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Employee Training Agreement

This Employee Training Agreement is made on January 15, 2024 between iPloy, OPC, with its place of business
al the 16" floor One Montage Tower, Archbishop Reyes Avenue, Cebu City ["Employer”) and

—Jay Maric A Prepiters [Employes's Mamel, an individual with the address of
Lﬁhll'! Ciepy “'_{! |Emplayee's Address)

("Employee").

Recitals:

A. The Employer is providing a ene-week training program to the Employes to enhance their skills and knowledge
in the field of Customer Service and as part of the Onboarding process,

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

€. The Emgployer has agreed to pay the Employee a salary for the duration of the training. 0. The Emplenes has
agreed o the terms and conditions concerning the Pre-Employment Medical Examination {PEMIE] and the
submission of Employment Requiremants,

Agreement;

1. Training Obligation: The Emplovee agrees to attend and complete the one-week training program provided
try the Employer. The training will commence on Juby 31, 2024 and condlude on August 2, 2024,

L. Salary Payment: In consideration of the Employee’s completion of the training, the Employer agrees to pay
the Emprovie a salary for the duration of the tralning, payable at the nearest payout schedule (15" or 30" of the
minth) upon successful completion,

3. Non-Eligibllity for Incomplate Tralning: The Employee acknowledges and agrees that if they fail to complete
the one-week training program for any reasen, they will not be eligible to recelve the salary payment for the
training period,

4. Pre- employment Physical Examination (PEME]): The Employee acknowledges and agrees that if they fall 1o
attaln their employment with the company up until regularization, The cost of the pre-employment examination
will be deducted from the final pay

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

E. Entire Agreement: This Agreement canstitutes the entire U nderstanding and agreement between the parties
with respect to the subject matter hereof and supersedes all prior negatiations, representations, and
agreements between the parties, whether written or oral,

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

By signing bielow, the parties acknowledge that they have read this Agreemient, understand its terms, and agree
to be bound by them.

W Chpflete ¥, Pacot
Thy Wil - PRECBITERs  emfulay )

Employes Co te Name & Signature/Date Training Associste
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Duate) ool foated

BETWEEM

1 IPLOY OPC. (the "Disclosing Party"); and

2, Y MAME A PREB[TERD (the "Receiving Party"),

collectively referred to as the "Parties".

RECITALS

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

Disclosing Party.
OPERATIVE PROVISIONS

I In consideration of the disclosure of Proprietary Infarmation 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 Recelving Party employs with respect to its own confidential materials),

1.2.  not to disclose any such Proprietary Information or any information derived therefrom to
any third person,

1.3.  not to copy or remove and not to take pictures of any Proprieta ry information,

1.4.  not to make any use whatsoever at any time of such Proprietary Information except to
evaluate internally its relationship with the Disclosing Party, and

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

procure that its employees, agents and sub-contractars 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 is or becomes (through no improper action or inaction by the Receiving Party or any
affiliate, agent, consultant or employee) generally available to the public, ar

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

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

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

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

4, The Receiving Party understands that nothing herein

4.1.  requires the disclosure of any Proprietary Information or

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

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

6, The failure of either party to enforce its rights under this Agreement at any tme for any
period shall not be construed as a waiver of such rights. If any part, term ar 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 cou ntry 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: _Hﬂy_ﬁmm
Name: Jade Lenizo Mata Mame: ,;Eg Marie A hﬂﬂ?;ﬂ

Title: Onboarding Specialist Title: LR

Address: #35 Salvador Extension Labangon Address; Ighu ﬁ;h ﬂ‘g

Cebu City
Date: 1‘?11114 Date: ﬂ?_l"ﬂl !f'i‘
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PERSOMAL DATA SHEET

INSTRUCTIONS:
Answer the gquestians campletely and honestly In the spaces provided,

2u Picture

2. Pleate PRINT lagibly.
3. DD NOT LEAVE ANY SPACE BLANE. Wirite “nfa"”, "not applicable” ar “none”
FiR-POA-0]
{For HE use ondyj [Far HE use anrdy) [Far HR wae ankg]
FRAPLOVEE NUSIRER ATE HHE HP‘R‘EW
Ja3g 07181 fszef

Bask Informansan & Contact Details

FIRST MAME: L%
Ty MARE |

LAST Hass

DOLE MARME.

_ AMTOLITAS

HICKRARSE: BAOTHER'S PULL BEAINEN NAME

WARIE

Aluce  Pollfe  AUD]TA

"CAPRRENT ADDRESS House # / LotA | Block @ / Strewt, Barangay, Munwipality f City, Prendie, D Cooe]

LAMUG . ctBv oy

PROVINCIAL ADDAESS (Howse 8/ LotE | Block l'-r."-swm:. Barangay, Municipality § City, Prosdnce, Dip Code)

PG KR , TAPUL ., TABoGoN, CpsU

Land Fhons Na, Bobile pa, 002 490 I Mebie Mo
| e 0 i

555 No. BAG-IIAG to, FHILHEALTH Ne. TIN

O ~44g fel -2 j21805pip92 | Ro2-gpa3-goil
BIRTH DATE Elflar-r PLACE bol ELE h‘, BLOGD TYPE
MASITAL STATUS WAME OF SPOUISE [Movried) | Emal Addressls)
|} Singlo g N . o
| | Legally Soparated o NoME .J‘Ef s Ur e th 'hquhml tom
| | Married SPOILISE TiN
| | Widcrs Widowar NM
Are you related by Kinship or marmiage up bo the 3% degres to any cumers pmiployes of iPloy?
| 1 ¥es [# Mo I FES, give MAME snd RELATIONSHIP

NAME OF SPOLISE {if marriad] SPOUSE 'S EMPPLOYER _ SPOUSE'S DATE OF BIRTH
= ___HigA HA ] . A
oF
::'mHEm | WA | N, OF SISTER/S WA | mo.oF cHionen | A I e | M
ANKE OF CHILGREN {if arry] BATE OF BIRTH NAME OF SIBLINGS n’:’:nf"“*:"“ &
= WILSTATUS
WA b/A M B
WA A (L ) M
L ] WA | B N/
Wi W/ WA M
FATHER'S MAME E:;ET:F | D COUPATION MOTHER'S MAKE D:ITKET::F | MPA_TK:'H
A WA W WA i/ wh
CONTALT PERSON ; RELATIONSHIP TO EMPLOYEEE
[Last, #irst). CONTACT PHONE MO, {Optianal
| AMUE A PEHBITER) | o pcqenncay MaTHER

Aot - 1610 Floor One Moniage Tower, Archbishop Royes fen, Cab City

MEY- 11 Flotr MEY Tower Pestadorss Road Coabu

Business Park, Cabu City 000 1) ACCT — ih Flaoe, Ayala Cenler Cibu Tower, Cabu Business Park, Cabu City,




DATES ATTENDED GRADUATE
LEVEL NAME OF SCHOOL & ADDRESS bl ik {¥es or N
PRIMARY EBUEATION TBolel CLURAL  Cpml o ltmg - odf 201y -
SECOMDARY EDUCATION POMA LILIMG  REIS  psGhenTh s Oefert - st -
Coisre;
WOCATRONAL
B WON-DEGREE COURSES
: L —
TERTLARY EDLICATION TLED - HE o1 [Bs2n] - 072024 -
POSTGRADUATE & GRADUATE | :
STUBIES | Degrae:
i Degree:

EMPLOYER'S NAME

oymieni Histor

¥
(Frar mast recent anid for ol positions he

ADORESS B TEL MO

JORTITLE

PERIDD COVERED {meniyr]

SUPERVISOR'S MAME

FROM o

SUPERVISOR'S TITLE

EMFLOYEES SLIFERVISED
(il applicabis)

REALON FOR LEAVING

EMPLOYER'S MAME ADDRESS & TEL MO
108 TITLE SALARY PERNOD COVERED [mmyyr)
FROM o
SUPERVISOR'S NAME SUPERVISOR'S TIILE EMPLOIYEES SUPERWISED
if apoicahin)
REASCM FOR LEAVING Is
EMPLOYER'S NAME ADDRESS & TEL. ND.
JOB TITLE SALARY 1 PERIDD COVERED {mniyr]
FROM 0
SUPERVISOR'S MAME SUPERVISOR'S TITLE I EMPLOYEES SUPERVISID
| (il applicatie)

REASON FOR LEAVING

EMPLEYER'S NAME

| ADORESS & TEL, MO,

JORTITLE [ saLary PERSID COVERED (mmyyr)
FROM ™
SUFERVISOR'S NAKE SUPERVISOR'S TITLL ERIPLOYEES SURERVISED
|# applicable|

