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THONG DPIEP TU TONG QUAN LY

Cac ddng nghiép than mén,

Chao mirng cac ban dén véi Hotel De la Coupole-MGallery. Téi rat
han hanh dwgc lam viéc cung cac ban.

Cubn sb Tay Nhan Vién nay dwoc soan ra dé phd bién dén cac ban
quy dinh & quy ché 1am viéc tai Céng ty nham gilp cac ban lam viéc
hiéu qua hon trong mdt méi trwdng thodi mai va ddm bao quyén loi
cho ca khach hang va cho ca tap thé nhan vién.

T6i hoan toan tin twédng vao tiém nang phat trién ctia d6i ngii nhan
vién chung ta. La mét thanh vién cla tap thé nang dong, cac ban sé
dwoc cung cap, dwoc dao tao cac k§ nang chuy&n mén, cac kién thirc
vé san pham va dich vu dé giup ban hoan thanh tét céng viéc duoc
giao vé&i tat ca tw tin va sw chuyén nghiép.

Cam on cac ban da chon Hotel De la Coupole-MGallery. Chuc cac
ban thanh céng va cé mét twong lai trién vong cung chang toi.

Téng Quéan ly

MESSAGE FROM GENERAL MANAGER

Dear Colleagues,

Congratulations on your new appointment and it is with great pleasure that
| welcome you to Hotel De la Coupole-MGallery.

In this Employee Handbook you will find Rules and Regulations which
enable you to work in a very efficient and pleasant atmosphere for the
benefit of the guest and of our team.

| believe very strongly in developing our team to the highest potential. As
a productive member of our team, you will be given proper skills; product
and services training to help you better perform your assigned duties with
confidence, and professionalism.

Thank you for choosing to join and grow with Hotel De la Coupole-
MGallery and | wish you every success with us.

General Manager
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Muc tiéu & S*r ménh cua Cong ty
Gia tri cot 16i

1. DIEU KIEN LAM VIEC

1.1 Diéu kién tuyén dung

1.2 Than nhan lam viéc trong Céng ty

1.3 Thtr viéc

1.4 Danh gia thanh tich

1.5 HBLD

1.6 Thuyén chuyén ho&c thay ddi vi tri cdng viéc

1.7 Tha tuc thdi viéc hodc chdm dit hop dong lao dong

2. LUONG & PHUC LOI1
2.1.Lwong & Phu cip

2.2. Lam viéc thém gi&
2.3.Phu c4p lam viéc ca dém
2.4.Tang lvong

3. NGHi PHEP
3.1 Phép nam

3.2 Nghi 1&

3.3 Nghi 6m

3.4 Nghi nam vién
3.5 Nghi con 6m
3.6 Nghi thai san
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Our Purpose & Mission

Core Values

1.1
1.2
1.3
14
1.5
1.6
1.7

2.1.
2.2.
2.3.
24

3.1
3.2
3.3
3.4
3.5

3.6.

EMPLOYMENT CONDITIONS
Recruitment conditions

Relatives working in Company
Probation period

Performance Appraisal

Labor contract

Internal transfer & promotion
Resignation & Termination procedure

SALARY & BENEFIT
Salary & Allowance
Working overtime
Night shift allowance
Salary increment

LEAVE

Annual leave

Public Holidays
Medical leave
Hospitalisation leave
Child’ sick leave
Maternity leave
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3.7 Nghi dudng strc, phuc hdi strc khde sau sinh
3.8 Nghi vo sinh con

3.9 Nghi ¢6 huéng lvong

3.10.Nghi khéng lwvong

3.11.Nghi ém khéng lwong

4. THANG TIEN NGHE NGHIEP
4.1 Nhiém vy cdng viéc

4.2 Banh gia cbng viéc

4.3 Phat trién nghé nghiép

5. CONG NHAN DANH HIEU & TANG THUONG
5.1 Nhan Vién Tiéu Biéu

5.2 Phan thuwéng S’Appreciation

5.3 Phan thwéng Th linh tiéu biéu cta Quy

6. HOC TAP & PHAN DAU

6.1 Dinh huéng & Kién thirc vé cong viéc
6.2 Chwong trinh cham soc khach hang
6.3 Dao tao nang cao ky nang

6.4.Dao tao phat trién nhan vién
6.5.Trach nhiém ca nhan

7. QUY PINH TRONG CONG TY

7.1 Thoi gio lam viéc

7.2 Thoi gio nghi ngoi

7.3 Thay dbi ca lam viéc ho&c ngay nghi
7.4 Dilam day du & dung gio
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3.7
3.8
3.9.
3.10.
3.11.

41.
4.2.
4.3.

5.1
52
5.3

6.1
6.2
6.3
6.4
6.5

7.1
7.2
7.3
74

Convalescence and health rehabilitation
Paternity Leave

Paid leave

Unpaid leave

Unpaid sick leave

CAREER ADVANCEMENT
Job role

Performance appraisal
Career development

RECOGNITION & AWARDS
Best Employee of Month/Year
S’Appreciation Award
Leader of Quarter Award

LEARNING & DEVELOPMENT
Orientation & Product knowledge
Customer care program

Skill enhancement training
Employee development training
Personal responsibilities

INTERNAL REGULATIONS
Working hours

Rest time

Changing shift or day off

Full attendance & punctuality
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7.5 Trang phuc & Ngoai hinh

7.6 Bilra an nhan vién

7.7 Bao mat théng tin

7.8 Lébira vao cla nhan vién

7.9 D6 dung ca nhan mang theo

7.10 Thuw tir & Dién thoai ca nhan

7.11 Bién thoai di dong

7.12 Khach riéng

7.13 Khu vie cong cong, thang may & nha vé sinh cta khach
7.14 R&i khoi tdoa nha

7.15 Db dac that lac

7.16 Hut thudc

7.17 Quy dinh vé& nhan va ting qua cla AccorHotels
7.18 TU ca nhan cla nhan vién

7.19 Thay dbi théng tin ca nhan

7.20 Bang théng bao nhan vién

7.21 Tién thuwéng

7.22 Kiém tra strc khde dinh ky

7.23 Bong phuc nhan vién

7.24 B&o hiém danh cho nhan vién

7.25 Ch&m cong

7.26 An ubng trong Cong ty

7.27 Chuyp anh

7.28 Banh bac

7.29 Banh nhau

7.30 X ly khiéu nai clia khach hang

7.31 Nhirtng mét hang nguy hiém va bi cAdm
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7.5
7.6
7.7
7.8
7.9.

7.10.
7.11.

7.12
7.13
7.14
7.15
7.16
7.7
7.18
7.19
7.20
7.21
7.22
7.23
7.24
7.25
7.26
7.27
7.28
7.29
7.30
7.31

Grooming

Staff meal

Confidentiality of Information
Employee entrance

Personal belongings

Personal mail & phone call
Handphone

Personal guest

Public Area, Elevator & Restroom for guest use only
Get out of the Company within working hours
Lost & Found

Smoking

Gift Policy by AccorHotels

Staff locker

Changes in personal particulars
Staff notice board

Bonus

Periodic health check-up

Staff Uniform

Insurance for staff

Attendance record

Eating & drinking in Company
Photography

Gambling

Fighting

Handle guest’s complaints
Dangerous & prohibited items
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8. NHI’NG PIEU NEN LAM & KHONG NEN LAM TRONG CONG SO

9. AN TOAN LAO BONG, SU’C KHOE TAI NO'l LAM VIEC
9.1 An toan lao dong — Phong tét hon chira
9.2 X ly khi c6 tai nan
9.3 Trwdng hop xay ra héa hoan

10. BAO VE TAI SAN, Bi MAT & Bi QUYET KINH DOANH CUA
CONG TY
10.1 Bdo vé tai san
10.2 Bi mat kinh doanh cta Cong ty
10.3 Bi méat théng tin khach san

11. KY LUAT & TRACH NHIEM VAT CHAT
11.1 Khién trach
11.2 Kéo dai th&i han nang lvong
11.3 Sa thai
11.4 Trach nhiém vat chét

