|Pley Incorporated . . .. - =
% fioor, Ayala Center Cebu Tower 'P,O
Bohol Avenue, Cebu Business Park

Celu City 5000

EMPLOYMENT CONTRACT
May 25, 2022

Mr. Jason Ostia Abasolo
157-D F. Jaca St. Inayawan, Cebu City

Dear Mr. Abasolo:
We are pleased to offer you employment with iPloy Incorporated (hereafter called the "Company”) subject to the

following terms and conditions and to satisfactory references, employment history verification, background and other
checks required by the Company.

This Cantract together with any attachments, sets out the terms and conditions of mur employment in accordance with
the rules and laws of the Philippines.

Engagement

—

The commencement date of your employment under this Contract is May 23, 2022,

2. Your services are hereby engaged as CSR - Phone. The reporting requirements of this rale may vary from
time to time in accordance with the needs of the Company.

3. You shall undergo a probationary period of six (6) months from commencement date of your employment
during which period you will undergo training to be able to perform your duties and tasks accordingly. During
this probationary period, you shall he expected to 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
foregoing requirements shall be ground for termination of your probationary employment.

Remuneration

4. Your basic salary is Php 1 6,000.00 gross plus menthly allowance of Php2,400.00 you shall be entitled to 10%-
night differential (covering the period 10PM to 6AM) and you shall also be eligible to receive 13* month pay in
accordance with the Labor Code.

5. The Company shall deduct from your basic salary the amount of withholding taxes, Social Security System
contributions and other government mandated contributions or agreed deductions.

Working Schedule

6. Your waorking days shall be five (5) days a week, with two (2) days as rest days. Your working hours shall be eight
(8) hours per day, excluding 1-hour break period or forty (40) hours a week. Your specific work-days and hours
will be determined by your immediate supervisor in relation to business needs.
Training

7. Trainees shall undergo 3 months of probationary employment training in the Areas of [areas of training)
necessary to equip them with the skills and aptitude for the job to be undertaken. Trainees' performance shall
be graded accordingly as the training progresses. Trainees who shall pass the training shall be expected to
continue with their probationary employment until the 6th month when they shall be subject to a performance
evaluation necessary for regularization.

8. Trainees who do not pass the training or who shall incur unexcused and unauthorized absences or tardiness in
violation of the Attendance Policy and iPloy Code of Conduct shall be asked to discontinue their probationary

contract of employment.

Holidays and Leave

0, Upon regularization, you shall be entitled to ten (10) days’ vacation leave and ten (10) days sick leave. All
unused sick leaves by the end of the calendar year shall be convertible to cash (a maximum of 10 days).
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Holiday Pay

10. You are entitled to receive holiday pay during days that you report for work which fall on a Philippine holiday.
Premium computations will be based on what Is prescribed by the labor law.

Medical & Insurance Scheme

11. You are eligible for the benefits under the Medical Benefits Plan of the Company's Group Insurance on month
of commencement upon the regularization of your emplayment,

Benefits under the Medical Benefits Plan will be subject to the rules of the plan and terms of applicable
insurance policy, which may be varied from time to time, and are conditional upon you complying with and
satisfying any applicable requirements of insurers,

The Company reserves the right to vary the terms of the Medical Benefits Plan from time to time.

Annual Physical Exam

12. All employees shall be required by the Company to undergo several medical laboratory tests and examinations
as part of its Annual Physical Exam. This APE shall be mandatory for all regular employees,

13. Furtherth ereto, the Company may reguire random drug testing for all its employees when It deems necessary.
Employees shall be expected to submit themselves to a random drug test whenever required.
Employee Handbook and Code of Conduct

14. You undertake to abide by the Employee Handbook and the Code of Conduct issued by the Company which
may be amended from time to time. Such Employee Handbook and Code of Canduct shall form an integral part
of this Cantract,

Hence, you further agree, in case of any violations thereof, to the disciplinary sanctions, which includes
suspensions, reprimands and dismissal as contalined thergin.

In addition, 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 |ife and/or property of the Company
including the latter’s directors and officars.

Confidentiality

15. Inentering this Contract, you agree and undertake:
a. to maintain the confidentially of the contents of this Contract, and

b. that at all times during and after your employment under this Contract you will keep confidential and
not disclose matters on compensation and benefits or any Confidential Infarmation to vour client or
any person other; and

€. thatimmediately upon the request of the Comp any or upon the termination of your employment with
the Cempany you will deliver to the Company all confidential Information, stored in hard copy or in
any electronic, magnetic or optical form, which Is in your control or possession.

For the purposes of this Contract, “Confidential Infarmation” means any trade secrets, technical knowledge, concepts,
ideas, designs, programs, processes, procedures, innovations, inventions, data bases, data surveys, customer lists or
information, sales plans or marketing plans, research, software, records or other information concerning the Company,

related entities or any of their respective customers or supplies which is secret and confidential (that is, not in the public
domain) of which you became aware during your employment with the Company.

Any instance of non-compliance on Confidential Information may lead to termination of employment,
"English Only” Language Policy

16. As she client's demographic is in North America, all employees shall be strictly required to converse in English
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at all times while in the office premises. The Engiish-only rule must be strictly observed as 3 noen-negotiabla
policy as follows:
2. English will be yged when communicating with tustomers, co-warkers ang other business affiliates
who speak only Engligh, Customers whao BXpress a preference for anether language are an exception
to this rule,

work efforts or project teams will be expected to tommunicate in English,

€. Allsafety, facility and security-related materjals will be provided in English, and team or departmental
meetings that relate 1o business Operations, safety, facility or persanal security will be conducted In
English.

d. The use of the company Internet and Intranet, as well as work-related e-mail and other
communications that invalve tompany safety and security matters, customer fommunications,
specific work teams or Projects, and other Business-related Eroup activities, will be in English, unless
customer requirements state a preferance that another language be used.

Any documented grogs non-compliance of the English only policy may lead to termination of employment.

Performance
17. You wil at all times faithfully, industriously and satisfactorlly perform 3l dutles 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 employmant.

Audio and Videg Menitoring

19, The Company shall ke under videg monitoring through its Installed coTy cameras within the preduction floar
and office premises, Calls made by its emplayees shall also be monitered through audia recording and
menitoring for audit and evaluation purposes,

Other Conditions of £ mployment

20. The Company at a minimum will comply with all labar laws and regulations relating to your employment in
the Republic of the Philippines. |n addition, in entering this Agreement, you 3gree that the policies and
procedures of the Company and its client/s, as varied or added to from time 1o time, will apply to and govern
Your employment, You must comply with tha individual policjes and procedures of the Comparny’s business tg
which you are assigned,

The Company reseryes the right to vary the terms of this letter and your employment from time to time. vou
will be notified of any such changes,

Termination of Employment

21. vou acknowledge that the Compary may terminate your employment if you have committed any violation of
the Company Code of Conduct that shall be considered as just and/or authorized cause for your dismissal in
accordance with the Labor Code after observing due process for termination of employment,

22. in the event that You shall terminate Your employment with the Compary, you are required to serve g Wwritten
notice of at least thirty days (30) to the Company. Failure to serve the notice in accordance with the thirty (30)
day notice policy shall be considered a5 Absence without Leave (AWOL) on the first day of absence, Employeas
on AWOL shall not be eligible to be |ssued g Certificate of Employment  fram iPloy,
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23, Ifyour employment ceases for whatever reason, you agree and authorize the Company to make the necessary
deductions from your final salary, bonuses, or other benefits that may be due to you to effect settlement or
payment of any unpald accountability or pending obligations that you may have at the time of the cessation of
your employment. This Is 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 outstanding obligations that are not covered by
your final salary, bonuses, or other benefits and any damage Incurred by the Company by reason of your act ar
omission,

24, The Company reserves-the right to immediately terminate your contract anytime within the probationary
period without the need of a 30-Day Notice in the event of a below satisfa ctory performance, attendance issues
(unscheduled absences, tardiness, over breaks etc.), serious disregard of company rules and policies and other
reasons critical to its interests.

Return of Property

25. Upon termination of your employment with the Company, for any cause, you must immediately return to the
Company or [ts authorized representative, all its property including equipment, correspondence, documents,
records, data software, disks and other infarmation-stering medium, specifications, models and all copies,
summaries notes and reproductions thereof, any other property belonging to or relating to the business of the
Company which are in your possession, custody or contral,

Entire Agreement

26. This document together with any attachments, records the agreement between the parties. No previous
negotiations, understandings, contracts, agreements, representations, warranties, memorandum or
commitments will affect the terms and conditions of your employment by the Company.

No oral explapation or information provided by either party to the other shall affect the meaning or
interpretation of this document; or constitute any collateral agreement, warranty or understanding between
any of the parties to this Agreement.

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

As farmal confirmation of your acceptance of employment and the foregoing terms and conditions, and to signify your
understanding thereof pkfase sign and return to us the duplicate copy of this letter.

o5- % — 2.
Yours sincerely,
MNoted by: TANARES
Onboafding Specialist
ACCEPTAMNCE OF OFFER

| confirm | have read and understood the above terms and conditions of this Agreement. | accept the offer, Code of
Conduct and th s and itions of the employment with the Company.
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CERTIFICATION

June 25, 2022

&
This is to certify that Mr. JASON OSTIA ABASOLO was a REGULAR employee of

SYKES Asia, Inc. from April 26, 2021 to June 9, 2022, He held the position of CUSTOMER
SERVICE AGENT. His total annual compensation package is One Hundred Ninety Five

Thousand Pesos (PHP 195,000.00),

This further certifies that he has processed his clearance and has been cleared of all
accountabilities from the Company.

For your information, SYKES Asia, Inc., with Corporate Headquarters located in Tampa,
Florida, USA, provides customer support solutions for the Asia Pacific region through its Manila
and Cebu Call Centers.

This certification is being issued to be used for whatever legal purpose this may serve.

