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We are pleazed 1o offer vod employmrent with IPloy incorparated Thereafze- called the "Campany™!
sabject to the fobowing terms and corditions and to sat'sfactory references, armgloyrmant histary
verification, backgpuns end qiher checks required by the Compary.

This Canirect together wick amy attachments, Lets oot the terrs and canditons of your employment
in accardanca with the rules and laws af the Phisionipes.,

Engagement

1,
2.

3.

The comrrencement datée of vawr employmant yundar tkizs Contract is Novermnber 6, 2018,
fodr services are hergby engzged a3 C5R - Phone. The reparting reqdirerents of this role may
vary fram time 13 time in azcoroance with the needs of the Company.

Yeod shall unsergo a probatiorary pecod of tx JB] months fram carmenzemrent date of yous
enployrent darng which aeriagd vou will Lndergo trairing o be able o perform yoar duties
and tasks accordingly, Gurirg -his probat:onary penod, vau shzli be experted to meet the
standards imposed by the Campay for regularzztion af waur emplovieent and “o adequateiy
gualify and pass the wrzining. vour failuse to meet the farego.ng requiremenss shall be ground
tor termiration of yaar probatianary emaioymant

Remurer ton

4

Your basic salary is Php1d,000.00 gross 0'us manthly 2Howance of Php L0000 you skall be
entitled to 10%-right differenzizl icoveriag tne pericd 10PM 0 BARM] and yau shall also be
ghg.ble to recawe 13" mantn pay ‘'neccordance with the Labor Code.

The Company shall ceduct from your pasic salary the 2raoant of withholdirg taxes, Social
SECUATy Syste contributians and otvar governmen; mandated consribotions aor agreed
geductions.

Warking Schedule

&, Your working davs shall be flve [S] days a weak, with twa 12| cays as rest davs. Your warking

hours shell ba s:gnt (2] haurs per day exclud'neg 1-hour brezk porisd ar forty 1400 kours @ week,
Yoar specific wark davs aro hours will be detarmeres by weor mmadiate sapervisarin relaticn
10 Dsiness needs.
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Training

7. Trainges shall underge 3 manths of prabatiorav employment trRining in the Areas of jareas
-of rainlng] necessary to equin them with the s<'ls and aotitude tor the jok to be undersaken.
Traineas' performance cha'l be graged accordingly 25 the trgining progressas. Trainees who
shall pass the training shell bea expected to cantinue witn their probstionary employm ent wail
the £t month when hey shzl- be sugjecs o 2 perfosmance evalaation necessary for
regu-asizatian.

E  Traness who do not pass ke srzining ar win shal mcgy unexcased 2nd anauthorized
absereas of tardiness in viosation of the Attendance Palicy and i9loy Code of Condact shall ba
asked to discantinge the r grabanonary cartract of errploymert,

Huliel ays aned Leays™, .

9. Jpon regularization, you ska’l be entitied o ten (10} days’ vacatiar leave and en {12] days
cley loave, Al anused sick eaves by “he end af she calendar yvear shall be convertitle 12 cash
A maximam 2fF 10 days;.

Halkliy Pay

0. yvou are ennitled 1o recanve hehday pay dusng days chas you repar; for work which fall onoa
Phitippina holiday, Premiam compatations will be daved o9 whar iz prescrived by the labor
law:,

KMedical & Insurance Scheme

11.¥ou are sigible for the benefits unde- a8 Medweai Benafts Plan of the Company’s Group
lasurance an mantk of corrercemrert upon the regula-szation af your emplayment,

Benefit: Lnoer the ¥edical Benafits Plar will be subject o the rales of the pras and te-mrs of
applicabla insararce palicy, which may be varied from time ta time, and 2re conditional Jpan
woL romaolying with ane satisfyirg any applicable reqairenents of inturers.

The Company resErves The = ant t vary the terms of the Medical Benefits 2lan from time 1o
tirne

annual Physical Exam

13 all emmplovaas shall be reqared by the Carrpany to ancerga several medical ‘aboratory tests
and exzminat' on: 33 pars of its Annggl Phszical Exam. Thes AFE shal ke mandatory for all
régular employvees.

