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1- MAU CHINH SACH AN TOAN LAO PONG, VE SINH
LAO PONG TAI NOI LAM VIEC
TEMPLATE OF REGULATIONS ON ENSURANCE OF OCCUPATIONAL SAFETY,
HYGIENE AT THE WORKPLACE

Tai [® 1], [ngdy] [théng] [nim]

CHINH SACH
AN TOAN LAO PONG, VE SINH LAO PONG TAI NOI LAM VIEC

Cin cir Pidu 15 Luat An toan, V¢ sinh Lao dong, Cong ty ['] (“Cong ty”) ban hanh Quy
trinh 1am viéc sau day dé€ bao dam an toan lao dong, v¢ sinh lao dong cho nguoi lao dong tai
noi lam viéc.

PHAN I
QUY DINH CHUNG
Piéu 1. Yéu ciu chung
1. Poi véi cAp quan Iy truec tiép, giam sat

Nhitng Ngudi lao dong giit vi tri cAp quan 1y truc tiép, giam sat co nghia vu thuc hién céac
cong viéc sau day:

(1) Dinh ky kiém soat noi 1am viéc, thyc hién cac bién phdp hop 1y dé dam bao
cho khu vuc 1am viéc an toan va tranh rui ro vé strc khde cho nguoi lao dong;

(i)  Nam viing quy trinh lién quan tryc ti€p dén cong viéc giam sat; va

(iii) Xt Iy cac sy cb kip thoi co kha ning de doa tinh ‘mang cta ngudi lao dong
hodc hu hong cua may moc, thi€t bi.

2. Poi v6i nhan vién

Nguoi lao dong co trach nhiém tuan thu cic quy dinh tai Chinh sach nay dé dam bao an toan
v¢ sinh lao dong cho chinh nguoi lao dong va bao cdo ngay lap tac cho nguoi quan ly truc
tiép hodc giam sat d6i voi moi nguy co, hur hong va tai nan c6 thé xay ra tai b phan dé tim ra
bi€n phap ngan chan tranh phat sinh.

Diéu 2. Trang thiét bj bao hd lao déng cho Nguoi lao dong

1. Tiéu chuédn chung

Tat ca nguoi lao dong khi lam viéc tai Cong ty phai thuc hién cac yéu cau sau:

(1) Mic ddng phuc theo dung quy dinh ting bd phén; va

(i)  Mang giay bao ho do Cong ty cung cép khi vao khu vuc nha may san xuét ciia
Cong ty.
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2. Trang thiét bi bao ho lao dong diic biét
Tuy vao diéu kién va noi 1am viéc cua Ngudi lao dong, Cong ty s& trang bj cac bao ho lao
dong déc biét dudi day cho Nguoi lao dong khi Nguoi lao dong phai lam viée va ti€p xuc voi
cac y€u to doc hai, nguy hiém:

(1) Kinh an toan;

(i)  Bao ho tai;

(i11))  Gang tay bao ho; va

(iv)  [Cac bao ho lao dong khac, néu c6].
Diéu 3. Yéu ciu an toan ddi véi may méc, thiét bi
1. Yéu ciu chung

(1) Céac hudng dan van hanh dbi v6i may moc, thiét bi phai dugc dan 1én trén cac
thict bi, may moc ¢ nhitng noi de thay;

(i)  Nguoi van hanh phai kiém tra may moc, thiét bi hang ngay trudc khi sir dung;

(iii)  Tat ca hu hong dbi véi may moc, thiét bi phai dugc ghi vao sé kiém tra va tién
hanh stra chita mét cach hop ly; va

(iv)  Khéng sir dung nhitng may moc, thiét bi néu c6 nhitng hu hong duoc xac dinh
1a co thé gdy anh huong xau dén hé théng an toan may maoc, thiét bi khi van
hanh. Nguoi phu trach phai danh gia trinh do tay nghé ciia ngudi van hanh
nhiing thiét bi, may méc do.