Mae E. Blanco
Senior Manager, Site Human Resources
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Republic of the Philippines
Department of Justice
National Bureau of Investigation
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{-’iﬂ DEPARTMENT OF FINANCE
2 HUREAL OF INTERNAL REVENUE

ABASOLO, JASON OSTIA

TIN:  310-340-269-000
157 D F JACA ST., INAYAWAN

CEAU CITY .
Ty
DATE OF BIRTH: MAY 14, 1988 : |
DATE OF 1SSUE: JIJl.;r' 5, 2012
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Bepublic of the Philippines
PHILIPPINE HEALTH INEUF‘#E CORPORATION .

&F, Golden Peak Tower, Gorordo Ave., pario 5t,, Cebu City 6000
§7 (f) (032) 233 3281 (032) 233 7871 M D R

(032) 233 7407 (032) 233 7523 (032) 23
MEMBER DATA RECORD

MEMBER INFORMATION

PhilHealth Identification Number (PIN) : 120510511439
Member Category ! FORMAL ECONOMY NHTS Coverage !
Sub-Category . PRIVATE Effectivity Period !

ABASOLO, JASON OSTIA
157 D F JACA ST, INAYAWAN, CEBU CITY,

CEBU 4000
Foreign Address o NA Sex : Male
Date of Birth  D5/14/1988
Place of Birth 1 CEBU CITY, CEBU
Contact Mo, (Foreign) : N/A Civil Status : SINGLE
{Local) ¢ 032 2724978 Tax Identlfication Mumber :
EMPLOYER/ORGANIZED GROUP INFORMATION
Philhealth Number (PEN/POGN) ;012000022312

Name of Employer/Organized Group :  VCUSTOMER PHILIPPINES (CEBU) INC
Business Address + 80 GENERAL MAXILOM AVE, CAMPUTHAW (POB.), CEBU CITY, CEBU

Telephone Number ¢ 0325128275
Tax |dentification Number ;007964541000
DEPENDENT INFORMATION —
PIN Surname Given Name Middie Name | Sax | Relation fﬂm of Birth

s+ NO DECLARED DEPENDENT/S ***

*** NOTHING FOLLOWS ***

WILLIAM O. CHAVEZ
Regional Vice President
PRO - VIl Gebu Clty

Paalala : Basahin ang nilalaman ng MDR. Kung may kulang o mali, ibalik agad upang maidagdag o maiwasto. Ingatan ang orihinal na
kopya at huwag ibigay kahit kanino. Kung sakaling gagamit at makikinabang ng benepisyo, magbigay ng kopya sa gepitak: fead the
camlents of the MOR. Should there be any deta discrepancies, refum it back to amend or rectify the eron. Take good care of the MOR and do nol hand it over to anybody.
Frovida photocopy fo haspttal in case of confinement and avallmant of benafits. )

This is a system generated report. Signalure is not required,
LIO0IE BAZ08AM TIOOODED  Bopo2s07 1 s0002d06 | H42a002011 1012



S Inquiry System Page 1 of 1

& <
EMPLOYEE STATIC INFORMATION
S8 Number 06-2903002-4
Member Name ABASOLO, JASON OSTIA
Date Birth 05-14-1988
Date of Coverage
MEMBER DETAILS
E-1Flag Status E-1FILED
Sex ; MALE
Reporting Data ; .
Reporting ID
Latest ER ID ;
Latest ER Name :
Claim Flag Status : NO CLAIM
88 Number Status : 55 NUMBER ACTIVE
Transferred to (New S8 '
Number)
Coverage Status : PRIOR REGISTRANT
Change in Coverage Status;  NO STATUS CHANGE
Date of Loan Disqualification :
88 Number Withdrawal
Reason ;
Record Location . CEBU

hl:tp:ffpra.nss.gw.ph:T’?’?Wﬂ:ﬂ*u&’cmtmﬂn?mﬁﬂn=mamber]3&tailz&prhﬂ_ind=ym 9172010
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Tech €
Mahindra

CERTIFICATION

Tech Mahindra Site:

Filininvest Tower 2

14™ Floor FCC tower 2,

Salinas Dr, cor W. Geonzon St

IT Park, Cebu City 6000

Ebloc 3

&% Floor Ebloc 3 || IT Park Lahug ||
Cebu City, Phils. 6000

JESA ITC

4" Floor JESA ITC || 80 Maxilom Ava,
|| Cebu City, Phils, 6000
Philippines

CEBU: Tel +032 260970 local 5100907

This is to certify that Jason Abasolo was an employee of vCUSTOMER PHILIPPINES
(CEBU) INC. (a Tech Mahindra Company) from 10/03/11 to 02/21/20. He held the

position of Associate Team Lead.

This certification is issued upon the request of Jason Abasolo for employment
purposes. vCustomer Cebu shall not be held liable if this certification is used other than

the purpose indicated.

Issued this 01%* day of September 2020, Cebu City, Philippines.

b
Eﬁmg]gn Beluso I

Manager, Human Resources Cebu.
B 4 ahin

For Emplayee Verification, please send an email to EmployeeVerificationReguest@ TechMahindra.com
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HIPAA, HITECH and The Omnibus Rule

| understand | have been identified as a team member who has the responsibility of accessing, handling and securing
Protected Health Information (PHI). | understand PHI is contained in both hardcopy and electronic formats. Unsecured
and unencrypted PHI can lead to a breach as defined under the Health Insurance Portability and Accountability Act
(HIPAA) Breach Notification Rule 45 CFR 164.400-414,

| have participated In the HIPAA training session;: HIPAA, HITECH and The Omnibus Rule.

| understand that if | have guestions at any time regarding HIPAA or PHI, | will consult with IPloy's appointed security ai
compliance officer.

My signature below confirms my understanding of the training material, my respaonsibllity to secure PHI and to notify my
supervisor of incidents and/or complaints related to unsecure and unencrypted PHI.

e Q=27 —2n_

Employee Signatuce __.ﬁ) “'ﬂ“ﬂ‘d
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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:

* Aregularemployee

* No resignation submitted before the releasing date of the sign-on bonus

* 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 first release (50%) of the sign-on bonus will be on the 15" day of the succeeding
month of the first anniversary date of the employee.
e The secand release (50%) of the sign-on bonus will be on the 15" day of the
succeeding month of the second anniversary date of the employee.
Note: Any reschedule after May 24, 2022 will forfeit the 50k sign-on bonus but will

continue to enjoy the 25k sign-on bonus,

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 (50K} sign-on bonus policy.

sobs  foS-#4- 2
Sjgﬁture Over Printed Name/Date
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2. SURNAME

FIRST NAME

Print leglbly, Mark appropriate boxes D with "/" and use separate sheet If necessary.

|I. PERSOMAL INFORMATION

EMPLOYEE PERSONAL DATA SHEET

Schedule:

Team Lead:

————
MIDDLE NAME OST | A 3. NAME EXTENSION (e.g Jr,, 1.}
4. DATE OF BIRTH {mm/dd/yyyy) 0% [[4 /1988 |17 ResiENTIAL ADDRESS f:‘f‘ DEE!‘" UE’E :‘5“ f >
5. PLACE OF BIRTH CEBV cITY E Fﬁ: ﬁ?%jf‘fw:r?r j ts
. SEX Male © Female cEfU c by
7. CIVIL STATUS |psingle DWidowed 2IP COBE g 6 s
OMarried DSeparated 18, TELEPHONE NO.
DAnnulled DOthers, specify 19. PERMANENT ADDRESS . | (57 =D F- JACA 3T -
8. CITIZENSHIP FILI PINC mw;g;;y CEAU
9. HEIGHT {m) -3 m
10. WEIGHT (kg) 70 ke,
11, BLOOD TYPE o4 71P CODE o6
12. GSISID NO. 20, TELEPHONE NO.
13. PAG-1BIG ID ND. 1L/o/635 5522 21, E-MAIL ADDRESS (if any) ubqst:/’t} a5
14. PHILHEALTH NO. 1105 /bg|9 %4 ghar -
15. 555 NO. 061 90%00% 22, CELLPHONE NO. (ifany) | 098221278
16. TIN % b 340 LEg000 23. EMPLOYEE B NG,
Il. FAMILY BACKGROUND
24. SPOUSE'S SURNAME DATE OF BIRTH
FIRST NAME (mim/dd/ vy
MIDOLE NAME
OCCUPATION
EMPLOYER/BUS. NAME /
BUSIMESS ADDRESS |
TELEPHONE NO. /
{Continue on separate sheet if necessary)
26, FATHER'S SURMAME MH ole -
FIRST NAME PELPEF o 05 /& | /763
MIDDLE NAME AMAM [b
27, MOTHER'S MAIDEN NAME
SURNAME OSTIA . _
FIRST NAME tEfece A o #4 | Mel
MIDDLE NAME D1AZ
25. NAME OF CHILD
[wirite full rame and |t all)




ordinance or regulation by any court or tribunal?

w »
If YES, grve cetsils
b. Have you ever been guilty of any administrative offense? Dies NO
If YES, give details
38. Have you ever been convicted of any crime or violation of any law, decree, |Dyes /ﬁwu

If YES, give detalls

39. Have you ever been separated from the service in any following modes: resignatian, | Bves
retirement; dropped from the rolls, dismissal, termination, end of term, finished
contract, AWOL or phased out, in the public or private sector?

If YES, give details
FESILM AN - WEW ooty

Dno

Barangay election)?

40. Have you ever been a candidate n a national or local election (except

Dves

If YES, give details

NO

b. Are differantly abled?

c. Are you a solo parent?

41. Pursuant ta: {a] Indigenouss People's Act (A 83710; (b} Magna Carta for Disabled Persons [RA 7277)
ard Solo Parents Welfare Act 2000 (RA B972), plense srawer the following items:

a. Are you a member of any indigenous group?