REASCIN FOR LEAVING

[MPLOVER'S NAME

ADDRESS & TIL. N,

108 TITLE

PERICO COVERED e fyr|

FROM | TR

SLIPERVISOR 5 MAME

SUPERVISOR'S TITLE

REASON FOR LEAVING

EMAPLOWEES SUPERVISED
{if apeicabie]

Maninga - 16th Fioot Cre Montage Towor, Archbisten Reye Ave, Csbu Gy

IS

1180 Floor MEY Towsr Peapsderns Bosd Gebu

Business Park, Cabu City 8000 || ACCT - Bih Floor, Ayoia Carfer Cabi Tower, Cabil Busness Pack, Cebu City,
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Pursuont to: fa) indigences People's Act [RA 83710 (b} Magme Carta for Disabled Pevsons R 7377); and Salo Parents Wellire Ace 2000 (24 8977)
plewse ensuser the folowing mems:

Ae o @ member of any indigenous group ? T O ¥ES i Z- MO IF yid, pleaie spistify:
D you sdentily as ditferenthy-abled? O ¥es & NO if yes, plesie specidy:
MAre you & solo parent? O ¥es Ol WO i yes, please spedily:
Character Riferences
Give noene, adavess, omd telenh mumbers af three {3) persons wiso know pou ather thae those pou howe worked with.
MAME ADDRESS TEL. MO
L l_':ﬂ! LU Gy

Oither Gualifications
lodb-related frofming courses (phe title ond yeord, fobrekated skills fonbey longuages, compurer ond Information fechnpiogy, foob, maechines, eic, ), job-
fimdied cortifieates o Beensen [ourent anlyl, Job-releted awards ond special oocompiishments {pudkcations, memberships i professosal or hanor
sncieries, leocershin oerkities, pubiis speoking, end pedformaonce awards). Give dater ond seed docaments

| _DATE fmmsar] DESCRIPTION  TITLE

ADDITIONAL IDENTIFICATION

TYPE [ CONTROL NG, IS5UE DATE EXPIRY DATE

PASSPORT DETAILS

WISA DETAILS [if applicabls}
| DRIVER'S LACENSE

OTHER GOW'T. ISSUED IDs: (For
example: 555, TIN, SOLO PAREMT
1D, PRE, ACR, #ic.)

MILITARY / GOVT, § CAWIL
SERVICES [IF any)

Have you evar been formally charged of n |} ¥es | *¥es®, please give dotads:
administrative [ civil/criminal offense? Ho

Harve yiou eser been carvicted of an ] Yes H "¥es", plesse give :I-etai-h_-
administrative f chvilferiminal affense? L]

CERTIFICATION

| CERTIFY that, to the best of my knoradedge and beliet, all the information om an stisched 1o this document s tre, correct, complete and mads in good
faith. 1§ UNDERSTAND 1hst false of frsudulent informaticn on or attached to this applicatian may be grounds for not hitng me or terminate my
employrrant from iFicy, | UNDERSTAND that eny lormation | give may be irestigated

2 _ efafaay

re of Employor Date Signed

Moniaga - 15 Fiaod One Marages Tower, Archiishon Ryt Ave, Cel Clty 0 MEY- 111 Floar MSY Tower Pascadores Road Cakba
Businais Park, Cabu City 5000 [ ATET — Bh Floar, Ayala Canter Cebu Tawsr, Cot Busineas Pack, Catw Ciy,
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

1, hereby authorize Iploy Inc. and/for it's representatives to
make investigation of my background, references, character, past employment, consumer reports,
education, and criminal history reco~d information which may be In any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be materal to my qualifications for employment. A telephone facsimile
ifax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent,

I hereby consent to the Company's verifying all the information | have provided on my application
form. | also agree to execute as & 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 foregoing disclosures, |
hereby agree to release any person, company, or other entity from any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or staternents, or misrepresentations by
omission made by me on this applicat on 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.

I release Iploy Inc., its employees, designated representatives, agents, officers and trustees from
any and all claims of liability or damage due to either the procuremeant or the true and accurate
disclosure of such records or informat on.

Applicant Name: __JkY MAE A Pw

Present Address: LAHUE CEBM . OF
Social Security Number: _ 0b =~y {2 Date of Birth: _H0y. j& 2ol
Signature:

Date: (El;;;l _lﬂw‘f
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SIGN-ON BONUS POLICY
Policy:

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

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

A regular employee

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

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

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

Releasing of Sign-0On Bonus;

* The release of the sign-on bonus will be an the 15™ day of succeeding manth of the
anniversary date of the employee.

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

Acknowledgment

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

For
Signature
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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 No il
Effective Date :lune 13, 2022

| acknowledge that signing this document is a confirmation that | understand and agree
with what is expected of me as iP oy 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.

any & P oo fros0
Date

Employee Name and Signature

vl i

Onboarding Specialist Name and Signature

Moted:




iPloy Gift Policy

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

“Gift" means any bestowal of money, any item of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is not exchanged. Payments for travel, 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 employees or company that Is seeking to conduct or is currently conducting business with the
Company. Any gift with a substantial nonetary value of more than Php200 should be returned to the
giver.

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

a. I* Instance = Written \Warning
b. 2™ instance- Final Written Warning
€. 3™ Instance- Dismissal

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

Employee Acknowledgement

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

Name: DAY NARlE A Ppesh e

Signature; X [rate: th;’m




iPloy Social Media Policy

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

All employees should be aware that iPlay regularly menitars the internet and social medla about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.
iPloy does not specifically monitor social media sites for employee content on an ongoing basis, however
employees should not expect privacy In this regard, iPlay reserves the right to utilize for disciplinary
purposes ary information that could vave a negative effect on the company or its employees, which
management comes across in regular internet monitering, or is brought to the organization’s attention by
employees, customers, members of the public, etc.

All employees are prohibited from wsir g or 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 nat
limited to:

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

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

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

Procedure:
All employees must adhere to the following when engaging in social media,

* Be aware of your association with the company when using online sacial networks, You must
always identify yourself and ycur role If you mention or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you wauld present yourself with colleagues and clients. You must write in the first person and
state clearly that the views expressed are your own and not those of iPloy, Wherever practical,
you must use a disclaimer sayi g that while you work for the company, anything you publish is
your epinion, and not necessarily the opinions of the company.

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




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

Material in which the company has a proprietary interest = such as software, products,
decumentation 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 refating to the compary or its employees, which would be unacceptable in the workplace
or in conflict with the company’s website. Make sure the views and opinions you express are your
awn.

Recommendations, references or comments relating to professional attributes, are not permitted
to be made about employees, former employees, custemers or suppliers on social media and
networking sites. Such recommendations can give the impression that the recommendation is a
reference on behalf of the iPloy, even when a disclalmer is placed on such a comment, Any reguest
for such a recommendation shauld be dealt with by stating that this is not permitted in line with
company policy and that a for nal reference can be sought through HE, In line with the normal
reference policy.

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

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

This policy extends 1o 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-line content is never completely private:

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

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




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

Specific Managerial Responsibilities

By their position, Managers have oblizations with respect to general content posted on social media,
Managers should consider whether pe-sonal thoughts they publish may be misunderstood as expressing
the company’s opinlons or positions evan where disclalmers are used. Managers should err on the side of
caution and should assume that their teams will read what is written, & public online farum is not the
place to communicate company policies, strategies or cpinions to employees.

Enforcement [ Progression

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

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

a. 1" Instance - Written Warning
b. 2™ instance- Final Written Wa-ning
€. 3" |nstance- Dismissal

Employee Acknowledgement

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

Name: i MAME A PREhinw
Signature: rp—— Date: ""1'. *FI" ALK

0
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[Date : February 22, 2018
To cALL EMPLOYEES CONCERNED
From : Human Rescurces
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1. QBIECTIVE

1.1 In confarmity with Republic Act Mo, 8504 otherwise known as the Philippine
AIDS Prevention and Control Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIVAAIDS as an international
pandermic problem, this company policy is herety issued for the information
and guidance of the employees in the disgnosis, treatment and prevention of
HIV/AIDS in the workplace.