12. THAN PHIEN & KHIEU NAI
12.1 Chinh sach mé ctra
12.2 Cép trén truc tiép
12.3 Quy trinh giai quyét thac mac, khiéu nai

13. PHONG CHONG QUAY ROI TINH DUC
13.1 Binh nghia Quéy réi tinh duc
13.2 Hanh vi bi nghiém cdm
13.3 Quy trinh giai quyét khiéu nai, t6 céo

8. DOs & DON'Ts

9. OCCUPATIONAL & HEALTH SAFETY AT WORK PLACE
9.1. Safety — Prevention is better than cure

9.2. Accidents

9.3. Incase of fire

10. PROTECTION OF COMPANY’S PROPERTY, BUSINESS
KNOW-HOW, SECRETS

10.1  Protection of assets

10.2 Company business secrets

10.3 Hotel information secrets

11. DISCIPLINARY ACTIONS & RESPONSIBILITY FOR DAMAGE
11.1 Warning

11.2. Postponement of wage promotion

11.3. Dismissal

11.4. Responsibility for damage

12. COMPLAINTS & GRIEVANCES

12.1 Open Door Policy

12.2 Your immediate superior

12.3 Procedure of handling staff's complaints & grievances

13. SEXUAL HARASSMENT

13.1 Definition

13.2 Behaviours prohibited

13.3 Procedure of handling staff’'s grievances and accusation
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MUC TIEU CUA CHUNG TA
AccorHotels phan d4u tré thanh moét tap doan quan ly khach san
hang dau thé gi&i va ban dong hanh du lich tét nhét.

SU’ MENH CUA CHUNG TA
Tao ra nhirng trai nghiém cé y nghia cho cdng déng khach du lich va du
cw trén toan thé gidi.

GIA TRI COT LOI

Sw ton trong

Chung ta dwoc két ni vai thé gidi va nhirtng nguoi khac.

Sw doi méi

Chung ta nghe néi lam viéc gi dé khong thé, nhung doan két nhau lai,
chung ta cé thé lam dwoc.

Sw tin twéng

Chuing ta tin twéng vao ban chét tét dep.

Hoat déng 6n dinh

Chung ta dai dién tao ra cac gia tri, nhiéu nhéat co thé, trong thoi gian
dai.

Tinh than chinh phuc

Khach hang clia chung ta muén chu du thé giéi va chung ta muén dén
nhirng noi ma ho dén..

Niém dam mé véi khach hang

Khach hang 1a dong lwc cho cac quyét dinh va hanh déng ctia chng ta.

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021

OUR PURPOSE
AccorHotels to be the best global hotelier and your best travel mate

OUR MISSION

To create meaningful experiences for our community of travelers and
nomads, all around the globe.

CORE VALUES

Respect

We are connected with the world and to others
Innovation

We heard it impossible, but toghether we did it.
Trust

We believe in natural kindness..

Sustainable Performance

For as many as possible, over the long term.
Spirit of Conquest

Our guests are globetrotters, and so we are.

Guest Passion
Hospitality is our trade, pleasing people is what drives us.
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HE THONG ACCOR
Vui ldong tham khao tai website: www.all.accor.com

1. DIEU KIEN LAM VIEC
1.1 DIEU KIEN TUYEN DUNG

e Cong ty khong tuyén dung nhan vién dwdi 18 tudi.

e ng vién phai néu rd tén cta nguwoi than (néu co)
dang lam viéc trong Khach san trwéc khi nhan viéc.

e Nhan vién tat ca cac bo phan phai cé xac nhan da
kiém tra strc khde va du strc khoe lam viéc trwde khi
tré thanh nhan vién Céng ty.

e ng vién phai dién vao mau don tuyén dung do
phong Quan ly Nhan tai & Van hoa phat hanh.

e ng vién trang tuyén glri cac gidy t& sau day vé phong
Quan ly Nhan tai va Van héa (tat ca hd so phai co xac nhan
cta dia phwong va néu |a ban sao thi phai cé xac nhan cla
Van phong Cong chirng Nha nuérce).

e Bbn anh (4x6). Anh mau, chup khéng quéa sau thang,

thdy dd vai va khudén mat.

e Ban sao Chirng minh nhan dan, gidy khai sinh, sb ho
khau.

e Ban sao cac loai bang cap twong &ng trinh do va céng
viéc dwoc tuyén.

e So yéu ly lich day da véi hinh anh, c6 xac nhan cta Uy
ban nhan dan dia phwong.

e H6 so pham tdi (néu co).

e Nhirng hé so sau (néu co):

THE ACCOR COLLECTION
Please refer to website: www.all.accor.com

1. EMPLOYMENT CONDITIONS

1.1. RECRUITMENT CONDITIONS

An applicant under 18 years old will not be employed by the
Company.

An applicant must state the name of relatives if any, working in
the Company prior to his employment.

Employees of all depts. have to submit the Health Certificate
which confirms that his/her health is qualified for working prior
to his employment.

Every applicant must fill in the Application Form issued by T&C
Department.

The selected applicant has to submit the following credentials to
T&C department (all the credentials must be certified by Local
Dept or of Notary Bureau of State if that is the copy):

Four (4x6) photographs. The photos
must be in color, not taken more than six months prior, showing
shoulders and face.

Copies of Identification Card, Birth Certificate, House
Registration.

Copies of educational certificates if any

CV with photo and notarized by local People’s
Committee

Criminal report (if any)

Others documents as following (if any):

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021

Page 7


https://www.accorhotels.com/

A(jﬂ&?.l D€ 1;,\,

" COUPOLE 2

N P2

e Gidy chirng nhan két hon
e Giay khai sinh cta con
e Sb tai khoan ngan hang ca nhan
(theo hé théng ngan hang ma cong ty sir dung)

1.2. THAN NHAN LAM VIEC TRONG CONG TY

Vé viéc than nhan lam cung Céng ty, ban phai thdng bao cho BGDP
Cong ty va hdi y kién chép thuan ctia Tdng Quan ly trwéde, néu ban co

béat ky thanh vién gia dinh hoac ngwdi than ciing la mét nhan vién cla
Céng ty. Theo quy dinh, nhan vién khéng dwoc lam viéc dwdi sw giam

sat clla nguoi than / hodc cong viéc 1a kiém tra hodc duwoc kiém tra

b&i ngudi than.

1.3. THU VIEC

a. TAt c& nhan vién mé&i déu phai tréi qua thoi gian thir viéc 2 thang.

b. Thoi gian thir viéc gilp ngwdi giam sat truc tiép clia ban cé thé danh gia
dwoc kha nang, nang lwc va thai do 1am viéc dé xac dinh mirc dd phu hop
clia ban ddi véi cong viéc. Sau thdi gian thi viéc, ban cé thé nhan dwoc
quyét dinh:

i. Nhan vao lam viéc chinh thire tai cong ty

ii. Kéo dai th&i gian thtr viéc hoac

iii. Thoi viéc.

1.4. DANH GIA THANH TiCH
Viéc danh gia thanh tich céng viéc duworc thwe hién hang nam va trong
cac trwdng hop sau day:

e Khi hét thoi gian thir viéc

e Khi két thic hop ddng lao ddng xac dinh thdi han.

e Cubi mbi nam lam viéc.

Marriage certificate
Child birth’s certificate
Personal bank account (bank is assigned by Company)

1.2. RELATIVES WORKING IN THE COMPANY

If a relative is working in the same Company, you must notify the
Company’s Management and seek the the Manager’s approval first.
Likewise if you have any family members or relatives who are also an
employee of the Company. As a rule, no employee shall be placed to
supervise or under the supervision of his/her relative or the work that
one performs is checked or subject to be checked by the work of the
other.

1.3. PROBATION

a. All new employees will undergo a probationary period of 2 months.

b. The probationary period allows your immediate supervisor to assess
your performance and work attitude in order to determine your
suitability. This will be communicated to you as to whether your service
will be:

i. Confirmed;

ii. Extended on probation; or

iii. Terminated.

1.4. PERFORMANCE REVIEW

The performance review is conducted every year and in the following
cases:

At the end of the probationary period
At the end of definite labor contract
At the end of every working year.