2. Phong chay va chira chay

(i)  Tat ca binh chita chay phai dugc lap dat tai noi phtt hop va duoc kiém tra dinh
ky thuong xuyén;

(i)  Nhimg thiét bi hu hong phai gan nhin “Khong st dung” va dem ra khoi noi
lam viéc va thay mdi;

(1i1) Nh&ng thtr dé chdy phai don ra khoi khu vuc lam viéc hoac che chén co canh
bao dé phong ngtra chay no; va

(iv)  Viéc str dung binh chita chay chi do nhéan vién biét st dung thuc hién.
[Tuy vao hoat dong san xuét, kinh doanh, Cong ty c6 thé b sung thém cac yéu cau dbi voi
cac loai may mac, thiét bi dac thu ma Cong ty dang sir dung tai noi lam viéc, khu vyc san

Xuat. ]

Picu 4. Yéu cau vé sirc khoe
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1. Cong ty s& trang bi hop ciru thuong va dit tai noi lam viéc ¢ nhing vi tri dé thdy, dé
lay c6 ky hi¢u riéng (thuong la chir thap) va thong bao cho Ngudi lao dong biét vi tri
va cach st dung.

2. Nguoi lao dong c6 trach nhiém béo cdo cho cap quan 1y truc tiép biét khi phat hién do
nhitng nhan t6 hodc chat ddc hai va dong thoi tim cach ngan chan d€ tranh cac thiét
hai phat sinh.

3. [Céc yéu cau khac, néu co].

PHAN II

HUONG DAN AN TOAN LAO PONG
CHO TUNG PHONG, BAN CHU'C NANG

Diéu 5. Phong hanh chinh nhan sy

1. Tat ca cac ung vién xin vi¢c phai duoc phong van dé lam rd thong tin vé qua trinh
cong tac va tu cach cta tng vién.

2. Thu hdi thé deo, déng phuc, chia khoa, dung cu, thiét bj khac do Cong ty cung cép
cho Nguoi lao dong khi Nguoi lao dong nghi viéc.

3. Dinh ky danh gia, kiém tra ndi bo cong tac tuyén dung nhan sy dé dam bao quy trinh
tuyén dung tuan thu theo dung quy dinh ctia Cong ty.

Diéu 6. B§ phan bio vé
1. Mic dong phuc va mang bang tén cua bao vé.

2. Viéc chuyén giao cong viéc gilra cac ca phai dugc sap xEp va gidm sat boi ngudi quan
1y truc ti€p cua bg phéan bao v¢.

3. Kiém tra thuong xuyén hé thong camera, thiét bi théng tin va hé théng anh sang c6
hoat dong hi€u qua khong.

4. Nghiém tuc thuc hién cong tac tuan tra xung quanh cac khu vyc dugc phén cong va
béo ngay cho ngudi quan 1y truc tiép khi phat hién bét ctr trudng hop nghi van nao dé
xtr 1y kip thoi.

5. Klem tra tat ca nhimg thu tir, buu pham tir bén ngoai giri dén Cong ty va ghi nhan vao

s6 trude khi chuyen giao cac bd phan co lién quan. Trong qua trinh kiém tra, néu phat
hién c6 bat ky diu hiéu khac thuong nao (vi du nhu tén, dia chi ngudi giri khong co,
bao thu niang khac thuong...) thi phai bao ngay cho nguoi quan 1y truc tiép dé xin y
kién xir 1y.

Piéu 7. Khu vue viin phong

1. Tat ca }\Igu:(‘yi lao dong phai deo bang tén dé bo phan bao v¢ co thé xac dinh dugc mot
cach dé dang.
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2. Tat ca cac hd so, gidy to phai duoc luu trit mot cach hop 1y, khoa hoc dé sau nay khi
can tim lai s€ d¢ dang.

3. Nhirng Nguoi lao dong khong c¢6 phén sy hay khach bén ngoai s¢ khong dugc tiép can
vao khu vyc van phong, trir khi ¢6 su chap thuan cua nguoi quan ly bd phan lién quan

va nguoi quan ly tryc tiép ciia BO phan bao vé.

