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Employee Training Agreement

This Employes Training Agreement is made an lanuary 15, 2024 between iPlay, OPC, with its place of business at
the 16" floor One Montage Tower, Archbishop Reyes Avenue, Cebu City (*Employer”] and
[Employee's Name], an  individual with the address of

YISH . LABBUGON, CEBU CITY [Emplayee's Address] ["Employes™),

Recitals:

A. The Employer is providing a one-week training program to the Employee to enhance thelr skills and
knowledge in the field of Custamer Service and as part of the Onboarding process

B. The Employee has agreed to participate in this one-wesk tralning program

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

agreed 1o the terms and conditions concerning the Pre-Employment Medical Examination [FEME] and the

submbssion of Employment Requirements,

Agreement:

1. Training Obligation: The Employee agrees to attend and complete the one-week training program provided by
the Employer. The training will commence on August 5, 2024 and conclude on August 9, 2024,

2, Salary Payment: In consideration of the Emploves's completian of the training, the Employer agrees 1o pay the
Employee a salary for the duration of the training, payable at the nearest pavout sehedule {15" or 30" of the
manth] upon successful completion,

3. Non-Eligibility for Incomplete Training: The Employee acknowledges and agrees that if they fall to complete the
ene-week training program for ary reason, they will nat be eligible to receive the salary payment for the
training period.

4. Pre- emplayment Physical Examination (PEME): The Employea acknowledges and agrees that if they fail to attain

their employment with the cempany up until regularization. The cost of the pre-employment examination will
be deducted from the final pray

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

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

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

By signing below, the parties acknowledge that they have read this Agreement, understand It termis, and agree to
be bound by them,

El . Mata

=] + F, 2oaj

Employee Complete Mame & Signature/Data Onboarding Specialist
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NON-DISCLOSURE AGREEMENT

THIS AGREEMENT is made on (Date) Ayguet &, 2024

BETWEEN

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

2. dﬂgﬁlq fe E_rﬂgmm (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 herainafter referred to as "Proprietary Information” of the

Disclasing Party,
OPERATIVE PROVISIONS

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

L1, tohold the Proprietary Information in strict confid ence and to take all reasonable
precautions to protect such Froprietary Information (including, without limitation, all precautions
the Receiving Party employs with respect to its own confidential materials),

12. nottodisclose any such Proprietary Information ar any information derived therefrom to
any third person,

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

L4, notto make any use whatsoever at any time of such Proprietary Information except to
evaluate internally its relation ship with the Disclosing Party, and

L5, not to copy or reverse source any such Proprietary Information. The Receiving Party shall

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

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

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

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

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

24, was independently developed without use of any Proprietary Information of the Disclosing
Party, The Receiving Party may make disclasures 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 Pro prietary 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 farm incapable of return or has been copied or transcribed
into anather document, it shall be destroyed or erased, as appropriate,

4. The Receiving Party understands that nothing 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 respon sibility or liability is or will be accepted by the
Disclosing Party, ar by any of its respective directors, officers, employees, agents or advisers, as to,
orin relation to, the accuracy of completeness of any Proprietary Information made availahle to the
Receiving Party or its advisers: it is respansible for making its own evaluation of such Proprietary
Information.

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

Agreement is held to be lllegal or unenforceable neither the validity, nor enforces bility 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 ather reasan without the prior written agreement of both Parties, This
Agreement constitutes the entire un derstanding between the Parties relati Ng 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 ar referenced herein, supersedes al| 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
Farty is located (or if the Disclosing Party is based in more than one country, the country in which its
headquarters are located) (the "Territory”) and the parties agree to submit disputes arising out of or

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

IPLOY OPC
By: Onboarding Specialist
Name: Jade izo Mata

Title: On in ecialist

Address: #35 Salvador Extension Labangon
Cebuy City
DHLE: ﬂu{! " -"l-_x ﬁfﬂ‘%

Receiving Party

By Mew EmF[Q:I.fi
Name: dﬂﬂl!'n L: E]},&mh

Titlg: LSR

Addf%fﬂ-—taﬂ._d-mhnqgm_hbu_%
Date: jﬂg,,ﬂ: &, doay
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PERSOMAL DATA SHEET
INSTRUCTIONS:
1. Answar the questiond completely and honestly In the spaces provided.
1. Pleasa PRINT legihly.
3. DO MOTLEAVE ANY SPACE BLANK. Write *n/a”, “nat applicable” or “nane”
HR-PLS-0]
|Far HE b anly] [Far Flt use ondy] o MR e ondy)
EMIPLOVEE NS BER DATE HIRED DEPARTREENT

T A 6, 3

Bassc Informateon B Comtact Details

| FIRST MaME: BAIDGLE ML

BIMNGLULA FHELTN LIBRADILLA
HICKMAME HH M MOTHER'S FLALL MAIDEN NAME: JOeFPRIME LIBRADILLA Bl NELYLE

CURRENT ADDRESS [ouse & f Lath / Bilock 0 f Stroet. Barangay, Murscipalay | City, Frovince, 2ip Cade)

LAST MAME

Tlsh . LARANGON

PRONINCIAL ADDRESS {Housa # / Lot 7 Block & | Stroet, Barangny, Maniopality J Gy, Provines. i Codel

S0 Lomeoy , MINOLES » BRRIC] ; chpy » Wodw

Land Fhone No Mabile Na “'m.”an' | Wekie o
555 Mg -IBIG BLHEALTH Ho —]
Bl ﬁ-&-‘l”h ~g PAG-1BHE Mo FRELHEALT i TIN
BIRTH DATE WATH PLALE GEMDER BLOOD TYPE N
lo-e2- 2001 piMoLos , BAR]L] FEMALE
MARITAL STATLS HAME OF SPOUSE (Marrica) | Email Adcress)s)
fe Single
| } Logaily Separated
[ | Married e myr abingeuly @ gmafl: com

| | idicr Widower
I

Are you relafed by kinship or marniage up to the 37 degres 1o any cureert employee of IPloy?
I 1¥en [A" Ko IFYES, give NAME and RELATIONSHIP

NAME OF SPOUSE [ married| SPOUSE "5 EMPPLOYER SPOUSE'S DATE OF BIRTH
.. ! g

ﬁ;ﬁsm | 9 | NG. OF SISTER/5 | 3 | NO. OF CHILDREN | H.'I-"" ; I';!ﬁ"*_h'ﬁ‘:_blﬁﬂr - [ cth
RARE OF CHILDREM [If arry] DATE OF [MATH NAME OF 5IBLINGS “ﬁf;ﬂ'
SHEILR AMMNeACRAYTE Jerf;-x'ﬂ,nu
ANHA MAE L. pEROULS Mo l:: 199
WJERHEEY LB N GouLA e a.ﬁ- T
WAY2IEL JPan miNaown | Fov W oaEs
FATHER'S NAME i"::rﬁr | ocowamon | seormens sz oATEGE | e s
ELMER 8- BINGoad 7 % | ligag e i T
mr::ﬂ:;mn CONTACT PHONE MO, REU“DNS;SI: t::;f‘lmm'rm
o e -1 e —

Mortage « 16ih Flasr One Mcnlngs Towsr, Archbishes Reyss Ave, Cabu City [] MEY- 11th Flocr MSY Tawer Poscadonss Rasd Cabu
Businwan Park. Catiy City 8000 71 ACCT — 8 Plocr, Ayaln Canler Cai Towar, Cobu Busingss Park, Cabu City




. DATES ATTENDED GRADUAATE
LEVEL MAME OF SCHOOL & ADDRESS [ ' ftms. oe No
r !
umw.ml.n?mluu SATRW ELEN - fr.H-WLJI et 2o - 201y Yeo |
SECOMDARY EDUCATION B P S )l'ﬁuq.:.“ « Badli | a009- aeac es
| Course:
VOCATIONAL
& NON-DEGREE COURSES
Dogras/Coure: BTLED = HE
TERTIARY EDUCATION £Tu -.?ﬂi‘ln"iﬂﬁ EXT. cAinpus 2013~ 2o2y¢ T-l&
ﬂﬂlm! -1'-5 : _‘-Jlﬁ )
POSTGRADUATE & GRADLATE
STUDIES Dagree:
Dungrseri

PART &

Emiployment History

{Fram mvast recent and for all

EMPLOYER'S HAME 1'J X ADORESS & TEL MO,

| -
KB TITLE SALARY FERIOD COVERED fmen/yr]

FROSE Ta
BUPERVISORS NAME SUPEEVISOR'S TITLE EPPLOYEES SUPERVISED -
. |I.F.ID|]|E=|:I|D:' -

BLASON FOR LEAVING
EMPLOYER'S NAME ADDHESS & TEL MO
JOB TITLE SALARY PERIDD COVERED | men/fyr]

|'_ “FROM O

_S-E';EH'-'ISF.IR" NAME

SUPERVSIOR'S TITLE

EMPLOYEES SLIPERVISED
[# snplicable)

REASCM FOR LEAVING

EMFLOYER™S NAME

ADDRESS & TEL. ND

OB TILE SALARY FERIDD COVERED {men/yr]
FROM Ta
“SUPERVISON'S NAME | SUPERVEOR'S TITLE EMPLOYEES SUPERVESED
| | spplicabia) _

REASCIN FOR LEAVING

EMPLOYER'S NAME

ADDRESS & TEL MO

JOB TITLE | SALARY PERIOD COVERED [memiyr]
FROM To ]
SUPCAVISOR'S NAME I SUPERMSOR'S TITLE EMPLOYEES SUPERVISED
| |i# applicable}

