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Wealcome to the Guevent Insurance Broker Corp. (GIBCO] Employes Handbook

Al GIBCO, we are more than an insurance brokersge firm — we are a company moled in trust, service,
and a deep responsibility to safeguard what matters most. Owr commitment (o excellence, regulatory
compliance, and client-focused service drives evenything we do.

This hamdbook servas as a8 central referanca for the policies, standards, and procadures thal govern our
workplace and human resources praclices, b s designed nol [ust 1o inform, bid o empower every
GIBCOmian — from leadership (o ronfliners — o make decisions ihal are aligned with our principies of
integrity, accouniability, and efficency.

The pofices ouflined here halp us remain consistenl, fair, and compliant with applicable laws and best
practices. They are here o protect both the company and our employees, ensure oparational clarity,
and reanfonce the values that distinguish us in the insurance industry

By adhering o these procedures, we uphold our promise;

“Get Insured, Be Covered — GIBCO, Al Your Service,”

Together, we ensurs that our clients, partners, and fgams are always coverad — loday and o the
future:

L 1his handbook be a guide, a resource, and a reminder of tha high standands we hold owrselves 1o 8% we
work together in fulfilling owr mission,

Thank you for being a vital part of GIBCO.

Manageameni



Intredustion

Purpos:a

Thizs empioyea handbook outlines the human resource policies, procedures, and sarvice rules Ihal apply o
all calegones of employess and consultants al GIBCO. It purpose 15 1o guide the relalionship betwean
GIBCO and its personnel through consistent HR polices and practioes. Please note that this handbook
does nol consditute an employment contraci. |t should be inlerpreted as a whole, rather than by isolating
individual sections or senlences oul of contexl

This handbook 1S inlended 1o guide the staff regarding thedr rights and obligations.

Thase guidelines shall be followed by all staff of GIBCD, including the Senior Management Team and pani-
time stafl who may be employed by the company from time to time.

Objectives
GIBLO shall endedvor 1o achieve (he following objeclives

a) Appropriate remuneration for all staff for services rendered.
b) Fair hearing for all staff as provided in this handbook

c} Equal employment opporiunilies.

d) Provigion of appropriate raning and facilitation,

Scopa
These pobcies shall apply 1o all employess of GIBCO in all calegories,

Policy Statemeant

This handbook is the propery of GIBCO and is intended to distribute to &l employees. The Human
Resources Department is responsible for distributing the handbook and responsible for safegusriding 1S
comnents and ensuring it remains up fo date. While the manual aims to address a wide range of siluations
through formalized policies, there may be inslances thal are nol covered or shualions thal require
excoplions Lo the slated poicies

Thi Executive and Board of Direclors resence tne nght fo modify, cancel or amend all or any of thase
policles in whole or parl, or subsaquent rules isseed in connection wilh these rules from Ime [o ime

All amendmeants and addiions/deletions o these policses shall be noiified by means of memorandum by
the HRD.

The authorized axeculives of the COMPAMNY shall issue necessary orders, insfructions, and directives, from
fime 1o time with the purpose of conducting the organizational business and maintenance of its efficiency
and discipline,

Any defficulty faced due 12 any conflicting or ambigucus implications duning or after implemeantation of thess
policies shall be referred 1o the HRMADmin REPRESENTATIVE for issuing clarfication or nuling.

The Executives and Board of Directors are the final awthority for the intarpredations of e rulés Conmlaingss
herein and decisions made by the Board shall be final and binding on all employees of GIBCO.



This handbook was compiled by the Internal Audil, with Heman Resources responsible for reviening and
updating s content, It is part of GIBCO's initiatve fo streamline, clarify, and consolidate existing policies
and procedures. Cerlain seclions have been newly developed or revised in ceordination wilh the relévand
deparimanis, All oontent in this maniual remains subpeet 10 final review and approval by GIBCO
Managemeent
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PURPOSE

GIBCO is committed o bullding an effective, capable, and high-performing workforce through a systematic,
fair, and mesil-based recrudment process. I is the company's palicy to select and appaoint only the most
qualfiad candidates basad on job reguirements, compelencies, and akgnmenl with company values.

Hiing decisions will be based on a canddate's qualifications—work experienca, skills, education,
character, and aplilude—and the satisfaciory complation of all pré-amployment requiremeants.

SCOPE

This policy applies Lo all types of manpower réquiremants lor GIBCO, oiverning permanent, project-

based, and conlracludl POSIIGNS.

GUIDELINES

.

MANPOWER REQUISITION

All vacancies, whelhers dus to atintion of creation of 8 new role, must be supporied by an approvisd
Manpower Requisition Form (MRF),

The MRF should be iniiated by the requesting depanimenl, endorsed by the Human Resources
and Admin Degartment (HRAD), and approved by the President

For newly created or currenl posilions, the MRF musi be accompanied by & delaled Job
Deseription.

PROCESSING TIMELINE

HRAD is given the following lead time upon receipt of an approved MRF;

30 calendar days for Associale positions

45 calendar days for Superviscry posiions

Up to 90 calendar days for Managerial and Execulive roles

In case of delays, the Depariment Head may assign an interim employee to take over the
responsibilities temporarily,

APPLICANT SOURCING CHANNELS

The following sourcing methods shall be used:

Intermal Hiring — Priorty is given to gualified exsting employees 10 support career growth and
succession planning.

Active Applicant Poal - Applicants in the company’s existing database

Walk-in Applicants and Referrals

Acadoemic Institutions or Agencies — Pamner schools and employment agencies.



= Online Job Porials — Recruilment through digital platforms.
»  Print Advertisernents — Only used when other methods are insufficient.

4, RECRUITMENT AND SELECTION PROCESS
o Sgreening of resumes and applications by HR Azsistant { HR Representative
= Initial interview by the HR Representative,
= Testing (personality, 13, or skill-baged) by an HR Assisianl / HR Represaniative
o Minimum acceptable score; Average
= 2nd Interview by the Hifing Manager
o 3rd Indenview by thi HE Manager
o For Managerial Roles: COE and and Clearance from previous employmeant
= Final Interview by. Ganeral Manager' CEO & President (Officer level and higher posilicn)
= Selection Criteria: Job-fit, gualifications, experience, amd perdomance in lesislinlerviows

5. JOB OFFER AND DISCLUSSION
Once selecied, (e candidate will be called In to discuss:
+  Scope of responsibiliies
= Salary and benefits package
» Company expeclabions and values
= Hirimg [ Start date and job classification
= Employment ierms and pre-employment requirements

6. PRE-EMPLOYMENT REQUIREMENTS
The following documents are required before onboarding;

Employee Infomalion Sheed

Resume/Curriculum Vitae

ID Phodos (2 pes. 1 11 and 2 pcs. 242)

Corporate Allire Hall-Body Pholo

Governmenl |Ds: TIN, UMIDVSSS, PhilHealth, Pag-1B4G
Mgl Clearance

Payroll Account Applicaton {provided by company)

s Medical Exam Clearance (Pre-employmesnt)

s Birh Cerificate, Marriage Centificate (if applicable)

o Dependent's Binh Cenificate (f applicable)

v Certificate of Employrment

« Transcript of Records / Diploma

s BIR Forms: 1902, 2305, 2316 /W2

o  HOMF Loan Reconds | 535 Loan Records (if applicable)

E 8 & & @

T. ONBOARDING AND ORIENTATION

Mew hires musl atlend a comprehensive company arenfation and iraining program conducted by HEAD
and concamed daparmenls. This covars:

« Company policies, nides, and reguiations

= Employee benefits and procedures

« Code of conduct and ethics

= Office eliguetle and communication guidelines
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Depariment inlreduction and job familarizateon
Workplace salely and secunly

EMPLOYMENT RESTRICTIONS

Thie following individuals shall nod be elgible for amployment:

Applicants with ciminal records

Former employess leminated for cause

Relatives of current employess working in the same unil with direct or indirecl supersision

{up o the dih degres of aflinilty or contanguinity )

Re-applicants disqualified within [he pas year unless qualificabons have significantly impeoved

BACKGROUND INVESTIGATION

Mandatory for Executive, Managenial, and Supervisory poslions o ensure integrity, comphance, and

protection of company inferasts, with & reguired furmaround time for complation within 5 to 7 days from
endorsament.

NOTES & ADDITIONAL GUIDANCE

Rie-hiring previowsly separated employees must be subject to stricter review and approval.
Al recruilment docurments musl be fed and decumented per HRAD prolocols
Hiring decisions ane final upon endorsement from the Department Head and HR, subject to
Presidant's approval when applicatie.
NOTHING FOLLOWS
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PURPOSE

This poficy aims to establish a standardized procedure for onboarding new employees at GIBCO Lo ensure
thal they récerve (he nEcessary information, 100ls, and suppon 1o become productive and engaped
members of the organization. The orientation process also reinforoes GIBCO's values. cullure, policies,
and expectations.

SCOPE

This policy applies 1o all new hires, whether regular, project-based. probationary, or contraciual, acress all
departmants and business wnits of GIBCOD. It also applies 10 HR personnel. immediale supervisors, and
departmeant keads responsible for onboarding and orenling new employess.

GUIDELINES
1. PRE-QRIENTATION PREPARATIONS
« HR shall prepare a schedula Tor the orientation and coordinala with concermed depariments.
»  Mew employees will be provided with their employment contract, job description, and employee
handbook upon or bedore orentatian,
= Access credentials {e.q.. emall, 1D, work tools) must be processed in advance if applicable.

2. ORIENTATION COVERAGE
The New Employee Orientation shall cover the following key areas:

s  Company Overview:
+  Hislory, misson, vison, and core values
s  Organizational struchufe
s Oueniew of departments and funclions

» HR Policies and Procedures:

#« Altendance and leave policies
Code of conducl and discplinary measuras
Benefils and compensalion overisw
Health and salely prolocols
IT and data privacy guidelines

= Job-Specific Briefing:
s« [Infroduction bo the departmentiieam
10




= Job expectations and performance siandards
# |nilial work assignments

# Tour and Inlreductions:
+  Office facilities and amaenitiog
& Introduction to key parsannel

s Attendance and Documentathon
« Attendanca during orientation is mandatory.
« New employees must sign an Orenlation Aftendance Sheat and Acknowladgmeni Form
indicating receipt and undersianding of company policies.

¢ Evaluation and Feedback
¢« HR may conduct a short pest-orentation survey o feedback fom o assess e effectiveness
of tha orentabion program.
= Continuous Improvement of the orentation process shall be based on feadback receivad.

3. ROLES AND RESPONSIBILITIES
Role Responsibility
R Department Prepare and conduct the ofemation; distribule materials and coliect
signed acknowledgments
Depariment Heads Participate in job-specific briefings and infroduce beam roles
IT/Admin Enzue access credenlals and work tools ane ready on Day 1
Miaw Employiae Attend the full orisntation and comply with anboarding requirements

4, POLICY REVIEW
This poficy shauld be reviewed annually by the HR Department o a5 neadid 10 engene naley ance and
efactivenass

NOTHING FOLLOWS
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PURPOSE

The primary purpose of 1hig policy i 10 establish a cear employes dassificalion sysiem hal allows GIBCO
1o effectively identify its organizational struciure and hiararchy. This dassification framework also supports
Management in cascading policies, managing human capital efficiently, and aligning employes roles with
fhe company’s goals,

SCOPE
This policy applies to all employees of Guevent Insurance Broker Corp, (GIBCO), regardiess of employment
status, robe, or rank.

RESPONSIBILITY

The Human Resources acts as the custodian of 8l employes's personnel records. To keep the records up
lo date, the foliowing information should be reported immaediately to the Human Resources through a duly
accomplished Employea Information Sheet and other forms perlaining fo 555, PhiHealth, Pag-big. BIR,
ebe, wWheneyer Necassary.

. Change in name or sumamae

. Change in Civil Status
Change in address
Change in mabile number
Additional member of the family
Change in the nama of parson 1o be conlacted in case of emergancy
Riapor on any special couwrsa or seminar completed, and any degree complated

DEFINITION OF TERMS

A. Employmant Classification — The process of calegorizing employvess based on shared characlenslics
for easier management of benefils, roles, and responsibilites.

B. Employment Status - Defines the lerms, righls, and responsibilities of an employee's relationship with
the company.

C. Employee Rank — Refers to the positlon held by an employes which determines the genaral nalure of
thair responsibiliies and aulhorty.

D. Career Level - Refars to an employea’s position or stage within their professionad development and
organizational Meerarchy. It helps calegorize roles based on expenence, responsibility and senkority.

12



GUIDELINES

A GEMERAL CLASSIFICATIONS

Employees are classified according to two calegories.
=  Employment Stalus
= Job Classificaton (Position Bank)

B. EMPLOYMENT STATUS
Casual | Project Based Employees
« Hired for occasional, seasanal, or incidental wark that is not necessany 1o the regular
business operations of the company.

« May also be engaged to temporarily replace regular employees on leave or 1o augment
ihe workforce for shori-ierm needs.

Regular Employees
= Hired to perform tasks that are necessary or desirable in the usual business of the company.
+ Typically undergo a probationary period and performance assessmen! before attaining
resgular siatus.

Probationary Employees
s Undergoatrial period of siz {6) manths.
s Performance is evaluated on the 3rd and 5th month o determing
regularization eligibility.
»  Evaluation critena will be communicated a1 1he stan of employment
Consultants
« Emternal professionals with specialized expertiss engaged on a temporary basis for a fea.
# Consullants wark in an advisory capacity and are nol direcily accountabie for the final
outcomes of their recommendalions,

Interns | Trainees
#  Students or recent graduates accepled for on-the-job training or intemship

¢ Dusation of engagemsent depends on academic requiremenis and company needs,
e These positions may be paid or unpaid,

Outsourced Employes
¢ Individual employee who works for a third-party company.,
s Boladirect employee of the company
« Not aligible to company-initiated benefit

C. JOB CLASSIFICATION (POSITION RANK)
CXX [ Chiefs [ Heads

« Highest-level executives managing the company’s strategic direction and decision-making.
» Includes roles such as CEQ, COOQ, CFO, and other Chief-level litles.

Senior Executives
# High-ranking officers who direct dwvisions or deparimenis and sef sirategic goals,
« Examples Deector, Vice President, General Manager.

Junior Executives

13



s Assisl and support Sencor Execulives in managing divigons and implementing strategic initiatives,
s Includes: Assistant Directors, Assistant Vice Presidents. Assistant General Managers.

Managers
=  Regponsible for overseaing specilic deparments or unils.
= Manage teams and operations and repor 1o senior leadarship,

Officer! Supervisor
+  First-ine managers who oversee dally cperations and fronifine staff,
= Typically authonized o recommend or enact decisions relaled to hinng, promotions, discipline, and
parlomiancs mMandgemean

Associates | Rank and File
=  Team members with operational or support funcions within departments
»  \Work collaboratively 12 ffill client o internal neads under the direclion of SUDSrvisorg oF MANAgers.

Interns
¢ |ndividuals undengoing superyised work experience lo fulfil academic or career exploration goals.
# May be envolled students or recant graduales; inernships are typically tme-bownd,
NOTHIMNG FOLLOWS
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PURPOSE

Gueven! Insurance Broker Corporation (GIBCO) recognizes the imparance of acknowledging outstanding
performance and supporting career growlh wilhin the organization. It is the policy of the Company o
promote from within whenever feasible and to provide opporiunilies for advancement lo qualified and
deserving employees. Likewise, employess may be transfarred 1o posilions or deparimenis whese thesr
skills and quakiiications can be beiter ulilized in suppart of operational efficency.

SCOPE
This policy applies to all employees of Guevent Insurance Broker Corporation (GIBCO), regardiess of
employment status or position.

DEFINITION OF TERMS

+ Promotion
The advancement of an employee o a higher position or rank that entails greater responsbility. A promotion
may, al the discrefion of management, Include enhanced benefits and privileges. |1 sgnifies upwarnd
mavement in e organizational higrarchy, and while il may nol always involve an immediate salary
increase, it reflects recognition of an employee's capabilities and potential for further growth.

* Transfer
The mavement of an employee from one position to another—either within the same department or across
deparimeanis—based on operalional needs Translers typically imvolve similar levels of responsibility and
skill requiremants, and do not entail a change in salary grade or classification.

RESPONSIBILITY
Depariment Head will determine the employes eligible for promotion. Human Resources will reveew the 201

file of the employes and endorse the pramalon recommendation of the Department Haad to tha CEO for
finad approval.

GUIDELINES

1. PROMOTION
a. Promotions shall be merit-based, considering the employee’s qualfications, job periormance,
work athic, leadership polenlial, and knowdedge of the role.
b, Promolions may be mplémenad within the same department of across departments.
depending on organizalional needs.
¢ The employee's most recent performance evaluation shall serve as a crlical faclor in
determining eligibility for promotion,

15




d. Al promodions are subject (o the avadabllity of a position vacancy and must be aligned with the
approved organizational structure,
@, Promotions shall only taka effact upon final approval by the CECY President of the Company.

2. TRANSFERS
a. Transfers may occur within the same depariment or between departments.
b. &l transfers must be initiated or approved by Management and $hall be based on 1he
Company's operational requirements, induding but nol limited io:
+ Addressing manpower shorages of surplus
= Enhancing worklorce productivity
+  Providing cross-functional exposure or development opportunities

c. A transfer shall not emtail a changa in salary grade. unless accompanied by a separate
pr'l.‘.’:l'm:lﬁbl‘l of raclasshication.

d. In cases where an employes exprasses inleres! in ransherring, such reguests shall be evaluated
based on gualifications, performance, and business need, and mugl be endorsed by the
immeadiate supendsor or depariment head

DOCUMENTATION & EFFECTIVITY
s Al promotions and transfers must be documented using the prescribed HR fams and filed in the
employee’s 201 file
s HR shall coordinate with the concerned depariments lo ensure A smooth transition and proper
turmever.
& The effeciive dale of the promobon or iransler shall be cleary slaled in the documentation and
shall be reflected in the payroll and HRIS systam,

CONTINUDOUS SERVICE DATE AND BEMEFITS FOR EMPLOYEE WHO TRANSFER OR ARE
PROMOTED

Employes who transfers to anofher depariment continues his dale of service from the date he was firsl
hired until end of his ermploymant. The degarment 1o wiseh 1he £ member transfers bacome responsibla
for accrsd and unused vacation Bme and sick leave that may be dus [o the employes member,

If the employes is fransterring from GIBOOD e analher alfiiate, {or vice versa), he or she should review any
polential changes that may occur o benefits packages or 1o the transitioning of leave acouals, Inquenes
concerming any such potential changes should be made wilh the entity or depariment Human Rasources
represamtative,

If the employes is transferring to a project-based position, he or shie should review any polential changes
lo benafils, reduction-indorce actions, and all olher empboyment refabed praciices with the enlity or
depariment Human Fesources represeniative.

NOTHING FOLLOWS
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PURPOSE

To establish a clear and consisien] palicy 19 be adopled as a8 Standard Operating Precedure (SOP) In the
processing of employes saparation from tha company, whether through resignation, termination, or
retirement, induding the proper computation and release of final pay and other benefits due.

RESIGNATION

1.

NOTICE PERIOD REQUIREMENT

An employes who intends 1o resign must submil a writlen notice at least thirty (30) calendar days
prior to the inlended effective date of the resignation, in accordance with Book VI, Article 200
{formarly Arsche 285) of the Labor Code of the Philippinas.

PURPOSE

This requirement ensures:

= Continuity of operations

= Proper urnover of responsibdities

s« Sydficlent tme for the company 1o search for a suitable replacemenl

RESIGNATION PROCEDURE
a. Initial Discussion — The resigning employes should first discuss thelr dedslon with their
immediale superior 10 explore concerns, clarily expectations, or resolve any issues that may have
led 1o the decsion,
b. Formal Letter of Resignation - The employee must submit a formal resignation letler
addressed Lo their Deparimend Head or Manager, routed through their immediale supervisor i these
is any. A copy musl also be provided 1o the Human Resources {HR), with acceplance of resignation
and confirmation of effeclivity date from the Depariment Head or Manager,
c. Acceptance of Resigmation = HR mus! formally accept the resignation in wriling,
d. Clearance Process — Employee will initigie and HR. will oversee the employee's clearance
procedure, which includes:

« Splflement of accountabilities (e.g.. equipment. documents, finandial obligations)

«  Turmdwer of respongbilities and work files

s Submission of a lumover form duly signed by the receiving personngl or Supenisor
@, Exit Interview = HR shall conduct an exil inlerview 1o understand the measons behind 1he
rassgnation and gather leadback for conlinuous improvement.
{, Final Pay Computation — HR will inilialty compute the final pay and coordinale o Treagury and
Apcounting for review and endorsement of approval 1o releass.
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TERMINATION FOR JUST OR AUTHORIZED CAUSES

Gueven! Insurance Broker Corp. (GIBCD) may terminate the employmend of any emploves for jusi or
authorized causes, following due process as required by the Labor Code.

1.

JUST CAUSES FOR TERMINATION (per Arficle 297 of the Labor Codal:
a. Misconduct or willlul discbedignce

b. Gross and habituad neglect of duties

¢. Fraud or breach of trust

d. Commission of a crime or offanse against the employer or represeniative
@ Acls of immorality, infoxlcation, or moral furpilude

[. Repealad ingfficiency, absarlesisn, of neghect of duly

g- Violation of company policies and procedures

h. Lass of trust and confidence

AUTHORIZED CAUSES FOR TERMINATION:

a. Installation of labor-saving devices

b. Redundancy

& Rerenchment | prevend losses

d. Closure of cessalion of opesations

e. Employes sufferng from a disease which cannol be cured wilhin six (6) months and whose
continued employment is prejudicial to hisher health or that of co-employeas

REDUNDANCY | RETRENCHMENT / LAYOFF TO PREVENT LOSSES

If It becomes necessary to terminabe an individual's employment or reduce his ar Ber Rours of work
efforl because of reduced funding, changes in tve nature and scope of the work, or for othes
operational reasons, the lermination or reduction in hours or efforl is congderad a Lyl A position
from which an employee has been laid off may not be filled {or a1 least one year, excepl in urusual
circumsiances and with the prior approval of the Board of Director.

Decision Criteria:

In making a layoll decision, where ihe choice s nol clearly diclaled by the work 1o be
gliminaled or changed and range of skills of those angaged in i, departments should
carefidly consider three mportant factors: indwidusl perfformance, the length al employes
service, and the status and goals of aflirmative action in the deparimeni. No one of these
considerations automatically cutweighs the other. They must each be judged and balanced
in such a way as lo be as far a5 possible to the individuals concerned whila also serving
ihe company need [or an elfgcive ampliniia,

Employees who recefve a layofl nofice are encouraged o review job poslings for olhes
posilons al GIBCO or alfated companies for which they may be qualified. If they apply
for such a posifion, they should contact their Human Ressurces Representalive, Hiring
managers in departments are encouraged 1o consider qualified employeas on layoll notice
Tor available posilions.

LETTER OF MOTIFICATION

When the layolf decisions have been made, everyone aflected must be sent a letler of notice. A
copy of the leter of notification should be forwarded to Department of Labor and Employment
(DOLE) al the time il is given to the Indsvigdual. The letter should infonm the individual ol the reason
for the layoll and the lenglh of the notice perod, I should b made clear that (he individual is
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axpectad (o cary oul his or her ugual responebilites during the nobce perod bid that a reasonable
amount of lime will be allowed o seek another pasition al GIBCO or slsewhere, The letler of notice
should also suggesi that the individual conlact his or her Human Resources Representalive for
information aboul benalils and rescwces available lo laid-olf employess.

LAYOFF NOTICE PERIOCD

The period of nolice does nat represent saverance pay, bul rather a period during which the
individual continues to be employed ai his or her regular safany until & specified layoff dale or until
[ incivichesd is employed slsewhere, whichever comes earlier. The period of notice is calculated
using the employee’s current employment date; that is, if an employee was reinstated ai GIBCO,
the work before reinstatement |s not considered.

DUE PROCESS REQUIREMENT
Temination for just cause must follow the "two-nolice nula®;

+  Firsl notice (Mobice to Explain)
& Adminisirative hearing (For senous and grave offanse)
& Sacond notice (Notice of Termination with findings)

RETIREMENT

1.

ELIGIBILITY
All regular employess of GIBCO without pending disciplinary aclion ars coverad by the company's
Relirement Pran,

RETIREMENT BEHEFITS
a. Normal Retirement - Employees who reach 60 years of age or af the opbion of the Company
after 20 vears of sarvice, regandlass of age,
b. Early Retirement - Employess may be considarad for early ratirement if they mest gither of the
follwing conditions:

#  They are at least 50 years oid with 10 vears of service in the company without pending

disciplinary aciion.
¢ They hava compieted 10 vears of sarvice; regardless of age.

