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1.5- MAU NOI QUY LAO PONG
TEMPLATE OF INTERNAL LABOUR REGULATIONS
NOI QUY LAO PONG

Can cir vao B luat Lao dong duoc Quéc hoi théng qua vao ngay 20 thang 11 nam 2019 va co
hiéu lyc ké tir ngay 01 thang 01 nam 2021; va

Xét ban chét hoat dong kinh doanh cia Cong ty va cac yéu cau lao dong.

[Tong] Giam dbc [+] (“Cong ty”) sau day ban hanh Noi Quy Lao Dong (“Noi quy lao dong”)
duoc ap dung cho Cong ty va nhitng Ngudi lao dong nhu sau:

CHUONG I: QUY PINH CHUNG
Piéul. Muc tiéu

Noi quy lao dong dugc ban hanh theo cac quy dinh cua B luat Lao dong va thiét 1ap cac
nguyén tic lam viée ¢o ban cho toan bo Ngudi lao dong clia Cong ty bao gom:

(i) Tuyén dung va hop déng lao dong;

(ii.)  Thoi gio 1am viée —Thoi gio nghi ngoi;
(iii.)  Trat ty trong Cong ty;

(iv.)  Antoan va v¢ sinh lao dong;

(v.)  Phong chdng quéy rdi tinh duc tai noi 1am viéc; trinh tu, tha tuc xir Iy hanh vi quéy rdi
tinh duc tai noi lam viéc;

(vi.)  Viéc bao vé tai san, bi mat kinh doanh, bi mat cong nghé va quyén s¢ hitu tri tué cta
Cong ty;

(vii.) Truong hop dugc tam thoi chuyén ngudi lao dong lam viéc khéac so véi hop dong lao
dong;

(viii.) Cac hanh vi vi pham ky luét lao dong cua Nguoi lao dong va cac hinh thirc xtr 1y ky
luat lao dong, nguoi c6 tham quyén xtr 1y ky luét lao dong;

(ix.)  Trach nhi¢m vat chét; va
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(x.)  Cac van dé lién quan khac.

Muc tiéu ctia Noi quy lao dong nham duy tri méi quan hé hai hoa va 6n dinh gitra Cong ty va
Nguoi lao dong, nho do s€ dat dugce hi€u qua hoat dong trong chat lugng va dau ra.

Pi¢u 2.  Pham vi ap dung

Noi quy lao dong dugce ap dung cho tat ca Nguoi lao dong lam viéc cho Cong ty, bét ké loai
hop dong lao dong nao bao gom ca nhitng nguoi hoc viée, bat ké 1a Nguoi lao dong nudc ngoai
hay Ngudi lao dong Viét Nam (“Nguwoi lao dong”).

Pi¢u 3.  Pinh nghia va Giai thich
1. Dinh nghia

(i) Chinh sach vé sy lam dung ruwgu bia nghia 13 chinh sach vé sy lam dung ruou
bia cua Cong ty va cac thay doi, bo sung cta no tai trng thoi diém (n€u co),
duoc dinh kém sau day ¢ Phu luc 1.

(ii.)  B® quy tic wng xir kinh doanh nghia 1a B6 quy técﬂ ung xu kinh doanh cua [*]
dugc ban hanh vao thang [] nam [+] va cac thay doi, bo sung cua no tai ting
thoi diém (néu c6), dugce dinh kém sau day & Phu luc 2.

(iii.)  Chinh sach moi trwong va an toan nghia la Chinh sach maéi truong va an toan
cua Cong ty va cac thay doi, bd sung cua nd tai ting thoi diém (néu co), dugc
dinh kém sau day ¢ Phu luc 3.

(iv.)  Théng tin mit c6 nghia va bao gom bét ky dit liéu hodc thong tin nao, dudi bat
ky hinh thirc nao, lién quan dén Cong ty va cac Cong ty lién quan cia Cong ty,
hodc lién quan dén bat ky loi ich kinh doanh hién tai hoac trong tuong lai nao
cua Cong ty va cac Cong ty lién quan cia Cong ty, dugc dinh kém sau day ¢
Phu luc 4.

(v.)  Cong ty nghia la [+] thanh 1ap tai Viét Nam theo Gidy chung nhan dang ky dau
tu sO [¢] do [*] cap [ngay] [thang] [nam].

(vi.) Ngudi quan ly nghia 13 ngudi quan 1y truc tiép nhitng Nguoi lao dong trong
Cong ty.

(vii.) Noi lam viéc nghia 1a try s, chi nhanh, van phong dai dién, dia diém kinh
doanh, cac don vi phu thudc ctia Cong ty tai Viét Nam hodc bat ky noi nao khac
ma Nguoi lao dong thuc té lam viéc theo thoa thuan véi hodc phan cong cua
Cong ty, bao gdm ca nhitng dia diém hay khong gian c6 lién quan dén cong viéc
nhu cac hoat dong xa hoi, hoi thao, tp huén, chuyén di cong tac chinh thirc,
bira an, hoi thoai trén dién thoai, cac hoat dong giao tiép qua phuong tién dién
tir, phuong tién di lai do Cong ty bd tri tir noi & dén noi 1am viée va nguoc lai,
noi & do Cong ty cung cap va dia diém khac do Cong ty quy dinh;

(viii.) [Téng] Giam ddc nghia 12 [Tong] Giam déc Cong ty nhu ghi nhan trong Gidy
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chimg nhan dang ky dau tu ciia Cong ty tai ting thoi diém.

(ix.)  Noi quy lao dong nghia Ia Noi quy lao dong nay cua Cong ty va cac thay doi,
bo sung tai ting thoi diém (néu co).

(x.)  BQluit Lao dong nghia la B¢ ludt Lao dong dugce Quéc hoi thong qua vao ngay
20 thang 11 ndm 2019 va c6 hiéu luc ké tir ngay 01 thang 01 nam 2021va tat ca
cac van ban huéng dan.

(xi.)  Chinh phii nghia 1a Chinh phu cua nu6e Viét Nam va tat ca iy ban Nha nudc
cﬁa Viét Nam, cac B9, tong cuc, ban nganh va céc co quan hiru quan ciing nhu
Uy ban nhan dan, cidc phong va co quan chirc nang céc cap tinh, quan-huyén.

(xii.) Viét Nam nghia la nudc Cong hoa xa hdi chu nghia Viét Nam.

2. Giai thich

(i) Céc ti€u de cua cac diéu khoan phuc vu cho vi¢e tiép can de¢ dang va khéng anh
hudng dén viée giai thich cac diéu khodn nay.

Pi¢u 4.  Nguyén tic chung

1. Cong ty va Nguoi lao dong chiu trach nhiém thi hanh nghiém tic N§i quy lao dong va
B0 luat Lao dong.

2. Viéc khong tuan thu bat ky diéu khoan nao trong Noi quy lao dong 1a mot hanh vi vi
pham No6i quy lao dong va Nguoi lao dong s€ bi ky luat lao dong theo quy dinh tai
Chuong VIII cua No6i quy lao dong.

CHUONG II: TUYEN DUNG LAO PONG VA HQP PONG LAO PONG

Piéu 5. Cic loai hop dong lao dong

Khi hoan thanh giai doan thir viéc, Cong ty s& ky két mot trong céac loai hop dong lao dong sau
day véi Nguoi lao dong:

1. Hop déng lao dong khong xéc dinh thoi han.

Hop dong lao dong khong xéac dinh thoi han 1a hop dong lao dong ma trong do hai bén
tham gia khong xac dinh thoi han va thoi diém cham duat cua hop dong.

2. Hop ddng lao dong xac dinh thoi han
Hop dong lao dong xac dinh thoi han 1a hop déng ma trong d6 hai bén xac dinh thoi
han, thoi diém chdm dirt hiéu luc ciia hop dong trong thoi gian khong qua 36 (ba muoi
sau) thang ké tir thoi diém co hiéu lyc ciia hop dong.

Diéu 6. Chuyén Ngudi lao dong 1am cong viéc khac so v6i hop dong lao dong

1. Khi gip cac kho khan dot xuat do thién tai, hoa hoan, dich bénh, 4p dung cac bién phap
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ngan ngua va khéc phuc cac tai nan lao dong va bénh nghé nghiép, su ¢b dién, nuéc,
hoic do nhu cdu san xuat va kinh doanh, Cong ty s& tam thoi chuyén Ngudi lao dong
lam mot cong viéc khac so v6i hop dong lao dong trong vong 60 (sau muoi) ngay lam
viéc cong don trong mot nam, trir truong hop duge sy dong ¥ bang van ban cia Ngudi
lao dong.

Trong do, nhu clu san xuét va kinh doanh cua Cong ty duoc hiéu 12 mot trong cac
truong hop sau:

(i)  Truong hop, bat ky hop dbng dich vu hoac mua ban nao gitra Cong ty va khach
hang cua Cong ty thay d6i cac didu khoan vé thoi gian va dia diém thuc hién
nhitng hgp dong nay, quy mé cua hop dong dan dén viéc Cong ty phai diéu
chinh nhan sy cho phu hop v6i tinh hinh; hoac

(ii.)  Cong ty bi khuyét bat ky vi tri ndo tai tru s& hodc chi nhanh ctia minh va Ngudi
lao dong duoc dieu dong vé gilr vi tri trong ing trong khoang thoi gian Cong
ty dang trong qué trinh tuyén dung maoi cho vi tri do; hoac

(1ii.) Nham dam bao hoat dong kinh doanh cuia Cong ty nhu hoat dong kho vén, diéu
hanh méay mdc, san xuat lién tuc, cac hoat dong cua phong bo trg nhu ké toan,
nhan sy, mua hang, cong ngh¢ thong tin, quan 1y du an.

Khi Nguoi lao dong duoc tam thoi diéu dong dé dam nhan cong viéc khac so véi quy
dinh trong hop dong lao dong, Cong ty s& thong bao trudc cho Nguoi lao dong it nhat
13 03 (ba) ngay lam viéc, néu rd thdi han lam tam thoi va bd tri cong viéc phu hop voi
strc khoe va gidi tinh ciia Nguoi lao dong.

Nguoi lao dong thyuc hién cong viéc néu tai khoan 1 Piéu nay s& duoc tra luong theo
cong viéc mai; néu tién luong cia cong viéc moi thép hon tién luong cong viéce ci,
Nguoi lao dong d6 s& dugc gitr nguyén mic tién lwong cil trong thdi han 30 (ba muoi)
ngdy 1am viéc. Tién lwong cho cong viéc mai phai it nhat bang 85% (tam muoi lam
phan trim) tién lwong ctia cong viée cli nhung khong thap hon murc luong tdi thiéu viing
dugc Chinh phu quy dinh.

Trong trudng hop diéu chuyén han Ngudi lao dong sang vi tri mai thi phai c6 su dong
y cua Nguoi lao dong do; Cong ty va Nguoi lao dong s€ phai ky hop dong lao dong
moi hodc phu luc ctia hop dong lao dong hién tai dé thay ddi ndi dung diéu khoan tuong
ung.

Piéu 7. Tam hoan thuc hién hop dong lao dong

Hop dong lao dong gitra Nguoi lao dong va Cong ty c6 thé bi tam hodn thyc hién trong
cac truong hop sau day:

(i) Nguoi lao dong thuc hién nghia vu quan sy, nghia vu tham gia Dan quén tu v¢;

(ii.)  Nguoi lao dong bi tam giit, tam giam theo quy dinh cta phap luat t6 tung hinh
SU;

(ili.) Nguoi lao dong phai chap hanh quyét dinh ap dung bién phap dua vao truong
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gido dudng, co s¢ cai nghién bat budc hodc co sé gido duc bat budc;

(iv.)  Ngudi lao dong nit c6 xac nhan cia co s& kham bénh, chira bénh c6 tham quyén
ching nhén ti€p tuc lam viéc s€ anh hudng xau dén thai nhi, Nguoi lao dong nir
c6 thé tam hoadn hgp dong lao dong theo quy dinh tai Bicu 138 Bo luat Lao
dong;

(v.)  Nguoi lao dong dugce bo nhiém lam ngudi quan 1y doanh nghi€p cua cong ty
trach nhiém hitu han mot thanh vién do Nha nudc nam gitt 100% von dicu 1€;

(vi)  Nguoi lao dong dugc uy quyen dé thyc hién quyén, trach nhiém cua dai dién
cht so hitu nha nudc d6i voi phan vén nha nude tai doanh nghiép;

(vii.) Nguoi lao dong dugce uy quyén dé thuc hi¢n quyén, trach nhiém cta doanh
nghiép doi voi phan von cua doanh nghiép dau tu tai doanh nghiép khac;

(viii.) Cac truong hop khac theo su thoa thuan cia hai bén.

2. Trong thoi gian tam hoén thue hién hop dong lao dong, Nguoi lao dong khong duge
hudng luong va quyén, lg¢i ich da giao két trong hgp dong lao dong, trir truong hop hai
bén c6 thoa thuan hoac phap luat c6 quy dinh khac.

Trong vong 15 (mudi lam) ngay ké tlr ngay hét thoi han tam hoan thyc hién hop dong
lao dong ddi véi cac truong hop quy dinh tai khoan 1 Diéu nay, Nguoi lao dong phai
c6 mat tai noi lam viéc va Cong ty s€ nhan lai Nguoi lao dong vao lam cong viéc theo
hop ddng lao dong da giao két néu hop dong lao dong con thoi han, trir trudng hop hai
bén thoa thuan hodc phép luat c6 quy dinh khéc.

Piéu 8.  Cham diit hop dong lao dong
Hop ddng lao dong bi chdm dut trong cac trudng hop sau:

(i)  Hop dong lao dong hét han, ngoai trir hop dong lao dong cua thanh vién Ban
1anh dao cua T6 chuc dai dién Nguoi lao dong tai co sé. Cu thé khi Nguoi lao
dong nay dang trong nhiém ky ma hét han hop dong lao dong thi duoc gia han
hop ddng lao dong di giao két dén hét nhiém ky;

(i)  Céng viéc néu trong hop ddng lao dong dd duoc hoan thanh;
(ili.) Hai bén dong y cham dit hop dong lao dong;

(iv.)  Nguoi lao dong bi két an phat ti nhung khong dugce hudng an treo hoic khong
thudc truong hop dugc trd tu do theo quy dinh cua phap luat hinh sy, tir hinh
hodc cdm lam cong viéc ghi trong hop dong lao dong theo ban an, quyét dinh
cua Toa an da co hi¢u luc phap luat;

(v.)  Nguoi lao dong la nguoi nude ngoai lam viée tai Viét Nam bi truc xudt theo ban
an, quyét dinh ctia Toa an dé c6 hiéu luc phap luét, quyét dinh ctia co quan nha
nude c6 thim quyeén;
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(vi.)  Nguoi lao dong chét; bi Toa an tuyén bd mat nang luc hanh vi dan sy, mét tich
hoac da chet;

(vii.) Congty cham dit hoat dong hoic bi co quan chuyén mon vé ding ky kinh doanh
thugc Uy ban nhan dén cép tinh ra thong bao khong c6 ngudi dai dién theo phap
luat, ngudi dugce iy quyén thuc hién quyén va nghia vu ciia nguoi dai dién theo
phap luat;

(viii.) Nguoi lao dong bi xtr Iy ky luat sa thai;

(ix.) Nguoi lao dong don phuong cham dat hop dong lao dong theo quy dinh cia
phap luat lao dong;

(x.)  Cong ty don phuong chim dut hgp dong lao dong theo quy dinh cta phap luat
lao dong;

(xi.)  Cong ty cho Nguoi lao dong thdi viée trong truong hop thay do6i co ciu, cong
nghé hoic vi Iy do kinh té hodc khi Cong ty chia, tach, hop nhét, sap nhép; ban,
cho thué, chuyén dbi loai hinh doanh nghiép; chuyén nhuong quyén so hitu,

quyén st dung tai san cta doanh nghiép;

(xii.) Gidy phép lao dong hét hiéu luc d6i v6i ngudi lao dong 1a ngudi nude ngoai
lam viéc tai Viét Nam theo quy dinh cta phap luat lao dong;

(xiii.) Truong hop thoa thuén ndi dung thir viéc ghi trong hop dong lao dong ma thir
viéc khong dat yéu cau hodc mdt bén hiy bo thoa thudn thur viée.

Pi¢u 9.  Tiéu chi tuyén dung

Ngudi ndo dap tmg cac dicu kién sau c6 thé duoc tuyén dung tré thanh Nguoi lao dong ciia
Cong ty:

(i) Dat d6 tudi lao déng hop phap: 18 (mudi tam) tudi hodc 16n hon;
(ii.)  Dap ung tiéu chuan sirc khoe duge yéu cau cho vi tri tuong mg;
(iii.) Co nén tang gido duc, k¥ ning lam viéc va kinh nghiém chuyén mén can thiét;

(iv.)  Vuot qua vong phong vén, va/hodc ky thi, va/hodc vong kiém tra kién thirc nén
tang trude tuyén dung; va

(v.)  Vuot qua thoi gian thur viéc.
Picu 10. Ho so tuyén dung
1. Cong ty s& khong hoan tra ho so da nhan va/hodc don tng tuyén cua tng clr vién
va/hodc cua Nguoi lao dong da ndp cho bat ky vi tri nao cua Cong ty, trir khi Nguoi lao

dong va/hoac tng cur vién c6 yéu cau.

2. Ho so va/hodc don tng tuyén phai cé cac tai liéu sau:
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(i) Bén sao chirng thyc Chirng minh nhan dan;
(ii.)  Ban sao ching thuc Chung chi hoc thuat;

(iii.)  Vanban cham dut hop dong lao dong do ngudi str dung lao dong trude day cap
(néu co);

(iv.) Ban chinh So yéu Iy lich; va

(v.)  Bétky thong tin va/hoic tai lidu nao lién quan dén tuyén dung Nguoi lao dong
theo yéu cau cuia Cong ty tai ting thoi dieém.

Nguoi lao dong phai bao cao cho phong nhan su trong truong hop c6 bat ky thay doi
nao vé thong tin ca nhan lién quan dén Ching minh nhan dan, hoc thuat, tinh trang hon
nhan, cac truong hop mau thuan loi ich.

Piéu 11. Thir viée
Thoi gian tht viée:

Thoi gian thtr viée can cr vao tinh chat va mic do phutrc tap cia cong viéc nhung chi
duoc thir vige 01 1an d6i voi mot cong viée va bado dam cac dicu kién sau day:

(i) Khong qua 180 ngay ddi véi cong viée cuia ngudi quan Iy doanh nghiép theo
quy dinh cua Ludt Doanh nghiép;

(ii.)  Khong qua 60 ngay dbi voi cong viée co chire danh nghé nghiép can trinh do
chuyén mon, k¥ thudt tir cao dang tr¢ 1én;

(iii.)  Khong qua 30 (ba muoi) ngay d01 v6i cong viée co chirc danh nghé nghiép can
trinh dhiép. canng v, kinh diép canng viéc c¢6 chirc danh nghchtic danh nghé
nghiép c va

(iv.) Khong qua 06 (sau) ngay lam viée di voi cong viée khac.

Trong thoi gian thir viée, Ngudi lao dong duogc tra 100% (mot tram phan trim) tién
luong doi véi cong vige do.

Trong thoi gian thir viéc, Cong ty s& khong tra hodc khau trir tién dong bao hiém xa
hoi, bao hiém y t€ va bao hiém that nghiép cho Nguoi lao dong.

Khi két thiic thoi gian thir viéc, Cong ty s& thong bao cho Nguoi lao dong vé két qua
thir viéc.

Truong hop két qua thir viée cho thidy Nguoi lao dong dat yéu cau thi Cong ty s& giao
két ngay hop dong lao dong voi Nguoi lao dong. Nguoc lai, truong hop két qua thir
viéc khong dat yéu cau nhu da néu trong hop dong thir viéc thi Cong ty s& khong giao
két hop dong lao dong véi Nguoi lao dong.
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Piéu 12. Hop dong dao tao nghé giira Cong ty va Nguoi lao dong va chi phi dao tao

1. Cong ty va Nguoi lao dong sé giao két hgp dong dao tao nghé trong truong hop Ngudi
lao dong dugc dao tao, néng cao trinh dg, ky ndng nghé, dao tao lai ¢ trong nudc hodc
nudce ngoai tir kinh phi cua Cong ty, ké ca kinh phi do doi tac tai tr¢g cho Cong ty. Hop
dong dao tao nghé dugc lam thanh 02 (hai) ban, moi bén gitt 01 (mot) ban.

2. Hop ddng dao tao nghé phai co cac ndi dung co ban sau:
(i)  Nghé dao tao;

(ii.)  Dia diém, thoi gian va tién lvong trong thoi gian dio tao;

(iii.)  Thoi gian Ngudi lao dong cam két 1am viéc cho Cong ty sau khi hoan tit chuong
trinh dao tao;

(iv.)  Chi phi dao tao va trach nhiém hoan tra chi phi dao tao;
(v.)  Trach nhi¢m cua Cong ty; va
(vi.)  Trach nhiém cua Nguoi lao dong.

3. Chi phi dao tao bao gdm cac khoan chi co ching tir hop 1€ vé chi phi phai tra cho nguoi
day, tai liéu hoc tap, truong, 16p, may, thiét bi, vat liéu thyc hanh, cac chi phi khac hd
trg cho nguoi hoc, tién lwong va tién dong bao hiém xa hoi, bao hiém y té, bao hiém
that nghiép cho ngudi hoc trong thoi gian di hoc. Trong truong hop Nguoi lao dong
duoc gt di dao tao & nude ngoai thi chi phi dao tao con bao gom ca chi phi di lai, chi
phi sinh hoat trong thoi gian dao tao.

4. Khi Ngudi lao dong don phuong ghém dut hop dong lao dong trai phap luat trong quang
thoi gian Nguoi laQ dong cam két lam viéc cho Cong ty sau khi dugc dao tao, Nguoi
lao dong do phai bo1 hoan toan b chi phi dao tao duge Céng ty chi tra theo quy dinh
tai khoan 2 va khoan 3 Piéu nay.

CHUONG III: THOI GIO LAM VIEC VA THOI GIO NGHI NGOI

Piéu 13. Thoi gio' lam viée

1. Tat ca Nguoi lao dong trong Cong ty s& 1am viéc 40 (bén muoi) gio mdi tuan tir thir
Hai dén thur Sau.

2. Nguoi lao dong ciia Nha may [e] va cac Chi nhanh c6 thoi gian 1am viéc khéac nhau,
nhu sau:

(i)  Dbi véi Vian phong Chi nhanh:

Thoi gian lam viéce: tir 9:00 dén 12:00 — tir 13:00 dén 18:00 tir thtr Hai dén th
Sau.