1.2, This policy is also aimed at addressing the stigma attached ta HIV/AIDS and

ensures that the workers’ right against disenimination and confidentiality is
maintained

2. COVERAGE

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

3. IMPLEMENTING STRUCTURE
31, Ipley Ine. HIV/AIDS Program shall be managed by (ts health and safety
committee consists of representatives from the different divisions and
departments
4. POLICY STATEMENT
4.1, BASIC INFORMATION ON HIV/AIDS
411 What is Hiv/aiDs?
4.1.1.1 It is a disease caused by a wvirus called HiV (Human
immunodeficiency Viras). This wiris slowly weakens a person's
ability to fight oft other diseases by attaching itself 1o and
destroying - impartant cells that control and support the human
Immune syatem

4.1.2. How HIV/AIDS is transmitted 7

4,121 Unprotected sex with an HIV infected person:
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4122 From an infected mother to her child (during pregnancy, at
birth through breast feeding);

4.1.23.  Intravenous drug use with contaminated needlies,
4124 Transfusion with infected blood and blood products; and

4125  Unsate, unprotected contact with infectad bliood and bleeding
wounds of 2n infected persan

413 Isthere acure?

4.131. Mo, However, there are antiretroviral drug combinations that
are availabliz when properly used, result in prolonged survival of
people with HIV. Holistic care of people lving with HIV-AIDS and
comprehensive  treatment  of opporunstic infections also
dramatically improve guality of life

3. GUIDELINES
5.1 Preventive Strategies
2.1.1. Conductof HIV-AIDS Education.
2. LLL Who will conduct?

The Medical Cinic of Iploy Inc._in coordination with the Health and
Satety Commit-ee shall conduct HIV-AIDS education to all employees
for free. This thall alse farm part of the orentation of newly hired
employees. The standardized information package developed by the
Department of Labar and Employment (DOLE) may be used for this
PLIFEIOGE,

51.1.2 How will it be conductod?
The HIV-AIDS education will be conducted through distribution and
posting of 1EC materials, lectures, counseling and training and
information on adherence to standard or universal precautions in the
warkplace

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

2.1.21.  Screenirg for HIV as a prerequisite to employment s not
mandatory

5122  The company shall encourage positive health seeking behavior
through Voluntary Counseling and Testing.
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5.1.2.3. The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers. Reterral
to Social Fygiene Clinics of LGU for HIV screening shall be facilitated
by the company's medical clinic staff,

5.1.24, The company shall likewise facilitate access to livelihood
assistance for the affected employee and hisfher families, being
offered by other government agencies

&, SOCIAL POLICY
6.1, Non-discriminatory folicy and Practices

6.1.1 Discimination in any form  from pre-employment 1o post-
employment, ircluding hiring, promotion or assignment, termination of
employment besed on the actueal, percelved or suspected HIV status of
an individual is prohibited,

6.1.2. Workplace management of sick employees shall nor differ from that of
any other lllness,

B.1.3. Discriminatory act done by an officer or an employes against their
co-officer or co-enployee shall likewise be penalized.

6.2, Confidentiality/Nan-Disclosure Policy

6.21 Access to personal data relating 1o a worker's HIV status shall be
bound by the rales of confidentiality consistent with provisions of R.A,
8504 and the ILO Code of Practice.

b.2.2. lobapplicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical infarmatiaon,

6.2.3. Co-employee: shall not be obliged 1o reveal any persanal information
relating to the HIV/AIDS status of Tellow workers.

6.3, Work-Accommaodation and Arrangement

6.3.1. The companv shall take measures to reasonably accommodate
employees with AIDS refated ilinesses

63.2. Agreements made between the company and employes's
representatives shall reflect measures that will support workers with
HIM/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for return to wark
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND ERPLOYEES
7.1, Employer's Responsibilities

7.L1. The Company, together with employees/ labor organizations, company
focal personnel for human resources, safety and health personnel shall
develop, implement, monitgr and evaluate the workplace policy and
program on Hiv/AIDS,

712 Provide information, education and traning on HIV/AIDS for iis
workforce.

713, Ensure non-discriminatory practices in the workplace and that the
policy and prog-am adheres to existing legislations and guidelines,

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

#.15. The Campany, through its Human Resources Department, shall see to
it that their company policy and program is adequately funded and made
known 1o all employses

71.6. The Health and Safety Committee, together with employees/ labaor
orgamizations sk all jointly review the policy and program and continue to
improve these by networking with government and orpanizations
promoting HIV prevention

7.2, Employees’ Respons bilities

721 The employee's arganization shall undertake an active role in
educating and training thesr members on HIY prevention and contral,
Fromote and practice a healthy lifestyle with emphasis on avoiding high
risk Behavior and other risk factors that expose workers to increased risk
ol HIV infection,

722 Employees shall practice non-discriminarory acts against co-employees

7,23, Employees and thelr arganization shall not have access to personnel
data relating to a worker's HIV status,

7.24, Employees stall comply with universal precaction and preventive
measures.
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&, IMPLEMENTATION AND MONITORING

B.1. The Safety and Health Committes or its counterpart shall periodically manitor
and evaiuate the implementation of this Policy and Program

9. EFFECTIMITY

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

.-'1 )
Prepared by: Jo H%ﬁi&% Ih}etecm

Human Resources

Reviewad by

Director of Dparations
b o’ |

o

Approved by: Yisroel Y. Gissinger
CEQ
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Date :lanuary 1, 2018

To cALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Subject @ WORKPLACE POLICY AND PROGRAM ON TUBERCLILOSIS (TR) PREVENTICON
AND CONTROL
1. OBIECTIVE

1.1. To assist the government in its campaign against Tuberculosis (TB) in compliance
with the Department of Labor and Employment’s Depariment Order No. 73-05,
cerigs of 2005 = Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB} Prevention and Control in the Workplace

1.4 To provide initiatives to prevent the outbreak and spresd of tuberculosis in the
workplace, and to treat, care, and support employees who become afllicted with
tuberculosis

2. COVERAGE
2.1 This Program shall apphy to all employess regardless of their employment status.
3, POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tubercuiosis, as well as the
treatment, rehabilitat on, and restoration to work of employees who contract
this disease. To achleve this goal, all employees are strictly mandated to undergo

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

3.2.Als0, in line with this, a TB awareness program shall Be undertaken through
information dissemination, which shall include its nature, frequency [oceurrence
in a-selected populaton| and transmission, treatment with Directly Observed
Treatment Short Couse (DOTS), and control and management of TB in the
workplace. This shall oe handled by the Office of Health Services (infirmary) ar
the partner health pravider of IPLOY INC, in conjuriction with the Operatlons
Manager and office of Human Resource through the company’s accredited
health provider,

3.3.The DOTS is a comprehensive strategy to contral TB, and is composed of five
companents, which are:

331 Political will o° commitment to enduring sustained and gquality TB
treatment and cantrol actvities;

332, Case detectior by spulum-smesr microscopy among  symplomatic
patients;

¢ PRESETER
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3.3.3.  Standard short-=course chemotherapy using regimens of 6 to 8 months for
all confirmad actise TB cases (e, smear positive or those validated by the
T8 Diagnostic Committee),  Complele drug taking through  direct
observation by @ designated treatment partner, during the whole course of
the treatment regimen;

334 A regular, uninzerrupted supply of all anti-tuberculasis drugs and other
materials,

335, Astandard recording and reporting system that allows assessment ol case
finding and treatrmant autcomes for each patient and of tuberculosis contral
program’s performance overall

3.4 Employees must be given proper information on ways aof strengthening their
immune responses against TB infection, Le., information on good nutrition,
adequate rest, avoidatce of lobacco and alcohol, and good persanal hygiene
practices.  However, it should be underscored that intensive efforts in the
prevention of the spread af the disease must be peared towards accurate
infarmation on its etiology and compiete performance overall,

A5 Improving workplace conditicns:

351, To ensure thal contaminalion from TB airborne particles s controlled,
workplaces must provide adeqguale and appropriate ventilation |DOLE.
Occupational Safety and Health Standards, OSHS, Rule 1076.01) and there
shall be adeguate sanitary facilities Tor workers.

352 The number of employees in @ work area shall not exceed the required
number for a specified area and shall olserve the standard for space
requirement. (O5HS Rule 1062)

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

3.7.50cial Policies:

371, Non-discrimination: Employeas who have or had TB shall nat be
discriminated against,  Instead, they shall be supported with adequate
diagnosis and treatment, and shall be entitled to work for as long as they are
certified by the Company's accredited: health provider as medically fit and
shall be restored to work as soon as their iliness is controlled.

372, Work Accommodation:  Through agreements made betwesn the
manggement and the employees, work accommodalion measures 10
support employees with TB s encouraged through flexible  leave
arrangements, rescheduling of working times, and arrangements for return
to wark,

o fy (24
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3.7.3. Restoration to Work: The employee may be allowed to return o work
with regsonable working arrangements as determined by the Company's
Health Care Prov der and/or the DOTS provider

3.8, Employee Responsibility:

3.8.1. Employees who have symptoms of T8 shall immediately seek assistance
from the Company's Health Services Provider

3B11 An emoaloyee who has the symptoms of TB s required to nitially
wear a face mask {especially while inside the office) and observe good
hygiene practices, at least until declared by @ competent medical
practitiones Lo be sale from Lransmission,

3812 Sirmilar y, Tor those at risk, e, those with family members with TB
or those exposed to a co-employee with TB, It would be prudent to
abserve the same good hygiene practices until declared free from the
disease and safe fram transmission,

182, Once diagnos=d to be with TB, employess shall immediately seek
treatment either threugh the Department of Health's DOTS or a private
physician of the amplayes’s choice. Howoewver, it is Imperative that the one
strictly adheres t2 the course of treatment.  Failing to dutifully observe the
treatment course may give fise 1o complications, such as resistance or syen
the (ailure of treztment, which may make it karder to treat the infection and
result in & longer absence,

3821  An absence fram work due to medical reasons of over six 6]
months may resill n the lermination of ane’s employment as
provided for by the Labor Code of the Philippines under Art. 284 -
Mhzeaze as Ground for Termination.