4. Khu vyc van phong phai duoc dam bao an ninh trong sudt thoi gian nghi an com trua
dé tranh nhiing nguoi khong phan sy xam nhap vao.

bieu 8. Khu vuc san xuat

1. B6 phan bao vé phai mé ctra va thuc hién cong tac ki€m tra an ninh va an toan phong
chdy, chira chdy moi budi sang tai khu vyc san xuat.

2. Tat ca Nguoi lao dong phai deo the tén khi vao 1am viéc trong khu vuc san xuat.
3. Nguoi lao dong c6 trach nhiém canh giac va thong bao bat ky nhing vat dung la ma
khong xac dinh ré ngudn gbe trong khu vuc noi lam viéc cua minh. Néu phat hién,

Ngudi lao dong phai bao ngay cho ngudi quan 1y truc tiép biét.

4. Tat ca cic hang hoa, thanh pham...dugc chuyén giao tir bo phan niy sang bd phan
khac phai dugc liét ké rd rang trong phi€u giao nhan.

5. Trong truong hop phat hién co nguoi la xuat hién ¢ khu vuc san xudt va nguoi nay
khong di cung véi ngudi c6 tham quyén cua Cong ty thi Nguoi lao dong co trach

nhiém bao céo ngay cho nguoi quan 1y truc tiép va bd phan bao vé biét.

[Tuy vao co ciu phong, ban cua Cong ty, Cong ty co thé bd sung thém cac quy dinh lién quan
d6i v6i cac phong ban khac, néu co.

~ PHANIN
PIEU KHOAN THI HANH

Dieu 9. Sira doi, bo sung chinh sach

Moi sira d6i, bd sung, cap nhat, di’éu chinh ddi véi Chinh sach nay chi dugc thuc hién va cé
hi€u lyc khi duge [Tong] Giam doc 1a nguoi dai dién theo phap luat cia Cong ty ky ban hanh.

Diéu 10. Diéu khoan thi hanh

1. Chinh sach nay duogc soan thao va dugc giai thich va didu chinh theo quy dinh cua
phap luat Vi¢t Nam.
2. Chinh sach nay c6 hiéu luc ké tir ngdy ky va Cong ty s& thong bao dén tit ca Ngudi

lao dong dé Nguoi lao dong duoc biét va thuc hién.

Thay mat va dai dién cho Cong ty
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[Ho va tén]
[Tong] Giam doc
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At [-], [date] [month] [year]

REGULATIONS ON ENSURING OCCUPATIONAL SAFETY, HYGIENE
AT THE WORKPLACE

Pursuant to Article 15 of the Law on Occupational safety and hygiene, [-] Company
(“Company”) issues the following working process to ensure occupational safety, hygiene
for the employees at the working place.

SECTION I
GENERAL PROVISIONS
Article 1. General Requirement
1. For the direct manager, supervisor

The Employees who are direct managers or supervisors shall be obliged to implement the
following works:

(1) Periodically inspecting the working place, implementing reasonable measures
to ensure safe work areas and prevent health risks of the Employees;

(i)  Mastering the process directly related to supervision; and

(ii1))  Promptly dealing with the incidents which potentially threaten the life of the
Employees or damage the machinery and equipment.

2. For the Employees

The Employees are obliged to comply with the provisions of this regulation for ensuring
occupational safety and hygiene of their Employees and immediately report to the direct
manager or supervisor regarding to all risks, possible damages and accidents in the
departments to find preventive measures.

Article 2. Provision of Occupational Protective Equipment for the Employees

1. General criteria

All Employees working at the Company shall implement the following requests:

(1) Wearing the uniform in accordance with the provisions of each department;
and

(i)  Wearing the protective shoes provided by the Company when entering the
Company’s factory areas.