Retiremeni pay will be computed on a pro-raied basis and is still subject to management
approval. The Guevent Group may als0 allow early relrement in specal cases, such as medical
reasons o migratlon abroad, based on specific condifions se1 by the Comparny.

WALID REASOMS ARE THE FOLLOWING:
1. Health reasons — medical condilicns or disabilites thal hinder the ability to continus:
working.
2. Personal circumstances — family obligations, caregiving responsibilibes, migrating
abroad, change of permanent address.
3. Company restructuring, downsizing, or reorganization — organizational changeas,
mergers or downsizing leading to workforce reduction.
4. Industry changes or Technological advancements — rapid changes in technology that
make an employee’s skills obsolete.
5. Safety concerns — Occupational hazards or safely concams
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6. With company top managament endorsament - Top management resarves the rgh
lo endorse exemplary employeess who consistently demonsirate exceplional dedication.
outstanding performance. and commitmeant to the company.

7. Death

INVALID REASOMNS ARE THE FOLLOWING:
1. Career changes — pursulng & different career path, ransferring to a compeatilor, starting
a business, o fransitioning to a8 work dus fo personal intarests or ambitions.
2. Financial stabliity - retirement benafit 85 source of income.

Tax Exemmption Note:

Fodiraynan] PEY 15 [ax-axempt only i the employes meals all of the foflowing
connilions Laaar [he faw:

1. “Af least 10 years of service with the same employer”
2 AL least 50 years old al the time of retiremant”
3  “The retirement benefif is avalled of only once™

if any of these condifions are not mel, e miliremend pay shall be sutyad! 1o fx,

. Death Benefit = In the event of an employee's death, a death benefit may be granted if the
employves was at least 50 years old and had served the company for at least 10 years,
regardiess of age. The benefil will be releasad upon submission of the required documants.
fpplicable only il the cause of death is work-relaled or oocurred during woeking hours, For full
dedalls and required documents, refer fo the Berefils Policy (GIBCO-2025-CB-012) in [his
handbogk,

d. Disability Benefit — Employess who are at least 50 years old and had served the company
for at least 10 years, regardiess of age, may be granted a disability benefit. This is subject to
aligibility and the submission of required documents. For complete guidielings and aigibility
requiraments, see the Benefits Policy (GIBCO-2025-CB-012) in ihis handbook.

BENEFITS COVERAGE
a. Mormal Ratirement - 100% of ona month's pay par yaar of service, based on (e |ast drasn
muonth sadary,
b. Early Ratirament -
Age | Yearsof Service |  Percentage Age of Benefits |

59 14 4% of mo. paySyear of sarvice

53 18 88% of mo. pay/yvear of service

57 17 82% of mo. pay/year of service

58 16 76% of mo. paylyear of Service

55 15 70% of mo. payiyear of sarvice

54 14 64% of mo. payfyaar of samvice

a3 13 58% of mo. pay/year of sarvice

__ 52 12 52% of mo. pay/year of service
51 11 46% of mo. paylyaar of sefvice
50 10 A40% of mo. pay/year of service

c. Death Benefit - 100% of one month's pay per year of service, based on the last drawn month
salary.
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d. Disability Benefit - 100% of one month's pay per year of senvice, based on the 1as! drawn maonth
salary.

PORTABILITY
If an employes translers (o a company under the Gueveni group, their senvice credits and eligibility
may be transfesrad o the new employer.

DISCRETIOMARY GRANT
Granling of retiremeni benefis 1o resigning emiployess who do nol mesl 1he relirement chlena is
subject (o the discretion of Managemeni,

FINAL PAY & COMPUTATION
Lipon resignalion, lermination, of reliremeant, an empioyes = entitled 10 receive the fofowing (subject to
clearance and applicable deductions):

1.
i

4.
-
.

Last Miftean {15) days salary credils;
Pro-rated 13th month pay
Formmula:
fAnnual Basic Salasy ¥ Mo, of Manthg in Semvice
12
Cash equivalent of unused YL and 5L credits
Formula:
Awerage Daily Rale x Unusad VL Cradils

Cash bond refund, If any
Tax refund (for any excsss lax wilhheld)
Less: any company accountabilities or deductions

IMPLEMENTATION & ENFORCEMENT

This policy shall be commusnicaled to all employees and included in the Employee Handbook.
Ay amendmients must be reviewsd and approved by HR and the Management Commities.
The HR Deparimend shall ansure that all resignations, teeminations, and reliremants are processed
Tairly, lawfully, and promptly
Final pay should be released 30 days after completion of employee clearance,

NOTHING FOLLOWS
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PURPOSE

This policy oulhines the conditions and procedures for the re-employment or re-hinng of formers GIBCO
employees. W ensures fair, consisiend. and compliant peraclices in evalualing rehire eligibiity while
safeguarding the integrity and regulatory standing of the company as an insurance broker.

SCOPE

This policy apples 1o all former GIBCD employees, ncluding those previously employed on & régulad,
projeci-based, or peobalionary siatus, who seek re-employment in any of GIBCO's business units or
depariments.

GUIDELINES
1. ELIGIBILITY FOR REHIRE
A fgrmes amployae may be considarad for rehire based on the foliowing factors:

Reason for separation (e.g., resignation in good standing, end of confract, redundancy)

The employee had no record of serious misconduct, fraud. breach of trust, or policy
violations.

Al accountabilities were cleared during the exil process.

A minimum of (1) one year has passed since separalion, unless an earlier return is justified and
approved by Management.

Mote: Emplayees who were dismissed due bo senous misconduct. frawd, breach of trust. or gross
megligence ara not eligible for rehira.

2. REHIRE PROCESS

Applicants must go through the standard recruitment process, including Initial screening,
interview. and background check.

HR should review the applicant’s past employment records, including clearance slalus and
performance

Endorsement from the relevant department head and approval from HR and Management is
required,

If the posiion imvolves a licensed or IC-regulated role (e.g., insurance agents or lechnical
persannef), HR must ensure thal the applicant's license is valid and there are no pending
disqualifications with Ihe Insurance Comimission
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1. TERMS OF RE-EMPLOYMENT

Reamployed siaff shall be issued a mew employment contract, unless rehired under special
rednstatenment lems.

Previous lenwe may be credited for benefits computation (e g., refirement or leave) anly upon
Management approval and based on applicabde labor laws.

Salary and job tike will be based on current business needs and internal compensation
gubdelines. nol necessarily malching previous employment femms.

4, DOCUMENTATION REQUIREMENTS
The follQuing documans migs! e submitied for re-nire processing:

Updated resume or apphcation form

Clearance from previous employment (if nol yet filed, must be secured before anboarding)
Vald 10s-and mandatory government documents (e.g., 355, PhilHealth, PAG-BIG, TIN)
Ceriification of no derogalory record (If required for IClicensed roles)

5. COMPLIANCE WITH REGULATORY STANDARDS

A5 an insurance broker, GIBCO abides by all applicable regulations of the Insurance Commission {IC). Re-
hired individuals for brokerage, sabes, or ageni-refated roles must meel IC's licensng requirements and
must neat be under amy suspension. revocation, or diegualdication at the time of rehine,

&, POLICY REVIEW
This policy shall be reviewed annually or a5 necessary 1o align with company needs, labor laws, and
requiatory updales from the Insurance Commission.

NOTHIMNG FOLLOWS
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PURPOSE

This policy establishes GIBCO's commitment to providing equal empiayment opportunibies and creating a
workplace thal is free from discrimination and bias. It ams 1o promolé a professional enwironment that
values diversily, falmess, and inclusion, in accordance with Philippine labor laws and ethical busingess
prachoes.

SCOPE

This policy applies 1o all GIBCO employees—regardless of rank or stalus—and covers all aspecls of
employment, including recruilment, hifing, training, promolion, compensalion, benefils, discipline, and
lermination. It also extends to comtractors, applicants, mberns, and agency personngd assgned 1o the
COmpany.

POLICY STATEMENT
GIBCO shalt;
= Provide equal employment opporiunities io all individuals based solely on merit, qgualifications,
expanance, and parfarmanc.
= Prohibit all forms of discrimination, whether direct or indirect. based on the following
characiernstice:
o Age
o Gender or gender identity
o Sexual orientabion
s Marital stalus
o Religion
o Ethméc or national osigin
o Disability or medical condition
1 Political affifiation
Socipeconomic background
Any other staius protected by law
s Enturn fair treatmant in 2l HR-relaled decisions and inleraciions.
*  Promote an inclusive culture thal respects the dignity of every Indridual.

GUIDELINES AND RESPONSIBILITIES
1. RECRUITMENT AND HIRING
+ Al job postings and interviews musi ba lrea nom bias and focus on qualificalions, skils, and
potential
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e Questions thal imvalve an applicant's parsanal ke, balials, or unrelaled (rails ang SiRcthy
prohibsled,

= HR and hiring managers mus! ensure compliance with this policy at every stage of the hiring
Process.

2. TRAINING AND PROMOTION
& Training and developmen] oppariunilies shall be provided equitably o all employeas.
&« Promotions shall be based on menl, pedormance, and readiness, nol personal characierisics or
affiliations.

3. COMPENSATION AND BENEFITS
»  Employees with similar roles and qualifications must receive fair and equal compensation
regardiess of background.
=  Any discrepancias in pay or banélits musl ba justiable based on objective criléna (e.q.,
experience, tenure, performance).

4, CONDUCT AND CULTURE
« Al employees are expecied io foster a respectful and inclusive work environment.
# Any form of harassmend, bullying, or discriminalony remarks—whather varbal, visual, ar wrilben—
will nol be lolerated.
e [Discrimination under the guise of "personal preference” is prohibited in team assignments, cdiant
handting, or office dynamics.

REPORTIMNG AND HANDLING VIOLATIONS
v Employoss who expanenta of wilvegs @acrminaion ame encoluraged 1o repar tha incidant o HR
or any designated officer.
= Repors will be lreated with conbdantiality and investigated promplly,
»  Relatiabon against any emploves who reporls or assists In an investbgabon is siietly prohiblted,
» Appropriale disciplinary action shall be taken based on Ihe findings of the investigation, which
may include counsaling, suspansion, or lemination.

LEGAL COMPLIANCE AND ALIGNMENT
This policy |5 guided by and aligned with applicable Philippine laws and regulations, including:
o Labor Coda of the Philippines
»  RA T2TT — Megna Caria {or Disabled Persons
« A 11313 - Safe Spaces Acl
R 1091 1 — Anti-Age Discrimination in Employment Acl
DOLE Department Orders on Gander Sensitivily and Equal Dpparlurily Employment

REVIEW AND REVISION
This policy should be reviewed al least once every bwo years or as necassary o reflect legal updates or

comparny pracices. Updates must be approved by Managemen] and communicated 1o all employess.
MOTHING FOLLOWS
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PURPDSE

Thiz Data Management Policy ocutfines how Guevent Insurance Broker Corp, as an insurance brokar, will
manage, protect, and control data throughout i1 ifecycie. The policy is inended to ensure data accuracy,
confidentiality, security, and compliance with induslry regulations (e.g., NPC, DICT), while promoling a
culture of responsible data usage across all depariments.

SCOPE

Thas policy applies (o all employees, clienis, affiliates, and third-party partners who have access o Guevent
Insurance Broker Corp's data, whether stored on-premises, in the cloud, or in fransit. It covers all types of
data, ingluding cuglomer informalion, business records. and any olhars sensilive or propriatary mfamation
relevant 1o our insurance brokerage operalions,

DATA CLASSIFICATION
To secure data appropriately, all data must be cassified as follows:
» Confideniisd: Data that, if disclosed, could severaly impact business oparations or client trust (e.g.,
Personal Infoemation, inancial data, policy details),
« Internal Use Only; Data that is proprietary or sensitive, meant for internal use (e.g., company
operalional records, inlernal memos),
+ Public. Data meant for public viewing (&.g.. markeling materials, public reporig),
Each piece of data should be fabeled according to these categories Io guide handling, storage, and sharing
practices.

DATA COLLECTION AND MINIMIZATION
+ Purpose Limiiation: Data should be collecled only for specific. legilimate business purposes
related to the brokerage sarvices we provide.
= Dala Minimization: Collect anly the data thal is necassary lo fulfill the infended purpose. For
example, avoid colleciing excessive personal information not essantial lo service.
+  Consent and Notification; When collecting personal dala, inform indviduals aboul how their dala
will be wsed. stored, and protected. Oblain thesr consent when required by Law.

DATA STORAGE AND RETENTION
v Dala Storage: All dala must be slored on secure, approved systems. Sensithve data should be
encrypled al rest and in transit,
v [Dala Relgnlion: Retain daia only for as long as required by law, business needs, or contraciual
agreements. Once data is no longer needed, it must be securely deleted following approved
Rrocasses.
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+ Backup and Disasler Recovary: Regutar backups musl be conducied for all essential dafa lo
ansure business continuity. Backups should also adhers to the same sacurty standards as
primary data storage.

DATA ACCESS CONTROL
+ |[Role-Based Access Access o dala must be limited to indwiduals who need it for their mde.
ALCeEs parmissions should be réviewad and updabed regularty.
« Authentication amd Authodzation: Implement sirong authentication methods for accessing
sangitive data, Use Access managemant iools (o enforce these polices.
« [Dala Masking, Mask o anonymize sensitive dala wherever possible, pariculady A ndn-
production envinonments such as testing or development.

DATA SECURITY AND PROTECTION
+ Encryption; Encrypt confidential data bath al rest and in iransil. Use indusing-slandard encryplion
protocols and secure key managemen] praclices.
« Endpoint Protection: All devices accessing company daia must have endpoint protection.
including antivirus, firewalls, and vulnerability management.
+ Mepyvork Security: Secure the nebtwork infrasiructure with firewslls, infrusion detection systems
(ID5), VPHs for remobe access, and regular network segmentatan 1o control data access.

» Dala Loss Prevention (DLPL Implement DLP solutions to monitor and preavent unaulhorized
sharing or transfer of sensitive data, pariculany when using email or removable media.

DATA SHARING AMD DISCLOSURE

« Internal Data Sharing: Dala shared intemally should be limited 10 authorized individials with a
legitimate business nead.

+  Third-Party Dala Sharing: When sharing data with third parties (e.g., affillates, Insurers), ensure
lhat the therd party complies with security and privacy requirements. Formal contracts and dala
processing agreements must be in place lo govern data handling.

= Begulatory and Legal Disclosure; Any disclosunes required by law (e.9., reguiatory bodies,
enforcement) must be approved by the Legal Department and adhare (o applicable rag_HEmns

DATA PRIVACY AND COMPLIANCE
¢« PFrivacy Poces: Ensure compiiance with privacy laws and reguladions such as MPC & GIDC.
Follow stricl procedures far handing and processing customear data.
» Customer/Client Righls: Fespec individualg' rights to access, comect, delabe, or restrict
processing of iheir dala, Al requests related 1o data privacy righls must be handied promplly and
in accordance with legal requirements,

« Privacy by Design; Incorporate privacy principbes into the design of new processes, applications,
and services. Perform privacy impact assessments for new data-related projects.

DATA QUALITY AND ACCURACY

» Dala Validation, Regularly walidate and updale daia io ensure accuracy and relisbility. Avold
dupdicalions and errors by implamenting data quality checks in dala colleclion and proCessing
workfiows.

+ Data Corredlion: Provide processes for employees or clients o correct inaccurale or ouldated
information promigily.

1. TRAINING AND AWARENESS

« Emploves Training: Al employees should recelve reqular training on data profection, prvacy
laws, and inernal data managemeant procedures.
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Phishing and Secyrity Awareness: Conduct periodc phishing tests and security awareness
campaigns i help employees recognize and repor threats,

2. DATA BREACH RESPONSE AND INCIDENT MANAGEMENT

Incigent Response Plan: Establish an incident response plan to detect, respond to, and recover
from dala breaches or ofhar security incidents.
Breach Motification: If a dala breach occurs, notify affected parlies in compliance with redevant
reguiations and contractual requirements. The Legal and Compkance leam will coordinate
notifications as requirsd by taw

e weYEA bige
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Improvement

3. DATA GOVERNANCE AND ACCOUNTABILITY

Data Stewards Appoint data slewards in each department to ensure data is handled according
to this policy and assist in data quality cantral,
Pokcy Enforcement. Regular audits and reviews of data management praclices should be
conducted to varify complianc wilh this policy.

Roles and Responsibililies; Define clear roles and responsibilibes for data handling and ensure
that every employee undersiands their obligations.

4. POLICY REVIEW AND UPDATES

This policy will be reviewed annually, or whenever necessary, to ensure alignment with business
needs, lechnological advancements, and regulatory changes. Updates will be communicaled to
all relevant parties.

POLICY ACKNOWLEDGMENT
All employees, comractors, and relevant stakeholders must acknowledge and adhere 1o this policy as a
condition of employment or parinership with Guevent Insurance Broker Corp.

By implementing this Data Management Policy, Guevent Insurance Broker Corp seeks to safeguard
sensilive information, uphold cliest trust, and enswre compliance with industry regulations, theraby
prodecting the integrity of owr business and diands.

Prepared by

FRANKLIN JO CE ROQUE
IT & Systems Manager

NOTHING FOLLOWS
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FURPOSE
This policy ams 1o uphold infegrity and professionalism by defining whal constitules a conflict of intenest,
selling ethical slandards lor behavior, and ensuring decisions are made in the best inlerest of the company,
clients, and sfakeholders. It supports GIBCO s mission as a frusled insurance broker,

SCOPE
This policy applies 1o all employees, officers, directors, consultants, and representatives of GIBCO, whether
regular, probationary, or condractual,

ETHICAL STANDARDS
All GIBCO personnel are expecied o
= [Demaonstrale honesty, laimess, and accpuntability in all actons;
= Caomply with company policies, laws, and insurance brokerage regulations;
+  Avoid angaging In activities that compromise profassional indepandance o cliend trust:
« Always acl in the best interest of the company and its chants.
Examples of expecied ethical behavior:
=  Providing fair and accurate insuwrance advice,
= Treatng chent iInfformation with confidantiatity:
= Avoiding manipulation or misrepresentalion in cienl dealings.

CONFLICT OF INTEREST GUIDELINES

A conflict of interest occurs when personal inderests interfere—or appear fo iMerfera—with 1he

employes's responsibiities 1o the company or i1s dients.,

Examplaes of potential conflicts:

Holding financial inerest or shares in a compelilor, insurer, or clien;

Engaging in outside employment or consultancy that overlaps with GIBCO's operations;

Recommending insurance products based on commission incentives instead of client sustabdity;

Accepting gfts, commissions, or benefite from suppliers, dients, or insurers beyond allowable

liFnitg,

* Having a close personal relabonship (e.g., spouse, family) with someone who can influence
business decisions wilhoul disclosura

DISCLOSURE REQUIREMENTS
All emploveess must promptly disclose any potential or actual conflict of interest to HR or their depariment
head in writing.
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s Distlosures ghall be reviewed and documented for appropriste action (8.9, recusal from decision-
making, reassignment].

PROHIBITED CONDUCT

The following acBons are strictly prohibited and may kead 10 disciplinary action:
e Concealing a conflict of inleraest;
s Using company posificn for parsonal gain;
»  Favoring one clientfinsurer over another without valid business reason;
= Diverting business opportunities away from GIBCO for parsonal banedil,

RELATIONSHIP TO THE CODE OF CONDUCT
#ny breach of this policy is also considerad a violation of GIBGO's Code of Conduct and may be sulbject
o

« Intermal invesigation,

#  Discplinary aclicn, including larminalion;

= Legal aclion wherg applicable,

INDUSTRY AND REGULATORY COMPLIANCE
As an insurance broker, GIBCO is commilled o
= Maintaining transparency and ethical practice in accordance with Insurance Commission
regulations;
¢ Avoiding unethical seling practices and ensuring compllance with data privacy, anti-bribery, and
fair trade laws;
= Lpholding fduciary responsibliifies in the handling of client actounts and insures pasfeispg

REPORTING VIOLATIONS

Violations or suspecied breaches may be reporied through:
= The Whistleblower channels {sea Anti-Fraud and Whistleblower Palicy);
=  [erec reporting to HR or Audit and Risk Officer;
= Anoiymous reporing tooks, if evailable.

All reports will be treated confidendially and investigated promptiy.

REVIEW AND AMENDMEMTS
This policy will be rgvigved avery two (2) years or as needed 1o reflect updates in legal and regulatory
requiremenis,

HOTHING FOLLOWS
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PURPOSE
The purpose of this policy is to:

+ Promote a cullure of honesty and ethical behavior.

laws and iiégudations.

SCOPE
This policy applies to:

Prowide a clear framework for preventing, detecting, and addressing fraud,

Encourage empioyees and stakeholders fo report unethical, illegal, or suspicious behavior,
Froiecl whisileblowers from retaliation
Enzure all violations are addrezsed in line with the company’s Code of Conduct and appicable

+  All aofficers, employess, consullants, independent confraclors, agents, and pariners of GIBCO,
» Al business aclivities conducted by or on bahalf of GIBCO, including dealings wilh clenls, (nsurads,
third-party providers, and reguiaiory bodies.

DEFINITIONS

»  Fraud - Any IMenlional acl of omission desgned 10 decsive others, resulting in the victim suffering
8 loss andfor the perpetrator achieving a gain.

¢  Whistieblower = Any person whe disclosas information regarding suspecied misconduct, fraud,
or violations of company policy.

«  Misconduct - Includes but is not limited to corruption, bribery, Torgery, falsification of documents,
misapprogriation of company resources, and any breach of the GIBCO Ceode of Conduct,

POLICY GUIDELINES
1, ANTI-FRAUD PROVISIONS

GIBCO maintains a zero-tolerance policy lor frawd in any form.

All employees must;

= Actin accordance with elhscal slandards and company policies.

= fAvoid any behavior that could result in fnancial or reputational harm.
»  Repor known or suspected fraudulent activities,

Examples of fraudulent Behavior include (but are not limited to):

Falsifying records {client data, receipts, reports, elc. ).
s Unauthorized use or misappropriation of company or dlient funds.
«  Submitling false claims or reimbursemenis,
« Manipulation of inancial sialements.
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=« Ingider rading or misuse of confidental infermation.

2. WHISTLEBLOWER GUIDELINES
GIBCO encourages employess and external parfies to repor:
= Suspected fraud.
s Violatons of company policy or Code of Conduct.
= Misuse of company resources.
& Eihical violations or reguialory breaches.
Reporting Channels:
= [Direct io ithe HR Department.
& \ia anonymous su-;gmhm’m:.-nmng b
« Email to whistle : '

3. PROTECTIONS OF WHISTLEBLOWERS
= Whisteblowers acting in good faith chall be profected from retaliation, harassmenl, of any adverss
employment acion.
» Retalialion againg! whistlebioweds 5 a gerious violation and may result in disciplinary action,
inciuding fermination.
» Al reporis will be fully kept confidential possble and handled with distrelion,

4. INVESTIGATION PROCESS

1. Imitial Review = All reporis shall be reviewed by HR and’or Audit & Risk Officer within 35 working
days.

2. Formal Investigation — If wananted, & formal indestigation will be launched involving appropriate
depariments (e.g., Audit, Legal).

3. Resolution — Comreclive aclion or disciplinary measures {up to and induding dismizsal or legal
action) will be taken based on findings.

4. Documentation — Al reporis and resolulions shall be properly documanted Tor compliance, audil,
and legal purposes.

SANCTIONS AND DISCIPLINARY MEASURES
Any employes found guity of fraud or misconduct may face:
«  [Dismissal from service,
#  Legal action (civil andar crimina)
» Foreiture of benelils (as applicable under law and company policy).

ALIGHMENT WITH CODE OF CONDUCT

This policy is part of and mus! be read in conjunclion with GIBCO's Code of Conduct and Employee
Handbook. Any non-compliance with he privisions of this policy is also considerad a violation of the
Code of Condust.

REGULATORY AND INDUSTRY ALIGNMENT
g an ingurance broker, GIBCO commiis fo upholding:
= The ethical standards set by the Insurance Commission of the Philippines.
= Good governance praciices in accordance with relevant laws [e.g.. AMLA, Dala Privacy Adl, Labor
Code},
¢ Fiduciary responsibdities to clenls and partner insungss
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POLICY REVIEW
This policy shall be reviewad every two [2) years, or as needed based on fegal, reguialony, or operational
updates.