Des

DvEs

Dives

Dno
If YES, give please specify:

If YES, give ;rgaase specify;

If YES, give please specify:

Do

KO

42. REFERENCES (Person not related by consangulnity or affinity to applicanit/appaintes)

NAME ADDRESS TEL NO.
43. EMPLOYMENT RECORD (latest)
COMPANY NAME POSITION FROM TO

the Republic of the Philippines.

| also authorize the agency head, authorized representative to verify/ validate
|the contents stated herein. | trust that this infermation shall remain canfidential,

44, | declare under oath that this Personal Data Sheet has been accomplished by me, and s a true,
correct and complete statement pursuant to the provisions of pertinent laws, rules and regulations of

1D plcture taken within the Last &
manths 3.5 em. X 4.5 cn (passport
size}

COMMUNITY TAX CERTIFICATE NO.
Computer generated or Kerox
copy of picture Is not acceptable
ISSUED AT
/ /
ISSUED ON l:mm.-'lﬂdm'ﬁ':' RIGHT THUMBMARK
lin case oF EmerGENCY: | B

=
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CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

I, JhSow MLG ~ hereby authorize Iploy Inc. and/or it's representatives to
make investigation of my background, references, character, past amployment, consumer reports,
education, and criminal histary record information which may be in any state or local files,
including those maintained by both public and private organizations, and all public records, for the
purpose of confirming the Infarmation contained on my application and/ar obtaining other
information which may be material to my gualifications for employment. A telephone facsimile
(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original
consent.

| hereby consent to the Company's verifying all the information | 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 to the foregoing disclosures, |
hereby agree to release any person, comparty, or other entity fram any and all causes of action
that atherwise might arise from supplying the Cormpany with information it may reqguest pursuant
to this release. | understand that any false answers or statements, or misrepresentations by
ormission made by me on this application or any related docurment, 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 records or information

JATK  ABASoLo

CABRRRA  ComPuts. E.  SABELLAND ST
Present Address: PO pPRANCESSA  (CEBL <t/

Applicant Name;

05— 14-FE

Social Security Number: Date of Birth: _ ™

Signature;

Date: o5-1%—
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DRESS CODE POLICY
(What NOT to wear to work)

Policy

All IPlay Staffing Solutions employees are expected to wear clothing that is appropriate for their job and
work site, Clothing and appearance should be neat, clean, in pood business taste, and shall not constitute
asafety hazard. e following standards of dress code are established to provide direction for employees to
maintain the professionalism that iPlay Stalfing Solutians advocates,

Procedure

Employees shall practice good personal hygiene; select attire thatisclean and in'good repair, and presents
a professional image, Management may make exceptions for special occasions, and will work with Human
Resources to determine whether attire is unprofessional on a case by-case basis.

Examples of unprofessional attire include but are not limited to:
For Female Employees:

1. Clothing with a printed message, slogan, political messages, picture or art depicting drugs, alcohaol,
smoking, sex, weapons, violence, or that is obscene or disrespectiul;

2. Strapless dresses or tops unless such garments are covered by another article of clothing always
{e.g., a sweater or jacket)

3. Spaghetti straps, lingerie inspired garments unless such garments are covered by another article

of clothing always {e.g., o sweaten or jacket),

Leggings, jeggings, sweat pants, jogging pants and pajamas

Stomach exposing tops

Sheer or mesh clothing that exposes undergarments or midriffs;

L =

7. Skirts above the knee

8. Flip-flops or Sandals. Anything that shows tog/s
9, Tattered pants

10. Shirts without collar

11. Short pants

For Male Employees

1. Clothing with a printed message, slogan, political messages, picture or art depicting drugs, alcohal,
smoking, sex, weapoens, violence, or that is obscene or disrespectful;

2. Tank or muscle tops unless such ganments are coverad by anather article of clothing always (e.g.,

asweater or jacket),

Shirts without coliar

Sheer or mesh clothing that exposes undergarments or midriffs;

Flip-flops or Sandals. Anything that shows tog/s

Tattered pants

logging pants, sweat pants and pajamas

o UFLELR R
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8. Short pants

An employee unsure of what is appropriate should check with a supervisor, manager, or Human Resources
Department. Supervisors shall provide guidance as to proper attire and grooming.

Dress Code Policy will be strictly implemented from Mondays — Thursdays. Employees can wear their
preferred clothing/s every Fridays however it should still be within the acceptable borderline of DECENCY.

AN ABACDL O

Name: ;

1 s
SiEHEtU%/;};/M_ =i o5 - 23 2




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 of value, service, loan, thing or promise, discount or rebate
for which something of equal or greater value is 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 is currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200 should be returned to the

giver,

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

a. 1% Instance — Written Warning
b. 2™ |nstance- Final Written Warning
c. 3" |nstance- Dismissal

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

Employee Acknowledgement

| have read, understand and agree to comply with the foregoing policies, rules and conditions governing
the iPloy Gift Policy.

Name:  JAS@HN ABASDLO

Signature:///z{j/M/ Date: OF-—23 -7%




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 organization and

work colleagues.

All employees should be aware that iPloy regularly monitors the internet and social media about its work
and to keep abreast of general internet commentary, brand presence and industry/customer perceptions.
iPloy does not specifically monitor social media sites for employee content on an ongoing basis, however
employees should not expect privacy in this regard. iPloy reserves the'right to utilize for disciplinary
purposes any infarmation 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 organization's attention by
employees, customers, members of the public, etc.

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

limited to:

e Publishing material that is defamatory, abusive or offensive in refation to any employee, manager,
office holder, shareholder, customer or client of the company;

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

e 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.

e Be aware of your association with the company when using online social networks; You must
always identify yourself and your role if you mention or comment on the company. Where you
identify yourself as an employee, ensure your profile and related content is consistent with how
you would present yourself with colleagues and clients. You must write in the first person and
state clearly that the views expressed are your own 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 opinion, and not necessarily the opinions of the company.

e You are personally responsible for what you post or publish on social media sites. Where it is
found that any information breaches any policy, such as breaching confidentiality or bringing the
company into disrepute, you may face disciplinary action up to and including dismissal.



e Beaware of data protection rules — you must not post 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, sold or otherwise
divulged, unless the company has already released the information into the public domain. Any
departure from this policy requires the prior 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 workplace
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 social 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 reguest
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 through HR, in line with the normal

reference policy.

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

e |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 social media usage.

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

s Always remember on-line content is never completely private;

* Regularly review your privacy settings on social media platforms to ensure they provide you with
sufficient personal protection and limit access by others;

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



s 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 social media.
Managers should consider whether personal thoughts they publish may be misunderstood as expressing
the 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 online forum is not the
place to communicate company policies, strategies or opinions to employees.

Enforcement / Progression

Non-compliance with the general principles and conditions of this social media policy and the related
internet, e-mail and confidentiality policies may lead to disciplinary action, up to and including dismissal.
This policy is not exhaustive. 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 doubt, you should consuit with your manager.

Infractions 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

| have read, understand and agree to comply with the foregoing policies, rules and conditions governing
the use of all property 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 my
personal time and when my affiliation with iPloy regarding those sites is known, identified, expected or
presumed.

Nemsr_ SAED. AGADED

7 iy = =
Signature: /g’/j}rﬁ/ Date: o5 - 22
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Date : February 22, 2018
To + ALL EMPLOYEES COMCERNED
From : Human Resources
Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON HIV/AIDS

=

1. OBJECTIVE

1.1. In contormity with Republic Act No. 8504 otherwise known as the Philippine

biok

AIDS Prevention and Contral Act of 1998 which recognizes workplace-based
programs as a potent tool in addressing HIV/AIDS as 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
HIV/AIDS in the workplace.

This policy Is also aimed at addressing the stigma attached to HIV/AIDS and
ensures that the workers’ right against discrimination and confidentiality is

maintained.

2. COVERAGE

23,

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

4.1

BASIC INFORMATION QN HIV/AIDS

4.1.1. What is HIV/AIDS?

4.1.1.1. It is a disease caused by a wvirus called HIV {Human
Immunodeficiency Virus). This virus slowly weakens a person's
ability to fight off other diseases by attaching itself to and
destroying important cells that control and support the human
immune system.

4.12. How HIV/AIDS is transmitted?

4.1.2.1.  Unprotected sex with an HIV infected person;




. L
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4.1.2.2 From an infected mother to her child (during pregnancy, al
birth through breast feeding);

4123 Intravenous drug use with contaminated needles,
4.124. Transfusion with infected blood and blood products; and

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

4.1.3 |sthere a cure?

41.3.1 No, However, there are antiretroviral drug combinations that
are available when properly used, result in prolonged survival of
people with HIV. Holistic care of people living with HIV-AIDS and
comprehensive treatment of opportunistic  infections also
dramatically improve quality of life.

5. GUIDELINES
5.1. Preventive Strategies
5.1.1. Conduct of HIV-AIDS Education.
5.1.1.1,  Who will conduct?

The Medical Clinic of Iploy Inc._in coordination with the Health and
safety Committee shall conduct HIV-AIDS education to all employees
for free. This shall also form part of the orientation of newly hired
employees. The standardized information package developed by the
Department of Labor and Employment (DOLE) may be used for this
purpose

51,12, How will it be conducted?

The HIV-AIDS education will be conducted through distribution and
posting of IEC materials, lectures, counselling and training and
information on adherence to standard ar universal precautions in the
warkplace

Ln
e
Pt

Screening, Dlagnosis, Treatment and Referral to Health Care Services

L e (8 Sereening for HIV as a prerequisite to emplayment is not
mandatory

51,22 The company shall encourage positive health seeking behavior
through Voluntary Counseling and Testing.
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51.2.3. The company shall establish a referral system and provide
access to diagnostic and treatment services for its workers. Referral
to Social Hygiene Clinics of LGU for HIV screening shall be facilitated
by the company’s medical clinic staff

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

6. SOCIAL POLICY
6.1. Non-discriminatory Policy and Practices

6,1.1. Discrimination In any form from pre-employment to post-
employment, including hiring, promotion or assignment, termination of
employment based on the actual, perceived or suspected HIV status of
an individual is prohibited

6.1.2. Workplace management of sick employees shall not differ from that of
any other illness

6.1.3 Discriminatory act done by an officer ar an employee against their
co-officer or co-employee shall likewise be penalized.