Thoi gian nghi ngoi: tir 12:00 dén 13:00, khong tinh vao thoi gian lam viéc.



Cau lac bd Giam déc Phap ché Doanh nghiép
Chief Corporate Counsel Club | cccc.org.vn

Nghi hang tuan: thir Bay va Chu nhat.

(ii.)  Ddi v6i Nha may [e]: Ngudi lao dong 1am viéc trong Nha méy [e] theo ca nhu
sau:

o Céc doi khong san xudt: tir 8:00 dén 16:30, nghi gitta gio 30 phut tir
12:00 dén 12:30.

Nghi hang tuan s& duoc Cong ty quyét dinh tai timg thoi diém va duoc
bao truedc mot tuan.

° Cac d6i san xuit (HO tro k¥ thuat, Bao dam chét lugng, Bong gbi, Kho
van):

Ca 1 1am viéc tir 6:00 = 14:00 bao gom thoi gian nghi giita gio 11:00 —
11:30 duge tinh vao thoi gian lam viée.

Ca 2 lam viéc tir 14:00 — 22:00 bao gdm thoi gian nghi gitra gio 18:00 —
18:30 duogc tinh vao thoi gian 1am viéc.

Ca 3 1am viéc tir 22:00 — 06:00 bao gdm thoi gian nghi giita gid 02:00 —
02:45 duoc tinh vao thoi gian lam viéce.

Pé bao dam tiér} dd van hanh binh thuong va lién tuc cua may moc, thoi
gian nghi c6 thé duoc linh dong di€u chinh boi Nguoi quan ly (nghia 1a
chia Nguoi lao dong thanh 02 (hai) nhém) va dugc bao trude mot tuan.

Nghi hing tudn s& duoc Cong ty quyét dinh tai timg thoi diém va duoc
bao trrdc mot tuan.

3. Nguoi lao dong nit duge phép nghi gitta gio' 60 phut mdi ngdy lam viéc van dugc hudng
du tién lwong nhu quy dinh tai Dleu 20 cua Noi quy lao dong, co thé dang ky lam viéc
tré 60 phut mdi ngay; hoac ra vé sém hon 60 phit méi ngay; hoic kéo dai thoi gian an
trra 60 phit moi ngay.

Piéu 14. Ngay nghi hing tuin
Ngay nghi hang tuan cta Nguoi lao dong duoc quy dinh tai Piéu 13 ciia Noi quy lao dong.
Tuy nhién, trong cac truong hop déc biét vi chu ky cong viée, Nguoi lao dong khong thé nghi
hang tuan nhu da quy dinh, Nguoi quan ly chiu trach nhiém dam bao rang Nguoi lao dong
trung binh c6 it nhat 08 (tam) ngay nghi trong mot thang duong lich.

Piéu 15. Nghi I&, Tét

1. Nguoi lao dong duge huong nguyén luong vao cic ngay nghi 1€ va ngay nghi Tét nhu
sau:

(i) Tét Duong lich: 01 (mot) ngay (ngay 01 thang 01 nim dwong lich);
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(i)  Tét Am lich: 05 (nam) ngay;
(iii.) Ngay Chién thang: 01 (mot) ngay (ngay 30 thang 04 nam duong lich);
(iv.)  Ngay Qudc té lao dong: 01 (mdt) ngay (ngay 01 thang 05 nam duong lich);

(v.) Ngay Q‘uéc‘khémh: 02 (hai) ngay (ngay 02 thang 09 ndm duong lich va 01 (mot)
ngay lién ke trude hodc sau); va

(vi.) Ngay Gid t6 Hung Vuong: 01 (m6t) ngay (mdng 10 thang 03 nim am lich).

Déi voi Nguoi lao dong nudc ngoai, ngoai ngay nghi 18 theo quy dinh tai Khoan 1 Piéu
nay con duoc nghi thém 01 (mot) ngay Tét ¢d truyén dan toc va 01 (mot) ngay Qudc
khanh cua nudc ho.

Neu nhiing ngay nghi theo quy dinh tai Khoén 1 cta Dleu nay trung vao ngay nghi hang
tuan, Nguoi lao dong s& duoc nghi bu ngay hang tuan vao ngay lam viée ké tiép.

Héng nam, can ct vao dieu kién thuc té, Thu tuong Chinh phu sé quyét dinh cu thé
ngay nghi Tét Am lich va Ngay Quoc khéanh.

Piéu 16. Nghi hing nim

Nguoi lao dong da lam viéc cho Cong ty dii 12 thang thi duoc nghi hang nam 12 ngay
lam viéc hudng nguyén luong, tinh theo nam duong lich, tir ngay 01 thang 01 dén ngay
31 thang 12.

Nguoi lao dong da ky hop dong lao dong chinh thirc v6i Cong ty nhung chua lam viée
du 12 thang s& co s6 ngay nghi phép hang nam tinh theo ty 1¢ twong ing voi thang lam
viéc thuc té ciia Nguoi lao dong nhu sau: s6 ngay nghi phép hang nim quy dinh trong
Noi quy lao dong chia cho 12 thang, sau d6 nhan voi s6 thang 1am viéc thuc té trong ca
nam dé tinh s6 ngay nghi phep hang nam dugc phep nghi; két qua phép tinh 13y tron
1én 01 don vi néu phan thap phéan 16n hon hoic bang 0,5 .

Truong hop Nguoi lao dong lam viée chua du thang, néu tong sé ngay lam viéc va ngay
nghi c6 huong luong cia Nguoi lao dong (nghi 18, tét, nghi hiang nam, nghi viéc riéng
¢6 huong luong theo quy dinh cta Bo luat Lao dong) chiém ty 1 tir 50% s ngay lam
viéc binh thuong trong thang theo thda thuan thi thang d6 dugc tinh 1a 01 thadng lam
viéc dé tinh ngay nghi hang nam.

Pon vi tinh nho nhit cta ngay nghi phép hiang nam 13 0.5 ngay.

Trong truong hop Nguoi lao dong khong nghi hét s6 ngay nghi phép hang nim cta
minh, ngay nghi phép hing nim sé& duoc chuyén sang dén ngay 31 thang 3 nim sau.

Cong ty s& quy dinh lich nghi hang nim sau khi tham khao y kién cta Nguoi lao dong
va thong bao trudc cho Nguoi lao dong biét. Nguoi lao dong nén cé ké hoach va su

dung ngay nghi phép hang nim trong nim dugc phép nghi.

Pon xin nghi phép hang nim phai dugc ndp cho Ngudi quéan 1y theo miu quy dinh ciia
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Cong ty hodc qua email hodc don truc tuyén:
(i) 01 tuan trude khi nghi néu sé ngay nghi phép hiang nam tir 01 dén 07 ngay;
(ii.) 02 tudn trude khi nghi néu sé ngay nghi phép hang nam nhiéu hon 07 ngay;

(iii.)  Tuy nhién, Ngudi quan 1y c6 thé ddng y phé chudn dic biét ddi voi don xin phép
dugc gui chm hon thoi gian quy dinh trén tuy vao tung trudng hop dac biét tai
tung thoi diém; va

(iv.)  Trong truong hop dac biét khan cap va khong du doan trude duge, don nghi
phép hang nam c6 thé dugc thong bao qua dién thoai voi Nguoi quan 1y va duoc
chap thuan tuy theo timg truong hop cu thé nhung khéng ap dung cho viée nghi
hon 02 ngay nghi hang nam. Ngudi lao dong phai thong bao Ngudi quan 1y vé
viéc nghi phép nay trudc gio lam viéc. Pon xin nghi phép hang nim phai duoc
Nguoi lao dong ndp vao ngay dau tién Nguoi lao dong quay tro lai lam viéc.

Piéu 17. Nghi viéc riéng
Nghi vi¢c riéng c6 hudng luong

Nguoi lao dong duge nghi viée riéng ma van hudng nguyén luong va phai thong bao
cho Cong ty trong nhitng truong hop sau day:

(i) Két hon ciia Nguoi lao dong: 03 (ba) ngay;
(ii.)  Con.dé, con nudi ciia Nguoi lao dong két hon: 01 (mot) ngay;

(iii.) Tang-che: Bo dé, me dé, bo nudi, me nudi cua Nguoi lao dong chét; bo dé, me
dé, bo nuodi, me nudi cua vo hodc chong chét; vo chét-hoac chong chét; con dé,
con nuoi chét: 03 (ba) ngay;

(iv.)  Ché d¢ thai san cho Lao dong nam: Lao dong nam dang dong bao hiém x4 hoi
khi v sinh con duoc nghi viéc huong ché do-thai san 05 (nam) ngay lam viéc
hozc nhiéu hon 05 (ndm) ngay lam viée trong mot sd trudng hop dic biét nhu
quy dinh bdi phap luat bao hiém xa hoi.

Nghi viéc riéng khong hudng luwong

(i) Nguoilao dong duoc nghi khong hudng luong 01 (mét) ngay va phai thong bao
cho Cong ty khi dng ndi, ba ndi, 6ng ngoai, ba ngoai, anh, chi, em rudt chét; bd
hoic me két hon; anh, chi, em rudt két hon;

(ii.)  Nguoi lao dong c6 thé trao d6i va thong nhat voi Cong ty vé cac ngay nghi
khong hudng lwong bén canh céc ngdy nghi quy dinh tai Diéu 17.1 va 17.2.(i)
ctia Noi quy lao dong nay. Cong ty s& can nhic chap thuan cho viéc nghi khong
hudng luong trong cac truong hop sau:

(a.)  Nguoilao dong gip kho khan vé van dé gia dinh;
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(b.)  Ngudi lao dong can diéu tri thém hodc can thém thoi gian dé hoi phuc
trong trudng hop Nguoi lao dong bi 6m dau; va

(c.)  Nguoi lao dong tham gia cac budi/khéa ddo tao khong do Cong ty to
chuec.

Tuy nhién, viéc chip thuin cho nghi khong huéng luong 1a tiry thudc quyét dinh
duy nhat cua Cong ty.

Nguoi lao dong duoc yéu cau phai cung cap chimg tir hop 18 cho Phong Nhan sy dé
xac nhan tinh hop 1& ctia cac ngay nghi d6i véi timg truong hop (bao gdm ca ngay nghi
c6 hudng luong va ngay nghi khong huong luong) va thue hién cac thu tuc xin phép
v6i mau don xin nghi giéng nhu trudng hop nghi hang nim nhu quy dinh tai Piéu 16.7
ciia Noi quy lao dong, ngoai trir trong cac truong hop nhu dugc quy dinh tai Piéu
17.1.(ii1) va cac truong hop 6ng ba ndi, 6ng ba ngoai hodc anh, chi, em rudt mét quy
dinh tai Piéu 17.2.(i) caa Noi quy lao dong.

Trong trudng hop nghi viée riéng vi ¢6 tang quy dinh tai Piéu 17.1.(iii) va 17.2.(i) cta
Noi quy lao dong, Nguoi lao dong co thé thong bao cho Phong Nhan sy qua dién thoai.
Sau khi tr¢ lai lam viéc, Nguoi lao dong phai cung cap cho Phong Nhén sy bang chimg
hop 1y vé viéc nghi do c6 tang va thyc hién cac hd so thu tuc xin nghi phép theo quy
dinh.

Trong truong hop Nguoi lao dong nghi viée riéng dé két hon hoic con cua Ngudi lao
dong két hon theo quy dinh tai Diéu 17.1.(i) va 17.1.(ii) cua Noi quy lao dong; hodc
Nguoi lao dong nghi khi con vira méi sinh theo quy dinh tai Diéu 17.1 [(1v) cua Noi quy
lao dong, Nguoi lao dong phai nop cho Phong Nhén sy mot ban sao giay ching nhan
két hon hodc ban sao gidy khai sinh ctia con dé xéac thyc va luu hd so.

Piéu 18. Nghi 6m

Trong diéu kién binh thuong, sd ngay nghi 6m tdi da ctia Ngudi lao dong theo Bo luat
Lao dong va Luat Bao hiém xa hoi la:

Nam lam viéc tai Cong ty Nghi 6m (trong mdt niim)
it hon 15 nam 30 ngay lam viéc
Pu 15 ndm dén dudi 30 ndm 40 ngay lam viéc
Tu da 30 nam tré Ién 60 ngay lam viéc

Nguoi lao dong khong thé c6 mit tai noi lam viéc do dm dau phai nop don xin nghi dm
dén Nguoi quan 1y ctia Nguoi lao dong. Trong trudng hop dm dau dot ngot, Ngudi lao
dong dugc yéu cau phai thong bao ngay (vi du nhu qua dién thoai) hodc nhd ngudi khac
dé thong bdo cho Nguoi quan 1y cua minh, hodc trong truong hop Nguoi lao dong
khong thé lién lac véi Nguoi quan 1y cta ho, Nguoi lao dong phai thong bao véng mit
cho Phong Nhan sy va ndp don xin nghi 6m ngay sau khi quay tré lai lam viéc. Pon
xin nghi dm phai dugc sy chip thuan cia Ngudi quan 1y va giri dén Phong Nhan sy.

Viéc nghi dm chi duoc chip thuan khi Nguoi lao dong cung cip “Gidy ching nhan nghi
viéc huong bao hiém xi hoi”. Gidy chimg nhan nay dugc ban hanh boi mot co so y té
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c6 tham quyén. Nguoi lao dong da nghi 6m s& dugce quy bao hiém xa hoi thanh toan
mot phan tién lvong ciia Nguoi lao dong theo cac quy dinh vé bao hiém xa hoi.

Néu Nguoi lao dong khong xuat trinh duoc cac gidy chimg nhan hop 18 cho Ngudi quan
1y vao ngay quay lai 1am viéc sau khi nghi 6m thi ngay nghi 6m d6 s& dugc xem 1a nghi
khong c6 ly do chinh dang va Ngudi lao dong s€ bi ky ludt lao dong theo quy dinh tai
Chuong VIII cua No6i quy lao dong.

Trong thoi gian nghi dm, Nguoi lao dong duge Quy Bao hiém X3 hoi Viét Nam thanh
toan mot khoan tién theo quy dinh cua Luat Bao hiém xa héi, nhung khong dugc quyén
hudng luong tir Cong ty trd luong.

Piéu 19. Nghi viéc do con 6m

Thoi gian huong ché do khi con 6m dau ctua Nguoi lao dong trong mot nim cho mdi
con t0i da 1a 20 ngay lam viéc néu con dudi 03 tuoi; toi da 1a 15 ngay 1am viéc néu con
tur du 03 tudi dén dudi 07 tuoi.

Thoi gian nghi viéc huong ché do khi con 6m dau quy dinh tai Diéu nay tinh theo ngay
lam viéc khong ké ngay nghi 18, nghi Tét, ngay nghi hang tuan.

Trong thoi gian nghi vi con 6m, Nguoi lao dong duoc Quy bao hiém x3 hoi Viét Nam
thanh toan mot khoan tién theo quy dinh cua Luat Bao hiém xa hoi, nhung khong duogc
hudng luong tir Cong ty.

Diéu 20. Nghi thai sin

Ngudi lao dong nit duge quyén nghi trude va sau khi sinh 06 (sau) thang. Truong hop
Nguoi lao dong nit sinh do1 trg 1€n thi tinh tir con thur hai tr¢ di, ¢r moi con, ngudi me
dugc nghi thém 01 (mot) thang.

Nguoi lao dong chi dugc hudng tro cap thai san khi sinh con hodc nhan con nudi dudi
06 (séu) thang tudi néu hg da dong bao hiém xa hdi tur @i 06 (sdu) thang trd 1€n trong
vong muoi hai (12) thang trude khi sinh con hodc nhan nudi con nubi.

Thoi gian nghi thai san dugce bat dau 02 (hai) thang trudc khi sinh, hodc ¢6 thé sdm hon
néu c6 gidy ching nhan ctia co sd'y té ¢6 thAm quyén va sy chap thuan ctiia Cong ty.

Trude khi hét thoi gian nghi thai san theo quy dinh tai myc nay, néu co yéu cau va co
ching nhan cua co sy té ¢ tham quyén xac nhan rang viéc tré lai 1am viéc sém s&
khong anh hudng xau dén sirc khoe ctia Nguoi lao dong nir va duoc sy dong y ciia Cong
ty, Nguoi lao dong nir c6 thé tro lai 1am viéc néu Nguoi lao dong nir da nghi thai san it
nhit bon (04) thang. Trong truong hop ndy, ngoai tién luong Cong ty tra cho thoi gian
lam vi¢c twong ung, Nguoi lao dong nit con dugc hudng trg cap thai san theo cac quy
dinh vé bao hiém xa hoi.

Lao dong nam khi vg sinh con, ngudi lao dong nhan nudi con nuodi dudi 06 thang tudi,
lao dong nit mang thai hg va nguoi lao dong la ngudi me nhd mang thai hg dugc nghi
viéc hudng ché do thai san theo quy dinh cua phép luat vé bao hi€ém xa hoi.
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3. Sau khi hét thoi gian nghi thai san quy dinh tai Diéu nay, néu c6 yéu cau, Nguoi lao
dong nir ¢6 theé nghi thém ngay nghi khong hudng luwong theo thoa thuan da dat duoc
voi Cong ty.

4, Trong giai doan mang thai, Nguoi lao dong ntr co quyén nghi viéc dé di kham thai 05

(nam) 1an, mdi lan 01 (mot) ngay. Néu Nguoi lao dong nir ¢6 cac tri¢u ching bénh 1y
hodc bat thuong thi duge quyén nghi 02 (hai) ngay cho mdi 1an kham thai.

5. Don xin nghi thai san phai dugc nop cho Nguoi quan ly theo mau quy dinh hoic biéu
mau dién tr cua Cong ty it nhat 03 (ba) thang trudc ngdy nghi trir truong hop nghi theo
yéu cdu cua co sd y té c6 tham quyeén.

6. Ngudi lao dong nit trong thoi gian nudi con nhd dudi mudi hai (12) thang tudi mdi ngay
duoc nghi 60 (sau muoi) phit trong thoi gian 1am viée, thoi gian nghi van dugc huong
du tién luong theo hop dong lao dong. Pon ding ky thoi gian nghi nay nhu quy dinh
tai Piéu 13.3 ctia Noi quy lao dong phai dugc nop cho Ngudi quan 1y theo mau quy
dinh hoic theo biéu mau dién tir ciia Cong ty it nhat 03 (ba) tuan trudc ngay nghi.

7. Cong ty khong str dung Nguoi lao dong nir lam viéc vao ban dém, lam thém gio, hoac
di cong tac xa trong bat ky trudng hop nao sau day:

(i)  Dang co thai dén thang thir bay; hoic

(i.)  Dang nudi con nh6 dudi 12 (mudi hai) thang tudi, trir trudng hop dugc Nguoi
lao dong dong y

8. Nguoi lao dong nir dugce tuyén dung vao lam nghé, cong viéc nang nhoc, doc hai, nguy
hiém hodc dic biét nang nhoc, doc hai, nguy hiém hoic 1am nghé, cong viéc c6 anh
huong xau téi chirc nang sinh san va nudi con khi mang thai va c6 thong bdo cho Cong
ty biét thi dugc Cong ty chuyen sang lam cong viéc nhe hon, an toan hon hoac giam
bot 01 (mot) gio lam viée hang ngay ma khong bi cat giam tlen lwong va quyén, loi ich
cho dén hét thoi gian nuoi con dudi 12 (muoi hai) thang tudi.

9. Trong thoi gian nghi thai san, Nguoi lao dong duge Quy bao hiém xa hoi Viét Nam tra
trg cp theo quy dinh ctia Luat Bao hiém x4 héi; nhung khong dugc Cong ty tra luong.

CHUONG IV: TIEN LUONG VA BAO HIEM XA HOI
Piéu 21. Thoi diém tra lwong

Luong quy dinh trong hop ddng lao dong cuia Ngudi lao dong 1a lwong chua trir cac khoan bao
hiém bat budc, thué thu nhap ca nhan va cac khoan phai trr khac va Nguoi lao dong s& bi khau
trir tién dong bao hiém xa hoi, bao hiém y té, bao hiém that nghiép va thué thu nhap c4 nhan.

Tién lwong s& dugc tinh tir ngay thir nhat dén ngay cudi ciing ctia mot thang. Luong s& duoc
tra vao tai khoan ngén hang cua Nguoi lao dong vao ngay thir 30 hang thang. Néu ngay thir 30
hang thang roi vao ngay nghi hing tuan hodc nghi 18, tlen lvong s€ duoc ghi ¢6 vao tai khoan
ngan hang ctia Nguoi lao dong vao mot ngay trong tuan trudc ngay 30 hang thang.

CHUONG V: TRAT TU TAI NOI LAM VIEC
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Pi¢u 22. Pong phuc va thé nhén vién

1. Nguoi lao dong phai dn mic phi hop va co vé ngoai chinh té trong gio 1am viée va khi
dai dién cho Cong ty.

Quan 4o khong phu hop v6i méi truong lam viée chuyén nghiép (nhu dép x6 ngén hoac
dép 1¢; trang phuc son rach, do hodc nhau nat; phan trén/denims (mdc trong 4o vest)
qua ngan, qua chat, qua bac mau, quéa trong sudt, qua hé hodc khiéu goi,v.v) khong
dugc mac trong moi trudng lam viée cua Cong ty.

2. Neu Nguoi lao dong dugc cap dong phuc, Nguoi lao dong phai mac dong phuc chinh
t& tai bat ky thoi diém va dia diém lam viéc nao trong sudt gid lam viéc.

3. Tat ca Nguoi lao dong duge yéu cau deo thé nhan vién trong sudt gid 1am viéc. Trong
truong hgp mat thé nhan vién, Ngudi lao dong phai 1ap tic thong bao cho Phong Hanh
chinh.

Diéu 23. C6 miit

1. Ngudi lao dong phai co su chip thuan trudc ctia Ngudi quan 1y néu mudn di 1am tré,
vé som hodc vang mit vi 1y do riéng tu. Nguoi lao dong vang mit ma khong co sy chap
thuén trén sé bi coi 1a nghi viéc ma khong c6 ly do chinh dang va sé bi 4p dung céac bién
phap xur Iy ky luat lao dong theo quy dinh trong Noi quy lao dong.

2. Nguoi lao ddng phai c6 su chap thuan trudce ctia Ngudi quan 1y trong truong hop mudn
lam viéc véi gio giac linh hoat hodc lam ngoai pham vi noi lam viéc. Cong ty s€ chap
thudn hoac tir choi yéu cau tuy thudc quyét dinh cua Cong ty.

