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FRIVATE & CONFIDENTIAL

lake loseph Sumanting 16 February 2017
Lorega 5an Miguel, Cebu City, Cebu GO0D

Cear My, Sumanting,

We are pleased to offer you employment with iPkoy incorporated [hereafter called the
“Company”] subjogt to the fallowing terrs and cenditons and to satisfactory references,
employment history verification, background and cther checks required by the Company.

This Contract together with any attachments, sets out the terms ang conditions aof yvour
employment in accardance with the rules and laws of the Philippines.

Engagement
L. The commencement date of your eniployment undes this Contact is 16 February 2017,

2. Your services are hereby engaged 35 Customer Service Representative — Intake. The
regarting requirements of this role may vary from tirme 10 tirne in accordance with the
needs of the Company.

3. You shall undergo a probationary pericd of six &} months from commencement date of
your employment dur:ng wnich oeriod vou we underge training to be able to perform
vaur duties and tasks accordingly,  Durag this probationary period, you shall be
expected te meet the standards imposed by the Company for regularization of your
employment and to adequately qualify and pass the training. Your failure to meet the
faregoimg requirements shell oe ground for termenation of wour prebationary
ermployrment,

Remuneration

4. Your bazic satary is Php 13,000.00 gross plus a manthly allgwance of Php 1,700,004, You
shall be entitled to 10%.-night differential [cavering the pesiod 10PM to BAN) arnd you
shall alzo be eligible ta recerve the 13" month pay in accordance with the Labor Code.
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5. The Coempany shai dedyct from your basic salary the amount of withholding taves,
social Security Systerr contribuetions and other government mandated contributions or
agreed deductians.

Waorking Schedule

6. Your working days shab be five (5] days a week, with two [2) days as rest days, Your
warking hours shall oe eight (8] hours per day, excluding 1 heur break period or forey
{40 hours & week, Your specfic waork days and hours wil be deterrnined by wour
imrmediate supervisar in relaton to business needs.

A, .

Training

7. Trainges shall undergo 3 montns of propationary employment training in the Areas of
Intake necessany to equip them with the skills and aptitude for the jph to be undertaken.
Trainees' perfarmance shall be graded accardingly as the traiming progresses, Trainees
who shall pass the training shall be expected to continge with their prabationary
employment until the &th month when they shall be subject to 3 performance
evaluation necessary for regularization.

& Trainees who do not pass the training ar whe shall incur unexcused and unauthorized
ahzences ar tardiness in violation of the Attendance Policy and iIPloy Code of Conduct
shall be asked to discontinue their probationary contract of employment,

Training Bond

Q. The iPloy training as desenbed in above paragraph is as intensive and praper whith shall
equip the employee fully with the job to be undertaken, Trainings are company
investrments 0 their emplayess that woll Be added value and knowledge to them. As
such iPloy trainings shall be sssigned costs and the employee shall be requited to render
employment m exchange for the traming receved.

I The iPlpy probaticnary traimng costs Php 35000000, Trainees who shall pass the
trawning period shall be reguised to render at least one [1) year of service after
regularization, In the event ;hat the errployee who shall be regulanzed but who shall
opt o discont nue their errployment wits iPloy for any reason not attributable to the
company shall be asked to reimburse the cass of Training amounting te Php 35,000.00 in
full prior to their resignation.
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4. You undertake to sbrde by the Emplovee Handbook and the Code of Canduct issued by
the Company which may be amended from time to tirme. Such Employee Handbook and
Code of Conduct sha!' form anintegral part of this Contract.

Hance, you further agree, in case of any violations thereof, ta the disciplinary sanctions,
which includes suspensicns, reprimands and dismissat as contaned therein,

In additicn, you agree that you may be placed in preventive suspension by the Company
should it find that your continued employment poses a serious and imminent, threat to
the life and/ar property of the Campany including the latter’s directars and afficers.

l--lj':{.- -
Confidentiality

17, In entering this Contract, you agree and undertake:

3. tomaintain the confidentiaty of the contents of this Cantract, and

h. that at &l tirmes dunng and after your employment under this Cantract yau wilt
keep confidantial and not disclose matters on compensation and benefis or any
Canfidential Information to your client or any person other; and

c. that immadiately upan the reguest of the Company ar upan the termination of
your erployment weth the Company you will deliver to the Company all
confidential Infarmation, sterec n nard copy of in any electrenic, magnetic or
epsical farm, which is in your contral or possessicn.

For the pwrposes of this Contract, "Confidential Infarmation” means any trade secrats,
technical knowledge, concepts, ideas, desigas, programs, processes, procedures, innovatians,
inventions, data bases, data surveys, customer lists or information, sales plans or marketing
plans, research, software, records or other information concerning the Company. related
gntities or any of thesr respeciive customars or supplies which is secret and confidential (that
15, nat in the public domaing of which you became aware during your employment with the
Company.

Any instance of on compiiance on Confidential Information may lead to termination of
ermployment.
*English Only” Language Policy

18, As the client's demographic is :n North America, ali employess shat be strictly requred
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LG corwerse in Englizh gt all times while in the offlce premises, The English-only rule must

be strictly observed as a non-nepotiable policy as follows:

a.