383, Employees are required o undergo an annual compulsory chest X-ray
through the Annual Physical Examination. f for any reason an employea
fails to secure a chest seray al that time, hefshe shall be directed to secure a
chest x-ray at an accredited climc by hisfher respective Infirmary/Health
Senices,

3.9.The Campany shall ensure that any T8 occurrence in the workplace is traced and
that all contacts are chcally assessed, as much as feasible.

3.0, An employee afflicted with TB, who has voluntarly undergone the
treatment and rehatilitation program (DOTS) prescribed, and who s fimally
declared to be In a 7on-communicable stage, may be allowed back to work
subject 1o being given a medical clearance by a Company designated physician

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

4. PROCEDURE

4.1.The respective Health Services of the Company [and/or the contracted Health
Services Pravider) shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and techrecal assistanee 0 the
imptementation of the Workplace TB Controlband Management Program.

4.2.An employes who undergoes the Annual Physical Examination with the reguisite
chest w-ray will have hisfher medical record forwarded 1o company clinic/HRD,
Employees who fail Lo undergo the requisite annual chest x-ray shall be directed
o secure one at an sccredired cinic or by his/her preferred Infirmarg/Health
Services

4.2.1, Those with medical findings shall be required to undergo {urther medical
check-up. All medical records in connection with this second/ further check
up shall pe submitted to compary clinic/HRD and hisfher respective
Infirmary/Health Services

4,22, The employes snall then coordinate with campany chinic/HRD and his/her
respective Infirma-y/Health Services for the next steps

4.3.An employee who is suspected to be afflicted with TH, whether as a direct suspect
or by contact tracng, shall cooperate fully  with  hisfher  respective
Infirmary/Health Services (andfor the cantracted Health Services provider). |f
the employee tests positive for TB, the employes shall undergo the DOTS
program to its complet on.

4.4.11 the employee needs “o0 undergo a leave of absence to recuperate, he/she will
be aliowed to use the approprinte leave before hefshe may reguest lo be
permitted to go on a Leave of Absence withaut Pay (LOA),

4.4.1. The employee chall observe the requisite procedure In applying for a
leave

44.2. The Unit concerned shall ensure thal the requisite procedures are
observed by the erployee and that the company clinic is duly informed

4.5 4n employee may be ol owed to go on a medical leave of absence (without pay)
for & maximum period of six {6) months, The concerned employes shall submit
an application for a leave of absence before gong on leave.  Said leawe
application shall be subject 10 approval al the sole discretion of the Company
Managemient,

4.5.1. The same procedures under 4 2.1 ta 4 2.7 shall be observed
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4.6 After treatment, with a masimum perod ol zlx (B) months on leave (without pay),
an empioyee found o be cured or in a non-communicable stage of T8 may be
allowed back to work, provided that the amployes’s health shall continue to be
momitored during the annual physical examination with the requisite chest c-ray
or as may be deemed necessary by the Unit Health Sarnces (Infirmary) or
contracted Health Seraces provider

4,7 .The employee returning to work shall be required by the Management (o secure
a medical chearance from a medical doctor chosen by the Company before belng
allewed to return £o work

4.8 The HRD will initiate disciphnary procecdings against any employes found 1o have
discontinued treatment in defiance of medical advice, or who refuses to underpo
the full treatment cou'se prescribed.  Likewise, employees who are ordered to
undergo a check-up due 1o contact tracing but refuse to do so will also face
disciplinary action proceedings. In both cases, the maximum sanction applicable
for insubordination wil be the termination of ane’s employment, If it is deemed
warranted

5. IMPLEMENTATION AND MONITORING

5.1.The Safety and Health Committee or its counterpart shall periodically monitor and
evaluate the implemantation of this Pollcy and Program

6. EFFECTIVITY

€.1.This Pollcy shall take piace effective inmediately and shall be made known to
avery employee

f 'I E"II
Prepared by: Jo H nn lec o
Hurhan Hes.nun:es

Approved by Yisroal Y, Gissinper
CEC
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Date : February 22, 2018

To : ALL EMPLOYEES CONCERMED
From : Human Rescurces

Thru : Dperations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

1.Liploy Inc. i committzd to conform 1o the established standards assurance of
customer satisfaction, protection of our environment and health and safety in
the workplaces.

1.2.The company promo-es and ensures a healthy environment through 115 various
health programs 1o safeguard its empioyees, And as part of the company's
compliance to POLE Department Advisory No. 05, Senies of 2010 (Guidelines for
the Implementation of a Workplace Policy and Program on Hepabits B), this
Program has been developed. This program is amed to address the stigma
attached to hepatitis B and to ensure that the employees’ right against
discrimination and confidentiality |s maintained,

1.3.This guideline s formutated for everybody's information and reference for the
diagnosis, treatmen:, and prevention of Hepatitis B This will mform the
employees of their mole as well as the comgany in dealing with Hepatits B. &
healthy environment encompasses a good working relationship and great output
far continuous business growth,
2. COVERAGE
2.1.This Program shall apply to all emplayees regardless of their employment status
3. POLICY STATEMENT
3.1 Impiementing Structure
3.1.1. Iploy Inc. Hepatitis B workplace policy and program shall be managed by
its health and safety committee. Each division or department of the
Company shall ba duly represented
3.2.Guidelinas
321 Education

321.1. Hepatitis B 'shall be conducted through distribution and posting of
IEC materials and counselling and/ or lectures, and

or far 24
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3.2.1.2. Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinde in elose coordinalion with the health and safety commities.

122 Preventive Stratagies

3221 Al emplayees are encouraged (o be immunized against Heoatitis
B after securing clegrance from their physician

3222  Workplace sanitabon and proper waste managemaent and dispaosal
shall be momtored by the health and safety committee on & regulas
basis,

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

3224 Employess will be given traiming and information on adherence to
standards or Jniversal precautiond in the workplace

4. SOCIAL POLICY
4111 Non-discriminatory Policy and Practices

4:1.1:1.1 There shall be no discrimination of any form against
ermployess on the basis of their Hepatitis 8 status consistent with
the international agreements on non-discrimination ratified by
the Philippines (ILD C111), Employess shall not be discriminated
against, from pre to post employment, including  hiring,
promaotion, or assignmant because of their hepatitis B siatus

4.1.1.1.2, YWiorkplace management of sick employess shall nat differ
from that of any ather iliness. Persons with Hepatitis B related
(lIresses may wark for as long as they are medically it to waork,

4.1.1.2. Conlidentiality

41121 Job applicants and employess shall not be compelied to
disclose their Hepatitis B status and other related medical
Information, Co-employees shall not be obliged to reveal any
personal Information about their fellow employees. Access to
personal data relating to employee’s Hepatitis B status shall be
bound by the rules on conhdentiality and shall be strictly limited
to medical personnel or if legally reguited.

4.1.1.3 Work-Accommadation and Arrangement
4.1.13.1. The company shall take measures to  reasonably

accommadate employees who aré Hepatitis B positive or with
Hepatitis B - related lilngsses
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411332 Through agreements made between management and
employess’ representative, measures to support employees with
Hepatitis 8 are encouraged to work through flexible leave
arrangements, rescheduling of working time and arrangement for
return to work.

4.1.1.4,  Screering, [Nagnosis, Treatment and Referral to Health Care
Services

41141, The company shall establish a referral system and provida
access to dagnostic and treatment services for its emplovees for
approphate medical evaluation/ monitering and management

4.1.1.4.2 Adherence (o the guidelines for healthcare providers on
the evaluation of Hepatitis B positive employees s highly
encoLraged.