Diéu 24. Nguyén tic &ng xir ciia Nguoi lao dong tai noi lam viéc

Nguoi lao dong phai tuén thu nghiém ngat Noi quy lao dong nham duy tri va phat trién hoat
dong cua Cong ty. Cu thé, Ngudi lao dong phai:

(i) Thuyc hién cong viéc duoc giao trong kha nang hodc tham quyén ctua Ngudi lao
dong;

(ii.)  Khong gy t6n hai dén danh tiéng ctia Cong ty dudi bat ky hinh thirc nio;

(iii.) Khong cb ¥ hodc v6 ¥ pha huy hodc trom cap tai san ciia Cong ty hodc tai san
ctia Nguoi lao dong khac;

(iv.)  Luon hanh dong mdt cach dung muc, ding gid va tan tuy trong viéc thuc hién
nhiém vu cia minh;

(v.)  Bdo cao ngay lap tirc cho [Tong] Giam ddc hodc Nguoi quan ly néu co bat ky
sai pham, 16i hodc hanh vi khong mong muén nao co thé de doa gay thiét hai
hodc anh hudng hoat dong kinh doanh ctia Cong ty ma Nguoi lao dong biét
dugc du con nghi ngd hodc chua chic chin vé cac thong tin nay bat ké Nguoi
lao dong c6 dugc thong tin hodc sy nghi ngd nay & trong hodc bén ngoai Cong
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ty;

(vi.)  Khéng ga gim, nhan hodc yéu cau bat ky khoan lgi ich, qua ting nao tir khach
hang hodc nha cung cap;

(vii.) Khong roi khoi noi 1am viée trong gio 1am viéc ma khong c6 sy dong ¥ trudce
cua Nguoi quan ly;

(viii.) Han ché tdi da cac cudc dién thoai hodc thu dién tir c4 nhan dé tranh gay phién

ha cho khach hang hodc dé tranh su cham tré thuc hién hoat dong kinh doanh
cua Cong ty;

(ix.)  Khéng mang theo vii khi, thudc nd hodc vat dung nguy hiém khac vao pham vi
Cong ty;

(x.)  Khong udng thirc udng c6 ¢dn hodc tiéu thu ma tuy trong khi dang lam viéc va
khong dén noi lam viée trong tinh trang c¢6 anh hudng cua bia ruou hoac mét
tinh tdo nhu duoc quy dinh trong Chinh sach vé lam dung ruou bia dugc dinh
kem trong Phu luc 2 ctia N§i quy lao dong;

(xi.) Khong dénh bac, td chirc hodc tham gia hoat dong ca cugc duoi bat ky hinh
thirc nao trong khudn vién ctia Cong ty;

(xii.) Khong céan trd hodc ngan can cong viéc cua Nguoi lao dong khéc;
(xiii.) Khong dugc c6 cac hanh vi khiém nha hodc trai voi cac chuan muc dao duc;

(xiv.) Khong tham gia vao cac hanh vi quiy réi tinh duc hodc bat ky hanh vi qudy rdi
hodc phan biét nao khac; va

(xv.) Khéng vi pham bt ky chinh sach nao ctia Cong ty nhir Bo quy tic tng xir kinh
doanh, Chinh sach méi truong va an toan, Chinh sach vé lam dung rugu bia
hodc cac quy dinh hodc thu tuc khac dugc dinh kém trong cac Phu luc.

Piéu 25. Trang thiét bi lam viéc
Trang thiét bi lam viéc bao gdm nhung khong gioi han van phong pham, tai liéu, hoa don, thiét
bi, phuong tién, may moc, dung cu cam tay, do phu tung, vat liéu tho, vat liu, tu liéu, thong
tin, dir liéu, cong thirc ma Nguoi lao dong dugc cap dé thuc hién nhiém vy ctia minh. Déi véi

van dé nay, Nguoi lao dong duoc yéu cau tudn tha cac quy dinh sau:

(i) Giir gin cong cu lao dong diing cach, tuan thua nghiém ngat huéng dan sir dung
va bdo tri cta tung dung cu;

(ii.)  Khong dugc su dung dung cu khong nam trong pham vi trach nhiém hodc cho
muc dich ca nhan;

(iii.)  Khong lang phi hodc st dung sai muc dich cac dung cu lam viéc;

(iv.) Khong gian lan thay thé hodc trio d6i dung cu lam viéc;
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(v.)  Khong dit dung cu lam viéc khong diing chd; va

(vi.) Khong mang céc thiét bi lam viéc tir noi lam viéc ra bén ngoai ma khong cé sy
cho phép ctia Nguoi quén 1y.

Diéu 26. Tiép khach

Néu Nguoi lao dong c6 khach dén thém’ tai Cong ty, ho chi dugc gap khach trong khu vuc tiép
tan hodc phong hop va phai duoc sy chap thuan trude cua Nguoi quan ly.

Pieu 27. Quay roi tinh duc
1. Nghiém cam cac hanh vi quay roi tinh duc tai noi lam viéc.

2. Bat ky Nguoi lao dong nao tin rang minh 13 nan nhan cta quay rdi tinh duc hodc ching
kién hanh vi quay roi tinh duc nén ngay lap tac bao cho Nguoi quan Iy hoac Phong
Nhan sy dé diéu tra va giai quyét. Tt ca théng tin s& duoc giit bi mat theo yéu ciu cua
Nguoi lao dong.

3. Quéy r6i tinh duc tai Noi 1am viéc 1a hanh vi ¢6 tinh chat tinh duc cua bét ky nguoi nao
d6i v6i nguoi khac tai Noi lam viée c¢6 thé xay ra dudi dang trao doi nhu dé nghi, yéu
cau, goi y, de doa, ép budc d6i quan hé tinh duc ldy bat ky loi ich nao lién quan dén
cong viée; hodc nhing hanh vi ¢6 tinh chat tinh duc khong nham muc dich trao d01
nhung gay anh hudng, ton hai dén thé chét, tinh than, hiéu qua cong viéc va cudc song
cua nguoi bi tac dong va khlen moi truong lam viée tré nén bét 6n, déng so, thu dich
va kho chiu. Cac hanh vi quay rdi tinh duc ma nguoi bi tac dong khéng mong mudn,
khong chap nhéan va cam thay bi xac pham gom:

3.1. Hanh vi mang tinh thé chat gdbm hanh dong, cir chi, tiép xuc, tac dong vao co
thé co tinh chat tinh duc hodc goi y tinh duc;

3.2. Quéy r6i tinh due béng 161 ndi gém 161 nodi truc tiép, qua dién thoai hoac qua
phuong tién dién tir c6 ndi dung tinh duc hoacngu y tinh duc; hodc

3.3. Quay ri tinh duc phi 16i n6i gom ngodn ngit co thé, trung bay, miéu ta tryc quan
vé tinh duc hodc lién quan dén hoat dong tinh duc tryc tiép hodc qua phuong
tién dién tur.

4. Nhitng hanh vi sau ddy dugc xem 1a quay réi tinh duc

(a) Quay rdi tinh duc bang hanh vi mang tinh thé chat nhu tlep xtc, hay ¢ tinh
dong cham khong mong mudn, s& mé, vudt ve, cau véo, 6m ap hay hon cho toi
tan cong tinh duc, cudng dam, hiép dam:;

(b) Quay rdi tinh duc bang 10i néi gém cac nhén xet khong phu hop vé mit x4 hoi,
van hoa va khong duoc mong muén, bang nhiing ngu y vé tinh duc nhu nhing
truyén cuoi goi ¥ vé tinh duc hay nhitng nhan xét vé trang phuc hay co thé cua
mot nguoi nao do6 khi ¢ mat ho hoac hudng téi ho. Hinh thirc nay con bao gom
ca nhing 101 dé nghi va nhitng yéu cau khong mong mudn hay 16i moi di choi
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mang tinh ca nhan mot cach lién tuc gay kho chiu;

(©) Quady rdi tinh duc bang hanh vi phi 161 n6i gdm cac hanh dong khong duoc mong
mudn nhur ngén ngit co thé khiéu khich, biéu hién khong ding dan, cai nhin goi
tinh, nhay mat lién tuc, cic cir chi ctia cac ngén tay... Hinh thic ndy ciing bao
gdm viéc phd bay cac tai liéu khiéu dam, hinh anh, vat, man hinh may tinh, cac
ap phich, thu dién tir, ghi chép, tin nhén lién quan to1 tinh duc; hoac

(d) Qudy rbi tinh duc “trao d6i” (nhém muc dich danh d6i) dién ra khi Cong ty, Ban
Giam Sat, nguoi quan ly hay dong nghiép thuc hién hay ¢ ging thyc hién nham
gy anh huong dén quy trinh tuyén dung, thang chirc, dao tao, ky luat, sa thai,
tang lwong hay céc loi ich khic ciia Nguoi Lao Pong dé do6i liy su thoa thudn
vé tinh duc.

Trinh ty, thu tuc xt 1y hanh vi quéy r6i tinh duc tai Noi Lam Viée
5.1.  Tham quyén giai quyét khiéu nai, t6 cdo

Cong Ty phdi hop v6i Ban chap hanh cong doan co s¢/Ban lanh dao T6 chic
ctia Nguoi lao dong tai doanh nghiép dé thanh 1ap Ban Giam Sat. Ban Giam Sat
1a t chirc co6 quyén nhan cac khiéu nai, t6 co lién quan dén quiy rdi tinh duc
tai Noi Lam Viéc va tién hanh viéc diéu tra, xir 1y cac hanh vi bi t6 cdo do.

Giam DPéc kiém nguoi dai dién theo phap ludt c6 thAm quyén ra quyet dinh xtr
Iy hanh vi quay rdi tinh duc dudi hinh thirc ky luat sa thai sau khi da diéu tra va
c6 du can cur x4c minh.

5.2.  Trinh ty, thu tuc khicu nai, t0 cdo va giai quyet khiéu nai to cdo:
(a) Trao do6i vai1 nguoi thye hién hanh vi quay roi tinh duc:

(1) Nguoi Lao Pong cho rang minh 1 nan nhin cta quiy rdi tinh
duc tai Noi Lam Viéc c6 quyén cha dong trao d6i véi ngudi thuc
hién hanh vi vé tinh chat ¢tia hanh vi va mong mudn ciia minh
trong viéc cham dit hanh'vi do; hodc

(i)  Nguoi chimg kién hodc biét dugc co sy ton tai hanh vi ¢o tinh
chét quay réi tinh duc tai Noi Lam Viéc c6 quyén cha dong trao
d6i véi ngudi thuc hién hanh vi va/hodc nan nhan vé tinh chat
ctia hanh vi d6 va giai phap chidm dut hanh vi do.

Nan nhan va ngudi ching kién trén day, khi chwa cé quyét dinh cua to
chire, ca nhan c6 tham quyén xac dinh hanh vi trén 1a hanh vi quay rdi
tinh duyc thi khong dugc tiét 16 cho nguoi khac vé danh tinh caa cc bén
lién quan.

(b) T céo hanh vi qudy rdi tinh dyc tai Noi Lam Viéc:

(1) Nguoi chimg kién hodc biét dugc co su ton tai hanh vi ¢6 tinh
chat quay roi tinh dyc hodc Nguoi Lao Pong cho rang minh Ia
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nan nhan cia qudy rdi tinh duc tai Noi Lam Viéc phai bao ngay
cho Ban Giam Sat vé hanh vi c¢6 ddu hiéu quiy réi tinh duc va
cung cap cac tai liéu, chimg ctr chimg minh cho 10i t6 céo cua
minh; hoac

(i)  Ngudi ciia Ban Giam Sat chimg kién hanh vi quiy rdi tinh duyc
Noi Lam Viéc thi co6 thé tién hanh di€u tra, xac minh khong can
6 t0 cao tir nhitng Nguoi Lao Pong khac.

Truong hop Nguoi Lao Bong bi cho 1a thue hién hanh vi quy rdi thira
nhan hanh vi cua minh thi khong can tién hanh dleu tra, xac minh, nguoi
c6 thdm quyén sé& ra quyét dinh xtr 1y hanh vi quy rdi tinh duc dbi véi
Nguoi Lao BDong do.

Nguoi Lao Pong c6 hanh vi t6 céo sai sy that vé hanh vi quay rdi tinh
duc tai Noi Lam Viéc s€ bi xtr ly ky luat theo quy dinh ctia N6i Quy Lao
Dong.

(©) Piéu tra, xac minh khiéu nai, to cdo:

Trong giai doan diéu tra, xdc minh, Ban Giam Sét khong duoc tiét 16 cho
bat cr c4 nhan, to chirc ndo thong tin cia cac bén lién quan, ké ca danh
tinh ctia bén dang bi diéu tra va céc tai liéu, chimg ctr chtitng minh ma
Ban Giam Sat c¢6 duoc lién quan dén hanh vi quéy rdi tinh duc Noi Lam
Viéc dang bi diéu tra, xac minh.

Ban Giam Sat can thiét phai gir 1ap trudong cong bang trong sudt qua
trinh giai quyét to cdo.

Nguoi Lao Bong bi t6 cdo s€ dugc thong bao vé viée bi to cdo va dang
bi Ban Giam Sat diéu tra, xac minh hanh vi quay roi tinh duc dé ngan
chan hanh vi ti€p dién (néu co).

(d) Xu 1y ky luat lao dong:
Sau giai doan diéu tra, xac minh, néu Ban Gidm Sat c6 du chung cu
chimg minh khi€u nai, t6 cdo la dung, viéc xtr ly hanh vi quay rdi tinh
duc s€ dugc to chuc nhu viée xur 1y ky luat sa thai.

Thoi han xtr 1y hanh vi quiy réi tinh dyc tai Noi Lam Viéc:

Thoi han xtr Iy hanh vi quay rdi tinh duc tai Noi Lam Vi€c 1a sau muoi (60)

ngay ke tir ngay Cong Ty nhan duogc don td cao ciia Ngudi Lao Dong veé viée

qudy ri tinh duc.

Boi thudng thiét hai cho nan nhan va cac bién phap khac phuc hau qua:

Trong trudng hop nan nhan bj quiy rdi tinh duc phai chiu nhiing t6n that vé tinh

than hogc vat chat hodc chju céc hinh thic xir 1y ky luat theo quy dinh cua Noi
Quy Lao Dong nay do hau qua cta hanh vi quay rdi tinh duc, Céng ty s€ xem
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x¢ét phuc hdi chirc vu tuong xung. Dé)ng thoi, nan nhan bi quéy roi tinh duc ¢6
the dugc boi thuong bdi ngudi thuc hién hanh vi quay roi tinh duc cho nhiing
ton that noi trén theo phap luat hién hanh.

Dieu 28. Quan ly tai san ca nhan

Mobi Nguoi lao dong chiu trach nhiém bao quén tai san ca nhan cua minh va Cong ty
khong chiu trach nhiém trong trudng hop tai san cua Nguoi lao dong bi mat.

Tuy nhién, Cong ty bao luu quyen kiém tra cac ti d6, hop dung cu, khu vuc 1am viéc,
ban lam viéc, hd so cung, hd so trong may tinh, ngan kéo cua bat ky Nguoi lao dong
nao duoc Cong ty cung cdp ma khong can bao trude, bit clr noi ndo c¢6 bang chimg vé
viéc Nguoi lao dong vi pham ky luat, voi diéu kién Nguoi quan ly va mot dai dién ctia
Ban chap hanh Cong doan co s¢/Ban lanh dao T chiic ciia Nguoi lao dong tai doanh
nghiép c6 mat tai thoi diém kham xét véi tu cach nguoi lam ching.

Piéu 29. Quy dinh chung vé miu thuin lgi ich

Nguoi lao dong khong dugce tham gia vao bat ky hoat dong nao co thé mau thuin hodc
anh hudng dén viéc thuc hién nhiém vu cua minh d6i véi Cong ty nhu da quy dinh tai
Muc 9 ctia Bo quy tac ung xu kinh doanh nhu dinh kém Phu luc 1 cua Noi quy lao
dong.

Nguoi lao dong phai thong bao cho [Tong] Giam ddc néu Nguoi lao dong co bat ky
hoat dong nao sau day: mua c¢6 phan ciia khach hang, d6i thu canh tranh hodc nha cung
cap cua Cong ty, c6 loi ich tai chinh trong giao dich gitta Cong ty va bén thir ba — lam
viéc nhu mot nhan vién hodc giam ddc hodc tu van vién cho hoat dong kinh doanh bén
ngoai trong thoi gian riéng cua Nguoi lao dong.

Dicu 30. Hoat dong ngoai khéa, qua ting va tiép khach
Qua ting va tiép khach

Nguoi lao dong bi cAm nhan bat ky tai san co gid tri nao tir bat ky ai nham gay anh
hudng hodc thudng cho Nguoi lao dong ma c6-1ién quan dén bt ky hoat dong nao cua
Cong ty. Néu Nguoi lao dong nhan bat ky mén qua nao dé ngudi nhan c6 dugc bat ky
khodan vay hoac dich vu nao tir Cong ty hodc vi viéc mua hang tir nha cung cép, thi bat
ké gia tri ciia mon qua 1a bao nhiéu, Nguoi lao dong ciing bi coi da vi pham Noi quy
lao dong cho du nguoi duge tang 1a ban than Ngudi lao dong hodc thanh vién truc hé
trong gia dinh cia Nguoi lao dong. Nguoi lao dong va thanh vién gia dinh tryc hé cta
Nguoi lao dong khong dugc nhan bat ky vat cé gia tri nao, du la truc tiép hodc giadn
tiép, nhu tién hoa hdng, khoan giam gia dic biét, dich vu mién phi hoic bat ky khoan
thanh toan nao khac hodc khoan tién wu ddi tir nha cung cdp hodc khach hang bao gom
cong ty luat, cong ty bao hiém hodc cong ty bat dong san, ngudi ban hang hodc cac bén
tuong tu nhu mot su trao ddi dé dat duge cac giao dich véi Cong ty.

Vui long tham khao thém Muc 11 vé Qua tang va long hiéu khach néu tai Bo quy tic
ung xur kinh doanh dinh kém theo day dé biét thém thong tin chi tiét.

Hoat dong ngoai khoa
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Nguoi lao dong dugc tham gia cac hoat dong ngoai khéa do Cong ty to chiic trong gid
lam viéc hodc ngoai gio lam viée tuy theo quyét dinh riéng cua Cong ty.

CHUONG VI: AN TOAN LAO PONG VA VE SINH LAO PONG
Piéu 31. An toan lao dong va V¢ sinh lao dong

1. Cong ty s€ chu dong xay dung diéu kién 1am viéc an toan va vé sinh cho Ngudi lao
dong. Cong ty s& to chirc cac cude kiém tra strc khoe hang ndm cho toan thé Ngudi lao
dong. Bén canh do, Cong ty c6 cac nghia vu sau:

(i) Bao dam noi 1am viéc dat yéu cau vé khong gian, do thoang, bui, hoi, khi doc,
phong xa, dién tir truong, hoi nong, d6 am, tiéng On, do rung va cic tac nhan
nguy hai khac duoc quy dinh cu thé trong cac quy chuan k¥ thuat lién quan va
nhing tic dong nay phai duoc kiém tra va do luong dinh ky;

(ii.)  Bao dam cac diéu kién vé an toan lao dong va vé sinh lao dong cho may moc,
thiét bi, nha xuong dat cac quy chuan ky thuat qudc gia vé an toan lao dong va
vé sinh lao dong hodc céac tiéu chudn vé an toan lao dong va vé sinh lao dong
tai noi lam vi¢c da dugc cong bd va ap dung;

(iii.) Kiém tra va danh gia su nguy hiém va doc hai ctia cac tac nhan, nguy hai tai noi
lam viéc cua cac Bo phan nham thiét 1ap cac phuong phap loai trur dé giam thiéu
t6i da cac mdi nguy, doc hai va cai thién diéu kién lam viéc va cham soc sirc
khoe cho Nguoi lao dong;

(iv.)  Kiém tra va bao dudng dinh ky may moc, thiét bi, nha xudng va kho bai;

(v.)  Phai c6 bang huéng dan an toan lao dong va vé sinh lao dong cho may moc,
thiét bi, noi lam viéc va dugc dat & vi tri dé nhin de€ thay;

(vi.) T chirc cac cude kiém tra sirc khoe dinh ky hang nam cho Ngudi lao dong; va
(vii.) Thu thap y kién ctia Ban chap hanh Cong doan co so/Ban lanh dao Té chuc cua
Nguoi lao dong tai doanh nghiép ctiia Cong ty khi 1ap ké hoach va tién hanh céc

hoat dong nham dam bao an toan lao dong va v¢ sinh lao dong.

2. Nguoi lao dong chiu trach nhiém tuan thu nghiém ngét cdc quy dinh ctia Cong ty lién
quan dén an toan lao dong va v¢ sinh lao dong.

Diéu 32. An toan lao dong
1. Bao céo cac diéu kién khong an toan:
Cong ty s& ludn cb gang gitr cho noi lam viéc sach s& va an toan, ciing nhu khuyén
khich Nguoi lao dong thuc hién di€u nay. Nguoi lao dong can bdo cdo ngay véi Nguoi

quan ly cia minh va [Tong] Giam doc vé cac diéu kién khong an toan ma ho phat hién
duoc tai noi lam viéc d€ ngan chan tai nan.
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Trong trudng hop Ngudi lao dong trai qua cac chn thuong dudi bat ky dang nao tai

khudn vién cua Cong ty hodc trong khi thyc hién hoat dong kinh doanh cua Cong ty,

Nguoi lao dong can thong bao cho Nguoi quan ly va [Tong] Giam doc ngay lap tic.
2. Dé phong hoa hoan:

(i) Tt ca cac hd so, sO sach va nhitng tai lidu khac phai dugc luu trit trong ti mdi
toi va khi ket thtic thoi gian 1am viée;

(ii.)  Khi roi khoi van phong, tat tit ca cac cong tic dién va cac thiét bi chay bang
dién;

(iii.)  Kiém tra dé chac chan khong c6 tan thudc tai noi lam viéc; va

(iv.)  Néu c6 bat ky 6 cim hodc hé théng day dién hodc bat ky ngudn dé chay nao bi
hu hong thi can bao cdo dé stra chira.

3. Phong chay
Nguoi lao dong phai tuén thu quy dinh vé phong chay do chii tda nha noi Cong ty sir
dung mat bang ban hanh (n€u co6). Trong trudng hgp hoa hoan, Nguoi lao dong phai

tuan theo sy chi dan ciia doi ciru hoa (néu c6) va cac quy dinh chong chay.

Nguoi lao dong phai tham gia tap huén phong chay chita chay do chii toa nha noi Coéng
ty sir dung mat bang hodc do Cong ty hodc do co quan phong chay chira chay t6 chue.

