention of Iploy Inc that rights of the
parties, especially the innocent ones, are protected. At the same time,
however, dignity and honar shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
canfidential at all times, even after the conclusion of the investigation proper

6. EFFECTIVITY

6.1. This Policy shall take place effective immediately and shall be made known 1o
avery employes

Nahitlx

Preparad by: Jo HEH . Wlelecio
Human Resources

Reviewed by

Approved by: Yisroel ¥ Gissinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name ition in E
Chairman: Alfred Camarilio Director of Operations
Secretary: Abelardo Dagalea Operations Manager
Members: Jo Hanna Melecio HR Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoll CSR - Phone

Submitted by:

Yisroel Y, Gissinger
CEOQ
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DATE ! April 3, 2018

o ! ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT

THRU . OPERATIONS MANAGEMENT

SURIECT : MERCH: RESTROOM GUIDELINES

Iploy Inc. provides unisex restrooms avallable so that employees can use tham when they need
ter e sa. One is located mside the operation fioor and second s in the hallway outside the
operation floor, However, those who are uncomfortable, has issue with the unisew restroom,
we have a separate single, private restroom available for dse,

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

apply.

Furthermore; it is essential that all employees should comply and observe the restroom
etiguette;

w Knock if the cubicle appears to be occupied. Don't peek under the doors
Lock the cubicle doar when you enter

s Stand close enough to the pan or urinal so you don't wet the seat, walls o
flnar

s Flush the toilet after use and wipe off the toidet seat for the next user

»  Paper towels go in the trash can. not on the floor or in the tollet bowl

s ‘Wash your hands to prevent the spresd of colds and the flu

*  Please use water and paper towels consarvatively

For your information and guidance.
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Fobruary 27, 2018

To : ALL EMPLOYCES

FROM : HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGER

SUBJECT : OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is Issued to cnsure the effective enforcement and strict observance of all
employees on office attendance and punctuality

To ensure effective implementatian and maonitoring of office security

L. Employees are required to log in and log out using the biometric and the RF ID, even

if the dooer is open

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

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

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

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

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

No tallgating

Emplayee ID and RF ID should be worn at all times, lost RF 1Ds will be charge to the
employee

3,

=

9.

No employees are allowed to stay In the walting area for applicant.
10.

Employees who left/lost their IDs will get temporary 1D from HR and will be dealt with
according to our code of conduct and discipline.
11. Submit self to magnetic wand scanning with the security personnel

12. Only water in a clear container is allowed In the operation area and recreation room

For guidance and strict compliance.

H EE'EJlLlI!"T lecio

Hurman Resources

Moted by:

. i
Eﬁﬁ.hﬁmﬂmﬁ-ﬁ‘] l::-?r[mrﬂﬁf

Scanned by CamScanner
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DATE ; Movember 17, 2021
TO : ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBIECT : LOCKER POLICY

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

Plaase see [ist of rules provided below for your reference.

RULES

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

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

= Proper sanitation is strictly observed (E.G. Mo storing of unwashed contalners/mugs/utensils, etc.)

e NO transferring of lockers. Transterring 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
relmbursement.

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

s The company will not be Hable for the loss or damage ta any personal belongings left unattended
and that includes, sharing of lockers, lockers without padiocks, placed on top of the lockers, etc.

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

» Forced Open Request due to lost padiock key or fergotten password/code should be submitted a
day priar and will be subject to availability of the bolt cutter.

« Authorization to Forced Open a Locker, the request must be submitted via email to hri@iploy.com
ang must wait for the approval,

&« MNOLDITERING inside the locker room

e Unassigned Lockers with cable ties should not be openad.

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

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: Noted by,

e | _. .
Carlos Gotlong Alfredo al

General Manager Directoref Operations

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

governing the iPloy Locker Policy. ]",
e h’ﬁmw F.vli“] I}’I"||1| ||1.-n'H

Employes Slgni'!ture‘bver Printed Mame/Date
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DaTE i April 3, 2018

o ! ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT
THRU CPERATIONS MANAGER

SUBIECT : MEMO: CALL IN FOR OUT OF OFFICE

In arder to properly monitar out of office employees, a new process to call in/report absence will
be implemented effective Monday, April 9, 2018,

Guidelimes:

1. In cases of late and/or absences, employee should report 1o Human Resources through
ShAS or Call via HR hotline: 0917-704- 7074
2. HNotification should contain the following informatiaon
i, Complete [real} Name
h. Department
¢ Team Leader
d. Callin for: (Whole day Absent, Hall-day Absent, Late]
&, Reason
3, HR will be the one to send notilication to Operations Manageman
4. No call in should be communicated through Team leads or any other employee. it should
be done by the employee or hisfher relatives
5. MNotification should be at least tweo (21 hours before the employes’s shift
6. If an employes is advised to rest/confined in the hospital, number of rest days as advsed
by the physician should be indicated. Otherwise, employee must send notification daily
7. Failure to notify will be tagged as Mo Call, No Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipling.