TL&_S-E:IN FOR L EAVING

ERMPLOYER™ NAME ADDEESS & TEL. MO,
J0B TITLE SALARY PERICE COVERED {mvnfyr]
FROM o il
SUPFRVISON S HAME | SUPLRVISOR'S TTLE EMPLOYEES SUPERVEED
[ 3pplicable]

REASON FOR LEANING

Boriags - T8ih Ficer One Montage Tower, Archbishop Feyes S, Cabu Cily 1) MSY- 1118 Flsar MY Townr Pescadorss Fioad Cobu

Businga Park. Cobu City B000 11 AGCT = S Flase, Ayaln Cenler Ceby Towsd, Caby Businoss Park, Cabu City
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Pursuant fo: (] indigenats Meople's At (R4 BI710; i) Mage Cortr for Diaobled Pernans (R4 T277); and Sale Perenes Welfare Act 2000 (14 8972)

| e onswer the folowing itams:

{ e you a member of any indigenous groug? O %5 | & Ho If yis, plisse specify:
| Do you identify a3 differently-abled? 0O vis | & no if yos, please specify:
fre you a solo parent? 0 YES & no if yes, please specify:

_Give name, oddres, and Pelephane numibers af theee (3] persans wha koow yow aliver than thase pou hovwe worked with,

MAME ADDRESS TEL NO.
LuJosephine L. Bingeala | Bacli ,Cebu | 0915 3| wode
2 _Aung Mae L- Bene|a - Minolos E-n.EﬂL._mhu__E_?ﬂ!_hﬂLMF_
) Fesilan Llgaes |  Nakbystueas . Beci]i Cebu | 09j0 go) 2895

Oither Chealiicotions

dob-related training courses (@hve ttie and wear), Job-rekanird ahill (other nnguages, compurer ead information technuiogy, fools, mechines, eer.), fob.

reinted cetificates and Boenses fearremt only), Job-reloted awards oad spetial oreompbshments (pubkcations, memberships in grofeskanal o hanor
sasichies, ieanerifie oofivittes, publlc speoking, amd pedormorer ewandsl, Ghve dodes ond send documeats

DATE fmmyrsce)

DESCRIPTION / TITLE

FART 10

ADDNTIONAL IDENTIFICATION

TYPE | CONTROL NG,

PASSPORT DETAILS

EXPIRY DATE

WISA DETAILS [if applicable)

DRIVER'S LICENSE

DOTHER GOV'T. ISSUED 1D3: [For
axarmple: 555, TIN, SOLO PARENT
I0, PRC, ACR, otc.}

ow = 41T e~ 5

MILITARY / GOVT, f OVIL
SERVICES (if any}

| CERTIFY that, t0 the best of my knawiedige and belied, all the information on an st
faith. | ANDERSTAMD thad Fabse or draudulent infarmatian on ar attsched to

Have iau ever been Tarmally charged of an I} ¥es i "re's", please gve degadls:
administrative / chvil\criminal offense? ¥ nio
Have you ever boen convicted of an [ ] Yes If "Yes", please give detalls:
administrative ¢ cialferiminal offerisa? ho

CERTIFICATION

eenployment fram IFley, | UNDERSTAND that any information | Alve iy be investigated

eqﬁe n@vu

Mioriage - 18th Flocr One M

Bussintan Park,

tachied ba this documient is irus, correct, complels snd made in gaod
this application mary be graunds for nat hinng me ar terminate my

Augush €, 202y

Date Sagred

oniage Tower, Archbishop Reyes Ave, Cebu City 11 BSY- 1165 Floor MSY Tower Pescadoms Road Cebu
Garbu City 8000 71 ACCT - 08 Flaor, Ayada Canihar Cobu Towsr, Cabu Business Pak, Cabu ity
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

[, ht!“n L+ ﬁq?. Ja hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past employment, cansumer reports,
education, and criminal history record infarmation which may be In any state or local files,
including those maintained by both public and private arganizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other
information which may be material to my gualifications for employment. A telephone facsimile
(fax}, scanned copy or xerographic copy of this cansent shall be considered as valid as the original
consent.

| hereby consent to the Company's verifying all the informatian | have provided on my application
form. | also agree to execute as a condition of employment or a condition of continued
employment any additional written authorization necessary for the company to obtain access to
and copies of records pertaining to this information. With regard 1o the foregoing disclosures, |
hereby agree to release any person, company, or ather entity fram any and all causes of action
that otherwise might arise from supplying the Company with information it may request pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
omission made by me on this application or any related document, will be sufficient for rejection
of my application or of my immediate discharge should such falsifications or misrepresentations
be discovered after | am employed,

| release Iploy Inc., its employees, designated representatives, agents, officers and trustees from
any and all claims of liability or damage due to either the procurement or the true and accurate
disclosure of such recards or information,

Applicant Name: BMELTM L. BiNGoulfd
Present Address: MiMowos 2 BARILL 3 CERY

Social Security Number: O M| ﬂhg Date of Birth: i ~pa- apg)

Signature; 7 aealaa .
- T
ate:_ Auguet § 3034 0
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SIGN-ON BONUS POLICY

Policy:

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

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

= Aregular employee

*= Noresignation submitted before the releasing date of the sign-on bonus

= Must not be on any form of floating status

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

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

Releasing of Sign-On Bonus:

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

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

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

ﬁ%m_u_hw LRELE |
Signature r Printéd Mame/Date
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UNDERTAKING

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

Policy Title : Dress Code Policy
Revizsian Mo ;01
Effective Date : June 132022

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

_E’;:‘_"“Eé E&EE;TH L. fugush & 2024
Em @ Mame and Signature Date =

Noted:

ata Ob|0s g

list Name and Signature




iPloy Gift Policy

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

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

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

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

a. 1% Instance = Written Warning
b. 2™ Instance- Final Written Warning
€. 3" Instance- Dismissal

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

Employee Acknowledgement

I'have read, understand and agree to comply with the foregoing policles, rules and conditions gaverning
the iPloy Gift Policy.

NamE:_,ngemln . ﬁnd&n L-
Signature: ‘_“O-ﬂﬂﬂw Date: 4,5..‘# 5, avay




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 how It can be linked back to the arganization and
work colleagues,

All employees should be aware that IPlay regularly monitors the internet and soclal media abaut its work
and to keep abreast of general internaet eommentary, brand presence and Industry/customer perceptions.
iPloy does not specifically monitor social media sites for employee content on an ongolng basis, however
employees should not expect privacy in this regard, iPloy reserves the right to utilize for disciplinary
purposes any information that could have a negative effect on the company or its employees, which
management comes across in regular internet monitoring, or is brought to the organizatlon’s attention by
employees, customers, members of the public, ete.

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

* Publishing material that is defamatory, abusive or offensive in relation te any employee, manager,
office holder, sharehalder, customer or ellent of the campany;

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

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

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

= Be aware of your association with the company when using enline sodal networks. You must
always identify yourself and your role If you mention or comment on the company. Where you
identify yourself 35 an employee, ensure your profile and related cantent is consistent with how
you waould present yourself with colleagues and clients. You must write in the first person 2nd
state clearly that the views expressed are your awn and not those of iPloy, Wherever practical,
you must use a disclaimer saying that while you work for the company, anything you publish is
your cpinion, and not necessarily the opinions of the company.

* You are personally responsible far what you post or publish on socal media sites, Where it is
found that any infarmation breaches any policy, such as breaching confidentiality or bringing the
cempany Into disrepute, you may face disciplinary action up to and including dismissal.




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

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

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

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

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

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

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

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

Always remember on-line content is never completely private;

Regularly review your privacy settings on social media platforms te ensure they provide yvou with
sufficient personal protectien and limit access by others;

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




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

Specific Managerial Responsibilities

By their position, Managers have obligations with respect to general content posted on sodal media,
Managers should consider whether personal thoughts they publish may be misunderstood as expressing
thie company’s opinions or positions even where disclaimers are used. Managers should err on the side of
caution and should assume that their teams will read what is written. A public anline forum 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 1s not exhadstive, In situations that are not expressly governed by this policy, you must ensure
that your use of social media and the internet is always appropriate and consistent with your
responsibilities towards the company. In case of any daubt, you should consult with vour manager.

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

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

Employee Acknowledgement

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

Marme: _ BIMGOUL A, ANEISKN | .
Signature: — eatlaa .
_/ U

Date: ik Lol ﬂ.l?
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Cishea Doty G000
Date : February 22, 2018
Ta :ALL EMPLOYEES COMCERNED
Fram : Human Resources
Thru ¢ Operations Manager

Subject WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

1 OBIECTIVE

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

L2 This policy is also aimed al addressing the stigma attached ta HIV/AAIDS and
ensuras that the workers' right against discnimination and confidentality s
maintained,

2. COVERAGE

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

3. IMPLEMENTING STRUCTURE
3.1 Iploy Inc. HIV/AIDS Program shall be managed by its health and safety
committee consists of representatives from the different divisions and
departments
4. POLICY STATEMENT
A1 BASIC INFORMATION OM HIV/AIDS
411, What s HIV/AIDS Y
4111 It 15 a disease caused by a wvirus called HWV (Human
Immunodeficiency Virus). This virus slowly weakens a person's
ability to fight ol other diseases by attaching itself to and
destroying important cells that control and support the human
imImiune systen,

4.1.2 How HIV/AIDS 5 transmitted !

4121 Unprotected ses with an HIV inlected 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 needles,
4124, Transfusion with infected blood and blood products; and

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

4.1.3 s there a cure?