Piéu 33. Vé sinh lao dong

1. Nguoi lao dong phai gilt noi lam viéc cua minh sach va gon gang.

2. Nguoi lao dong phai tuan thi nghiém ngit tat ca cic chinh sach vé moi truong va an
toan cua Cong ty néu tai Phuy luc 3 dinh kém Noi quy lao dong (Phu luc 3 cua No6i quy
lao dong).

Piéu 34. Giai quyét cac tai nan lao dong
Trong truong hop co tai nan lao dong xay ra, bat ky Nguoi lao dong hodc Nguoi quan ly dang
phu trach hodc ching kién tai nan lao dong thi can thyc hién cac hanh dong sau day dé giai

quyet tai nan lao dong va gidm thiéu thiét hai va thuong tat:

(i) Ngay lap tirc tat may moc hodc cit ngudn dién néu tai nan lao dong lién quan
dén bat ky may méc, ngudn dién nao;

(ii.)  Tién hanh cac budc so clru co ban theo yéu cau,
(iii.)  Bao cdo cho Nguoi quan 1y phu trach;
(iv.)  Bao v¢ va gilt nguyén hién truong tai nan; va

(v.)  Tién hanh cic hanh dong can thiét khac dé giam thiét hai va thuong tat.
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CHUONG VII: BAO VE TAI SAN, THONG TIN VA Bi MAT KINH DOANH
Piéu 35. Bao vé tai sin ciia Cong ty
1. Str dung tai san ctia Cong ty:

Tai san cua Cong ty la phuong tién dé phuc vu cho viéc kinh doanh ctia Cong ty. Tai
san ctia Cong ty bao gom thoi gian cia Ngudi lao dong tai noi lam viéc va cac san pham
cong viéc, cling nhu cac thiét bj cta Cong ty nhu xe c¢), may tinh va phan mém,v.v,
thong tin, cdc nhan hiéu va tén ctua Cong ty. Ngudi lao dong dugc yéu cau phai tudn
thi1 cac nguyén tic sau day:

(i) Khong sir dung tai san ctia Cong ty cho loi ich ¢4 nhan cua Nguoi lao dong hoac
lgi ich cua bat ctr ai khac ngoai Cong ty;

(ii.)  Khong dugc loi dung chire vu cua Ngudi lao dong trong Cong ty hodc tai san
hodc thong tin cia Cong ty dé tu lgi cd nhan;

(i1i.)  Khong lam dung tai san cua Cong ty;

(iv.)  Khong str dung tai san cia Cong ty - bao gom thong tin, cac sdn pham cong viéc
hodc cac nhan hi¢u - ngoai pham vi trach nhiém cta Nguoi lao dong ma khong
¢6 su chap thuén cia [Tong] Giam doc; va

(v.)  Khong sir dung h¢ thdng may tinh va thiét bi cia Cong ty cho cong viéc ngoai
pham vi trach nhiém cua Ngudi lao dong, cho cac hoat dong bat hop phap, co
bac hodc ndi dung khiéu dam, chinh tri, ton gido,v.v.

2. Tai san dugc giao:

Nguoi lao dong dugc giao nhiém vu hoac giao quyén kiém soat va/hodc st dung may
moc, thiét bi, 46 dung hodc bat ky tai san nao cua Céng ty phai chiu trach nhiém truc
tiép ddi véi cac tai san di néu trén. Trong truong hop do sy lo 1a ciia Ngudi lao dong
dan dén nguoi khac gay ra hu hai d6i v6i nhing tai san nay ciia Cong ty thi Nguoi lao
dong cling phai tryc tiép chiu trach nhiém déi véi nhting hu hai do va tuy thudc vao
murc d¢ hu hai, Nguoi lao dong phai chiu hinh thic ky luat thich hop theo nhitng quy
dinh cta No6i quy lao dong.

3. Quan 1y tai li¢u va tai san cua Cong ty:

Nguoi lao dong dugce giao nhiém vu hoac dugc giao quyén quan ly bat ky tai li¢u dién
tu va’/hodc van ban nao cua Cong ty phai chiu trach nhiém gitr gin, bdo quan nhitng van
ban, tai li¢u do. Trong truong hop xdy ra bat ky méat mat, hu hai nao hoac dé 16 thong
tin, Nguoi lao dong duoc giao phu trach s€ phai chiu hinh thire ky ludt thich hop theo
quy dinh ctia Noi quy lao dong.

Moi viéc ra va vao Cong ty phai dugc bdo vé ghi lai vao s6 cong tac. Cac phuong tién
van chuyén nguoi va hang hoa khi ra va vao Cong ty cling phai dugc nhan vién bao vé
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ghi chép. Hang hoa phai dugc kiém tra chat lugng va sd lugng theo cac quy dinh trudc
khi nhép kho Cong ty.

Hang héa phai duoc bao vé kiém tra cac gidy to, thu tuc va loai hang trude khi dua ra
khoi Cong ty. Néu phat hién bat ky van dé vuéng mic, khong 18 rang nio hodc khong
chinh xac vé tha tuc hodc s6 lugng, van dé do6 phai duge bao ngay lap tirc cho Nguoi
quan ly de giai quyét. Bao vé sé chiu trach nhiém trong trudong hop hang hoa dugc dua
ra khoi cong ma khong chap hanh cac quy dinh néu trén.

Nguoi lao dong khong dugc mang vao noi lam viée bat ctr thir gi khong lién quan dén
cong viéc dugc phan cong va mang ra khoi noi lam viéc bat cur thr gi ma khong lién
quan dén cong viéc dugc giao hodc bat ctr thir gi thude ve tai san cia Cong ty.

Piéu 36. Khong tiét 16 thong tin mat

1. Béo vé Thong tin mat cua Cong ty la nghia vu cua Nguoi lao dong. Nguoi lao dong
dang nam giit Thong tin mat khong dugc chia s¢ thong tin nay voi bat ky ai trong hodc
ngoai Cong ty trir khi viéc chia sé thong tin nay can thiét nhu mot phan trach nhiém
cong viéc cua Nguoi lao dong.

2. Thong tin mat 1a moi thong tin chua dugc tiét 10 hodc phé bién cho cong chiing dugc
quy dinh tai Phu luc 5 trong N&i quy lao dong. Cac giao dich vi lgi ich ¢4 nhan dya trén
nhitng Thong tin mat hodc cung cdp nhitng Thong tin mat cho ngudi khac dé ho giao
dich déu bat hop phap va c6 thé bi truy to.

3. Nguoi lao ddng phai tuan thu cac nguyén tic sau ddy dé bao vé Thong tin mat:

(i)  Khong tiét 10, sao chép va phat tan cac Thong tin mat dudi moi hinh thirc cho
bat ctrai trong hodc ngoai Cong ty, trir truong hop cong b6 thong tin theo yéu
ciu ctia co quan nha nugc co tham quyén theo quy dinh ciia phap luat hién hanh
hodc theo y€u cau cho muc dich kinh doanh va trinh tu thich hop da dugc thuc
hién dé ngan chin viéc sir dung thong tin sai muc dich;

(ii.)  Khong mua hodc ban co phiéu hoic ching khoan cua Cong ty trong khi ton tai
quan hé¢ lao dong v4i1 Cong ty dua trén cac Thong tin mat c6 duge trong qua
trinh lam viéc cho Cong ty;

(iii.) Dé tranh tinh trang chia r& va mat doan két trong noi by Cong ty, Thong tin mat
quy dinh tai Piéu nay s& bao gém cac thong tin vé muc luong, thudng va cac

lgi ich khéac ciia Nguoi lao dong;

(iv.)  Tiét 16 cac Thong tin mat cho nguoi khac, ké ca gia dinh va ban bé, 1 vi pham
Noi quy lao dong va c6 thé vi pham phap ludt;

(v.)  Khéng dugc mang bét ky tai liéu chira cac Thong tin mat ra khoi pham vi Cong
ty ma khong c6 su cho phép bang van ban ctua [Tong] Giam doc; va

(vi.)  Thuc hién tit ca cac bién phap bao vé cac Thong tin mat ctia Cong ty.

CHUONG VIII: XU LY KY LUAT LAO PONG VA TRACH NHIEM VAT CHAT
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Piéu 37. Tranh nhiém vat chit
Nguyén tic bdi thuong thiét hai:

(i) Nguoi lao dong 1am hu hong dung cu, thiét bi hodc c6 hanh vi khac gay thiét
hai cho tai san ciia Cong ty phai boi thuong theo quy dinh cua phap luat hién
hanh d6i voi cac thiét hai da phat sinh. Néu gy thiét hai khong nghiém trong
do so suét voi gid tri khong vuot qua 10 (muoti) thang lwong tdi thiéu ving do
Chinh phi cong bd duoc dp dung dbi voi noi lam viée ciia Nguoi lao dong, thi
Nguoi lao dong phai tra mét khoan bdi thudng tdi da bang 03 (ba) thang tién
luwong va s€ bi khau trir dan tir tién lwong theo quy dinh cta phap luat lao dong
hién hanh. Sé tién bdi thudng va hinh thirc bdi thuong s& duoc xem xét va quyet
dinh dua trén mutc d6 vi pham ctia Ngudi lao dong va cac thiét hai thuc té xay
ra;

(ii.)  Thiét hai nghiém trong theo quy dinh tai Piéu nay va trong Noi quy lao dong la
thiét hai vat chat xdy ra d6i voi hoat dong cua Cong ty hoac dbi v6i may moc,
thiét bi, dung cuy, d6 dung, san pham, tién bac va cac tai san khac cua Cong ty
v6i mirc thiét hai nhiéu hon 10 (mudi) thang tién luong téi thiéu ving; va

(iii.)  Mat khac, thiét hai khong nghiém trong theo quy dinh tai Diéu niy va trong Noi
quy lao dong la thiét hai vat chét xay ra dbi véi hoat dong ctia Cong ty hoac ddi
v&i may moc, thiét bi, dung cuy, do dung, san phém, tién bac va cac tai san khéc
ctia Cong ty voi muc thiét hai thap hon 10 (muoi) thang tién luong tbi thiéu
vung.

Nguoi lao déng phai boi thuong thiét hai mot phan hoic toan b theo gia tri thi trudong
khi thugc mot trong cac truong hop sau:

(i) Lam mét dung cu, thiét bi hodc tai san cua Cong ty hodc tai san khac do Cong
ty giao; hoac

(ii.)  Tiéu hao vat tu vugt qua dinh mirc cho phép cia Cong ty.

Truong hop Nguoi lao dong gay thiét hai cho Cong ty theo quy dinh tai Khoan 2 Piéu
nay ma c6 hop dong trach nhiém thi phai boi thuong theo hgp dong trach nhiém do.

Truong hop do thién tai, héq hoan, dich hoa, dich bénh nguy hiém, tham hoa, su kién
xay ra khach quan khong thé luong trude duoce va khong thé khac phuc dugc méc du
da 4p dung moi bién phap can thiét va kha nang cho phép thi khong phai boi thuong.

Thi tuc va phuong thirc bdi thuong

(i)  Trinh ty, tha tuc, thoi hidu viéc xir Iy boi thuong ddi voi ton that va thiét hai
dugc thyuc hién theo cac quy dinh tuong ing vé xu ly ky ludt lao dong; va

(i)  Nguyén tac xem xét viéc boi thudng thiét hai vat chat: Viéc xem xét, quyet dinh
mirc bdi thuong thiét hai phai can ctr vao 16i, mirc d6 thiét hai thuc té va hoan
canh thyc té gia dinh, nhan than va tai san ciia Nguoi lao dong.
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Diéu 38. Nguyén tic xir Iy ky luat lao dong

Khi tién hanh xir Iy ky luat lao dong, ngudi c6 thim quyén phai tuan tha cic nguyén tic sau
day:

1. Viéce xu 1y vi pham ky luét lao dong dugc quy dinh nhu sau:

(i) Cong ty phai ching minh duoc 16i ctia Nguoi lao dong;

(ii.)  Phai co sy tham gia ciia Ban chap hanh Cong doan co sd/Ban ldnh dao T6 chirc
cua Nguoi lao dong tai doanh nghiép néu Nguoi lao dong dang bi xur 1y ky luat
la thanh vién;

(iii.) Nguoi lao dong phai c6 mat va co quyén tu bao chira, nho luét su hodc t6 chtrc
Ban chap hanh Cong doan co s6/Ban lanh dao T6 chire cua Nguoi lao dong tai
doanh nghiép bao chira; truong hop 1a nguot chua du 15 tudi thi phéi cé su tham
gia cua ngudi dai dién theo phap luat;

(iv.)  Viéc xur ly ky luat lao dong phai dugc lap thanh bién ban.

2. Chi dugc ap dung 01 (mot) hinh thirc xir 1y ky luat ddi véi 01 (mot) hanh vi vi pham ky
luat lao dong.

3. Khi Nguoi lao dong dong thoi c6 nhidu hanh vi vi pham ky luat lao dong duoc thyuc
hién cung thoi diém thi chi 4p dung hinh thirc ky luat cao nhét trong g véi hanh vi
vi pham ndng nhat.
4, Nguoi lao dong khong bi xtr 1y ky ludt lao dong trong cac thoi gian sau day:
(i) Pang bi tam gitt, tam giam;
(ii.)  Pang cho két qua cia co quan diéu tra co thém quyén xac minh va két luan dbi
v6i hanh vi vi pham dugc quy dinh tai-Diéu 125.1 va bic¢u 125.2 B¢ luat Lao
dong;

(iii.) Pangnghi 6m dau, diéu dudng; nghi viéc dugc sy dong y cua Cong ty; va

(iv.)  Nguoi lao dong nit mang thai, nguoi lao dong nghi thai san, nuéi con dudi muodi
hai (12) thang tuoi.

5. Khong xur 1y ky luét lao dong d6i v6i Nguoi lao dong vi pham ky lut lao dong trong
khi mac bénh tam than hodc mot bénh khac lam mat kha nang nhan thic hoac kha ning
diéu khién hanh vi ciia minh.

6. Xoa ky luat, giam thoi han chip hanh ky luat lao dong
Nguoi lao dong bi khién trach sau 03 (ba) thang hodc bi xu 1y ky luat kéo dai thoi han

nang luong sau 06 (sau) thang hodc béc bi xur Iy ky Icach chic sau 03 (ba) nam, ké tur
ngay bi xir 1y, néu khong tiép tuc vi pham ky luat lao dong thi duong nhién dugc xo04
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ky luat.

Nguoi lao dong bi xur 1y ky luat kéo dai thoi han nang luong, sau khi chép hanh duoc
mot nira thoi han néu stra chira tién bd thi ¢ thé dugc Cong ty xét giam thoi han.

Téi pham la truong hop Nguoi lao dong 1ap lai hanh vi vi pham da bi xur 1y ky ludt ma
chua duogc x6a ky luat theo quy dinh néu trén.

7. Thoi hi¢u xt 1y ky luat lao dong:

(i) Thot hiéu xtr 1y ky luat lao dong 1a 06 (sau) thang, ke ttr ngdy xay ra hanh vi vi
pham; trudng hop hanh vi vi pham lién quan tryc tiép dén tai chinh, tai san, tiét
16 bi mat cong ngh¢, bi mat kinh doanh ctiia Cong ty thi thoi hié¢u xu 1y ky luat
lao dong 1a 12 (mudi hai) thang;

(ii.)  Khi hét thoi gian quy dinh tai cic Piéu 38.4.(1), 38.4.(ii), 38.4.(iii) va 38.4.(iv)
ctia Noi quy lao dong, néu hét thoi hiéu hodc con thoi hiéu nhung khong du 60
(sau muoi) ngay thi duwoc kéo dai thoi hiéu dé xir 1y ky luat lao dong nhung
khong qua 60 (sau muoi) ngay ké tir ngay hét thoi gian néu trén;

8. Tam dinh chi cong viéc

[Tong] Giam dbéc Cong ty co quyen tam dinh chi cong viéc cua Nguoi lao dong khi vu
viéc vi pham c6 nhiing tinh tiét phtic tap néu xét thiy dé Ngudi lao dong tiép tuc 1am
viéc s€ gay kho khan cho viéc x4c minh. Viéc tam dinh chi cong viéc cua Nguoi lao
dong chi duoc thyuc hién sau khi tham khao ¥ kién cta Ban chap hanh Cong doan co
s&/Ban lanh dao T chirc cua Nguoi lao dong tai doanh nghi€p dang bi xem xét tam
dinh chi cong viéc 1a thanh vién. Thoi han tam dinh chi cong viéc khong duge qua 15
(mudi 1am) ngay, trudng hop dic biét khong duge qua 90 (chin'muoi) ngay. Hét thoi
han tam dinh chi cong vi¢c, Cong ty phai nhan Nguoi lao dong trd lai [am vige.

Trong thoi gian tam dinh chi cong viéc, Nguoi lao dong dugce tam ing 50 (ndm muoi)
phan trdm tién luong trude khi bi dinh chi cong viéc: Truong hop Nguoi lao dong bi
xtr 1y ky luat lao dong, Ngudi lao dong cling khong phai tra lai sb tién luong da tam
{mg. Trong truong hop Nguoi lao dong khong bi xir 1y ky luat, Cong ty sé& tra du tién
luong cho thoi gian bi tam dinh chi cong viéc.

9. Tat ca Ngudi quan 1y ¢o trach nhiém lap bién ban cho timg hanh vi vi pham Noi quy
lao dong cua cip dudi. Bién ban vi pham phai c6 chit ky cua nhitng Ngudi quan Ly do
va ngudi vi pham va/hodc nhan chimg ching kién hanh vi vi pham va phai dugc giri
dén Phong Nhan su trong vong 03 (ba) ngay ké tir ngay vu viéc duoc phat hién.

10. Khi nhan dugc bién ban hop vi pham, Truéng Phong Nhan su phai xem xét lai tinh
chinh xé4c cua timg bién ban cudc hop, thuc hién cac cong viée can thiét dé co duoc
bang chimg cho cudc hop xir Iy vi pham, bao céo cac trudng hop cho [Tong] Giam ddc
va to chirc cudc hop xir 1y vi pham theo quy dinh ctia phap luat lao dong hién hanh.

Picu 39. Hinh thire xir Iy k¥ luét lao dong

Nguoi lao dong vi pham ky luat lao dong, tuy theo mirc ¢ nghiém trong cia hanh vi vi pham,
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s& bi xir 1y bang hinh thirc sau day:
(i)  Khién trach;
(11.)  Kéo dai thoi gian nang luong khong qua 06 (sau) thang;
(iii.)  Cach chuc; va
(iv.)  Sathai.
Piéu 40. Hanh vi vi pham ky luat lao dong
1. Khién trach

Khién trach s& duoc ap dung d6i v6i Nguoi lao dong c6 bat ky hanh vi vi pham sau day
ma khong can c6 sy chap thuén trudce:

(i.) Nghi viéc ma khong c6 1y do chinh dang, 01 (m6t) lan trong mot thang;

(ii.) Di 1am mudn hoic vé sém ma khong duge sy cho phép ciia Nguoi quan 1y
hodc khong c6 1y do chinh dang tong cong 03 (ba) lan trong 01 (mdt) thang;

(11i.) Va“ing mat khoi noi lam viéc ma khong c6 1y do chinh ddng 02 (hai) ngay
moi thang;

(iv.) Kéo dai gio nghi gitra gid 1au hon thoi gian cho phép;

(v.) Ro1 khéi noi lam vi¢e trong gio lam viée;

(vi.) Gay r6i trong noi 1am viéc ma khong c¢o 1y do chinh déng, hodc c¢6 nhiing

hanh dong gay phién ha cong viéc ciia nguoi khae hoac anh hudng xau dén
tien do. lam viéc binh thuong cua ngudi khac;

(vii.) N6i chuyén dién thoai trong khu virc san xuat hoic khi dang van hanh may
moc;

(viii.) Mang thirc dn hodc dn udng tai noi khong cho phép in udng;

(ix.) Tién hanh cong viéc khong duge Gy quyén hodc ngi trong subt gio 1am
viéc;

(x.) Str dung co so vat chat/tu lidu ciia Cong ty cho muc dich ca nhan, lip dit

cac phan mém hodc tro choi bi cAm trong cac may tinh cia Cong ty hodc
nguoc lai — st dung email cd nhan dé trao do6i thong tin lién quan dén Cong
ty;

(xi.) Khong mac déng phuc yé thiét bi bao ho lao dong trong gid lam viéc tai
khu vye quy dinh (bao gdbm nhung khéng gié1 han trong viée khong deo thé
nhan vién hoac dong phuc lam vi¢c);
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(xii.) Khong giir noi lam viéc sach sg;

(xiii.) Xa rac, lam mét vé sinh khu vuc chung, nhu tai phong hop, quan an ty phuc
O

(xiv.) Vi pham céc tiéu chuan cua quy trinh van hanh (SOP) hodc van hanh may

moc, thiét bi, phuong tién, dung cu hodc cac co s¢ vat chét ky thuat khac
khi khong dugc uy quyeén ma khong co thiét hai nao xay ra;

(xv.) Pau xe may hoac xe hoi 16n x0n;

(xvi.) Vi pham cac quy dinh an toan giao thong hodc vi pham bét ky huéng dan
an toan hodc bi€u tuong an toan nao trong pham vi noi lam viéc;

(xvii.) Vi pham Chinh sach méi truong va an toan, ma khong cdé mat mat xay ra;
(xviii.) Str dung céac céc tin nhan, 101 n61 xtic pham hoac ham doa trong giao tiép;
(xix.) Vao khu vyc cam ctia Cong ty hodc dan nguoi khac vao noi lam viéc ma

khong c6 su cho phép;

(xx.) Vi pham ndi quy ra va vao cua Cong ty, bao gom nhung khong gi6i han
mang hang hoa ra va vao nha xudng va tir chdi yéu cau kiém tra ciia bao
vE;

(xxi.) Khong tuan theo sy phan cong hodc gidm sat tir ngudi ¢6 tham quyén trong

Cong ty ma khong co6 1y do chinh dang & muc d¢ it nghiém trong;

(xxii.) Che day, gidu giém Nguoi quan 1y vé cac thuong tich hoic tai nan lao dong;
(xxiii.) Khong tat dén, may lanh sau gio lam viéc;
(xxiv.) Ngudi lao déng bao cao sai vé hoat dong ban hang ciia cac cira hang do

minh phu trach (nhu kich ¢& quan trong bao cao 16n hon 70% so voi két
qua kiém tra, quan khong ton tai tai'dia chi khai béo, doanh sb béo céo cua
quan 16n hon 20% doanh s6 kiém tra...) véi s6 sai pham chiém tir 15% dén
30% tong s6 mau kiém tra dua trén két qua kiém tra thi truong hang thang;

(xxV) Gitip Nguoi lao dong khac quet thé chim cong hodc yéu cau Ngudi lao
dong khac quet thé gitp minh khién dir li¢u cham cong sai 1éch;

(xxvi) Tuy tién thay doi ca lam viéc hodc thoi gian lam viéc ma khong co sy chap
thuén;
(xxvii) Ht thudce tai noi lam viée;

(xxviii)  Di chuyén, thay 461, thém vao, g& bd cac bién an toan va v¢ sinh ¢ noi lam
viéc;

(XXiX) Ban lai céc tai san, phé liéu, chat thai da bi loai ra cia Cong ty nham kiém
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thém thu nhép ca nhan;

(xxX) Str dung tién ctia Cong ty mua qua tri gia thap hon 500.000 dong; vi pham
cac chinh sach vé qua tang;

(xxx1) Ban lai cac phiéu qua ting hodc san pham trong chuong trinh khuyén mai
va/hodc cac chuong trinh uvu tién ctia Cong ty;

(xxxii) Khéng tham gia cac khoa dao tao vé an toan nghé nghiép, phong chay va
chira chay dugc Cong ty to chirc ma chua dugc cho phép;

(xxxiii) ~ Xuc pham khach hang bang cach sir dung nhiing tlr ngir ling ma anh hudng
dén danh tiéng cua Cong ty;

(xxxiv)  X& céc tai liéu hodc ban tin do Cong ty dén;

(xxxv) Chia sé céc tai liéu va thong tin cua Cong ty khong phai 1a Thong tin mét
nhu dinh nghia tai Diéu 3.1.(iv) cua Noi quy lao dong cho nhan su bén
ngoai ma khong co6 su cho phép hoac cung cép cac ching nhan, tai liéu hodc
tu liéu cua Cong ty cho cac Bo phéan hodc nhan sy cé li€n quan ma chua
dugc cho phép hoic ty quyén;

(xxxVvi) Thu thap va trao d6i cac thong tin vé bac, tién luong va thuong hoic tiét 16
bat ky thong tin vé thu lao c4 nhan cho ngudi khac khong dung quy dinh;

(xxxvii) Lam mét thé ra vao Cong ty 1an tht hai trong vong 03 (ba) thang lién tuc
ke tir [an dau tién Nguoi lao dong 1am mat thé;

(xxxviii) Khong tham du cac budi kiém tra stic khoe hing nim theo yéu cau cia
Cong ty ma khong c6 1y do chinh dang;

(xxxix)  Khong thong bao cho Phong Nhan sy sau 01.(mét) tuan khi ¢ bat ky thay
doi thong tin vé so yéu 1y lich, bao gém: dia chi tam tra/thuong tra, ching
minh nhan dan, tinh trang hon nhan, mau thuin loi ich dugc dé cap tai Phy
luc I hoac céc truong hgp nguoi than [am viée cho Cong ty;

(x1) Xao lang trong viéc tham dinh cac nha cung cép hién tai va tuong lai; va

(xli) Ngudi lao dong bao cao sai vé hoat dong ban hang ciia cac cira hang do
minh phu trach (nhu kich ¢& quan trong bao cao 1én hon 70% so voi két
qua kiém tra, quan khong tdn tai tai dja chi khai bao, doanh sb bao céo cua
quan 16n hon 20% doanh s6 kiém tra...) v6i s6 sai pham chiém trén 30%
dén 60% téng s6 mau kiém tra dya trén két qua kiém tra thi truong hang
thang.

Kéo dai thoi gian nang bac lwong khong qua sau (06) thang

Ngudi lao dong vi pham mét trong cac hanh vi sau day s& bi xir Iy ky luat bang hinh
thirc kéo dai thoi han nang bac luong khong qua sau (06) thang:
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(i) Tai pham trong thoi han 03 (ba) thang tir ngay bi khién trach;

(ii.)  Véng mit khoi noi 1am viéc ma khong ¢6 1y do chinh déng tir 03 (ba) dén 04
(bon) ngay trong mot thang;

(iii.)  Yéu cau hodc ép budc Nguoi lao dong cp dudi thyc hién cac hanh vi khong
phu hop hoac thuc hién cac tac vu khong thich hop voi trinh d§ chuyén moén
hodc mo ta cong viéc cua ho;

(iv.)  Phat tan tin don anh huéng xau dén Cong ty va nhitng Ngudi lao dong khac;

(v.)  Co hanh vi de doa khach hang va Nguoi lao dong khac;

(vi.)  Phan bi¢t doi xtr voi Nguoi lao dong vi mau da, sac tdc, gidi tinh, ving mién,
tudi, mang thai hodc tinh trang hon nhan;

(vii.) St dung tién cua Cong ty mua qua co gia tri vuot qua 500.000 dong vi pham
chinh sach qua biéu cia Cong ty;

(viii.) Nhén qua vé6i bat ky gia tri nao tir khach hang ma khong thong bao hodc ndp lai
cho nguoi dai dién dugce chi dinh ctia Cong ty;

(ix.)  Vay tién tir nha cung cap hodc cho nha cung cap vay tién;

(x.) Vi pham cac thu tuc lién quan dén thuc hién hop dong hodc khong can trong
trong viéc kiém tra hop dong;

(xi.) Cung cap thong tin khong phai 13 thong tin mat nhu néu tai D@éu 3.1.(iv) cua
Noi quy lao dong cho ngudi khac vé gia dau thau va thong tin vé nha thau khéc

trong dau thau,

(xii.) Lam san xudt bi ngung tré trén 30 (ba muoi) phit dén dudi 02 (hai) gior do sai
sot nghé nghiép;

(xiii.) Dénh nhau trong khuon vién cua Cong ty;

(xiv.) Vi pham qua trinh chép thuin va cam két bang 151 n6i v6i bat ky nha budn nao,
nguoi dang dau tu trén thi truong, ma chua gay ra bat ky hau qua ti€u cuc nao
cho Cong ty;

(xv.) C& tinh tiét 16 san lugng ban hang, cac kénh mua ban va hang ton kho;

(xvi.) Nguoilao dong bang ¥ chi ctia minh thiét 1ap thoa thuan miéng véi ddi tic nham
thuc hién cac dicu khoan trong giao dich kinh doanh ma khéng c6 su cho phép

ctia ngudi co tham quyén trong Cong ty;

xvii.) Gid mao chir ky, glay to, ban ghi chép va cac s6 sach véi gia tri thip hon 10
g
(mudi) thang lwong t6i thiéu ving cua Chinh phi quy dinh tai ting thoi diém;

(xviii.) Nguoi lao dong bao cdo sai ve hoat dong ban hang cia cac cua hang do minh
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phu trach (nhu kich ¢& quan trong béo cio 16n hon 70% so voi két qua kiém tra,
quan khong ton tai tai dia chi khai béo, doanh s6 bao cdo ctia quan 16n hon 20%
doanh s6 kiém tra...) voi sd sai pham hon 60% tong sb mau kiém tra dia trén
két qua kiém tra thi truong hang thang gdy hau qua nghiém trong hodc de doa
gy hau quéa dic biét nghiém trong dén tai san hodc loi ich cia Cong ty véi gia
tri thap hon 10 (mudi) thang lwong tdi thiéu ving cta Chinh phu quy dinh tai
tung thoi diém; hodc

(xix.) Vipham Noi quy lao dong gy hau qua nghiém trong hodc de doa gay hau qua
ddc bict nghiém trong den tai san hoic lgi ich ctia Cong ty véi gia tri thap hon
10 (mudi) thang lwong tdi thiéu ving ciia Chinh phii quy dinh tai timg thoi diém.

Cach chire

Cach chuc s& dugc ap dung dbi voi Nguoi lao dong gilr chire vu quan 1y tir cap bac [e]
hodc hon ma c6 hanh vi vi pham nhu néu tai Bi¢u 40.2 cua No§i quy lao dong nay.

Sa thai
Nguoi lao dong s€ bi sa thai khi c6 mot trong cac hanh vi vi pham sau day:

(i) Nguoi lao dong bi xtr Iy ky luét kéo dai thoi han nang luong ma tai pham trong
vong 06 (sau) thang ké tir ngay bién phap nay duoc ap dung hoic bi xtr 1y ky
luat cach chirc ma tai pham trong vong 03 (ba) nam ké tir ngay bién phap nay
duoc ép dung;

(ii.)  Nguoilao dong c6 mot trong cac hanh vi sau day:

(a) Trom cap tai san cia Cong ty hodc cua dong nghiép, hoac hd trg nguoi
khac trom cép c6 to chirc, hodc tham 6 tai san dudi bat ky gia tri nio trong
pham vi Cong ty;

(b) Danh bac trong pham vi Cong ty;
(¢) Céy gy thuong tich trong pham vi Cong ty; hodc
(d) St dung ma ty trong pham vi Cong ty.

(iii.)  Ngudi lao dong c6 hanh vi tiét 16 bi mat kinh doanh, bi mét cong ngh¢; xam
pham Quyén s& hitu tri tué cia Cong ty; va cung cap Théng tin mét cho Cong
ty tai chinh, Cong ty san dau nguoi, nha cung cap hodc bat ky ai ma khong c6
su cho phép dudi bat ky hinh thtrc hoac murc d6 nao;

(iv.) Nguoi lao dong Vang mat 05 (nam) ngay cong don trong vong 30 (ba muoi)
ngay ké tir ngay dau tién vang mit hodc 20 (hai muoi) ngay cong don trong
khoang thoi gian 365 (ba trim sau muoi 13m) ngay ké tir ngdy ving mit dau tién
ma khong c6 ly do chinh dang.

Cac truong hop duoc coi 1a Nguoi lao dong nghi viée ¢6 1y do chinh dang bao
gom:
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(a) Do thién tai, héa hoan; hoac

(b) Ban than, bd dé, me dé, bd nudi, me nudi, bd vo, me Vo, bd chéng, me
chdng, vo hodc chong, con dé, con nudi hop phap bi 6 dm co gidy x4c nhan
clia co s kham bénh, chira bénh c6 thim quyén.

Nguoi lao dong c6 hanh vi gay thiét hai nghiém trong hodc de doa géy thit hai

dac biét nghiém trong doi véi tai san hoac 1¢1i ich cua Cong ty hoac khach hang

ctia Cong ty voi gid tri tir 10 (muoi) thang luong toi thi€u ving tré 1€n do Chinh

phu quy dinh tai tirng thoi diém, bao gom cac hanh vi sau day:

(a) Lay cac san pham bj hily, mau hodc san pham dung dé tham do thi truong;

(b)  Nhan hdi 16 hodc bét ky su chiéu dii ndo tir cac t6 chire, dbi tac va khach
hang hoac yéu cau doi tac dua hoi 19 hoac chiéu dai dudi bat ky hinh thuc
nao;

(c) Phahuy tai san cua dé)ng nghiép tai noi lam viéc;

(d)  Thuc hién quay rdi tinh duc hodc bat ky dang quiy réi ndo trong gio lam
tai noi lam viéc;

(¢) Tu ¥ thay doi, 1am mat lam sai I¢ch, bia dat, pha huy tai li¢u luu trit, ho
S0 quan trong, ban gbc cac ghi chu, ghl chép tai chinh, ghi cht hoan tién,
ban ghi chép gdc, con dau, hoa don, gidy phép, ban cham cong va cac dir
lidu, tai liéu, tat ca cac dang hoa don thanh toan lién quan (bao gé)m tat ca
cac ghi cht hoan tién), cac ho so tai liéu clia Cong ty;

(f)  Mang theo, che gidu hodc tang trit bat ky vii khi, chat nd, ruou, chat gay
nghién trong pham vi Cong ty;

(g) Dan cac bai viét, ap phich, to roi va cong khai céc tin tirc ti€u cuc hoac vé
bat man c4 nhan qua hé thong cia Cong ty ma khong co6 su cho phép;

(h)  Vipham cac quy dinh vé Chinh sach méi truong va an toan ctaa Cong ty;

(i) Vi pham cac quy dinh vé Chinh sach vé sy lam dung rugu bia cua Cong
ty;

(i) Vi pham céac diéu khoan cua Bo quy tac tmg xu kinh doanh, nhiing vi
pham chua dugc néu trong Diéu 40.1, 40.2 va 40.3 cua Noi quy lao dong;

(k)  Cung cap thong tin sai léch vé Cong ty cho truyén thong;
() St dung tén cta Cong ty trong cac giao dich nham truc 1oi ca nhan;
(m) De doa khach hang hodc Ngudi lao dong khac;

(n)  Phan biét ddi xir voi Nguoi lao dong khac vi mau da, sic toc, gidi tinh,
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vung mién, do tudi, mang thai hoac tinh trang hon nhan cta ho;

(o) Nhan qua hodc bat ky vat gi co gia tri tir bat ky khach hang ma khong
thong bao hodc trinh bay véi dai dién dugc phan cong ciia Cong ty;

(p) Cung cap thong tin khong phai 1a Thong tin mat néu tai Piéu 3.1.(1v) cua
Noi quy lao dong cho ngudi khéc vé gid dau thau va thong tin vé nha thau
khac trong dau thau;

(q9) DPanh nhau trong khuon vién cuia Cong ty;
(r)  C6 tinh tiét 16 san luong ban hang, cac kénh mua ban va hang ton kho;

(s) Gid mao chir ky, giz‘iy’tc‘f, ban ghi chép va cac s6 sach voi gia tri dudi 10
(muo1) thang luong toi thiéu vung cua Chinh phu quy dinh tai timg thoi
di€ém hoac nhiéu hon;

(t) Nguoi lao dong bao cdo sai vé hoat dong ban hang cua céac cira hang do
minh phu trach (nhu kich ¢& quan trong bao cao 16n hon 70% so vai két
qua kiém tra, quan khong ton tai tai dia chi khai bao, doanh sb bao céo cta
quan 16n hon 20% doanh s6 kiém tra...) véi s6 sai pham hon 60% tong sb
mau kiém tra dua trén két qua kiém tra thi truong hang thang; hoic

(W) Thyc hién cic hanh vi vi pham Noi quy lao dong khéc dan dén thiét hai
tai san cta Cong ty voi tong gid tri tr 10 (muoi) thang luong to1 thiéu
vung trd 1én do Chinh phu quy dinh tai tirng thoi diém.

(vi.)  Ngudi lao dong c6 hanh vi quiy rdi tinh duc tai Noi lam viéc.
Piéu 41. Tham quyén xir Iy ky luat

[Tong] Giam ddc hodc nguoi dugc Gy quyén giao két hop dong lao dong s& tién hanh
triéu tap va chu tri cudc hop xur 1y ky luat lao dong.

Ngudi ¢ tham quyén ra quyét dinh xu ly ky luat lao dong s& duoc thuc hién theo quy
dinh cua phap luat lao dong tai tirng thoi diém.

Diéu 42. Thii tuc 4p dung cac bién phap xir Iy ky luit lao dong

Khi phat hién Nguoi lao dong ¢6 hanh vi vi pham ky luét lao dong tai thoi diém xay ra
hanh vi vi pham, Cong ty tién hanh 1ap bién ban vi pham, thong bao dén Ban chap hanh
Cong doan co sé/Ban lanh dao To chire cia Ngudi lao dong tai doanh nghiép ma Nguoi
lao dong 1a thanh vién, nguoi dai dién theo phép luat cua nguoi lao dong chua du 15
tuoi.

Truong hop Cong ty phat hién hanh vi vi pham ky luat lao dong sau thoi diém hanh vi
pham da xay ra thi Cong ty thuc hién thu thap ching cir chtirng minh 16i cua Ngudi lao

dong.

Trong thoi hiéu xir 1y ky luat lao dong luat dinh, Cong ty s& tién hanh hop xur 1y ky luat
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lao dong nhu sau:

(i) Cong ty thong bao vé ndi dung, thoi gian, dia diém tién hanh cudc hop xir 1y ky
luat lao dong, ho té€n ngudi bi x1r 1y ky ludt lao dong, hanh vi vi pham bi xur ly
ky luat lao dong dén Ban chip hanh Cong doan co s6/Ban lanh dao T6 chiic cua
Nguoi lao dong tai doanh nghiép néu Ngudi lao dong dang bi xur Iy ky luat 1a
thanh vién, Nguoi lao dong, Luat su, hodc Ban chép hanh Cong doan co s¢/Ban
lanh dao T chirc ciia nguoi lao dong tai doanh nghiép néu dugc Ngudi lao dong
nho bao chira, nguoi dai dién theo phép luat ddi véi nguoi chua da 15 tudi, dam
bao cac thanh phan nay nhan duoc thong bao trudce khi dién ra cudc hop trudc
it nhat 05 (nam) ngay lam viéc trudc ngdy tién hanh hop xr Iy ky luét lao dong;

(ii.)  Khi nhan dugc thong bao ciia Cong ty, ké tir ngdy nhan duoc thong bao, cic
thanh phan duoc thong béo néu trén phai xac nhan tham du cudc hop véi Cong
ty. Truong hop mét trong cac thanh phan phai tham dy khong thé tham du hop
theo thoi gian, dia diém da thong bao thi Ngudi lao dong va Cong ty thoa thuan
viéc thay doi thoi gian, dia diém hop; truong hop hai bén khong thoa thuan dugc
thi Cong ty quyét dinh thoi gian, dia diém hop; va

(iii.) Truong hop mot trong cac thanh phan dugc thong bio khong xac nhan tham du
cuodc h(_)p, hoac néu ly do kh(}ng qhinh dang, hodc da xac nhén tham dy nhung
khong dén hop thi Cong ty van tién hanh hop xur 1y ky luat lao dong.

Cudc hop xu ly ky luat lao dong phai dugc 1ap thanh bién ban va dugc cac thanh vién
tham du thong qua trude khi két thuc cudc hop. Bién ban phai c¢6 day dua chir ky cua cac
thanh phan tham dy cudc hop. Trudng hop mdt trong cac thanh phan da tham dy cudc
hop ma khong ky vao bién ban thi phai ghi 15 ho tén, 1y do khong ky (néu co) vao noi
dung bién bén.

Quyét dinh xtr Iy ky luat lao dong s& duoc ban hanh trong thoi han cta thoi hiéu xu 1y
ky luat lao dong theo Diéu 38.6 ctia Noi quy lao dong va s& duge giri dén Nguoi lao
dong va Ban chap hanh Cong doan co sd/Ban lanh dao T6 chirc ciia Nguoi lao dong tai
doanh nghiép (néu Nguoi lao dong 1a thanh vién cua to chirc nay hodc Ngudi lao dong
nhd ho bao chita), Luat su, ngudi dai dién theo phép luat ciia nguoi chua da 15 tudi.

CHUONG IX: PIEU KHOAN THI HANH
Diéu 43. Diéu khoan thi hanh

Noi quy lao dong sé& c6 hiéu luc [ké tir ngay [*] (do Céng ty quyé’z dinh néu Cong ty sir
dung 10 Nguoi lao dong va ban hanh Noi quy lao dong bang vin ban)] hoic [sau 15
(mudi 13m) ngay, ké tir ngay [+] nhan duoc diy du ho so dang ky No1i quy lao dong].

Sau khi dang ky Noi quy lao dong nay, Cong ty gui dén ting t6 chirc dai dién cua nguoi
lao dong tai co s (néu co) va thong bao dén tat ca Nguoi lao dong dong thoi niém yét
n6i dung chinh & nhimg noi can thiét tai noi lam viéc.

Céc van dé vé lao dong khéac chua duoc quy dinh trong Noi quy lao dong nay s& dugc
thyc hién theo Thoa udc lao dong tép thé (neu c6) va Bo luat Lao dong. Trong trudng
hop mot vén de phat sinh chua duoc hudng dan trong Thoa ude lao dong tap thé va cac
hudng dan vé lao dong ctia Cong ty, cac quy dinh lién quan ctia phap luat lao dong dang
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hién hiru s€ dugc ap dung.
Diéu 44. Thay doi

Cong ty co thé thay doi hodc huy bo bat ky diéu khoan nao trong N6i quy lao dong theo
yéu cau tai timg thoi diém sau khi tham van Ban chap hanh Cong doan co sé/Ban lanh
dao cua T6 chirc Nguoi lao dong tai doanh nghiép cua Cong ty nham tuan theo phap
luat lao dong. TAt ca nhiing thay d6i sé& dugc dang ky vai [+] va thong bao cho tat ca
Nguoi lao dong.

[], [ngay] [thang] [ndm)]

Thay mait va dai dién cho Cong ty
Dai dién theo phap luat

[Ho va tén]
[Tong] Giam doc

Phu Luc 1: B4 Quy Tic Ung Xir Kinh Doanh

Phuc Luc 2: Chinh Sich Vé Lam Dung Ruou Bia

Phu Luc 3: Chinh sach Méi trwong va An toan

Phu Luc 4: Théng Tin Mat

“Thong tin mat” nghia 1a va bao gom bt ky dir liéu hodc thong tin, dudi bat ky dang nao,
lién quan dén Cong ty va chi nhanh cia Cong ty, hodc l¢i ich kinh doanh hién tai hoac trong

tuong lai ciia Cong ty va cac chi nhanh cua Cong ty, va bao goém:

(i) Thong tin khach hang bao gdém nhung khong gidi han thong tin tai khoan, thong tin ca
nhan, thong tin vé cac giao dich va so du tai khoan;

(ii.) B4t ky nghién ctru va ké hoach tiép thi va quang cao;
(iii.) BAt ky thong tin lién quan dén qué trinh kinh doanh va ké toan, ghi chép hodc bao cao;
(iv.) Bat ky ké hoach, quy trinh tiép thi hodc cac thong tin lién quan;

(v.) Batky tén va thong tin lién quan dén khach hang, nha tiéu thy, nha cung cip va dai Iy
trudc day, hién tai hodc tiém nang, hodc thong tin phan hoi;

(vi.) Batky thong tin chi tiét ciia Nguoi lao dong ctia Cong ty (bao gom thong tin ¢4 nhan cua
Nguoi lao dong cua Cong ty);
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(vii.) Batky thong tin chi tiét cta Nguoi lao dong trude day, hién tai va tiém nang va nhan sy
moi tuyén hodc ké hoach phat trién;

(viii.) Bat ky hop dong, diéu khoan hop dong va cac thong tin chi tiét khac lién quan dén quan
hé hop dong cuia Cong ty;

(ix.) Tai san sé hitu tri tué, bi mat kinh doanh va bi quyét ciia Cong ty;

(x.) Bét ky phuong phap van hanh, ké hoach hodc chién lugc;

(xi.) Batky dir liéu ban hang hodc chién lugc vé gia voi dbi thu canh tranh va vi pham thong
tin vi pham lién quan dén an toan cong nghg, dan dén su ngung tré h¢ thong hoic dir liéu

bi mét trong Cong ty, gdy anh hudng dén hoat dong san xuat va kinh doanh; va

(xii.) Bt ky dit liéu hodc théng tin ndo ma Cong ty cho 13 bi mat va yéu cau Ngudi lao dong
khong tiet 19.