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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Viéc danh gia dwoc thyc hién béi Trwdng b phan/ Giam sat trec tiép
v&i nhan vién véi ca hai chir ky.

D6 la mét cach danh gia diém manh ctia ban ciing nhw nhivng khuyét
diém ban can phai cai thién, co thé thong qua dao tao thém. Chuing
t6i cling sé& str dung thong tin thu dwoc dé hd tro trong viéc dwa ra ké
hoach cho sw phat trién sw nghiép cla ban véi Cong ty.

1.5. HOP DPONG LAO BONG

C6 2 loai hop déng lao déng
e HDLD x&c dinh thdi han tir 12 thang dén 36 thang
e HDBLD khdéng xac dinh th&i han

1.6. THUYEN CHUYEN HOAC THAY DOl V] TRi CONG VIEC
Néu mét vi tri trong Coéng ty ma ban quan tdm dén tré nén co sdn, ban
c6 thé ndp don (rng tuyén cho vi tri d6, va phai dwoc chap thuan va
dap (rng cac yéu cau t6i thiéu sau day:
e Da lam cbng viéc trong vi tri hién tai 06 thang hoac
nhiéu hon
e Dap &ng tat ca cac yéu cau cong viéc cla vi tri moi
e Co6 thanh tich céng viéc va hd so dao tao tét. Khéng
chiu bét ky hinh thirc ky luat lao ddng nao trong thoi
gian 6 thang trwdc khi xin thuyén chuyén.
Quy trinh xét duyét nhw sau:

e Nguoi lao dong dién vao form “Xin chuyén ndi bo” va xin truong

bd phén hién tai phé duyét.

e Nguoi lao dong ndp form téi Quan ly Nhan tai & Van hoa.

The performance review is conducted by HODs/ immediate supervisor
and employee with both signatures.

It is also a way of evaluating your strengths and which areas you need to
improve, through further training for example. We will also use the
information gained to assist us in making plans for your career growth with
the Company.

1.5. LABOR CONTRACT

There are 2 kinds of labor contract:

Employment with a definite term of full 12 months to 36 months.
Employment with an indefinite term.

1.6. TRANSFER OR CHANGE OF JOB POSITION
If a position in the Company that you are interested in becomes available,
you may apply for a transfer to that position, subject to approval and
meeting the following minimum requirements.
Have been employed in your present position for 06 months or more.
Meet all the job requirements of the new position.
Have a good performance and training record. In the last 6 months prior to
the application, he/she does not serve any disciplinary action

The procedures is as follows.

L

The Employee fills up the form “Internal Transfer request™ and submits to
the current HOD for approval.

He/she submits the form approved by HOD to T&C Manager.

T&C Manager checks, signs on the form and organizes 2 interviews for the
employee with new HOD and with GM.

If the employee passes both 2 interviews, the T&C Manager will prepare
Personnel Decision for the transfer.

If the interview is unsuccessful, the employee continue his/her work in the

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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e Quan Iy Nhan tai va Vin hoa kiém tra, sip xép 2 vong phong vén
cho nguoi lao dong: v6i Trudng bd phan méi va véi Tong quan
ly.

e Néu ngudi lao dong phong van thanh cong thi bd phan Quan 1y
Nhan tai & Van hoa s€ lam Quyét dinh Nhan sy lién quan dén viéc

diéu chuyén.

e Néu nguoi lao dong phong van khong thanh cong thi s& tiép tuc &
lai 1am cong viéc cua vi tri hién tai.
Can ci Diéu 29 Bb luat lao dong 2019, Céng ty cling c6 quyén thuyén
chuyén hod&c thay ddi vi tri cong viéc ctia mét nhan vién lam cong
viéc khac so véi hop ddng lao dong khi gap nhirng trwong hop bat kha

khang sau:
e Khi gdp nhiing kh6 khan dot xuét do thién tai, hoa hoan, dich bénh

nguy hiém, ap dung bién phap phong ngira, khic phuc tai nan lao

dong, bénh nghe nghi¢p, su c6 di¢n, nudc .

e Hoic do nhu ciu san xuét, kinh doanh ciia cong ty: cong viéc hién
tai (theo hop dong lao dong) khong co du viéc cho ngudi lao dong
lam; cong viéc moi dang thiéu nhén luc; dao tao chéo gitra cac vi
tri khac nhau; v.v.
Khi tam thoi chuyén nguoi lao dong lam cong viée khac so v6i hop dong lao

dong, Cong ty s& thong bao cho ngudi lao dong biét trudc it nhat 03 ngay lam

current position.

Following Article 29, Labour Code 2019, the Company also reserves the
right to transfer or change the job position of an employee in the following
force majeure.

In the event of sudden difficulties such as natural disasters, fire, major
epidemics, implementation of preventive and remedial measures for
occupational accidents or diseases, electricity and water supply failures,
Or for reasons of business and production demands: the Company does
not have enough work for an employee in his current position; the new
position needs more manpower; cross-training in the Company, etc.

In case of temporarily reassignment of an employee, the Company
shall inform the employee at least 03 working days in advance. The
Company may temporarily assign an employee to perform a

work which is not prescribed in the employment contract for an
accumulated period of up to 60 working days within 01 year, unless
otherwise agreed in writing by the employee.

The reassigned employee will receive the salary of the new work.

If the new salary is lower than the previous salary, the previous salary
shall be maintained for 30 working days. The new salary shall be at least
85% of the previous salary and not smaller than the minimum wages.

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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viéc. Thoi han didu chuyén tam thoi t6i da 1a 60 ngay lam viéc cong don trong
01 nam. Trudng hop Cong ty diéu chuyén ngudi lao dong qua 60 ngay lam viée
cong don trong 01 nam chi dugc thuc hién khi co su dong ¥ bang vin ban cua
nguoi lao dong.

Nguoi lao dong chuyén sang cong viéc khac so voi hop dong lao dong duoc tra
lwong theo cong viéc mai. Néu tién lwong ctia cong viéc méi thip hon tién luong
ctia cong viée cii thi dugc giit nguyén tién luong ciia cong viée cii trong thdi han
30 ngay lam viéc. Tién lwong cong viéc mdi it nhat phai bang 85% tién luong

clia cong viéc cii nhung khong thip hon murc luong tdi thiéu.

1.7 THU TUC THOI VIEC & CHAM DUT HQP DONG LAO BONG
1.7.1. THO1 HAN BAO TRU'O'C KHI THOI VIEC
M&i nhan vién la mét tai sén vo gia déi vai Cong ty. Chung téi hy vong
rang ban sé& hop tac lau dai véi chung t6i. Tuy nhién, khi mudn don
phwong chadm dit HDLD trwdc thdi han, mét trong hai bén theo diéu
36-37-38- B0 luat Lao ddng (Nguwdi st dung lao dong hoac ngwoi lao
dong) phai bao trwdc cho bén kia (ngoai trir trwdng hop quy dinh tai
diém" sa thai nhan vién l1a moét bién phap ky luat dbéi voi hanh vi sai
trai" tai diéu 38- Bo luat Lao dong hodc cé quy dinh khac cia phap
luat) v&i thi gian bao trudc theo quy dinh ciia B luat Lao dong:
e Itnhéat 45 ngay lam viéc ké tir ngay théng bao bang van
ban (don théi viéc) dbi véi cac hop déng lao dong
khong xac dinh th&i han

1.7. RESIGNATION & TERMINATION PROCEDURE

1.7.1. TERMINATION OF EMPLOYMENT

Every staff is a valuable asset to the Company and we hope that you will be
with us for a long time. However, termination of employment is followed up
the article 36-37-38- Labor Code (exception of the case provided for in
point “The employee's dismissal is a disciplinary measure for misconduct”
at article 38 -Labor code or otherwise stipulated by the law) when the
employer or employee wants to terminate the labor contract before the
expiration date, either party must notify the other party before:

At least 45 working days written notice (resignation letter) in respect of the
labour contract with an indefinite term;

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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it nhat 30 ngay lam viéc ké tir ngay théng bao bang van
ban dbi v&i cac hop déng lao ddng xac dinh thdi han
tlr d0 12 thang dén 36 thang.

it nhat 03 ngay lam viéc ké tir ngay théng bao bang van
ban dbi v&i cac hop déng lao ddng xac dinh thdi han
dudi 12 thang.