NOTHING FOLLOWS
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PURPOSE

This policy aims fo promede a professional, presentable, and consistent image in the workplace while
ensuring employee comion and adherence lo safety and company standards.

SCOPE

This policy applies to all employees, whether regular, probationary, or confractual, who repor to the office

of are on official company busingss,

GUIDELINES

» All employees are required to waar tha prescribad company uniform from Monday 1o Thursday.

s  On Fridays, business casual altire is allowed unlass albansise instrucled,

=  |n cases where a regular holiday falls on the following workday, employess ang aliowed 10 wear
Friday-appropaale casual attire on the workday before the holiday.

= Uniforms must be clean, properly ironed, and womn appropriately (g.g., shirt tucked in, 1D wormn
visibly).

» Empioyess musl always wear closed shoes. Wearing slippers or sandals is nol allowed unless
with medical exemplion.

EXCEPTIONS

# Employess with medical condilions requiring special atlire must provide a medical cerdificate and

secure approval from HRL.
= On announced wash days or field assignments where uniforms may not be practical, proper
casual or site-appropriaie atlire |5 alfowed with prior approval.

PROHIBITED ATTIRE
Balow is a consolidaled lisl of attire thal is nol allowed in the workplace for both male and female
employees:

Prohibited Attire = Remarks
Ripped or distressed jaans Applias 16 any form of lom of frayed denim
Slpevaless tops, tank (ops, or crop | Includes undershirls wom as lops
ops
Miri skirts or very short shorts Hemlines must be at an approphate professional length (should
| not be more than two inches above the knee)
| Flipiops of open-toe footwear, Except with approved medical exemption, rubber shoes aliowed

rubber shoes | only every Friday
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Clothing with Imcludes vinlant, wulgar, or disuiﬂinaﬁﬁrr content
offensivefinappropriabe prints - =
See-through or ovedy light Attire should not be revealing or provocalive
ciothing
Sporiswear (e.g., jogging panis, | Unless on designaled filness events or aclivites
| gym shorts)
Caps or hats inside the office Except lor medical or religious reasons
COMPLIANCE

All employeds ane expecied 10 Io8my this policy in aoooedance with the standards of prolessional conduct
Any concerns or violations related 1o workplace atlire will be addressed In line with the company’s Code

of Condusct.

IMPLEMENTATION

HR is responsibie for monkonng compliance and handling requests for exceplion. Department heads are
axpeched to anforce 1he polscy wilhin thair (eans,

HOTHING FOLLOWS
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PURPOSE

To promote a safe, respectiid, and professional workplace by setting clear behavioral expeclations relaled
to koitering, smoking, lelephone eliquelte and pantry appliance usage. Ths policy reinforces discipline,
supports employes productivity, and reflects GIBCO's commiiment to a well-managed working
B roarment.

SCOPE

This policy applies o all employees. contractors, and visitors at all Guevent Insurance Broker Corporation
(GIBCOY) offices and facilities. Al individuals are expected to comply with these standards duning working
hours and while on company premises.

A. LOITERING

DEFINITION
Staying in non-work areas (e.g., hallways, paniry, lobby, or other departments) without valid reason,
official purpose, or authorizaton during wark hours.

GUIDELINES
=  Employess must remain in their desgnated work aneas unless:
o Performing official duties
o Onscheduled break
o Atlending aulhofzed company aclivities
& \igiting other taams/daparimanis withoul coordination is discouraged.
* Loitering beyond break lime is prohibited,
Yiolations: Subjec! to disciplinary aclions as outlined in the Code of Conduct.

NO SMOKINGS NO VAPING

DEFINITION
Unauthonzed smoking' vaping inside company pramises or culside desgnaled areas

GUIDELINES
«  Smoking' Vaping is strictly prohibited within bulldings, restrooms, hallways, stairwells,
offices, and company vehides.
» If avalable, employees may only smoke! vape in clearly marked designated areas oulsice
the building.
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& Smoking/ vaping must anly ocour during authorized breaks
Violations: \Will be handled per the company’s Code of Condutt

A. PHONE ETIQUETTE

PURPOSE
To uphold professionaliem and excellent cliemi sarvice ihfough courteous and consisient
communication when handling calls,

GUIDELINES

= Al imcoming calis msst be answered promptly (preferabdy within 3 rings)

= Use the standard company greating,

"Guevent Insurance, good moming!”

Alvways speak cleaty and politely
Piace caliers on hotd only when nedessary-—and always ask for permission first
If trangferming & call, inform the caller where and to whom the call is being transfemread
For missed calls oF voemaiks, engure folow-Uup within the same business day, if possible.

Violations: Repeated fallure to foliow phone protocols may lead to correclive acbons i line with e
Code of Conduct

0. PANTRY APPLIANGE USAGE

PURFPOSE
To promote shared responsibility. safety. and hygiene when using paniry applances such as
refrigeralors, microwave ovens, oven loasters, waler dispensers, and other similar equipment

GUIDELINES
« Applances must be used responsibly and only for their intended purpose
« Unattended heating or toasting of food is striclly prohibited to avoid fire risks or appliance
damage.
* [fems placed in the refrigerabor musl bé properly labeled with the employesa’s name and
date of storage.
=« Perishable or strong-amelling food should not be kept beyond the suggested siorage
perend
«  The refrigerator I8 intended for short-term [1 week) use only, as pantry appliances ane
turned off during weekends
o Al unclaimed, expired, or spoiled items thal reman for mare than one (1) week may be
discarded by HR/Admin during the scheduled cleaning.
= Faniry appliances will undergo regular cleaning once a week. every Friday or as
scheduted by the HRAdmin
+  Users are sxpecled [o clean the appliance immediately after use.
+  Any appliance issues or damage must be reported to the Admin or HR Department
promyptly
Violations. Improper or iresponsible use of paniry appliances may lkead o réstricled access of
disciplinary aclion in accordance with the company's Code of Conduct.
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E. PROPER USE OF OFFICE PREMISES

PURPOSE
Thisk policy oullings the proper and autharized use of office premizes to ensure compliance with the
building’s leasing terms and maintain a professional working environmaent

POLICY STATEMENT

The office premises are to be used strictly for business and professional purposes only. Activities not
aligned with official company operations are prohibited unless prids wiilten approval is secured from
GZIBCO Management and fhe building admirustration

In accordance with the building's lease agreement, the leased office shall be used exclusively for
office purposes. Any deviation of use beyond this purpase may result m the following:

+ Termination of the lease agreement by the bulldeng adminisiration

= Increased rental rates; or

» Adirective to cease any unauthorized activities immedeately

PROHIBITED USES
Withaut prior notice to and writien approval from HRAD, Managemeant, and the Office of the President,
the following uses are siriclly prohibiied within GIBCO office premises:
¢ Siaying within office premises beyond designated working hours
Hasting private or personal events
Using the space for residential or siorage purposes
Operating any non-company-related business.
Heagh:rus g:meringn, political events, or any unrelated assamblies.
Any activities that may disrupt building operations or viclate the lease contract

RESPONSIBILITIES
» Employees must report any misuse of office space o HR or Adminisiration.
= Managers and Supervisors musi ensung thair leams are aware and complant,
+« HR ard Facilities wil coordinate with building management when necessary,

ISCIPLINARY ACTION
Wiolation of this policy may resull in disciplinary action in accordance with the company’s Code of
Conduct and may alzo imsohie lagal or financial Eebility should it affect the laase

MNOTHING FOLLOWS
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PURPOSE

This palicy ans (o establish comprehensive guidelnes for mainlaining accurale, complete, and confidential
personnel records for each employee of GIBCO. These records serve as a historical reference for
employmeni stalus, movements. and benefits, and are necessary for decision-making, compliance, and
audil purposas. This policy will serve as a Standard Operaling Procadure (SOP) for the proper hamdling,
updating, and safekeaping of all amployee-ralated dosumants.

SCOPE

This policy applies 10 all emplovees of Guevant Insurance Broker Corp. {GIBCO), regardiess of employment
statlus—regular, probaticnary, contractual, casual, trainee, or consullant—and covers the full emplayment
Ifecycha, from hiring to separalicn.

GUIDELINES

A, 201 FILE DOCUMENTATION

The HR Department shall maintain a 201 File for each employee, which shall include but not be imited to
the following documents:

1. Personnel Movement Form (PMF) = formerly known as (he Natice of Personned Action; used to
document promolions., iransfers, salary adjustments, and other employment changes.

2. Signed Employment Contract and Job Offer — cullines the terms and conditions of employment.

3. Employment Information Sheet —includes complele persenal and professional information of the
employes, with two (2) 2x2 1D pholos

4, Pre-employment Requirements - as oullined under Pobicy Mo, 1, Section 8 (e.g., resume,
governmend clearances, medical exam, MBI, S55, PhilHealth, Pag-1BiG, TIN, diploma, franscnpl
of records, &lc. ),

5. Job Description (JD) = signed cogy indicaling the duties, responsibilies, and scope of the
employee’s position,

6. Employee Information Update Form — submitied whenever there are changes In personal details
such as address, contact number, depandents, atc,

7. Performance Evaluations — regular appraisals and performanca-related feedback.

8. Attendance and Disciplinary Records - olfical memos, notices, and writlen warnings, if
applicable.

9. Training Records and Ceriificates — documeniation of empioyee pariicipation in trainings.
workshops, or seminars.

10. Commendation or Award Letters — recognition of outstanding contributions or perfoemance

11. Resignation Letter, Exit Inerview Form, and Clearance — in cases of separation.
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1Z. Other HR-related Memos — all formal communications isswed o oor by the amployeds,

B, ACCOUNTABILITY FOR COMPANY ASSETS
1, The Audit Department shall maintain an individusl Asset and Equipment Accountability

Record for each employee, documenting company-issued items such as laptops. phones. D5,
uniferms, teols, and other equipment.

2. These records shall be updaled upon EEUance and return of such items and shall be par of tha
clearance requirement upon employee separation,

C. FINANCIAL ACCOUNTABILITIES
1. The Accounting Depariment shall maintain an updated Employee Financial Record or Employes
Account Tickler, which includes:
Salary loans or advances
Cash advances and other récefvables
Payroll deductions {a.g., landiness, absences, benells loan deductons, etc.)
Reimbursamanis and satilEmaenls

2. These records will be used for payroll processing, financial moniionng, and computation of final
pay upon termination of résgnation

D. CONFIDENTIALITY AND ACCESS
1. ANl 201 Files and related employes récords shall be reated as striclly confidential and shall ba
accessed ondy by authorized HR, personnel, and by Managément on & nedd-1o-know basis,
2. Employvess may réQuest aocess 1o Ihedr own files through HR, subject to approval
3. Any updates to the fila must be supparied by proper documentation and signature of the concermed
paries

E. RETENTION AND ARCHIVING
1, Personnel records shall be refained for ai least five (5) years after an employes’s separation from
the company, in ascordancs with labor laws and company policy.
2. After tha relention period, fes may be securaly archived or dsposed of {ollowing proper data
disposal procedures.
HOTHING FOLLOWS
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PURPOSE

This policy establishes standardized procedures for the creation, numbering, revision, distribution. and
slorage of offidal company documenis and forms, parficularly these submitted to regulatory bodves such
a5 the Bureau of Inlernal Revenue (BIR). The goal Is to ensure integrity, traceability, compliance, and
consistancy across all official company forms.

SCOPE
This policy apphes lo all depariments wilhin GIECD thal generale, issue, or manege controlled
documents, including but not limited 1o

« BIR forms (e.g, 2307, 2316, 1801C, ate )

» |nlemal forms (e.g., HR, Finance, Claims, Sales. lc.)

= Client-facing documents (e.g.. invoices, premium receipis, policies, endorsements)

DEFINITION OF CONTROLLED DOCUMENTS
= Controlled documents refer 1o company-issued forms and lemplates that require consisient
formatting, versioning, and sequential numbening for audit and regulatory purpeses. These
imclude:
= Pre-prinled of syslem-gensrated forms
= Forms with geial numbers a¢ conirol numbbers
« Documents subject 1o BIR validation or awdit trail

GUWIDELINES
=  Sequential numbers must resat monthly or anaually, depending on the fonm
= Mo gaps or reuse of control numbaers.
= Cancelled forms must be logged and marked "CANCELLED" with justification,
& Refor io Amnex £ for the official list of controlled forms in use across depariments. All forms listed
therein must comply with the procedures outlined in this policy.

RESPONSIBILITIES
a  Document Cuslodean / Deparimeant Head
=« Maintain logs and monitor issuance and use of forms.
« Secure unused and pre-numbered documenis.
« Submit monthly summanas to Audit CC HR Admin throwgh e-mail.

USERS / REQUESTORS
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= |se only approved and valid versions of loms.
& Awoid alledng or lamparing with conbral Aumbars.
« Relem unused forms iF applicable.

HR [ ADMIN / AUDIT
¢ Condust audils fo verify document usage and comphiance,
= Ensure lalest lamplaies are accessible and published.
s Archive obsolele forms as per records retention policy.

DOCUMENT REVISHONS AND VERSION CONTROL
e Al form updates must incluge & version number and revishon date,
#  Oid versions must be archived and marked "Superseded.”

s Ravigons must be communicaled via formal memo or inlemal email,

BIR AND REGULATORY COMPLIANCE
= For BiR-regulated forms, GIBCO must:
= Follow BIR-prescribed serial formats (e.g., for involces, receipis)
= Mainiaim duplicate coples for audit trall
s  Submit BIR-validaled serials of cerlificates whan mquinsd
= Follow aFPS or manual filing rules

DOCUMENT RETENTION

# Controbled formes musl be relained acconding 1o regulatory requinemants (a.g., 10 years for BIR
forms) and infemal recondkeeping poicies. Secure digital andfor physcal storage musl Da

maintainead.

HON-COMPLIANCE

= |mproper wse, duplication. or disposal of condrolled forms will Be subject Lo invastigation and may

lead to disciplinary aclon under ihe Code of Conduct,

REVIEW AND UPDATES

This policy will be reviewed every two (2} vears or earlier as necessary lo comply with new BIR regulations

or operational changes.
NOTHING FOLLOWS
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PURPOSE

In accordance with the terms of acceplance between the Company and its employees, this policy aims to
sol clear guidefinas regarding secondary employment or sideline activilies. The Company discourages
employees from engaging in maoanlighting or any sideline activities that may:

= Be delrimental o the perfformance of their duties,

»  Conflict with the Company's interesis, or

= Resultin a conflict of interest.

The intent is 10 protest bolh the employes's productivity and the Company's operational integeity,

and 1o promote a focused and trustworthy work environment.

DEFINITION OF TERMS
1. Moondighting - Helding a second job or employment in addibon 1o one's regular employment with the
Company.
2. Sideline - Operaling a personal business, offering freetance services, or engaging in any other income-
genaraling activity separale from amploymeni with the Company,
3. Conflict of interest - A situation where an employee's personal or financial interests may imertena or
appear io inferfere with thair loyalty or chiigations (o the Company.

Exampla: Recommanding or hinng a relalive uncar one's adirec! SUpenision,
4, Relatives - For his policy, includes individuals within the fourth degree of consanguindy or affinity [by
blood, marrage, or adoption). This includes steppanents, Sepsiblings, and stepchildren,

SCOPE

This policy applies 1o all employees, regardiess of employment stalus (probationary, reguiar, project-based,
contractual, or par-time).

RATIONALE

1. Full-time Commitment — Employees receiving compensation under the Company's payroll ane
expected (o render full-lime service and fufill all job responsibilities efficiently and without conflict.

2. Health and Productivity — Engaging in sacondary jobs of profonged work hows may lead 1o
fatigue, healih issues, absenteeism, and reduced performance, all of which impact the quality of
wark and the salety of the workplace.

3. Maintaining Integrity and Trust = Preventing conflect of interes! supports a culture of Inftegnty and
transparency, fostering a healthy and professional work environment,
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OUTSIDE EMPLOYMENT

When a GIBCO employes serves as a director of an unaffiiated, publicly traded for = profit company, thene
is a risk of liability for the individual as a director, as well as the nsk that e or she will be required o spend
large amounis of ime attending fo the affairs of the public company, thersby intefenng wilh Ihe employes's
respansabilities gl GIBCD, For these and other reasons, employeses should deciare 1o GIBLO any oulside
employment engaged and GIBCO shall give consent should such empioyment be allowed, provided. such
outside employment is not without conflict of inerest with any GIBCO's business lines.

All employvess musl disclose and receve the necessary approvals prior 1o participating in the following
aclivibaes:

Direciorships and Commitiee Memberships of publidy raded for-profit companies
Direclorships and Commitiee Membarships of privately held: for-profil companies;

Direciorships and Commitlee Memberships of nol<for-profit entiies which either pose a percenved
conflict of interesl or involve service on an Audt Finance or Investmant Commitbes;

Running for public office. accepling an appoiniment with a govemmental enlity of any olher
affiliation,

Ay olher oulside business aclivity, induding nol-for-profil activities, where a real or perceived
conflicl of interest axisls or could exisl.

GUIDELINES AND RESTRICTIONS

1.

L

Employees mus! seek written approval from their Depariment Head and HR prior 1o engaging in
any sideling or moonlighling activily,

Any oulsde work mus! be conducled oulside of company working hours and musl nol use
COoMmpany resources (e.g., equipmeant, data, nebwarks).

Activities thal direclly compete with the Company's business ane sbiclly prohibled,

Emplovess mus! discloge relationships thal may lead o real of percaived conflicl of imerest,
Wiclalion of this policy may resull in disciplinary action, up @ and including 1ermination of

employmend,
NOTHING FOLLOWS
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PURPOSE

GIBCO recognizes thal effective commumicalion is essential to s operations, To ensure that telephone
resources remain available for business use and thal expenses ane kepl reasosable, he compafy
discourages the use of lelephone fadiliiies for personal purposes, particularly National Direct Dialing (NDD)
calls. This policy aims 16 regulate such use and ensure that official calls are priodtized and conducted

afficienty.

SCOPE

This policy applies to all employees of Guavent Insurance Broker Corporaton {GIBCO)

GUIDELINES

1. Efficient Use of NDD Calls

To maximize official NDD calls, employeaes are encouraged (o;

o Plan calls ahead of ime by listing names, numbers, and addresses
o Prepare a concise list of topics to discuss.
o Focus on impaortant and wgent matiers only,
o Ensure [hal necessary infarmalion is ready and thal all panies to e Conversalion are
available during office hours.
2.  Authorization of NDD Calls
o NDD calls musi be for official business only and require prior approvel from the
Department Head or Manager.
3 Password Control and Access

o All NDD-enabled lelephones must be sacured with passwords.

o These passwoeds will be maintained solely by the IT Deparimeni and relevant Department
HeadsManagers 10 prévent unaulhonzed usage.
4. Personal NDD Calls = Request and Approval
o For personal MDD calls, employees must send 8 formal request via email or ticketing
system Io oblain [he password lempararily,
o Alog must be submitted afterward, indicating:

=  The name and conlact number of the person called.

=  Tha purpose of tha call,

This log must be emalled o Accounts Payable for racking,

5. Billing and Deduction Procedures
5 Upon receipd of tha monthiy phane bill. the Accounts Payable staff shall:
= Validale any persanal NDD calls using the submitled fogs.




=  Prepare an Authority to Deduct form {see allachad templale), 1o b signed by
the concernad employee,
«  Deductions shall be applied in full 1o the employee’s next salary
6. Unauthorized Use
o Any unreported or unauthorzed personal NDD calls discovered in the lling statement
will be charged lo the responsibla employes.
Such viokalions will De subject 1o EScipinary action,

VIOLATIONS AND PENALTY
Ay employes who viclales this policy shall be subject lo dissighnary actions in accordance with
the provisions of the GIBCO Code of Conduct.
NOTHING FOLLOWS
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PURPOSE
This policy aims 1o sef guidelines for the proper and secure use of company-issued laplops fo prolect
company dala, ensure compliance with relevant security standards, and prevent unauthorized access or
misuge that could lead 1o securily breaches of legal isgues.

SCOPE
This policy applies (o all employees, coniraciors, interns, and any other users who have acoess to company
lapiops, whether they ane working remotely, on-site, or traveling for business purposes.

OWHNERSHIP AND RESPONSIBILITY
+  Ownership: All laptops issued by GIBCO remain company propesy, The company retaine the night
lo reclaim the taplop at any ime or conduct ingpections of the device 10 ensure comphance.
+ Usear Responsibility: Users are responsible for saleguarding the device, keeping H free from
unauthorized access, and loflowing the security prolocols outlined here. Misuse of the device,
intentional or accdental, may resull in dsciplinary action

ACCEPTABLE USE
+»  Primary Use: Laptops are provided primarly for performing work-related tasks, such as accesging
company applicalions, email, colaboralion lools, and any olher business-refated activibes that
contribuie 1o job responsibilities.
* Moniforing and Privacy Expectations. Users should have no expectation of privacy when using
company laptops. All activity on company devices is subject to moniforing, logging, and auditing as
deeméd necessary by (he company 1o maintain securily and compliance,

PROHIBITED ACTIVITIES

The following aclivities are sirictly prohibited cn company laplops o maintan the securnily, productivity, and
reputation of GIBCO. Users found engaging in any of these aclions may face disciplinary messures,
inciuding possible termination or legal action.
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Unauthorized Software and Application Use

Unapproved Software Instaiaton: Uzers are prohibited from installing any software, including free
o trial versions, without axplicit appeoval from the T Degartment

Application Modification or Delation: Uisars must not uninstall, disable, or modily any pre-installed
of company-approved applicalions.

Lz of Unsulhonized Web Applicaions; Avedd using non-approved dioud applications or soffware
for worksrelated activilies, including personal siorage accounts, unapproved file-sharing services,
o amy non-secure web applications.

Unauthorized Access and Data Handling

Accessing Unauthonzed Dala: Allempling o access data, fdes, oF accountls withouwl proper
authorizalion is strictly prohebited,

Personal Data Storage: Storing work-relaled files on personal devices or non-company-approved
siorage solutions withoul proper aulharizalon is prohibited,

Use of External and Personal Devices

Connecting Unapproved Devices: Connecting personal devices such as USB drives, external hard
drvies, or smariphones (o (ke company laptop wilhoul IT approval is siriclly prohibibed,

Using Personal Storage for Company Dala: Transherting or backing up company dala lo personal
devices or accounds s forbiddiean,

Peripheral Modifications: Adding hardwara components or accessories withoud prior IT approvad,
such as external monitors or printers, is prohibited Lo avoid unauthorized natwork access.

Natwork and Bandwidth Misuse

Streaming Mon-Business-Related Media: Straaming video, awdio, or other high-bandwidlh activibes
lor personal use |s prohibited duning work hours, especially on the company network.

Use of Unauthorized Metwork Conneclions: Avold connecting io open or unsscurad Wi-Fi networks,
which can expose the lapiop and company dala b risks

Inappropriate or Unethical Content

Accessing Inappropriate Websites, Visliing websites contsining pormographic, obscena, or
olherwss inappropriale content ki stngtly prahibited

Engaging in Offensive Adnilies LUsing company devices for aclivities thal promote hate,
discrimination, harassmeant, or violence is prohibited.

|[Begal Downloading and Sharing: Downloading or shanng pirated software, media, of olber
copynighted materials Is strictly forbéidden and may result in legal action.

Security Evasion and Circumwantion

Circumventing Security Controls: Users musl not attempl o disable or bypass secwily conlnls,
such as firewalls, anlivinus, or encryplion software.

Use of Proxy Servers or VPNs: Installing and using unawihonzed prosy sersers or VPMs 1o
circumyent natwork reslriclions or securily prolocods is prohibiled,

Alfering Security Setings: Modifying security setlings on the laplop, induding password, firewall
and anlivirus configurations, is strictly forbéidden,
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Misuse of Company Communication Tools

Personal Use of Corporate Emall: Users should not use company email accounis for non-business-
relaied commumecations.

Use of Messaging for Personal Gaine The use of corporale messaging [ools for unauthorized
business, freslancing, or personal gain is sirictly prohibitad.

Fraudulant Activities

Misrepraseniation: Users must nol use their company emad, credentials, or position for
misrepresentation of unauthornzed dealings.

Unauthorized Financlal Transactions: Conducting personal financial transactions (e.g., trading
stocks, cryplocurrency, et} on company laplops is prohibiled,

Solicilation and Advertising: Using company laplops of communication channeds for personal
solicitation, advertising, or promoding oulside businesses is forbédden.