41143 screening for Hepatitls B as a prerequisite to employmeant
shall rot be mandatory

4.1.15. Compensation

41151 The company shall provide access to Soclal Security
Syster and Employess Compensation benefits under PD 626 10
an employee contracted with Hepatitie B infection in the
perfarmance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5111 Emplover's Respansinilities

51141 hanagement, together with employess’ arganizations,
compeny focal personnel for human resources, and safety and
health personnel shall develog, implement, monitor and evaluate
the workplace policy and program an Hepatitis 8.

e ¥ Yo R Ihe Health and Safety Committes shall ensure that thelr
company palicy and propram s adeguately funded and made
known 1o all employees

51113 The Human Resources Department shall ensure that their
palicy and program adhere to existing legislations and guidelings,
includivg provisions on leaves, benefits and insurance,

51.1.1.4, Maragement shafl provide Information, education and
training on  Hepatitis B for its workforce consistent with the
standa-dized basic information package developed by the
Hepatitis B TWG; If not -available within the estaplishment, then
prowvide access to information

trfo [
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5.1.1.1.5. The company shall ensure non-giscriminatory practices in
the workplace
S1116. The management logether with the company Tocal

personnel for human resources and safety and health shall
provide appropriate personal protective equipment 10 prevent
Hepatiti: B exposure, especially for employees exposed to
poter tially contaminated bieod or body fluid,

LW O ¥ The Health and Safety Commiltes, together with the
employees’ organizations shall jointly review Lthe policy and
program for effectiveness and continue to imorove these by
networking with government and organizations promoting
Hepatitis B prevention.

51118 The compary shall ensure confidentiality of the health
statue af its employess, including those with Hepatitis B.

2.1.1.1.9. The human resources shall ensure that access to medical
records s limited to authorized oersonnel

£.1.1.2 Emplojees Responsbilities

51121 The employees’ arganization s required 1o undertake an

active role in éducating and training their members on Hepatitis

B prevention and control. The IEC program most also aim ar

promoting and practicing a healthy lifestyle with emphasis on

avoiding high risk behavior and other risk factors that

expose employees to increased rfisk of Hepatitis B

infect on, consistent with the standardized basic information
packaze developed by the Hepatitis B TWG,

51122 Employees shall practice non-discriminatory acts agains!
to-er ployees on the ground of Hepatitis B status,

511323, Employess and ther organizations shall not have access (o
personnel data relating to an employes's Hepatitis B status, The
rules of confidentiality shall apply In carrying out union and
organzation functions.

51.1.2.4 Employees shall comply with the universal precaution and
the preventive measures.

5.1.1.2:5. Employees with Hepatitis 8 may inform the health care
provider or the company physician on their Hepatitis B status,
that is, if their work actiities may increase the risk of Hepatitz B
infection and transmission or pul the Hepatitis B positive at risk
tor aggravation

g
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B IMPLEMENTATION AND MONITORING
B.1.Within the establishrrent, the Implementation of the policy and orogram shall be
monitored and evaluated periodically, The safety and health committee or its
counterpart shall be -asked for this purpose

7. EFFECTMVITY

7.1 This Policy shall take place effective immediately and shall be made known to
every employes,

I, L&.
Prepared by: Jo Ha.n"n‘i'ﬂ. lecia
Human Resources

Director of ) rations

Approved by: Yisroel ¥, Gissinger
CEQ
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Date :January 1, 2018
Ta + ALL EMPLOYEES CONCERNED
Fram : Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1, OBIECTIVE

b i

1.2

2. Cov

ri R

In compliance with Article V of Repubhic Act No, 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Moo 53-03, series of 2003
(Guidelines for the Implementation of a ODrug-Free Workplace Policies and
Programs for the Private Secter], lploy Inc. hereby adopts the following
policies and programs to achieve a drug-free workplace,

Company policy s to maintain a workplace free of illegal drugs. To ensure
that the objectives of the company’s corporate policy are met, the company
is implementing this drug-free program. The program will have the following
elements:

ERAGE

This Program shall asply to all employees regardless of their employment
status

3. POLICY STATEMENT

3.1

3.2

3.3

3.4

The use, possession, solicitation for, or sale of dangerous drugs on company
premises or while performing an assggnment

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

Possession, use, solic tation for, or sale of dangerous drugs away from the
company premises, i such actiity or involvement adversely affects the
employvee's work performance, the safety of the employee or of others, or
puts at risk the company's reputation

The presence of any detectable amount of dangerous drugs in the
employee's system wile at work, while on the premises of the comparny, or
while on company business. "Dangerous Drugs” include those listed in the
Schedules annexed to 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 Conwention on Psychotropic Substances as enumerated in the
attached annex of R4 9165

4. MANDATORY DRUG TEST

4.1,

4.2

4.3,

To ensure that only those qualified shall be screened and recruited to prevent
the detrimental efects [eg lower productwly; poor decision making
increosed accidents; more compensation claims, and reduced team effort)
which drug use and abuse may causé in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

Iploy Inc. designates company accredited or affiliated center, a duly
accredited drug tes:ing center by the Department of Health (DOH), as its
authorized drug test ng laboratory

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

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

432, FOR-CALSE TESTING: The company may ask an officer/femployee to
submit to a drug test at any time it feels that the employee may be under
the influence of drugs, including, but not fimited to. the following
circumstances: avidence of drugs on or about the employee's person or
in the employee’s vicinity, unusual conduct on the employee's part that
suggests impal-ment or influence of drugs, negative performance
patterns, or excessive and uncxplained absenteeism or tardiness.

433, POST-ACCIDENT TESTING: Any officerfemployee involved in a "Near-
Miss” incident or “Waork Accident” under circumstances that suggest
possible use or influence of drugs may be asked Lo submit to a drug test
As defined herain, "Mear-Miss™ means an incident arnsing fram or in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage to the employer had it not been
curtailed. “Work Accldent™ refers to wupplanned or unexpected
accurrence tha: may or may not resull in personal injury, property
damage, work =toppage or Interference or any combination thereof of
which arises out of and in the course of employment.

4.3.4. Al drug tests shall employ, among others, two (2] testing methods, the
screemng 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, the
company's Assessment Team shall evaluate the results and determine
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the level of care and administrative interventions that can be extended
to the concerned employes,

4,35, Iplay Inc. shall inform the officerfemployee who was subjected 1o a
drug test of the test-results whether positive or negative,

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

5. TREATMENT, REHABILITATION, AND REFERRAL

51

3.2

5.3.

5.4,

. An officer/femployes whao, far the first time, s found positive of drug use,

shall be referred for treatment and/or rehabllitation in a DOH accredited
center. For this puraose, Iplay Inc. shall provide a list of at least threa {3)
accredited facilities which an employee who was tested positive for drogs
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 emplayer the resumption
of the employee’s job if hefshe poses no serious danger to hisfher co-
employees and/or the workplace.

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

Repeated drug use even after ample opportunity for treatment and
rehabilitation shall b2 dealt with the corresponding penalties under ALA. 9165
and is a ground for dismissal,

6. ADVOCACY, EDUCATION AND TRAINING

£.1.

6.2,

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

All officers and emp oyees are reguired to undergo an orientation/education
program before assamption 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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6.2.3, Preventive measures against drug abuse; and

6.2.4. Steps to take ahen intervention is needed, as weil as available services
for treatment and rehabilitation.

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

work and at home, Iploy Inc. undertakes to conduct the following activities as

often as possible:

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

§.3,2. Health wellress screenings (e.g. blood pressure and heart rate,
cholesteral test, blood glucase, etc.);

6,3.3. Sports, recreational and fun-game activities; and

6.3.4  Other activities promoting health and wellness,

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1, Iploy Inc. shall ensare that the workplace policies and programs on the

[T S

prevention and concrol of dangerous drugs, including drug testing, shall be
disseminated to all officers and employees. The employer shall obtain a
written acknowledgement from the employees that the policy has been read
and understood by them,

Iploy Inc, shall main:ain the confidentiality of all infermation relating to drug
tests or to the identification of drug users in the workplace, exceptions may
be made only where required by law, in case of overriding public health and
safety concerns; or where such exceptions have been authorized in writing by
the person concerned.

7.3. Al officers and employees shall enjoy the right to due process, absence of

which will render the referral procedure ineffective.

& CONSEQUENCES OF POLIZY VIOLATIONS

8.1

g.2.

Any officer or emplcyee who uses, possesses, distributes, sells or attempts to
soll, tolerates, or t-ansfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article 1l of RA 9165 and its Implementing
Rules and Regulatios shall be subject to the pertinent provisions of the said
Act.

Any officer or emplayee found positive for use of dangerous drugs shall be
dealt with administratively in accordance with the provisions of Article 282 of
Book Wl of the Labor Code and under RA 9165,
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g, IMPLEMENTATION AND MONITORING
911, The implemertation of these policies and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workpiace. For this purpose, an Assessment Team shall be constituted in
accordance withk 0.0, 53-03
10. EFFECTIVITY

10.1. This Policy skall take place effective immediately and shall be made
known ta every employee.

11. ATTACHEMENT

11.1. Drug-Free Workplace Policy and Program Acknowledgement

Prepared by! lo A’Qi%;ﬂfiecm

an Resources

Reviewed by: Alfraéu P. Catmarillo Jr.
Dlreciur @Dbe tions

Approved by: Yisroel Y. Gissiiger
CEQ
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Drug-Free Workplace Program Acknowledgement

| hereby acknowledge that | heve recelved and read Iploy Inc. Drug-Free Workplace Policy
and Program, a surmary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or local drug and alcohol treatment
programs. | have had an oppotunity to have all aspects of this material fully explained; |
also understand that | must abide by the Program as a condition of 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 to testing for
the presence of drugs or alcohal in my body. | understand that submission to such testing
is a condition of empleyment with |[Company|, and disciplinary action up to and including
termination may result if:

1} I refuse to consent Lo testing.