Nhirng nhan vién khéng théng bao nghi viéc theo thédi gian quy dinh
sé& phai boi thwdng tién lwong twong rng véi thoi gian vi pham.

1.7.2. TIEN THANH TOAN NGHi VIEC
Khi nghi viéc, tién thanh toan sé bao gém:

Lwong cho dén ngay lam viéc cubi cung
Tién lwong cta nhirng ngay phép nam con lai

1.7.3. CHAM DUT HOP DONG LAO DONG
Viéc chdm dit hop ddng lao dong ctia Ngudi lao ddng dworc thue hién
theo Diéu 34, 35, 36 Bo luat Lao ddng 2019.

a. Nguoi st dung lao déng c6 quyén don phwong cham dit hop déng
lao déng va thong bao trwdc theo thdi gian quy dinh trong nhirng
trwdng hop sau:

Nguw&i lao ddng thwdng xuyén khéng hoan thanh cong
viéc theo hop ddng lao dong duwoc xac dinh theo tiéu
chi danh gia mrc d6 hoan thanh cong viéc trong mé ta
cong viéc co sw thdng qua cuia td chirc Cong Doan.

Nguw&i lao ddng bi dm dau, tai nan da diéu tri 12 thang
lién tuc dbi voi ngudi lam viéc theo HPLD khéng xac

At least 30 working days written notice in respect of a labour contract with
a definite term of full 12 months to 36 months;

At least 03 working days written notice in respect of a labour

contract with a definite term less than 12 months.

In case of violating the above conditions employee should compensate an
amount being equal to the number of unnotified day-off according to the
type of contract.

1.7.2. FINAL PAYMENT

On resignation, terminal payment will include:
Salary up to the last working day
Salary for annual leave, if any, accrued up to the last day of service;

1.7.3. CONTRACT TERMINATION

The termination of cotract will be in conformity with the terms and
conditions specified in Vietham Labor Code (Article 34, 35, 36 - Labor
Code 2019)

a. An employer shall have the right to unilaterally terminate an employment
contract with notice period in one of the following circumstances:

The employee repeatedly fails to perform his/her work according to the
criteria for assessment of employees’ fulfilment of duties established by the
employer. The criteria for assessment of employees’ fulfillment of duties shall
be established by the employer with consideration taken of opinions offered
by the Trade Union;

The employee is sick or has an accident and remains unable to work after
having received treatment for a period of 12 consecutive months in the case

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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dinh thei han hoac da diéu tri 06 thang lién tuc dbi véi
HDLD xac dinh thdi han tir 12 thang dén 36 thang hoac
qua nlra thei han hop ddng ddi véi ngudi lam viéc theo
HDLD xac dinh thoi han dwéi 12 thang ma kha nang
lao ddng chwa hdi phuc. Khi sirc khée ctia ngudi lao
dong binh phuc thi ngwdi st dung lao ddng xem xét dé
tiép tuc giao két hop déng lao dong véi ngudi lao dong.
Do thién tai, héa hoan, dich bénh nguy hiém, dich hoa
ho&c di d&i, thu hep san xuét, kinh doanh theo yéu cau
cla co quan nha nwéc coé thdm quyén ma ngudi st
dung lao ddng da tim moi bién phap khac phuc nhung
van budc phai giam ché lam viéc.

Ngu®i lao ddng da tudi nghi hwu theo quy dinh tai diéu
169 cta B luat lao dong 2019.

Nguwoi lao dong cung cép khoéng trung thwe théng tin
theo quy dinh tai khoan 2, Diéu 16 ctia Bo luat lao dong
2019 khi giao két hop déng lao dong.

b. Nguwdi st dung lao déng cé quyén don phwong cham dit hop déng
lao ddng va khodng can théng bao trwéc trong nhivng trwéng hop sau:

Nguw&i lao ddng khdng cé mat tai noi lam viéc sau thoi
han 15 ngay ké tlr ngay hét thdi han tam hoan thuc
hién hop ddng lao dong.

Ngu&i lao dong tw y bd viéc ma khéng cé ly do chinh
dang tir 05 ngay lam viéc lién tuc tré [én.

1.7.4. THU TUC THOI VIEC

Nguwoi lao ddng tw viét don xin théi viéc va ndp cho

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021

of an indefinite-term employment contract, for 06 consecutive months in the
case of an employment contract with a fixed term of 12 — 36 months, or more
than half the duration of the contract in case of an employment contract with
a fixed term of less than 12 months. Upon recovery, the employer may
consider concluding another employment contract with the employee;

In the event of a natural disaster, fire, major epidemic, hostility, relocation or
downsizing requested by a competent authority, the employer has to lay off
employees after all possibilities have been exhausted;

The employee reaches the retirement age specified in Article 169 of this
Labor Code.

The employee fails to provide truthful information during the conclusion of
the employment contract in accordance with Clause 2 Article 16 of this Labor
Code in a manner that affects the recruitment.

b. An employer shall have the right to unilaterally terminate an employment
contract without notice in one of the following circumstances:

The employee is not present at the workplace within 15 days from the expiry
of the suspension period of the employment contract.

The employee quits his/her fails to go to work without acceptable excuses
for at least 05 consecutive working days;

1.7.4. RESIGNATION PROCEDURE

Employee will write the resignation letter and submit to respective
Department Head. DH after consider and confirm will transfer the form to
T&C Dept to proceed. Employee will receive an Exit Interview form to fill in.

Page 13
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Trwdng bd phan. Trwedng bd phan sau khi xem xét va
ky xac nhan sé& chuyén don cho phong Quan ly Nhan
tai & Van héa xtr ly. Nhan vién sé nhan duwoc bang "cau
h&i phdng van théi viéc" dé dién vao.

e Trwdc khi nghi viéc, Ngudi lao dong cé trach nhiém
ban giao toan bd cdng viéc cho ngudi ké nhiém; hoan
tra cac vat dung va tai san ma Cong ty/ bd phan da cap
phat trong qua trinh lam viéc kém theo bién ban ban
giao c6 du chir ky clia ngwdi giao 1an ngudi nhan (theo
mau van ban clia Cong ty).

e Nhan vién sé khéng dwoc thanh toan lwong néu chua
hoan tat cac tha tuc ndi trén.

e TAt ca tai san cia Coéng ty ma ban sé hiru phai dwoc
tra lai trong tinh trang tét bao gém:

e Chiakhoa ti ca nhan

e Dodng phuc, giady va cac vat dung lién quan

e Bién tén/phu hiéu Allsafe

e Thé bao hiém Sun Care / IMS

e Thé wu dai Bienvenue

e Sbtay nhan vién

e Cac loai chia khoa

e Tét ca cac dung cu thiét bj phuc vu cho cong viéc cta
ban

2. LUONG & PHUC LOI
2.1. LWONG VA PHU CAP
Cong ty khang dinh rang tién lwong cho tat ca nhan vién 1a cong bang,
hop ly, nhat quan va dua trén nang luc, thanh tich cia méi nguoi.
Mtrc lwong khéi diém dwoc xac dinh dwa trén trinh d8, kinh nghiém,
murc lvong trede dé, mire do cong viéc cling nhw quy lwong ctia Céng

Before leaving, employee must return to Company on the last working day alll
the equipments that have been provided within the working period with the
clearance form detailing the items issued (as Company template).

Failure to follow this procedure may result in a delayed payment or
deduction of remaining wages due, if any.