INTERNAL LABOUR REGULATIONS

Pursuant to the Labour Code passed by the National Assembly of the Socialist Republic of
Vietnam dated 20 November 2019 and is effective on 01 January 2021; and

Having regard to the nature of its business and labour requirements.

The [General] Director of [e] (“Company”) hereby promulgates the Internal Labour
Regulations (“ILRs”) to be implemented by the Company and the employees as follows:

CHAPTER I: GENERAL PROVISIONS
Article 1: Objectives

The ILRs is issued in accordance with the Labour Code and set out the fundamental working
principles for all of the Company’s employees including:
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(i.)  Labour contract and recruitment;
(ii.)  Time of work — Time of rest;
(iii.)  Order in the Company;
(iv.)  Occupational safety and hygiene;

(v.)  Prevention of sexual harassment in the workplace; and the sequence and procedures for
dealing with an act of sexual harassment in the workplace;

(vi.)  Protection of assets, business secrets and confidentiality of technology and of
intellectual property of the Company;

(vii.) Cases in which an employee may be temporarily assigned to do work different from
that specified in his or her labour contract;

(viii.) Conducts by the employees constituting a breach of labour discipline, forms of penalty
imposed for those breaches and the person having competence to impose disciplinary
penalties;

(ix.)  Penalties imposed for those breaches and liability for damage; and

(x.)  Other relevant items.

The objective of the ILRs is to maintain harmonious and stable relations between the Company
and its employees and thus achieve operational efficiencies in the quality and output.

Article 2: Scope of Application

The ILRs is applicable to-all employees working for the Company, regardless any types of
labour contracts including all trainees who are both foreign employees and Vietnamese
employees (“Employees”).

Article 3: Definitions and Interpretation
1. Definitions

(i)  Alcohol Abuse Policy means the policy on alcohol abuse of the Company and
its amendments and supplements from time to time (if any), which is attached
hereto as Annex 1;

(ii.)  Code of Business Conduct means the Code of Business Conduct of [] issued
in May 2015 and its amendments and supplements from time to time (if any),
which is attached hereto as Annex 2;

(iii.) Environment & Safety policy means Environment & Safety (ES) policy of the
Company and its amendments and supplements from time to time (if any),
which is attached hereto as Annex 3;
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(iv.)  Confidential Information means and includes any data or information, in
whatever form, relating to the Company and the Company’s affiliates, or any
other current or future business interests of the Company and the Company’s
affiliates, which is attached hereto as Annex 4;

(v.)  Company means [*], established in Vietnam pursuant to Investment Certificate
No. [*] dated [*] issued by [*];

(vi.) Manager means a direct manager who directly manages the Employees in the
Company;

(vii.) Workplace means the head office, branches, representative offices, business
locations and the subsidiaries of the Company in Vietnam or elsewhere the
Employee actual works in accordance with the agreements or under the
assignments of the Company includes work-related venues or location such as
social activities, workshops, training, formal business trips, meals, phone
conversations, and interpersonal activities through electronic devices, means of
transport arranged by the Company from the residence to the workplace and
vice versa, the residence provided by the Company and another location
specified by the Company;

(viii.) [General] Director means the General Director of the Company as stated in the
Investment Certificate of the Company from time to time;

(ix.) ILRs means this Internal Labour Regulations of the Company and its
amendments and supplements from time to time (if any);

(x.)  Labour Code means the Labour Code No. 45/2019/QH14 of the Socialist
Republic of Vietnam, dated 20 November 2019, which came into effect since 1
January 2021, and all implementing regulations;

(xi.) Government means the government of Vietnam and all Vietnamese State
committees, ministries, general departments, agencies, and instrumentalities
and also includes provincial and district people’s committees, departments and
authorities; and

(xii.) Vietnam means the Socialist Republic of Vietnam.

2. Interpretation

(i)  The headings of clauses are inserted for convenience purpose and shall not
affect the interpretation of these clauses.

Article 4: General Principles

1. The Company and its Employees are liable to comply strictly with the ILRs and the
Labour Code.

2. Failure to comply with any provision in the ILRs is a conduct in breach of the ILRs and
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the Employees will be subject to the labour discipline in accordance with Chapter VIII
of the ILRs.

CHAPTER II: LABOUR CONTRACTS AND RECRUITMENT
Article 5: Type of labour contracts

Upon completion of the probation period, the Company will enter into one of the following
types of labour contract with the Employees:

1. Indefinite-term labour contract

An indefinite-term labour contract is a contract in which the two parties do not
determine the duration and the time of termination of the labour contract.

2. Definite-term labour contract

A definite-term labour contract is a contract in which the two parties determine the
duration and the time of termination of the contract which must not exceed thirty six
(36) months from the effective date of the contract .

Article 6: Assignment of the Employees to perform jobs which are not stated in labour
contracts

1. Upon sudden difficulties from natural disasters, fire, epidemics, from the
implementation of preventive and remedial measures for occupational accidents and
occupational illness, from electricity or water supply system malfunctions, or from the
production ‘and business demands, the Company shall temporarily transfer the
Employees to another job assignment that which is in their labour contract within 60
(sixty) cumulative working days in a year, unless otherwise-agreed in writing by the
Employees.

In which, the production and business demand of the Company is understood as one of
the following cases:

1. The case where any services or sales contracts between the Company and its
clients change in terms of the term and location for implementation of the such
contracts, scale of the contracts, which leads to the fact that the Company must
adjust its human resource correspondingly; or

1i. The Company lacks of any position at its head office or its branch and the
Employees are transferred to hold the respective position in the period when the
Company is in the recruitment process of the positions; or

1il. In order to ensure business operations of the Company as warehouse operation,
machine operation, continuous production, the activities of such supporting
department such as accountancy, personnel, purchasing, information
technology and project management.

2. When the Employees are temporarily transferred to a job assignment other than those
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as stipulated in the labour contract, the Company will notify the Employees in advance
at least 03 (three) working days, specify the duration and arrange jobs suitable for the
Employee’s health and gender.

3. Any Employee who performs the job as stipulated in Clause 1 of this Article is paid
with salary for the new job; if the salary for the new job is lower than the previous
salary, he/she is entitled to the previous salary for 30 (thirty) working days. The salary
for the new job must be at least 85% (eighty five percent) of the previous salary but not
lower than the regional minimum salary as stipulated by the Government.

4, In the case of transferring an Employee to a new position permanently, it must have the
consent from the Employee; the Company and the Employee shall have to sign a new
labour contract or an appendix of the existing labour contract to amend the respective
contents.

Article 7: Suspension of labour contract

1. A labour contract between the Employee and the Company may be suspended in any
of the following cases:

(i) The Employee is called up for military service or discharges his or her
obligations to join the self-defence militia;

(ii.)  The Employee is held in custody or detention in accordance with the criminal
procedure law;

(iii.) The.Employee is subject to a decision on application of the measure of
consignment to a reformatory, compulsory drug detoxification centre or
compulsory education institution;

(iv.) The female employee has a certificate of a competent health establishment
which states that continued work will adversely affect her pregnancy, she may
temporarily postpone the performance of the labour contract as provided in
Article 138 of the Labour Code;

(v.)  The employee is appointed to work as an enterprise manager of a single member
limited liability company in which the State holds 100% charter capital,

(vi.)  The employee has a power of attorney/authorisation to exercise the rights and
discharge the responsibilities of the representative of the State owner of a
portion of State capital;

(vii.) The employee has a power of attorney/authorisation to exercise the rights and
discharge the responsibilities of the enterprise regarding the capital portion of
the enterprise invested in another enterprise;

(viii.) Other cases as agreed upon by the two parties.

2. During the period of suspension of performance of a labour contract, the employee is
not entitled to wages and is not entitled to the other rights and interests agreed in the
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labour contract, unless the two parties reach some other agreement or the law otherwise
provides.

3. Reinstatement of the Employees upon expiry of the period of suspension of labour
contracts:

Within 15 days after the expiry of the period of suspension of performance of a labour
contract in a case specified in Clause 1 of this Article, the Employee shall show up at
the workplace and the Company shall reinstate the Employee back to work in
accordance with the labour contract entered into if the labour contract is still valid
unless otherwise agreed upon by the two parties.

Article 8: Termination of a labour contract
A labour contract is terminated in the following cases:

(i) The labour contract expires, except for the labour contract of a member of the
Leaders of the organisation representing the employee at the grassroots. It
means that if his/her trade union tenure is still valid while his/her labour contract
expires, that labour contract must be extended until the end of the trade union
tenure;

(ii.)  The work stated in the labour contract has been completed;
(iii.)  Both parties agree to terminate the labour contract;

(iv.) The.employee is sentenced to a jail term but not to a suspended sentence and
not within the cases of entitlement to release/freedom as prescribed by the
criminal law, or is sentenced to the death penalty, or is prohibited from
performing the job prescribed in the labour contract-by a legally enforceable
verdict or decision of a Court.

(v.)  The employee being a foreigner working in Vietnam is deported pursuant to an
enforceable decision or verdict of a Court or pursuant to a decision of a
competent State agency.

(vi.)  The employee dies; or is declared by a Court to have lost legal capacity for civil
acts, to be missing or to be deceased.

(vii.) The Company terminates its operation or the specialised agency for business
registration under the provincial people's committee issues notification that the
Company no longer has a legal representative or an authorised person to
exercise the rights and discharge the obligations of the legal representative.

(viii.) The employee is disciplined in the form of dismissal.

(ix.)  The employee unilaterally terminates the labour contract in accordance with the
labour law.

(x.)  The Company unilaterally terminates the labour contract in accordance with the
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labour law.

(xi.) The Company permits the employee to cease work in cases of restructuring,
change of technology, or economic reasons or due to the division or separation,
consolidation or merger; sale, lease out or conversion of enterprise type; or on
transfer of the ownership or use right of the assets of the enterprise or co-
operative.

(xii.) The work permit of an employee being a foreigner working in Vietnam expires
in accordance with labour law.

(xiii.) There is an agreement on probationary work stipulated in the labour contract,
but the probationary work did not satisfy the requirements or either party
rescinded the agreement on probationary work.

Article 9: Criteria for Recruitment

A person who meets the following criterion might be recruited as an Employee of the
Company:

(i) Reaching the legal employment age: 18 (eighteen) years old or older;

(ii.)  Meeting the health standard required for related position;

(i11.)  Possessing necessary education background, labour skill and work experience;
(iv.)  Passing interview and/or examination and/or pre-hire background check; and

(v.)  Passing the probationary period.

Article 10: Recruiting profile

1.

The Company shall not return the submitted profile and/or application by candidates
and/or the Employees who -apply for any position in the Company, except the
Employees and/ or at the candidates’ request.
A profile and/or an application must have the following items:

(1.)  Notarised copy of Identity Card;

(ii.)  Notarised copy of Academic certificate;

(iii.)  Letter on termination of the labour contract issued from previous employer(s)
(if any);

(iv.)  Original Curriculum vitae; and

(v.)  Any information and/or documents relating to recruitment of the Employee as
required by the Company from time to time.
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3. The Employees has to report to the Human Resource Department in case there are any
changes in their personal profiles relating to the Identity Cards, academic, marital
status, conflict of interest cases.

Article 11: Probation
1. Length of probationary period

The probationary period must be based on the nature and complexity of the job but
probation is applied only once for each job and assure the following conditions:

(i) It does not exceed 180 (one hundred and eighty) days for posts being enterprise
manager pursuant to the Law on Enterprise, the Law on Management and Use
of State Capital Invested in Production and Business in Enterprise;

(ii.) It does not exceed 60 (sixty) days for posts which require professional and
technical qualification of collegial or higher level;

(iii.) It does not exceed 30 (thirty) days for posts which require professional and
technical qualifications of intermediate vocational level, for technical workers
and skilled employees; and

(iv.) It does not exceed 06 (six) working days for other types of jobs.

2. During the' probationary period, the Employees are entitled to 100% (one hundred
percent) of the salary applied for the job.

3. During the probationary period, the Company shall not pay and withhold social
insurance, unemployment insurance, and health insurance premiums for the
Employees.

4. At the end of the probationary period for the Employees, the Company will notify the

Employees of the probation results.

In case the results meet the requirements, the Company will conclude the labour
contracts with the Employees. On the other hand, in case the results do not meet the
requirement, the Company will not conclude the labour contracts with the Employees.

Article 12: Vocational training contract between the Company and the Employee and
job training expenses

1. The Company and the Employee shall enter into a vocational training contract in case
the Employee will be trained for vocational qualification and skill improvement or re-
trained at home or abroad with the Company’s fund, including funding donated to the
Company by a business partner. A vocational training contract must be made in 02
(two) copies, each to be kept by 01 (one) party.

2. A vocational training contract shall have the following principal contents:

(i) The trained occupation;
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(ii.)  Training venue; training period and salary during the training period;

(iii.)  The period during which the Employee commits to work for the Company after
training;

(iv.)  Training expenses and responsibility to reimburse training expenses;
(v.)  Responsibilities of the Company; and
(vi.)  Responsibilities of the employee.

3. Training expenses are those accompanied by valid documents on payment for trainers,
training materials, school, classes, machinery and equipment, practicing materials,
other expenses to support learners, salaries and social insurance and health insurance
premiums paid for learners during the training. In case the Employee is sent to a foreign
country for training, training expenses also include travelling and living expenses
during the period of overseas stay.

4, When an Employee unilaterally terminates a labour contract illegally during the period
which the Employee commits to working for the Company after training, he/she must
return all training costs paid by the Company to the Company in accordance with
Clause 2 and 3 of this Article.

CHAPTER III: WORKING TIME AND REST TIME

Article 13: Working Hours

1. All of the Employees working for the Company shall work 40 (forty) hours per week
from Mondays to Fridays.

2. The Employees of Factory and Branch offices have different working time as follows:
@) For Branch offices:

Time of work: From 9:00 to 12:00 — from 13:00 to 18:00 from Mondays to
Fridays

Time of rest: From 12:00 to 13:00, not included in the working hours.
Weekly rest days: Saturday and Sunday.
(i)  For Factory: The Employees working in Factory work under the shift as follows:

° For non-production teams: From 8:00 to 16:30, 30-minutes break time
from 12:00-12:30.

Weekly rest days shall be decided by the Company from time to time
with one week notice.
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° For production teams (Technical Support, Quality Assurance,
Packaging, Warehouse):

Shift 1 working time: 6:00 — 14:00 including break time from 11:00-
11:30 which is counted in the working hours.

Shift 2 working time: 14:00 — 22:00 including break time from 18:00-
18:30 which is counted in the working hours.

Shift 3: 22:00 — 6:00 including break time from 2:00-2:45 which is
counted in the working hours.

In order to ensure the normal and continuous operation of machines, the
break time may be flexibly re-arranged by the Manager (i.e. dividing the
Employees into 02 (two) groups) with one week notice.

Weekly rest days shall be decided by the Company from time to time
with one week notice.

3. A female Employee who is entitled to a 60-minute break in every working day with full
salary as provided in Article 20 herein may register to go to work late 60 (sixty) minutes
per day; or leave early 60 (sixty) minutes per day; or extend lunch time 60 (sixty)
minutes per day.

Article 14: Weekly Rest Days

The weekly rest days of the Employees are as provided in the Article 13 herein. However,
where in special cases due to the work cycle it is impossible for an Employee to have weekly
rest day as provided; the Manager is responsible for ensuring that such Employee on average
has at least 08 (eight) days off in one calendar month.

Article 15: Public and New Year Holidays

1. An Employee is entitled to fully paid days off on the following public and New Year
holidays:

(i) Calendar New Year Holiday: 01 (one) day (the first day of January of the
calendar year);

(ii.)  Lunar New Year Holidays: 05 (five) days;
(iii.)  Victory Day: 01 (one) day (the thirtieth day of April of each calendar year);

(iv.) International Labour Day: 01 (one) day (the first day of May of each calendar
year);

(v.)  National Day: 02 (one) day (the second day of September of each calendar year
plus the immediately preceding or immediately following day); and

(vi.) Commemorative Celebration of Vietnam’s Forefather - Kings Hung: 01 (one)
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day (the tenth of March of the lunar year).

2. For foreign Employees, in addition to the public holidays stipulated in Clause 1 of this
Article, are entitled to 01 (one) traditional New Year holiday and 01 (one) National Day
of their country.

3. In case a holiday referred to in Clause 1 of this Article falls on a weekend, Employees

are entitled to take a weekly rest day on the following day off as compensation.

4. Each year, based on the actual conditions, the Prime Minister for the Government shall
make a specific decision on Lunar New Year Holidays and the National Day.

Article 16: Annual Leave

1. Annual leave of minimum 12 days with the full pay for the Employees who have
completed 12 (twelve) months of the employment with the Company, that will be
calculated based on a calendar year, from 1 January to 31 December.

2. Any Employee who has signed an official labour contract with the Company but has
not completed 12 (twelve) months of the employment with the Company will have the
number of annual leave that shall be calculated as a ratio corresponding to his/her actual
working months as follows: the number of annual leave entitlement stipulated by these
ILRs divide 12 (twelve) months, then multiply by the number of actual working months
during the year to calculate the number of days of annual leave entitlement; the
calculation result should be rounded off if the decimal is 0.5 (zero point five) or bigger.

3. In case where the employee has not work for a full month, if the total number of
working days and paid leave days of the employee (public and New Year holidays, paid
leaves for personal reasons under the Labour Code) accounts for 50% or more of the
normal working days in a month as agreed, then that month shall be regarded as one
working month for calculation of annual leave days.

4. The minimum unit of the annual leave which can be taken is 0.5 (zero point five) day.

5. In case an Employee does not take fully his/her-annual leave, the annual leave shall be
carried forward until 31 March of the following year.

6. The Company shall provide an annual leave schedule for their employees after
consulting the employees and such schedule must be notified to employees for the
information. The Employees should have plans and use their annual leave within the
entitled year.

7. Application for annual leave must be submitted to the Manager in a prescribed form of
the Company or by email or online application:

(i.) 0l (one) week in advance if the annual leave taken is from 01 (one) to 07 (seven)
days;

(ii.) 02 (two) weeks in advance if the annual leave taken is more than 07 (seven)
days;
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(iii.) However, the Manager may grant special approval with shorter advanced notice
period depending on such special situations from time to time; and

(iv.) In extremely urgent and unexpected cases, the annual leave application via
telephone with the Manager may be approved on a case by case basis but it is
only applied for the annual leave period not more than 02 (two) days. The
Employee must inform the Manager about this leave before office working
starts. The annual leave application must be submitted by the Employee on the
first day he/she comes back to work.

Article 17: Personal leave

1.

Personal leave with payment

The Employees will be entitled to a full payment of salary for personal leave and shall
inform the Company in any of the below circumstances:

(i) The Employee’s Marriage: 03 (three) days;
(ii.)  Marriage of Employees’ children: 01 (one) day;

(iii.)  Funeral: 03 (three) days for the death of the Employees’ natural or adoptive
father and mother, natural or adoptive father and mother of the Employees’
wife/husband, the Employees’ wife/husband and the Employees’ natural or
adopted children;

(iv.) Paternity leave: Male employees currently paying social insurance premiums
whose wives give birth to children are entitled to a maternity leave of 05 (five)
working days or more than 05 (five) working days-in some special case as
provided by laws on social insurance.

Personal leave without payment

(i) The Employees may take 01 (one) day off without payment and shall inform the
Company when their paternal or maternal grandparent or blood sibling dies;
his/her father or mother gets married; or a blood sibling gets married;

(ii.)  The Employees may discuss and agree with the Company on other unpaid leave
in addition to the leaves specified in Article 17.1 and Article 17.2.(i) here above.
The Company will consider approving the other unpaid leave in any of the
following cases:

(a.)  The Employees meet difficulties related to his/her family;

(b.)  The Employees need more treatment or more time for recovery in case
of sickness; and

(c.)  The Employees take part in the training which is not held by the
Company.
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Nevertheless, the approval of such other unpaid leave is at the Company’s
discretion.

(iii.) The Employees are required to provide satisfactory evidence to the Human
Resource Department to support such leave in each case (including paid leave
and unpaid leave) and to implement the procedures with leave application form
as same as that for annual leave stated in Article 16.6 hereto, except in the
instances of as described in Article 17.1.(ii1) hereto and the instances of death
of their paternal or maternal grandparent or blood sibling as provided in Article
17.2.(i) hereto.

In case of the personal leave for death as provided in Article 17.1.(ii1) and
17.2.(1) hereto, the Employees may notify it to the Human Resource Department
via telephone. After coming back to work, the Employees must provide the
reasonable evidence supporting for their leave for such death to the Human
Resource Department and perform the application procedures for leave as
provided.

In case of the personal leave for the marriage of the Employees or the
Employees’ children as provided in Articles 17.1.(i) and 17.1.(i1) hereto or the
birth of a child of Employees as provided in Article 17.1.(iv) hereto, the
Employees shall submit a copy of her/his marriage certificate or a copy of
her/his child’s birth certificate, as the case may be, to the Human Resource
Department for verification and filing purposes.

Article 18: Sick leave

1. In the normal condition, the maximum number of days of sick leave that an Employee
in accordance with the Labour Code and the Law on Social Insurance is entitled to:

Years of Service Sick Leave (In.a Year)
Less than 15 (fifteen) years 30 (thirty) working days
Full 15 (fifteen) to less than 30 | 40 (forty) working days
(thirty) years
Full 30 (thirty) years or more 60 (sixty) working days
2. The Employees who cannot present at work due to sickness must submit an application

for sick leave to their Manager. In the case of unpredictable sickness, the Employees
are required to immediately inform (e.g. by telephone) or ask other people to inform
their Manager, or in the case the concerned Employees cannot contact with their
Manager, inform the Human Resource Department of their absence and submit the
application for sick leave later upon their return to work. The sick leave application
must be approved by the Manager and sent to the Human Resource Department.

Sick leave will only be approved when the Employees furnish “certificate for day off
to enjoy social insurance”. Such certificate is issued by a competent medical
establishment. The Employees who take sick leave will be paid a portion of his/her
salary by the social insurance fund in accordance with the regulations on social
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insurance.

3. If the Employees fail to present to the Manager the valid certificate on the date returning
from sick leave, their leave shall be considered to be leave without proper reasons and
will be disciplined in accordance with the Chapter VIII of the ILRs.