6.2. Confidentiality/Non-Disclosure Policy

£.2.1. Access to personal data relating to a worker’s HIV status shall be
baund by the rules of confidentiality consistent with provisions of R.A
8504 and the ILO Code of Practice

§.2.2. lobapplicants and workers shall not be compelled to disclose their
HIV/AIDS status and other related medical infermation.

£.2.3. Co-employees shall not be obliged to reveal any personal Informatian
relating to the HIV/AIDS status of fellow workers

6.3. Work-Accommuodation and Arrangement

6.3.1. The company shall take measures to reasonably accommodate
employees with AlDS related llinesses.

6.3.2 Agreements made between the company and employees
representatives shall reflect measures that will suppert workers with
HIV/AIDS through flexible leave arrangements, rescheduling of working
time and arrangement for return to work.
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7. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES

7.1. Employer's Responsibilities

7.1.1, The Company, together with employees/ labor organizations, company
facal™personnel for human resources, safety and health personnel shall
develop, implement, monitar and evaluate the workplace policy and
program on HIV/AIDS.

7.1.2. Provide Information, education and tralm:ng an. HV/AIDS for its
workforce.

7.1.3, Ensure nan-discriminatory practices in the workplace and that the
policy and program adheres to existing legislations and guidelines.

7.1.4. Ensure confidentiality of the health status of its employees and the
atcess to medical records is limited to authorized personnel.

7.1.5. The Company, through its Human Resources Department, shall see to
It that their company palicy and program is adequately funded and made
known to all employees,

7.1.6, The Health and Safety Committee, together with employees/ labor
arganizations shall jointly review the policy and program and continue to
improve these by networking with gowvernment and organizations
pramating HIV prevention.

7.2. 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 on avoiding high
risk behavior and other risk factors that expose workers to increased risk
of HIV Infectian.

7.2.2. Employees shall practice non-discriminatory acts against co-emplayees

7.2.3. Employees apd their organization shall not have access to personnel
data relating to a worker's HIV status

7.2.4. Employees shall comply with universal precaution and preventive
measures.
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8. IMPLEMENTATION AND MONITORING

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

9. EFFECTIVITY

9.1. This Pelicy shall take place effective Immaediately and shall be made known to
every employee,

I'I|_ Jj! l m
Prepared by: lo Hafmal R. Melecic
Human Respurces

i

Reviewed by: Alfredo p/Cawarillo Jr.
Director of Dp&rations
_.‘

Approved by: Yisroel Y. Gissinger
CEQ

S

Jason ABSDLO v 5~
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Date :January 1, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager
Subject 1 WORKPLACE POLICY AND PROGRAM ON TUBERCULOSIS (TB) PREVENTION
AND CONTROL
1. OBIECTIVE

1.1.To assist the government in its campalgn agalnst Tuberculosis (TB) in compliance
with the Department of Labor and Employment’s Department Order No. 73-05,
series of 2008 — Guidelines far the Implementation of Policy and Program on
Tuberculosis (TB) Prevention and Control 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
tuberculosis

2, COVERAGE

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

3. POLICY STATEMENT

3.1.The company seeks the prevention of the spread of tuberculosis, as well as the
treatment, rehabilltation, and restoration to work of employees who contract
this disease. To achieve this goal, all employees are strictly mandated to under,

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

3.2.Als0, In line with this, a TB awareness program shall be undertaken through
information dissemination, which shall include its nature, frequency (occurrence
in a selected population] and transmission, treatment with Directly Observed
Treatment Short Course (DOTS), and control and management of TB in the
workplace, This shall be handled by the Office of Health Services (Infirmary) or
the partner health provider of IPLOY INC. in conjunction with the Operations
Manager and office of Human Resource through the company's accredited
health pravider.

3.3.The DOTS is a comprehensive strategy to control TB, and is compased of five
camponents, which are:

3.3.1. Political will er commitment to enduring sustained and quality TB
treatment and contral activities;

132 Case detection by sputum-smear microscopy among symptomatic
patients;
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3.33 Standard shori-course chemotherapy using regimens of 6 to 8 months for
all confirmed active TB cases {Le., smear positive or those validated by the
TB Diagnostic Commitiee). Complete drug taking through direct
observation by a designated treatment partner, during the whale course of
the treatment regimen;

3.3.4. A regular, uninterrupted supply of all anti-tuberculosis drugs and other
materials; ..

3.3.5. A standard recording and reporting system that allows assessment of case
finding and treatment outcomes for each patient and of tuberculosis control

pragram’'s performance overall .

3.4 Employees must be given proper information on ways of strengthening their
immune responses agalnst TR infection, i.e, information on good nutrition,
adequate rest, avoidance of tobacco and alcohol, and good personal hygiene
practices. However, it should be underscored that Intensive efforts in the
prevention of the spread of the disease must be geared towards accurate
informatian an Its etiology and complete performance overall.

3.5 Improving workplace conditions:

3.51. To ensure that contamination from TB airborne particles is controlled,
warkplaces must provide adequate and appropriate ventilation (DOLE-
Occupational Safety and Health Standards, OSHS, Rule 1076,01) and there
shall be adequate sanitary facilities for workers.

3.5.2. The number of employees in a work area shall not exceed the required
number for a specified area and shall observe the standard for space
requirement. (O5HS Rule 1062)

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

3.7.5ocial Palicies;

3.7.1. Nen-discrimination; Employees wha have or had TB shall not be
discriminated against. Instead, they shall be supported with adequate
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 work as soon as their illness is controlled,

3.7.2. Work Accommodation: Through agreements made between the
management and the employees, work accommodation measures to
support employees with TB is encouraged through flexible leave
arrangements, rescheduling of warking times, and arrangements for return
to waork.
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3,73, Restoration to Work: The employee may be allowed to return to work
with reasonable working arrangements as determined by the Company’s
Health Care Provider and/or the DOTS provider

1.8 Employee Responsibility!
3.81. Employees who have symptoms of T8 shall immediately seek assistance
from the Company's Health Services Pravider.

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

3812  Similarly, for those at risk, {.e., those with family members with TB
or those exposed to a co-employee with TB, it would be prudent to
observe the same good hyglene practices untll declared free from the
disease and safe from transmission.

382 Once disgnosed to be with TB, employees shall immediately seek
treatment either through the Department of Health's DOTS or a private
physician of the employee’s choice. However, it is Imperative that the ane
strictly adheres to the course of treatment. Failing to dutifully observe the
treatment course may give rise to complications, such as resistance or even
the failure of treatment, which may make it harder to treat the infection and
result In a 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 Labor Code of the Philippines under Art. 284 -
Disease as Ground for Termination.

3,83 Employees are required to undergo an annual compulsory chest X-ray
through the Annual Physical Examination. If for any reason an employee
fails to secure a chast x-ray at that time, he/she shall be directed to secure a
chest x-ray at an accredited clinic by hisfher respective Infirmary/Health
Services,

3.9.The Compariy shall ensure that any TB occurrence in the workplace is traced and
that all contacts are clinically assessed, as much as feasible.

= e An employee afflicted with TB, who has voluntarily undergone the
treatment and rehabilitation program (DOTS) prescribed, and who s finally
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, Employees (those afflicted with the disease or those identified under
contact tracing) who refuse to cooperate and dutifully observe lawful
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instructions (undergo a medical check-up and/or treatment), may be subject o
disciplinary action proceadings for insubordination (the penalty of which may
range up to thelermination of one’s employment).

4. PROCEDURE

4,1, The respective Health Services of the Company (and/or the contracted Health
Services Provider) shall coordinate with the Occupational Safety and Health
Center who shall provide preventive and technical assistance in the
implementation of the Workplace TB Control and Management Program.

4.2 An employee who bndergoes the Annual Physical Examination with the requisite
chest x-ray will have his/her medical record forwarded to company clinic/HRD.
Employees who fail to undergo the requisite annual chest x-ray shall be directed
to secure one at an accredited clinic or by hisfher preferred Infirmary/Health
Services.

4.2.1. Those with medical findings shall be required to undergo further medical
check-up. All medical records in connection with this second/ further check-
up shall be submitted to company clinic/HRD and his/her respective
Infirmary/Health Services,

4.22. The employee shall then coordinate with company clinic/HRD and his/her
respective Infirmary/Health Services far the next steps,

4.3.An employee whao is suspected to be afflicted with TB, whether as a direct suspeat
or by contact tracing, shall cooperate fully with hisfher respective
Infirmary/Health Services (and/or the contracted Health Services provider). If
the employee tests positive for TB, the employee shall undergo the DOTS
program to its completion.

4.4.If the employee needs to undergo a leave of absence to recuperate, he/she will
be allowed to use the appropriate leave before he/she may request to be
parmitted Lo go on a Leave of Absence without Pay (LOA}

4.4.1. The employee shall observe the requisite procedure in applying for a
leave,

44,2, The Unit concerned shall ensure that the requisite procedures are
observed by the employee and that the company clinle is duly infarmed,

4.5.An employes may be allowed (o go on a medical leave of absence (without pay)
for a maximum period of six (6) months. The concerned employee shall submit
an application for a leave of absence before going on leave. 5ald leave
application shall be sublect to approval at the sole discretion of the Company
Management.

451, The same procedures under 4.2.1 to 4.2.2 shall be observed.
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4 6. After treatment, with 3 maximum penod of s (&) months on leave (without pay).
an employee found to be cured or in a non-communicable stage of TB may be
allowed back to wark, provided that the employee’s health shall continue o be
monitored during the annual physical examination with the requisite chest x-ray
or as may be deemed necessary by the Unit Health Services (Infirmary) or
contracted Health Services provider

4.7 The employveg returning to work shall be required by the Management Lo secure
a medical clearance from a medical doctor chosen by the Company before being
allowed to return to work.

4.8 The HRD will inltiate disciplinary proceedings against any employee found to have
discontihued treatment In defiance of medical advice, or who refuses to undergo
the full treatment course prescribed, Likewise, employees who are ordered to
undergo a check-up due to contact tracing but refuse lo do so will also face
disciplinary action proceedings. In both cases, the maximum sanction applicable
far insubordination will be the terminatlon of one’s employment, if it Is deemed
warranted,

5. IMPLEMENTATION AND MONITORING

5.1. The Safety and Health Committee or its counterpart shall periedically monitor and
evaluate the implementation of this Policy and Program:.