All Company’s property in your possession must be returned in good
condition before a Clearance Form is signed and final payment settled.
Includes:

Locker key

Uniform, shoes and related items

Name tag / Allsafe label

IMS/Sun care Insurance card

Bienvenue card

Employee handbook

Keys

All items provided to you by the Company for the purpose of carrying out
your job

2. SALARY AND BENEFIT

2.1. SALARY AND ALLOWANCE

The Company firmly believes that remuneration to all staff must be fair,
equitable, consistent and based on individual merit/performance. The starting
salary is determined based on qualifications, experience, last drawn salary,

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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ty. TAt ca tién lwong, phu cap, phi dich vu cta nhan vién sé dwoc
thanh toan vao ngay mung 5 ctia thang tiép theo. Néu ngay thanh toan
roi vao ngay cudi tudn hodc ngay nghi I&, viéc thanh toan sé dwoc
thwe hién trwdc d6. Tién lwong sé dwoc tra vao tai khoan ngan hang
clia nhan vién kém theo bang lwong ca nhan chi tiét cia tivng nhan
vién.
2.2. LAM VIEC THEM GIO
Cong ty co6 thé théa thuan véi nhan vién dé yéu cau lam thém gi® khi
can. Tr cAp bac Giam sat dén nhan vién, néu lam thém gi¢r sé duoc
tra tién ngoai gi® hoac nghi bu. Tuy nhién, sb gi® lam thém sé khéng
vuwot qua 40 gid trong mét thang va khong vuret qua 200 gidy trong mét
nam.
Gi® lam thém chi dwoc tinh néu nhan vién lam thém nhiéu hon 30
phut, bat ky céng viéc nao néu lam it hon nira gi®& khdng dwoc coi la
lam thém gio.
Nhan vién lam thém gio dwoc trd lwong theo don gia tién lwong hodc
tién lwong cla cong viéc dang lam nhw sau:

e Vao ngay thwong, it nhat bang 150%

e Vao ngay nghi hang tuan, it nhat bang 200%

e VAo ngay |&, ngay nghi c6 hwdng lwong, it nhat bang

300%

Néu lam thém gi® vao ban dém thi con dwoc trd thém it nhat bang
30% tién lwong tinh theo don gia tién lwong hodc tién lwong clia cong
viéc dang lam vao ban ngay.
Hoac sé dwoc tinh nghi bu can c& theo Luat lao dong. Thoi gian nghi
bu sé dwoc bd phan sép xép trong thdi han 2 thang.
Trong trwdng hop nghi bu, TBP ¢6 trach nhiém trong viéc sap xép dé
nhan vién nghi bu cho thdi gian lam thém trong vong 2 thang ké tw
ngay nhan vién thwc hién lam thém. Qua thoi gian quy dinh nay, thoi
gian lam thém nay sé bi hay bé.

job size as well as the company's salary scale.

All employees’ salaries, allowances, service charges will be paid on the
5" day of the following month. If the payment’s day falls on weekend or
Public Holiday, the payment will be made earlier.

The salary is paid into the staff’'s bank account attached with the payslip.

2.2. OVERTIME

The company may require the staff to work extra hours when necessary
and in that case, Supervisor and Non-Supervisor staff only are entitled to
overtime pay or days off in lieu. However, overtime hours should not exceed
40 hours per month and 200 hours per year.

Overtime will only be considered if it is more than 30 minutes of extra work
put up by the staff, any extra work put up by staff less than a half hour is
not considered as overtime.

Staff performing overtime work shall be paid wages base on the labor unit wage
or the current wage rates applied to their work, as follows:

On normal working days, at least equal to 150% of the normal pay rate.
On weekly rest days, at least equal to 200% of the normal payrate.
On public holidays, at least equal to 300% of the normal pay rate.

Staff work overtime in night shift will be paid an additional wage at least
equal to 30% of the wage calculated on the basis of the per hour unit wage
or the current wage rate paid to the staff for day work.

Or will be compensated in lieu of time /day off according to Labor code.
In case of off-in-lieu, Head of department has the responsibility of
arranging time off within 2 months (from the day staff performed overtime).
If overtime(s) performed is not cleared within the stipulated time frame, it
will be forfeited.

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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2.3. LAM VIEC CA BEM
Nhan vién lam viéc t&r 22:00 dén 6:00 dwoc coi la lam viéc ca dém.
Tro cép ca dém sé dworc trd day dd theo quy dinh trong luat Lao dong.

2.4. TANG LUONG HANG NAM

Tuy theo tinh hinh kinh doanh, Iwong cda nhan vién s€ dwoc Ban Giam
dbc xem xét dwa trén két qué danh gia hiéu qua lam viéc ctia nhan vién
vao cudi nam.

3. NGHi PHEP

3.1. PHEP NAM

Ngu&i lao dong lam viéc 12 thang lién tuc sé dwgc hwdng 12 ngay
phép nam (Diéu 74-B6 luat Lao dong).

Trwdng hop Nguoi lao dong 1am viéc duéi 12 thang trong ndm thi s
phép nam duoec tinh twong tng véi s thang lam viéc trong nam.

Sb ngay nghi phép ndm hang ndm dwoc ting theo sb ndm lam viéc
cho Céng ty, ctr 3 ndm dwoc nghi thém 1 ngay (Theo Quy ché chung
cua Tap doan Sun Group ).

Phép nam sé cé hiéu lyc sau thdi gian thir viéc. Nghi phép trong thoi
gian tht viéc dwgc coi nhw nghi phép khéng Iwong, ngoai trir nhirng
ngay nghi phép dwoc hwdng Iwvong khac theo quy dinh cua phap luat
lao ddng sé& dé cap sau day.

Nhan vién dwoc khuyén khich sir dung phép nam trudc khi két thuc
nadm Dwong lich hién tai. Tuy nhién, cé thé tich Iy t6i da 05 ngay phép
nam cho dén hét ngay 31 thang 03 clia nam sau néu nhan dwoc sy
phé duyét ctia Téng quan ly.

Nghi phép truéc, tirc 1a nghi vwot qua mét ty Ié tich Iuy, chi co thé

2.3. NIGHT DUTY
Shift periods rostered from 10:00 p.m. to 6:00 a.m. continuous work
is considered as Night Duty. A night shift allowance will be paid to
those who are required to work full night shift as stipulated in Labor
Code of Vietnam.

2.4. ANNUAL INCREMENT
Salary of the employees will be reviewed by the Company Management
taking into consideration the year-end performance review.

3. LEAVE

3.1. ANNUAL VACATION

Annual paid leave for all employees is 12 days per year (unless otherwise
stated in your negotiated contract) for a full year of service at the
Company.

For new Employees, annual leave entitlement in the first year of
employment contracts will be prorated.

After every 03 years of continuous service, the employee will be entitled
to one additional day off for his/her annual paid leave (Following the Sun
Group’s Regulations).

The annual paid leave will be effective after probation time. All leave during
probation time is considered as unpaid leave except other leave with pay
under Labor law as mentioned bellow.

We encourage you to fully utilize your leave before the end of the current
calendar year. Nevertheless, you can carry over up to a cumulative
maximum of 05 annual leave days to the 315t of March of following
calendar year upon General Manager’s approval.

Leave in advance, i.e., leave in excess of an accrued proportion, is only
available in special circumstances with the approval of the HODs/T&C

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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trong trwéng hop dic biét véi sw chip thuan cha Truéng bd
phan/phong Nhan sw. Téi da 3 ngay/mét 1an trng trwde, ddng thdi sé
phép rng trwdc khong dwoc vuot qua sd ngay phép con lai trong
nadm. Bat dau tr thang 11 dwoc (rng trwdc khong qua 3 ngay phép
cla nam sau.

Néu thoi gian nghi dwéi 3 ngay, Bon xin nghi phai dwoc ndp trudce it
nhét 3 ngay lam viéc.

Néu th&i gian nghi 3 ngay hoac nhiéu hon, Bon xin nghi phép phai
dwoc ndp trwde it nhat 7 ngay lam viéc.

3.2. NGHi LE
Méi nhan vién dwoc huwdng 11 ngay nghi |1& trong nam. Viéc nghi 18
c6 thé dwoc sp xép bdi cac TBP tuy thudc vao khdi lwgng cong viéc.

e Tét Duwong lich: 1 ngay
e Tét Am lich: 5 ngay
e Gib t6 Hung Vuwong: 1 ngay
e Ngay 30/4: 1 ngay
e Ngay Québc té Lao dong: 1 ngay
e Ngay Quéc khanh: 2 ngay

Néu nhirng ngay nghi I8 néu trén trung v&i ngay nghi hang tuan, Nhan
vién s& dwoc nghi bu vao ngay tiép theo hodc trong vong 03 thang.