4, During the period of sick leave, the Employees are entitled to the allowance as paid by
the Social Fund of Vietnam in accordance with the Law on Social Insurance, but not
entitled to salaries from the Company.

Article 19: Leave period upon sickness of children

1. The leave period upon sickness of each child of the Employee in a year must not exceed
20 (twenty) working days, if the child is under 03 (three) years old, or must not exceed
15 (fifteen) working days if the child is between full 03 (three) years and under 07
(seven) years old.

2. The leave period upon sickness of children specified in this Article shall be counted in
working days, excluding public holidays, New Year holidays and weekends.

3. During the Leave period upon sickness of children, the Employees are entitled to the
allowance as paid by the Social Fund of Vietnam in accordance with the Law on Social
Insurance, but not entitled to salaries from the Company.

Article 20: Maternity leave

1. Female Employees are entitled to prenatal and postnatal leave of 06 (six) months. If the
female Employees give birth to more than 01 (one) child at the one time, they are
entitled to an-additional 01 (one) month’s leave for each child counted from the second
child.

2. The Employees only being entitled to the maternity benefits where giving birth or
adopting a child under 06 (six) months old if they have paid social insurance
contribution for 06 (six) months or more within 12 (twelve) month period before
childbirth or adoption.

Maternity leave shall commence 02 (two) months before giving birth, or may be earlier
by the certificate from a competent medical establishment and the approval from the
Company.

Prior to expiration of the maternity leave period prescribed in this section, if so required
and if there is approval and certification from a competent medical establishment
stating that early resumption of work will not adversely affect to the health of the female
Employees and the Company consents, the Employees may return to work if they have
had at least 04 (four) months of maternity leave. In this case, in addition to the salary
for the working days which the Company must pay, the female Employees are entitled
to maternity leave allowance pursuant to the regulations on social insurance.

3. Upon expiration of the maternity leave period prescribed in this Article, if so required,
the female Employees may take additional unpaid leave pursuant to an agreement
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reached with the Company.

4, During the pregnancy period, the female Employees shall be entitled to take leave for
05 (five) times, 01 (one) day per time for pre-natal check-up. If they have pathological
symptoms or an abnormal pregnancy, they shall be entitled to take 02 (two) leave days
for each pre-natal check-up.

5. Application for maternity leave must be submitted to the Manager under the prescribed
form or electronic form of the Company at least 03 (three) months prior to the date the
leave is to be taken unless the case of leave under the competent medical
establishment’s request.

6. The female Employees who are tending their children of less than 12 (twelve) months
of age are entitled to 60 (sixty) hour off per day during the working time with full pay
accordance with the labour contract. Application to register this leave time as provided
in Article 13.3 herein must be submitted to the Manager under the prescribed form or
electronic form of the Company at least 03 (three) weeks in advance.

7. The Company will not employ any female Employee to do night work, overtime, or to
go on business trips to remote areas in any of the following cases:

(i.)  Being in the seventh month of pregnancy; or

(ii.)  Nursing a child under 12 (twelve) months of age, except in a case where the
employee consents .

8. The female Employees who are employed in heavy, dangerous and hazardous or
extremely heavy, dangerous and hazardous work/occupation or a job, work affecting
reproductive function and the raising of children when pregnant and who notifies same
to the employer, shall be transferred to lighter or safer duties or their working hours
will be reduced by 01 (one) hour each day, and such Employees shall still receive the
same full salary, other rights and interests until the end of the period of rearing the child
under 12 (twelve) months of age.

9. During the period of maternity leave, the Employees are entitled to the allowance as
paid by the Social Fund of Vietnam in accordance with the Law on Social Insurance,
not entitled to salaries from the Company.

CHAPTER IV: SALARY AND SOCIAL INSURANCE
Article 21: Salary payment schedule

Salaries as stated in the labour contracts of the Employees are gross and the Employees are
subject to withhold social insurance, health insurance and unemployment insurance premiums
and personal income tax.

Salaries will be calculated from the first day till the last day of a month. Salary will be paid via
the Employees’ bank accounts on the 30" day of every month. If the 30" day of the month falls
on a weekend or public holiday, salaries will be credited into the Employees’ bank accounts
on a weekday before the date.
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CHAPTER V: ORDER AT WORKING PLACE
Article 22: Dress code and Employee card

1. Good appearance and proper dress are required of all Employees during normal
business hours or while representing the Company.

Clothes which do not suit a professional business environment (such as flip flops or
slippers; torn, soiled or crumbled garments; too short/tight/faded/transparent/low/sexy
(under-vest) top/denims; etc.) are not to be worn at the Company’s working areas.

2. If the Employees are granted uniforms, they are required to wear the uniform properly
at all times and at any workplace during working hours.

3. All of the Employees are required to wear an Employee card during the working time.
In case an Employee loses this card, he/she must immediately inform to the
Administration Department.

Article 23: Attendance

1. Prior approval must be obtained from the Manager if the Employee wants to arrive late,
leave early or remain absent for any private purpose. Failure to obtain such approval
shall result in the absence being considered as leave without proper reasons and will be
applied the labour disciplinary measures in accordance with the ILRs.

2. Prior approval must be obtained from the Manager if the Employee wants to work with
flexible working time or work outside the workplace. The Company will approve or
disapprove such request at its own discretion.

Article 24: The Employee’s conduct at the workplace

The Employees must strictly comply with the ILRs in order to maintain and develop the
Company’s activities. In particular, the Employees must:

(i) perform assigned tasks within their competence or authorisation;
(ii.)  not cause damage in any form to the Company’s reputation;

(iii.)  not deliberately or carelessly damage or steal the Company’s property or the
property of other Employees;

(iv.) actat all times in a civil manner and be punctual and loyal in carrying out their
duties;

(v.)  immediately disclose to the General Director and Manager any fault, error or
any undesirable practice which may threaten to damage or affect the Company’s
business and which may come to their knowledge of which they may have
suspicion, regardless of whether this knowledge or suspicion may have been
obtained within or outside the Company;
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(vi.)  not solicit, receive or request for any advantages, gifts from clients and vendors;

(vii.) not leave the Company office premises during working hours without the prior
permission of the Manager;

(viii.) keep personal telephone calls and e-mails to a minimum to avoid any
inconvenience to clients or delays in the performance of the Company’s

business;

(ix.) not take weapons, explosives or other dangerous items onto the Company’s
premises;

(x.)  not drink alcohol or consume illicit drugs during the performance of work and
not arrive at work in a drunken or intoxicated state as provided in the Alcohol

Abuse Policy as attached in the Appendix 2 hereto;

(xi.) not gamble or organise or participate in any form of betting activities on the
Company’s premises;

(xii.) not obstruct or hinder another Employee's work;
(xiii.) not engage in immoral or indecent conduct;
(xiv.) not engage in sexual harassment or any other harassment or discrimination; and
(xv.) not violate any of the Company’s policies such as the Code of Business
Conduct, Environment & Safety policy, the Alcohol Abuse Policy and other
rules or procedures as attached in the Annexes.
Article 25: Working equipment
Working equipment includes but is not limited to stationery, documents, invoices, equipment,
vehicles, machines, hand tools, spare parts, raw material, materials, documentation,
information, data, formulas that the Employees are assigned to perform their duties. In this

respect, the Employees are required to observe the following rules:

(i) To safeguard work tools properly, to strictly follow the usage and maintenance
instruction of each tool;

(ii.) Do not use work tools that are not within the scope of responsibility or for
personal purposes;

(iii.) Do not waste or misuse work tools;
(iv.) Do not fraudulently exchange or replace work tools;
(v.) Do not misplace work tools; and

(vi.) Do not bring out any working equipment from the work place without obtaining
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permission from the Manager.
Article 26: Visitors

If the Employees have their guests visit at the Company, they are required to meet the visitors
only in reception area or meeting rooms and obtain prior approval from the Manager.

Article 27: Sexual Harassment
1. Sexual harassment at the workplace is prohibited at the work place.

2. Any Employee who believes he/she has been the victims of sexual harassment or he/she
has witnessed such conduct should immediately report to the Manager or the Human
Resource Department for their investigation and settlement. All the information will be
kept confidential at the Employees’ request.

3. Sexual harassment in the Workplace is the sexual conduct of any person towards
another in the Workplace in the form of an exchange such as request, demand,
suggestion, threaten, forces sex for the exchange of any benefit related to work, or
sexual conduct not for the purpose of and exchange but affecting, harming the physical
and mental health and life of the affected person that creates an unstable, scary, hostile,
and annoying working environment. The acts of sexual harassment that the affected
person does not like, does not accept, and feels offended include the followings:

3.1.  Physical conduct including actions, gestures, physical contact with the body of
a sexual nature or sexual suggestion;

3.2.  Verbal sexual harassment including conversation with sexual comments or
sexual suggestion directly, by phone or through electronic media; or

3.3.  Non-verbal sexual harassment including body language, display, description of
sex or sexual activities whether directly or through electronic media.

4, The following acts are considered sexual harassment:

(a) Sexual harassment under physical form such as any unwanted contact, ranging
from intensionally touching, caressing, pinching, hugging or kissing to sexual
assault, rape;

(b) Verbal sexual harassment includes socially and culturally inappropriate and
unwelcome comments with sexual overtones such as sexually suggestive jokes
or comments about a person’s outfit or body, made in their presence or directed
towards them. They also include persistent proposals and unwelcome requests
or persistent personal invitations to go out;

(c) Non-verbal sexual harassment includes unwelcome gestures, suggestive body
language, indecent exposure, lascivious looks, repeated winks, and gestures
with fingers, etc. They also include the unwelcome display of pornographic
materials, sexually explicit pictures, objects, computer screens, posters, emails,
notes, and text messages; or
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(d) “Exchange” sexual harassment (for trade-offs) that occurs when the Company,
the Supervisory Board, a Manager or a colleague performs or attempts to act in
an attempt to influence the recruitment process, promotions, training, discipline,
dismissals, wage increases, or other Employee benefits in exchange for sexual
interaction.

Sequence and procedures for handling sexual harassment in the Workplace:
5.1.  Authorisation to settle complaints and denunciations:

The Company shall cooperate with the Organisation Representing the
Employees at the Grassroots Level to establish the Supervisory Board. The
Supervisory Board is the group that has the right to receive complaints and
denunciations related to sexual harassment in the Workplace and to investigate
and deal with such allegation.

The Director cum the legal representative has the authority to issue a decision
on dealing with sexual harassment under form of dismissal upon completion of
investigation and with sufficient evidence for verification.

5.2. The sequence and procedures for complaints and denunciations and settlement
of those:

(a) Communicating with the performer of sexual harassment:

(1) Employees who consider themselves a - victim of sexual
harassment in the Workplace have the right to proactively
communicate with the person performing the act about the nature
of the behavior and the desire for termination of that action; or

(i1) . Those who witness or acknowledge an act of sexual harassment
inthe Workplace have the right to actively communicate with the
person performing the act and/or the victim about the nature of
the behavior and measures for ceasing such conduct.

The victims and witnesses above, without a decision of the competent
organisation or individual to conclude that the action is sexual
harassment, must not disclose to others the identity of the parties
involved.

(b)  Denunciations of sexual harassment in the Workplace:

(1) A person witnessing or knowing there is an act of sexual
harassment or Employees who consider themselves a victim of
sexual harassment in the Workplace must immediately notify the
Supervisory Board of the behavior having signs of sexual
harassment and provides documents and evidence to support
their allegations; or
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(i)  Members of the Supervisory Board who witness the sexual
harassment in the Workplace may shall an investigation and
verify that behavior without a report from other Employees.

In case the Employee is accused of committing harassment to admit that
behavior, no investigation or verification is required, the competent
person will issue a decision for handling sexual harassment at the
workplace.

Employee who has false denunciation on sexual harassment in the
Workplace will be disciplined as prescribed hereof.

(©) Investigation and verification of complaints and denunciations:

During the investigation and verification phase, the Supervisors Board
is not allowed to disclose to any individual or organisation the
information of related parties, including the identity of the party being
investigated and documents and evidence, proof that the Supervisory
Board has in relation to the sexual harassment in the Workplace is being
investigated or verified.

The Supervisors Board must maintain a fair stance throughout the
complaint resolution process.

Employee being alleged will be informed of the allegation and
investigation of the Supervisory Board on sexual harassment to prevent
the behavior from continuing (if any).

(d) Labour discipline:

After the investigation and verification phase, if the Supervisory Board
has sufficient evidence to prove that the complaint and denunciation are
correct, the settlement of the sexual harassment will be made under form
of dismissal as prescribed hereof.

5.3. Time limit for handling sexual harassment in the Workplace:

Time limit for handling sexual harassment in the Workplace is sixty (60) days
from the date Company receives the denunciation letter form the Employee on
sexual harassment.

5.4. Compensation for victims and remedial measures:

In the event that the victim of sexual harassment suffers mental or physical loss
or is disciplined as a result of sexual harassment, the Company will consider
reinstating accordingly. On the other hand, victim of sexual harassment may be
compensated by the person who commit sexual harassment for any of the above
mentioned loss in accordance with applicable law.

Article 28: Management of individual properties
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1. Each of the Employees is responsible for safeguarding their own property and the
Company has no responsibility in case the Employees’ own property is lost.

2. However, the Company reserves the right to check the lockers, tool boxes, work areas,
desks, files, computer files, drawers of any Employee as assigned by the Company
without prior notice wherever there is any evidence of such Employee violating
discipline, provided that the Manager and a representative of Executive Committee of
the Grassroots Trade Union/the Leaders of the employees’ organisation at the enterprise
are present as witness.

Article 29: General Regulations on Conflict of Interest

1. The Employees must not be involved in any activity which would conflict or interfere
with the performance of their duties to the Company as specified in the Item 9 of the
Code of Business Conduct as attached in Appendix 1 of the ILRs.

2. Purchase of the shares of a customer, competitor or supplier of the Company, having a
financial interest in a transaction between the Company and a third party — serving as
an officer or director or consultant to an outside business in the Employees’ own time
— all must be informed to the General Director for information.

Article 30: Extracurricular activities, Gifts and receptions
1. Gifts and receptions

The Employees are prohibited from accepting anything of value from any one to
influence or reward the Employees in connection with any of the Company’s
operations. Any gift accepted in return for procuring a loan or other service offered by
the Company or in return for purchases from a vendor, without regard to the value,
constitutes a violation of the ILRs whether given to the Employees themselves or a
member of the Employees’ immediate family. The Employees and their immediate
families may not receive anything of value, directly orindirectly, such as commissions,
special discounts, free services or any other payments or concessions from vendors or
customers including lawyers, insurance and real estate agents, sales people or the like
as quid pro quo for a transaction with the Company.

Please refer to the Item 11 on Gift and Hospitality as provided in the Code of Business
Conduct herein for your more information.

2. Extracurricular activities

The Employees are entitled to join in the extracurricular activities held by the Company
in the working hours or beyond the working hour at the Company own discretion.

CHAPTER VI: LABOUR SAFETY AND HYGIENE
Article 31: Labour Safety and Hygiene

1. The Company shall actively establish safe and hygienic working conditions for the
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Employees. The Company shall be responsible for arranging for the annual medical
examinations of all Employees. In addition, the Company has the following obligations:

(1)  To ensure the workplace meets the requirements of space, ventilation, dust,
steam, toxic gas, radiation, electromagnetic field, heat, humidity, noise,
vibration and other harmful elements specified in the relevant technical
regulations and those factors must be tested and measured periodically;

(ii.) To ensure the conditions on labour safety and hygiene for machinery,
equipment, workshop to reach the national technical regulations on labour
safety and hygiene or standards on labour safety and hygiene at the workplace
that has been published and applied;

(iii.)  Testing and assessing the dangerous and harmful factors, harmful at workplace
of the facility to set out the exclusion measures to minimise hazards,
harmfulness and improve the working conditions and health care for the
Employees;

(iv.)  Periodically testing and maintaining the machinery, equipment, workshops and
warehouses;

(v.)  There must be instructions on labour safety and hygiene for the machinery,
equipment and workplace and they should be legible and placed in a visible
location;

(vi.)  Arranging for the annual medical examinations of all Employees; and
(vii.) Gathering opinions of the Executive Committee of the Grassroots Trade Union
when making a plan and implementing the activities to guarantee the labour

safety and hygiene.

2. The Employees shall be responsible for strictly complying with the provisions of the
Company regarding labour safety and hygiene.

Article 32: Labour Safety

1. Reporting unsafe conditions:
The Company makes every effort to keep the work place clean and safe, and encourages
the Employees to do so. The Employees should report any unsafe conditions which they
detect within the work place to their Manager and the General Director without delay
in order to aid in the prevention of accidents.
In the event of an Employee suffering injury of any kind on the Company’s premises
or in carrying out the Company’s business, the Employees should inform the Manager
and the General Director immediately.

2. Fire Precautions:

(i.) All files, books and other such documents must be stored in cabinets each
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evening and at the close of business;

(1ii.)  When leaving the office, all electrical switches and electrically operated
equipment should be turned off;

(iii.) A check should be made that smoking cigarettes are not left in the office; and

(iv.)  Any faulty plug or wiring, or any other possible fire hazard should be reported
for repairing.

3. Fire Prevention:
Any Employee must comply with the fire prevention regulations set up by the owner
of the building where the Company’s premises are located (if any). In case of fire, the
Employees must comply with the instructions of the fire team (if any) and the fire
protection regulations.
The Employees are obliged to attend to fire drills organised by the owner of the building
in which the Company is located or by the Company or by the fire protection
authorities.

Article 33: Labour Hygiene

1. The Employees must keep their working areas clean and tidy.

2. The Employees must comply strictly with the policy on environment and safety of the
Company which is attached with the ILRs (Annex 3).

Article 34: Dealing with labour accidents
In case where any labour accidents occurr, any Employees or Managers who are in charge or
see such labour accident should carry out the following actions to deal with the labour accident

and reduce damages and injury:

(i) Immediately shut down the machine or cut power if the labour accident is
related to any machine, power;

(ii.)  Carrying out simple first aid tasks as required;

(iii.)  Reporting to the Manager in charge;

(iv.)  Protecting and preserving the incident scene; and

(v.)  Taking other actions if necessary to reduce damages and injury.

CHAPTER VII: PROTECTION OF COMPANY PROPERTIES, INFORMATION
AND TRADE SECRETS

Article 35: Protection of the Company’s properties
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Use of the Company’s assets:

The Company’s assets are meant for the Company’s business. The Company’s assets
include the Employees’ time at work and work products, as well as the Company’s
equipment such as vehicles, computers and software, etc., the Company information
and trademarks and name. The Employees are required to observe the following
principles:

(i) Do not use the Company’s assets for the Employees’ personal benefits or the
benefit of anyone other than the Company;

(ii.) Do not abuse the Employees’ positions in the Company or the Company’s
property or information to take personal profit;

(iii.) Do not misuse the Company’s assets;

(iv.) Do not use the Company’s assets — including information, work products or
trademarks — outside of the Employees’ responsibilities without approval of the
General Director; and

(v.) Do not use the computer system and equipment of the Company for businesses
outside of the Employees’ responsibilities, for illegal activities, gambling or
pornography, politics, religions, etc.

Assigned assets:

The Employees who are assigned responsibility or right of control and/or use of
machines, equipment and tools or any assets of the Company, must have direct
responsibility for those assets. In case of other persons causing damage to the assets
due to the negligence of the Employees, they will be directly responsible for that
damage, and subject to the level of damage they will ‘have applied appropriate
disciplinary sanctions according to provisions of the ILRs.

Managing documents and assets of the Company:

The Employees who are assigned the responsibility or the right to manage any e-files
and/or documents of the Company will be responsible for preserving those files and
documents. In case of any loss or damage or revelation of information, the assigned
Employees will have applied the appropriate disciplinary sanctions according to
provisions of the ILRs.

Any access and exit the Company must be recorded in the record book by the
safeguards. The vehicles for transporting people and goods in and out of the Company
must also be recorded by the safeguards. Goods must be checked for quality and
quantity in accordance with regulations in prior to storing in the Company.

Goods must be checked for papers, procedures and type prior to deliver out of the
Company by the safeguards. If any problem, unclear matter or incorrectness of
procedure or quantity is discovered, the matter must be reported immediately to the
Manager for resolution. The safeguards will take responsibility in case of goods
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delivered out of the gate without observance of the aforesaid provisions.

The Employees are not permitted to bring into the working place anything which does
not relate to their assigned works and to bring out of the working place anything which
does not relate to their assigned works or anything belongs to the Company’s assets.

Article 36: Non-disclosure of the Confidential Information

1. Safeguarding the Company’s Confidential Information is the Employees’ obligation.
The Employees who are in possession of the Company’s Confidential Information
should not share this information with anyone inside or outside the Company unless it
is necessary as part of their work responsibilities.

2. Confidential Information is any information that has not been disclosed or made
available to the general public and is specified in Appendix 5 hereto. Trading for
personal benefits based on the Confidential Information, or providing the Confidential
Information to others so that they may trade, 1s illegal and may result in prosecution.

3. The Employees shall observe the following principles in order to protect the
Confidential Information:

(i.) Do not disclose, copy and disseminate the Confidential Information under any
form to anyone inside or outside the Company, except when disclosure is
requested by the authorised State agencies in accordance with the applicable
laws or required for business purposes and appropriate steps have been taken to
prevent misuse of the information;

(ii.) Do not buy or sell stocks or securities of the Company during employment with
the Company based on the Confidential Information obtained from the
Employees’ work at the Company;

(iii.) In order to avoid a situation of separation and disunity in the Company
internality, the Confidential Information provided in this Article will include
the information of salary level, bonuses and other benefits of the Employees;

(iv.)  To disclose the Confidential Information to others, including the Employees’
families and friends, is a violation of the ILRs and may violate the applicable
laws;

(v.) Do not bring any documents containing the Confidential Information out of the
Company’s premises without the written permission of the [General] Director;

and

(vi.) To implement all measures on protecting the Confidential Information of the
Company.

CHAPTER VIII: DEALING WITH LABOUR DISCIPLINE AND MATERIAL
RESPONSIBILITIES

Article 37: Material responsibilities
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Principle for compensation:

(i)  The Employees who have caused damage to tools, equipment or have
committed other acts causing damage to the Company’s properties should be
indemnified in accordance with the applicable laws for the damages incurred. If
the loss and damage are not serious, caused through negligence of the
Employees and the value of the loss and damage does not exceed 10 (ten)
months’ minimum area salary as stipulated in Government regulations
applicable to the Employee’s working place, then the Employees must pay a
maximum compensation of three 03 (ten) months’ and shall be deducted
gradually from salaries as regulated by the current labour legislation. The
compensation amount and form of compensation will be considered and decided
based on the degree of the violation of the Employees and the actual damages
occurred, the actual family, personal and property status of the Employees;

(ii.)  Serious damages as prescribed in this Article and in the ILRs is defined as the
material damages caused to the Company's operation or on machines,
equipment, tools, furniture, products, money and other assets of the Company
with the damaged amount of 10 (ten) months’ minimum area salary or more;
and

(iii.)  On the other hand, the non-serious damages is as prescribed in this Article and
in the ILRs is defined as the material damages caused to the Company's
operation or on machines, equipment, tools, furniture, products, money and
other assets of the Company when the damage amounts to less than 10 (ten)
months’ minimum area salary.