4.1.31.  No. However, there are antiretroviral drug combinatiohs that
are available when properly used, result in prolonged survival of
people with HIV. Holistic care of people lving with HIV-AIDS and
comprenensive  treatment ol opportumstic  infections  also
dramatically improve quality of e

5, GUIDELINES
5.1. Preventive Strategies
=11 Conduct of HIV-AIDS Education
5111 Who will conduct?

The Medical Clinic of Iploy Inc,_in ceordination with the Health and
Safely Committee shall conduct HIV-AIDS education to all employess
for free. This shall also farm part of the orientation of newly hired
employees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be wused for this
PLUTPOSE.

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

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

5121, Screening for HIV a5 a prerequisiie to employment s not
mandatory

5122 The company shall encourage positive health seeking behaviar
through Valuntary Counseling and Testing

BiNG , L.




orhemant @HPIO

Pery L aitoied Bosil Cobii By Paiy gt l-|-u-|
b Cliy AN

5123  The company shall estabhsh a referral system and provide
access (o diagnostic and treatment services for its workers, Referral
to Social Hygiere Clinics of LGU for HIV screening shall be facilitated
by the company's medical clinic staff,

5124, The company shall likewise facilitate access to livelihood
assistance for the affected employee and his/her families, being
offered by other government agencies.

6. SOCIAL POLICY
b.1. Mon-discriminatory Policy and Practices
6.1.1, Discrimination in any form  from pre-eemployment to  post-
employment, including hiring. promotion or assignment, termination af
employment based on the actual, perceived or suspected HIV status of

an individual is probibited.

6.1.2. Workplace management of sick emplayees shall not differ from that of
any other [liness.

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

b.2. Confidentiality/Mon-Disclosure Policy
6.2.1. Access to personal data relating to a worker's HIV status shall be
bound by the rules of confidentiality consistent with provisions af RoA.

E504 and the ILO Code of Practice

B.2.2. Job applicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical information,

6.2.3. Co-employees shall nol be obliged to reveal any personal information
relating to the HIV/AIDS status of fellow workers

6.3, Waork-Accommodation and Arrangement

63.1. The company shall take measures to reasonably accommodate
employees with AIDS refated illnesses

632 Agreements made between the company and employes's
representatives shall reflect measures that will support workers with
HIV/AIDS through flexible leave arrangements, rescheduling of warking
time and arrangameant far return to work

BIMG . o L
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
7.1. Emplayer’s Responsibilities

7.11. The Company, together with employees/ labor organizations, company
focal personnel for human resources, safety and heaith personnel shall
develop, implement, monitor and evaluate the workplace policy and
program on HIV/AIDS

112 Provide information, education and traning on HIV/AIDS for its
workforce,

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

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

7.15. The Company, through its Human Resources Department, shall see ta
it that their company policy and program is adequately funded and made
known to all employees

7.16. The Health and Safety Committee, together with employees/ labor
organizations shall jointly review the pollcy and program and continue to
improve these by networking with government and organizations
prometing HIV prevention,

1.2, Employees’ Responsibilities

7.2.1, The employee's organization shall undertake an active role in
educating and training their members on HIV prevention and control,
Promote and practice a healthy lifestyle with emphasis an avoiding high
risk behavior and other risk factors that expose waorkers to increased risk
of HIV infection.

#.2.2. Employees shall practice non-discriminatary acts against co-smployees,

1,23, Employees and their organization shall not have access to persannel
data relating to a worker's HiV status

724, Employees shall comply with universal precaution and preventive
Mmeasuras.
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8. IMPLEMENTATION AND MONITORING

8.1. The Safety and Health Committee or its counterpart shall periodically manitor
and evaluate the implementation of this Policy and Frogram

9. EFFECTAITY

9.1, This Policy shall take place effective immediately and shall be made known to
Bvery employes,

Wl um
. Mealecio

Prepared by: Jo H
Human Resources

Reviewed by: freanu amarillo Ir
Dil,’E[l‘Dl &ratlnn\
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Date :lanuary 1, 2018
To S ALL EMPLOYEES CONCERNED
Fram - Human Resources
Thru : Operations Manager
Subject | WORKPLACE POLICY AND PROGHAM ON TUBERCULOSIS {T8] PREVENTION
AND CONTROL
1. OBJECTIVE

1,1.To assist the government in its campaign against Tuberculosis (TB) in compliance
with the Department of Labor and Employment's Departmant Order Mo, 73-05,
series of 2005 - Guidelines for the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Contral in the Workplace,

1.2,To provide initiatives to prevent the outbreak and spread of tuberculosis in the

workplace, and to treat, care, and support employees who become afflicted with
tubereulosis

2. COVERAGE

2.1.This Program shall apply to alf employess regardiess of their em ployment status,
3. POLICY STATEMENT

3.1.The company seeks the provention of the spread of tuberculosis, as well a5 the

treatrnent, rehabibitation, and restoration to work of emplovess wha cantract
this disease, To achieve this goal, all employees are strictly mandated to undergo

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

3.2.4l50, in line with this, a TB awareness program shall be underiaken through
information dissemination, which shall include its nature, frequency {occurrence
in & selecied population) and transeission, treatment with Directly Obizerved
Treatment Shaort Course (DOTS), and contrat and management of TR in the
workplace, This shall be handied by the Office of Health Services (Infirmary] ar
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company’s accredited
health provider.

3.3.The DOTS is a comprehensive strategy to control TB, and |5 composed of Mive
components, which are:

131 Political will or commitment to enduring sustained and quality TH
treatment and control activities;

332 Case detection by sputum-smear microscopy among symptomatic
patients:
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333, Standard short-course chemotherapy using regimens of 6 to 8 manths for
atl confirmed active TB cases (i.e., smear positive or those validated by the
TR Diagnostic Committes). Complete drug taking through direct
observation by a designated treatment partner, during the whole course of
the treatment regimen;

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

335 Astandard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tubercubosis control
pragram’s performance averall

3.4.Employees must be given proper information an ways of strengthening their
immune responses against TB jnfection, e, information on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and good personal hyglene
practices. However, it should be underscored that intensive effarts in the
prevention of the spread of the disease must be geared towards accurate
information on ils etiology and complete performance overall.

3.5 mproving workplace conditions:

351 To ensure that contamination from TB arbome particles is controlled,
workplaces mist provide adeguate and appropriate ventilation [DOLE
Oceupational Safety and Health Standards, O5HS, Rule 107601} and there
shall be adequate sanitary facilities for workers,

3.5.2, The number of employees in a work area shall nol excead the required
number for @ specified area and shall observe the standard for space
requirement. (05HS Rule 1062)

3.6.Capability building on TB awareness ralsing and training on TH case Finding, Case
Holding, Reporting and Recording of cases and the implementation af DOTS shall
be given to Company health personnel or the occupational safety and health
commities,

3.7.5ocial Policies:!

371 Non-discrimination: Employees who have or had TB shall not be
discriminated against.  Instead, they shall e supported with adeguarte
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 wark 45 soon as their iliness is controlied

372 Work Accommodation: Through agreements made between the
management and the employees, work accommodalion measures 1o
Suppart  employees with TB s encouraged through flexible leave
arfangements, rescheduling of working times, and arrangements for return
1o waork.
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3.7.3. Restoration to Work: The employes may be allowed 10 relurn Lo work
with reasonable working arrangements as determined by the Company's
Health Care Provider and/or the DOTS providar,

1.8 Employes Responsibilityg:

3481 Employees who have symptoms of TH shall immediately seek assistance
from the Company's Health Services Provider

3811 An employee who has the symptoms of TB s required to initially
wear a face mask (especially while inside the office) and observe good
hygiene practices, at least until declared by a competent medical
practitioner to be safe from lransmission,

3.8.1.2. Similarly, for those at risk, €., those with family members with TB
or thase exposed to a co-employee with TB, it would be prudent to
observe the same good hyglene practices until declared free from the
disease and safe from transmission

38.2. Once diagnosed o be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employes's choice. However, it s imperative that the one
strictly adheres 10 the course of treatment. Failing to dutifully ohserve the
treatment course may give rise to complications, such as resistance or even
the failure af treatment, which may make it harder to treat the infection and
result in @ longer absence

3821 An absence from work due to medical reasons of over six [6)
months may result in the termination of one's employment as
provided for by the Laber Code of the Philippines under Art, 284 -
[hsease as Ground for Termination,

3.83. Employees are required to undergo an annual compulsory chest X-ray
thraugh the Annual Physical Examination. |l for any reason an employee
fails to secure a chest x-ray ai thal time, hefshe shall be directed to secure a
chest y-ray at an accredited clinic by his/her respective Infirmary/Health
Iervices.

3.9.The Company shall ensure that any T8 occurrence in the workplace (5 traced and
that all contacts are clinically assessed, as much as feasibie.

310, An employee afflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and who is firvally
declared to be In a non-communicable stage, may be allowed back to work
subject to being given a medical clearance by a Company designated physician,

311, Emplovees (those afflicted with the disease or those identified undes
contact tracing) who refuse o cooperate and dutifully observe lawiul
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instructions (undergo a medical check-up and/or treatment), may be Siubject to
disciplinary action proceedings for insubordination (the penalty of which may
fange up ta the termination of one’s employment)

4. PROCEDURE

4.1, The respective Health Services of the Company {and/for the contracted Health
Services Provider) shall coordinate with the Oceupational Safety and Health
Coanter who  shall provide preventive and technical assistance in (he
tmplementation of the Workplace TB Control and Management Pragram

4.2.4n employee who undergoes the Annual Physical Examination with the FEGUISIte
chest x-ray will have his/her medical record forwarded o company clinic/HRD.
Employees who fail to undergo the requisite annual chest x-ray shall be directed
o secure one al an accredited clinic of by his/her preferred Infirmary/Health
SETvCEs.