3.3. NGHi OM
Thoi gian nghi 6m t6i da, k& ca cac bénh phai diéu tri dai ngay theo
quy dinh ctia B9 Y t& nhw sau:
e 30 ngay/nam néu NLD da tham gia dong BHXH dudi
15 nam
e 40 ngay/ndm néu NLD da tham gia dong BHXH tir 15-
30 nam
e 60 ngay/nam néu NLD da tham gia dong BHXH tir 30

Manager. Maximum 3 days/time leave in advance and the number of
leave days in advance does not exceed the balance of leave in the year.
From November onwards, maximum 3 days of the following year is
allowed to advance.

Application for annual leave approval should be made following the range:
Under 3 days: Leave Application Form is submitted at least 3 days in
advance.

From 3 days and above: Leave Application Form is submitted at least 7
days in advance

3.2. PUBLIC HOLIDAYS

An employee is entitled to 11 days per year as Public Holidays. The Public
Holidays may be taken as arranged by the HODs depending on the
workload.

New Year (January 1%Y): 1 day off.
Lunar New Year: 5 days off
Hung King’s Commemorative Holiday: 1 day off
Victory day (April 30™) : 1 day off
Labor Day (May 1%): 1 day off.
National Day (September 2"): 2 days off.

When the public holidays referred to above coincide with a weekly day off,
the employee shall be entitled to take the following day off or within the 3
months in the compensation thereof.

3.3. MEDICAL LEAVE

The maximum period of time for the employees to take sick leave,
exclusive of the long treatment diseases as stipulated by the Ministry of
Health, is as follows:

30 days in a year, if she/ he has paid social insurance premium for less than
15 years.

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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nam tr& 1én (S ngay nghi 6m nai trén bao gébm ca thoi
gian diéu trj tai bénh vién)
(Didu 26 — Luat BHXH 2014)
Nhan vién nghi ém sé& khong dwoc tra lwong cho thoi gian nghi 6m.
Tuy nhién, ho sé duwoc hudng 75% lwong co ban do Bao hiém xa hoi
chi tra (Didu 28 — Luat BHXH 2014) néu co gidy to sau day:
e Gidy chirng nhan nghi ém huwédng BHXH cla co s& y
té dang ky trong thé BHYT, Sé kham bénh va nhirng
gidy to lién quan khac.

3.4. NGHi NAM VIEN

Nhan vién cé hop déng lao déng chinh thirc sé dwoc tham gia BH Y té
day du theo quy dinh ctia co’ quan BHXH va sé dwoc huéng cac dich
vu y té theo ding quy dinh clia phap luat trong truong hop bi ém phai
nam vién diéu tri.

Nhirng gidy t& kham chira bénh khéng dung theo quy dinh vé BH Y té
ho&c khéng ding theo yéu cau chuyén mén ctia Bo Y té sé khéng duoc
chép nhan.

3.5 NGHi CON OM
Bat cr khi ndo con ctia nhan vién ni¥, nhixng nguoi duwoc/dwdi 7 tudi,
bi bénh va can dwoc chdm séc tir me cla ho theo 16i khuyén clia bac
si, nhan vién nir s&€ dwoc nghi nhw sau:

e 20 ngay mdi nam cho tré em dudi 3 tudi

e 15 ngay mdi ndm cho tré tir 3 dén 7 tubi
Trong trwéng hop nghi phép con dm, nhan vién ni phai ndp vé Phong
Quan ly Nhan tai & Van hoa gidy xac nhan kham chira bénh cho con
do trung tam y t& c6 thdm quyén ctia Bo Y té cap ciing nhw théng bao
cho TBP.
Nhan vién sé& duoc hwdng mot khoadn tro' cap thanh toan clia quy Bao

40 days in a year, if she/ he has paid social insurance premium for 15 to 30
years.

60 days in a year, if she/ he has paid social insurance premium for 30 years
or more. (Hospitalization is included in the above period)

(Article 26- Social Insurance Laws 2014)

The payment for employees who take sick leave or leave of absence to take
care of sick children, or to take family planning measures is set at 75% of the
salary, which is used as basis to set the payment of social insurance premium
prior to the leave of absence.(Article 28 - Social Insurance Laws 2014).

Staff are entitled for sick leave with payment from Social Insurance

Dept. if they have these papers as follows:

Certificate of sick leave entitled to social insurance of health-check
center as registration in Health card, Health insurance book and other
documents related.

3.4. HOSPITALISATION LEAVE

The Company shall register its staff with a Health Insurance Agency which
will bear the cost of hospital work charges in a local government or
restructured government hospital and surgical & specialist fees as
stipulated by the Law. Application for medical examination or treatment
which is not in compliance with the Regulation on Health Insurance or which
do not meet professional/ technical requirements as defined by Ministry of
Health will not be accepted.

3.5. LEAVE FOR SICKNESS OF CHILD

Whenever the female staff’s child/children, who is/are under 7 years old,
become ill and need care from their mother as advised by a certified
doctor, the female staff will be entitled to a leave as follows:
20 days per year for children under 3 years old.

15 days per year for children between 3 and 7 years old

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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hiém x& hoi trong nhirng ngay nghi néi trén.
Cong ty sé& thanh toan lai cho nhan vién sau khi nhan dwoc tién tir co

quan BHXH.

3.6. NGHi THAI SAN

Nhan vién nlr dwoc nghi thai san cé lwong véi thoi gian
tbi da theo quy dinh ctia Chinh pha, bao gém ngay nghi
I& va ngay nghi trong tuan néu cé du thdi gian tham gia
BHXH theo quy dinh clia luat Lao dong (Piéu 31-Luat
BHXH 2014).

Tién tro cap thai sdn duwoc trich tv quyj BHXH, bang
100% murc lwvong tham gia BHXH trwéc khi nghi thai
san. (Diéu 39-Luat BHXH 2014)

Trwdc khi nghi thai san, nhan vién nir phai nép don
trwdc cang sém cang tot dé Cong ty sap xép ké hoach
cbng viéc.

Nhan vién ni co thé trd lai lam viéc trwde khi hét han
nghi thai san néu da nghi dwoc 04 thang va cd xac nhan
clia bac si vé viéc trd lai lam viéc sém ma khoéng anh
hwéng dén strc khde. Trwdng hop nay nhan vién phai
bao cho Céng ty trwdc 2 tuan.

Trong thoi gian mang thai, nhan vién nir dwoc nghi di
kham thai 5 14n, mdi lan 1 ngay, va phai cé Gidy xac nhan
kham thai do bénh vién cung cép.

Nhan vién ni trong thdi gian nudi con dwéi 12 thang tudi,
dwoc nghi mdi ngay 60 phut trong thdi gian 1am viéc ma
van hwéng da lwong.

Nhan vién ni» dwoc nghi sinh t6i da 6 thang, bao gém ca
nghi I& dan téc va ngay nghi trong tuan. Trwdng hop sinh
déi tré 1én, thi tlr con tht 2 tré di, cir mdi con, ngudi me

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021

In case of leave for sickness of child, the female staff should submit to
T&C department the sickness of child certification from medical centers
authorized by the Ministry of Health as well as notify to the HOD.

The staff will be entitled to a compassionate allowance paid by Social
Insurance fund during the above-mentioned leave.

The payment will be conducted after the Company received money from
SHI Dept.

3.6. MATERNITY LEAVE

Female employees shall be entitled to maternity leave with period as
Government’s legislation and provided under the provisions of the Labor
Code, (Article 31 - Social Insurance Laws 2014).

The payment for maternity leave is from social insurance fund and it is
equal to 100% of salary base on the social insurance premium prior to leave.
(Article 39 - Social Insurance Laws 2014).

The female employees applying for maternity leave shall submit her
application for such leave as soon as possible in advance, in order to
facilitate the arrangement of the work program of the Company.

The female employee may return work before the expiry of her maternity
leave if she has spent 04 months of leave after date of delivery and has a
doctor's certificate that her early return to work shall not affect her health
and she must notify the Company of her return two weeks in advance.

