HR DEPARTMENT REVISION DATE EFFECTIVE PROCEDURE No.
00 25 November HR-014
DISCIPLINE WRITTEN BY APPROVED BY
I- OBJECTIVE : I- MUiC NiCH :

To provide guidelines and to formulate
standard policy/procedure to practice for all
staff when violate the company regulations .

II. POLICY

1. All discipline actions must be in
compliance with the VN Labour Code.

2. HR has responsibility to control &

implement this process.

II1. DEFINITION

Company regulations includes labour regulations
which registered at the Labour Authority, Safety
Health Environment (SHE) regulations, policies,
procedures, instructions, guidelines .....which
were issued and announced by Company or
related department.

IV - PROCEDURE

1. Staff who violates the company regulations,
depending on his/her level of faults, is
subject to one of the following disciplinary
measures:
- Verbal reminder
- Warning letter .
- Job transfer with lower pay .
- Dismissal .

2. Verbal reminder is applied for small faults
and violating the first time which the
reminder considers it is not necessary to
issue a warning letter. Depending on the
case, verbal reminder can be given by direct
Supervisor, HR Supervisor, Line Managers,
HR Manager, General Director.

3. For higher level of violation the following
steps will be followed :

- Make an offence record or violation report
stating clearly date, time, place and contents
of offence. The record or violation report
can be made by Security, direct Supervisor,
HR Supervisor, Line Manager, HR Manager.
Any other employees who find out a
violation case must inform to the violator’s
direct Supervisor or HR Department, too .

Cung caap cauc hooung dadn vae hinh thaenh
chinh satich / thui tuic fied théic hiein khi nhaan
viean vi phaim noii qui coang ty.

1I- CHINH SAUCH :
1. Taat caii cauc trodeng hoip kyi luait fieau
phaiii tuaian theo Luaét Lao Noéng cuiia néduc
VN.

2. BP Nhain so6i cou trauch nhieim kieim tra vae
thoic hieéin chinh sauch nagy.

111 NONH NGHIAO
Nodi qui coing ty bao goam nodi quy lao fioing
nad naéng kyu voui c¢6 quan lao fioding, nhoong quy
onh vea an toaen ,souc khoie, moai trodong,
nho6ong chinh sauch, quy fionh, thui tuic, chae tho,
hooung dain khauc i6dic coang ty hoaéc boi
phain liein quan ban haenh vae phoa biean cho
nhain viean.

IV- THUU TUIC

1. Nhain viean vi phaim noii qui Coang ty, tuye
theo mouc fioé, sed chou moiit trong cauc hinh
thouc kyi luait sau:

= Nhaéc nhéi baéng miesing
= Tho catinh cauo

= Chuyean lagm coéang vieic khauc cou mouc
160ng thaap hon.

= Sa thaiii

2. Hinh théuc nhaéc nhéi baéng mieding chz aup
duing cho nhédng lodi nhoil vae vi phaim laan
fiadu Tuye theo tro6eng hoip, ngédei nhaéc
nhdi cou thed las: Giaum saut troic tieap,
Gialum saut Nhain s6i, GN boi phain, GN
Nhaén séi, TGN.

3. Cauc hinh théuc kyii luait cao hon sed fio6ic
tiean haonh theo trinh t6i sau:

= Laip bieén baiin hoaéc batio cauio vea vui vieic
vi phaim, cou ghi roé ngaey, gide, noa nieam,
noéi dung vi phaim. Biedn baiin hoaéc bauo
cauo vi phaim cou thea do NV Baiio vei,
Giaum saut troc tieap, Giaum saut NS, GN boa
phain, GN NS laiip. Bait kye nhain viein
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HR organises a meeting with the attendance
of wviolator, representatives of related
department and HR department, authorised
representative of the employees (if any) ,
General Director (GD) (if need).

HR makes minutes of meeting with
comments from the attendees on the
disciplinary action.

HR issues the official discipline letter
(warning letter, letter of transfer, letter of
dismissal)

The warning letter will be signed by HRM
& related Line Manager . The official letter
for higher levels of discipline will be signed
by GD and delivered as stipulated by law.

The violator has to sign when receiving the
letter of discipline.

The disciplinary document will be filed in
both HR & related department.

Depending on the case, the disciplinary
action can be widely announced in the
company for staff’s attention.

DOCUMENTATION
Violate report
Minutes of meeting

naeo khaic, neau phaut hiefin cou ngooei vi
phaim noii qui cuéng phaii bauo cho giaum
saut troic tieap cuiia ng66ei vi phaim hoaéc cho
boi phain Nhaan soi bieat.

BP Nhaén séi toa chéuc cuoéc hoip cou soi
tham doi cufia ng66ei vi phaim, fiaii diein BP
lieAn quan, fiaii dieian BP Nhain soi , faii
diefin tadp thea ngooei lao fioéing (neau cou),
TGN (neu caan)

BP Nhaan soi ladp biean baiin cuoéc hoip, cou

yu kiedn cuiia cauc thagnh viein tham gia vea
hinh théuc x6i lyu vi phaim
BP Nhaén sé6i ra vaén baiin x6i lyu (Thé cadinh

cauio, Quyeat fionh fiieau chuyean coang tauc,
Quyeat fionh sa thaii...)

Thé calinh catio seé do GN Nhain soi vae GN
boa phain lieAn quan kyu. Cauc vaén baiin x6i
Iyu kyii luaét voui hinh théuc cao hon sed do
TGN kyii vae phaut haenh theo fiuting qui
fionh cuiia phaup luait.

Ngooei vi phaim kyii luaét phaii kyu nhain
vaén baiin xéd lyu

Vaén baiin x61 lyu fio6ic 16u vaso hoa sé nhain
s0i vag 16u taii BP lieAn quan.

Tuey theo trodeng hoip, hinh théuc xod lyu kyi
luait cou thed sed fooic thoang batio coing
khai trong toaen coing ty fiei lasm goong.

V - CHOUNG TOO

Biedn baiin vi phaim noii qui

Biean baiin cuodc hoip
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