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PRIVATE & CONFIDENTIAL

r

Ariel P, Sanchez 15 May 2017
Hely Family Willage, Banilad, Mandaue City, Cebu

Cear Mr. Arigl,

We are pleased to offer yvou employment with iPloy Incorporated (hereafter called the
“Company”] subjett te the fallowing terms and conditions and to satisfactory references,
amplayment history verification. backaraund and other cheexs required by the Company.

This Contract together with any attachrnents, sets out the terms and conditions af your
employment in accordance with the rodes and laws of the Philippings.

Engagement

1. The cammencement date of your emplgyment under this Contract is 15 May 2017,

2. Your services are hereby engaped as Customer Service Representative — Intake. The
reparting requirements of this rale may vary from time to time in accardance with the
needs of the Company.

3. You shall underge a probationary periog of six (G) manths from eommencement date of
vaur employrent during which pe-isd you will undergo training to he able to perfarm
your duties and tasks accordingly, 2uring this probationary period, you shall be
pxpected 1o meet the standards imposed by the Company for regularization of your
employment and to adequately qualify and pass tne training. Your failure to meet the
foregaing requirements shall be pground for fermination of syour probationary
employmant.

Remuneration

4. ‘Your basic salary is Fhp 13,000.00 gross plus a monthty afowance of Php 1, 7000040, You
shall be entitled to 10%-night differential {covering the period 10PM ta 6aM) and you
shall alsa be eligible to receive the 13" manth pay in accordance with the Labor Code.
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5. The Campany shall deduct from your basic salary the amount of withhoiding taxes,

Social Security System coninbutions and other government mandated contributions or
Fgreed dequctians.

Working Schedula

6. ‘Your warking days shall oe five {5) days a week, with two (2] days a5 rest days. Your
working hours shall be eight (8} haurs per day, excluding 1 hour break period or forty
{40 hours a week. Your specific work days and hours will De determined by your
immediate supervisor in relaticn to business needs,

A, .

Tralning

7. Trainees shall underge 3 mont: of probationary employment training in the Areas of
Intake necessary to equip them with the skillz amd aptitude for the job to be
undertaken. Trainees’ performance shall be graded accordingly as the training
progresses. Trainezes who shall pass the training shall be expected to continue with their
prabationary employment until the &th month when they shall be subject to a
perfarmance evaluation necessary for regularizat:an.

8. Trainees who do not pass the training or who shall incur unexcused and wnautherized
ahsences or tardiness in violation of the Attendance Policy and iPloy Code of Conduct
shall be asked to discontinue thesr probationary contract of employment.

Training Bond

G, The iPloy training as descnbed :n above paragraph is as intensive and propar which shall
equip the employee fully with the job to be undertaken. Trainings are company
investments ©o their employees that will be added value and knowledge (o them. As
sich Phoy trainings shall be assigned costs and the employee shall be required to render
ermployment in exchange for the training received,

10, The Moy probationary training costs Php 35,000,00. Traineges who shall pass the
training period shall be reguired to render at least one (1) year of service after
regularization. In the event that the emploves wha shall be regularized but who chath
apt to discontinue their employment with iPloy for any reason not attributable to the
campany shall be asked to reimburse the cost of Training amounting 1@ Php 35,000.00 in
Full priar to their resignatian.

—_
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Holidays and Leave

11. Upon regularization you shall be entitied to ten (10) days' vacation |eave and ten {10)
days sick leave. Leaves thall not be convertible to cash except far five (5} days of sick
leave if unused by the end of the calendar yvear,

Hollday Pay

12, You are entitled to receive holiday pay during days that you repart for work which fa#
an a Philippjte haliday. Premium computaticns will be based an what is prescribed by
the labor law. ’

Medical & Insurance Scheme

13.¥ou are elgible for the benefits under the Medical Benefitz Plan of the Campany’s
Group Insurance on month of commencement wpen the regularization of your
empoyment.