During the pregnancy period, a female employee shall be entitled to leave
for pregnancy examination 5 times, one day each time, provided that the
"Sick leave for Social Insurance" must be obtained

A female employee taking care of her own child whose age is under 12
months old will be entitled for 60 minutes time off every full working day
with full pay.

Female employees will be granted a maximum of 6 months paid maternity
leave. The maternity leave days include any statutory holidays and day off.
In case of twins delivery and above, from the 2" child, she is entitled to
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dwoc nghi thém 01 thang.
Nhan vién ni¥ nghi do sy thai, nao, hut thai, thai chét lu
hodc pha thai bénh ly (Diéu 33 - Luat BHXH 2014)

+ 10 ngay néu thai dwdi 05 tuan tubi;

+ 20 ngay néu thai tir 05 - 13 tuan tubi;

+ 40 ngay néu thai tir 13 - 25 tuan tudi;

+ 50 ngay néu thai tir 25 tuan tudi tré 1én.

Nhan vién ni¥ nghi do con chét:

+ Néu con duwdi 02 thang tudi chét thi me dwoc nghi viéc 04
thang tinh ttr ngay sinh con.

+ Néu con tir 02 thang tudi tré 1&n chét thi me dwoc nghi viéc
02 thang tinh tr ngay con chét.

3.7. NGHi DUONG SU'C, PHUC HOI SU’'C KHOE SAU SINH

Nhan vién ni¥ sau thdi gian hudng ché do thai san theo
quy dinh, trong khoang th&i gian 30 ngay lam viéc ma
strc khde chwa phuc héi thi dwoc nghi duéng stre, phuc
hdi strc khde tir 05 dén 10 ngay (Diéu 41-Luat BHXH
2014).

Thoi gian nghi dwdng stre, phuc hoi strc khde bao gébm
ca ngay nghi I&, nghi Tét, ngay nghi hang tuan. Trwong
hop ¢ thoi gian nghi dudng strc tir cudi ndm trwde
chuyén tiép sang dau n&m sau thi thi gian nghi d6 duoc
tinh cho nam truéece.

Sb ngay nghi duéng strc, phuc hdi strc khde do ngudi
str dung lao déng va Ban Chép hanh cong doan co' s&
quyét dinh. Thoi gian nghi dwéng strc, phuc hdi strc
khée dwoc quy dinh nhw sau:

weeks;

extra 1 month for a child.
Leave period upon miscarriage, abortion, stillbirth or pathological abortion
(Decision 33 - Social Insurance Laws 2014)

+ 10 days, for pregnancy of under 5 weeks;

+ 20 days, for pregnancy of between 5 weeks and under 13 weeks;
+ 40 days, for pregnancy of between 13 weeks and under 25

+ 50 days, for pregnancy of 25 weeks or more.
After childbirth, in case a child dies:
+ if an under-2-month child dies, the mother is entitled to a
4-month leave from the date of childbirth;
+ if a child aged 2 months or older dies,
the mother is entitled to a 2-month leave from the date of the child’s
death.
3.7. CONVALESCENCE AND HEALTH REHABILITATION AFTER
MATERNITY PERIOD
Female employees whose health has not yet recovered within the first 30
working days after the matemity leave period are entitled to a leave for
convalescence and health rehabilitation of between 5 and 10 days (Decision
41 - Social Insurance Laws 2014).
The leave period for convalescence and health rehabilitation is inclusive of
public holidays, New Year holidays and weekends. The leave period for
convalescence and health rehabilitation which lasts from the end of a year to
thefollowing year shall be counted for the previous year.
The number of days of a leave period for convalescence and health
rehabilitation specified in Clause 1 of this Article shall be jointly decided by the
employer and grassroots Trade Union Executive Committee, or by the
employer in case the grassroots Trade Union organization has not yet been set
up. The maximum leave period for convalescence and health rehabilitation is:
+ 10 days, for female employees who give birth to twins or more
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+ Ti da 10 ngay dbi v&i lao ddng nir sinh mét 1an tir hai con
tr& lén;
+ T6i da 07 ngay dbi véi lao ddng ni sinh con phai phau thuat;
+ Tbi da 05 ngay déi véi cac trworng hop khac.
e Muc hudng ché d6 dwdng strc, phuc héi strc khde sau
thai sdn mdt ngay bang 30% murc lwong co sé.

3.8. NGHi VO’ SINH CON

Can ct theo quy dinh tai diém e khoan 1 Diéu 31 Luat béo
hiém x& hodi ndm 2014; Lao ddng nam dang déng bao hiém xa
héi khi vo' sinh con dwoc nghi viéc hudng ché do thai sdn nhuw
sau: 05 ngay v@i sinh thwong, 07 ngay lam viéc khi vo sinh
con phai phau thuat, sinh con duéi 32 tuan tudi; Trwdng hop
vo sinh déi thi dwoc nghi 10 ngay lam viéc, tir sinh ba tré [€n thi
cr thém méi con dwoc nghi thém 03 ngay lam viéc; Trwdng hop
vo' sinh doi tré 18n ma phai phau thuat thi dwoc nghi 14 ngay
lam viéc

3.9. NGHi CO HUONG LUONG
Nhan vién nghi phép ma van dwoc nhan dd lwong néu vi nhirng ly do
sau:

e Nghi cu6i : 3 ngay

e Con cuoi : 1 ngay

e Tang t& than phu mau hodc chdng/vo/con : 3 ngay
DPon xin nghi phép phai kém theo gidy t& xac nhan.

3.9. NGHi KHONG HUONG LUONG
Nhan vién cé thé xin nghi phép khéng hwéng lwong, thdi gian nghi

infants;
+ 7 days, for female employees who have a surgical birth;
+ 5 days, in other cases.
e The per-diem allowance for convalescence and health rehabilitation after
maternity leave period must equal to 30% of the basic salary.

3.8. PATERNITY LEAVE
Paternity leave (for male employee) : Five (05) days for normal
delivery, 07 days for surgery delivery under 32 weeks; 10 days for
twin delivery, triplets and above: additional 03 days/baby; 14 days for
surgery delivery and from twins above (Point e, Clause 1, Article 31,
Social Insurance Regulation 2014).

3.9. PAID LEAVE
Employees are entitled to take personal leave with pay in the following cases:
¢ Marriage leave : Three (3) days
e Child marriage leave : One (1) day.
¢ Death of parents (including parents of spouse), husband/ wife, son/  daughter
: Three (3) days.
Leave application must be supported by documentary proof.

3.10. UNPAID LEAVE

Employees can agree with Department Head to take leave without pay. The
leave period cannot exceed two months per year and is subject to the
approval by the General Manager.
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khéng quéa 2 thang/nam va phai c¢é sy dong y cia Trudng bd phan &
Téng Quan ly.

3.10. NGHi OM KHONG LUONG
Nghi 6m khéng dwoc huéng lwong trong nhirng trudng hop sau:
e Nhan vién th(r viéc hoac nhan vién thuc tap
e Nhan vién da nghi hét thdi gian nghi dm quy dinh theo
diéu 3.3.

4. THANG TIEN NGHE NGHIEP

Cong ty ching t6i mudn tao ra sw khac biét cho ban trong buwdc thang
tién nghé nghiép. Trong mét mai trwdng khuyén khich hoc tap, ching
t6i d&t muc tiéu mang dén cho moi nhan vién kién thirc méi mé va virng
chéc, khich 1& mbi ngudi trwdng thanh hon khi lam viéc tai Cong ty.

4.1. NHIEM VU CONG VIEC

Khi ban bat dau lam viéc tai Cong ty, ban sé dwoc giao nhiém vu cu thé
vé pham vi cong viéc, trach nhiém ctia minh. Trong qué trinh cong tac,
giam sat trwc tiép clia ban sé& xem xét, kiém tra va bd sung dinh ki nhiém
vu cdng viéc cla ban.

4.2. PANH GIA CONG VIEC

Cong ty ap dung hé théng danh gia mé. DBanh gia cong viéc dwoc tién
hanh hang nam.