Miguse of Company Retources

Gaming and Fecreational Software: Installing and playing games or recreafional soflwarg on
company laplops is prohibited.

Excessive Personal Browsing: Engaging in non-work-relaled browsing that dedracts from
productivily or increases secunly risks is discouraged and may be monitored by |T.
Mon-Work-Related Downloads: Downloading non-essenlial files, meda, of soffware, whsch may
consumie slorage or bandwidlh, is sircily prohibited.

Intellectual Preperty Vielations

nauthorized Use of Company Brandng: Usess are nol permatied (o use the company name, loge,
or branding in any unauthorized communicalions or dogurm enls.

Misuse of Licensed Software: Using company-licensed software for purposes olher than thosae
infended or on unguthorized devices is prohibiled,

Physical Security Negligenca

Leaving Laptop Unatiended in Public Spaces: Lapiops should not be lefll unatlended in vehicles,
public spaces, or unsecured areas where they may be stolen or compromised.

Meglecting Physical Security in Travel: Usars must take care to secura the device whan travaling,
avoiding placing the laptop in checked luggage and securing it with physical locks in holels or ofher
temporary [ocations.

Fallure ix Report Loss or Theft: In the event of thelt or loss of a company laplop. immediaie
reparting fo IT and relevant authodties is mandatory.

SECURITY REQUIREMENTS

1

Access Controls and Authentication

Users must use strong, complex passwords thal mest company standands. Shanng passwonds or
login informaticn is sirictly forbidden.

All devices must be locked when not in use. Users should aclivale screen lock features and set
avlomalic lock limers when idle for security purposes

Device and Software Updates
System updates, including operaling Systam patches, antivirus, and firewall updates. Users must
nol disabla or circumvent these updales.
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Anfivirus scans are scheduled and must be allowed to run as directed by the IT Depariment.
Manual intervention to delay. pause, or disable system or software updates is not allowed unless
axplicitly authorized by the IT Deparimant. Regular updates are crilical 1o ensuring device securily
and performance.

Sacure Remote Access and VPN

Usars must connect o the company network through secure channels, including VPNS, whan
ACCASEINg COMPAny rasources remaotaly.

fyroid connecling fo public Wi-Fi unless a secure VPN conneclion (s used, Users are responsible
for protecting sensithve company information when working remolely,

The use of personal of thicd-parly YPH applicalions is strictly prohibited. Only VPN clients provided,
configured, and mainiained by the T Department are parmitted (o acoess company systems.

Data Encryption

Sensitive or confidential data must be slored only in designated, encrypled locaions. Users are
required fo store work-refaled data on approved doud storage or company servars rather than local
Eorage pnlgss expicilly aulhorized.

Porlable drives or media musl use IT-approved when handling sensitive data,

Reporting Security Incidents

Any suspadied gecwrily incidents, including phishing aftempts, malwara, unauthorized acoess, or
data breaches, must be reported immaediately 1o 1T, Laptops thal have been compromised or bost
will be remotely disabled to prevent data acceass.

DATA MANAGEMENT AND PROTECTION

1

Data Backup and Storage

IT will sbore work-relaled data on approved, secured company senderns or cloud solutions 1o ensure
regular backup and recovery.

IT will concuct requiar backups of authorized storage locations. Users are responsible for ensuring
dala crilical to company operations is nol stored on unaulhorized devices or locations,

Data Confidentiality

Usirs musl Lake nacessany précaulions 1o preven aochiental exposure of sensilive data, induding
nol sharing login credentials, keeping sensitive documents secure, and ensuring lhal confidentis
information 15 not visible or audible 1o unauthorized persons.

USE OF COMPANY-OWNED SOFTWARE

Licensed Software and Compliance

Only licensad softwara approved by the IT Deparimenl may be used. Inslallng pirated or
unauthorized softaare or using software far which the company does nol have & valid licensa, s a
wiolation of this poBcy.

Usiers are responsible Tor reguesting new solteare or additional Boenses through proper |T
channals.

Configuration and System Integrity
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= Users must not alter configurations, operating sysiem seltings, or disable IT conirols. Requests for
configuralion changes, such as installing new software or hardware adjustments, must be
submitted 1o IT for review and approval.

COMPLIANCE, AUDITS, AND DISCIPLINARY ACTIONS

1 Policy Violations
« \iolations of this policy may lead to consequences, including but not limited 1o restricted access (o
company rasources, reassignment of lasks, disciplinary action, or lermination of employment,
depending on [he savenly of the viclalion.
*  Severe viclalions, such ag unauthorzed data transfers or significant security breaches, may lead
1o legal action.

2 Repeorting Violations and Security Risks
o LUsers are entouraged o report observed viclations of this policy or potential security (hreals
immediately to |T or the designated compliance officer,

ACKNOWLEDGMENT AND AGREEMENT

All employees mus! acknowledge their underslanding of this policy by signing below, By signing, employeas
agree to adhere to the Acceptable Use Policy and understand the potential disciplinary actions for
violalions.

Praparad by:

|
FRAMKLIN gCE ROQUE

IT & Syslems Manager

NOTHING FOLLOWS
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L
PURPOSE

To establish 8 clear and standardized policy on work schedules o support operational efficiency, promole
employee discipling, and ensure work-life balance. This policy farms part of the company's Standard
Operating Proceduras (S0P) and serves as a guide for proper time management and compliance with
working hours,

SCOPE
This policy apphes 1o all employees of Gueven! Insusance Broker Corp. (GIBCO), regardiess of rank,
employment stabus (probabionary, regular, or contraciual ), or depariment assignment.

GUIDELINES
1. OFFICIAL WORK SCHEDULE AND TIME LOGGING

Daily Schedule Lunch Break
#:00am - 6. 30pm 12:00nn ~ 1:000m

= Fixed Shift Schadule:

5 The standard working hours are from B:00 AM 1o 6:30 PM, Monday lo Frday, inclusve of
cng hour lunch break,

o Employees are expecied o clock in on or before 8:00 AM and clock oul no earier than
6:30 PM, unless otherwise authorized by the immadiale suparvisor or Human Resources,

& A grace period of up 1o 15 minules per day may be observed for Associales ondy.
Managemenl Commiltee (ManCom) are nal antitied 12 a 15-minule grace period due 1o
thedr flexibie work schedule. The latest allowabie lime-in is 10:00 AM. Any time-in beyond
10:00 AM shall be considered tandy.

o Job classfications daterming general work hours:

Job classification Woaorking hours

| CXX, Senior Executive, Junior Execuive, | 8 work hours + 1 hour lunch break
Senior Manager, and Junior Manager

Difficer/ Supervisor and Associabe 8.5 work hours + 1 hour lunch break [compressed work
Wi |

o Any changes to the work schedule must be approved by the Department Head and
communicated 10 HR before implemenation,

»  Time-in and Time-Ou Logging
o All employees, excepl CX, must log their attendance through Daily Time Record.
o Time-in and mea-oul policies:
*  CXX: No time-in of ime-oul nequired, but absances and leaves must be filed for
compensabion adjusiments.
= Senior Executives and Junior Executives; Time-in required, bul not fime=-oul,
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=  Managers, Supervisors, and Associates: Must ime-in and lime-oul as per their
work schedule.
o Failure 1o Eme-n of lime-oul sathoul a valid reason will resull in being marked abosent,
affecting compensation. Valid reasons for fallure must be filed through a Certificate of
Attendance with proof of attachment and approved by the Manager,

2. ALTERMNATIVE WORKING ARRAMNGEMENTS

Any change in the employee’s work schedule must be

o Recommended by e immediale suparior,;

& Subject to the approval of Human Resources andior Managemeni.

& Allernative schedules may be allowed only undes:

& Special project arangemeants,

Business continuity situafions (e.g., remole work, split shifts, work from homea);
Health or family emergencies, on a casa-by-case basis.
As desmed necassary by Management,

2. WORHK SUSPENSIONS

FRegular working bours may be suspanded due 1o force majeure or emergency situations, such as:
o Heavy raing and flooding;
&  Earhguakes;
o Power outages (brownouls)
o Government-Geclansd calamities,
In such cases
= Employees who repor for work and ane subssgquantly sent home will be considered present
far the full day,
o Employess who do nod report must ffe ihe appropriate leave (Sick Leave, Vacation Leave,
gic.) or will be Lagged Absen! = No Leave, Mo Pay, unless an official work Suspension is
declaned,

4. REST DAYS AMND QVERTIME

L

Salurday and Sunday are lhe designated weekly resi day for 2 emploveses unless assigned
diffarently due bo business needs.

Weork renderad duning resl days, special holidays, of beyond regular working hours shall be
compensaied as provided by law o in accordance with company poficy, subject to prior approval.
Overime work musl be pre-approved by ihe Depariment Head and HR Deparimenl. Unauthorized
overtime will not be pasd,

5. OFFICIAL BUSINESS (OB) OUTSIDE THE OFFICE

Employess who need 1o leave the office premises for official business purposes must file an
Official Business (08} in adwvance throuwgh the official HR systam.

The OB fila musi be approved by the immediate supervisor andior depariment head prior to
leaving the office.

The OB file is a mandatory requirement for

o \alidating time spent oculside as par of official wark,

o Processing transporiation and’'or meal reimbursements related Lo he busness Inp of
engagamenl.

Employees using a personal vehicle for official business musl also e a Trip Ticket balorehand
for reimbursement purposes.

o IFa Trp Ticket was not Tibed, the employes must attach supporting documents such Bs
official recedpts (e.g.. 1o fees. fuel. parking). bus or jeepney tckets, or any proof of actual
Iransporialion expenses.

Mo OB file, no reimbursement shall be processed for any related meal or transporiation claims.
DB hours musl alss be recorded in the timekeeping System 1o ensurg proper allendance
tracking,
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6. RECORDING OF TIME

» Emplovees are required fo bog thesr lime-in and time-ouf using the official imekeaping system.

« Failure to log attendance may result in disciphnary action, induding the same sanctions applied to
{ardiness and salany deductions, unless justified with & valid explanation and supparling
documenis.

= Any alemplt 1o falsdy ime records s @ senious offense and will be deall with accordingly.

RESPOMNSIBILITIES
« Employees ame responsibie for following their agsigned work schadule and requesting appaoval in
advance for any changes.
= Supervisors’Managers are responsible for ensuring thair teams comply with work schadules and
reporting any imegulariies to HR,
» HR Department is responsihle for keeping records of wark schedules and validating compiance
across all depanments.

ENFORCEMENT AND VIOLATIONS
Ay vialalion o this policy shall be subyect to disciplinary measures under the Company's Code of
Conduet, ranging from verbal warning 1o dismissal, depending on the gravity and frequency of the offense.
NOTHING FOLLOWS
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PURPOSE

This policy cutlines the guidelines for employees under a hybrid work arrangement at GIBCO. The intent
is 1o promote productivity, lexibility. and oparational efficsency while ensuring that company standards
and regulalory requirements are mainlained.

SCOPE
This policy applies only 1o regular employees of GIBCO. Probationary employees, project-based stall,
and consullants are not ehgible unless otherwise approved in wiiting by Management.

WORK ARRANGEMENT OVERVIEW
Eligible enployees may adop! a hybrid work schedule as adlows:
s Three (3) days on-site work af the designated office
»  Two (2) days ramoleiwork-lrom-home (WFH)
Each department shall ensure thal operations remain fully supported regardiess of 1he chosen schedule.

Nate: hybeid work schedule is subfect to change based on business reads and management
discration. I is not considered permanent entitternant or company benefit.

SUBMISSION OF WORK SCHEDULE
All employees under his policy are required 10 submila Quarterly Hybrid Work Schedule 10 the HR
Department, subject o approval by their immediate head andfor department manager.

= Any changes or devialions musi be communicated in advance and approved.

« Fadure o submit may result in defaull on-site scheduling.

ATTENDANCE REQUIREMENTS
For Regular Rank-and-File Employees:
= Must comply with the 3-2 on-siteMYFH arrangement,
= May be eligible for monthly data reembursement, subject to submission of official receipts and
approval Refer to Annex C - Summary of Monetary Provisions.

FOR MANAGEMENT COMMITTEE (MANCOM) MEMBERS:
Must report on-site on the following key dates and events:

« Every first working day of the manth

s Production cutoff periods

* Pre-board and board review sossions

* Board meetings
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= Executive Commities (ExCom) meetings
« ManCom meetings
«  Any other date requiring physical presence as advised by top managament

AVAILABILITY AND COMMUNICATION

Employess under hybrid work must remaln avallable and responsive during core hours {8:00 AM -
500 PM) whedher working on-site or remabely,

Al offickal meslings, whather in-person or virtual, are mandatory unfess oltherwise excused.

PERFORMANCE AND DELIVERABLES

Work output, deliverables, and deadiines must be mel consistently, Depariment heads may require:
o Stalus repors
» Daily or weekly chack-ing
o Attendance l0G3 of Activity summanas

TOOLS AND SUPPORT

Emplioyees may be issued or allowed (o use company-approved lools or platforms for remode work (e.g.,
laptops. access to intarnal sysbems. secuned communication lools). All aguipment and syslems musl be
used in accordance with GIBCO's IT and data securnty policies,

DATA PRIVACY AND SECURITY

All remote work activities must adhere 1o GIBCO's Data Privacy Policy, including:
»  Use of sacure Wi-Fi connechians
= Mo storing of client ar company data on personal devices
» Avoldance of unauthorized eccess to company files

COMPLIANCE AND REVOCATION OF PRIVILEGES
Fallure to comply with the terms of this policy, or any misconduct observed during remaole workdays, may
lisad 1o

«  Syspengion of cancellalion of hybrid work privileges

» Diggiplinary actions based on (e company s Code of Conduc

POLICY REVIEW
Thes policy will be reviewed annually or as nesded basaed on changes in operational demands,

iechnodogy, or regulatory guidalines.
HOTHING FOLLOWS
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PURPOSE

Ta maintsin employee discipling and work efficiency through adherence 1o puncluality, proper filing of
leaves, and full accountability for attendance behavior,

SCOPE

Applies to all amployees of GIBCO across all daparimants and employment types.

GUIDELINES
1. PUNCTUALITY AND ATTENDANCE

Tardiness and habitual absences are monttored and form parl of performance and
conduct evalualions.

Three (3) instances of unexcused Lardiness in a monlh may be subject to verbal or wiillen warming.
Habitual tardiness and sbsences withoul prior motice or approval may lead to progressing
disciplinary action.

Any tardiness bayond fifteen (15) minules within a payroll cutoff period shall be subject 1o salary
deduction.

2. LEAVES OF ABSENCE

Employees who inlend 10 go on leave (Sick Leave, Vacabon Leave, Emergency Leave, glc,) must
file the appropriate leave form through the afficial HR systern or using the prescribed company
farm,

For emergency or sick leaves, empioyees musi inform iheir supervisor at least one (1) houwr
paior 1o the scheduled start of work.

A Medical Certificate must be submitted if an employvee applies for three (3) sick leaves within a
monih— even if nol 1aken conseculively —or if the leave falls before or afier a weekend or holiday.
For planned leaves, employees mus! secure approval at least one (1) day in advance, and the
filing of leave requests must be done at least two (2) days before the intended leave dale
Failure 1o e lgave properly will result in the employee being tagged as "Absent — No Leave, No
Pay."

Frequent unfiled leaves or absences may be subject to disciplinary action.

Anyone from the department must update the group chat on the company's official messaging
platform to indicale which employee is on leave or OB for the day. HR shall monilor and verify
attendance daily to enswera alignment with filed leaves or OB forms.

For complete guidelines on attendance, leave classifications, documentation, please refler
1o Ihe Attendance Monitering and Leave Management,

3. UNDERTIME

Logging out bafore completing the requined working howrs (s considered undertime and subject to
salary deduction.
Undertime cannol be offset by overime on olther days,

56




= Al undertime must be approeved by the Department Head.
# Unauthorized or unfiled undertime will be subject lo discipinary measures.

RESPONSIBILITIES
* Employees are responsible for logging their altendance accurately, filing leaves properly, and
notifying supervisors of any absences.
= Supervisors'Managers are responsEble for momilonng atlendancs, approving leave and
undestime, and submilting accurate reporis o HR.
* HR Departmeni is responsible for tracking allendance, [ssuing reminders, and implementing
disciplinary measures for violaions.

ENFORCEMENT AND VIOLATIOMNS
Any viclation of this policy shall be subject to disciplinasy measures under the Company™s Gode of
Conduct, ranging from verbal warning o dismissal, depending on the gravity and frequency of the offense.
NOTHING FOLLOWS
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PURPOSE

The purpese of this policy is o sel cdear guidelines and standard procedures for the adminisiration of
employee leave and attendance within Guevent Insurance Broker Corp. (GIBCO). It aims lo ensura that
employees receive fair and reasonable leave benelits while mainlaining efficient business operations and
meefing dient expactations.

SCOPE

This policy caovers all the regular employees of Guevent Insurance Broker Corp. (GIBCOY).

DEFINITION OF TERMS

1.
2.

.

Vacation Leave (VL) - Paid leave given lo employees for rest, lsisure, or personal mailers,
Sick Leave (SL) — Paid leave granted when an employee is il or physically unable (o repor 1o
work.

Service Incentive Leave (SIL) = A S-gay leave benalil for project-based and foed-lem
emplovees with al leasl one year of service, as per Article 85 of the Labor Code of the
Philippines.

Chronic lliness Leave (CIL) = A spacial paid leave granied to employess dagnosed with a
lang-term lliness of who undergo major surgery, requiring them 1o be away from work for at
ieas! 30 days

Bereavement Leave - A paid leave grantad in (he evenl of the dealh of a famdy member up
1o the 2nd degree of consanguiniy or afflinly,

Emergency Leavae (EL) = Paid leave provided when an employes is direclly affecled by
unforeseen evenis such as natural disasters, accidents. or family medical emergancies.
Half-Day Leave — A form of leave where an employee takes a portion of ihe day off {AM or PM
only). Minimumn deducton appies (4.25 hours for AM. 525 hours for PM) and requires
approval,

GUIDELINES:
» VACATION LEAVE
A GENERAL PROVISION

s«  Emplovees earn 15 days of VL after completing one year of service, based on their
annivisrsany date,

#+ After the firs! year, regular employeas accumulale 1.25 days per month for use the
following year.

¢ Unused VL over 30 days mus! be usad by the end of January the following year or it wil
be forfeited,
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= WL is not comeertible to cash unless the employee resigns. A maximum of 30 days (240
hours) may be converiid.

¢ Minimum usage is half a day. {4 hours 45 minstes)

& |Laave approval depends on busness nesds,

Example 1: Employee Hired in January
= [Date Hired: Janwary 15, 32024
= VL Entitlerment: 15 days (or 120 hours) after 1 full year of service — Effectye
January 15, 2025
*  Monthly Accrual Starts: Febnuary 2025 (1,25 days or 10 hours per monih)
« Check Point: Oclober 2025
Computation;
= From February to October 2025 that's 9 months of accrual
= S months * 1.26 days = 1125 VL days (or B0 hours)

Accumulated VL as of October 2025;
11.25 days or 90 hours

Example 2 Employea Hired in Juna
* Date Hired: June 10, 2024
s VL Entitlement: 15 days (120 hours) after 1 full year of service — Effective
Juna 10, 2025
= [onthly Accrual Starts: July 2025
= Check Point: Oclober 2025
Computation:
»  From July to October 2025, that's 4 months of accrual.
= 4 menihg = 1.25 days = 5 WL days {or 40 hours)

Accumulated VL as of October 2025:
5 days or 40 hours

. APPLICATION AND USE
= Must be filed at least 2 days in advance and approved al least 1 day belore use.

s VL cannet be used in advance if not yet earned.

= Mo lemil on conseculive days. but prior approval from the supervisor is neaded.

« Teams must ensure Vs don't overlap In ways that disnupt operations.

=  Emplovees on leave must be present the workday before and after a haliday (o qualify Tor
hicfiday pay.

s Absances before or after a holiday wilhout approval or due 1o disciplinany aclion may forei
holiday pay.

. FORFEITURE ANLY REMEWAL

s Unused VL over 30 days will be forfedled if not used by the end of January ol the following
year,

. COMMUTATION

& Upon resignation, up 1o 20 days of unused VL will be paid based on the employea’s daily
wage.
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SICK LEAVE
A, GEMERAL PROVISION
v Afier one year of service, employees are given 15 daysof 5L
» Regularemplovees earn 1.25 days of SL per month theraafter.
«  Unused S up to 18 daysis convertible to cash at year-end.,
«  Managers, Supervisors, and Executives may avail of up 1o 30 5L daysin a yaar.
e  Minimum usage is half 8 day. (4 howrs 45 minutes)
s A medical certificate is reguired for advanced sick leave filings or for three consecutive or
non-conseculive sck days wilhin the same moslh,
s SLcannot be used during 555 companzation of matednity Mave,

B. APPLICATION AND USE
»  Should be filed within 3 days after use.
#  |Immediate superdisor must be informed, ideally 1 heur before shift.
¢ SLcannot be wsed in advance or for maternity-refated procedures.

C. RETURNTOWORK

»  Employess out for 3 days must present a fit-io-work cerificate,
s HR must receve the medical clearance before the employes refums.,
o A medical chack-up from the accredited HND Clirmc many be raduirad,

0. REMEWAL
= 1.25days 5L is credited monthly (o regular employees.

E. COMMUTATION
» LUpto15daysof unused SL will be paid upon resignation or at year-and.

SERVICE INCENTIVE LEAVE (SIL)
A, GENERAL PROVISIONS

« MApolicable only (o pravect-basad and fixed-1armm amployass.
Granted 5 SIL days afier 1 year of condinuous service.
Can be used as either VL or 3L, following the comesponding rules.
«  Lnused SIL is converted to cash af year-and.

B, APPLICATION AND LUSE
# Must befiled 2 days in advance if used as VL, or within 3 days after if used as 5L
+ SiL cannot be used in advance,

C. COMMUTATION
s Ay unused SIL ks converted 10 cash upon resignation or year-end.

CHRONIC ILLNESS LEAVE

A GEMERAL PROVISIONS
«  Granted 16 all employses with 3 east 6 monihs of Sendce,
»  15days ang given each Wear, non-Cumidative and not convertible 1o.cash.
= Unused credils are forfeited at year-end,



B. APPLICATION AND USE
»  Qinly for seriows illmesses, major surgeres, or conditions neeading 30+ days of recovery.
»  CIL cannot be used for childbirdh surgeres (e.g,, C-seclion),
»  Walld medical documenis ane requined,
s Must use SL or SIL firsl before using CIL.
v Filing mus! be within 3 days alter he las! day of use

O, RENEWAL
» CIL credils are replenished every Jamuary.

BEREAVEMENT LEAVE

A Ganeral Provisions
# Regular employvess are entiled to 3 paid days per year.
¢ Nol cumulative and not convertible 1o cash.

B. APPLICATION AND USE
s Applicable lo deaths within the 2nd degres of family relation (eq. parent, sibling,

grandpareni, spowsa, In-laws).
e«  Can be filed up o 3 days aller the lasl day of use.

. REMEWAL
» 3days are crediled a1 he starl of every year,

EMERGENLY LEAVE

A. GEMERAL PROVISIONS
» Regular employess gat 3 paild EL days per yaar,
» EL iz separate from VL and 5L
s Nol cumulative and nol convertible to cash.

B. APPLICATION AND LISE
# Can be used for emergencies like hyphoons, Aooding, fires, or family haallh iSsunes.
#  HF will determing if the reason qualidfies.
« [Can be filed up 1o 2 days afler aciual use.

C. RENEWAL
+ 3 days are crediled every yoar al the star of the calendar year

HALF-DAY LEAVE
The company's offical working houwrs are 8:00 AM to 6:30 PM, Monday to Friday. The
following rules apply 1o employees availing of hall-day leave:
A, Rank-and-File Employees
+ Morning Half-Day Leave: Reporting 1o work must ba no later than 01:45 PM.
+ Afternoon Half-Day Leave: Must log ouf and leave the office no later than 12:45 PM.

B. Officer | Supervisor Level

6l



+ Morning Half-Day Leave: Time-in muslt complete at leasl four hours and forty five
minuies or (4.75) hours of work,

= Afternocon Half-Day Leave: Required lo complete a minimum of four hours and forty
five minutes or [4.75) hours of work before leaving.

C. Daparimend Haad / Managerial Levis
+ Morning Half-Day Leave Time-in must complate al leazt four (4) hours of work.
= Afgrmnoon Half-Day Leave: Requered [0 complele 3 minimum of four (4) howra of work
before leaving.