6, EFFECTIVITY

6.1.This Policy shall take place effective iImmediately and shall be made known to
egvery employee,

a0l ¢

|I‘|||_{.l". .n" I:':'

Prepared by: lo H.’rnn;ﬁ R. Nlecio
Hurhan Resources

[ IB
Reviewed by: Alfdedo PP, Iﬁ arillo dr.

=’ X
DITEE.E‘I-:I.I' _Df qpérallnn.\

Approved by: Yisroel Y, Gissinger
CEQ




a8 - o _
& iPloy

Date February 22, 2018
o ALL EMPLOYEES CONCERNE

From Human Resources
Thru Operations Manager
Subject - WORKPLACE POLICY AND PROGRAM ON HEPATITIS B

1. OBIECTIVE

1.1.Ipley Inc. is committed to conform to the established

customer satisfaction, protection of our environment and health

he workplaces.

1.2.The company promaotes and ensures & healthy environment througn its various
health programs to safeguard its employees. And as part of the company s

compliance to DOLE Department Advisary No, 05, Series of 2010 {Guidelines

the Implementation of a Workplace Palicy and Program an Hepatitis B), this

Program has been developed. This: progra

i is aimed to address the stigma
attached to hepatitis B and to ensure that the employees” right again

discrimination and confidentiality [s maintained

3. This guideline is formulated for everybody's information and reference for the
diagnosis, treatment, apd prevention of Hepatitis 8. This will inform the

A

emplovees of their role as well as the company In dealing with Hepatitis B. A

healthy environment encompasses a good working relationship and great outpul

for continuous business gr

owtn
2. COVERAGE

1. This Program shall apply to all employees regardless of their employmeant status.
3. POLICY STATEMENT

1.1. Implementing Structure

1.1.1. Iploy Inc. Hepatitis B workplace policy and program shall be managed by

ts health and safety commitiee. Each division or department of thi

Campany shall be duly represented
4 2. Guidelines
1. Educatian

1.2.1.1 Hepatitis B shall be conducted through distribution and pasting of

IEC materials and counselling and/ or lectures; and
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32.1.2. Hepatitis B education shall be spearheaded by Iploy Inc. Medical
Clinic in close coordination with the health and safety committee,

3.2.2. Preventive Strategies

3.2.2.1. Al employees are encouraged to be immunized against Hepatitis
B after spcuring clearance from their physician,

C [ -WGrkpiace sanitation and proper waste management and disposal
shall be maonitored by the health and safety committee on a regular
basis,

3223 Persanal protective equipment shall be made available at all times
for all employees; and

3224  Employees will be given training and information on adherence to
standards or universal precautions in the workplace.

4. SOCIAL POLICY
4111 Non-discriminatory Policy and Practices

.1l There shall be no discrimination of any form against
employees on the basis of their Hepatitis B status consistent with
the international agreements on non-discrimination ratified by
the Philippines (ILO C111). Employees shall not be discriminated
against, from pre to post employment, Including hiring,
promotion, or assignment because of their hepatitis B status.

431112, Waorkplace management of sick employees shall not differ
from that of ary other iliness, Persons with Hepatitis B related
llinesses may work for as long as they are medically fit to' work.

4112 Confidentiality

4.1.1.2.1, Job applicants and employees shall hot be compelled to
disclose their Hepatitis B status and other related medical
information. Co-employees shall not be obliged to reveal any
personal Information aboutl their fellow employees. Access to
personal data relating to employee’s Hepatitis B status shall be
bound by the rules on confidentiality and shall be strictly limited
to medical personnel or if legally required.

4.113.  Work-Accommodation and Arrangement
4:1.1:3.1. The company shall take measures to reasonably

accommodate employees who are Hepatitis B positive ar with
Hepatitis B - related illnesses,
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4.1.1.3.2 Through agreemenis made beiween managemeni and
employees’ representative, measures 1o support empioyees with
Hepatitis B are encouraged to work through lexibie leave
arrangements, rescheduling of working time and arrangement for
return to work

m

4114  Screening, Diagnosis, Treatment and Referral to Health Care
Services

4.3.58., The company shall establish a referral system and provide
access to diagnostic and treatment services for its employees for
apprapriate medical evaluation/ monitoring and management,

4.114.2. Adherence to the guidelines for healthcare providers on
the evaluation of Hepatitis B positive employees |s highly
encouraged

4.1.14.3 Screening for Hepatitis B as a prerequisite to employment
shall not be mandatory,

4.1.1.5 Compensation

4.1.1.5.1 The company shall provide access to Soclal Security
System and Employees Compensation benefits under PD 626 1o
an employee contracted with Hepatitis B infection in the
performance of his duty.

5. ROLES AND RESPONSIBILITIES OF EMPLOYERS AND EMPLOYEES
o T 5 i Employer's Responsibllities

51111 Management, together with employees’ organizations,
company focal personnel for human resources, and safety and
health personnel shall develop, implement, monitor and evaluate
the warkplace policy and program on Hepatitis B

-y o I 5 The Health and Safety Committee shall ensure that their
compary policy and program s adequately funded and made
kriown to all employees,

5.1.1.1.3, The Human Resources Department shall ensure that their
policy and program adhere 1o existing legislations and guldelines,
including provisions on leaves, benefits and Insurance.

51114 Management shall provide information, education and
trainingon  Hepatitis B for its workforce consistent with the
standardized ‘basic Information package developed by the
Hepatitis B TWG; if not avallable within the establishment, then
provide access to infarmation.
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SIS The company shall ensure non-discriminatory practices in
the workplace.
S B L The management together with the company focal

persanngl for human resources and safety and health shall
—~pravide appropriate persondl protective equipment to prevent
Hepatitis B exposure, especially for employees exposed lo
potentially contaminated bloed or body fluid.

-l i I Bt The Health and Safety Committee, together with the
emplayees’ organizations shall jointly review the policy and
program for effectiveness and continue to improve these by
networking with government and organizations promoting
Hepatitis B prevention.

5.1.1.18. The company shall ensure confidentiality of the health
status of its employees, including those with Hepatitis 8.

S, The human resources shall ensure that access to medical
records is limited to authorized personnel

51.1.2. Employees Responsibilities

¥ e e 3 The employees’ organization is required to undertake an

active role In educating and training thelr members on Hepatitis

B prevention and control. The IEC program must also aim at

promoting and practicing a healthy lifestyle with emphasis-on

avoiding high risk behavior and other risk factors that

expose employees to Increased risk of Hepatitis B

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

= T B (. Employees shall practice non-discriminatory acts against
co-employees on the ground of Hepatitis B status.

G Employees and their organizations shall not have access to
persannel data relating to an employer's Hepatitis & status. The
rules of confidentiality shall apply in carrying out union and
organization functions.

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

51.1.25. Employees with Hepatitis 8 may inform the health care
provider or the company physician on their Hepatitis B status,
that is, If thelr work activitles may increase the risk of Hepatitls B
infection and transmission or put the Hepatitis B positive at risk
for aggravation,
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6. IMPLEMENTATION AND MONITORING
6.1, Within the establishment, the implementation of the policy and program shall be
monitored and evaluated periodically. The safety and health committee or its

counterpart shall be tasked for this purpose.

7. EFFECTIVITY

7.1.This Policy shall take place effective Immediately and shall be made known to
BVEry emplayee ;

Approved by: Yisroel Y. Gissinger
CEQ
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Date tdanuary 1, 2018
To : ALL EMPLOYEES CONCERNED
From : Human Resources
Thru : Operations Manager

Subject  : DRUG-FREE WORKPLACE POLICY AND PROGRAM

-y

1. OBJECTIVE

11

i L2

in compliance with Article V of Republic Act No. 9165, atherwise known as
the Comprehensive Dangerous Drugs Act of 2002, and its Implementing Rules
and Regulations and DOLE Department Order No. 53-03, series of 2003
(Guidelines for the Implementation of a Drug-Free Workplace Policies and
Programs for the Private Sector), Iploy Inc. hereby adopts the following
policies and programs to achieve a drug-free workplace;

Company policy is to maintain a workplace free of illegal drugs, To ensure
that the objectives of the company’s corporate policy are met, the company
is implementing this drug-free program. The program will have the following
elements:

2. COVERAGE

Pl

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

3. POLICY STATEMENT

3.1,

3.2.

3.3

34

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

Being impaired or under the influence of dangerous drugs away from the
company, If such impairment or influence adversely affects the employee's
work performance, the safety of the employee or of others, or puts at risk
the company's reputation.

Possession, use, solicitation for, or sale of dangerous drugs away from the
company premises, If such activity 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.

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
Schedules annexed to the 1961 Single Convention on Narcotic Drugs, as
amended by the 1972 Protocol, and in the Schedules annexed to the 1971
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Single Convention on Psychotropic Substances as enumerated in the

attached annex of R.A. 9165

4, MANDATORY DRUG TEST

4.1. To ensure that only those qualified shall be screened and recruited to prevent
the detrimental effects (e.g. lower productivity, poor decision making;
increased accidents: maore compensation claims; 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-emmovmént_

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

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

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

4372 FOR-CAUSE TESTING: The company may ask an officer/employee to
submit to a drug test at any time it feels that the employee may be under
the influence of drugs, including, but not limited to, the following
circumstances: evidence of drugs on or about the employee's person or
in the employee's vicinity, unusual conduct on the employee's part that
suggests impairment or influence of drugs, negative performance
patterns, or excessive and unexplained absenteeism or tardiness.

433 POST-ACCIDENT TESTING: Any officer/femployee involved in a "Near-
Miss” incident or “Work Accident” under circumstances that suggest
possible use or influence of drugs may be asked to submit to a drug test.
As defined herein, “Near-Miss” means an incident arising from or in the
caurse of work which could have led to injuries or fatalities of the
workers and/ar considerable damage to the employer had it not been
curtailed. “Work Accident” refers to unplanned or unexpected
accurrence that may or may not result in personal Injury, property
damage, work stoppage or interference or any combination thereof of
which arises out of and in the course of employment.