For your guidance and strict compllance.
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Feliruary 18, 2020

Ta - ALL EMPLOYEES
FROM : OPERATIONS MAMAGEMENT
SUBJECT : ATTENDANCE BOMNUS 2020

As we end the year 2019, iPloy would like to set clear key procedures and policies. This memorandum serves a5
reminder to be followed:

PAVROLL

1. Immaculate Attendance Banus is for employees with perfect attendance. Employee should NOT commit any
schedule deviations ke tardiness, unscheduled absences, undertime and overbreak, Failure to punch in — out for
breaks will also disqualkify the employee. Mo waivers will be given,

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

3, Employees who tendered their resignation before the release of the Sign On Bonus (Flrst Half or Second Haf) will
MO longer be aligible to recebve it

4. Employess gqualified for the Sign On Bonus {First Half or Second Half) will receive it an the 30" of the succeading
manth from aligibility.

5. Eligibility far the annual marit 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 absence — the medical certificate must be dated on the day of absence ar the next day, If the absence
falls an a Friday, the medical certificate must be dated the Saturday that immediately follows = at the latest, it
cannot be dated on the day that the agent is to report back 1o work.

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

latest. It cannot be dated on the Saturday that immediately follows or that Monday that the agent Is to repart baik
to work,

- 3 tays of absence or longer - thie medical canificate must be dated on the initial day of ghsence or the nest
day. It cannot be dated on the day that the agent reparts back to waork with the advice ta rest antedated from the
initial date of absence. Alsa, the advice Lo rest Is inclusive of rest days

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

that is inclissive of the day of absence that the agent took to rest plus Saturday and Sunday — the agent mist be back
o wark on Manday,

fas -
[7X M*‘;’HB}F}J ’“‘E‘waw
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o If the doctor prescribes rest, the medical certificate must include the number of days of rest. The
advice to rest cannat be antedated,

o These must be a it to work date,

o The only exception to the Medical Certificate date guldelings is §f the employee has been
hospitalized.
WACATION LEAVES

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

2. Employee must exactly have the comresponding credits Ter the reguest to be approved,
1 credit = One Day
5 credit = Half Day

1, Employes with perfect attendance 60 days from the requested VL date will be given priority in the approval of
leaves. This ks a way of rewarding emphoyees with perfect altendance.

4. The company and client have the right to disapprove leave requests and cancel approved leaves for those
employeas who committed unscheduled absences on the priar month and an the current month of the requested
time off including poor attendance recards, behavioral and productivity ssues.

Moted By: Approved By:
1A GISSINGER
HR Supery Chief Executive Officer
ALFREDO CAMARILLO JR.
Director of Operations

e ,f:w orfaifn
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Date : November 17, 2021

TO : ALL EMPLOYEES

From 1 HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

Ee M

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

1. Employees are required to notify the HR hotline number (0917-708-7074) andfor send an email to
hr@iploy.com at least two (2] hours before the employee's shift {following call-in procedure) and/or
within 24 hours from the first day of absence.

2. Employee may use sick leave for absence due to the following reason:
«  Employee’s illness or injury.
+ Bereavement leave/s
s Emergency leave,s
s Power Outage/internet Outage (for temporary Work from Home set-up)

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

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

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

% At the discretion of the employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated from work for the
period of absence because of sickness or injury and that the emplayee |s again
physically able to perfarm his or her duties. (Medical Certificate with Fitto
Waork)

% Blacklisted Doctors and elinics’ will not be honored. (Please refer to the
Blacklisted Clinic/Physician Memao)

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

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

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

& [nternet Outage
¥ Ticket number from the internet service provider and/or screenshot/link of
officlal cutage announcement from the Internet/telco provider
¥ Picture of the modem [showing red, na light in "internet”)

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

*  The employee failed to Inform the immediate superior or HRD about his/her absence due to
iliness unless fully justified.

A
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o | sickness claimed is fictitious or non-existent.