0. Salary Deduction Clauss
& Any deviation from the above-stated working hours will be subject 1 salary deductions,
based on the applicable computation in the company's payroll sysiam.

An employee who fails 1o obsenve the proper filing and using of leaves shall ba dealt with the penalties

under the Company Code of Discipline
HOTHING FOLLOWS
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PURPOSE

This policy provides clear and consistent guidelines for the schedule of employes salary release
and the siandard payroll periods observed by the company.

SCOPE
This policy appkes to all regular and probationary employees of the company, regardiess of
deparimeant or employmaeant slatus,

GUIDELINES

Employees receive their salaries wice a month, based on the following cutoll periods:
Cutoff Period Expected Release Date
181 to 15Mh On or before the 30th of the same month
16th to end of month On or before the 15th of the following month

MNote: If tha 15th or 30th falls on & weekend or holiday, payroll will be uploaded and post-dated o reflect
prior working day, within banking hours as the releass dale.

Examples:
= I July 15 is a Saturday, =alary must be uploaded in advance and crediled on July 14 (Friday)
within banking hours.
+ I September 30 is a Sunday. upload musl be done on he peor working day wilh releass daled
September 28 (Friday} within banking hours.

To ensure employees raceive their salaries on ime—gven when the regular payout date fails on 8 weekend
or holiday—salaries are processed in advance and releasad on the las! working day before the scheduled
date, This is dui to banking limitallong on weekend and holiday crediting.

PEMALTY FOR MOM-COMPLIANCE
Any delay or error caused by fadure to comply with infernal payroll schedules and procedures
may be subject 1o disoplinary action, followmng the company's Code of Conduct, of panaltias in
accordance wilth service-level agreement (SLA), whichever is applicable.
NOTHING FOLLOWS
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PURPOSE

To establish clear and consistent guidelines to be adopled as a Standard Operating Procedure (SOP) In
the application, agproval, computaton, and payment of overlime pay for all employees of Guevent
Insurance Broker Comp. (GIBCO).

SCOPE
This policy applies o all GIBCO empiloyees—reguiar, probationary, and contraciugi—who may be required
Iy work beyond their reguiar schedula, a5 approved by management.

DEFINITION

Overtime (OT) refers 10 work rendered beyond the regular eight {8) working hours per day. including work
performed on rest days, holidays, or no-work-requined days.

Might Differential (ND) refers 1o addilional compensalion granted le employees for work performed
bietwean 10:00 PM and 6:00 AM, in accordance with fabor regulations. This applies whether of nal the
haours are undes regular or overtime waork,

APPLICATION OF OVERTIME
1. When overtime work is required, the concerned employee(s) must file an Overtime Application
in HR System, indicaling the dale when, OT classification and the reason or task {o be performed

2. Thae form must ba:
»  Noled and approved by 1he Department Head or Manager,
# Further approved by (e VP/General Manager;
*  Submitted (o the HR Department on or before 4:00 PM of the day the overtime is to be
rendered, or at least a day belore in case of rest days or holidays,

3. The HR Department will:
» Maintain a file of all OT forms for monitoring and reporting.
»  Forward the lislof the form to GIBCO Accounting for salary processing.

4. Mo overtime shall be paid unless a properly accomplished and approved OT form has been
submitted.

Note: i OT hours fall within 10:00 PM 1o 6:00 AM, these shall also be compensaled with Night
Differential (ND] in accordance wilf labar ragulalions.




OVERTIME WORK LIMITS & REPORTING

1,

Z

a

On a workday, work performed beyond 620 PM for 8 minimum of one (1) howr and up to a
rnaximum of four {4) hours per day shall be considerad overdime (OT ) wark.

Cvertime exceeding four (4) hours requires additional approval from the Depariment Head and
HR Department,

Employess rendering mora than four (4} howrs of OT musl submit an accomplishment report (o
jusiify the extended time.

GENERAL GUIDELINES
A Cwerlime on Regulsr Workdays

Employess must ime-out 21 the end of their regular schedule.

Mo need 1o ime-in again for OT work as il will ke recorded continuowsly by the HR syslem,

OT hours will be counted from the ime-out exlending beyond the regular schadule, based on hi
approvesd OT forn

1 OT work covers any bour betwesn 10000 PM and &:00 AM, tha coresponding night differantial
shall apply.

B. Overlime on Weskends, Holidays, or Resl Days

The approved OT lorm must Be submitied at least ene day before the intended OT schedule.
Employees must tma-in and ime-gut duning OT days as usual,

HR must be informed peor to the OT date o allow manual adjustmants in HR System, ensuring the
system capiures the OT hours.

Failure to inform HR may result in non-capture of hours and disqualification from OT pay.

Work rendered betwaan 10:00 PM and 6:00 AM on these days will be subject io Nighl Defferential
pay in addition (o the applicable OT or holiday premivm.

C. Logging

OT on holidays of Sundays must be logged under the OT colurmn of the me record and momnoned
by the guard on duty, if maniual kog is used.

OVERTIME FOR OFFICIAL WEEKEND ACTIVITIES

L

&

Rank-and-fils employees shall be paid OT based on aclual hourg rendesed,
Executives, Managers, and Supervisors shall lile for an offsel schedule instead of OT pay.
Offzel must,

a Be filed as a Schedule Adjustment Application Fonm,

k. Be approved by e Department Head and HRAD,

Oiffset Rules:

a 4 howrs of work = Half-day offes|

b & hours or more = One full day offset

3 Offsetling must be used within one monih rom the date It was eamed; othersass, 11wl be
lorleited.

Nola;

s Underime work on any given day shall ol be offsel agains! any overfime rendened,
«  Might Differential pay =il applies fo qualiying hours befween 10:00 PM and 6:00 AM, even if
e armploes i3 anfitied fo offsal inslesd of OT pay.
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COMPUTATION OF OVERTIME PAY

A, Monthly Pald Employeses:
= Ayverage Dally Rate (ADR]) = (Momhly Basic Pay x 12) / 313 days
s Average Hourly Rate (AHR) = ADR [ 8 howrs

B. Daily Paid Employees:
«  Average Hourly Rale (AHR) = Dally Fale ! 9.5 working hours

C. Applicable OT Rates:
1. Work beyond 9.5 hours (regular day)
= 125% of howrly rate

2. Batwday work (lor daily paid employees)
s 125% of howrly rate

3. Sunday or Special Non-Working Haoliday:
o  Daily paid: ¥30% of hourdy rale
= Maonthly paid: Additional 30% of hourly rate

4. Legal Hofiday:
= Daily paid: 200% of hourdy rale
o Manthly paid: Additional 100% of hawrly rale

D. Hight Differential:
1. Work rendered bebween 10000 PM to 600 AM, whedher on a reguiar workday of duning overbimea,
shall be compensated with an additional 10%: of the hourly rate,
2. W the work during this period also qualifies as overtime, both OT pay. and night differential pay
will @pply.
1. HMight Diffarentiad appiies only to actual houwrs worked swithin the 10-00 PA 1o 6:00 AM window.

NOTES FOR EMPLOYEES

«  Always ensure OT lorms are completed, approved, and submitted timely to aved
disqualification for paymenL
Ensung accuracy in logging time-in and timea-out records.
In case of offidal activilies falling on weekends, coordinate with your supervisorfmanager for
appropriate offset or compensation.

« Al OT claims are subject to valldation and may be disapproved if supporting documents (e.g.,
accomplishmen! reports, lime logs) are missing.

AMENDMENTS & EFFECTIVITY
Ary changes or amendmenis o this policy shall be communicated through official HR memos and shall
lake effect upon approval by the President/CED.

HOTHING FOLLOWS
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PURPOSE

To establish clear and standardized guidelines for the application and use, entilement, computalion, and
reimbursement of per diem and official iravel expanses,

SCOPE
This policy applies to all employess, regardiess of rank or depariment, who are authorized o conduct official
business fravel oulside thelr base station,

GUIDELINES
1. ENTITLEMENT
»  Officlal treved or fleldwork oulside the base station for more than ona (1) day must have a duly
approved Officlal Business (OB) Form.
s  Approval Authorities:
o Rank-and-file o Supervisory level: Depariment Head/Manager and VP/General Manager
Managers and Department Heads: VP/General Manager

2. QUALIFICATIONS OF PER DIEM
For quakfying per diem, a full 24-hour day is divided into four (4} parts:

Breakfast - If depariure is before 6:00 AM or arrival al the bage alion is afles B:00 AM,

Lunch - if depariure is belore 11:00 AM or amrival is after 1:00 PM.

Dinner = deparbure is before 5:00 PM or arival is after 8:00 PM,

Lodging — Actual cosl of three-star hotel accommedations (with official receipl) If overnight slay s
fsUired.

Note: Time-spaciic gualifications aim io avoid misinlerpralalion and ensure fair Glaims,
Per diem is paid in advance prior to depariure based on approved itinerary and duration of travel,
3. PRE AND POST DEPARTURE PROCEDURES

Before the Trip:

OB farm must clearly state the business purpose or objeciive.

A proposed budget with general expense headings must be submitted.

Employess mus! linaize appointments, check schedules, and confirm key meetings in advance.
Prepare a detsiled savel itinerary to be used for both per diem computation and evaluaticn.

- = =® ®
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After tha Trip:
*  Submit a Field Work Itinerary and Expense Report within 48 hours after relumn,
*  Expense reporis must include receiptsiinvoices and be submified io the SuperdsorDegariment
Head for inifial approval, then 1o Accounting Depariment.
=  SupervisorsManzgers have full discretion to approve or disapprove any claimed expenses.
=  Unauthorized extensions or devialions from approved travel schadules will be charged 1o the
empOyeR's personal account unlgss pre-approved.

4, TRANSPORTATION
s Tickels may be purchased in advancs by (he Home Office based on approved itinerares.
= If pasd through cagh advance, all transportation tickets must be preserved and submittad with
tha expanse report.

5. PER DIEM RATES
=  Group | - Execulives, VP! General Manager & Senior Manager: Actual expenses will recipls
# Group Il - Managers, Deparimeni Heads: Refer lo Annex C© — Summary of Monetary
Provisions {willh receipls)
*  Group Il = Supervisors and Rank-and-File:
« Breakfast: Refor fo Annex C
= Lunch: Refer fo Annex C
+ Dinner: Aefor lo Annex C
¢ Lodging: Aclua cos! [3-SI8F SCCommodaion, wirh recaipls)

Amendments to per diem rates may be implemented every three (3) years or as needed. subjec! (o
Managemant approwval,

6. LIQUIDATION OF EXFENSES
e hus! be submitted within forty-elght (48) hours from refum.
e Expense summany report must be fully supported by receipis.
= QDuistanding balances mus! be seitled immediately before new travel advances are procassed.

7. NOMN-COMPLIANCE
» Delays in liguidation or submission of incomplele documentation may resull in suspension of
future travel requests or reimbursement,
s Falsified, duplicated, or excessive claims may be subject 1o disciplinary action.

& DEPARTMENTAL BUDGET ALLOCATION AND TRACKING
= Each department (e.g., Opsrabions) is allocated an approved annual travel budget.
» Thiz Per Diem Travel Policy will still govern how the budgel is distributed per employes and
rank,

ADDITIOMAL GUIDELINES:
w Al irevel requesis and liguidation reports must attach a summary of the employes's outstanding
balance (if any) to ensure ransparency and accountability,
# This measure allows réviewars (o
& Monitor each employves’s financial accountabidity
& Preven! double reimbursements or untracked advances



=  Ensure alignment with the departiment's annual budget
= Lodging: Aclual cosi of 3-star accommodation, provided official receipls are submitied

Cinlty requesis compliant with these guidelines will be processed by the Accounting Department,
NOTHING FOLLOWS
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PURPOSE

To provide clear guidelines to be adopled as the Standard Operaling Procedure (SOP) for the computation,
application, and payment of meal and fransportation allowances.

SCOPE

This policy applies io all Managers, Depariment Heads, Officers, and Supervisors of Gueven! Insuranca
Broker Corp. (GIBCO) who are eligible to recenve meal and fransporlalion allowances under the specified
conditicns,

RESPONSIBILITY

-

Managers and Depariment Heads mus ensure accurate recording of their wark hours 1o qualify
for the gliowances.

Officars and Supervisors are responsible for submiting appropriate documentation o HR for
allowance processing.
The HR Depariment will monilor and validate allowance claims in accordance with this policy.

GUIDELINES

1.

A Manager or Department Head |5 eligible to recelve a meal allowance when:
a. Heishe works a full day on a resl day, or
b. Hefghe works a full day on a holiday.
Refer to Annex C - Summary of Monetary Provisions.
A Manager or Depariment Haad may receive a meal allowance when:
& Helshe works an additional 4 hours beyond the regular schedule.
b. He'shé works a hall-gay on a rest day, or
c. Hefsha works a half-day on a hobiday.
Refer to Anrex C.
Faor work excesding 4 hourg, a manager or Depanmen| Head is entiled o & prorated portion of
the full-day allowance. See Annex C for sample computation.
An Odficer or Supervisor is ebgible Tor a mealiransporalion alowance when:
a. He'she works a full day on a rsl day; or
b. He'she works a full day on a holiday.
Refer fo Annex C.
An Officer or Supervisor may recenve a mealiiransporiation allowance when
a. Hefshe works an additional 4 hours beyond the regular schedule;
b. Helshe works a hall-day on a rest day; of

70



& Helshe works a hall-day on a holiday,
Refar to Annax C.
B, Forwork bayond 4 hows, an Officer or Supervisor is entitied to a prorated portion of the full-day
allowance. Sov Anmex C fov sampde computatian,

VIOLATIONS
A.nyabi.t.ﬂ,a-_ falsification, or misrepresentation of work hours or allewance claims will be subject 1o
disciplinary actan in accordance with the company’s Code of Conduct.

Note:
s For policies concaming ransportation allowance assigned 1o specihc officers, please refes 1o the
Accounhing Procedural Manwal,
e Any fubure changes in the allowance amounts stated herein shall be superseded or amended
throwgh a duly issued Annas.
HOTHING FOLLOWS
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PURPOSE \"/I

Thiz policy estabtlishes the guidalines for the entitiement, usage, and reimbursament of mobele phone units,
call, and data allowances provided by Guevent Insurance Broker Corp. (GIBCO) for official business use
and hybrid work arrangements. These allowances support employees whose roles reqguire accessibility and
constant communication.

SCOPE
Thiz policy covers all elighle GIBCD employees, including:
+ \P/General Manager, AVP, ManagersDepartment Heads, Supervisars, and Rank and File
employess (for business use)
e Fulkime Regular Rank and File employees in a Work-from-Home (WFH) or Hybrid Work
Arrangement (for datafload reimbursament)

GUIDELINES

1. Mobile Phone Allowance Eligibifity

Full-ime employees who need 1o be on-call, work iregular hours, or frequently use their phones for

work-related iasks may ba eligibla.

*  Senior Managers (VP/General Manager & AVF) automatically receive mobile phone aliowances -
Refer to Annex &= Summary of Monelary Provisions,

= Managers, Depaniment Heads, Supervisors! Officers automatically receive mobile phong
allowances - Refer to Annex C.

* Rank and File employees are not entitled to a mobile phone unit but may be granted a monthly
load and data allowance under the Hybrid Work Arrangement - Refer to Annex C.

Z. Postpaid Plan Usage & Excess Charges

» Employess with posipaid plans arte expectad 10 use thear ines responsibly. While plans
genarally include unlimited calls and taxts, any usage thal incurs additional charges (e.g.,
inlermational calls of services oulside |he plan coverage) will b chargeable 10 the
employee and must be settled either throwgh salary deduction or direct cash payment

+ Any excess data usage will be charged to the officer, unless it is supporied for official
use,

» Forunjustified excess usage, the amount will be subjec to direct salary deduction.

= Accounting must immedialely prepare the ATD (Authority to Deduct) 1o ensure the
deduction is applied on the next cutoff only.

Nota: The work-fram-home setug canmol be used a3 a justification for the excess usage of
the postpaid plan.
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d. Mobile Phone Unit Ownership and Responsibilities

Faor employees with mobile ptans from any Telecom Companies, the compamy provides a

phone with the plan. The phone's ownership depends on ihe type of device avaiied by the

employes:

If there is a cash-oul: Ownership of the wil will revert Lo e employee once the Tull

paymeni has been compleled,

If the device is a free handset: Owmership remains with GIBCO even afler the contract

ands, unless (he emploves, al thelr option, chooses to buy the free handset af the Fair

Market Value (FMV) at the lime the conltract ends.

If an employes leaves during the plan period:

1. Device:

o Free phone: The employes must refumn he phone of pay (ke market value o kesp it
Phone with cash-owt: If fully paid, the employes owns the phone, I nod fully paid, the
ramaining balance will ba deducied from the last pay or sellled in cash,

2. Mobile Plan:

o The remaining months of the mobile plan will be ransferned to a new employes, The

exiting employee will no longer be responsible for the remaining duration of the plam;
however, the new employes will be accountable for any excess charges incured
maving forward.
Im case the exiling employes wishes o retain the mobile number assigned o them,
iivey must formaly request approval from the CEQ/Presideni. i approved. the
employea shall shoulder all associated costs, incheding any termination lees and other
applicable charges mecessary bo claim ownership of the SIM or mobée fine. The
company will ng longer be fiable for the remaining monhs of the plan once gwnership
iz transferred.

o Please note that (e Accounting Department will not sign the employes’s
clearance unlil the ownership ransfer of the SIM card from (e company 1o the exiting
employea has bean complated.

Lost or Damaged Units Before Plan Ends:
Lost phong:
s The amployes musl replace it with the =ama model or a betler one wih e
same markel value.
= mal replaced within 30 days, the employes will be charged the phone's
market valus,

Damaged phene:
=  Warranty: Employes pays for repairs beyond the warranty.
* Mo warranty: Empioyee pays for all repair costs.
= If it is not repaired within 30 days, GIBCO will repair il and charge the
employee.

Responsibility:
# The employes must keep the phone safe and secure.
= |f the damage is due o caralessness (nol wear and lear), tha employes 15
responaible for replacing the phone.
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5. Violations of Mobile Phone Policy
i Violations of mabile phone policies may resull in the cancellation of the moblle phone
allowance. Violations include:
a Turning off ihe phone
a Mod replying to lext messages
] Mol returning calls
o Mot Infarming managemenl of a new phane numiber within 24 hours if the phone Is
los, stolen, or i the number changes,

6. Load & Data Allowance (For Hybrid work arrangemant)

Eligibility; Ful-ime Regular Rank and File employees in 8 hybridWFH selup who usé personal
devicas for business purposes.

Allowsance Limit: Refer to Annex C.

REIMBURSEMENT GUIDELIMNES
1. Employees must use personal devices lon work and mainiain an aclive senvice.
2. Submit 8 completed Reimbursement Farm with official netiipls of billing staternents (in the
employee's name or family name),
« Acceplable prool  T-Eleven receipts, GCash/Maya transaclion receipls
|screanshols or prinbed)
& Screenshots from messaging apps are not accepted
3. Quartery submission (no later than the 15th of April, July, Octaber, January ),
4 Late submissions will be forfefied unless CEQ & President approval |5 securad.

REIMBURSEMENT SCHEDULE

Approved relmbursements are processed every 16" and releasad every 20" of the
guarter-ending meanth

RESPONSIBILITIES
Task Responaible
Recommendation of Allowance Immediate Superior
Fimal Approval and forwarding the form Lo Accounting Depariment Head
Processing & Release Finance Deparirmand
Menitoning & Conirol Audit Department

NOTHING FOLLOWS
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PURPOSE

To establish clear and consistent guidelines for the relmbursement and moniloring of fusl expensas incurrad
using either company-assigned vehicles of personal vehicles in the perormance of official business

BCiities,

SCOPE

This policy applies to all employees who ulilize eilher a company wehicle of 1heir personal vehicle for
approved official business trips or operational duties.

GUIDELINES
I. USE OF PERSONAL VEHICLE FOR OFFICIAL BUSINESS
1. Eligibility Criferia:

Official travel must be pre-approved by the Depantment Head or authorized officer.
Personal vehicle use should be necessary due 1o unavailability of a company wehicle of if
practical for the purpose,

2. Relmbursement Coverage:

Actual fuel consumption is computed based on kilomelars traveled and the average fuel
efficiency of the vehicle.

An addinional 25% of the computed fuel cost will be reimbursed as an allowance for the
use of the employee's personal vehicle (10 cover wear and lear, depraciation, and other
related costs).

For employees who already receive a transportation or vehicle allowance, only the actual
fuel cost is reimbursable—the 25% vehicle-use allowance does not apply.

Parking fees and toll charges incurred during the official trip are reimbursable, provided hese
are supporied by official receipts.

3 Documentation Requirements:

Approved Official Business (O8) Form and Trip Ticket.
Odometer reading: Start and end of the Official Business por day
Official fual receipi(s).

Reimbursemant Computation SUMMmany.
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Starl km reading: 198320

End km reading: 198408
KA Trave ed: i
+ Ave kmiliter; 8 (Twed valua)
Liters Lisad: 9.68
= Fuel Price: P 40.85
= Fuel Cost: P 403348
+25% Markup: P 100,85
= Reimbursable Tolal: P 504.24

ll. USE OF COMPANY VEHICLE FOR OFFICIAL BUSINESS
Fuel Cost Coverage:

1.

Fuel expanses should be charged o the company through approved fuel accounts, cands, or
advances,

I an employee uses personal funds to reluel a company vehicke, only ihe aciual fwel cos| with
official recaip! is reimbursabla—no markup applias,

Trip and Fuel Accountability:

Proper documentaon {e.g. Trp Tickel and Official Business (OB) Form) must reflect
dastination, purpose, and odomater readings.
Fuel recaipis should match fhe reporied mileage and hip coverage.

Driver/Employee Responsibility:

Emiployess are rasponsible for fuel efficiency, safe vehicle use, and ruthiul reporting of
kitometer readings and expensas,

Only Employees wath valid LTO Drver's License are permitied to operaie the company
wehicle.

Any damages altributed to the Operator's sheer negligance will be on the operator's own
expense, unless approved by Management' the Company,

A separate sot of terms and conditions is axeculed between the Accountable Employee
and the President. This agresment i$ notarized, and 1he original copy is securely filed
with the Audit Department.

1. MONITORING AND CONTROL
i thers i3 a budgeted allocation:

1.

Z

Each department with a yearly transponiation of fuel budget must align requests with this
policy and allocate costs laidy per rank and employes need.

Everny reimbursament or liquidation regues! musl indude & summarnry of thir empioyed's
ouisianding balance 1o ensure transparency and avold over-claiming or duplication.

Review and Audii;

All claims are subject (o awdil and final approval by Accounting and Managemend.
Falsified or unsupporied claims may lead to disciplinary acion.
MOTHING FOLLOWS
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PURPOSE

To esiablish clear and consisient guidelines serving as the Slandard Operating Procedure (SOP) for all
GIBCO employees applying for a Salary Loan or Educational Assistance Loan from the Sodal Security
System (SSS).

SCOPE
This policy apphias to all GIBCD employess who meel the aligibility crilena et by the S55 for Salary and
Egucational Assistence Loans.

GUIDELINES
1. Application Process:
o Employees must secure the approgriate SS5 loan application form from the Accounting
Deparimeni.
o The "Employes” portion of the form must be fully completed by the applicant.,
& Submil the accomplished form 1o e Accounting Deparmen for completion of the
"Employer” portion and signatura.
Any required photocopées of supporting documents (e.g., valid IDs, pay slips) are the
responsibility of the employes,
2. Cartificate of Premium Paymants:
o For firsi-time 555 |gan applicants, the Accouniing Deparimen| will provide a Ceriificale of
S55 Premium Payments, as raquired by 555 for verification of contribution slafus.
3. Filing and Follow-up:
o Employeas are responsible for submitting the completed application to the SS8, including
any necessary refiling in case of rejection and lracking the status of the loan,
The company Is not Bable for delays or disapprovals resulting from incomplele documaents,
late fling, or failure 1o meel SS5 citeria,
4. Updates Effective July 2025:
o Salary Loan Interest Rate: Reduced from 10% to &% per annum for members with goos
credit standing (ne penally condonalion in the past five years)
o Educational Assistance Loan Program (EALP):
= Maximum loanable amount: P20,000 per semester,
=  Loan proceeds ara paid direclly (o the educalional insGlution.
* Repayment commences 18 months after the beneficary’s graduation,
MNote: Emplovees ane encouraged to slay informed about any further updates lo S55 loan programs by
regularly checking official 555 commurecations or consulling with the Accounting Department,
MOTHING FOLLOWS
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PURPDSE

This policy outlines the employee benefits offered by GIBCO to help attract and refain fop lalant, support
employees’ personal and professional growth, and recognize dedication and cutsianding perfformance. The
goal is to mainain a compatiive and caring workplace thal valuees its people.

SCOPE
This policy appes to all employees of GIBCO. regardiess of employment status, where specified.

DEFINITION OF TERMS

Benafits — Indirect compensation provided to empleyees in the form of cash or non-cash inceniives, These
include governmenl-mandated and company-iniiated benefils such 88 health insurance, paid leaves.
allowances, and othars.

GUIDELINES

A,

ol S

GOVERNMENT MANDATED BENEFITS
All employees are eniitled io benefits as reguired by law, including bul nod fimiled fo:
Social Secunity System (588 - RA 8282
PhilHealth = RA 7875, RA 9241, RA 10606
Pag-IBIG / HOMF - RA 8679

Maternity Leave — RA 1161, RA 8282
Patemity Leave — RA B187

Solp Parent Leave — RA 5O72

Leave for Victims of VAWC = RA 8262
Magna Carta for Women — RA 9710

13th Menth Pay — PD 851

COMPANYJNITIATED BENEFITS

LEAVE BENEFITS

a. Vacation Leave

s 15 days per year, granted alter 1 year of service

s Cumulative up to 30 days only; unused leave beyond (his will be fordeited annually.
e Comnverlible lo cash only upen résignation

b. Sick Leave
o 15 days per year, granted after 1 year of sendice
s Automalically converied 1o cash al year-end

78




MNon-cumulative

. Chronic llimess Leave (CIL)
15 days per year for employees with al least & months of senvice
Faor serious or prolonged llnesses requiring exlended leave
Reguires medical documentation
Mot comeertible (o cash and non-cumulative
Mol apphcable o planned precedures such ag cesarean seclicn

d. Bereaavement Leave

3 paid days per year for the death of a family member (up 0 2nd degree}
Mon-cumulative and non-converdible io cash

. Emergency Leave
A paid days pad year for emeargencias (nalural disasiecs, Tamily illness, et )
MNon-cumulalive and non-conwerlible 1o cash

2. GROUP LIFE AND PERSONAL ACCIDENT INSURANCE

All employees are covered under a nom-coniributory insurance plan
Coverage and lerms ane reviewsd annually based on budget

3. HEALTH MAINTENMANCE ORGANIZATION (HMO)

Regular employess are enrolled under 8 non-condriculory HWO
Dependents may be enrolled af the employes’s expensa |installment up to 8 months)
Cowerage may vary annually based on company budgel, but basic services will be ansured

4. OTHER BENEFITS

LI I

. Rice Allowance
Regular employess are entiled to a monthly nce allowance. Reféer to Annex C.
This is released every two months on the folowing months: Febrneary, April, Juna, Augilst,
October, and December.
Im case of reshgnation or separation, the rice allowancs will be computed on a pro-rated basis
depending on the number of days served during the manth of relesss,
o Example: i resignation is affeciive Apnl 7, the amployes will receive P 500 (for Mavch) =
P3IS0 (P1,500 = T/30) = P1,750.00
Allvwance is non-convertible to cash beyond the pro-raled amount and s applicable only o
actrve amployeas during the réleass period.

. Outpatient Medicine Allowance
Employess may receve a yearly outpatient medicing alowance, Refer to Annex C.
Covers preseriplion drugs, vilaming, dental, and oplical expenses
Releasad aveny month of May of upon Manageman| disinelisn of reeass
Requires prescriplion and official receEpts bo De guidated unlil Januany 15 the next year

c. UniformiClothing Allowance

Provided annually; can be in cash or uniform fonm
Amount depends on the approved yearly budget



d. Death and Disability Benafit
=  Death ccciered during official working hours, or
»  Was due to a work-related cause
o Disability benelil apphes if the employes is medically cerified as permanenily disabled
{physically or mentally}, rendering them unabde o conlinue working
Thasa benefits are subject to Management approval, and computation will be based on
inlemnal policies and years of service.

5. EDUCATIONAL ASSISTANCE (TUITION FEE SUBSIDY)

+  Reqgular employess may be avail of Wition fee assislance, Refer 1o Annex C Tor the masimum
fllowable Smousy] par yaear.

»  Applicable for children from pre-schoal 1o college and Gibeo staff

=  Releasad every month of July or upon Managemen discretion of release
Oificial receipls ane requined
Il balh spouses are employed at GIBCO, only one parent may claim aducational assislance
per gqualified child. The same child cannsl reiive i Denedil iwios,

=  Requires official receipis 1o be Bguidated wnlil January 15 1he nexl year,

6. CHRISTMAS GIFT
s Employees shall receive a fixed cash gift anmually, The current amount, and any pobtential
increase subject 1o company perlorrmance and approval, 15 detailed in Ammex G

7. CAR PLAN
e The Car Plan is ollered io selec] positions whene regular fleldwork or ransporiation is essantial
1o job pedommancea,

«  Eligibiity and coverage are subject o Management apgroval.
¢ Tems and conditions may vary based on indwidual agreemenis between the company and
ine employee and may be governed by a separale Car Flan Policy, § applicable,

B. PERFORMANCE BONUS
&  May ba awarded 1o emplovees with oulstanding pedormance
«  Subjec! o company profilability and managerment discrelion

8, CASH ADVAMCE FOR PERSONAL EMERGEMCY
= Ragular amployess may apply for a cash advance for qualified personal emergencies.
s Ebgible cases include calamities, accgents, liness, theft, or other relevant reasons, subjact
fo manageménl appraval,
& Submit the application form 1o MR for imilial review
= [ aligible, bring tha o [0 Trédsury [of balance chacking and deduclion valkdabon.

= Ralum the evalusied apphcation form io HR within ihe same day for endorsement io he
CEQ/President

&  Once approved, the amount will be released within 48 hours and deducied Trom salary,

Reler 1o Annex € - Summary of Monetary Provisions for limite and repayment berms.
NOTHING FOLLOWS
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PURPOSE

To esteblish 1he guidatines and proceduras Tor granting uniform allowances as parl of the Standard

Operating Procedure (SOP).

SCOPE

This policy appbes to all regular employees of Guevent insurance Broker Corp. (GIBCO)

GUIDELINES

1
2
.
4

5.
.

Thee uniform allowance is granted al the sole discretion of the Company.

: Only regular employess are enfitied fo receive a unilom allowance and ara reguired 1o weas tha

company uniform.
The uniform allowance will ba based on the annual budgel atocation,
Execulives and Managers will receive the uniform allowance in monetary form, subject to the
budgeted amowunt for the year.
Company uniformmns provided will be used lor a paricd of twalve (12) mealhs,
For employess who resign or are temminated, the following charges will apply if company uniforms
are nol redurned:
g T75% of the unifoem allowance if resignation/iermination oceurs 1 1o 2 manths alter undom
issuEnDe.
B 50% of the uniomm allowance if resignation/emmination ocours 3 1o 4 months after uniform
ISSUANCE,
¢ 25% of the uniform allowance if resignationfiermination occurs 5 to 6 months after unifam
issuance.
Probationary employees who wish (0 wear company uniforms may do so under these larms:
&  The company will advance the 1olal uniform cost, 1o be deducted from the employee.
b, Upon regular appointment, 50% of the uniform allowance will be refunded.
c. The remaining 50% will be considered a benefil untl the next uniform change,
d. If the probabonary employee resigns of does nol pase regularization, they must repay the
full uniform cost,
Employess who fail to wear the company unilosm properly should refer 1o the Code of Conduct for
appropriale acbons and penallies,
i an employes cannot wear the uniform due o damage (e.9.. soiled or burni), they must bring the
damaged uniform o the Personnel Deparimient for inspection. If the unifarm is deamed imeparable.
the employee will be responsible for the replacement cost.
NOTHING FOLLOWS
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PURPOSE

To establish guidelines and standard operating procedures | SOP) for the availment of Educational
MAssistance provided by Guevent Insurance Broker Corp. (GIBCO) 10 reguiar empioyees andior their

1. For Children of Regular Employees:

children.

GUIDELINES
a,
b
c.
d.

A [uition subsidy may be availed once per school year per qualified child, applicable to
nursery through college levels. Refer fo Annex C for the maximum amount,
The assistance will be granled as 3 cash advance, subject to liquidation through the
subrmission of:
i.  Official recaipts for tuition or enrclimant-relaled fees

.  Receipls lor schodl supplies purchased

iil.  Admission Form
Liquidation must ba submitted to the Audit Department for validation and forwarded 1o HR
Department for documentabion in the énployes's 201 file, A copy will be provided to the
Accounting Depariment for closing of the advance account.
Liguidation must be completed on or before January 15 of the following year,
In the event that a child repeats the same grade level or discontinues schoaling within the
same academic year, the employsa may no longer be eligible to claim the beneflit Tor thal
child in the nexl academic year.
This clause applies uniformly to all qualified employees and is intended (o promaobe
regponsible use of educaticnal suppaort.

2. For th;ular Employees:

Regular employees may also avail themseives of the educalional subsidy for personal
educational advancement. Refer to Annex G,
Approval must be secured from management. with endorsement from the employee's
immediale suparvisor o department hiad,
The bemefit will be released as a cash advance only, and must be liquidated using receipts
far,
i, Tuition
ii. Enrcllment-ralated lees
iil, Admission Foem
Liguidation musl be submilted io the Audit Department for validalion and forwarded 1o HR
Department for documentation in the employee's 201 file. A copy will be provided to the
Accounting Department for cloging of the advance account.
Il the employee also has a school-age child, they may opt 10
I. Use the full subsidy for themsalvas, or
ii. Share it with their child, provided the tolal amount does nol excesd the lmil
specilied in Annex C per school year
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il The assisiance applies (o 81 Bast a six-monin WoCaLional or CoOMmpLLer course,
or any degree or posi-graduate program.

. If the empioyee fails to complete the course or re-enrolls in the same course due to
failure or withdrawal, the employves may no longer be eligitle to claim (e Benelil for the
next academic year lo emsure accounlability and proper use of company-prowided
educational suppor.

9. Liguidation must be completed on or before January 15 of the fallowing year.

HOTHING FOLLOWS
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PURPOSE

This policy aims to provide a fair and transparent process for resolving workplace concems,
complaints, or dispules. It ensures thal employeas have the opportunity o raise issues and that [hese
matters are addregsed promptly, objectively, and respacifully.

SCOPE
This policy applies to all employess of Guevent Insurance Broker Corporation (GIBCO), regardless
of employment stalus.

DEFINITION

A dispube refers io any work-ralaled concarn, grievance, or conflict thatl affects an employee’s work
performance, working relationship, or general workplace emvironment This includes bul is not limited 1o
interpersonal conflicts, complaints regarding policies or procedures, and issues involving wnlalr treatment
or miscanduct,

GUIDELINES

Informal Resolution:
8. Employeas are ancouragad (o first atlempt to resolva the Issue informally by discussing it diractly
wilh the concerned party or immesfale supenisor
b. Open communicalion is ancouraged [0 prevent minor issues fnom escalaling,

Fermal Complaimt:
a. If the issue is not resolvad informally, the employee may file a formal complaint In writing 1o the
Human Resources and Adminisiration Department (HRAD).
b. The complaint should include a description of the issue, involved parties, and any efforts made
to resalve the concam

Invastigation:
a. HRAD will Iniiale an investigation within five (5) working days upon receipt of the written
complaint
b. Both parties involved will be given the opportunity to present their side, submit evidance, or
propose solutions
c. All proceedings will be kepl confidential 1o prolect the privacy of everyone involved,

Resolution and Action:
8. HRAD will evaluate all findings and recomménd appro@riale acions [0 resohe the dispute.
b. A written resclution will be provided to the parties involved within ten {10) working days from the
start of the invesBgation,
c. It necassary, HRAD may escalate (he matter 1o Managemani for final decigien



Non-Retaliation:
GIBLCO ensures (hal @mployiis who raise CONCEMS of paricipale in the dispute resolution process
whll not be subject fo any form of redaliation.
Final Appeal:
If the employes is nol salisiied with ihe oulcoma, hey may file a2 fnal appeal o the General
Manager or President. The decision of the top management shall be cansidered final,
NOTHING FOLLOWS
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PURPOSE

The purpose of this policy is 1o establish a clear and consistent framework for evaluating the perlarmances
of probationary employees, The evaluation process s designed 1o assess whether the employee meats the
slandards and expectations of their role and to dedesmine their eligibility for regular employment.

SCOPE

This poicy applies to all newly hired employees under probationary status within the company. Il covers
the peformance evaluation process conducied during the probationary period, specificafly al the third
monih (90 days) and the fifih monih (150 days) of employment.

GUIDELINES
EVALUATION SCHEDULE
a. Two formal parfformance evaluations will be conducted:
i. First Evaluation: On or around the 30lh day of employment.
i Second Evaluation: On or around the 150th day of employment.
b. These evaluations are critical checkpoints (o determine the employes's sultability for regulanzation,

MNOTIFICATION PROCESS
8. The Human Resources (HR) Depariment will issue a nolice of appraisal to bath the employee and
their immediale head two (2) weeks prior 1o each scheduled evaluabion dale.

SELF-EVALUATION
a. The employee is required 1o complete a seif-evaluation using the HRIS Performance+ system.
b. The self-evalualion musl be compleled wilhin two (2) working days from receipl of the HR
notification,

IMMEDIATE HEAD EVALUATION
8. DOnce the saiff-evalustion is submitted, the employee's immediate head will proceed with (heir
perfcomance evalualion,
b. The evaluation must be based on objechive assessment crtera and chsarved perfamance,

DISCUSSION AND CONFIRMATION
8. Before finalizing the evaluation, the immediate head must schedule a discussion with the employes
o go ower the results and feedback of the pedomance evaluation,
b. This discussion ensures transparency and allows the amployes 10 ask questions or  provide
clarifications.
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FINAL SCORE AND SUBMISSION
a. The evalualion score provided by the immediate head is final and wil be (he official basis fos HR
prOGESSING.
b.  Afler the discussion, the complatéd evaluation will be submilted 1o HEL

ROUTING FOR SIGNATURE
a. HR will route the finalized performance evaluation document for the necessary signalures
(employes, immediale head, and HR representalive) as part of the docuementalion process,

REGULARIZATION DECISIOMN
a.  Th oufcomd of the fifli-month evaluation vill pay & Key robe in datermining whether Ine empioyes
will be offered reguiar employment stalus.
b. Probalionary pesiod can be extended wup 1o 8 months depending on the reswlt of evaluation.
HOTHING FOLLOWS
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PURPOSE

The Annual Perlosmance Evalualion process is designed fo assess empioyee performance over the
previous calendar year. This structured approach promoles accouniabdity, professional growth, and
alignment with the organization’s strategic goals. while also serving as the basis for merit-basaed salary
adjusimants.

SCOPE
This policy applies 1o all regular employees who have completed at least one (1) year of continuous service
as of December 31 of tha evaluation year. Il includes all depariments and job levels, from Rank and File 1o
Oficers,

GUIDELINES
EVALUATION PERIOD AND SCHEDULE
a, Performance evaluations are conducled annually, covering the entire previous calendar yaar
{January 1 io Decamber 31).

b A formal kickoff memo will be isswed by HR every January, initiating the performance appraisal
process.

PHASES OF THE APPRAISAL PROCESS
The evaluation process indudes four (4) distingt phases:
4. Phase 1: Seif-Assessment
Emplayees log in to the HRIS Portal and complele their sell-assessment in the
Performance+ App. This phase allows reflection on past achievamean|s, areas [or mmpiovement,
and future goal setting.

b. Phase 2: Immediate Superior Assessment
Alter the self-assessment is submilled, the emploves’s immediate superior evaluales the
performance based on measwrable culcomes, KPIs, and overall conlribulion.

c. Phase 3: Coaching and Counssling
A one-on-one session between the employes and immadiate superior |akes place o
discuss the assessment. During this session, the final performance raling is mutually
agresad upon and documeniad.

d. Phase 4: Evaluation Results and Salary Review




a. Wpon completon of all gepanment appraizals, HR will releases a memo announcing
the completion of the pedormance appraisal process and any approved merit
increases, subject 1o financlal capabilty of the Company.

b. Two consacutive fallures on annual performance evaluation can be subject to
termination of employment.

NOTHING FOLLOWS
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PURPOSE

The purpose of this policy s bo provide a siructured and fair process for addrassing and improving employesa
performance defiencies, A Performance Improvement Plan (PIP) i3 designed to darify performance
gxpactations, suppon professional development, and provide a roadmap for employees 10 meel required
performance standards within a specifiied timeframe.

SCOPE

This policy applies to all employees whose job pesformance does nod meei expected standards as
determined by thelr immediate supervisor and in consultation with the Human Resources Department, 11
may ba implemented al any poind duing employment but is commanly intiated following documented
parformance concermns,

GUIDELINES

INITIATING A PIP
a. A PIP may be inliated when an employes consistently fails o mee! job expeclations in lerms of
productivity, guality, behavior, atfendance, or other kay perfomance indicalors.
b. The decision 1o initiate & PIP must be supported by documented evidence of performance issues
and misl be reviewed and approved by HR Defore implementation.

DEVELOPMENT OF THE PIP DOCUMENT
a. The PiP is created collaboratively by the immediate suparvisor and HR.
b. The plan should include:
« Specific areas of concam

Expected performance standards

Measurable goals and actions required

Support or resources available

Timedine for improvernant {typically 30, 60, or 20 days)

Schedube for progress reviews

IMPLEMENTATION AND MONITORING
a. The employee must acknowledge the PIP in writing and is expectad to achively work on mesling
thé: outiined expedtations.
b. The supervisor will condwct requiar progress meebtings to provide feedback, momitor
developments, and document improvements or oNgoing Concams.
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CONCLUSION OF THE PIP

2. Al the end of the designaled period, the employee's performance will be reviewsd and one of

the following oudcomes will apply:

« Successful Completion: Employes has mel the expeclations, the PIF is closad, and he
einployet Melumns bo nomal pefommandcs moriong.

« Extengion: Partal improvement ig shown, the PIP may be extended with adjusted goals and
timalframeas.

# Unsuccessful Complation: If parformance remaing unsatisfactory, further action may be
taken, which may incude reassignment, demotion, or lermination of employment

COMFIDENTIALITY
a. Al information related o a PIP is treated with sircl confidentiality and shared only wiih those
imyobeed in the process.

SUPPORT AND FAIR TREATMENT
a. Employees on a PIP are entied io fair ireatmenl dear communication, and access o suppori
and resources o help them sucosed,
b. HR iz availabla 1o provide guidance and ensuie procedural Faimess throughoul the proeess,
HOTHING FOLLOWS
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PURPOSE

The purposa of this policy is 1o support employes devedopment throwgh sirustured training programs that
enhance professional competencies, ensure compliance with industry slandards, and align with the
strategic goals of Guevent Insurance Broker Corp. (GIBCQ). This policy also outlines responsibilities related
io training invastimeants made by the Company and the employes’s obligations in relurn.

SCOPE
This policy applies 1o all employees of GIBCO, covening all leaming and development programs inciuding
internal trainings, exlemal certifications, and mandated professional developmenl courses.

GUIDELINES

Annual Training Needs Assessmant
a, Department heads are required 1o assess and submil the traimng nesds of their resgective leams
annually,
b. These submissions must be forwarded to the Human Resources Department by the end of the
fourth guarter.
¢. HR will consolidate (his information and develop the Annual Training Calendar for the folfowing
year. [For details on the Key Compelency Framework, please refer fo Annex C)

TRAINING CALENDAR AND IMPLEMENTATION
a The Annual Trairing Cadendar will include, but is not lmited to:
= Technical and sofl skills development
s [ndustry-specific seminars
«  Regulalory compliance (raireng
« Cerffication programs
b. The calendar will be reviewed semi-annually and updated as needed.

AP MANDATORY TRAINING
a. Empioyeas who have compieted al least one (1) year, bul less than two (2) years of conlinuous
service, are required io undergo [IAP {Insurance Inslitute for Asia and the Pacific) fraining as parl
of 1heir continueed prolessional development.
b. This training may also ba assigned earlier al the discretion of the department head or HR,
bagsad on job relevance and performance.

TRAINING PARTICIPATION
a. Employees are expected to attend all assigned training programs.
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b. Participation and completion of training will be recorded and considered during pedomance
@ BlLEALION S M DromOoion reviews,

. Departmant Heads shall ensure business continuity and uninterrupled operations despite
employees’ atlendance in traning programs.

REIMBURSEMENT FOR TECHNICAL TRAINING
a. For tralmengs that involve significant investment from the Company (e.g., seminars, cerificalions,
offsile programs), employess musl sign a Training Agreemant prior 10 participation,
b. By signing the agresment, (he employes commils 1o ramain with the Company for at least
one (1) vear or 365 days from ihe training date.
c. In the event of resignation or temination (for jusi cause) within the perod. the employes shall
reimburse the Company as-fwmﬂ-

Tenure Post-Training Reimbursement Rate
Prior 1o 183 days 50%
Prior o 274 days 5%
Prior 1o 364 days 15%

d. if ihe employee fails to complete the training or does not pass a required exam, a 100%
reimbursement of all cosis (e.g., training fees, transport, srfare) will apply.

e, This policy does not preclude the signing of separate agreeméants for other leaining-nelated
By enls such a8 exhibillons, convenlions, of Specialized conferences

HR: RESFOMNSIBILITIES
a. HR will overses the implementalion of training programs, monisr employes participation,
coordinate logistics. and ensure compliance with iragning agreemants.
b. HR Is also responsibde for maintaining accurate training records and tracking compliance with
FANdAlERyY COUrSes
MNOTHING FOLLOWS
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PURPOSE

This poficy aims to eslablish a standardized guideline and procedura in line with 1he company's suppon for
employees whose roles require a valld Professional Tax Recaipt (PTR) andlor professional memberships.
It ansurés thal GIBCO complies wilh fréquialony requiremaents and suppons 1he conbinuing professional
status of ils guslified employees. This will serve as a Standard Operating Procedwe (SOFP) for PTR
paymenis and related professional expenses.

COVERAGE
This policy appkes to all regular employees whose job funclions require a valid professional license (e.g.,
CPA, Lawyer, Engineer, Archilest, ele.) and whose posiions are directly refated to thelr profession.

GUIDELINES

1. Approval Requiremant

All requests for PTR payment or professional membership fee coverage are subject to prior approval by
CEO/ President. Only upon approval shall the payment or reimbursement process proceed. Unapproved
requests shall be considered personal expanses and will not be covered by the company

2. PTR Payiment by the Company
GIBCO shall shoulder the Professional Tax Receipt (PTR) payment only if:

+ The employsa's current job position is aligned with their professional boenss.
« The PTR is necessary for regulatory or operational compliance in relation to the employee's role.
+ The payment has been endorsad and approved by the Department Head,

The employee must present a valid license issued by a recognized reguiatory board (e.g.. PRC, 1BP).

3. Non-Applicable Cases

PTR payments shall not be coverad by the company if:
+ The employea’s role does not require a valid professional license.
+ The PTR is intended for personal use or unrelated freelance work.
+ The request was not approved by the Department Head

4. Professional Membership Dues and Joumal Subscriptions
The company may also shoulder mandalosy annual membership dues and journal subscripbions requingd
by professional organizations such as:

= Philippine Instilvie of Certified Public Accountanis (PICPA)

= Integrated Bar of the Phiippines (IBP)



o Oiher equivalent bodies relevant to the employee’s profession

This applies only when:
=  The membarship 5 essential for job funclion or reguiatory compliance.
= The reguest has been approved by the Departmant Head.

£. Procedure for Direct Payment by the Company

+ The employes must submit tha PTR or membaership lee payment request to their Department
Head,

s If approved, the Departimenl Head will endorse the reques! to tha Finance Department.

& The Finance Deparimeni will process ihe payment

s The empboyse must submit an official receipt (OR) and copy of the PTR or membarship certificate
1 HR or Finance Tor proper recosd-kesping in the 207 e,

6. Procedure for Reimbursement (if applicable)
If the employee paid the PTR or professional dues oul-of-packel, they may request reimbursement only
prief approval was granied by the CEQY President. Tha following must ba submitied within ive (5)
wiorking days of paymaent:

#  Dificial Recespt (OR)

s Copy of PTR or Membership Certificate

o Signed approval from the CEQY Presden

FReimbursamenl ghall be processed within the reguiar reimbursement cycle.

7. Monitoring and Recond-Keeping
«  HR zhall monitor employees with professional licenses and track duse réndwals,

s  Finance shall retain copies of receipls and dishursements [or audibng purposes,
NOTHING FOLLOWS
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PURPOSE

Guevent Insurance Broker Corporation (GIBCO) is committed to maintaining a safe, healifvy, and productive
work enwironmaent. The use, possession, or influence of ilegal dreges compromises he safely and
performance of individuals and the organization as a whole. This policy outlines GIBCO's stance on
subsiance use and supports eflods to ensure & dneg-free workplace in accordance with applicable laws
and company values,

SCOPE
This policy applies to all GIBCO employees and job applicants.

GUIDELINES
Prohibited Activities
1. Niegal Drugs
o The use, possession, distribution, or sale of llegal drugs on company premisas, dunng
working houwrs, or at any company-sponsorad activity is strictly prohibited.
o Any wiolations will resudt in disciplinary action in accordance with the GIBCO Code of
Condust
2 Prescribod and Over-the-Counter Madications
o Employees must immediately notify their supesviser or the HR Depariment if they are taking
medications thal may affect thelr performance, behavior, or safely at work
o GIBCO resarves the right to temporarily refieve employees from duty if it is determined that
the medication poses a risk 10 their safety or (o others.

Drug Testing Procedures
1. Pre-Employment Testing
o All applicants, including rehires, are required 1o undergo drug testing as a condilion of

employment.
A relusal to underge lesting or a confirmed posliive result will disqualify the appiicant from
further consideration,

2 Random and For-Cause Testing
GIBCO may conduct random drug testing or require lesting If there is a reasonable belief
that an employee is under the influence of illegal substances whila on duty.
Refusal to undergo drug tesling when required may result in discipinary action per the
Code of Conduct

Search and Inspections
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= GIBCO reserves (he Aghl 1o pedorm unannounced inspections of company-glned property,
including bt not imited o work areas, lockers, and vehicles.

" Empluraeeg are expected lo cooperate. Relusal bo comply wilh a kawful inspection may be realed
as a violation of this polity.

Confidentiality

& Al drug lesting resulls and related information shall be kept siricily confidential and will only be
disclosed when required by law or with the writlen consent of the employes involved,

ENFORCEMENT AND DISCIPLINE

Any employes found to ba inviolation of this policy will be subject to disciplinary action based on the severity
of the offense, in accordance with the GIBCO Code of Conduct.

COMCLUSION

A drug-iree workplace protecis the healih and safely of all GIBCO empioyees. Through this policy, GIBCO
reaffirms its commitment to legal compliance, responsible conduct, and a sale working enviranment,
NOTHIMNG FOLLOWS
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PURPOSE

This policy @ms o promole a sale, respectiul, and harassment-free work environment for all GIBCO
employees. i provides clear rules, responsibilities, and penalties to prevent and address sexual harassment
in the wWorkplacs in acoondancd wilh Republic Adl Mo, TBTT

SCOPE
Thiz policy applies to all officers, employess, trainees, inerns, and service providers of GIBCOD,
regardless of position, rank, or employment siaius.

Sexual harassmen] covered under this policy may eeour:

in the warkplace, including company premises, branches, or field assignments
+  During official company acliviies (e.g., leam buildings. trainngs, work-relaied inps)
»  Through electronic communication such as emalls, chats, or social media related to work

GUIDELINES

1. Definition of Sexual Harassment
Sexual harassment accurs when a persan in authonly or moral ascendancy over anothar, or &ven a pesr,
engages in unwanted sexual behavior or conduct that affects a person's employment of work
Ervironmen

This includes, but is nol kmited to:
»  Requests or demands for sexual favors in exchange for hiring, promaotion, or conlinued employment
« Unwanfed physical contact (e.g.. touching, brushing. groping)
s  Lewd o sexual comments, jokes, or gestures
+«  Sharing =exual or pormographic matenal
»  Sexuslly suggestive staning, leasing, or advances
= Spreadng sexual rumors or making offensive remarks

Consent is not a defense i he act anses from power imbalance or iInlmidaton,

Sexual harassment can be committed by anyone, regandiess of gender.

Sexual misconduct thal does not meet the legal threshold of harassment may still be penalized
under GIBCO's Code of Conduct,

Rk

OFFENSES AND PEMNALTIES
1. Major Offense — Sexual Harassment (RA 7877 Defined)
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o Firgt Offense: Dismigsal from e pliymant
s Subject lo criminal and/or civil action a& provided by law

2. Other Sexually Immoral Conduct (even if not under RA TETT):
+ |Includes ocbscens language, suggeslive messages, public indecency, and ssmilar acls
*  Penalties:
o First Offense (Serious Misconduct): Dismissal
Lesser offenses: Suspension or disciplinary action based on severily

“Bira lang,” “tnp-trip lang.” or “nakasanayan na” will not be accepled a5 axXcusas,

RESPONSIBLE COMMITTEE: COMMITTEE ON DECORUM AND INVESTIGATION (CODH)
GIBCOD establishas a Committes on Decomm and Investigation (CODI 1o:

= Educalg all employees aboul this policy and relevant kaws

= Raceive and invegtigate complaints confidentially

= Recommend appropnate disciplinary actions

COD Composition:
= Legal Counsel ({Chalrparson)
= One Supenisor (representing managamant)
« One Rank-and-File Employes {representing employveas)

All eomplaints will be investigated with due process and confidentiality o profect both the complainant
and the respondent. Redaliation against complainants or wilnessas i strckly prohibiled and punishable.

INVESTIGATIION PROCEDURE
v Commplaints must be filed in writing 1o the CODI
« The commities will conduct a Fair, impartal, and confidential inyesligation
s Zanchions will be imposed based on ths seventy of the act and Tindingz of the investigation
L]

The process will folow existing proceduras in the Labor Code and GIBCO' s disciplinary policies

EFFECTIVITY

This policy ts effective immediately upon approval and shall remain in force unfess repealed or amended

by GIBCO management.

All armployess ame required to read, understand, and comply. A copy of ths policy shall be distibuted

andior made accessible 1o all concermed,
HOTHING FOLLOWS
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PURPOSE

This pelicy aims o safeguard the health and safety of all personnel al Guevent Insurance Broker
Corporation (GIBCO) by preventing and managing the spread of communicable diseases within tha
workplace. |1 eslablishes clear prolocols for eardy detection, containmen], and recovery 1o ensungé DUSINEss
continuity and promote employee well-baing.

COVERAGE

This policy applies 1o all GIBCO employees. including regular, probationary, conlraciual, and
priject-based personnel, as well as third-party confractors, interms, and all individuals enlesing company
pramisas

GUIDELINES
General Hygiene and Provention
= Employses ama required to practica proper hand hygiena and raspiratory eliquetle, such as coveing
the mouth and nose when coughing or sneeazing
# Regular cleaning and disinfection of workstations should be observed.
«  The company will provide hand sanitizers, face masks {(as necessary), and maintain regular
sanitation of facilitias.
+ Physical distancing should bé observed whenayer apphcable.
Health Screening and Reporting
» Employeses exhibiting sympioms assodated with communicable diseases (e.g., lever, cough, sore
throal, rashes, eye redness, vomiting, diarrhea) must immediately notify their immediate supervisor
and the Human Rasources Departmant
« Symplomatic employess will be advised not 1o reporl onsile and may De required 1o undergo
medical evaluation or quarantine based on the (liness.
Medical Requirements
« Employees alfecled by communicable diseases must submit a medical cerlificate certifying thair
fitness to raturm bo work.
« For highly contagicus conditions such as COVID-19, chickenpex, conjunclivitis, or lubercdosis,
clearance from a licensed medical professional or relevant public heafth authority is mandatary,
Isclation and Quarantine
+ Employees diagnosed with communicable diseases musi comply with mandalery quarantine
periods as prescribad by medical professionals or government guidalines,
e Close conlacts may be requested to salf-monitor symploms or work remolely as apgooprale.
Company Support
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e  The HR Depariment will coordinale with affecied employess regarding leave benefils, assistanca
programs (if available), and plans for safa reintegration,

= In confirmed cases, GIBCO will undartake contac! racing and therough sanitation of Impacted
argas bo pravent furthed spread,

VIOLATIONS AMD PENALTIES
Any breach of this policy will be addressed in accordance with the GIBCO Code of Conduct. which oullines
the disciplinary measures applicable depending on the nature and severity of he violation

EFFECTIWITY
Thes policy 1s effective immediately upon ssuance and will remain in force wntd amanded of revoked by
managemeanl

RESPOMSIBILITIES

« Al Employees: Adhere sirictly 1o heallh prolocals and promplly fépon any relevant health
CONCEMms.

»  Supervisors and Managers: Monilor team compliance and health status, enforcing adherence
withim their degariments.

= Human Resources Department; Overses implementation, manage reporting procedures, and
coordinale: refumm-1o-work claarances.

»  AdminlatrativeFacilities Tesm: Ensure propes sanilation, deanliness, and the availability of
hizalih-relaled suppliss (hraughoul company premises.

HOTHING FOLLOWS
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INTRODUCTION

The Managemenl expecis all employees (0 conduct themselves in approgriale manmer. Al
employess mus! work together to maintain an effident and disciplined worklforce. Employeess are expected
16 conduet 1hemselves professionally and always treat each other with courtesy and respect.

Employees should always be discreet and professional in all conversations, Talking aloud or
laughing in the workplace should be avoided. Personal conversations should be kel (o @ minimum
while in the workplace.

The spreading of rumors, gossip, comments other empioyees and management are not alowed. Any
grievanca by an employee should be directed (o the concerned person or (o seek (he assistance ol HR
Representalive in case of misunderstanding,

Only upbwilding and wholesome jokés are allowed within (hé workplace, Olfensive jokes may be
ganclicned under the company's discipliinary policy.  As an employee of GIBCO, | must conduct anesel{
with responsibility, integnty, and accountability. It means communicating effeciively and approgniately and
always finding a way to build harmony, cooperaion, and good rBpport amaong co-employees.

Employees are expected and required o report to work on & condition to perform their

responsibilities safely and musl remain in such condition whale at work.

RESPONSIBILITY
The Departmén| Head, (ogether with the HR Representative, shall be responsible for overseeing the correct
implameniation and implementation of the Company’s Code of Conduct.

PROCEDURE
Counseding to Suppon Efective Performance and Bahavior

Supervisory counseling with staff is an expecied preliminary slep prior to correclive action and should be
conducied when a staff member has not adhered 1o the expecled Slandards of Condwc! of when a
Departiment Head deems il necessary to bring 8n employee's performance to an expected level.

Each Manaper has the responsblildy of counsaling his or her subordinate 1o try to modify behaviar and 1o
administer comective aclion when appropriale, All corrective actions mus! be documenied

The following peinciples apply 1o supenisory counsafing actions at GIBCO:
» The standards of conduct and performance should be communicated 1o each staff member in a
variety of ways {i.e. through reviews of the GIBCO Employes Handbook and wilh regular
dhscussions betwean the Deparimeant Heads and the employesa ).
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s Slandards of conduct and peformance are reasonably related to the orderly, efficient, os safe
operation of work al GIBCO or ils depariments.

= Aldimaly, fair. and objeclive raview will always be completed balorg (he decision [0 lake corective
action is made.

= Consuliation with the HR represaniative and a representalive of employes and Quorum is reguired
before implermenting cormective action thal involves an employee member's condifions of
employment or inyoluntary iermination.

= Consuliafion with the HR reprasentalive or a representatve of employea and Quonum is stronghy
encouraged for all piher comeclive aclions

= Initial and eady performancs discussions should occur betwean the employes, Manager, and HR.
The Managers should explain why the performance problem andfor counseling is socuming and
should define the impac! the problem is having on the employee's department and/or coworkers.

= Managers should outline ihe steps necessany 1o cormect performance andior conduct defidancias
and should glss documen) these steps uging the Pedesmance improvement Fian document,

s Managers should schedule timely and regular follow-up meelings for constructive feedback.

s Managers musl ensure thal all employees are encouraged 1o use employee assistance as an aid
o improve or cormecting performance and’or behavior.

# |f an employee work performance or behavior conlinues o nead improvemend or if a GIBCO policy
has bheen violated, correclive steps should be taken to modify and improve behavior based on the
nabuere and severly of the issue, the frequency with which the peoblern has occurred, and any
exlenualing crcumstances.

CORRECTIVE ACTION

GUIDELINES

In destermining the proper course of cormaclive aclion, the Deparimen] Heads may repeal, modify,
or omit @ level of disciplinary action based upon the facts of the specific case. For exampla, in the case of
serious misconducl, immediate lerminaton of employment may be wamanied. “Serious misconduct” s
defined as any action commilled by an employes that includes - bul s not Bmited (o - the vielalion of Laws,
andfor GIBCD podices, procedures, and praclices; thefl; assaull; fighling; unethical conducl, salely
viclations, harassmend, possession/concealment of weapons; possession, use, sale, or purchase of lllegal
drugs or Begal iMoxicants; falsification or improper allesation of records (including time cardsireconds),
andfor disclosure or misise of confidential information.

DOCUMENTATION

All comeclive aclions, counsaling discussions, and relaled facls must be documented - with ona
copy of all documents provided Lo the amployes and ond filed in the employed’s 201 fGle Tha HR
repeesentalive will assist Managers in recording appropriate documentation for counssling discussions,
writien warnings, and terminations

CORRECTIVE ACTIONS PROTOCOL

GIBCO has designed s corrective-action profocols fo ideniify and comect problems or behaviors
that affect the work pedommance of emploves. The propar sleps for Correclive action musl be handled
consistenty within and across each depariment and for each probiem,
GIBCO's "corractive action” processes include the foliowing actions:
Written Warning - This protoco decumenis discussions betwesn a manager and employes who Tails o
meel performance of behavioral expeciations, Under most clrcumslances, writhen wamings occur before
moea prograssive correclive actions are undertaken by Managers,
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Final Written Warning or Suspension- This plan of comeciive adion documents discusses belween a
managar and employes who continues to fall to meet performance or behavioral expectations afler
receiving a written warning. This action incudes disciplinary action or suspension that provides for
temporarily removing employea from the workplace (preventive suspension) for serious misconduct
pending further invastigation. Belore employes |8 suspandad, the Manager must consult with tha Admin'HR
representaiive or Labor represeniative 1o discuss the crcumstances,

Termination- Tarminations ocour afles wrillen wamings are issued 1o employee continuing 1o fail o meet
performance or behavioral expectations. Teminations must be reviewad by the AdminHR representative
and Labor Relations prior ko a final dismissal.

GIBCO intends s correciive-aclion pofcies and procedures to be progressive, However, depending on tha
situation, Managers are permifled to repeat, omit, or employ any comrective action plan out of the
pHOOressive SBQUEncE.

All corrective actions are determined on a case-io-case basis by individual depariments and by GIBCO's
Admin/HR Represeniabive and Labor Relalions.

Employees who are absent for thrge conseculive, scheduled workdays without contacting an immediate
Manager will be considered as having abandoned their position{s) at GIBCO and will be terminaled after
due process.

CORRECTIVE ACTION TRACKS: ATTENDAMCE AND BEHAVIORAL/PERFORMANCE

Altendance, behavioral and perdormance issues are addressed in separate tracks. For example,
an employes who has been issued a wrilten waming for 8 pedormanca/behavional issue would receive
another, separate warning for an attendance problem that warranis correclive action. |f allendance is
corrected but the pedormance/behavior continues al below expeciations, & final written waming for
performance may be warranted. Sea the charl below (o condirm e approgriate comrective aclion track

SUSPEMNSIONS

Disciplinary Suspension

In the casa of senous misconduct, it may be nacessary to protect the safely and sacurity
of the workplace by suspending the employess involved and removing them from the workplace
This cormective action s unpaid.
Frevenlive Suspansion

Fricr io discharge, an employes may be suspanded, pending imvesligation of tha facis, to
detarming whelher lemination s the appropriate coursa of achon. While the Manager s
considering termination, the amployes concemed may be relleved from work and suspanded from
ermployment pending a full investigation of the circumstances. Suspension panding investigalion is
unpaid.

The Investigation may have ong of the following résdls

= | the circumsiances do not justify the suspension, the employee will be paid for the period
of the suspension and be refumed Lo the workplace, although oliver correclive action may
bea taken.

« I the droumslances do nol juestify lerminalion bl are serious and justify dsciplinany
gugpansion, the empioyes may not be paid for the perod of the suspension; or other
corrective actions may be isswed; o

e If the circumstances justify lermination, the employee will be dismissed, and a final
payment will ba issuad.
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CATEGORIES OF MISCONDUCT

GROUP 1
1.

Failure to comply with the prescribed procedure in notifying the Company of his / her
absance or tardiness,

2

Failure 1o report 1o work on time or comply with project / deal specific procedures on
attendance:

&) Fallere io report 1o work within the 15-minute grace period shall be racordad as
tardiness. Accumulated instances of tardiness, regardiess of 1the number of
minutes, oCcaming three (3) times on non-consecutive days within one cut-off
period shall be considered as one fraction

by 18 accumudated instances of tardiness within a ralling 12-month period will be
treated as gross and habitual neglect of duties

Unauthorized act of spending time or leaving work during official work hours 1o par{cam
non-wark-redated aclivilies, such a8 but fol lirmibed 1o

a) Habitual under-lime,

b} Excessiveasension of meal break and esdanded restroom braaks

¢ Lotering

d) Malingering or pratendsng 10 ba sick 19 avold wirk

&) Failure to comply with the requirements of flexible work arrangenents

fi  Seling or conducting personal business

ol

Non-fompliance with Company dress guideing

Othar cases analogous 1o thea foragoeng

Sleaping during work hours or training

Failure 1o comply Wilh procedures, policies and guideines on Time and Expenses
reporting

Failura io comply with assigned responsbilities such as but not imited to:
a)  Fallure to follow work procedure according to the given job deschiplion
b) Fallureio follow IS0 procedures
) Timely reporting of AWOL cazes

-

Refusal tofollow ar comply with reasonable and Lawho work-related orders, Instrucisons
and direclives.

Gross or hatwiual negligence in the performance of assigned task or dubes

Zem1

b cases anabogours (o the forgeeng

| @) en|

Acting in a disorderty, boistenous, nowdy or unruly mannes within work premises, or during
Company-sponsoned events that cause disturbance 1o other indiddual

=

Spraadng o sharng disparaging or malicious information through any act or means of

-Discourtesy of rudenass o employees

Acts thal misuse or wasie Company or dient resouwrces, such as but ane not limited 1o
a) Imappropriate email signature in Company or clignd syslems,;
b} Sending mass mailing or chadn letiers
c]  Useof Company emadl for non-work-related matters.
d} Excessive chatting: internet surfing or playing offfine games
&) Excessive personal phone calls
fi Playing caline / netwarking games
gj Useof client email for personal ressons
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DpENING UWNALTNONZed WeDSIEs on the infermel

n

Mon complianca 1o Company guidelines on appropriate and responsible use of Company
property such as bul not limiled to:

a} Leaving lapiops unatiended

b) Loss af Company assels due 1o negligence

12, Non-comphiance with Company branding guidelines incduding but not lmited o

a) lUse of Company logo in non-related media like social sites and blog sites.

b} Use of GIBCD name or logo in any promobional malerials wilhout the proper
autharizalion,

13 Mon-compiance with Company and dient securily policy requirements, such a3 bul nod
limited to:

a} Failure to badge in and out of Company premisas or workplace upon entry or exil;

b} Failure to comply wilh Clean Desk palicy.

c) Use or possession of prohibited or unauthorized ibems o work area

4. Refusal to comply with the health and waliness regulations of the Company such as but
i limnibed fo:

@) Failure or refusal 1o undergo prescribed annual physical medical checkup or to
underiake medical examinations as prescribed by accredited Company
physicians

i5 Fallure 1o adhere {'ﬁaﬂpﬂw security policies and procedures on physical assels such
as bul nod limited 1o

g} Unauthorzed brnging in of personal laplops.

by Wiclations om project speciic securily policies on data classification and handling
guidelines such as propes labeliing,

16, Failure 1o immediglely escalale sacurily incidenls or policy violations 1o the appropriale
tearmns such A% bul nod mied o)
a) Unintentional introduction of viruses and fallure lo immedialely log off from the |
Company network and repod incident.
GROUP |
1 Taking parl in any form of gambling within Company or client premises or during
Company sponsoned aclivily using Company properly 10 lake parl in gambling.
Exempbon i3 games &uthorized by |leadership and or organized for
project’'deal/community engagemeni pUIPDSes.
2 Any unprofessional act commitied within work premises or during Company sponsored
events, including but nod limited fo:
a) Inappropriale acts of sexual nalure
| b)  Desnuplneg 2615 Ihal alfect work opedatons or ulpul
3 Arvy Toom of dighonesty, inciuding but not lemiled 10°

a) Misrepresentabion of qualifications

b) Misrepresentation of salf as a Gibco authorized represenialive

) Falsilication of Company reconds of documents

d) Cheating om fime or work output records

e) Prowviding amy false or misleading informaltion o any Company amployes,
invesligation or inquiry
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Comviclion for of involvement in any enminal offenses, in which the act committed
hampers one's ability 1o perform assigned work andfor |5 prejudicial to the inlerest of
the Company of lis empioyee

Engaging In any aclivity which is in confict wilh the inleres! of the Campany of (18 cients,
such as but not lirmiled i

a) Unauthorized dual employment

b Unauthorized solictation

Possession or use of illegal drugs, subslamces or paraphaermalia whike working.
rapresanting the Compary of al an evenl associated with the Company, its cliemis or
suppdiers, within the Company or clieni premises or coming o work under the influence
of ilegal drugs or subsiances.

Commilting (or attempling 1o commit) recklass or intenbional acls of vidkence thal may
inflict harm and injury W any pedson within work premisas or during Company-
sponsored evens. Such acts induded but nol limiled bo, provoking quarses and fighting

Reporiing for work while under the influence of alcohol or intoxicaling subsiance or
ponsuming acoholic or intoxicating drinks within Company or cBenl premises. An
exceplion is he responsible consumption of alcohol during authorized Company
functions or evenis.

Any act of harassment (sexual or olherwise), or any olher threalening or intimidaling
behaviour directed iowards a colleague, vendor, vigler of chenl of the Company that
urkdermhings e conf| dence and seif-esteem of the recipient

10

U of Company or cliend computer resnurcas for unprofessional purposes sech as but
nod limited fo
a) Accessing inlernel sites with pornographic or inappropriale canbeni
b} Downloading, storage or distribution of profane [ discriminatory / pormographic
{ dafamaiory / libetous or olher similardy inappropriate or uniawful materials

14,

Any act that constitutes abuse of authorly or posiion

12

[ 13.

Intentional and uninientional acts thal negatively affect the Company's and [ of chent's
or vendor's reputabon and goodwill of the Company

T

her Cases analogous 10 e [onegoing

14.

Sy reckless, negligent or infendlional act or omission that leads loor can cause damage.
desiruction or loss of properly betonging to the Company, s employeas, clients, guests
of sandice providers, Including but mol limited o

Failure to protect mobile devices conlalni Information

15,

Unautharized use or possession of propery of resources belonging to the Company,
client, employees, service providers or guests; or any unauthorized act which commits
such resowces o oiher individuals or entibes,

18,

Any acl (or atlempled acl) o

al MWisappropriale GIBCO { cliend funds,

b) Chaim fraudulent benefits and expenses;
Sleal money, propedy or anylhing of valye from the Company, client, other employaes
ar Company visitors.
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A Health, Safety and Physical Secusily

Digregard of office requiatons on safely, sanitation and ordarly conditions of tha
workplace such as bul not limited o

al Playing or lampering with fine extinguishers, fire alarme or smoke deteciors

b} Umauthorized use of fire axil slamells

) Unmauthorized access o restricted areas

d) Tampering with any security and safety devices

Z Viglating the Company's health and wellness regulations by smoking in ‘nan-smoking” |
of unaulhorized anas,

3 Mon-disclosung of Raving besn diagnosad with &n infectious disease or reporting for work
while knowingly suffaring from an infectious illness. .

4, Any action taken lo gain or allow access o company of cdienl premises withou! proper |
authorization

5, Any act thal would endanger the life and safaty of other amployees such as but not

lirrited tex
a) Possession or use of fireasms, explosives or alher dangerous or illegal itlems
within work premises or during Company-sponsored avents,
b} Imlenbenally reporting false information to the Company such as calling with
bomb thraats ]

B. Revealing of disclosing, whathes intentionally of uninlentionally or negligently, 1o any
unauthorized persons confidential informaltion of GIBCO andios ils chents, including bul
rid limiited 1o

a) Proprietary infarmalion

by Operational or transactonal informakion

c] Trade secrels

d) Clients' and employees’ parsonal information

g} Information related to adminisirative proceedings

f) Al olner information described, considered or realed as confidential,

7. Disclosure of own personal account passwords or use of another's Company / clent-
assigned personal acoount INfonmalion angd sacunty opie of condoning / giving orders 1o
commif such acts,

8. Unauthorized accessing, downloading, dughicalion, dealing wilh, staning of possession of
configential Company or client idormation, or anatiempt to do any of the aforementicnad
acts such as bul nod limitesd to:

a) Atternpt to siore Company information on personal storage devices'
b) Storing chent information on local drives on PCs
9. Any inlentional or wnintentional use of Company or clien] rescurces (thal vigkales the

infarm ation secunly polices and regulations of GIBCO and for ite clients, such as but not
lirmiibed to:
a)  Intentional introducton of viruses | malware;
b} Hacking:
e} Alteration of Gibco information systems and security tools Foe USE confrol, efc,
d) Instaliation / downloading f use of unauthorized software
g} Unauthorized dosnloading, slofage of transmission of audio | video files, unless
artist has expressed permission for their usage

10.

Oither cases analogous Lo tha foregaing
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SANCTION:

GIBCO adopls a progressive method of sanction 1o give the employee concemed every oppoarfunity to

correct hisher defidencies.

GROUP | OFFENSE _

Sanction ¥ writien 2=writien E-da_.l “Final written Recommendation

Hbiatrix waming Warming SUSDENSI0N wanning for Termination of
Senice

GROUP 1OFFENSE

Sanction Matrix 19 writien waming | 3-day suspansion | Fmal writlen Recommandation

warming for Termination of

Senice

GROUP Il OFFENSE

Sanclicn Matrix Recommendation for 1 ermination of Servioe

Mote: The sanclions under this policy may be waived or madified by the Executive and Board of Directors,
s halsha may deem appropriate or beneficial to efdher or both the company and the employes, taking inio
consideration the degree of offense/viclation committed, the employee’s discplinary record and length of
service, and the explanation given by the amployes.

Al Disciplinary suspensions will be unpaid.

ATTENDAMCE RELATED VIOLATIDNG

All absenlesism and fardiness relabed violations will progress to higher sanctions even if itis nod a repeat

victation and will be considered under the follwing manner with due process as cutlined in this Section,
A, Tardiness and Missed Logs: one otcurrence of late arrival will constinae as ane instancs
[Crefimition: Tardiness is defined as late arrival to work

C R -

First instanca: Oral Admonition

Second instance: Written Reprimand

Third instance; Witten Reprimand {Final Warming)

Fourth instance: 3 Days Suspension Without Pay

Fifth instance: 5 Days Suspension Without Pay

Six instances: 10 Days Suspension Without Pay
Seventhinstance: Recommendation fior Termination of Serdcas

B. Under-ime: Three oocurrances of undar-timss will constitute ong mstance
Definition: Linder time is defined as logging out of or leaving work before the end of the shift

e Anop

First instante: Oral Admonition

Second instance: Written Reprimand

Thwrd instance: Wiiten Regrimand (Final Warning)
Fourthinstanca: 3 Days Suspansion Without Pay

Fifthinstance: 5 Days Suspansion Without Pay

Sixinstances: 10 Days Suspension Without Pay

Seventh instance: Recommendation for Termination of Sarvices
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C. Unplanned Leavae{s) of Absence(sk Any unplanned |leavelabsence wilh nodification will
fail under this category. One cocurrence |3 equal o one instance.

Definiion: Unplanned Leava/Absence s defined as calling in and advising the supendsor of

ihe abzence al least fowr hours before the specified shifl,

2SR FR

First instance: Cral Admaonition

Secord inslands Willen Reprimand

Third instance: Written Reprimand (Final Warning)

Faurih instance: 3 Days Suspension Withowt Pay

Fifth instance: 5 Days Suspension Wilhoul Pay

Six Instances: 10 Days Suspansion Withoul Pay

Seuanth insjance” Fecommendaton for Temination of Services

b, Mo Call Mo Show (MCHNS): Any Unplanned leaveabsence withoul notification will fall under
ihis category. One oocurmence i3 equal 1oone instanca.

Definition: Mo Call Mo Show is defined as absence without advising the supervisor o informing
lade (on or afier the start of shilt)

R -

Firsf imsiance: Oral Admonition

Zecond instance; Writhen Repimand

Third instance: Witten Reprimand (Final Waming)

Fourth instance: 3 Days Suspension Wilfsoul Pay

Fifth inglance: 5 Days Suspension Without Pay

Six instances: 10 Days Suspension Withou! Pay

Seventh instance: Recommendation for Tesmination of Services

E. Absconding: One occurrancs is agqual (o one inslance,
Defimstion; An emploves |5 considered absconding if hefshe has 3 conseculive Mo Call No
Show (NCNS) and is senl 8 Return-lo-Work Order,

a
b.

Firsl instance: Final writlen waming
Second Instance; Recommendation for Termination of Service.
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POLICY NUMBER V. DISPUTE RESOLUTION

INTRODUCTION

GIBCO is commitied 1o fair and equilable treatment for all slall. proceduré has besn eslablished for (air,
ordery, and prompt resolulion of disagreements. Any claim arising out of or relating to employment policies
will ba satled in accordance with this procedure, The arbiiration step ol this procedure wil be governad by
the Depardment of Labor and Employmanl. Both the staff member and GIBCO are required o ufilize this
procadure 1o resolve disagresments falling within ils scope.

RESPOMNSIBILITY

The filing of inciden! repor or raising any office Issues shall ba kepl confidanal between concermed parties
and will not cause any negative reflaction on the complainanl-employas or any employes participating in
Ihe process mor will affect perfformance evaluation, compensalion or waork assignment at GIBCO.

In circumstances in which the complainant-employee believes the comective aclion policy has not been
appropriaialy followed, he should escalale the isswe 10 his depariment head or the Admin Manages, lor
AEISLANCE N 1FYiNg 10 MeS0he e problem,

Mo gritvance using the Dispute Resolulion Process for reasons of (1) disagreement with a performance
evalualion rating or (2) as resull of a job classificaton or reclassification shall be entenained. Any dispute
with perfarmance ratings or job classifications should be reviewed by the stafl member's depariment. The
disputing emploves should raise his dispate wilh his or her supervisor's superior.

PROCEDURE
Step I: Face to Face Discussion

=  Employes who belisve (hat an employmeant policy has not been followed ane encouraged fo try
i raach a resolution with their Deparmenl Head, In the eveni the Sialf and the Depariment
Head are unable 1o resolve the dispule, the slafl must file an incident repord Lo heé Admin
Kanager or HR Oificer within len {10 calendar days from the fime of the incident causing the
dispute.

* Onca the incident report is filed and confirmed that the is5we 5 valid, HR Dfcar will issue a
Motics 1o Explain {NTE) 1o the reporied employes with possible vislation of the company policy.

= Afler the NTE and the explanation ketter are recaived, HR Officer will fonesard the explanation
letter 1o the complainant-smployee and convene both the complainani-employee and the
Depariment Head in an atlempt to darify and resclve tha dispuia.

= |n the event the complainant-employes and the Depadment Haad are unable 10 resabe the
dispute informally, the complainani-employes and the Depariment Head will complele an
Action Plan form cutliming the dispude and the efforis made o resolve (he dispule. Thereafler,
the complainani-employee, the Department Head and the HR Officar shall meet 1o further
atlempt 1o resolve the dispule. Il despile the meeting, the dispule remains unsoved, 1he
Departrment Head will sign the Dispute Resolution Effort form, and the dispute may move o
the nexl phase of the process.

= The complainant-employes may request he dispute be relerred lo the Execulive Commiltes.
The amiployes complainant mus! make the request for the Execulive Commities within ten (10)
calendar days from tha dale the Dispute Resolution Form has been signed by The Depanment
Head, |f the Depariment Head fails to or refuses to sign the Disputa Resclubion Fom, the
Disputa Resalulion Form shall be desmed to be signed afier thiea (3) working days from
meeling with the complainant-employes, Daparimeni Head and HR Officar,

= Oulside Representation:
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All dispules within the office shall be resolved internally, withoul the interference of an external legal
counsel, Only in cases of imroluniany separation would a representation by an externs counsed of cholce
of either party be allowed.

& Al experses and costs of engaging the legal counsal shall be bomse by the party being represented,
In the case of the employes, the HR shall be notified of the choice to be represented by legal
counse, Al least lourteen (14) calendar days before the date of the scheduled hearing, IT he slaff
member chooses attomey's represaniation, managemen! may, m ils  discrelion, ek
rizprasantation by an allorney on itg behalf 5g well.

in mo case will an attomey represent managament al the hearing when an atiorney does nol represent the

stalfl mambes,
MOTHING FOLLOWS
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PURPOSE

This policy provides a clear, consistenl. and accountable process for employee separation. including
securing clearance, raleasing final pay, and conducting an axil inlerview. The goal ig to ensure 8 amooth
transition while profecting company assets and capturing feadback for improvement.

SCOPE

This policy applies to ail regular, probationary, and contracieal employees of GIBCO who ane volunlarily or
imveduntarily separating from the company,

COMPONENTS OF THE SEPARATION PROCESS

1. CLEARANCE PROCESS

All employees must complete a clearance process o certify that they have returned company assets and

seiled all accountabilites.
Sleps:

1. Submission of Resignation | Notice of Separation
= Employees must submil a formal resignation letler or receive a nolice of lesminabon, as

applicable.

2. Issuance of Clearanca Form
The HR Depariment will issue the Employee Clearance Form, which ocutlines the deparimanis the
employes musl coordinate wilh and secure clearance from prior 10 separation, Thess include:

o Immediate Supervisor /| Department Head — Endorsement and return of company-issued

docurmenls.

"

Imer-deparimental accountabllities,
IT Department — Relurn of company laptop, moblle phone, end deactivation of system

accass.

Other Relevant Department Heads = Clearance of any pending reporis, deliverables, or

Finanmce / Accounting — Setllement of any outstanding cash advances and reimbursements.
Internal Audil = Relurn and clearance of office equipment and other fixed assets (e.g.,

company vehicla).

HR { Admin Department — Collection of items such as Company D, HMO card, credit card
(if applicable), clearance form, and compleBon of final documentation,
3. Routing and Signature Collection

The employes mus! Secure all required signalures within the nolice penod of before the

last working day.

4, Return of Company Properties
o Al physical and digilal properties must be relumnad balore cearanca is complated,
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2. EXIT INTERVIEW
An exit interview is conducted to gather fesdback abouf the employee’'s expenience at GIBCO.
Guidelines:
o Scheduling: HR will schedule the exit interview on or before the employes's last day.
« Format: May be dong In person, via phone, or through a written questionnaire.
o Topics Covengd,
= Reason for leaving
o Feedback on work envircnment, management, and policies
o Suggestions for improvemenl
¢ Confidentialily, All fesdback will be reated confidentially and used solely for iInternal development
PUFROSEE.

3. FINAL PAY PROCESSING
Final pay inciudes salary up 1o the last day worked, prorated 13th month pay, wnused leave Conversions,
and other lawdul does (il applicable),
Process:
«  Computation of Final Pay
o HR coordinates with Payroll and Finance io compuie tha final pay, typically within 30 days
from Ee @m playie's dearants complaetion
» Deductions
o Deductions may apply for wnrelumed ilems, wnmesolved acocouniabilies, of amy
oulstanding |oans.
+« Releass of Final Pay
= Final pay should be released 30 days upon completion of dearance,
= Payment will be released through the employee's payroll account or through ofther agreed
channels.(e.g. check payment, resigned employee’s personal account)
» lssuance of BIR Form 2316 and COE
= The employes shall receive the Cenificale of Employment and BIR Fomm 2316 upon
redease of the final pay.

RESPOMSIBILITIES
= Employes: initiate the ciearance process and comply with requiremeants.
«  HR Department; Oversee clearance, conduct exil inferviews, and coordinale with Finance on final
pay and documentation,
» Depanment Heads: Confirm no pending eccountabilities and sign the clearance.
» Finance Department: Rewview and finalize the employee's final pay computation, including all
applicable deductions, basad on HR's coordination,

COMPLIANCE AND EXCEPTIONS
Mon-completion of clearance may result in tha withholding of final pay and other documents. Any exceptions
to this policy must be approved by the HR Head and Management.

POLICY REVIEW
This policy shall be reviewed every two (2) years or as needed. espedelly upon changes in labor
regulalions.

HOTHING FOLLOWS
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ACKNOWLEDGMENT AND AGREEMENT FORM
GIBCO Employes Handbook

acknowledge thal | have received and read a copy of the GIBCO Employes

Handhnnlt | undersiand that it contains mpoartant nfermation regarding the company's policies,
procedures, expectalions, and my obligabons as an employea of GIRCO.

| confirm the following:

1.

Employes Full Namae:
Employee Signature:
Position/Departmant:

Date Signed:

I ndersiand that it is my responsibilty 1o read and comply with the policies and procedures contained
in this handbook. including bul not limiied (o the foliowimg:

Code of Conduct

Anti-Fraud and Whisllablowar Policy

Conflict of Inlesest and Ethical Standards Policy

Equal Opportunity and Anti-Discriminaton Policy

Employes Conduct and Disciplinary Policy

Any olher guidelines and procsdures described herein

e ap oW

I understand that this handbook |5 not a contract of employment, but a guida 1o company rules and
podicies, which may be amended from Ime 1o ime by GIBCOD al lis sole discration

| agres to raise any guesiions or concarms | may have regarding amy par ol this handbook with my
suparvisor, the HR Department, or the Compliance Officer.

1 acknowledge that failure fo follow the pelicies and rules cullined in his handpook may résult in
disciphnary aclion, up to and induding termination,

| understand that 2 signed copy of this form will be kept in my employee file for documentation
DUrposas.
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COMPANY VEHICLE ASSIGNMENT AGREEMENT

This Vehbcle Assignment Agreement (“Agreement”} is made and entered into on this by and
hetween,
Company Mame:
Company Address:
Employee Hame:
Employes Address:
RECITALS
WHEREAS, the Compary 0wns the vehicle described Delow and wishes 1o assign the use of
suchvehicle to the Employea for business-related purposas.
WHEREAS, the Employee agrees 1o use the vehicle in accordance with the terms sat forth im this
Agresmeant.
NOW, THEREFORE, in consideration of the mutual covenanis and promises haerein, the parties
agree as follows:

1. Vehicle Information
1.1 The Company hereby assigns 1o 1he Employee the use of the followsing vehicle (the
"Company Vehlcla"}:

=Make and Model: TOYOTA AVANA G 1.5 CVT

= YEar 2023

» Vahicle Identification Number [VIN): ~ MHFAB1BY1P3049107

* Enging NMumber: ZMRY019850

= License Plate Mumber; DBHI1EYE

# Conduction Sticker Number: 220783

= Yehicle Color: GREEMISH GUM METAL MICA

2. Purpose of Use
2.1 The Employes may wse the Company Vehicle solely lor work-related purposes, including
but mot limited to traveling 10 job sites, office, meetings, and work assignments. Personal use
af the Company Viehicle is prohibited unless expressly authorized by the Company.

3. Employes Responsibilities
The Employes agress to
3.1 Use the Company Vehicle in a sala and responsible manner, adhering Lo all traflic laws
and regulations.
3.2 Maintain the Company Wehicle in a clean and sarviceable condition,
3.3 Ensure that the Company Vehicle s regularly sendced and maintained acconding fo the
manutacturer's schedule.
3.4 Ensure that the Company Vehicle s properdy parked in appropriate and designated
parking slots.



4.5 Immediately report any damage, accidents, or maintenance neods to the Company,

3 .6 Ensure that the Company Vehicle is properly insured and registered.

4.7 Not ltow unauthorized person 1o operate the Company Vehicle,

3.8 Track usage of the Company Vehicle when assigned to other personnel for

authorized business activities.

3.5 Pay any fines or penalties incurred due to the misuse of thi Company Vehicle, including
parking tickets, traffic violations, etc.

3.10 Return the Company Vehicle to the Company upon termination of employment, of upon
thie Company’s request.

4. Company Responsibilities
The Company agrees (o
4.1 Prosade insurance covarage ior the Company Vahicle for business-related use.
4.2 Maimtain and repalr the Company Vehicle as necessary, including routine maintanance.
4.3 Ensure the Company Vehicle is in safe operating condition at the time of assignment,

5, Fuel and Relevant Expenses
5.1 The Company will be responsible for the cost of fuel, tolls, and parking tickets used for
business-related purposes of the Employes, up 10 Php 5,000 per month,
5.2 The Employee will be responsible for the liguidation andfor submission of valid sales
inwpice of receipts to substantiate the Php 5.000 per month for cost of fuel, tofls, and parking
tckels used for bugingss-related purposes.
5.2 The Company will be responsible for the cost of fuel used for business-rélated purposes
for othar Company-authorized activities in which the Company Vehicle is used, subject to
Transportation expense budget Llimit.
5.4 The Emploves is responsible for all miscellaneous fuel expenses, tolis, fines. parking
{I{;I{EIE, and orher l'It}I't-L".IL.FH-iﬂHHE-IElETpEI:I costg.

6. Renewal of Vehicle Registration with the Land Transportation Office (LTO)
6.1 Renewal of the Company Vehicle's registration should be done by June of every calendar
"I'Eﬂr.
6.2 The Companmy will be rasponsible for thid cost of vebicla registration rengwal.
6.3 The Employees iz responsible in processing vehicle registration renewal which includas
securing requirements including but not limited to Completed Motod Vehicle nspection
Report (MVIR) and Certilicate of Emission Compliance (CEC).

7. Insurance & Liability
7.1 The Company will maintain insurance coverage on the Comparny Vehicla,
7.2 The Employee must notily the Company immediately in the event of any accident or
incident involying the Company Wehicle.



7 .3 The Employee may be held responsible for the deductible ar tor any damage or hability
arising fram misuse, negligence, or fallure to follow the terms of this Agreement.

4. Return of Vehicla
8. 1 The Emploves agrees to return the Company Vehicle to the Company in the sama
condition a8s when received, reasonable wear and tear excepled, upon;
£.1.7 Termination of employment with the Company.
£8.1.2 Request by the Company, far any reason.
8.2 The Employes agrees to return all keys, documenis, and eguipment agaociated with the
Company Vehicle upon return,

9. Duration of Agreement
9.1 The Agreement shall remain in aflect until terminated by either pany, with or without
EOUSE, Uponwritien motice,

10, Indemnification
10.1 Thie Employes agrees to indemnify and hold the Company harmiess from any claims
damages, losses, or expenses ansing out of the Employee's use of the Company Vehicle,
gecept for damages resulting from the Company's own negligancs,

11. Miscellaneous
11.1 This agresment constilutes the entire understanding Detween the parties and with
respect to the Company Vehicle Agreement and supersedes any prior agreamaonts of
understandings, oral of whiten, related (o the subject matier,
11.2 Ary amendments to this Agreament must be made inwriting and signad by bath parties,

INWITHNESS WHEREOF, the parties have exacuted this Agreement as of the date first abowe
written,

For tha Compamy:
Mame:

Titla:

Sagnature,

Date:

For tha Employes:
Mame:

Signature:

Dete:



Annex C = Summary of Monetary Provisions in Company Benefils and Allowances

AN monetary amoos fisted i s annex are for reference only and may be reviewed, adjusied, or
updated ai the discretion of the Company as deemed necessary, based on managemen decision,
operalional meeds. or changes i nlemal polices. Employoes shal be duly mfarmed of any revisions
frirceaph afficial coivmancalion channe's,

Document Code Palicy Tithe Page  Ddscription Amgumt f Limit  Remarks | Cond®icons
Mo,
GIBCO-2025-CB-002  Hybrid Work Schedule - [ 54]  Monghly data remiburssmen [T ] Wimh oficial receipl &
Alinga g agpprosal
GIBCO-2025-CB-00T  Por Diamn and Trawel [ &7-  Grgwap Il (MansgvsDapl Heads) | P1,200day WVh redepts
Aliaancs |
Grsap Il (Supervs o EF) - T P200.00 B gkl Lurch, Dinnas —
| Ledging (Groug 1) Acqual Cesl | Fslar aocoewmodatan, with
TG HE
GIBCO-2028-CB008  Meal and Traspotation  [p 70 | Manager — Full cay on rest | P,200.00
Pt P T Ehl | gy Tvoliday
- Manager - Hall dey or 4 hes, OT 600,00
OMeonS upsrutsor = Full day on PR 00
Fed] daymoliday
OfMceiSupenasor = Holl day or & P400. 00
hee, OT
GIBCO-2025-CBH08  Communicalion Alowsscs  [p. 72-  VPIGanaral Manager | P2500.00/monih  Automatically granted
4]
AT P2O00.000month  Aulomatcally grasaed
ManapersThept Heads E SHEOmenlh | Audomsically granted
SupanvinoraDIMcemn FEOD, MErnon th Aucenaically grasied
GIRCO202E.CH012  Benefils (CoviMandsted | [p 78 Rics Alowance F1S0000Menth | Fof roguiar employoes
& Company-Provided) BO|
Dhipatien] Madicing Allsywansa 5 0000 yaar Cash Agvance, subject io
biquidation
| Tuilion Foe Subsidy [Employee P4 00000vear | See polcy CB-0%4 for shaved
o Chid) use
Chrisireus Gil ™1 500 .00 Laibhict ko copdrny
poeformance & approwal
Perscnal Emengency Gash P8, 000 pear 1% nberesl, P3.000.00 par
Advance appbcation. payable in 3
imonie
GIBCO-2025-CB-014  Emucadinal ASSHauncg [ 82|  Twmtion subsidy {smployes or P4 000 O0fyear  Cash sdvance. subject 1o

depandent]
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#innei D~ Official Compary Foarms (Manal and Syatem-Gonerated)

This annes providas @ Nsl of conbroliey forms used by Me Company for oporational and reguipiany puvposas Theks A fubt o
the version contd ninmbenng, Sad USRGE rectulwes descrld m this pokcy. Uindates fo this isi may be madle al i discrehon of
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Type From Wurmbsering Dvarser
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Dkt Meme Manual | Pro-primfod Sk lamebad ad Accounting Ll 1o iiliElnG ICHRETTg
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Stapmont of Accoum  Manuad Excal Torplate Eequenhial Accouniing _ Bae to chent | patner
WAT |pvislen Manusal | P i B Seral Aecounling Rebust comply with BIR
| | BIR vasislad  Fenmat ! FRqUINON I8
Purchase Order Manual | Estel Terglate  Sequential HRY Admin Mt B Approved Betone
redEALE
Trip Ticket | Mangs | Eecd Temgiate | Sequential HRY Agrein For oficiall perconal vehicle
4.F.]
A o g T Manueal Pro-prinied Sysiemebased Tresgs sy Signed cogry retamsd
Rl Soquential
Personal Cash | Manusl | Pre-peinied | Baquental Tisdtun O Iy rapri. Eoalsd
Advance Form | N L : L @MBIGRNCY lcan
Petty Cash Vouchér  Manusl  Extel Templsts  Sequanta | T | W EMAChng recopms
Prowision Receiplt Rl F'm-plmlud -E-uquirﬂ Traasany Fior Bepiings provisions
Temporary Cash " Marusl | Pre-geinied Suequersud Troasury Fisturnad Lpon lguidation
Advance Form
Form Mame  Genoraled  Control Number  Departmest Remarks
Frsm Farmal D r
Claim Fafm Clasm Syshem Enui-n—l_mu Clams iWith system reference & approval trad
| Betusiial !
Paysiip Payrall Aute-goneraled HEE Aderiy Py it rrinly b omphryes
Tickating MIS Sytam IT Dispariment For Dperadion use; For creating, modéyng.
Humbser Seaguenial | | deleticn ol information (n e syslem.
legpne e RIS Syslem Syshem.based Diparatont Erared 1o chérd, L in Lyulem
Fanm | Seduanisl Jun
Oundation RIS Sysiem Syniimiebinad Oiperabions Sxired 10 cher, i B SpEIEm
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