English will be used when cammunicat:ag with custamers, co-workers and other
busingss affilates who speak anly English. Customers who express 3 preference
for another language are an exception to this rule.

All 1ask directions and work directives will be provided o English, Employess
engaged in team-related work effarts ar project teams will be expected to
communicate in English

All salety, facility and secority-related materials will be provided in English, and
team ar departmental meetings that relate to business sperations, safety, facility
or p¥sonal sesurity will be conducted in English,

The use of the company Internet and intranet, as well as work-related s-mail and
other commurkcations that involve company safety and secunty matters,
CUstOmer communications, specific wark teams or projects, and ather business-
related group activities, will be in English, unless custamer requirements skate 3
preference that anather .anguage be used.

Amy documented gross non-compliance of the English ondy policy may lead to
termination of employment.

Performance

19, You wii at all times faithfully, industnously and satsfactorily perfarm all duties that
may be requered of you, pursuant to the express and implicit terms and comply with gur
Employee Handbook and Code of Conduct made known to Wwau at the commencerment
af your employmens.

20, You agres to devote T tirme and attentian to vour work and at all times, protect and
maintain zhe name, reputaton, integrity and goodwill of the Carmpany, undertaking o
LOMmit no act or omissian that will tarnish ar bring dishonaor or prejudice to the
Company. To tfs end, you agree that you shall not serve or accept any other
employment, directly or indirectly, in any manner for the whole duration of WIHIF
employment with us.

Audio and Vides Monitoring

-

21, The Company shall be under viden monitarmg through its installed CCTY cameras ‘E
within the production floer and office premizes.
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Calls made by its emplayees shall also be memtored through audic recording and
monitaring for audit and evaluation purposes,

Other Conditions of Employment

22, The Company at a minimurn will comply wit all labor laws and regutations refating to
your empioyment in the Aepublic of the Prlppines. In addition, in entering this
Agreement, you agrea that the policies and procedures of the Company and 115 client/s,
as varied or added to from time to time, will apply to and govern your employment. You
rmust cmmpl*,r with the individual palices and pracedures of the Company’s business to
which yeu dhe assigned. |

The Company reserves the #ight to vary the terms of this letter and your employment
fram time to time. You will be notified of any such changes.

Terminatlan of Employment

23, You acknowledge that the Company may terminate your employment if you have
comnmitted any viclation of the Company Code of Conduct that shall be considered as
pust and/ar autharized cause for wour dismissal in accordance with the Labor Code after
ohserving due process for termination of employrment.

24, In the event that you shall terminate your emplayment with the Company, you are
required o serve a written nobice of at least thirty days (30) to the Company. Failure to
serve the notice in accerdance with the thirty (30) day notice policy shall be considered
as Absence without Leave {AWDOL} on the first day of absence. Employess on AWGL
shall naot be elighle to be issued a Certifcate of Employment from  iPlay.

25, If your employrment ceases for whatever reasan, you agree and authorize the
Company 10 make the necessary deductions from your final salary, bonuses, or other
benefits that may be diue o you to effect settlement ar payment of any unpasd
accountability or pending ob igations that you may have af the time of the cessation of
yaur emplayment. This is without prejudice to the Company’s right to resort to any and
all available lega remedies to secure payment or rermuneration for any of YoLr
outstanding obigations that are not covered by your finaf salary, bonuses, or other
benefits and any damage incur-ed by the Company by reason of vour act or amissian,

Return of Froperty
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26, Upon termination of your empioyment with the Company, for any CAUSE, YOU Mmusk
immediately return to the Company or ts authorized representative, all its property
mcluding equipment, carsespandence, documents, records, data software, diske and
other information-storing medium, specifications, models and all copies, summaries
notes and reproductions thereqf, any other property belonging ta or relating to the
husiness of the Campany which are in your possession, custody or contral,

Entire Apreamant

27 This document together with any attachments, #ecords the agreement between the
Larties. Q  previous  negatiations,  understandings,  contracts, agreements,
representations, warranties, memorangem or commitmants will affect the terms and
cand:tions of your employmeant by the Company.

Mo aral explanation or informaton provided by either party to the ather shall affect the
meaning or .aterpretation of this docament; of constitute any collaterad Igreement,
warranty or understanding between any of the parties to this Agrearnent,

This Agresment and the errployment terms and conditivns shall be governed and
construed in all respects in accordance with the Laws of the Republic of the Philippines.

As formal confirmation of your acceptance of emplayment and the foregoing terms and
. conditions, and o signify your understanding thereaf, piease sgn and return to us the
' duplicate capy of this letter.

i g
4 ,J:ﬁ.:@a M. mfﬁnﬁ?

Employes Mame and 5i Anature/Date

Yiours sincerely,
Far and on behalf of
1Floy Incorporated

Alfreda Carnanllo ir
Dperatians Manager
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ACCEFTANCE OF OFFER
i confirm | have read and understood the abave terms and condrtions of this Agreement, |
accept the offer, Caode of Conduct and the terms and conditions of the eMpioyment with the
Company.

A

Signature: . ;
Signature over Printed Name
I ne,
Dare:




