HR DEPARTMENT REVISION DATE EFFECTIVE PROCEDURE No.
01 15 March HR-003
WRITTEN BY APPROVED BY
TAKELEAVE
I- OBJECTIVE : I- MUiC NiCH :

To arrange for ABC staff to use their benefit as
stipulated by Labour Law

III- POLICY :

ANNUAL LEAVE

e FEach of employee has 12 days of annual
leave per fiscal year and it will be pro rata
one day per month. Staff will be entitled to
take annual leave after success probation.

e Annual leave will be monitored by HR
Department and will be write-off on end of
fiscal year on 30 of Jun. All or part of
annual leave is not allowed to accumulate
over to the next fiscal year

e Taking advanced annual leave is allowed,
in such case the approval from Department
Head is a must and the period is not exceed
the entitled of annual leave.

e The Supervisor/Department Head have to
plan/arrange the schedule of take leave
properly without causing trouble for ABC
business.

e Staff will have one day more of annual
leave per 5 working years with ABC as law
stipulated.

SICK LEAVE

=  Staff are entitled to take leave for disease
treatment, in such case it should be
approved by Supervisor/ Department Head

= In case of urgency, the phone call to
Medical Officer or Department Head is
accepted. If it regularly happen, the
assistance /consultant of Medical Officer
should be taken for your health recover and
it should be reported to your Department
Head.

= Any kind of sick leave without legally
health certificate from the Health Authority
will be considered as leaving without
reason and discipline will be taken

properly.

Nhaém saép xeap cho nhadn vieAn cuiia Coang ty
ABC #160ic so@i duing quyean 16ii cutia minh theo qui
fionh cuiia Luait Lao Noéng.

III- CHINH SAUCH :

NGHA PHEUP NAEM

Nhaan viein, cou 12 ngaey pheup / naém taei
chinh vae f66ic tinh te led cou moit thaung
nooic moit ngaey pheup. Sau khi thoid viedc
thaenh coiang, nhain viean fi6ioc pheup soi
duing pheup naém cuiia minh .

Phoong nhain soi se6 giaum saut viedic nghze
pheup vae sed xoua pheup vago cuoai naém
tagi chinh touc 30 thatung 06 cuiia moai naém,
Moit phaan hay toaen boi pheup naém fieau
khoang fi6oic pheup fied dasnh qua naém taei
chinh sau.

Nhaéan viedn fiodic taim 6ung pheup nhong
phaiii cou soi fioang yu cufia Troodng boi
phain vae thoei gian khoang vo6it quua
pheup fi6dic sélt duing cuiia minh.

Catic Giaum saut hoaéc Trooling boi phain
phaiii lein kea hoaich & saép xeap loch
ngha pheup cho nhain viean thich héip fiea
khoéang alinh hé6iing fiean viedc kinh doanh
cuiia ABC.

Nhaén viedn sed cou theam 01 ngaey ngho
pheup cho 5 naém laem vieiic voui ABC theo
Luait qui fionh,

NGHA BEANH

Nhaan viedn cou quyean nghe fiea iiieau tro
bedinh nhong phaii cou séi chaap thuadn
cuiia giaum saut hoaéc trooiing boi phain .

Trooeng hoip khaan caap, viedc thoang bauo
cho nhain viedn y tea hoaéc Trootng boa
phain qua ifiiein thoaii cou thed chaap
nhain. Neau tinh traing naey xaiy ra
thodeng xuyedn, nhaidn viein y tea cou
tratuch nhieim giuup fio6li/coa vaan nhaém
giuup nhadn viedn hoai phuic séuc khoiie
vae bauo cauo cho Trooing boi phain cuiia
nhaén vieédn bieat.
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* In case of submitting the legally health
certificate of the Health authority, company
will be not responsible to pay for sick days,
staff will receive the sick allowance from
Social Insurance with 75% of your basic
salary.

MATERNITY LEAVE

= All women ABC staff can be entitled to
take 3 days of pregnant examination during
pregnancy period in normal case , 6 days of
abnormal case and 4 calendar months of
delivery baby stipulated by Law. They
also have a right to choose either take 1 hr
off per day during 8 months when resume
work or take 01 month off in advanced and

both cases should be informed to
Department Head and HR.
PAID LEAVE

e You are entitled to take personal paid leave
such as marriage, compassion as company
regulation stipulated .

