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PRIVATE & CONFIDENTIAL

Movember 23, 219

hs Beverly Paciol Salagusic
FHIA Morelos 51 Villn. Gonenlo 17 Brgy Tejero, Cobu City

Dear Ms Salypuste:

We are pleased to offer you employment with Ploy Incorpomated (hereafter called the “Company”} subject to the
following terms and conditions and to satisfactory references, emplovment history verifreation, Background and obher
chedks reguired by the Company,

This Contract together with any attachments, sets oul the terms and conditions of your employment in sccordance with
the rules and laws of the Philippines,

Engagemert

—_—

The commencerfint date of ygur employment under this Cantract is MNovember 18, 2019,

Your services are hereby engaged as CSR - Phone. The reporting requiremaents of this role may vary from
time fo time in scoordance with the neoeds of the Comgarny.

. You shell undergo & probationary period of six (&) months from commencement date. of your employment

during which perind you will undergo training to be able to perform your duties and taiks accordingly, During
this probationary period, vou shall be expected to meel the standards imposed by the Compary for
tegularization of your employment and to sdeguately guallfy and pass the training.. Your failure to meet the
foregoing requirements shall be ground for termination of your probationary employment

Remunermtion

4,

Your basic salary is Php 1 6,000 00 gross plus monthly alowance of Php 400 (0 you shall be entitled to 10%-
night differential (covering the period 10PM to AAM] and you shafl also be eligible to receive 13" month pay in
accordance with the Labor Code.

. The Company shall deduct from your basic walary the amount of withholding taxes, Social decuriby System

cantributions and other gevernment mandated centributians or agreed deductions.

Working Schedule

6. Your working days shall be five (5) days a week, with Twe [2) days as remt days. Your working hours shall be eight

Training

8] hours per day, exchiding I-hour break period or forty [80) hours & week, Your specific work days end hours
will be determined by your iImmediate supendsar in relation to basiness needs.,

T. Tratnees shall underge 3 months of probationary employment: training in the Areas of [areat of training)

riecessary to equip thiem with the skills and aptitude for the job to be undertaken, Trainess' performance shall
be graded accordingly as the training progresses, Tramees who shall pass the training shall be expected to
continue with their probationary employment until the 6th month when they shall be subject ta a performance
evaluation necessary for regularization,

Trainees whao do not pass the training or who shall incur unescused and unauthorized absences or tardiness in
violation of the Attendance Policy and iPloy Code of Conduct shall be asked to discantinue their probationary
codiiract of emplyment

Holidays and Leave

Upon regularization, you shall be entitied to ten (10} doyy' vacation lesve and ten (10} deve sick leave. All
unised sick lsmves by the end of the catendar yaar thall be convertible to cath (o maximum of 10 daya).
)
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Holiday Pay

10, You are entitled to receive holiday pay during days that you repart for wark which falf on 2 Philippine holiday.,
Premium computations will be based on what is prescribed by the labor faw.

Medical & Insurance Scheme
why
11, ¥ou are sligible for the benefits under the Medical Banefits Plan of the Company’s Group Insurance on mafth
of commencement upen the regulariation of your émployment.

Rensfits under the Medical Benefits Plan will be subject to the niles of the plan and terms of applicable
insurance policy, which may be varied from time to time, and are conditional upan you complying with and
satisfying any applicablo regquiremaents of Insurers,

The Company reserves the right to vary the terms of the Medical Benafits Plan from tme to time,

Annual Physical Exam

12, Al ermployess shall be required by the Company to undergo several medical laboratory tests and examinations
s part of its Annual Physical Exam. This &P shall be mandatory for all regular employees,

13, Further thereto, the Company may require random drug testing for all its employees when It deems necessary,
Employees shall be gxpected to submit themseives bo a mndom drgg tesl whamsver reguined,
Employes Handbook and Code of Conduct

14, You undertake to abide by the Employes Handbook and (e Code of Conduct ssoed by the Compamy which
mray be amended fram time 1o time. Such Employee Handbook and Code of Conduct shall form an integral part
af this Cantract.

Hence, vou further agree, in case of any vialstigns thereof, to the disciplinany sanctions, which includes.
suspemsions, reptimands and dismissal as contalned thersin.

In addition, you sgree that vou may be pliced in preventive suspension by the Comparry should it find that your
continued employment poses @ serious and imminsnt threat te the life and/or property of the Company
including the latter's directors and officers.

Confidentiality

15, Inentering this Cantract, you agree and undertake:;
3, tomaintain the confidentally of the contents of this Contract, and

b. that atafl times during and after your employment under this Contract you will keep canfidential and
not disclose matters on compensation and bensfits or any Confidentisl Information to your chent or
any persan other; and

C. thatimmediately upon the request of the Company of upon the termination of your employment with
the Company yvou will defiver (o the Company all confidential Information, stored in hard copy or in
any electronic, magnetic or optical form, which is in yoeur contral or possession,

For the purposes of this Contract, *Confidential Information” means sny trade secrets, technical knowkedge, concepts,
ideas, designs, programs, processes, procedures, Innguations, Imentions, dats bases, datas surveys, customer [ists. or
infarmation, sales plans or marketing plans, research, software, records or other information concerning the Comparny,
refated entities or any of their respactive customers or supplies which issecrel and confidential (that is, not in the pulbdic
domain} of which you became aware during vour employment with the Company.