4.2.1. Those with medical findings shall be requited to underge further medical
theck-up, All medical records in connection with this secand, further check-
up shall be subtmitted 10 company clinicg/HRD and  his/her respective
Infirmary/Health Services.

4,22, The employee shall then coordinate with company clinie/HRD and hisfher
respective Infirmary/Health Services for the next steps,

4.3.An employee who is suspected to be afflicted with TR, whither a< a direct suspect
of by contact tracing, shall cooperate fully with his/her Fespective
Infirmary/Health Services (and/or the contracted Health Services provider). If
the employes tests positive for TR the employee shall undergo the DOTS
program to its completion

4.40f the emplayes needs 10 undergo o leave of abience to recoperate, hefshe will
be allowed to use the appropriate leave before hafshe may request to be
permitted to go on a Leave of Absence without Pay (LOA)

441 The employes shall abserve the requisite procedure in applying for a
lozye

442, The Unit concerned shall ensure that the regquisite procedures are
observed by the employee and that the company clinic is duly informed.

4.5 An employes may be allowed to go on a medical leave of absence {without pay|
Tor @ maximum period of six (6] months. The toncered employes shall submit
an application for a leave of absence before poing on leave, Said leave
application shall be subject to approval 4t the sole discretion of the Company
hManagement.

451 Thesame procedures under 4.2.1 ta 4.7 shall be observied.
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4.6 After treatment, with @ mammurm period of sm (6] months on leave (without pay],
an emplayee found 1o be cured or in a non-communicable stage of T8 may be
allowed back to work, provided that the employes’s health shall cantinue to be
ronitored during the annual physical examination with the requisite chest x-ray
or a5 may be deemed necessary by the Unlt Health Services (Infirmary) or
contracted Health Services providar

4.7 The emplayee returning to work shall be required by the Managemen! to secure
a medical clearance from a medical doctor chosen by the Company before being
allowed to return to work.

4.8.The HAD will initiate disciplinary proceedings against any employvee found to have
discantinued treatment in defiance of medical advice, or who refuses to underg{:
the full treatment course prescribed. Likewise, employess who are ordered to
undergo @ check-up due to contact tracing but refuse to do so will also face
disciplinary action proceedings. |n both cases, the maximum sanction applicabie
for insubordination will be the termination of one's employment, if it is deemed
warranted

5. IMPLEMENTATION AND MONITORING

5.1.The hafety and Health Committee or its counterpart shafl periodically monitor and
evaluate the implementation of this Policy and Program

6. EFFECTIVITY

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

.'I a
L ¥ |
L
Prepared by: Jo Hanna R Melecio
Human Resouices

Reviewed by Al

[ire _1_:;? pérations

Approved by Yisroe! ¥, Gissinger
CED




S & iPioy

Fescarlorrs Rewl Cobu Runiness Pk, - "'

St Chy (00
Date : February 22, 2018
To S ALL EMPLOYEES CONCERNED
From : Human Resources

Thru : Dperations Manager
Subject  : WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1 OBIECTIVE

1.1.Iploy: Inc. is committed to conform to the established standards assurance aof
customer satisfaction, protection of our environment and hea'th and safety in
the workplaces.

1.2.The company promates and ensures a healthy environment through its various
health programs to safeguard Its employees. And as part of the company's
tompliance to DOLE Department Advisory No. 04, Series of 2010 (Guldelines far
the Implementation of a Workplace Policy and Program on Hepatitis B), this
Program has been developed, This program is aimed lo address the sligma
attached to hepatitis B and 1o ensure that the employess’ right against
discrimination and confidentlality Is maintalned,

1.3.This guideiine is formulated for everybody's infarmation and reference for the
diagnosis, treatment, and prevention of Hepatitis B, This will inform the
emplayees of thewr role as well as the company in dealing with Hepatitis B, A
healthy environment encompasses a good working relationship and great output
for continuous business grawth.
2. COVERAGE
2.1.This Program shall apply to all employees regardless of thair employment status.
3. POLICY STATEMENT
1.1 Implementing Structure
3.L1. lploy Inc. Hepatitis B workplace policy and program shall be managed by
its health and safety committee. Each division or department of the
Company shall be duly reprasented,
3.2.Guldelines
331, Education

3211 Hepatitis B shall be conducted through distribution and pasting of
IEC materials and counselling and/ or lectures; and
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3.2.1.2. Hepatitis B education shall be spearheaded by iploy Inc. Medical
Climic in close coardination with the health and safety commitiee.

3.22. Preventive Strateghes

3221, Al employees are encouraged 1o be immunized against Hepatits
B after tecunng clearance from thetr physician

3.23.2. Waorkplace sanitation angd proper waste management and dispasal
shall be monitored by the health and salety comemitiee on a regular
hasis.

3.2.2.3 Persanal protective equipment shall be made available at all times
for all ermnployess; and

3224, Employees will Be glven training and information on adherence to
standards or universal precautions i the workplace.

4. SOCIAL POLICY
4.1.11 Mon-diseriminatory Policy and Practices

4:1.1.1.1 There shall be no duscrimination of any lorm against
employeas on the basis of their Hegatitls B status congstant with
the inmernational agreemients on non-discrimination ratified by
the Philippmes (ILO C111) Emplovees shall not be diserimnatod
against, from pre to post employment, including hiring,
promotion, or assignment because of their hepatitis B status.

4.11.1.2 Workplace management of sick employees shall nat differ
from that of any other iliness, Persons with Hepatitis B related
Minesses may wark for as long as they are medically it to work:

4.1.1.2.  Confidentialily

4:11.2.1. Job applicants and employess shall not be compelled 1o
disclose their Hepatins B status and other refated rredical
information. Co-employees shall nol be oblged to reveal any
personal information about thelr ‘ellow employees. Access 1o
personal data relating to employes's Hepatitis B status shall be
bound by the rules on conlidentiality and shall be strictly limited
to medical personnel or if legally required.

4113, Werk-Accommodation and Arrangement
4.1.13.1 The company shall take measures Lo teasonakbily

accommodate emplovees who are Hepatitis B positree or with
Hepatitis B - related inesses

BINGeaL L. ay-05 -2y
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41132 Through ‘agreements made betwean management ard
employees’ representative, measures (o suppart employees with
Hepatitis B are encouraged 1o work through flesible leave
arrangements, rescheduling of working time and arrangement for
return bo work.

4114 Secreening, Diagnasis, Treatment and Referral to Health Care
Services

4.1,1.4.1. The company shall establish a referral syster and provide
access o diagnostic and treatment services far its employees for
appropriate medical evaluation/ monitaring and management,

41142, Adherence to the guidelines for healtheare providers on
the evaluation of Hepatitis B positive employees i Highly
encuraged.

41,143 Screening for Hepatltis B as 3 prerequisite to employment
shall net be mandatary,

4115  Compensation

41151 The company shall prowide access to Social Security
System and Employees Compensation benefits under PD 626 1a
an employee contracted with Hepatitls B infection in the
perfarmance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
5111 Employers Responsibllities

51111 Management, together with employess’ orpanizations,
company local personnel for human recouress, and safety and
health personnel shall develop, implement, manitar and evaluate
the workplace policy and program on Hepatitis B,

B T W The Health and Salety Committee shall énsure that their
company policy and program is adequately funded and made
kricwn Lo all employees.

5.1.1.1.3. The Human Resources Department shall ensure 1hat thewr
policy and program adhere to existing legisiations and guldelines,
including provisions on leaves, benelits and Insurance

5.1.1.1.4, Management shall provide information, educatisn and
trainingon  Hepatitis B for its workforce consistent with the
standardized  basic information package developed by the
Hepatitis B TWG; if not available within the establishment, then
provide access to infarmation
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51.1.1.5. The company shall ensure non-discniminatory practices in
the workglace

51116 The management together with the company focal
persorngl far human resources and safety and health shall
provide appropriate personal protective efuipment to prevent
Hepatitis B exposure, especially for empioyees exposed to
potentially contaminated blood or bady fluid

5.11.1.7, The Health and Safety Committee, together with the
employeas’ organizations shall jointly review the policy and
program for effectiveness and continug to imprave these by
networking with government and organizations.  promaoting
Hepatitis B prevention,

51118, The company shall ensure confidentiality of the Health
status of Its employees, including those with Hepatits B,

=1.1.1.9. The human resources shall ensure that access to medical
recards is imited to authorized personnel,

5112,  Employees Responsibllities

51121 The employees’ arganization s required to undertake an

active roke ineducating and training their members pr Hepatitls

B prevention and contral. The IEC program must also aim st

promoting and practicing & healthy Iifestyle with emphasis an

avoiding high risk behavior apd other rsk factors that

expose employees to increased risk of Hepatitis B

infection, consistent with the standardized basic infarmation
package developed by the Hepatitis B TWG

o133 Employees shall practice non-discriminatory acts against
co-employees on the ground of Hepatitis B status

511323 Employees and their organizations shall not have access 1g
personnel data relating to an employes’s Hapatitic B status. The
rules of confidentiality shall apply In carrying oul union and
arganization functions.

51124, Employees shall comply with the universal precaution and
the preventive measures.

51125 Employees with Hepatitis B may inform the health care
pravider or the company physician on their Hepatitis B status,
that is, if their wark aclivities may increase the rigk of Hepatitis B
infection and transmission or pul the Hepatitis' B positive at risk
for aggravation,
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G, IMPLEMENTATION AND MONITORING

6.1 Within the establishment, the implementation of the policy and program shall be

monitored and evaluated periodically, The salety and health committee ar its
counterpart shall be tasked for this purpose

7. EFFECTWITY

7.1.This Policy shall take place effective immediately and shall be made known 1o
every employee.
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Prepared by Jo Hﬁh‘ lﬁf&ena

Human Resources

Approved by: Yisroel ¥, Gissinger
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Date tlanuary 1, 2018
To s ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

1. OBIECTIVE

L1 In compliance with Article ¥V of Republic Act Mo, 9165, otherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order Noo 53-03, series of 2003
{Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), fploy Inc hereby adopts the following

policies and programs to achieve a drug-free workploce,

1.2 Company policy 15 to maintain a workplace free of legal drugs, To ensure
that the chjectives of the company's corporate policy are met, the company
Is implementing this drug-free program. The program will have the tollowing

elements:

2. COVERAGE

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

status
3. POLICY STATEMENT

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

3.2, Being impaired or under the influence of dangerous drugs away leom the
company, if such impairment or infllusnce adversely affects the smployes's
work performance, thie safaty of the employes or of others, or puts at risk
the company's reputation.

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

34, The presence of any detectable amount of dangerous drugs in the
employee'’s system while at work, while on the premises of the company, or
while on company business, "Dangerous Drugs” include those listed in the
Sthedules annexed 10 the 1961 Single Convention on Marcotic Drugs, as
amended by the 1972 Protocal, and in the Schedules annexsed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the
attached annex of KA. 91&5,

4. MANDATORY DRUG TEST

4.1, To ensure that only these qualilied shall be screened and recruited o prevent
the detrimental effects (e.g. lower productivily; poor decision moking,
increosed accidents; more compensation cloims: and reduced team effort)
which drug use and abuse may cause in the workplace, the conduct of
mandatory drug test shall be required for pre-employment.

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

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

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

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

4.3.3, POST-ACCIDENT TESTING: Any officer/employes Invalved in a “Near-
Miss” incident or "Work Accident” under circumstances that suggest
possible use or influence al drugs may be asked to submit to a drug test
As defined herein, "Near-Miss” means an incdent ansing from ar in the
course of work which could have led to injuries or fatalities of the
workers and/or considerable damage to the employver had It not been
curtailed. “Work Accident” refers to unplanned or unexpected
occurrence that may or may not result in personal injury, property
dumage, work stoppage or interference or any cambination thereof of
which arises out of and in the course of employment

4.3.4. Al drug tests shall employ, among others, twao (2] testing methods, the
screening test which will determine the positive result as well as the type
of the drug used and the confirmatory test which will confirm a positive
screemng  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 admiristrative interventions that can be extended
to the cancerned employee

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

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

5. TREATMENT, REHABILITATION, AND REFERRAL

5.1.

30y

5.3.

>4,

An officer/employee who, for the first time, s found positive of drug use,
shall be referred for treatment and/or rehabilitation in a DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least thres (1)
accredited facilities which an employee who was tested positive for drups
may choose from.

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

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

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

6. ADVOCACY, EDUCATION AND TRAINING

6.1

6.2

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

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

£.2.1. Salient features of R.A. 9165,

B.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 when intervention is needed, as well as available services
for treatmnent and rehabilitation.

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

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

6.3.2. Health wellness screenings (e.g. Dood pressare and heort rate,
chotesterol test, blood glucose, etc.);

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

634 Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPOMSIBILITIES OF EMPLOYER AND EMPLOYEES

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

7.2 Iploy Inc. shall maintain the confidentiality of all infermation relating to drug
tests or 1o 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 autharied in writing by
the parson concerned,

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

8. CONSEQUENCES OF POLICY VIOLATIONS

B.1. Any offlicer or employee who uses, possesses, distributes, sells or attempts to
sell, tolerates, or transfers dangerous drugs or otherwise commits other
unlawful acts as defined under Article Il of RA 9165 and its iImplementing
Rules and Regulations shall be subject to the pertinent provisions of the said
Act.

8.2. Any officer or employee found positive for use of dangerous drugs shall be
daalt with administratively in accordance with the provisions of Article 282 of
Book VI of the Labor Code and under Ra 9165
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9, IMPLEMENTATION AND MONITORING
9.1.1, The implementation of these polices and programs shall be monitored
and evaluated periodically by management to ensure a drug-free
workplace. For this purpose, an Assessment Team shall be constituted in

accordance with 0.0, 53-03

10. EFFECTIVITY

10.1. This Policy shall take place effective immediately and shall be made
knawn 1o every employes,

11, ATTACHEMENT

111, Drug-Free Workplace Policy and Program Acknowledgement

il
Prepared by: 1o HJA'#;UMblelecin

Huran Resources

Reviewed by: Alfrédo P, _
Director of Operations

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

| hereby acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Palicy
and Program, a summary of the drugs which may alter or affect a drug test and a list of
local Employee Assistance Program providers or logal drug and aicohol treatment
programs. | have had an oppertunity to have all aspects of this material fully explained, |
alse understand that | must abide by the Program as a condition of initial andfor
continued emplayment, and any violation may result in disciplinary action up to and
including termination.

I-also understand that during my employment | may be required to submit 1o testing lor
the presence of drugs or alcohol in my body. | understand that submission to such testing
s a condition of employment with |Campany], and disciplinary action up to and including
termination may result if;

1} I refuse to consent Lo testing

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

K} I refuse to authorize release of the test results to the company.

4) The tests establish 2 violation of [Company]'s Drug-Free Warkplace Policy,
5) I orherwise violate the palicy

| alsa recognize that the Drug-Free Workplace Policy and related documents are not
intended to constilute a cantract between Iploy Inc. and me,

The undersigned furthar states tMal he/she has read and understands the above
acknowledgement and signs befow of his/her own Trag will

SIGMATURE DATE

WITNESS DATE

BINGouL TN L. ges-ay
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Date sJanuary 1, 2018
To s ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBIECTIVE

L1

The following policies and procedure are hereby issued by Iploy Inc. to
prevent sexual harassment in its workplace and 1o provide the procedure for
the resolution, settlement and/or dispasition of sexual harassment cases,

2. COVERAGE

21,

This Program shall apply to all employees regardless of their ermployment
status

3. POLICY STATEMENT

3.1

12

13

314

Iploy In¢. believes that employees should be affarded the oppartunity to waork
In an-environment free of sexval harassment Sexual harassment s 3 form of
misconduct that undermines the employment relationship. No employes,
either male or female, should be subjected verbally or physically 1o
unsolicited and unwelcome sexual overtures or conduct.

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
of visual sexual advances, requests for sexual favars, and other sexually
oriented conduct which is offensive or objectionable o the recipient,
including, but not limited 1o: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

Iptay Inc. will not tolerate any behavior that amounts to sexual harassrment
and any officer or employee found 1o have committed sexual harassment
shall be subjected to disciplinary action, up to and including dismissal

DEFINITION DF SEXUAL HARASSMENT

Iplay Inc. has adopted, and its policy s based on, the definition of sexual
harassment set forth in Section 3 of RA TBYY. It provides that sexyal
harassment in workplace Is committed by an employer, employee, manager,
supervisor, agent of the employer, or any other person who, having authority,
influence or moral ascendancy over another in a work enmviranment, demancs,
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requires or otherwise requires any sexual favor from the ather, regardless of
whether the demand, requests or requirement for subimission s accepted by
the object of said Act

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

341 The sezual favor is made as a conditien in the hirfing or in the
employment, re-employment, or continued employment of  said
individual, or in granting said Individual laverable compensation, terms of
conditions, promotions, or privileges, or the refusal ta grant the sexual
favor results in limiting, segregating or classifying the employes which in
any way would disciminate, deprive or diminish  employment
apportunities or otherwise adversely affect sad employes;

342 the above acts would impair the employess’ rights ar privileges under
existing labor laws: or

3.4.3. the above acts would result in an intimidating, hostile, or offersive
emnvironment for the employves.

35, WHERE SEXUAL HARASSMENT |5 COMMITED

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

3.5.1. Inor outside the office building or training site;

3.5.2, atoffice or training-related social functions:

3.5.3. in the course of work assignments outside the office,

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

3.6, FORMS OF SEXUAL HARASSMENT
Sexual harassment may be cammitted In any of the following farms:

3.6.1. Owvert sexual advances;

3.6:2. Unwelcome or improper gestures of affection:

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

364, Any other act or conduct of a sexual nature or tor purposas of sexual
gratification which Is generally annoying, disgusting or offensive to the
victim,
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3.7 WHAT IS NOT SEXUAL HARASSMENT

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

3.8. EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide its officers and employess a work
environment free of sexual harassment by management personnel, by co-
workers and by others with whom officers and employees must interact in
the course of their employment |n Iploy Inc. Sexual harassment ks specifically
prohibited as unlawful and as a violation of company policy, The company Is
responsible for preventing sexual harassment in the workplace, for taking
immediate corrective action 1o stop sexual harassment in the workplace and
far promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE
4.1, COMPLAINT PROCEDURE

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

412 A Committes on Decorum and Investigation shall be constituted and
shall be composed of the management and the employees'
representative to receive complaints, investigate and hear sexual
harassment cases, The Commiltee shall develop its awn rules n the
settlement and disposition of sexual harassment cases, The Committes
shall also develop and implement programs to increase understanding
and awareness about sexual harassmen!.