The Employee must pay compensation for the whole or part of the loss and damage at
market value in any one of the following cases:

(i)  Where the Employee damaged tools or equipment and caused serious damage
to the Company as mentioned in Clause 1 of this Article;

(ii.)  Where the Employee lost tools, equipment or assets of the Company or other
assets assigned to him or her by the Companyor

If the Employee caused loss and damage as prescribed in Clause 2 of this Article and
the Employee has entered into a liability contract with the Company, then compensation
must be paid in accordance with such liability contract.

No compensation is required if the loss was the result of a natural disaster, fire, enemy
destruction, dangerous epidemic, tragedy or other objective event which was both
unforeseen and irremediable although all necessary and permissible measures (to
remedy same) were applied.

Procedures and sequence for payment of compensation

(i) The sequence, procedures and limitation period for dealing with compensation
for loss and damage shall be in accordance with the appropriate provisions on
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labour discipline handling; and

(ii.)  Principles for examination of the compensation of material damage: when
examining and deciding the amount of compensation for loss and damage, it is
required to assess fault, the actual level of loss and damage, and the actual
family, personal and property status of the Employees.

Article 38: Principles of dealing with Labour Discipline

When proceeding with any disciplinary action, the competent officer must observe the
following principles:

1. Dealing with a breach of labour discipline is regulated as follows:
(i) The Company must be able to prove the Employees’ faults;

(i1.)  There must be participation of the Executive Committee of the Grassroots Trade
Union/the Leaders of the employees’ organisation at the enterprise if the
employee being dealt with is member; and

(iii.) The concerned Employees must be present and have the right to defend
themselves or to employ lawyers or an organisation representing employees to
do so; if the employee is under 15 years of age, the legal representative must
participate. Minutes must be prepared for any dealing with breaches of labour

discipline.
2. Only 01 (one) disciplinary measure shall be applied to 01 (one) violation act;
3. In case several acts of violation are committed at the same time, only the highest

disciplinary measure shall be applied appropriately to the most serious offense;

4. The Employees shall not be dealt with for a breach of labour discipline during the
following periods:

(i) Being on sick leave, on leave for medical treatment or recuperation, or on leave
with consent of the Company;

(ii.)  Being detained or temporarily held in prison;

(iii.)  Awaiting results from a competent investigative agency on verifying and
concluding whether conduct was in breach as prescribed in Article 125.1 and
Article 125.2 of the Labour Code;

(iv.) The female Employees are pregnant, the Employees are on maternity leave or
the Emloyees is nursing a child less than 12 (twelve) months of age.

5. An employee shall not be dealt with for a breach of labour discipline when he or she is
suffering from a mental or other illness resulting in lack of awareness or inability to
control his or her actions.
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Automatic clearance, and reduction of term of compliance with a labour disciplinary
decision:

After 3 months for an employee who is disciplined under the form of warning or after
6 months for an employee who is subject to the disciplinary measure of extension of
period for salary increase or 03 years for an employee who is subject to the disciplinary
measure measure of demotion from the date of such discipline, if the Employees do not
commit the same offence, they are automatically cleared of charges.

The Employees who were disciplined in the form of extension of the period for salary
increase and who have observed half of the term of the discipline and show
improvement, may be considered by the Company for a reduction of such period.

Repeating a breach means committing the same breach committed before for which the
Employees have already been dealt with for a breach of discipline and for which the
disciplinary action record has not yet been removed as above mentioned.

Limitation period for dealing with a breach of labour discipline:

(1.)  The limitation period for dealing with a breach of labour discipline is a 06 (six)
months, as from the date the breach occurred. In a case of a breach related to
finance, property or disclosure of technological or business secrets of the
Company, the Confidential Information, then the limitation period for dealing
with a breach of labour discipline is a 12 (twelve) months.

(ii.)  If on expiry of the periods referred to in Articles 38.4.(i.),(ii.),(iii.) and (iv)
hereto-and the limitation period has expired or a period of sixty (60) days has
not expired, it may be extended in order to deal with the breach but shall not
exceed a maximum 60 (sixty) days from expiration of the above-mentioned
period.

Temporary suspension of work

The [General] Director of the. Company has. the right to temporarily suspend the
Employees from working when the breaches committed are complex in nature and it is
considered that any further work carried out by the Employees may jeopardise the
investigation, after consultation with the Executive Commitment of the Grassroots
Trade Union/the Leaders of the employees’ organisation at the enterprise if the
employee is a member. A period of temporary suspension shall not exceed 15 (fifteen)
days, or 90 (ninety) days in special circumstances. Upon expiration of the period of
temporary suspension, the Company has to receive the Employees back to work.

During the period of work suspension, the Employees are entitled to 50 (fifty) per cent
of the salary he/she receives prior to the suspension. In case the Employees are
disciplined, he/she is not required to return the salary advanced to him/her. In case the
Employees are not disciplined, the Company shall pay the full salary for the period of
work suspension.

All Managers are responsible for taking minutes on every alleged violation of the ILRs
of their subordinates. Minutes of violation must be signed by such managers and the
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violator and/or the witnesses of such violation and must be submitted to the Human
Resource Department within 03 (three) days from the date when the incident is
detected.

10. Upon receiving meeting minutes of violation, the Human Resource Department
Manager must review the correctness of each meeting minutes, conduct necessary acts
to obtain evidence that supports the hearing, report the cases to the General Director
and organise the hearing in accordance with current labour legislations.

Article 39: Labour disciplinary measures

The Company shall take any of the following disciplinary actions against the Employees
depending on the severity of the misbehaviour or misconduct:

(i)

(ii.)
(ii.)
(iv.)

Reprimand;
Deferral of salary increase for a max of 06 (six) months;
Demotion; and

Dismissal.

Article 40: Specific violation of labour disciplines

1. Reprimand

A reprimand will be applied to the Employees who commit any of the following acts
without prior approval:

(i.)
(ii.)

(iii.)

(iv.)

(v.)

(vi.)

(vii.)

(viii.)

Being absent from work without proper reasons for 01 (one) day per month;

Accumulated late arrival or early leave without approval from the Manager
or legitimate reason 03 (three) times a month;

Being absent from work without any proper reasons for 02 (two) days per
month;

Extending the time break;

Leaving the workplace in the working time;

Making trouble in the workplace without proper cause, or taking actions
which disturb others’ work or affecting the normal working order

negatively;

Talking on a cell phone in production area or when handling machine
operation;

Bringing food or eating in any place where eating is not allowed;
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(ix.) Conducting unauthorised work or sleeping during working time;

(x.) Using the Company’s facilities/materials for personal purpose, installing
prohibited software or games at the Company owned computers or vice
versa — using personal email address to exchange information relating to
the Company;

(xi.) Not wearing labour protection devices and uniform during the working
hours in regulated area (including without limited to not wearing working
badge or working uniforms);

(xii.) Failing to keep the workplace clean;
(xiii.) Littering trash, de-sanitise public areas, such as meeting room, cafeteria;
(xiv.) Violating the standards of operating process (SOP), or committing

unauthorised operation of equipment, vehicle, instrument or other technical
facility, which leads to no losses;

(xv.) Parking the bike or car in a disorderly fashion;

(xvi.) Violating traffic rules or violates any kind of safety instructions or safety
symbols in the working place;

(xvii.) Violating the Environmental and Safety regulations, but not causing
damage or loss;

(xviii.) Communicating with offensive or malicious messages;

(xix.) Accessing the forbidden area of the Company or bringing other people into
the workplace without permission;

(xx.) Violating the entry and exit regulations of the Company, including but not
limited to bringing goods in and out of the plant and refusing inspection
inquiry by security guards;

(xxi.) Not following the assignment or supervision from the competent persons in
the Company without justifiable reasons of a low severity;

(xxii.) Hiding labour injuries or accidents from the Manager;
(xxiii.) Failing to switch off lighting, air conditioner after working hours;
(xxiv.) The Employees falsely report on the sale activities of the stores which the

Employees are in charge (such as the store capability as reported is 70%
greater than capability as recorded in inspection result, the store does not
exist at the location as reported, the store’s turnover as reported is 20%
larger than the turnover as recorded inspection results and so forth) with the
number violations from 15% to 30% of the total stores checked based on
the monthly result on market inspection;
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(xxv.) Helping other Employees to scan their attendance cards or asking other
Employees to scan his/ her card to create incorrect data about the working
time;

(xxvi.) Changing working shifts or working hour at his/her own discretion without
approval,

(xxvii.) Smoking in work places;

(xxviii.)  Moving, changing, adding, removing the safety and hygiene signs in the
working place;

(xxix.) Reselling discharged asset, scrap, waste of the Company in order to earn
additional income;

(xxx.) Using the Company’s money to buy gifts valued less than VND 500,000;
in violation of company related gift policies;

(xxxi.) Re-selling gift vouchers or products under the Company promotion and/or
incentive programs;

(xxxii.) Failing to attend training courses on occupational safety, firefighting and
prevention hosted by the Company without approval;

(xxxiii.)  Tnsulting customers by using contumelious words so that affects the
Company’s reputation;

(xxxiv.)  Tearing down documents or bulletins pasted by the Company;

(XxXV.) Sharing the Company’s documents or information, which is not subject to
Confidential as defined in Article 3.1.(iv), to external personnel without
permission, or providing the Company related certificates, documents or
materials to relevant departments.or personnel without authorisation or
approval;

(xxxvi.)  Improperly collecting or discussing about the information on band, salary
or bonuses or disclosing any personal remuneration to others;

(xxxvii.)  Losing the Company access card for the second times within consecutive
03 (three) months from the date the Employee loses it for the first time;

(xxxviii.) Not attending the annual health-check up as required by the Company
without proper reasoning;

(xxxix.)  Failing to inform Human Resource Department after 01 (one) week when
there are any changes in personnel profiles, including:
temporary/permanent address, Identity Card, marital status, conflict of
interest as mentioned in Annex I or cases with relatives working in the
Company;
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(x1.) Neglecting the evaluation of existing or future suppliers; or

(x1i.) The Employees falsely report on the sale activities of the stores which the
Employees are in charge (such as the store capability as reported is 70%
greater than capability as recorded in inspection result, the store does not
exist at the location as reported, the store’s turnover as reported is 20%
larger than the turnover as recorded inspection result...) with the number
of violations above 30% and in equal to or less than 60% of the total stores
checked based on the monthly result on market inspection.

Deferral of salary increase for a max of 06 (six) months or demotion

Deferral of salary increases for a maximum of 06 (six) months or demotion will be
applied to the Employees who commits any of the following violations:

(i) Committing the same violation that was disciplined in the form of reprimand
within 03 (three) months from the date the written warning was given;

(ii.)  Being absent from work without legitimate reason from 03 (three) to 04 (four)
days per month;

(iii.)  Requesting or coercing subordinated Employees to do inappropriate actions or
to undertake tasks which do not suit their back ground or job description;

(iv.)  Spreading rumours adversely affecting the Company and other Employees;
(v.)  Act threatening customers or other Employees;

(vi.) Discriminating against other Employees due to their skin colour, race, gender,
religion, age, pregnancy status or marital status;

(vii.) Using the Company’s money to buy gifts valued or exceeding VND 500,000 in
violation of company related gift policies;

(viii.) Receiving gifts of any value from any customer without declaring or submitting
these to the designated representative of the Company;

(ix.) Borrowing money from or lending money to suppliers;

(x.)  Violating the procedures concerning the execution of contracts, or neglecting
reviewing contracts;

(xi.) Providing others with the information on bidding prices and the information of
other bidders under bid, which is not subject to confidential information defined
as Article 3.1.(iv) herein;

(xii.) Causing the production line stoppage more than 30 (thirty) minutes and less than
02 (two) hours due to malpractice;
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(xiii.) Fighting in the premise of the Company;
(xiv.) Intentionally disclosing sales volume, sales channels and inventory;

(xv.) Violating approval process and making oral commitment to any wholesaler who
has made real market investment without any negative impact to the Company;

(xvi.) Deliberately concealing sales volumes, channels and inventory;Having, at the
Employees” own will, a verbal agreement with a partner relating to the
implementation of the terms for business transaction without the consent of the
competent person in the Company;

(xvii.) Falsifying signatures, documents, records and books with the value less than 10
(ten) times of the regional minimum salary issued by the Government from time
to time;

(xviii.) The Employees falsely report on the sale activities of the stores which the
Employees are in charge (such as the store capability as reported is 70% greater
than capability as recorded in inspection result, the store does not exist at the
location as reported, the store’s turnover as reported is 20% larger than the
turnover as recorded inspection result...) with the number of violations above
60% of the total stores checked based on the monthly result on market inspection
that causes serious damage or threatens to cause specifically serious damage to
the properties or the interest of the Company with the value less than 10 (ten)
times of the regional minimum salary issued by the Government from time to
time; or

(xix.) Committing any act that violates the ILRs and causes. serious damage or
threatens to cause specifically serious damage to the properties or the interest of
the Company with a value less than 10 (ten) times of the regional minimum

salary issued by the Government.

Demotion

Demotion will be applied to the Employee holding a managerial position at [e] level or

higher who has committed the breach of of labour discipline as specified in Article 40.2

hereof.

Dismissal

Dismissal will be applied to the Employees who have any of the following violations:

(i)  Committing the same violation that was disciplined in the form of deferral of
salary increase within 06 (six) months from the date this disciplinary measure
was applied; or committing the same violation that was disciplined in the
demotion within 03 (three) years from the date the demotion was applied,

(ii.)  The Employees have committed an act of:

(a) Stealing assets of the Company or colleagues, or assisting others to steal
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in an organised manner; embezzlement at any level in the Company
premises;

(b) Gambling in the Company premises;
(c) Intentional infliction of injury at the workplaces; or
(d) Using drugs at the workplaces

(iii.) The Employees who have committed, in any manner or degree, an act of
disclosure of technology or business secrets or infringement of the Intellectual
Property Rights of the Company; and providing the Confidential Information to
financial companies, head hunters, suppliers or anyone without permission.

(iv.)  The Employees who have been absent for an accumulated 05 (five) days within
a period of thirty accumulated 30 (thirty) days as from the first day of absence
or accumulated 20 (twenty) days within a period of 365 (three hundred sixty
five) days as from the first day of absence without proper reason.

The following constitute a legitimate reason for absence by an Employee:
(a) Natural disaster or fire; and

(b) The Employee or his or her spouse, parent including adoptive parent,
parent-in-law, child including adopted child was sick and has a certificate
regarding same from a medical diagnosis and competent medical
establishment.

(v.)  The Employees who have committed any act that causes serious damage or
threatens to cause specifically serious damage to the properties or the interest
of the Company or customers of the Company with the value from 10 (ten)
times of the regional minimum salary issued by the Government from time to
time or more. It is included the following acts:

(a) Taking products to be canceled, samples or products used for detecting
market;

(b) Receiving bribes or any kind of entertainment from other organisations,
partners, and customers or requiring partners to give bribes or
entertainment in any form,;

(c) Damaging the assets of colleagues at the workplace;

(d) Committing sexual harassment or other kind of harassment within the
workplace during working time;

(e) Privately changing, forfeiting, falsifying, fabricating, ruining archives,
important files, original notes, financial notes, reimbursement notes,
original records, seals, receipts, licenses, working records and related
data, documents, all kinds of bills (including all kinds of reimbursement
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notes), application documents of the Company;

(f)  Carrying or hiding or storing any weapons, explosive, wine, drug in the
workplace;

(g) Putting up posts, posters, leaflets and publishing negative news or
personal dissatisfaction through the networks of the Company without
permissions;

(h)  Violating Environmental & Safety regulations of the Company;
(i)  Violating any provisions of the Company Alcohol Abuse Policy;

()  Violating any provisions of the Code of Business Conduct, which are not
covered by the above Articles 40.1, 40.2, and 40.3 of this ILR;

(k)  Providing wrong information about the Company to the media;
()  Using the Company’s name in transactions for personal gain;
(m) Threatening customers or other Employees;

(n) Discriminating against other Employees due to their skin colour, race,
gender, religion, age, pregnancy status or marital status;

(o) " Receiving a gift of any value from any customer without declare and
submission to the designated representative of the Company;

(p) Providing others with the information on bidding prices and the
information of other bidders under bid, which is not subject to confidential
information defined as Article 3.1.(iv);

(q) Fighting in the premise of the Company;
(r)  Deliberately concealing sales volumes, channels and inventory;

(s) Falsifying signatures, documents, records and books with the value less
than 10 (ten) times of the regional minimum salary issued by the
Government from time to time or more;

(t)  The Employees falsely report on the sale activities of the stores which the
Employees are in charge (such as the store capability as reported is 70%
greater than capability as recorded in inspection result, the store does not
exist at the location as reported, the store’s turnover as reported is 20%
larger than the turnover as recorded inspection results and so forth) with
the number of violations above 60% of the total stores checked based on
the monthly result on market inspection; or

(u) Having any other violation of the ILRs that cause damages to the
Company’s properties of an aggregate value of 10 months’ minimum area
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wage as stipulated in Government regulations or more.

(vi.) The Employees who have committed any act of sexual harassment at the
workplace.

Article 41: Authorisation to discipline

1. The General Director or the authorised person to sign the labour contract will convene
and preside over the labour discipline hearing.

2. The competent person to issue any decision on labour discipline will be designated in
compliance with the labour law from time to time.

Article 42: Procedures for applying the labour disciplinary measures

1. Upon detecting that the Employees violate labour discipline at the time of the violation
occurrence, the Company will make a recording of the violation and notify the
Executive Committee of the Grassroots Trade Union/the Leaders of the employees’
organisation at the enterprise if the employees are the member and the legal
representative of the under 18 employee.

2. In case where the Company detects the act of breaching labour discipline after the time
when the offense has occurred, the Company shall collect evidences proving the
employee’s faults.

3. Within the statute of limitations for disciplinary action, the following will hold a
meeting for dealing with the breach of labour discipline:

(i) The Company notifies the content, time and venue of the labour disciplining
hearing, full name of the employee being dealt with, the act of breaching labour
discipline to be dealt with to the Executive Committee of the Grassroots Trade
Union/the  Leaders of the employees’ organisation at the enterprise, the
employees, the employed lawyer of the employee, or the Executive Committee
of the Grassroots Trade Union/the Leaders of the employees’ organisation at the
enterprise if required to defend the employee, the legal representativeensuring
if the employee is under 15 years of age that these expected attendants receive
the notice before the hearing at least 05 (five) working days;

(11.)  Upon receipt of the Company's notice, the aforesaid attendants must confirm
their attendance of the hearing. If one of the required participants fails to join
the meeting at the notified time or place, the Company and employee shall reach
an agreement on changing the time or place of the meeting. If both parties fail
to reach an agreement, the employer shall decide the time and place;

(i1i.) If any of the notified attendants fail to confirm his/her attendance, or if the
reasons are not justified, or their attendance has not taken place despite their
confirmation, the Company will proceed with the meeting for imposing the
labour discipline.

4. The labour disciplining hearing must be minuted and approved by the attendants before
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the end of the hearing. The minutes must be signed by all attendants of the hearing. If
one of the attendants participates in the hearing without signing the minutes, their full
names and the reasons for not signing (if any) therefore must be clearly stated in the
minutes.

5. Any decision on labour discipline will be issued within the term of the statute of
limitations for imposing labour discipline in accordance with Article 38.6 of the ILRs
and will be sent to the Employees and the Executive Committee of the Grassroots Trade
Union/the Leaders of the employees’ organisation at the enterprise (in case the
Employee is such organisation’s member or the Employee authorises such organisation
to defend for them), the lawyer, the legal representative of the employees under 15 years
old .

CHAPTER IX: IMPLEMENTATION
Article 43: Provisions of Implementation

1. The ILRs shall be in force and have full effect [as from the date when the [*](decided y
the Company if the Company have under 10 employees and issue a written internal
labour regulation)] or [after 15 (fifteen) working days, as from the date when the [°]
receives the file for registration of the ILRs but no notification for such registration has
been issued yet]. Following the registration of the ILRs, the Company will notify the
Employees and make the ILRs available to the Employees at the Company.

2. The other labour issues that are not prescribed in the ILRs will be implemented
according to the Collective Labour Agreement (if any) and the Labour Code. In case a
matter has not been provided in the Collective Labour Agreement and other labour
guidelines of the Company, it will be applied according to relevant provisions of the
existing labour law.

Article 44: Amendment

The Company may amend or delete any of the provisions contained herein as might be
required from time to time after consultation with the Executive Committee of the
Grassroots Trade Union/the Leaders of the employees” organisation at the enterprise in
order to adhere with the labour law. All changes should be registered at the [+] and
notified to all Employees.

[+], [date] [month] [year]

For and on behalf of the Company
The legal representative

[Full name]
[General] Director
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ANNEX 1: Code of Business Conduct

ANNEX 2: Alcohol Abuse Policy

ANNEX 3: Environment & Safety policy

ANNEX 4: Confidential Information

“Confidential Information” means and includes any data or information, in whatever form,
relating to the Company and the Company’s affiliates, or any other current or future business

interests of the Company and the Company’s affiliates, and may include:

(i) customer information including but not limited to account information, personal details,
information on transactions and account balances;

(ii.)  any marketing and advertising study and plan;
(iii.)  any information from or relating to business and accounting process, record or report;
(iv.)  any marketing plan, procedure or related information;

(v.) any name and detail relating to past, present or prospective consumers, customers,
suppliers and agents, or customer feedback information;

(vi.) any detail of all Employees of the Company (including personal information of the
Employees of the Company);

(vii.) any past, present or prospective Employee details and new personnel hiring or
development plans;

(viil.) any contract, contractual term and other details relating to the Company’s contractual
relationships;

(ix.) any intellectually property, business secret and know-how of the Company;
(x.)  any operational method, plan or strategy;

(xi.) any sales data or price strategy to competitors and violating information related to
technology safety, resulting in any system interruption or data loses in the Company
which affect production and business activities; and

(xii.) any other data or information in which the Company has an expectancy of
confidentiality and requests the Employees to maintain in confidence.