13, Further thereto, the Company rray reqaire random arug fesriag for all s empleyees when &
deams necessary Emplovess shall ba expectad o subrit tiemselves 0o a random drug Test
whernayer “eauirad.
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Employee Handbook and Code of Conduc:

14, Yoo undarezke to abide by the Employes Handoock ard <he Code of Conducy issied by tha
WLampany which may be armended fram fime w tre. fuck Erployee Handbook and Code of
Corduct sthal foren an ‘ntegral part of this Contracs
Heree, vaa furter 2g-ae in case of ary wio gTions theres’, -0 the discipiinary sanctions, which
inglades suspensicons, reprimands and Jdisrrizsal 25 cantaines there:n.

Ir, addition, wow aaree that wau may be placed in prevantwe suspension by the Caompany
shoul of find thar waur continuesd ermp oy ment poses 3 sends and nmrinent threat o the
life a~dfar property of the Company inc Lding the ser's directors and off cers,

Lonfidentiality
-!t"L -

15, Inentenng this Cantract, '-,-a.J agree and undertzke:

8. tomaintain the canfzentially o¥ the cantents of this Cartrac, ard
b. that a7 all <ime: curnng ard after yodr emooyrent ander this Contracs oo will keop
conf:dential and not disclose matters on compensation and benefits or any
Corfidertial Irformanion to vodr Centar any person other; and
C. that immediately spon the request of the Comrpany ar upon the terminaticn af vour
emp oymeant with the Company you wifl delwer to the Companv gl cortidential
mfarmat on, s7oed in hard copy or Inany €eCtromc, magnesic ar cprical . whicn
5 inwanr manseolar possession.
Fo- the pu-aoses of this Zororact, "Confidential Information” mreans any trade secrets, kechocal
knowledge, concepts, ideas, des'gns, programs, processes, procetures, innovations, imventions, dat
bases, data sunweys, CJshomer ists or inforrration, sales plars or marketing plans, research, sofraare,
recards ar arther informatio cancerning the Company, related antities or any of ther respestve
custamers of sapples which s secret and contidential (that s, e intne pLblic gomaing of which you
becarre aware darning yawr emalovirent weth the Camrpany.

Any mstance of an compl asce on Coqfidaeatial Information méy gad o rermingtion of erplayment.
"Englizh Oniy™ Language Policy

16. &5 -he client's demagraphic is ‘n horth America, all employees shall be strictly required to
romvers2 in Enghsh at all times while in the office premises. Tne Snglish:oniy rule must pe
srrictly observed 25 a nan-negatlable poicy a5 follows:

z. Ergizh wil be Jzed when comrmuaicating witk custoress, cosworkers and other
businezs affiatas who speak aaly Englisk. Customers who express a praferenze far
anather lAnguage are &n Bxcentior g this rule.

E. Al task direct-ons znd work directives will be orovided i English. Employest angaged
in teara-related work effores ar project teams will be expected to commuynicate in
Engizh.

<. Ab s2fery facility and security-related matenials will be proviced in Englsh, and taam

_ . ° . . _ o o ' .- .
ardenartmentzl meetings thatrelzte 1o bumj?;:-_gpi-rf{:.@mﬁ, safety, facilty or pesscnal
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tacurity wll be conducted in Eaghsh.

d. The use of the company Internet and intsanes, 25 weil as work-related e-rail ang other
comnrunications that invalee campany safety and secarity martrers, cuztarer
eommunicstians, specifs wark teams of propects, and ather business-reiatec graup
activit.es, will be i English, umieds ustomer regu rements state a prafarence that
another [anguage ba wsed.

Ary docamented gioss aorecomphance of the Englsn arlv poloy rray ead o tererinztiar gf
EMpn D TEMT

Performance

17. You will at all twnes Faschfully, -roustriously and satisfactanly gerfarm all duties that may be
recu e a W, pursuant to the express and wmplicit terms arg comply with cur Emplayes
Handbook and Cooe of fancier made kaown o yoJd 2T the comrmencement of youar
enaloymet.

18 “cuagree ta gevote fulltime and attentian 1o vourwn e and at al tires, gratect and mainzain
*he name. repJtation, integ ty and gocowils of the Company, Lrdertaking to commit no act
oromissea that will tarnish or 2rng dishonor ar prewdise 1z the Compary. To thic ena, you
agrea thet you snall not serve or z2cept any other errployrmens, directiy ar indirectly, in any
manner for the whale durasian af vour employmrent with us.

Audio and Yiden Manitoring

1% The Company shall be under video manitaring through s inttalen CCTY camneras within the
araduction flonr and office premises, Calls made by itz amployvees shall alsa be menisored
theoagh aud:a recording ard manizering for audiz and evaluatoa aarpgses.

Cr her Conditions of Employment

20. The Compzny at a mnamurn will camply with all laoor laws and rega-asions re:anng 1a yoar
employrrent in the Repuziic of the Pwilippings. In addisior, in entering *his LEresrment, yau
ggree that the pahcies 2rd procedures of the Campaay and its clientfs, 2< varied or agddes to
from t:roe ro time, wiill a3poy 10 anc povern your B ployment, You must comply with the
rdviduat prlicies 3nd procedases of the Company’s buasiness 1o which vau zre AsSIERec,

The Campany reserves the righs o vary the terms; of this ‘etzer and yaur employment from
tire o time. Mg will e rotified of 2oy sa0h changes

Terminatlon of Ermployment

2l. You acknowledge that she Comoany may terminate your employmert if you have commizted
ary walatan of the Comrpany Code of Conduct tha: shateBecfnsidered as just andior
authorized cause for your dismissal in zocosdance wihk "he or Code after chservrg due
process for cenrinatian af errplo ,.'rrﬂen._ e ’_"_',.-’
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22, Inthe event that vou shall tesminate your emplayrrent wich the Company, vod are regudired

T3 seryve 3 written nocice af at least chirty 3ays (30110 the Comrpany Faiiure to senve tha nance
Lim sccordance with ke thirry (30 day retice poicy shall ba considered 2o Absence withous
ceave [AWOLY on the fist day of abserce. Smrployees on AWOL shali ret be eligibe o0 oa
AR | K| Ca-tfirame af Employmer: fromm Py

23, pour employment ceaszes for whatever reascn, you zgree and authorize the Company to

rmake the necessary deductions from yoar final szlary, bonases, or otaer beneflts that may be
due o you to effect cettlarrent or paymrent 2f any dapaid aceourtzhility or panding
obligaticns that yaa may have gt the i e of the cessation ofyour ema oyrent. This is withaut
preudcs tg the Lompany's right =o resart o aay end 3l available legal remedies 19 secare
rayment ar rerrunerztian for any of your outstanding obiigazlars thet are not covered by yoar
firal E-HIa_l"_::tq'_l_:lﬂnuses, gr other benetits ard any damrage incuarred by the Campany by reasan
af yor act or omission,  *

Retum of Property

4. Lpon rerrmination of your empioyment witn the Company, for ary CAusE, Ay TSt

Entlre

imrreciately refarn o the Company o ts acthorizes representanve. all ms prooersy including
gqiioment, correspondence, doramrents, recards, data cofware, disks apd other informatian-
storing med.urm, specPoations, models and 2l eopiss, summaries notes and reproducions
themanf, 2riy pther praperty belorging 2o or relzting 1o ke business o <ke Camrpa my which ara
IN YOJr POSSESEian, custody or control

Agresment

£5. This document “ogether with any attachments, records she agreement between the parties,

As for

antd to signi

Mg prevous  negstiations,  understandings, oontrazts, agreerients,  represeniztions,
Warrarties, memarancLm or comritmenss will affect the terrs and conditions of wour
emplayment by the Carrpamy.

ho oral explenation or inforreatian provided by e'cher parsy ta the ather shall affect ke
meanirg o imterpretation of this docarant; of 2erstitate any colatera zgreement, warea nty
or understanding betwee any of the pzriies to th's Agreement.

Thiz Agreemrent zrd the emplay™ent terirs ang condisiors sha'l ha gaverred gnd constraed
in 2l respects in accosdance witk the Laws of the Repablic of the Phitippines.

Jdr acceptzree of erplopnent ana the foregoing terms and candrmians,

rmal marfir
} sanding thereof, oiease sign and return to s the daalicace capy of this letter,
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Yoars sincerely
“zrend on beha'f of
iFloy Incarparsted

OH & BWELECIO
Humman Resourees

_ Hstood the above terms 2nd cond:hions of this Agreemens. | arcent the
affer, Code of Candughafd e terms and oanditions of she emalovrent wirtk the Cg mEany,