4.3.4. All drug tests shall employ, among others, two (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
screening test, Where the confirmatory test turns positive, the
company's Assessment Team shall evaluate the results and determing
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the level of care and administrative interventions that can be extended
to the concerned employee.

435, Iploy Inc. shall inform the officer/femployee 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 Inc.

5. TREATMENT, REHABILITATION, AND REFERRAL

i b

5.2

5.3

An officer/employee who, for the first time, is found 'positiue of drug use,
shall be referred for treatment and/or rehabilitation in @ DOH accredited
center. For this purpose, Iploy Inc. shall provide a list of at least three (3)
accredited facllities which an employee who was tested positive for drugs
may choose from

Following 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 he/she poses no serious danger to his/her co-
employees and/or the workplace.

All costs for the treatment and rehabilitation of the drug dependent
employee shall be charged to his account. The period during which the
employee is 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

B.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 advacacy, education and training programs/activities to all its
pfficers and employees.

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

6.2.1. Salient features of R.A. 9165,

622 Adverse effects of abuse and/or misuse of dangerous drugs on the
persan, 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 treatment and rehabilitation.

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

63.1. Lifestyle assessment programs on health nutrition, weight
management, stress management, alcohol abuse, smoking cessation, and
other indicators of risk diseases,

632 Health wellness screenings (e.g. blood pressure and heart rate,
cholesteral test, bload glucose, etc.);

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

6.3.4. Other activities promoting health and wellness.

7. ROLES, RIGHTS AND RESPONSIBILITIES OF EMPLOYER AND EMPLOYEES

7.1, Iploy Inc. shall ensure that the workplace policies and programs on the
prevention and control of dangerous drugs, including drug testing, shall be
disseminated to 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 information relating to drug
tests or to 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 authorized in writing by
the person concerned,

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

8. CONSEQUENCES OF POLICY VIOLATIONS

8.1, Any officer or employee who uses, possesses, distributes, sells or attemplts to
sell, tolerates, or transfers dangerous drugs or atherwise commits other
unlawful acts as defined under Article |1 of RA 9165 and its Implementing
Rules and Regulations shall be subject to the pertinent provisions of the said

ALt

8.2, Any officer or employee found positive for use of dangerous drugs shall be
dealt 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 policies 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
accardance with D.O. 53-03.
10. EFFECTIVITY

10.1. This Policy shall take place effective immediataly and shall be made
known to every employee.

11. ATTACHEMENT

111, Drug-Free Workplace Policy and Program Acknowledgement

i s
Prepared by: lo Hél’{i’fﬁ)}%elem
Hu

an Resources

Reviewed by: Alfréo P Clhar:lra Jr;
Director of ‘_ﬂlz Eﬁtimns

Approved by: Yisroel Y. Gissinger
CEQ
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Drug-Free Workplace Program Acknowledgement

I herebly acknowledge that | have received and read Iploy Inc. Drug-Free Workplace Policy
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 local drug and alcohel treatment
programs. | have had an opportunity to have all aspects of this material fully explained. |
also understand that | must abide by the Program as a condition of Initial and/or
continued employment, and any violation may result in disciplinary action up to and
including termination,

I also understand that during my employment | may be reguired to submit to testing for
the presence of drugs or alcohol in my bedy. | understand that submission to such testing
Is a condition of employment with [Company], and disciplinary action up to and including
termination may result if:

1} I refuse to consent to testing,

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

3) | refuse to authorize release of the test results to the company.

4} The tests establish a violation of [Company]'s Drug-Free Warkplace Palicy.

5) I otherwise violate the policy.

| also recognize that the Drug-Free Warkplace Policy and related decuments are not
intended to constitute a cantract between Iploy Inc. and me.

The undersigned further states that he/she has read and understands the above
acknowledgement and signs below of his/her own free will,

ﬁ/é’/ ol 13 2L
//smﬁ'rumz DATE

WITNESS DATE
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Date vdanuary 1, 2018

To : ALL EMPLOYEES CONCERNED

From : Human Resources

Thru : Operations Manager

Subject  : WORKPLACE POLICY AND PROGRAM ON ANTI-SEXUAL HARASSMENT

1. OBJECTIVE

L

2. CoV

2:1.

3. POLI

dil.

3.2

3B 7

3.4.

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

ERAGE

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

CY STATEMENT

Iploy Inc. believes that employees should be afforded the opportunity to work
in an environment free of sexual harassment. Sexual harassment is a form of
misconduct that undermines the employment relationship. No employee,
either male or female, should be subjected verbally ar physically to
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
or visual sexual advances, requests for sexual favors, and other sexually
oriented conduct which Is offensive or objectionable to the reciplent,
including, but not limited to: epithets, derogatory or suggestive comments,
slurs or gestures and offensive posters, cartoons, pictures, or drawings.

Iploy Inc. will not tolerate any behavior that amaounts to sexual harassment
and any officer or employee found to have committed sexual harassment
shall be subjected to disciplinary action, up to and Including dismissal.

DEFINITION OF SEXUAL HARASSMENT

Iploy Inc. has adopted, and its policy is based on, the definition of sexual
harassment set forth in Section 3 of RA. 7877. It provides that sexual
harassment In warkplace is cornmitted 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 envirenment, demands,
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requires or otherwise requires any sexual favor from the other, regardless of
whether the demand, requests or requirement for submission Is accepted by

the object of said Act.

In a work-related or employment environment, sexual harassment is
committed when:

34.1. The sexual favor is made as a condition in the hiring or in the
employment, re-employment, or continued employment of said
individual, or in granting said individual favorable compensatian, terms of
conditions, promations, or privileges; or the refusal to grant the sexual
favor results in limiting, segregating or classifying the employee which in
any way would discriminate, deprive or diminish employment
opportunities or otherwise adversely affect sald employee;

3.4.2. the above acts would impair the employees' rights or privileges under
existing labor laws; or

3.4.3. the above acts would result in an intimidating, hostile, or offensive
environment for the employee.

3.5, WHERE SEXUAL HARASSMENT IS COMMITED

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

3.5.1. In or outside the office building or training site;

352 atoffice or training-related social functions;

3.53. Inthe course of work assignments outside the office;

3.54. at work-related conferences, studies or training sessions; or
3,55, during work related travel.

3.6, FORMS OF SEXUAL HARASSMENT
Sexual harassment may be committed in any of the following forms:

3.6.1. Overt 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 going
out on dates, outings, or the like for the same purpose;

3.6.4. Any other act or conduct of a sexual nature or for purposes of sexual
gratification which Is generally annoying, disgusting or oHfensive to the

victim.
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WHAT IS NOT SEXUAL HARASSMENT

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

-

EMPLOYER'S RESPONSIBILITY

Iploy Inc. undertakes to provide its officers and employees 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 in Iploy Inc. Sexual harassment is 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 to stop sexual harassment in the workplace and
for promptly investigating any allegation of work-related sexual harassment.

4. PROCEDURE

41

4.2,

COMPLAINT PROCEDURE

4.1.1. 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 shall remain confidential and that of any witnesses and the
alleged harasser will be protected against unnecessary disclosure. When
the investigation is completed, all parties will be informed of the
outcome of the investigation,

4.1.2. A Committee 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 Committee shall develop its own rules in the
settlement and disposition of sexual harassment cases. The Committee
shall also develop and implement programs to increase understanding
and awareness about sexual harassment.

RETALIATION

4.2.1. Iploy Inc. will permit no employment-based retaliation against anyone
who brings a complaint of sexual harassment or who speaks as a witness
in the investigation of a complaint of sexual harassment.
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4.3. WRITTEN POLICY

4.3.1. All 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 employee would like ancther copy of
the policy, please contact the Office of the Committee an Decorum. If
Iploy Inc. should amend or modify its sexual harassment policy, all
officers and employees will recelve an individual copy of the amended or
madified 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 to an act or behavior, all matters discussed, documents reviewed,
letters and correspondences read, and, testimonies heard, will be 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 time,
however, dignity and honor 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 employee.

Prepared by: Jlo H
Human Resources

Reviewed by:

Approved by: Yisroel ¥, Gissinger
CED
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Iploy Inc.

COMPOSITION OF COMMITTEE ON DECORUM AND INVESTIGATION ON SEXUAL

HARRASMENT POLICY
Name Position i |
Chairman: 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
CEO
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DATE April 3, 2018

To ALL EMPLOYEES

FROM - HUMAN RESODURCES DEPARTMENT
THRU OPERATIONS MANAGEMENT
SUBIECT - MElMD. RESTROOM GUIDELINES

Iploy Inc. provides unisex restrooms avalliahle so that employees can use them when they need
to do so. One is located inside the operation floor and second is In the hallway outside the
operation floor. However, those who are uncomfortable; has issue with the unisex restroom,
we have a separate single, private restroom avallable far use.

Mareaver, any employee with concern/issue in using the unisex restroom, please visit Human
Resources office to get door access pass. Office security, Log in and Log out procedure shall
apply.

Furthermaore, it Is essential that all employees should comply and observe the restroom
etiguette

s Kook If the cubicle @appears to be occupied. Don't peek under the doors
o |ockthe cubicle door when you enter
o Stand tlose enough to the pan or utinal so you don't wet the seat, walls or

Hoar
o Flush the toilet after use and wipe off the toilet seat for the next user
» Paper towels goin the trash can, not on the floor ar in the toilet bowl
o Wash your hands to prevent the spread of colds and the flu

» Please use waterand paper towels conservatively

For your informatian and guidance.

el AU,

rlumah F{F_*znuru:ea

Mated by

/7//3%;@&% s
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February 27, 2018

To - ALL EMPLOYCES

FROM ! HUMAN RESOURCES DEPARTMENT

THRLU k OPERATIONS MANAGER

SURIECT - OFFICE SECURITY, LOG IN AND LOG OUT PROCEDURE

The following Is Issucd to ensure the effective enforcement and strict observance of all
employees on office attendance and punctuality

To ensure effective Implementation and monitoring of office security

1. Employees are required to log in and log out using the biometric and the RF ID, even
If the door is open

2. Emplayces are allowed to be inside the office and to Log in thirty (30) minutes before
their scheduled time

3. Bags and/or personal items should be left in the locker before longing in/going inside
the production area

Once an employee logged in and inside the production area, they can no longer go
outside until their 1% break

5. Employees are only 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 room and locker should be closed at all times, employees must use
their RF 1D to access these rooms
7. No tailgating

8. Employee ID and RF ID should be worn at all times, lost RF IDs will be charge to the
employee
9. No employees are allowed to stay in the waiting area for applicant.