UNPAID LEAVE

=  Staff may request unpaid leave on the need
basis, it must be approved by the board of
management prior to effective date.

III - PROCEDURE :

1. The approved application must submit to
HR Department 02 days before leaving for
all kinds of take leave, except sick leave, it
should be submitted by the first day of
resume work..

2. In case of sick leave, the legally health
certificate must be submitted to HR
Department at the first day of resume
work.

3. When scheduling to take leave of delivery
baby, the notification will be made to
Section/ Department Head 2 months and
the approved application will be submitted
to HR Department 02 week before leaving.

4. The report of annual leave will be informed
to all staff in end of quarter .

IV DISCIPLINE :
Any kind of violate this policy and procedure
will be considered as violate the company

e Tait caii cauc tro6eng hoip nghze beinh maeo
khoang cou giady choéung nhain cufia cd
quan y tea cou thadm quyean seé i6dic xem
las nghze khoidng lyu do vae tuey vago mouc
fiodi sed cou nhodng hinh théuc Kkyo luait
thich hoip.

e Trong trodeng hoip cou giady chéung nhain
héip led culia c6 quan y tea cou thaim
quyean , Cty se6 khoiang chou tratich nhieim
tinh 166ng cho nhain viean trong thoei gian
nghz beinh, nhain viein sed fiuéic nhain
75% 160ng tréi cadap oam flau cuiia BHXH.

NGHA THAI SAUN

e Tait cali nhain viein néd fiang mang thai
fieau fi6dic pheup nghae 03 ngaey fied khaum
thai trong tr66eng hoip thai binh thé6eng, 6
ngaey nghze fied khaum thai trong trédeng
hoip thai befdnh lyu vae f66ic nghe 4
thaung loch fied sinh con nhé Luait fiad qui
fionh. Hoi cuéng fi6d6ic pheup choin moit
trong hai cauch nghz fied chaém souc con
nhoii , nghee 1 tieAng moiit ngaey trong 8
thaung khi tréd laii laem viedc hoaéc nghae
troouc 01 thaiung vae caii 02 tr66eng hoip
fiedu phaii thoing bauo cho Trodiing boa
phain vae phoeng nhaan s6i.

NGHAE COU HOOUNG LOONG
e Nhain viedn cou quyean nghz vieic rieing
cou 166ng nhé cooui hoiii, ma chay theo qui
fionh cuiia Coang ty,

NGHA KHOANG HOOUNG LOONG
e Nhain viein cou thei yedu caau nghze
khoang hoding 166ng, neiu caan, nhong
phaiii fi66ic s6i chaiap thuain cuila Ban
Giaum Nodc .

1 - THUU TUIC

1. Taat cai cauc fion xin nghze fieau phaii cou
soi chadp thuain cufia Tro6ling boi phain
vag phaiii golii cho phoeng nhain s6i 02
ngaey tréouc khi nghé. Riedng fién xin nghze
bednh & giady chéung nhain cuiia c6 quany
tea sed goiii vaeo ngaey fadu tieAn khi tréd
laii lagm vieéc.

2. Khi déi fionh nghz sanh, nhain viein phaii
thodng bauo cho Giaum saut tréic tieap hoaéc
Trooting boi phadn bieat loch ngheae cuiia

AAAAA

Page 2 of 3




HR DEPARTMENT REVISION DATE EFFECTIVE | PROCEDURE No.
01 15 March HR-003
WRITTEN BY APPROVED BY

TAKELEAVE

regulation and the discipline will be taken

properly.

cudng
phaim

chaap thuain cho phoeng nhaén séi 02 tuaan
tréoouc khi nghee .

4. Phoeng nhain s6i se6 thoing bauo pheup cho
toaegn thei nhain viein bieat vago cuoai moii
qui .

IV KYU LUAAT
Taat caii cauc trodoeng hoéip vi phaim chinh sauch

nho thui tuic tredn fieau n6dic xem lae vi
noii qui coing ty vae sed cou nhoong hinh

thouc kyi luaiit thich hoip.
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