Pl I'refuse to execute all farms of consent and release of liability that are usually and
reasonably assoclated with such examinations,

El| | refuse to authorize release of the test results ta the campany,

4) The tests establish a vicdation of [Company|'s Drug-Free Warkplace Policy

5) | otherwise violate the policy

| also recognize that the Drug-Free Workplace Policy and related documents are not
intended Lo constitute a eantrast between Iploy Inc. and me.

The undersigned further states thal hefshe has read and understands the abeve
acknowledgement and signs helow of hisfher own free will.

112224

5l RE DATE

WITNESS DATE

(
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Date tlanuary 1, 2018

To : ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

. OBJECTIVE

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

. COVERAGE

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

. POLICY STATEMENT

3.1. Iploy Inc, belleves that employees should be afforded the opportunity to work
In an environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines the employment relationship, Mo employes,
either male or femmale, should be subjected verbally or physically to
unsolicited and unwelcome sexuval overtures or conduct,

3.2. Sexual harassment refers to behavior that is not welcome, that is personally
offensive, debilitates morale and, therefore, interferes with work
effectiveness. Such behavior may be in the form of unwanted physical, verbal
or visual sexual advances, reguests for sexual favors, and other sexially
oriented conduct which is offensive or objectionable 1o the recipient,
Including, but not limited to; epithets, derogatory or sugpestive comments,
slurs or gestures anc offensive posters, cartoons, pictures, or drawings.

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

3.4, DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA. 7877 It provides that sesusl
harassment in workplace is committed by an employer, employee, manager,
supervisor, agent of the employer, or any ather person whao, having autherity,

influence or moral ascendancy over another in a work enviranment, demands,

oy ety
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission is accepted by
the object of said Act,

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

3.4.1, The sexual favor is made as a condition in the hiring or in the
employment, re-employment, or continued employment of said
individual, or in granting said individual favorable compensation, terms of
conditions, promotions, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish employment
opportunities or otherwise adversely affect said employee;

343 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 employes,

15 WHERE SEXUAL FARASSMENT 1S COMMITED

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

351, Inoroutside the office building or training site;

352 atoffice or t-aining-related social functions;

353, inthe course of work assignments outside the office;

3.5.4, at work-related conferences, studies or training sessions: ar
3.55. during work related travel,

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

16.1. Owert sexual advances;

i6.2. Unwelcome ar improper gestures of affection;

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

364, Any other act or conduct of a sexual nature or for purposes of sexual
gratification which is generally annoying, disgusting or offensive to the
vickim,
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3.7.

3.8

WHAT IS NOT SEXUAL HARASSMENT

Sexual harassment Joes not 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 effectiversess.

EMPLOYER'S RESPONSIBILITY

Iploy Inc, undertakes to provide its officers and employees a work
environment free o” sexual harassment by management personnel, by co-
workers and by othars with whom officers and employees must interact in
the course of their employment in Iploy Ine. Sexual harassment is specifically
prohibited as unlawiul and as a violation of company policy. The company is
responsible for preventing sexual harassment in the workplace, for taking
immediate correctiva 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 PROCECURE

4.1.1. Any officer or employes, who experiences or witnesses any act of
sexual harassment in the workplace, shall repaort the same immediately
to the Committae on Decorum and Investigation. They may also report
acts of sexual harassment to any other member of Iploy Inc
management or ownership. Al 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 is completed, all parties will be informed of the
outcome of the nvestigation.

4.1.2. A Committee on Decorum and Investigation shall be constituted and
shall be comaosed of the management and the employess'
representative to receive complaints, investigate and hear sexual
harassment cas2s. The Committee shall develop it own rules in the
settiement and disposition of sexual harassment cases. The Committee
shall also develop and Implement programs to increase understanding
and awareness bout sexual harassment,

RETALIATION
421 Iploy Inc. will sermit no employment-based retaliation against anyone

who Brings a complaint of sexual harassment or who speaks as a witnass
in the investigation of a complaint of sexual harassment

PRLEI
o oy
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4.3 WRITTEN POLICY

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

5. CONFIDENTIALITY

5.1. At the commencement of the investigation procedure at the Committee,
starting from the fing of a written complaint, or the manifestation of an
objection to an act or behavior, all matters discussed, documents reviewed,
letters and correspandences 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 honor shall be preserved for all the parties concerned
by keeping all information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper.

6. EFFECTIVITY

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

i

lrl L] ' lll
Prepared by: Jo HE"”P F. hkleciu
Human Resources

Reviewsd by ﬁﬁrfeduk Eamarillo Jr,
l}fr.tgg,‘ H Ope-atians

Approved by: Yisroel ¥, Gissinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Chairman: Alfred Camarillo Director of Operations
Secretary: Abelarda Dagalea Operations Manager
Members: Jo Hanna Melecio HR. Staff
Ma. Blesila Vestil CSR - Phone
Junamel Brigoll CSR - Phone

Submitted by:

Yis issi
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DATE : April 3, 2018

To : ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT

THRU : OPERATIONS MANAGEMENT

SUBIFCT : MEMO: RESTROOM GUIDELINES

Iploy Inc. provides umisex restrooms available so that employees can use them when they need
to do so. One s located inside the operation floor and second s in the hallway outside the
operation floor. However, those who are uncomfortable, has 1ssue with the unisex restroom.
we have a separate single, privaze restroom available for use.

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

Furthermore, it is essential that all employees should comply and observe the restroom
etiquetta:

®  Knock if the cubicle appears to be occupied, Don't peek under the doors.

&  Lock the cubicle door when you enter,

* Stand close enough to the pan or urinal 5o you don't wet the seat, walls or
flovar

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

= Papertowels goin the trash can, not on the floor or in the toilet bowl

& Wash your hands 1 prevent the spread of colds and the flu

*  Please use water and paper towels consarvatively

For yaur information and guidanze.

My (EEB
e —— o /ot /4
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Feliruary 27, 2008

To 4 ALL EMPLOVYCES

FROM HUMAN RESOURCES DEPARTMENT
THRLU OPERATIONS MANAGER

SUBECT

OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is lssued
employees on offlice attendance and punctuality

to ensurz the effective enforcement and strict observance of all

To ensure effoctive implementatian and monitoring of office security

1.

2,

4,

8.
10.

11.
12.

Employees are required te |
if the door is open
Employees are allowed to be insid
their scheduled time

Bags and/or personal items s
the production area

Once an employee logged in and
outside until thelr 1% hragk

Employees are enly allowed to stay in the office far thirty (30) minutes after their shift,
unless authorized aor has a3proval to extend their time

Pantry, recreation room and locker should be closed at all times,
their RF ID to access these rooms

Mo tallgating

Employee ID and RF ID shauld be worn at all times, lost RF IDs will
employes

No employees are allowed to stay in the waiting area for applicant.

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

Submit self to magnetic wand sca nning with the security personnel
Only water in a clear eontziner is allowed In the operation area and recreation room

g in and log out using the biometric and the RF 10, even
e the office and to Log in thirty (30) minutes before
hould be left in the locker before longing in/going inside

inside the production area, they can no longer go

employees must use

be charge to the

For guidance and strict complianca,

Al
o H !Lnf ‘(a 1
Hu Resources
Moted by:

il
Alfi rillo Jr,
Dvlrhiifr.h rations

& iPloy

prabiImpd

ooy

Scanned by CamScanner




iPoy Incorporated a

9™ floor, Ayala Center Cebu Tower 'P,oy
Bohol Avenue, Cebu Business Park =t AR

Cafou Chy 5OOO

DATE : MNovember 17, 2021

TO - ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBIECT : LOCKER POLICY

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

Please see list of rules provided below for your reference.

RULES

= ONE LOCKER OMLY per employes. NO sharing of lockers.

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

= Propersanitation is strictly obsarved (E.G. No storing of unwashed containers/mugs/utensils, etc.}

& NGO transferring of lockers, Traqsferring of lockers is subject to approval,

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

s Any sort of action that may rezult in damage to property is stricthy prohibited. This includes but is
not limited to graffitivandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs" knowledge or conzent, ete.