10. Employees who left/lost their IDs will get temporary 1D 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 personnel
12. Only water in a clear container is allowed in the operation area and recreation room

For guidance and strict compliance.

1y /
jo HMHI‘HLHI\LbECIG
Hur_rtn] Resources

Noted by:

Dir@y nf\t} erations

Scanned by CamScanner
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DATE : November 17, 2021
TO i ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT - LOCKER POLICY

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

Please see list of rules provided below for your reference,

RULES

* ONE LOCKER OMLY per employee. NO sharing of lockers.

e NO storing of perishable foods/leftovers inside the locker.

* Proper sanitation is strictly observed (E.G. No storing of unwashed containers/mugs/utensils, etc.)

s NO transferring of lockers. Transferring of lockers is subject to approval,

* Checking/audit will be done 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
not limited to graffiti/vandalism, posting of stickers, damage to facility property such as the forced
opening of lockers without the management/HRs' knowledge or consent, ete.

s The company will not be liable for the loss or damage to any personal belongings left unattended
and that includes, sharing of lockers, lockers without padlocks, placed on top of the lackers, etc.

* The company is not responsible for lass or missing items due to the owner’s negligence.

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

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

e NO LOITERING inside the locker room

e Unassigned Lockers with cable ties should not be opened,

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

This Memorandum shall take effect on November 22, 2021,

Failure to comply will be dealt accordingly.

Prepared by: Noted by;
e }
Carlos Gotiong ~ Alfredo lo
General Manager Directo perations

I have read, understood, and agreed to comply with the for
governing the iPloy Locker Policy.

ing Fwnd conditions
JAs ABASELD /a:r-’&ﬁ-‘ -2t

"’Emp]nz.ree Signature Over Printed Name/Date
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DATE ; April 3, 2018

To . ALL EMPLEYEES

FROM . HUMAN RESOURCES DEPARTMENMNT
THRU : OPERATIONS MANAGER

SURIECT I MENIO: CALL IN FOR QUTOF OFFICE

In order to properly maonitor out of office employees, a new process tocall in/repart absence will
be implementad effective Manday, April 9, 2018,

Guidelines:

1. In cases of [ate and/or absences, employee should report to Human Resources through
SMS ar Call via HR hotline: 0917-708-7074
2. Notification should contain the following information:
a. Complete (real) Name
b, Department
c. Teamn Leader
d. Call in for; (Whaele day Absent, Half-day Absent, Late)
e, Reason
3. HR will be the one to send notification to Operations Management
4. No call in should be communicated through Team leads or any other employee. It should
be done by the amployee or his/her relatives
5. Notification should be at least two (2) hours before the employee’s shift
6. |If an employee Is advised to rest/confined in the haspital, number of rest days as advised
by the physiclan should be indicated. Otherwise, employee must send notification daily
/. Failure to natify will be tagged as No Call, No Show and/or unscheduled absence and will
be dealt with according to our Code of Conduct and Discipline

For your guidance and strict compliance

lo HM‘IULNLMCID

H umJn Resaurces

Nated by:

Aimnllﬂ Ir

Di}e\t_T:g/, bp%raﬁuns
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February 18, 2020

Ta ! ALL EMPLOYEES
FROM : OPERATIONS MANAGEMENT
SUBIECT : ATTENDANCE BONUS 2020

As we end the year 2019, IPloy would like to set clear key procedures and policies. This memorandum serves as
reminder to be followed: J

PAYROLL

1. Immaculate Attendance Bonus Is for employeses with perfect attendance. Employee should NOT commit any
schedule deviations like tardiness, unscheduled absences, undertime and overbreak. Failure to punch in = out for
breaks will also disqualify the employee, No walvers will be given,

2. Tardiness, Undertime and Over breaks will be deducted from the employee’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 recelve it.

4, Employees qualified for the Sign On Bonus (First Half or Second Half) will receive it on the 30" of the succeeding
manth from eligibility.

5, Cligibility for the annual merit increase Is based on overall performiance and management discration. Pay out s
at management’s discretion,

MEDICAL CERTIFICATE

1. When must the medical certificate be dated?

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

. 2 days absence - the medical certificate must be dated on the initial day of absence or the nest day. If the
absence falls on a Thursday, the medical certificate must be dated either that Thursday or the next day — at the
latest. It cannot be dated on the Saturday that immediately follows or that Monday that the agent is to report back
towirk

. 3 days of absence or longer - the medical certificate must be dated on the Inftial day of absence or the next
day. It cannot be dated on the day that the agent reports back to work with the advice to rest antedated from the
initial date of absence. Also, the advice to rest is 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 to rest plus Saturday and Sunday —the agent must be back
to work on Monday,




1My Incorparated . . T,
11¢h Flose MISY Tenwes ‘IP,OY
Pescadones Road Cebu Business Park, satin ooy

Cebu City 600

o If the doctor prescribes rest, the madical certificate must include the number of days of rest. The
advice to rest cannot be antedated,

o There must be a fit to work date.

o The only exception to the Medical Certificate date guldelines is If the employee has been
hospitalized.

VACATION LEAVES

L, The company reserves the right to approve and disapprove all vacation leave (VL) requests.

1. Employee must exactly have the corresponding credits for the request to be approved.
1 credit = One Day
.5 credit = Half Day

3. Employee with perfect attendance 60 days from the requested VI, date will be given priority In the approval of
leaves. This is a way of rawarding employees with perfect attendance,

4. The company and client have the right to disapprove leave requests and cancel approved leaves for those
employeas who committed unscheduled absences an the prior month and on the current month of the requested
time off including poor attendance records, behavioral and productivity issues.

ger

Noted By: Approved By:

[ A JAY GISSINGER
HR Supery Chief Executive Officer
ALFREDO CAMARILLO JR,

Director of Operations
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Date : November 17, 2021

TO : ALL EMPLOYEES

From : HUMAN RESOURCES DEPARTMENT

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 emall to
hr@iploy.com at least two (2) hours before the employee’s shift (following call-in procedure) and/or
within 24 hours from the first day of absence.

2. Employee may use sick leave for absence due to the following reason:
¢ Employee's illness or injury.
¢ Bereavement leave/s
» Emergency leave/s
* Power Outage/Internet Outage (for temporary Work from Home set-up)

3. Employee must file the incurred sick leave in HRweb within 48 hours. Failure to file the sick leave
on the given hours will be forfeited.

Note: No more Manual filing of 5ick Leave except if the employee was hospitalized and/or
quarantine 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 employer, the employee should furnish a certificate from
a physician stating that the employee was incapacitated from work for the
pericd 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
Work)

¥# Blacklisted Doctors and clinics’ will not be honored. (Please refer to the
Blacklisted Clinic/Physician Memao)

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

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

* Power Qutage
¥ Certification fram their electric/power supply provider (e.g., VECO, CEBECO,

MECQO]

*+ Internet Outage
¥ Ticket number from the internet 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 unauthorized sick leave will subject the employee to disciplinary action, 5L is unauthorized
under the following circumstances:
s The employee failed to inform the immediate superior or HRD about his/her absence due to
illness unless fully justified.
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+ |fsickness claimed is fictitious or non-existent.

6. 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 guided accordingly.

Created by:

MNoted by:

Alfreflo Camarillo Jr, Angelo Manal Qﬂﬂﬂﬁ?ﬂﬂ

Director, Operatibns Operations Manager “General Manager
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Date November 12, 2019

Ta ALL EMPLOYEES

FROM HUMAN RESOURCES DEPARTMENT

THRU OPERATIONS MANAGER

SUBJECT 555 5ICKNESS CLAIMS ~ 5 CALENDAR DAYS

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

A member is qualified to avall of this benefit If:

1. Heis unable to work due to sickness or injury and confined either in a hospital or at home for at
least four (4) days;

2. He has paid at least three (3) months of contributions within the 12-month period immediately
hefore the samester of sickness or injury;

3. He hasused up all current company sick leave with pay; and

4. He has notified the employer ar the 5585, 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 liability of their

claims.

For your guldance.

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

Sincerely,
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DATE = November 17, 2021
TO : ALL EMPLOYEES
FROM : HUMAN RESOURCES
SUBJECT : BLACKLISTED CLINICS AND/OR PHYSICIANS

The following clinics and/or physicians are considered blacklisted and medical certificate/documents
issued by them will not be accepted and will be tagged culpable due to some grounds.

Please see list of clinics/physicians and grounds for your reference.

Rajah Tupas Medical Services
Bimbo H. Tequillo MD Clinic
Lolita E, Abella-Libres, DMD
Dr. Omar Arceo

Lapu Lapu— City Health Office
Sla Clinic

Health Doc Diagnostics
Gaudioso Montecillo Jr., MD
Dr. Omar B. Arceo, MD

DN W e W N e

GROUNDS:
s Phone numbers shown in the medical certificate are incorrect and can’t be validated.

s (Questionable medical certificates due to some inconsistencies/discrepancies.

s The clinic does not entertain phone validations for the certificate issued.

s |[ssued a fraudulent dental certificate to our employee.

# Secretary Nurse is the one issuing medical certificates pre-signed by the MD and no actual
consultation is conducted.

s Caters primarily on beautification procedures and not medical consultations.