4.2, RETALIATION
4.2.1. iploy Inc. will permit no employment-based retaliation against anyone

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

BING s ANBLYN L. #8=05 - 24
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4.3. WRITTEN POLICY

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

5. CONFIDENTIALITY

5.1, At the commencement of the investigation procedure at the Committee,
starting from the filing of a written complaint, or the manifestation of an
objection 1o an act ar behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonias heard, will he 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 hime,
however, dignity and honar shall be preserved for all the parties concerned
by keeping all Information gathered through the investigation process
confidential at all times, even after the conclusion of the investigation proper.

6. EFFECTIVITY

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

0 i [\‘-‘.

Prepared by: la H'E'#Dg?' R. Melecio
Human Resgurces

Approved by: Yisroel ¥. Gissinger
CEQ

6865 -24
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL
HARRASMENT POLICY

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

Submitted by:

Yisroel Y, Gissinger
CEQ

T X CA R
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Ta
FROM
THRU
SUBJECT

April 3, 2018

ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT
CPERATIONS MANAGEMENT
MEMD: RESTROOM GLIDELINES

Iptoy Inc. provides unisex restroams avallable so that employees can use them when they need
t0 do so. One is located inside the operation floor and second b in the hallway outside the
operation floor. However, those who are uncomiortable, has issue with thie unises restroom,
we have a separate single, priviite restroom avanlable for use

Mareover, any employee with concernfissue in using the unisex restroom, please visit Human
flesources office to get door access pass. Office sec urity, Log In and Log out procedure shall

apply.

Furtharmare,

etiquete:

it s essential that all emplovees should comply and observe the restroom

Krock if the cubicle appears to be ccoupied. Don’t peek under the doors
Lock the cubicle door when you enter
Stand close enough to the pan or urinal 0 you don't wet the seat, walls or

tHaar

Flush the toilet after wse and wipe off the tadet sesl for the nest user
Paper towels go in the trash car, not on the fleor or in the tailet bowl
Wash your hands to prevent the spread of colds and the flu

Please use water and paper towels consarvatively

For your information and guidance




i

M oot e \
L3tk Flsgr WANY Tower @'P’oy
Pevcastores ol Celiu Wniness Park, LLml®
Corbaa City XD

Febiruary 27, 2018

To ; ALL EMPLOYLES

FROM : HUMAN RESOURCLS DEPARTMENT
THRL ¥ OPERATIONS MANAGER

SURIECT

OFFICE SECURITY, LOG IN AND LOG QUT PROCEDURE

The tollawing is lssucd to cnsure the effective enforcement and strict observance of all
employees on office attendance and pu nctuality

To ensure effective implementation and manitoring of office security

1. Employees are req
il the door is open

2. Employees are allowed tob
their scheduled time

3. Bags and/or personal it
the production area

4. Once an employes logged in and inside the production area, they can no longer go
outside until their 19 bresk

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

6. Pantry, recreation ream and locker should be closed at ali times, employess must use
their RF 1D to access these rooms

7. Mo tailgating

8. Employee ID and RF ID should ba
employes

9. Mo employeos arp allowed to stay in the waiting area for applicant.

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

11. Submit self to magnetic wand scanning with the Security perssnnel
12. Only water in a clear container is allowed in the operation area and recreation room

uired to log in and leg out using the biometric and the RE D, even
e Inside the office and te Log in thirty (30) minutes before

ems should be left in the locker before longing infgoing Inside

wern at all times, lost RF 1Ds will be charge to the

For guidance and strict compliance,

BIM Gead N L. #fg-es-24

Scanned by CamSecanner
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DATE : Movember 17, 2021

TGO ! ALL EMPLOYEES

FROM : HUMAN RESOURCES

SUBJECT : LOCKER POLICY

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

Please see list of rules provided below for your reference,

RULES

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

= NOstoring of perishabie foods/leftovers inside the locker,

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

= NOtransferring of lockers. Transferring of lockers Is subject to approval,

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

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

# The company will not be llable for the loss or damage to any personal belongings left unattended
and that includes, sharing of lockers, lockirs without padlacks, placed on top of the lackers, ete,

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

* Forced Open Request due to lost padiock key or forgotten password/code should be submitted 3
day prior and will be subject to availability of the bolt cutter.

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

* MO LOITERING inside the locker room

*  Unassigned Lockers with cable ties should not be opened.

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

This Memorandum shall take effect on November 22, 2021,

Fallure to comply will be dealt accordingly.

Prepared by: Moted by;——
[ ®)

—% M lu

Empl Relations Specialist -

o i
LLT- clla. CadosGotiong A amarillo
er General Manager Directo perations

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

o b X I &3 05 -24
&r Printed Name/Date
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DATE : April 3, 2018

o s ALL EMPLOYEES

FROM HUMAN RESOURCES DFPARTMENT

THRU - OPERATIONS MANAGER

SUBJECT PAEMOC: CALL IN FOR OUT OF QFFICE

n order to propetly monitor out of office employees. a new process to call Infrepart absence will
be implemented effective Manday, April 5, 2018,

Guidelings:

L. In cases of late and/or absences, employes should repert to Human Resournces through
SMS or Call via HR hotling: 09177097074
2. Matification should contain the following informatian
& Complete (real) Name
b, Department
€ Team Leader
di Call In for: {Whole day Absent, Hali-day Absent, Lata)
2. Reason
3. HR will be the one to send notification to Operations Management
4. No call in should be communicated through Team feads or any other emplovee. It should
be done by the emplayes or his/her relalives
5 Motfication should be at lzast two (2) hours before the employes’s shift
6. If an employee is advised to rast/confined in the huspital, number of rest days as adwsed
by the physician should be indicated. Otherwise, emplovee must send notification daily
7. Failure to notify will be tagged as Mo Call, No Show and/ar unscheduled absence and will
be dealt with accarding to cur Cade of Conduct and Disciplire

Far your guldance and strict compliance.

LYN L. o8-os-ay
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Felbruary 18, 2020

Ta : ALL EMPLOYEES

FROM & OPERATIONS MANAGEMEMT
SUBJECT : ATTEMDANCE BOMUS 2020

Az we end the year 2019, IPloy would like to set clear key procedures and polickes. This memorandum servas 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. Failure ta punch in — out for
breaks will also disgualify the employes. No waivers will be given.

2. Tardiness, Undertime and Over breaks will be deducted fram the emplayes’s pay

3. Employees who tendered their resignation before the release of the Sign On Bonus (First Half or Second Half) will
NO longer be eligible to receive it

4. Employess qualified for the Sign On Bonus {First Hall or Second Half] will receive it on the 30" of the succoeding
manth from eligibility.

5. Eligibility for the annual merit increase ks based on overall perfarmance and management discretion. Pay out Is
ot management’s discretion,

MEDICAL CERTIFICATE

1. When must the medical certificate ba dated?

. 1 day absence — the medical certificate must be dated an the day of absence or the next day, If the absence
falls on a Friday, the medical certificate must be dated the Saturday that immeadiately follows - at the latest, It
cannot be dated on the day that the agent |s 1o report back to work.

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

latest, It cannot be dated on the Saturday that Immediately Tollows or that Monday that the agent is to report back
to work.

. 3 days of absence or longer - the medical certificate must be dated on the initial day of absence or the next
day. Itcannot be dated on the day that the agent reparts back ta wark with the sdvice ta rest antedated fram the
initial date of absence. Also, the advice ta rest s inclusive of rest days.

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

that is inclusive of the day of absence that the agent took ta rest plus Saturday and Sunday — the agent must be back
to work on Monday,

BinG 3 ru L. 8 05-ay
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o If the doctor prescribes rest, the medical certificate must inclutle the number of days ol rest. The
atdvice tn rest cannot be antedated,

a There must be a fit to work date.

a The only excepiion to the Medical Certiticate date guidelines is if the employee has been
hospitallzed.
VACATION LEAVES

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

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

3, Employes with perfect attendance 60 days from the requested VL date will be glven priority in the appraval of
beaves. This Is a way of rewarding ermployess with perfect attendance.

4. Tha company and client have the right to disapprave leave requests and cancel approved leaves Tor those
employees who committed unscheduled absances an the prior manth and on the curreént month of the requested
time off including poor attendance records, behavioral and productivity issues.

Moted By: Approved By
1551
HR Super Chiel Executive Officer

Director of Operations
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Date : November 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMEMNT
Subject : RE: SICK LEAVE POLICY

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

1. Employees are required to notify the HR hotline number (0917-709-7074) and/or send an email to
hr@iploy.com at lzast two (2) hours befare the employee's shift {following call-in procedu re) and/or
within 24 hours from the first day of absence.

2. Employes may use sick leave for absence due to the following reason:
+ Employee’s illness or injury.
* Bereavement leave/s
s  Emergency leave/s
* Power Outage/Internet Outage (for temperary Wark from Home set-up)

3. Employee must file the incurred sick leave in HRweb within 88 hours. Failure to file the siek leave
an the given hours will be forfeited,

Note: No mare Manual filing of Sick Leave except if the employee was hospitalized and/or
guarantine 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 em ployer, 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
Wark)

* Blacklisted Doctors and clinics’ will not be honored. [Please refer to the
Blacklisted Clinic/Physician Mema)

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

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

*  Power Outage

¥ Certification from their electric/power supply provider {e.g., VECO, CEBECO,
MECO)

* Internet Outage
= Ticket number from the interret service provider and,or screenshot/link of
official outage announcement from the internet/telco provider
® Picture of the modem {showing red, no light in “internet”)

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

» The employee failed to inform the immediate superior or HRD about his/her absence due 1o
illness unless fully justified.

BINGCALEY, ANBLYN L.  sg-es-24
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#  |f sickmess claimed is fictitious or non-existent.

&. The employee or his/her representative must inform his/her immediate superior or HR if an
extension of 5L will be needed to recover from the sickness. A medical certificate must be submitted
before the expiration of the 5L, Absence of notice and certification will be considered unauthorized

unless the company physician, after due examination of the employee, certifies that extension of
leave is warranted,

This Memorandum shall take effect on November 22, 2021,

Please be gulded accordingly.

Created by:

MNoted by:

= e % M g
M%Wﬂﬁ Angelo Manal Carlog Gotlong
Dire or, Pperatipns Operations Manager “Géneral Manager
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THRLU
SUBIECT

& iPloy
November 12, 2019
ALL EMPLOYEES
HUMAMN RESOURCES DEPARTMENT

CPERATIONS MANAGER
555 SICKNESS CLAIMS = 5 CALENDAR DAYS

For those employees’ who wants to file for sickness claims must submit the duly accomplished 555
notification form attached with eriginal and complete medical documents. It should be submitted within
5 calendar days from the start of sickness, they may ask their relatives, friends and workmatas to submit
thalr form in Accounting office.

A member is gualified to avall of this benefit if:

1 He ls unable to wark due to sickness or injury and confined either in a hospital or at home for at
least four (4) days;

2. He has pald at least three (3} months of contributions within the 12-month period immediately
befare the semester of sickness or injury;

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

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

Failure to submit the documents within the prescribed period will free iPloy from any lability of their

claims.

For your guidance,

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

Sincerely,

.@ ELYM L. eg-05-2y4
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HAKM-2023-10-016
DATE : October 4, 2023
TO i ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT: UPDATED BLACKLISTED CLINICS AND/OR PHYSICIANS

This is In reference to the previous memo sent out last December 9, 2022 regarding the above-
mentioned subject. We are updating this memo adding more elinics andfor physicians that are
considered blacklisted and medical certificate/documents issued by them will not be accapted. 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

Bimbo H. Tequillo MD Clinic

Lalita E. Abella-Libres, DMD

Dr, Omar Arceo, MD

Sia Clinic

Health Dae Diagnostics

Gaudioso Mantecilla Jr., MD

Mow Serving

Dr. Guian Darnell Sumalinog

10. Tambut Medical Clinic

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

112  Doctor’s license number
113 Clinic/Doctor Phone number
114  Date of Actual visit

11.5  Diagnosis

11.6. Recommendation

11.7  Fitto work date

BN R W N e

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

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

BINGKILR , (BNELYN L. #3es -2¢
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4. Do not make erasures on the document. Any corrections made must be counter-signed by
the attending physician.
5. Emsure that the soft copy {sent through email) matches the original copy submitted ta HR.

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

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

Mo contact information displayed in the medical certificate.

Absence of physician's name and license number,

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

contacted.

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

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

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

- i s 7

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. n must

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

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

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

N nka
Employee Relations Supervisar

Moted by:
f-i: E 7 R , &Jm—&— [
fa Miho Angelo Manal Camariilo Ir.
HR Manager Ma r Operations Manager Director of @perations
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Date : Movember 30, 2022

Ta : ALL Erployess

FROM i Human Resources Department

SUBSECT I VACATION AND SICK LEAVE CONVERSION

We are pleased to announce that the Sick Leave conversion will be released on December 15, 2022
payout. In this connection, all remaining 51 eredits are to be converted thus, SL application Is ne longer
allowed until the end of the year.

As for the Vacation Leave VL] conversion, all uivused VL credits will be released on the 30™ of December
022, All employees can plot 8 VL request until December B, 2022 OMLY. The actual VL dotes will cover
only entll April 30, 2023, Kindly take note of the reminders below in reference to filing of VL

* Mo retraction of approvad Vis. If the employee reports for work on the actual VL date, the VL
will not be reimbursed and will be vaided,
Mo rescheduling of VL once approved,

& VL date should not fall on a local holiday otherwise forfeited.

Mote: Approval of VL réquissts will be on or before December 14, 2022,

Furthermore, If the employes resigns or gets separated from the company either valuntary o involuntary,
all avallable VL credits will be forfeited and will not be part of their last pay if;

= Emplovee filed an immediate resignation and/or falled b provida a 30-day notice.

= Employee went on Absent Without Official Leave [AWOL)

+ Employee Incur any leave, absences, andfor any form of terminal ieave within the 30-day notice
period with the exception that the emplayes provided a valld documentation such as but not
limkted to hospitalization due to sickness, necidents, or contagious diseases.

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

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

= Incurred any behevioral infraction such as but not limited to Sleeping, Browsing Unrelated
Websites and ete,

Furthermore, 5L and VL conversion maybe sublect to tax. Should you have questions pertaining to this
rmema, feel free to reach out bo our Accounting personned at Accounting@iploy.corm.

Signed:

HR hanager

Accounting Manager
Moted by

Operations kanager (o] of Dperdtions

Approved by:

T

W .
APECTN L. BTesay
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December 17, 2019

To ; ALL EMPLOYEES
FROM - OPERATIONS MANAGEMENT

SUBIECT CLEANSING PERIOD

IPloy Stalfing Solutions believes in gonng employees enough room lor improvement 1o straghtan o
employment in regards to compliance to our company™s Code of Conduct, The aim ol this appoach s ta belp
mitivate employess rectify passed alfenses and start anew

Cleansing Period pertains 1o the time when an employes who has been subjected 1o o Disciphnary Acthon (D)
Is expected (o improve perfformance. Ample tme (s glven to comect impropes behavlar and refrain fram
cammitting any other infractions

It an employee dory not commit the same infraction for the specified cleansing period, the progressian of the
disclplinary action will slide back to a level depending on its type. Please refer to table below;

Attendance

The counting of the Cleansing Period will start based on the date when OA was decided upon, All documentations
far infractions will still be kept in the Emiployee's 200 File regardless what perod of progression

The Cleansing Perlod i effective lanuary 1, 2020 covering DAs & months and oldor

Sincerely yours, Appraved By
Al
1aY GIESINGER
OiferationsUfanager Chief Executive Ciicer

BING L ANBLYN L. *BTesad




TR SPUTY MASTLUST I I0) TURO0E ASa0ua " ning pEgers §IOm

20y Wuawidinba Ausdu pe g 35 asn apeidoudds ‘vonmamyin pue eyep Bupsesado edun e o Audagy

) EEnasd U eRuapyLD des SpU02en AUBTLIoT O S0URUaTY|Ew puE Bugpu By NS TReEE
FRACRIIUID PR AR {300 O} AJLINIGT PR SaT|Re ‘Aa00s AUBTIoT 40 BEN S0l 3

Sainpascud Asjes o] Bussogny a0 po S o AJLINSE Sy U JEEEe hok
PISCUR SAn(10 PIE ERinch 0 gy pOol 'Soi0 syl U BUEEaansenoyg 00 puR S jlUEa s BRSO
APOjIE 00 Y oA punoee Bpited U 3040 S]] j0 KLE RS PUT IR|ERY jO OUBUSURY B

L1 RO PR SUCIRA SO Bug ooding ‘mussinslse 30w s 00 O UDRESDaR pue apaqpe aanesod YA

Inod jo 3590 3 of gof g Buusnpad pul ol e uo Bupnel e yapy pue e ayesdasdde

Ay BupsDyn) ‘AT ) [ STy L0 WO 0 Apead o o an Buslem Sueduas ;g o) sgepeae jejjdeD
0 CHIETEN P AiED 3o s sisedns huedians ey kianonpod dusties Risegas g

B iy 344 0 Ry TG M SUELCS P P SR
SRS g 0 ROy ) i 10U GEN DR S0 DUR SERLLIOST “SanBEa(iog Inok s shysuoee
e B R RS 0N ?.-.H.Eur...u_ui-uﬂ_._s unn:.!.JE 2ep puE B sadoud

TR iy BUDHD] 300 SS jiw noh 1m0 1aadis s aalopduis Aoy v oy
SORVONYLS TYHOMAYHIE TYHINIS W

UL S4JL PR J0U (I8 SLTELIET SUL L $2e0e
ORGSR [ Rang 6 il — UOOSUET 11 LETSAL R BT g sesde] g
ek R e
T APl R D LB b D S TR BLULOD U PR S a) iyl
FaahOOLE B D SR, B ELO L | O T USLIA, S0 0 aanped
sl Uagua, e g B s o
GRS Sy Ly RARD § L BUILILES TSI ST M LOSITS | S0 SUEE I G

RN

PO SO g oy Slep Boosnee  upgiie SRA0eELn S UIEOD RINGLl ouedng 38480 §
i

Bupansa, [ U R saloeis syl oy (LN | i) o Al B SRS [|[M SOANDISY LN T
ILIEPIEI ) O a1Ep O

i RARE Bulniton T urfion [y ] Sesmciag ueuars) S PRLasdi 3 (M 1t jL3gon |

00 ki a0

Koid! & T

[ e

e o Al add au) o 8 Lade ey o IUO|[0) 20 'SPaD AL 0 SUDASDIA SREd0FRL jO SHED W R
A1) gl A D) B SUDRIPUDD AL O SSUE s uckdn pue enasdcs

FAUSLUBTIPURLY O) SAamoy (ralgns ‘pasodius ag o Aleuad g asefinau Amu qrawalieasa sy 2

‘paapumEnd g JEYS M kG 0} papeoud B uspuodsas & jo sl eyl 9

._.-uﬂE.-._.I._u:uﬁan_u__uhh P 2 100 R DR, Udgm, saneued o vogsoduy 5

AETORPadNE Dayanpund 3 ey supess o put son el saeisLsny P
PATMLALDY 5 3L G4 0 LIRS s auange SaTEUELIGOnT s aaeie naoosr

AIRUTEEIE MR BIRGAY 01 SRS SUBILINGSP PUT LICHAdNE FRILAL) |6 Waturs Aisuwd

B9 P SN GRSt 1 BRI S B SURGITRIP 0 SR NS PR Y 3L
PRASSCD S TAMTE HIM TIAPNICTUNT PUE Ty Bupuausydan Smi

Joge) Fueeg SUOme AmuloiEn o o s g iasnl shem e s aogsn| pue ssaley T
USROS Susdig FEGT AJL LRl paURYTs amuelio st

Sauinualaun i) sines sadoud pue 0] sy sstopghus simprp pue sudesp oo i e

AR IR0 Y LINONCD J0 007D §AMAWITY 1L REIADD OL STNMLD0G 'R

g
R} U By eaioaiaia amue eyl Beung Inpens o) et oiuE R0 paaadia B Imyw U
B 30 e Buin® gl e sasims ) peagne Saadonjiuse SIEEIAIL PR UATEIRL O ERIANA 5 1
EDI-UEEEEEEIIHOI#EHEFFEE 1 Hanaalan pue pean
A s m o g iigiggﬂiﬁ.ﬁ
Saalo e ) Ao iﬁ:%i U UIRRUIRLL O TR0 PUR RIS UADEID

Bupom aassod PUE AUIESy JINSUS 0F PRSI0 5 SURKOSK] LR 1D 2 apdn i)
IO 30 LKEWELLYLS

[suemng o gnL] SNING DS Gl 100800 30 3000




EER T
P 0L PN W
U E U TR R
Bunsim Buuimm
el [l B el IR o p—
ey paRunag 1) @0t ST pAIApLE
Aep 2w pow
10 104 10041 Y3urd
L PRl IRE T
FFURELILE pREnha
0D ET T
sl anaya)-heim amry
B S il - iy
Mg [V | e Tl 10 L el g
L) L LESY ar
woret | s | R | eswnag =
LELE R ML

A ArIase s

.'TN L.

USNICIST] PUR JINPRD T 3004 W0 E3NE

wo|napu) o Nqe) 0

BTG A} PR ATIERTE

B4 PR USRI DY B ARADIINT Jo et au WD o AuBan) ays ‘seakopdiuss ud Jo Aundes
BFRLEAUEE i T U] B [P uoiyanap irooieadn B4 O N ues pue kuedwon =g
1 T el LnEa 1 ke dBna 1 AURELIS0 AL ASUESER (1% YU SUDTIELL - £ AT

HENZIAEL A e e Auadcu Ausdiad
0 SRR G L YRR S0 A TR L AR NS y g e SR - | [

PRIENG 307 [0 I3l AL DU SEY 1] “PEaaL
VU | SALRDLIRED Dl (BRGORY Susiieg Al LIRS 109 Br 1R U] R DR LM BRILTEI - T 3AT)

Uay0 o sedi] )
TP e A0 WRIETS 0 Wl se A0 AOid) (R 00 Ar3dE g 8poT T

Aupgempsy

=] EH B AT
Aty A

905 -2y

BIM G




F=— 7 = % SR
Ty - g =
L Sy gamusiromgy sl g - T ]
; : e L]
s .....E.h s -.:r.___.”.__. T o arruney # b L [ s —_— s i Buusbliping
s bz | a0 SOy NN
A e QYA LB BT l—l.nirii.inll
_ | 40 il Jupsey 1 Wy g - Ry Bursinih s
e e MR FL TS fA L] e o sl s &
e arbendang [ ———” A 20 huamen Buggad
T T Auge el Buten ]
TR, e ..._l..q_.o‘uz.-:..rln.
5 | Borm o jio B i | e
i ”‘WLL Rl B R 2wy Eapiane o wegeow | TR e Fur o ucetema B |
e _ 2 opiepon Timic ¥ I | crpsdens ,___”.._-_.! | F | eeases uenmLoy
Ramad e s Bty
| _ E.atﬂiﬁﬂ!?& w5 e p Busae P
[ =N s 3 AL, £ i ] T A &t
AL wac e e u.,_...-m..._.lﬂ ] il 00O B B (54 eytuddurg iy S P
Fuy = ey dng sy
T e e vingg-u | kM Buniimmy ™
s wan, | g o eI n
B, PR Ay Spechirg ik = T
i Fuouatiy sofpun Lukdng Amsy Maug os
WERNS | otcpnng | T | ™| oy ssseannee | i Baps | | Wama | i
L AETP A A o RERLUTYT it LA aling RO, T A R 134
| | =y - ST UESE] sy e i L
S b 1=y
|
A2 B LY [T TAID MR e
| e B SR A P aag | T -un__.._"r_.._. e “ £ Noa Bm R |
Wb f - = 1..a|. bosaw - IREa0g IACO0E o " PO | g | TR R | miunaen D imE g ey U S
UAE | uenng . . Ty LD i 20 T Mus | [ —
o Lnsy L e R oF
Ll i RS
SR see Pusra e re AN, ey Yyl
TR A g | o ng | TR _E_,E_ s e h._u“”slnﬂii w
e LT - MLt

TS L. Pﬁ-‘&:—g.{

BIMG




Erea

I = = TF = -

LTH I...- W BB -+ 'F"EH

ey |

"B AT U NONEY
43 WM 0 SS{RERNG NG

Koid! &5

W o ARt
W i ks S

| g g onmrda
. | o ey e
n jing manl o Besms |
&

Fumaimy
=IO

3 PurMuRe J0 IR

- TR 0 LSS U LT

i

i

SEI

a

Bihgcu




LT L. 08705 -0y

BING




_ ._ PANIBLANE S
2 1o Ty sekorhus _.
| 7 Bupeeroe i o |
Al 0 S S np i
_ o wiil o panesrnd Farrn
% g - Ty ity
R T gy mEUSO UTIiM lrman
| 420 sy mar g msgue e e iy i ) Gates evdem | o
Lo Rl
Eﬁid f— lagg- rh.__“..-. Tamailing ol BT O) SR SR
i} sty L pisiry
_ s AT s S ikity W vttt oty
Bnrsesuiles yongn g iy T ) p—
_ RoR S BUCIVELY O Lt ] ity EH.‘. i, LT P Ao
WL O [ e i LT B U]
== e TS D e dagg. | W | -
O A 3B T p sl mEung usmdz ELUT ) a B iy Puinds = e
il ol Rl 20T LT T By L TR BRI
PRI P
LESEL ]
e - By h Kijarm
_ pap—_ e PR | e | . | B L BN Ay W
RO s e | duroms e wnmans
| Bt gad DAL AR 3 ASE L L ey
_ iy 2 Banpe segg- Tuam B e N
ainazng
o B
¥ Bupsinge, H
LM,
L
ran
| BT
AT,
ke
Furuany
AT
L]
Funsm
UM,
L]

R i e

iiiiiii

s L. e es-gy

piHG




AR BArTNGG LN DU SUMD)
BRI ARE

enmEidy |A

IMPLD0 0 3pO5 S Yl JUSTRSI00U 30 00 Py 8w el ) peguausmdu ag o
ST [ P 3] Ayl Pu "soureu 9 "saind Bujepc S0 ge apauedng Rys SpoDEM] B

A Fulua ayl el
:EitEiE_Eiﬁo!-EuE!uiii:ihfilﬁ N

“IERGASK W 3 WD) AU Sg AT ELUCGNE [jPYS #aAD0ws U [0 UOTRURLLIG]

"
Q “pmirn duie
mhag s Uj LB SN § SRAn s
e JHMLVNEIS T3ADTHNI IEHRET | . vemuading | BRI e e By | T

BRLNZUNDO FHILNG 5L ONVISHIOND ONY O3 3AVH Ny 0 - FUpRo| BRI

5
e SU=FF  uw : g | e Lt
—— A T B TN s R sy pakimnn

AN S0 AN JAREAITS JURUEE

A0 AU Ag PRRIGRISS 3G UES Jususioldiug 4o eonpeod 5 "kt BuR EREUSD a BpC Y

o suoemacad SUL 0 ppe pue apaas e ol Bl U SeaEEa) Apduann Sg) Ryl SEpapa e oue | . LR 50 AUTSGID B
e | epuedeng | (£ usucdor 0 sorucps | 61

A Augdusen Byl L usshsdus |0 seogeRico pur e ucs put paa
RGOS PUR SRR UL SR || 1 1oL cpthul e AL 5 SUSH| PG PUE Sus) Sl L) T8 ) g Baui Gaad g
PURISLBEUN PUR BUIKICN DUS 530007 |0 3P0 5 ALBDLLIT U PE 3aRY | 1y} SSpapmouae o1 & S unneidjics

ASTPO 3 NMGIZEID G L2000 00 30 3000 3HL 30 LeaT0E -

Aojd! &5 W — Koid1 £ e -~

Bl