2. Special occupational protective facilities, equipment

Subject to conditions and working places of the employees, the Company shall provide the
following special occupational protective facilities and equipment for the employees who
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work in and expose to dangerous or harmful factors:

(1) Safety glasses;

(1))  Ear protection;

(iii))  Protective gloves; and

(iv)  [Other occupational protection, if any].
Article 3. Requirement on Safety of Machinery, Equipment
1. General requests

(1) Operating instructions for machinery and equipment must be attached to
equipment, machinery at obvious locations;

(11) The operator must inspect machinery and equipment daily before using;

(ii1))  All damage to machinery, equipment must be recorded in the inspection book
and repaired in a reasonable manner; and

(iv) Do not use the machinery, equipment if damage is identified that could
adversely affect the safety system of machinery and equipment when operating.
The person in charge must evaluate the professional qualification of the
operator of those machinery and equipment.

2. Fire prevention and fighting

(1) All fire extinguishers must be installed in the appropriate places and must be
inspected periodically;

(i)  Damaged equipment must be labelled "Not used", removed from the working
areas and replaced;

(ii1))  Flammable items must be removed from the working area or shielded with
warnings for fire prevention and fighting; and

(iv)  The usage of fire extinguishers is only conducted by the employees who know
the usage.

[Depending on production, business activities, the Company may supplement additional
requests for the types of specific machinery, equipment that the Company is using at the
production, working areas].

Article 4. Requirement on Health
1. The Company will equip first-aid box and place it in the working place, in

conspicuous, easy-to-get locations with a separate symbol (usually a cross) and
inform the employees of the location and usage.
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2. The employees shall be obliged to report to the direct management when detecting
toxic substances or factors and at the same time seek the ways for preventing the
damage from arising.

3. [Other requirements, if any].

SECTION 11
INSTRUCTIONS OF OCCUPATIONAL SAFETY
FOR EACH FUNCTIONAL DEPARTMENT, DIVISION

Article 5. Human Resource Department

1. All applicants must be interviewed to clarify information on the work process and
qualification of the applicants.

2. Recovery of wear tags, uniforms, keys, tools, other equipment provided by the
Company for the Employees when the Employees leave their jobs.

3. Periodically evaluating, inspecting the internal recruitment of personnel to ensure the
recruitment process in accordance with the provisions of the Company.

Article 6. Security Department
l. Wearing the uniform and the name tag of the guard.

2. The transfer of work between shifts must be arranged and supervised by the direct
manager of the security department.

3. Regularly inspecting the camera system, the information equipment and the lighting
system.
4. Strictly implementing the patrol around the assigned areas and immediately notifying

to the direct manager when any suspicious cases are found for prompt handling.

5. Inspecting all letters and parcels from outside sent to the Company and recording in
the entrance checking book before transferring to the relevant departments. During
the inspection process, if there are any unusual signs (such as no sender name, address,
and an unusual heavy envelope) they must be notified immediately to the direct
manager to ask for comments.

Article 7. Office Area

1. All Employees must wear their name tag so that the security department can easily
identity them.

2. All dossiers must be correctly filed.

3. The Employees who are not in charge or outside guests shall not be allowed into the

office area, except as agreed by the manager of the related department and the direct
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manager of the security department.

4. The office area must be secured during the lunch break to avoid persons not permitted
to enter.

Article 8. Production Area

1. The security department must open the door and inspect the security and safety of fire
prevention and fighting every morning at the production areas.

2. All Employees must wear their name tags when working at the production areas.

3. The Employees shall be obliged to be vigilant and notify the direct manager of any
unusual item which is not identifiable by origin in his/her working area.

4. All goods, finished products etc. transferred from one department to another must be
clearly listed in the delivery slip.

5. In the event that a stranger appears in the production area and this person does not
accompany the authorised person of the Company, the employee shall immediately

report to the direct manager and the security department to be known.

[Depending on the structure of departments, divisions of the Company, the Company may
supplement additional related provisions for other departments, division, if any]

SECTION III
IMPLEMENTATION PROVISIONS

Article 9. Amendment and Addition of the Regulation
All amendments, additions, updates, adjustments for the Regulation shall be only
implemented and take effect when the [General] Director being the legal representative signs

for issuance

Article 10. Implementation Provisions

1. This Regulation is made, explained and adjusted in accordance with the law of
Vietnam.
2. This Regulation shall take effect from the signing date, and the Company shall notify

to all Employees to be known and implemented.

For and on behalf of the Company

[Full name]
[General] Director