Benefits under the Medical Benefits Plan will ke subject 10 the rules of the plan and
terms of applicable insurance policy, which may be varied from time to time, and are
conditional upen you complying with and <atisfying any applicable requirements of
IMSUrers.

The Campany reservas the right to vary the terms of ¢he Medical Benefits Plan fram
fime to time.

Annual Physical Exam

I4. all employees shall be reguired by the Company to undergo several medical laboratory
tests and examinatians as part of its Annwal Physical Exam. This APE shall be mandatory
for all regular employess.

L3. Further thereta, the Company may require random dreg testing for all its employaes
when it deerms necessary. Employees shall be expected to submit themselves to 3
rangom drug test whenevear required.

Employee Handbook and Code of Conduct

.
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6. You undertake to abide by the Employee Handbaok and the Code of Conduet issued by
th;a_ Cormpany which may be amended from time to time, Such Employee Handbook and
Code of Congduct shall form an integral part of this Cantrace.

Hence, yoi: further agree, » case of any violations thereof, to the disciplinary sanctions,
which includes suspensans, reprimartds and dismissal as contained tharein.

In additraen, you agres that you may be placed in preventive suspeasian by the Company
should it fingd that your continued amployment poses a serious and irmminent threat to
the life and/or praperty of the Company including the latter's directors and officers.
A .
Confldentiality

i7. wnentering this Contract, you agree and undertake:

4. ta maintain the confidentially of the contents of this Contrace, and

b, that at ail times during and after your employment under this Contract you will
keep confidential and not disclose matters on compensation and beneafits or any
Canfidential Information to your Cient or any parson other; and

c. that immediately upen the request of the Company or upon the termination of
yvour employment with the Company you will deliver to the Company all
confidential Information, stored in hard copy @r i any etectronic, magnetic or
aptical farrm, wheeh is in your control or possession.

Far the purposes of this Contract, “Confidential nformation” means any trade secrets,
technical knowledge, concepts, ideas, designs, programs, processes, proceduses, innovations,
wwenkions, data bases, data surveys, customer lists or informaticn, sales plans or marketing
plans, research, software, records or other information concerning the Company, related
entities or any of their respective custamers or supplies which is secret and confidentiat {that
i5, not in the public domain] of which vou hecame aware during your empioyment with the
Campany.

Arny mnstance of on compliance an Confidential Infarmatian may lead to termingtion of
employmant,
"English Only™ Lanpuage Policy

18. Asthe client's demggraphic is in North Arnerica, all ermplayees shall be stricthy required
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to ranverse in English at alt times whita in the office premises. The English-only rele must
pe strictly abserved as a non-negotiable policy as followe:

e

a  English will be used when communcating with custormers, co-workers and other
business affiliates who speak only Enghsh. Custemers who express @ preference
Far another language are an exception to this rule,

b All task girections and work directives will be provided in English. Employees
ergaged in team-related work effarts or proiect teams will be expected o
communicaie n English,

c. Al safety, facility and security-related materals will be provided in English, and
team or departmental meetings that relate to business operations, safety, facility
ar pﬂ%nal security will he conducted in Enghsh.

d. The vse of the company Internet and intranet, as well as wark-related e-mai? and
ather communications that involve company safety and security matters,
custamer communications, specific work teams or progects, and other busingss-
related group activities, will be in English, wnless customer requrrements state 3
preference that another ranguage be used.

Any documented gross non-compliance of the English only policy may lead to
terrnination of employment.

Performance

19, Yoo will at all tigmes faithfully, industriously and satisfactorily perform all dutiegs that
may be required of you, pursuant to the express and implicit terms and comply with aur
Employee Handbook and Code of Conduct made known ta you at the commencement
of your employment.