B, The emplayee or his/her representative must inform hisfher immediate superior or HR if an
extension of SL 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 unauthaorized
unless the company physician, 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:
RC
HR Manal
HNoted by:

Alfreflo Camarillo Jr Angelo Manal CarlogGotlong
Dires ar,Fl erat Operations Manager “General Manager
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Date November 12, 2019

To ALL EMPLOYEES

FROM HUMAMN RESOURCES DEPARTRMENT

THRU DPERATIOMNS MAMAGER

SUBJECT 555 SICKMESS CLAIMS = 5 CALENDAR DAYS

For 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 relatives, friends and workmates to submit
thelr farm In Accounting affice.

A membar is qualified to avail of this benefit if:

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

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

Ja

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

4. He has notified the employer or the 555, if unemploved, valuntary or self-employed member
regarding his sickness or injury.

Failure to submit the documents within the prescribed period will free iPlay from any liability of their

claims.

For your guidance.

If there are any questions or clarilications, please feel lree to approach the Human Resource Department,

Sincerely,

Marishka | a

Humean He 5

RO 7= o1h fow
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HAM-2023-10-015

DATE : October 4, 2023

TO 4 ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services
Bimba H. Tequillo MD Clinic
Lolita E. Abella-Libres, DMD
Dr. Omar Arceo, MD
Sia Clinic
Health Doc Diagnostics
Gaudioso Montecilio Jr,, MD
MNow Serving
. Dr. Guian Darnell Sumalinog
10. Tambut Medical Clinic
11. Clinics/Physicians without complete contact details such as but not limited to the fallowing:
11.1  Doctor's name
112 Doctor's license number
113 Clinic/Doctor Phone number
114  Date of Actual visit
115 Diagnosis
11.6  Recommendation
11.7  Fit to work date

e L

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

When providing medical certificates for absences, ensure the following:
1. The certificate must be issued on the day of the absence or the day after.
2. Strictly follow all instructions provided in the recommendation. Proof of compliance, such as
a receipt for prescribed medications and laboratory results, may be requested.
3. HR/Clinic will validate all medical certificates, including fit-to-work certifications. Remember
that no fit-to-work certificate will be denied entry,

b
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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 emall} matches the eriginal copy submitted ta HR.

Please be aware that the following concerns may render a medical certificate invalid and unacceptable:
1. Nao consultation date specified.

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

3, Mo contact information displayed in the medical certificate.

4, Absence of physiclan's name and license number.

5. Phone numbers listed in the medical certificate are incorrect andfor unable to be verified or
contacted,

6. Medical certificates with Inconsistencies or discrepancies determined by HR/Company

Murse/Company Doctor to be questionable,

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

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

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 memarandum shall take affect on October 15, 2023.

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

For strict compliance.
Prepared by:

N anza
Employee Refations Supervisor

Noted by:
T .‘fJ'Iru—':-" ;1-@—4—'- Pl
Eégj‘ﬁ Castafiares I Angelo Manal o Camaritlo Ir.
HR Manager Ma r Operations Manager Directgr af @Wperations
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Date i Movamber 30, 2022

To : ALL Employees

FROM 3 Human Resources Department

SLBJECT . VACATION AND SICK LEAVE CONVERSHON

We are pleased to announce that the Sick Leave conwersion will be released on December 15, 2022
payout. In this connection, all ramaining 5L credits are to be converted thus, SLapplication [s no longer
allowed until the end of the year.

As for the Vacation Leave VL) eanversion, all unused VL credits will be released an the 30" of Decembar
2023, All employees can plot a VL request untll Becember 8, 2022 OMLY. The actual YL detes will cover
only until April 30, 2023. Kindly take note of the remindars below in reference to filing of VL

o Mo retraction of approved Vis. If the employes reports for work on the acoual VL date, the WL
will not be reimbursed and will be voddad,

* Noreschaduling of VL once approved.

e VL date should not fall on a local holiday otharwise forfeited,

Note: Approval of VL requests will be on or before Decamber 18, 2022,

Furthermore, if the smployes resigns or gits separated from the company either voluntary or Involuntary,
all available VL credits will be forfelted and will not be part of thelr last pay if:

* Employee filed an immediate resignation and/or failed to provide a 30-dsy notice.

=  Employes went on Absent Without Official Leave [AWOL)

*  Employee incur any leave, absences, and/or any form of terminal leave within the A0-day notice
period with the enception that the employee provided & valid docurmentation such as bul not
limited to hospitalization due to sickness, accidents, or contagious diseases,

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

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

= Incurred any behavioral infraction such as but not limited to Sleaping, Browsing Urnrelated
Websites and ate.

Furthermore, 5L and VL conversion maybe subject to tay, Should you have guestions pertaining to this
memo, feel fre to resch out to our Ascounting personnel at Accountingd®iploy.com.

Signod: B

i Enim%t%m
HR hanager Accownting Manager
Moted by:
Dperations Manager w&u
Approved by

ﬁ:&fiﬁ‘ﬁij Ilﬂ‘u Fwwﬁ
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December 17, 2019

Ta ALL EMPLOYEES
FROM ; OPERATIONS MANAGEMENT
SUBIECT I CLEANSING PERIOD

[Floy Statfing Soluthons believes In ghing employess enough room for improvement to straghten oul
employment in rgards to compliance to sur company’s Code of Condwct. Thee alm of this sppraach b5 te help
motlvale employees rectify passed affenses and start anew,

Cleansing Period pertaing 16 the tme when an employes wha has been subjected to o Disciplinary Action (D]
Is emparcted 1o irmprove performance. Ample time i given to comect mpraper behavior and refraln from
cammitting any other infraction.

I an employes does not commit the same infraction for the specified cleansing period, the progression of the
disciplinary action will slide back to a level depending on its type. Please refer to table below:

Attendance &
Produciity | €
Behavioral | 12

The counting of the Cleansing Period will start based on the date when 08 was decided upon, All docurmentations
for infractions will still be kept in the Employee’s 201 File regardiess what period of progression.

The Cloansing Periad Ix effective lanuary 1, 2020 covering Das & months and older

Sincirely yours, Neted By: Approved By
Alifls
B/18/1q
ARILLOY IR JAY GISSINGER
Direkto 3 rathong Chisf Executive Officer
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CODE OF CONDUCT AND DISCIPUNE [Table of infractians)

STATEMENT OF POLICY

The Code of Conduct ard Discipling b desipned to ensure healthy and positive workng
ariranmient, snd hodes 0o mainEan and uphold prolessionalism among iFloy inc employees
Theet @stablished nonms hensin £21 forth are geared bowands the artairment of the Companiy's
Goals and objectives. it & worthy 1o eriphasize thet the Code i nod meant bo be oppressive nor
ll%#gtﬂsg pirgiyee ndeed it st 2y the guiding printplas
o wihat s expected of i’ o conduct during The entire empioyment hane in Py,
inc.

Il. DOCTRINES TO GOVERN ThE COMPANY'S CODE OF CONDUCT AND DISCIPLINE

1. The right tos discioline and discharpe employess fof T and Eroper CIuse s MAanagerent's
prerapstive enchrimed from he 1987 Philiopine Constituton,

1 Fairress and justios shall ahways goverm the inpeaition of disciplinary actiors, Existing Labar
Larw, Imglemenitirg Rules ard surspradence wil always be observed,

3 The full gred sict mainterance of discipline i the remagerment’s resporsibdlibg. Thes, it shall bs
the priengry eoncern of immediste superors and deparbment heads 2 inftate .-_._._._m-h.______._.i._
actions against their subordingtrs wheneve & voalicn of the rule s commitied,

4. Administrative imvestigations and other procesdings shall be conducted sxpeditiously.

5 Impodition of perolties when ], sl P e lied, nor delaged lor any reason.

E. The rights of the respordend as provided lor by Law shad be guaranteed.

7. The management may mitigate the penanty to be imposed, subject howsver o management's
approval and vpon compliarce 1 the conditions set iorth by the tatter.

8 Incases of multiple visations of this Code, the fotlowing rule shall apply as to the penaity 1o be

. e &) iPloy

2 Human gqﬁinﬁtg o Englan {NTE| bo the emoiopes within 3 working
dp

5 DErect Superior shoola cosch the employss within 5 aorking days from The Ssuancs of
the NTE.

4. Coaching Form and Writhen Explaration of the s=mplopes shouid be submiti=d within &
working fays Irom the iuance of the NTE.

5. 8 will mzue Nolce of Declsion with or without sanciions withm § days {rom the neceips
B_.i...i g Farm and Wi aihu_b:!q_.

right 12 be heand and coedinms. Shat aill the detals in She an_q_._._fun_alﬁ.uln!!
withaut afwy bimes

_.uns.. uxr._xﬂi..\.__i:.atnﬂ.ﬂ- r-m!uﬂqn.._ﬂ i brrerition.

a. Proper Conguct snd Decorum |§ expecied from youi within the office and outside when
TaprEierding 9 Cormpeny, This includes spproprisie dress, attending the olfte resdy 1o wark, wie of

proper and decent language, observaros of proper affics and work deoorum, mairairing proper
retationships with your colleagees, cusmome s and cther individuals not in the empioy of the company,
oiservance of and comipliance: with existing laws of the Frlippires.

b, Enbaring Company Productivity the Company sxpects the Froper cire snd utilization of

Capital gvailabis 4o the Company: toming up for wock ready toweors on firne @ e time, jollowing the

EB!.E?#!.I 3??‘5:‘3!:?1;%32134&55‘

anility, podati and i i 155§ work suissrmentl, GUSeoFting fufbsiivier #nd those in
raragernent.

£, Follewing rules oo sustsmes mnd cliend relationrs ard shemyi maintaising & srofeisional helphl
anthachs with culiomers

. ialntenance of health and salety of 1he offics and people asound pou, A proper attiude
terwarts cleandingss and proser Bousskeeping in the office, gocd health of yourssl! snd aters anund
e, anslst in the ecurity of the offics, Toliowing besic safety procedures,

A5EaE. Serune hamding and maintenance of Company Moords, keep eanfdamisl §nd protect the
intagnty of 3 Cormaeny opergling data and information, sppropdiste uie il 8l Company equiprment lar
work relsted purposes, properly scoowni for all Company fureds received.




- Company property and/'er et of indivicush, sithorzod, Bragingal

Cmb D KOO0

R i & iPloy s S &) iPioy

This Code shall apcly to-al IPloy employess, regardiess of satus & aitan e,

Il Types of Offerde

Lirvel 1 - Infractionn whith ane mings in natane But whith may becore rabltual iod dacuptive I ret _wu__
coireched, |t has ro detrimental impact ol the pukiress. v__.-.ﬂlﬂ ﬂ‘.

Lewel 1 = Serious olfense which causes delay in opevations, may pose threat, Farnr, or danger to e S AR Do

Level 5 — infractions wrsch will Sesroy the o v g ar T it 1 Eltd Cubsartial o 1 ¢ EHELITONG IRl

the compary & in!ii%nﬁ.hﬂiu.iif n:ﬁutii:!uiﬂpi

thi security of the ampicyees, the Integrity of Dlent, the saletby of oustomer's siormaticn and tre el

shability of the busiress. ekl ok
Preminet withaut grior
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i et i s iPlo 35 o T T iPloy
Fiaira City 8008 s City 000
. Neglipenoe or
cahaha sy of the
I.%dwiliﬁ'!ﬁ
CNTpUDET wnatherder.
1 risking tF etwark re Lrmd Eﬁﬁ Diterissl
| possitite secarity violation. |
. Tampering ol compary RECEIRT OF THE CO0E OF CONDUCT AND OIECIPUKE POLICY
FES AT
ﬂ_uﬂ._.nt_. This ks to ackrowiedge that | hawe read the Company’s Code of Conduct and Discipline and undersand
Puurponaly sharing that it st forth the tevmis #nd conditions of my employment as well 25 the dutiss and responsihilfties,
privileged and confidesisl o and ocoligations of employment with the Comipany,
15 e PP TR O Argne w3 5 Dwr [Cismissal
the company or Ealarnal ™ | alsty ackmorwiedige that the Company reserves the right to revise, delete, and add 1o the provisions of
jparpes. Ihig Cohr of Conduct and Dlicipine,, o conditon of employmenn 2an B2 estabished by any other
Urauthorired prasenion &f statement, cond policy, or practice.
g5 || Drieeing outof Company P O gl e
property, supplis cor % Dys
e
Fearad waftwars - gl g Biarily )
17 | aspication paciages i | L3 | ST | puming oare 73t froad
B2t that vickates
Intefectual property fights.
Deliberate locking-ou o AND HAVE READ AND UNDE Pzﬂqmm!._._mﬁnﬂ.z._.m.z._.w.
| meckngotanomer Loty | Somemne | mr!ﬂgﬁmuﬁfj._%.‘mu?\ :
wsnplryea's v name in = Days
L
Placernent of compiter
winA, Tojan horse. and
15 | othee derraging electranis | Lewsl u.m_u...“..- Dizmizsal
ey or physcal scomancie.
OF UBPUEES A Wl o

roniruation of an emel whall icaily bar himfher from re-employment.
u. ._.-._n-u!.i._nui.iiu—l nal prejudice (Fe Aight of (e company io iniliste court action
‘agalrst the erring employee.
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