This Memorandum shall take effect on November 22, 2021.
Please be guided accordingly.
Prepared by:

dania
E ee Relations Specialist

gr]m'-’é&lﬁr;g

General Manager

Nifio Angelo Manal

Operations Manager
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December 17, 2019

To : ALL EMPLOYEES
FROM OPERATIONS MANAGEMENT
SURJECT : CLEANSING PERIOD

iPloy Staffing Solutions believes in giving employees encugh room for Improvement to stralghten out
employment in regards to compliance to our company's Code of Conduct. The aim of this approach is to help
motivate employeess rectily passed offenses and start anew.

Cleansing Period pertains 1o the time when an employee who has been subjected toa Disgiplinary Action [DA])
is expected to Improve performance. Ample time is given to correct improper behavior and refrain from
committing any ather infractions.

If an employee does not commit the same infraction for the specified cleansing period, the progression of the
disciplinary action will slide back to a level depending on its type. Please refer to table below:

Attendance 6
Productivity &
Behavioral | 12

The caunting of the Cleansing Period will start based on the date when DA was decided upon, All documentations
far inlractions will still be kept in the Employee’s 201 Flle regardless what period of progression.

The Cleansing Period is effective lanuary 1, 2020 covering DAs 6 months and alder.

Shcerely yours, Noted By: Approved By:
Al

JAY GISSINGER

Opferationsianager Chief Executive OHicer
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February 10, 2021

To : ALL EMPLOYEES
FROM ‘ HUMAM RESQOURCES DEPARTMENT
SUBIECT . VACATION AND SICK LEAVE CONVERSION UPDATE

The management has decided to reward all regular active employees with unused vacation leave (VL) credits for
their dedication and commitment towards work.

instead of just converting the ten (10) sick leave (5L) credits to the end of the calendar year, all remaining vacation
leave credits, maximum of ten (10) will also be converted to CASH. This is a total of twenty (20) leave credits (10
from 5L and 10 from VL) which will be converted by end of the calendar year and/or December 31.

This VL conversion update will be effective for all ACTIVE employees with unused vacation leave credits accrued last
2020 and will be payable this February 28th payroll,

On an event of an employee resigning or leaving the company, their vacation leave conversion will be forfeited and
will not be part of their last pay and/or quit claim if:

» Employee filed an immediate resignation and/or less than 30 days notice from the last working day.
+ Employee went on Absent Without Officlal Leave (AWOL)
s Employee incur any leave, absences, and/or any form of terminal leave within 30 days notice, exception
with valid documentation;
o Medical Leave/Haospitalization
& Accidents
o Contagious diseases e.g. Tuberculasis; Chicken Pox, etc,
* Employee incurring more than four (4) hours of accumulated and/for total late/undertime within the 30
days notice.
=  No Performance (quality/productivity/client escalation) issues within the duration of the 30 Day notice,

AN ABATD

{Printed MNa

Sinceraly yours,

Nated By: Approved By:
e
s Wﬂ'\sﬁzp’?
ﬁLFHE{Jﬂ Cﬂ;ﬁﬁﬁlthﬂ JR. JAY GISSINGER
['Jirecﬂﬂr of.DFeratilﬁms Executive Officer
'f-'- i
IONG

General Manager
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DATE : April 26, 2018

To ; ALL EMPLOYEES

FROM : HUMAN RESOURCES DEPARTMENT

THRU ; COPERATIONS MANAGEMENT

SLIBJECT ; Maxicare Guidelines after Separation from the Company

PLEASE BE INFORMED THAT THIS WILL BE IMPLEMENTED EFFECTIVE IMMEDIATELY

Separated regular employees can still avail their Maxicare Insurance provided they are within the
paid guarter.

The use of the insurance will be shouldered by the separated employee and deducted from their last pay
in the amount of Php 861.33, this includes the Php 760.33 for medical services and Php 101.00 for dental
services. The employee will shoulder the remaining amount of the quarter.

The guarters are as follows

15 Quarter = December, January and February

2" Quarter — March, April and May

3 Quarter — June, July and August

4N Quarter — September, October and November and so on and so farth.

If there are any questions or clarifications, please feel free to as the Human Resources Department.

Mote: Kindly indicate your complete name and signature if you have received, read and understood
the memo.

1D # NAME TEAM LEAD SIGNATURE
Regards, Noted By:
._r‘l
Mari Iris Arcilla Alfred ariflo Jr. ardo Dagalea
Human Resource Director of Operations Operations Manager
L_,.-"

T

égneral Manager
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CODE OF CONDUCT AND DISCIPUINE [Table of Infractions)

I, STATEMENT OF POLICY

The Code of Conduct and Discipling is detigned tosnsure healthy and positive working
rirenment, and hopes to maintain and uphoid professionalism among iPloy Inc. emgioyses,
?Egiﬂnguﬂiiiﬁﬂtgnii%?
Gioals and objectives. it & worthy to emphasine that the Code is not meant to be oppressie rar
it i intended to threaten and intimidats amployees. indeed, it serves as the guiding principles
on wehat | expected of i’ empioyees to canduct during the entire empioymant here In IPloy,
e

LN %E%#ﬁnﬂ-%ﬂﬁﬂmgnﬂg%

L The right o discipllive and discharge employess for just and proper causes Is management's
peernpative enshrined Tram the 1987 Philippine Canatitulion,

2. Falrness and justice shall shways gavern the imposition of disciplinary attions. Existing Labor
L, Implemanting Aules and Jurisprudence will ahways be chsarved.

5 ilﬂ!iﬂi!ﬂdﬁhﬁniﬁnﬁﬂﬁ?i%ﬁig

[ iil%i&ﬂ!ﬂuﬁlnﬂiiﬁ%i!ﬂﬂ.ﬁa.

7. ?iiia&iﬂ:ﬁw&l&!ﬂii%%ﬂﬁgim
lﬂi"innﬂg_iﬁzﬁinﬂum!gfﬂ—ig.
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1 EETEAIHIE%EEEE?#{;NEEE
the date of the incident.
2 Hhirman Rescurcss will issue 3 Notic to Bxplain (NTE] 1o the employes within 3 working
days.
3 gﬂif?ﬁi%i!ﬁqiﬁiviﬂiiiiuﬂgi
the NTE
A, %-E!ninngmiﬂlmﬂ&#%gﬁumucﬁiﬂﬂnim
wiorking days from the issuance of the NTE.
5 ii_wﬂlznﬁu_unﬁnﬂ:!m&nqlﬂﬂﬁgﬁzﬂﬂiﬂm:mu.ﬁgnli
ol the Coaching Form and Writhen Explanaticn.
PEEEEE-EEEEE.%-EEE the smpicyee’s
right to be heard and confirms that all the Setd fls. irs the Ireident RArport are e and
without any biases.
FEﬂﬂi#ﬁiii.E.E-«ﬂﬂmﬂlf—?ﬂiFE;ﬁﬁE&E
¢, Lapies in the timeline will riot void the senction.

V. GENERAL BEHAVIORAL STAMDARDS
s 3 |Pioy employee we expect that you will meet the falsowing behavicral standards:

a, Proper Condurt and Decorum s axpect=d froxmn s within the office and outside when
Eﬂﬂﬂ:@ﬂ#ﬂnﬂaﬂﬂé.i?ﬁiunﬂﬁiﬁﬂi.iznﬁl%ﬂ ready o work, use of
proper and decent languags, osrmnoe of proper office and work decorum, maintaining proper
relationships with your collosgues, cumtomers and other individuais not in the employ of the company,
stnervance of and ompliance with exdsting lews of te Philippines.

b Enhancing Company ?&%#ﬂﬂ%&nﬁdi%1ﬂﬂi utdlllzation of
Capital avaliable to the Company; turning up for wark ready to work on time all the time, following the
appropriate break and finich times, getting on with the jab and perfonming the job o the bast of your
ability, Emﬁ%!ﬁgianiﬂi%?gﬂggg.gﬂ
maragement.

Pﬂﬁﬂiﬁ;g%ﬂn&q;l;%u%ug
attitude with customers.,

d. Mainterance of health and salety of the office and peaple around you. & proper atiiude
towards cheantiness and %Iﬁﬁrﬂmﬂiii,iigiii&g-ﬂi
o, assist in the security of the office, foliowing basic safety procedures.

. Proper use of Compary Property, fadlities and securily to protect company and employee
ssets. Secure hondling and maintenance of Company records, keep confidential and protect the
irtegrity of all Compary cperating data and information, appropriate use iif all Company equipment for
ii&m&ﬁﬁﬂixﬁiaﬂ!gaaﬂ%ﬂ



W, Types of Offenses

frwed 1 = infraction which are rrdrvor in nature but which ey hecome habitual
eoptrected. it has o detrimental jrmpact of the business.

’I_ 3 - Sericus offerse which couses delay in operations, may pose uﬁﬂ.wu:._._,ﬂu!in“a
nﬁ.ﬁ!__.ldn!a__ ._._&_ﬂ__iak ?..___iucn_r
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RECENPT OF THE CODE OF CORDUCT AND DISCIPLINE POLICY

This is to acknowledge that | have read the Company’s Code of Conduct and Discipiine and understand
that it sets forth the terms and conditions of my employment as well as the duties and responsitiliies,
and obligations of smployment with the Compamy.

| also acknowdedige that the Campany reserves the dght i revise, delete, and add to the provisions of

this Code of Conduct and Discipline., or condition of employment can be sstablished by any other
stabement, cond! icy, raciice.

- o nt, uct, poficy, or p

TJason  ABhSole
53— T2 = L

3 i DA
AND HAVE READ AND tzq%nﬁr\
Suspenion « EMPLOYEE SIGNATURE
3 = Days DEsrndszal \ \ =

Ciamiszad

1 Termination of an employes shall automatically bar him/her from re-employment.

2 The penalty of dismissal shall not prejudics the right of the company to initizte court aetian
agairst the erring employes.

L Thes Code shall supersede all other existing policies, rules, memaos, and the like, and all polides
to be implemented, iT the same is found to be inconsistent with the Code of Conduct,

VIl Approeal

Iy Gissinger
Crisner and Chief Executive Officer