20, ¥ou agree to devote full time and attention to your wark and at all times, protect and
maintaire the name, reputation, integrity and goodwill of the Campany, undertaking to
commit no act or omission that will tarmish ar bring dshanar or prejudice to the
Company, To this end, you agree that you shali not serve or accept any other
employrment, directy or indirecthy, 1n any manner for the whoele duration of your
ermployiment with us.

Audio and Video Monitaring

21, The Company shai: be under videa menitonng through te installed CCTV cameras
within the production floor and off'ce premises.
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Calls made by its emplovees shaf also be monmtored through audic recording and
monitaring for audit and evaluation purposes.

.

Other Conditlons of Empioyment

22, The Company at a minimum will cormpiy with all labor laws and regulations redating to

your emplayment in the Republc of the Philippines. In addition, in entering this
Agreement, you agree that the poiicies and procedures of the Company and its client/s,
as varied or 3dded to from bme to time, will apely to and govern yaur emplovment, You
must comply with the individual policies and procedures of the Company's business to
which you '2rd gssigned.

The Company reserves the right to vary the terms of this letter and your employment
from time te time. You will be notified of any such changes.

Termination of Emplayment

23, You acknowledge that the Company may terminate your employment if v have

24.

25

committed any vialation of the Company Code of Caonduct that shall be consigdered as
just and/or authorized cause for your dismissal in accordance with the Labor Code after
observing due pracess for termination of emplayment.

In the event that you shall termisnate your employment with the Company, vau are
required to serve 3 written notice of at least thirty days (30] to the Cormpany, Failure to
serve the notice in accordance with the thirty (30) day notice policy shal be considered
as Absence without Leave {AWOLY on the first day of absence. Employvees on AWOL
shall not be eligible to be issued a Certificate of Employment from tProy.

If your emplayment ceases for whatever reason, you apree and authorize the
Company t0 make the necessary deductions fram your final salary, bonuses, ar other
henefits that may be due to you to effect settement or payment of any unpaid
accountabuity ar pending obligaticns thar you may have at the time of the cessation of
vour employment. This s without prejudice to the Corrpany's right &0 resart to any and
all available legal remedies to secure payment or remuneration for any of your
cutstanding ohbligations that ase not covered by your final salary, bonuses, or other
bernefis and any damage incurred by the Company by reason of vaur act or amission.

Return of Property
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26, Upon termination of your employment with the Company, for any cause, you must
|n1med|atel-,f retern to the Company or its avthonzed representative, all its property
mcludmg equipment, correspondence, documents, records, data software, disks and
other infarmatian-starmg medium, specfications, models and all copies, summaries
notes and reproductions thereof, any other progerty belonging to or relating 1o the
business of the Company which are in your possession, custody or control,

Entire Agreement

27, This decument together with any attachments, recorgs the agreement between the
parties. [\':q;r previous  negatiations,  understandsgs,  contracts,  agreements,
representations, warranties, memarandurm ar cemmitments will affect the terms and
canditions of your employment by the Company.

Mo oral explanation or infarmation provided by either party to the other shalf affect the
mearing or interpretation of this decurment; or constitute any collakeral agreement,
warranty ar understanding between any of the partes to this Agreement.

This Agreement and the employment terms and corditicns shall be governed and
construed in all respects in accordzance wth the Laws of the Republic of the Phikppines.

As formal confirmation of your acceptance of employment and the faregoing terms and
conditions, and to signify your understanding thereof, please sign and return to us the
duplicate copy of this letter.

Gmﬁg%’aw LAET

Employee Name and Signature/Date

YOurs sincerely,
For and ore behalf of
iPloy Incarporated

Alfreda Camarille I,
Dperat:ons Manager
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ACCEPTANCE OF OFFER

| confirm | have read and understood the above terms and canditians of this Agreement. |
accept the offer, Code of Canduct and the terms and condtions of the ermployment with the
Company.

Signature: ﬂ'ﬂﬁﬁf%:"ﬂbﬂm‘a‘a

Signature over Printed Name

10 no.
Dale: ]