Any instance of non-compliance on Confidential Infarmation may lead to termmanon of employment.
“English Only” Language Policy

16, Ax the client's demographic s In North Amarica, all emplayees shall be strictly required to canverse In Englich
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at all times while in the office premises. The English-only rule must be strictly observed as a non-negotiable
palicy ag follows!

& English wiil be used when communicating with customers, co-workers and other business affiiabes
wha speak only English. Customers who express 2 preference for another language are an exception
to this rule,

b. Al task directions and work difectivas will be pravided in English. Employees engaged in team-refated

s work efforts o project teams will be expected to communicate in English

£ Al safety, facility and secunty-related materials will be provided in English, and feam or departmental
meetings that relabe 10 business operations, safety, facility or personal secarity will be conducted in
Enghish

d, The uie of the comipany fnternet and infrenet, a3 well as work-related e-mail apd other
communications that invedde company sifety snd security matters, customer communications,
specific work teams or projects, and other business-related group activities, will be in Engiish. unles
customer reguirements state & preference that enother language be used,

Any documented gross non-comphance of the English anly policy may lead to termination of employment.

Parformance --1-.

17, You will at all times fithfully, industriousty and satisfactonly perform all duties that muy be regquired of you,
pursuant to the express and implicit terms and comply with our Employee Handbook and Code of Conduct
made known b vou ot the commencement of yvour employment.

IR, You agres to devots full time and attention to your work and at ail times, protect and maintain the name,
reputatian, integrity and goodwili of the Company, undertaking to commit no sct or omission that will tarnish
or bring dishonor of prejudice 1o the Company. To this end, you agree that you shall not serve or accept any
other amployment, directly or indirectly, in any manner for the whole duration of your employment with us

Audio and Video Monitaring

19, The Company shall be under videa monitoring through its installed CCTV cameras within the production floor
and office premises  Calls made by Its employess shall also be monitored through sudio recording and
monitoring for audit end evaiuaton purposes.

Other Conditions of Employment

20, The Company at & minimum will comply with all labor laws and regulations relating 1o your employment in
the Republlc of the Philippines. In addition, in entering this Agreement, you sgree that the policies and
procedures of the Company and its chient/s, as varied of added to from time to time, will apply to and govern
vour employment. You must comply with the individusl pelicies and proceduores of the Company's business 1o
which you are ass:gned,

The Company reserves the dght 1o vany the terms of this ietter and vour employment from time te Ume, You
will be notified of any such changes.

Termimation of Employment

21. You acknowledge that the Company may terminate your employment if you have committed any violation of
the Company Code of Conduct that shall be considered a5 just and/or authorived couse Yor your dismilssal in
accordance with the Labor Code after absending due process for termination of employment

22, Inthe event that you shall terminate your employment with the Company, you sre required Lo serve § written
notice of at least thirty days (30) to the Company, Fallure to serve the notice in accordance with the thirty (30)
day notice policy shall be convidered as Absence without Lesve (AWOL) on the first day of absence. Employees
on  AWOL shafl not be eligible to be issued & Certificate of Employment from iPloy
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23, i your employment ceases for whatewer regson, you agree and authorlie the Company to make the necessary
deductions from your final salary, bonuses, or other benefits that may be due to vou to effect settlement or
payment of any unpald sccountahility or pending obligations that you may have at the tme of the cessation of
your employment, Thiz 3 without prejudice to: the Company's right to resort to any and all available legal
remedies to secure payment or remuneration for any of your sutstanding obligations that are nol covered by
vour final salery, bonused, or other benafits and any demage incurred by the Company by resson-of yvouract of
amison,

24, The Company retarves the right to immediately terminate your contract anytime within the probationary
period without the nesd of a 30-Day Motice in the event of a below satisfactory performance, stiendance lssues
junscheduled absences. tardiness, over breaks etc |, serious disregard of company rules and paolicies and other
reatons cntical to its mterasts,

Retum of Property

25, Upon termination of vour employment with the Company, for any cawse, you must mmediately return to the
Company of [t5 authonzed representitive, all its property including equipment, cormespondence, documents,
reconds, dale are, disks-and other information-storing medium, specifications, models and all copies,
summaries notss and reproductions thereof, any other property belonging to of relating to the business of the
Company which are in your possession, custody or contral

Entire Agreamant

26, This document together with any attachments, records the agreement between the parties, No previaus
negotiations, understandings, contracts, agresments, fepfasentalions, warranbies, memorandum  or
commitments will affect the terms and conditions of your employmeant by the Company,

Mo oral explanation of imformation provided by either party o the oiber shall affect the meaning or
interpretation of this document; or constitute any collateral agreement, warranty or understanding between
amy of the parties to this Agresment,

Thiz Agreement and the employment terms and conditions shall be governed and construed in all respects in
accardance with the Laws of the Republic of the Philippines.

Ax formal confirmation of voor scceptance of smployment @nd the foregoing terms and conditions, and to signify vour
undu-rﬂln@:h-t please sign and return to us the duplicate copy of this letter.

Beverly Pactol Salaguste

Employes Name and Signature/Date

ToUrs SINCereiy,
For and on behalf of

Noted By i iR
Oire oS

ACCEPTANCE OF OFFER

I confirm | have read and understood the above terms and conditions of this Agreement. | accopt the offer, Code of
Conduct and the t_hhrll. and of the emplovment with the Compamy.

Signature: Beverly Pact I Salaguste
Signature ayver I_’rift_u_ﬁ Bupme

i0 ne, 1579

Date: Lﬂﬁf'__,: i