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

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

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

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

= NOLOITERING inside the locker room

& Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect or November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by:

General Manager Directo perations

| have read, understood, and agreed 1o comply with the foregoing policies, rules and conditions
governing the iPloy Locker Policy.

ure Over Printed Name/Date
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DATE

To
FROM
THRU
SUBIECT

April 3, 2018

ALL EMPLCYEES

HUMAN RESOURCES DEPARTMENT
OPERATIONS MANAGER

MEMO: CALL IN FOR OUT OF QFFICE

In order to properly monitor out of office employees, a new process to call in/report absence will
be implemented effective Monday, April 3, 2018

Guidelines;

1. In cases of late and/or absences, employes should report to Human Resources through
SMS or Call via HR hotline: 0917-709- 7074
2. Notification should contain the following information:

i
b.
P
d.

a,

Complete {real) Name

Deapartment

Team Leader

Call in for: (Whole day Absent, Half-day Absent, Late)
Heason

3. HR will be the one to send natification to Operations Management

4. Mo callin should be communicated through Team leads or any other employee. 1t should
be done by the employes or his/har relatives

5. Notification should be at least two (2) hours before the employes's shift

& If an employee is advised to rest/confined in the hospital, number of rest days as advised
by the physician should be indicated. Otherwise, employes must send notification daily

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

For your guidance and strict compliance,

MUb A PLEE T
M [% [ oy
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February 18, 2020

Ta ] ALL EMPLOYEES

FROM - OPERATIONS MAMAGEMENT
SUBJECT t ATTENDANCE BOMUS 2020

Bs we end the year 2019, IPloy would like to set clear key procedures and polickes. This memorandum serves as
reminder to be followed:

PAYROLL

1, Immaculate Attendance Bonus is for employees with perfect attendance, Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Fatlure to punch in - out for
breaks will also disqualify the employves. No waivers will be given,

2. Tardingss, Undertime and Over breaks will be deducted from the employee’s pay

3. Employess who tentered their resignation before the release of the Sign On Bonus [First Half or Second Half) will
MNO longer be eligible to recelve it.

4, Employees qualified for the Sign On Bonus {First Half or Second Half] will recedve it on the 30" of the succeading
micnth from aligibility,

5, Eligibility Tor the annual merit increase is based on overall parformance and management discration, Fay out is
at management's discretion.

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

" 1 day absence — the medical certificate must be dated on the day of abzence or the next day. Il 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 to work,

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

latest. It cannol be dated on the Saturday that immediately follows or that Monday that the agent Is to report back
o wiork.

. 3 days of absence or longer - thie madical certificate must be dated on the initisl day of absence ar the next
day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from the
inizial date of absence, Also, the advice to rest is inclusive of rest days.

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

that is Inclusive of the day of absence that the agent tock ta rest plus Saturday and Sunday — the agent must be back
to work an Monday,

M PRES [TE
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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 cannot be antedated,
o There must be a fit to work date.
a The only exception to the Medical Certificate date guldelines is if the emplayes has been
hespitalized.
VACATION LEAVES

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

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

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

4. The company and client have the right to disapprove leave requests and cancel approved leaves for those
emplayees who committed unscheduled absences on the prior month and on the current month of the requastod
time off including poor attendance records, sehavioral and productivity lssues.

Moted By: Approved By:
AY GISSINGER
HR 5 Chief Executive Officer
ALFREDD CAMARILLO JR.
Drector of Operations

Mhst, f+ FRECEITS
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Date : November 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

Subject : RE: SICK LEAVE POLICY

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

1. Employees are required to notify the HR hotline number (0917-709-7074) and/or send an email to
hr@iploy.com at least two (2) hours sefore 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 iliness or injury,
* Bereavement leave/s
* Emergency leave/s
* Power Outage/Internet Outaze (for temporary Work from Home set-up)

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

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

4, Below are the documents needed to provide to use the paid sick leave;
=  Employee’s iliness or injury

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

* Blacklisted Doctors and clinics’ will not be honored. [Please refer ta the
Blacklisted Clinic, Physician Memao)

* Bereavemnent leave (Please rafer to the Bereavement Leave Policy)

= Emergency leave

*# Validate his/her zbsence through supporting documents as to why she/he was
having emargency leave on the said date,

*  Power Dutage

= Certification frorr thelr electric/power supply provider (e.g., VECO, CEBECO,
MECO)

s [nternet Outage
¥ Ticket number from the internet service provider and/or screenshot/link of
official outage antouncement from the internet/telco provider
¥ Picture of the modem (showing red, no light in “internet”)

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

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

MG PEEE (TR
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o |f sickness claimed is fictitious or non-existent.

&) iPloy

6. The employee or his/her represen-ative must inform his/her immediate superior or HR if an
extension of SLwill be needed to recaver fram the sickness. A medical certificate must be submitted
before the expiration of the SL, Absence of notice and certification will be considered unautharized
unless the company physician, after due examination of the employee, certifies that extension of

leave is warranted,
This Memaorandum shall take effect cn November 22, 2021.
Please be guided accordingly.

Created by:

HR Mlana

" by

Angelo Manal
Operations Manager

Dire ar,P eratipns

“Geéneral Manager
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To
FROM
THRU
SUBIECT

& iPloy

Movember 12, 2019

ALLEMPLOYEZ=S

HUMAN RESOURCES DEPARTMENT
OPERATIONS VAMNAGER

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
their farm in Accounting office.

A member is qualified to avail of this senefit if:

1. He is unable to work due to sickness or injury and confined either in a hospital or at home far at
least four [4) days:

Z. He has paid at least three (3] months of contributions within the 12-month period immediately
befare the semaster of sickness or injury;

b

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

4. He has notified the emplayer or the 555, if unemployed, veluntary or self-employed member
regarding his sickness ar Injury.

Fallure to submit the documents within the prescribed period will free iPloy from any liability of thelr

claims.

For your guidance.

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

Sincaraly,

Moted by:

rrr arille Jr,
[Hir , Dperations
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HRM-2023-10-016

DATE : October 4, 2023

TO 2 ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

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

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

Rajah Tupas Medical Services

Bimbao H. Tequillo MD Clinic

Lalita E. Abelia-Libres, DMD

Dr. Omar Arceo, MD

Sia Clinle

Health Doc Diagnostics

Gaudiaso Montecillo Ir., MD

Now Serving

. Dr. Gulan Darnell Sumalinog

10. Tambut Medical Clinic

11. Clinles/Physicians without complete contact details such as but not limited ta the fallowing:
11.1 Doctor's nam=

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

11.5 Diagnosis

11.6 Recommendation

11.7  Fit to work date

Y

Mew Clinics added:
12. Enad Clinic
13. Bing Clinic
14, Gla Clinic
15. Veloso Clinic
16, Dr, Paclo N, Apul
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 ar the day after.
2. Strictly follow all Instructions provided in the recommendation. Proof of compliance, such as
areceipt for prescribed medications and laboratory results, may be requested.
3. HR/Clinic will validate all med eal certificates, including fit-te-work certifications. Remember
that no fit-to-werk certificate wll be denied entry.

NG PEEDITRR




L e & iPloy

Cabii Bamingss Park, Cebd Cry 5000

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 (sert through ermall] matches the original copy submitted to HR,

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

No diagnosis provided. Please note that 7 codes are not considered as diagnosis,

No contact information displzyed in the medical certificate,

Absence of physician's name and license number.

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

contacted.

6. Medical certificates with irconsistencies 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 consultations,
making them unsuitable for assence-related medical certifications.

N

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. Cansultztion must be done face-to-face,

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

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

at erf@iploy.com.
For strict compliance.
Prepared by:

N Afganza
Employee Relations Supervisor

MNoted by:
Y P pol— 0 i
stafia Nifo Angelo Alfredo
HR Manager Operations Manager Director of rations
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Datke . November 30, 2022

To 2 ALL Employess

FROM 1 Hurman Resources Department

SUBJECT 1 VACATION AND 5ICK LEAVE CONVERSHIN

Wa are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this conmection, all remalaing 5L credits are to be converted thus, 5L application is no longer
allowed until the end of the year,

As for the Vacation Leave (VL) convarsion, all unused VL credits will be released on the 30" of Decembear
2022. All employees can plot a VL request untll Decernber 8, 2022 ONLY. The actual VL dates will cover
only until April 30, 2023. Kindly take =ote of the reminders balow in reference to filing af VL

@ Mo retraction of approved Vs, If the employee reports for work on the actual VL date, the VL
will not be reimbursed and will ba voided.

® o rescheduling of VL once approved.

= VL date should not fall on a fccal holiday otherwise forfaited,

Mote: Approval of VL requests will bean or before December 14, 2022,

Furtharmore, If tha employes resigns v gats separated from the company elther voluntary or involuntary,
all available VL credits will be forfelted and will not be part of their last pay if;

®  Employes filed an immediate resignation and/ar failed to provide a 30-day notice,

o  Employee went on Absent Without OFficial Leawve (8WOL)

s Employee Incur any leave, absences, and/or any form of terminal leave within the 30-day notice
period with the exception that the employee provided & valld decumentation such as but not
limitad to hospitalization due to sickness, accidents, or contaglous diseases,

= Employes Incurred mare than four {4) hours of accumulated and/or total lote/undertime within
the 30-day natice.

@ Employee will have tssues with performance induding but not imited to quality, productivity, &
client @scalation within the duration of the 30-day notice.

* Inturred gny behaviorsl Infraction such as but not limited to Sleeping, Browsing Unredated
Websltes and etc.

Furthermore, SLand VL conversion maybe subject to tax. Should ¥ou have guestions pertaining to this
memo, feel fram to reach aut ta our Aceounting personnel at Accounting@iploy.com,

Signad:

HE Maniger

Accounting Manager

Moted by:

bt .

Operatians Manager (]} of

Approsd by

il
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December 17, 2019

To i ALL EMPLOYEES

FREI [ OPERATIONS MANAGEMENT

SUBRIECT E CLEANSING PERIOD

IPloy Stalling Solutions believes in giving employees enough room lor improvemsnt o strasghten out
employment in regards to comphlance to aur company's Code of Conduct, Thie aim of this appraach §s ta help
miotivats employess rectify passed olfenses and start srow.

Clennsing Period pertain 1o the time when an emgloyee who has been subjected o @ Disciplinary Action {DA)
Is empected to improve performance. Arphe tme & glien 1o correct improper behavier and cefrain from
commitiing any other mfractions,

If an employee doss not comemil the same infraction for the specilied cleansing period, the pragression of the
disciplinary action will slide back to a level depending on its type. Please rofer to table below:

 Attendance
Productivity 6
Behavioral | 13 |

The caunting of the Cleanting Periad will start based on the date wiven DA was decided upon. All documentatisn
for infractions will still be kept in the Employes’s 301 Flile regardless what period of progression,

The Cleansing Perlod is effective lanuary 1, 2020 covnring DAs b manths and older

Sincersly yours, Approved By
A lefl7
1AY GISSINGER
Opfrationsidanager Chief Executive Oificer

Ml Pesivmns
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CODE OF COMDUCT AND DISCIPUNE [Table of infractians]

L STATEMENT DF POLICY

The Code of Conduct and Discipéine i designed to engane heaithy ard positive workng
amirgrment, and hopes Lo mainilein end yphold professionalism among (Floy inc, employees.
i!%ggﬁsiig ke attairrrent of the Company's
Soals and objectives. & in.ﬂ.innnina.&h that the Code 5 not means o be copresae roe

it
inc.
. DOCTRINES TO GOVERM THE COMPANY'S CODE OF CONDUCT AMD DISCIPLINE
1 Thee right to diescipline and divcherge smglovess for ust and proper caises ls maragement's

prefagative enshiihin fram the 1087 Philsgine Contitation,

2 Fairmess gnd justicos shall always goeern the i position of disciplinary actiors. Bdaling Laoor
NLarws, imgabmmarting Auies 2nd Jurisprucence will always be Cousrved.

i1 The tull and strict malmienanoe of discipling is the management's responsidaty. Thos, it snal be
tha priemary concern of immediate superioes and department heads 1o inltfate any daciplinary
actions agairst their subsrdinates whenever a violation of the "uls s commitbed.

4. Adrministratiee irvestigations and other proceedings shall be conducied expeditously,

5 impodition of persltie when warranied, shall nol be cancalled, ror delayed lor any reason.

& The rights of the respondant & provided Tor by Law thall be guaranteed,

7. The maragernent may Mmiligate (he penaity 1o be imposed, sublect homeyves I Management's

approval and upon compliancs 0o The conditiont set o by the latier
B cases of multiole vislations of this Code, the following nae shall appiy s 1o the penalty o be
rpoiad:

oy Ircry pod e as
[~ Fians WY Towes

T epeure & iPloy

Tk datw ol e incidpre
& Human Resources will Ssue 3 Notoe i Explain (NTE] o The srpioyss within 1 worng
dayp
3 Deest Supsrior should esech e ermployss within 5owerting days from the Suanee od
e NTE.
4 Craching Form ang Witten Explaration of the empioyes should b submitied within5
wrar kS dawyt T the ivsusrte of The ATIE
5, HRwlll lsue Soboe of Dechann with & witheuT w@noliosd witkn § day Som the recsipt
ol this Coacking Form and Wiitten Explaration.
a Failang be provics Writte E?ﬁi.nﬂda te o waives of the smployee's
right ba be heard and conficms that ail the detds in the incigen Aepert ane bus and
Lo R T T
b [apaes i Gln-..ﬁ_.ﬁt_ﬁ!._ Hn.-_..nuu.. — Meglect of Duty J irsunorsination
C Lagses i The cme i will ret wid the [T LS

IW, GENERAL BEHAVIOLAL STANDARDS
2 @n Moy ermployee wa Spert Dt you will maet the Tollowing Betumiors] sandards:

& Proper Conduct and Decorom = sxpected from you within the ofice and cytids when
pridanlivg U Comparry. Thiincludes spproprizte dress, attending the office rescy to work, use of
oroper and decent Bnguage, cbasrvanee of proper office snd work decorum, rainteining proper
relaionships with your cofieagues, customers and grir sndividuals rot in The empley of the comesny,
ahmervarce ol and compliarce with sxsting lows ol the Prippines.

Capital svaRatle 1o 1 Company; burming wo for work ready bo work on time o the tme, lollowing the
appropriabe brak o liriibh thnes, getting on with the job and perfoming the: job o the best of your

ahbility, positive attitude and dedcatian 4 R’ work ssignment, supparting superviiomn and those in
_...!.__-ln..!__..

. Following rules on custore: are sl relations and alwisy rusiniaining 2 prodessional hetpha
aktifisde with customers

o Waintenarce of health and safety of the affioe and peopie ancund you, A proper atkitade
torwards cleanliness and proger housexseping @0 The office, gocs Peaith of yourss! gnd olen aroued
wour, amsist in the security of the offics, foliowing Bagic cele iy procedure.

e Proper we of Comgary Property, Taclites and securily (o probect comasny and employes

!Feuqidi_.ﬁ!iui:nigtgi&_ﬂ.##%i proftect the
Integrity of all Company cperating dats and information, aporaoriste use if ol Company equipment for

work related purposes, progeriy ssosun for all Company funds received.
L‘ﬁ\
¢ LI
s W
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This Code shall apaly 1o 2 (Ploy employess, regardies of status or posiiioe neld,

I, Types of Offenses

Levwel 1 = Infrastons whizh are mingr In nature bt which may becerms heb3ual snd Sirugtive F rat et~ tifeacti
canrected. | sﬂﬂlwwiiliizli BETkerasaiy 15 the

Lewel 2 - Serious odfense which caudel clay in aperstions, mey poie threat, haem, of deng=rto e ol Thas Dk
Compary progerty and/er Bves of Individuah. . Biri
5 nor-mord relaed

Lewel 3 = infractions whsch will destroy the company's image and repataton, It caubes subtiamial o

tha comparty and can result to oritical operational disruptio. A eritical offervae that has compromines lapizp. Anh/mriatie
tha wcurity of the smaloyess, the integrity of Clisn, the safetty of curtomer's lormation ard 1he drhers, camacn, e
stabiiiny of the business. 1 E._..lga”-—i.

fil. Table of infractions T uneusonig
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RECERT OF THE CODE OF COMDUCT AND DISCIPUINE POLICY

This is bo acknowiedge that | hawe read the

- Lol 3

AND HAVE READ AND UNDERSTAND ITS ENTIRE CONTENTS.
EMIPLOYEE SIGNATURE

15 oiher damaging eieconic Ll 3

Hsmiszal

W1, Sawing Clause

1 Termiraticn of an employes shall sutamatically bes him/her from re-smploysrent,
1 The penabty of dismissal shall not prejudice the right of the company b initate court action

mpairet The erring emplopee.
3. This Code shall superuede sl other exsting polices, rules, memes, and the lice, and all poficies
o b implemented, i the sme = found 1o be incorsistent with the Code of Conduct.

VAL Approal

lay Gissinger

Dwemer

and Chiel Buscutive Cficer

Company's Code of Conduct and Descipling and understard
trat It sats Torth the te e and conations ol my employment ¢ well as the duties and resporvibilities,
and ooligation of employment with the Compary.

| alas arkricradedpe that the Company ressrves the Ak 1 revios, Selete, and a8 (o The provions of
this Code of Corgluct and Descipline., or condition of employment can be established by any other
starement, conduct, palicy, or practics

-ﬁuﬁ
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