Trwéc mdi ky danh gia, ban sé phai hoan thanh Phiéu tw danh gia, trong
dé ban dwa ra y kién danh gia ctia minh vé céng viéc ban dang lam va
lam thé nao dé cong viéc cta ban tét hon. Mat khac, dwa trén két qua
ma ban dat dwgc, ngudi quan ly sé danh gia cong viéc cuia ban va sé
phat trién ké hoach cho 1an danh gia tiép theo. Ban sé& dwoc danh gia
khi két thuc thei gian thir viéc, sau mdi nam lam viéc va danh gia hang

3.10. UNPAID SICK LEAVE

Sick leave without pay is applicable to the following circumstances:

Those who are in the probation or training period.

Those who have used all their credits of sick leave with pay as provided in
Article 3.3 hereof.

4. CAREER ADVANCEMENT

We want to make a difference in your career. Under a conducive learning
environment we aim to provide every staff new and enhanced knowledge
that will spur each to grow within the organization.

4.1. JOB ROLE

At the commencement of your employment, you will be given a job role
that details your scope, responsibilities and key result areas. As part of
continuous growth, your job role will be reviewed, revised and updated
periodically by your supervisor.

4.2. PERFORMANCE APPRAISAL

The Company adopts an open appraisal system. The performance appraisal
exercise is conducted each year.

Prior to each appraisal exercise, you are required to complete a Self-
Appraisal Form which requires you to provide feedback on how you are doing
in your job and what can be done to better your performance. Likewise, based
on your key result areas, your supervisor will evaluate your performance and
develop a joint action plan before the next review. You will be assessed on
completion of your probation, on your anniversary and subsequently on a
yearly basis.
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nam.

4.3. PHAT TRIEN NGHE NGHIEP

Cong ty cam két dao tao va phat huy tdi da tiém ndng ctia moi nhan vién.
Chinh sach ctia Cong ty la dao tao va phat trién cac nhan vién trong
Cong ty, sau d6 chuyén ho sang mét vj tri cdng viéc mai trong Tap doan
—thang chire, lam & mét chi nhanh khac, hoac lam & mét bo phan khac
cua Cong ty.

5. CONG NHAN DANH HIEU VA TANG THUONG

Dé ghi nhan sy déng goép cla tat ca nhan vién déi véi Cong ty, Ban
Giam déc sé cé nhirng phan thwéng cho nhirng nhan vién wu ti nhw
sau:

5.1. NHAN VIEN TIEU BIEU CUA THANG/NAM

Phan thuwdng nay sé dwoc tdng cho nhirng nhan vién dwoc cap trén
va déng nghiép céng nhan 1a nguwdi gwong mau va la tAm gwong cho
moi ngudi ca vé thai do va kha nang lam viéc. Phan thuwdng nay gianh
cho cép Nhan vién & Giam sat.

5.2. PHAN THUONG S’APPRECIATION

Phan thwdng nay danh tang cho nhirng nhan vién nhan dwoc 167 khen
ctia khach hang, nhan vién trung thwc tra lai tai sdn cho nguwdi bi mét,
nhan vién ding cam trong x& ly céc tinh hudng nguy hiém, hoc vién
xuét s&c trong cac |&ép dao tao, dao tao vién xuét sic va cac thanh
tich khac dwoc Giam sat, Quan ly ghi nhan.

5.3. PHAN THUONGTHU LINH TIEU BIEU CUA QUY
Phan thwéng nay sé dwoc tang cho nhirng thi linh dwoc cap duéi
binh chon va Ban diéu hanh (Excom) lya chon la ngudi thi linh gwong

4.3. CAREER DEVELOPMENT

The Company is committed to training and developing each and every staff
to their fullest potential. It is the Company's policy to train and develop our
staff within the Company before moving them from one job position to
another within the Group - vertically, laterally or diagonally.

5. RECOGNITION AND AWARDS

In appreciation and recognition of the outstanding contributions of
Supervisory/Confidential and Non-Supervisory staff towards the well being of
the Company, the Management will present various awards to worthy
employees as follows:

5.1. EMPLOYEE OF THE MONTH/YEAR

This award is given to individual staff who has been recognized by both
their co-workers and superisor as a role model and is exemplary in both
attitude and work performance. Applied for Staff level & Supervisory level.

5.2. SAPPRECIATION AWARD

An award that recognizes exemplary staff who are complimented by guests,
who are honest to return valuable items to guests or colleagues, who are
brave to solve problems or help others in dangerous situations, who is the
best student in training courses, who is the best trainer in training courses
and other staff recognized by Supervisors and Managers.

5.3. LEADER OF QUARTER

This award is given to individual Leader who has been recognized by both
their suborndinates and Excom members as a role model and is exemplary
in both attitude and work performance. Applied for Assistant & Department
Head Levels (except Excom members).
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mau va tAm guwong cho moi ngudi ca vé thai dd va kha nang lam viéc.
Phan thwdng nay gianh cho cap Tro ly & Quan ly (trtr Excom).

6. HOC TAP VA PHAN DAU

Chung toi ludn tin rdng méi nhan vién 1a tai san vo gia cla Cong ty,
nhirng ngwoi déng goép to I&n cho s thanh cong ctia Cong ty. Chang
t6i cam két mang lai cho ban nhitng co hoi hoc tap, dao tao nham
phat trién, nang cao kj nang, hiéu biét, gitp ban lam viéc tét hon va
hiéu quéd hon va tidng kha nang thich nghi v&i nhirng thay dbi trong
moi tredng lam viéc.

Chung t6i hy vong rang ban ciing cam két khéng ngrng hoc héi va
khang dinh ban than tai Cong ty.

6.1. DINH HWONG VA KIEN THU'C VE CONG VIEC

M®&i nhan vién mai vao lam viéc sé dwoc hoc chwong trinh dinh hwéng
do phong Nhan sy dadm nhiém gém nhirng hiéu biét vé tap doan
AccorHotels, chti dau tw tap doan Sun Group, muc tiéu, gia tri cot 16i,
thdng tin vé cac linh vuc hoat ddng, nhirng dac diém kinh doanh doc
dao va so dd co cau td chirc clia Cong ty. Chuong trinh ciing gitp
nhan vién ma&i quen v&i nhivng chinh sach nhan sy, thuat ngi, diéu
kién va nhirng quyén loi khi lam viéc tai Cong ty.

6.2. CHUONG TRINH CHAM SOC KHACH HANG

Dé dwa muc tiéu, y twdng cla ching ta thanh hién thwe, ching ta phai
xay dwng nét van héa huéng vé chat lwong va dich vu, trong dé nhan
vién cam két quan tdm, cham séc moi khach hang chu dao trén mirc
ho mong doi. Theo chwong trinh chdm séc khach hang, tat ca nhan
vién s& dwoc hwdng dan nhivng ky nang cu thé vé giao tiép, lich sw

6. LEARNING AND DEVELOPMENT

We believe that every staff is our invaluable asset who makes a significant
difference in the success of the Company. We are committed to providing
you with essential training that will develop your potential, upgrade your
skills and knowledge, improve your performance and effectiveness and
increase your readiness in adapting to changes.

We hope that you are equally committed to continuously seek to leam and
make a difference at the Company.

6.1. ORIENTATION & PRODUCT KNOWLEDGE

Every new staff will undergo an orientation program conducted by Human
Resources Department covering background information on the Sun Group
& AccorHotels, our Vision, our Core Values, Product information on various
business units, our Unique Selling Features and our Organization Chart. The
program will also familiarize new recruits with Human Resource policies,
terms & conditions and benefits.

6.2. CUSTOMER CARE PROGRAM

Putting our vision into action, we must put in place a quality and service-
minded culture where by staff are committed to providing their best of care
to all our customers beyond normal expectations. Under the company-wide
Customer Care program, all staff will be taught specific skills on Commu-
nication, Telephone Courtesies, Handling Complaints, Assertiveness,
Teamwork and Interpersonal Relations.
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khi dam thoai dién thoai, gidi quyét khiéu nai ctia khach hang, quyét
doan, lam viéc theo nhém va cac ky nang quan hé lién nhan.

6.3. DAO TAO NANG CAO KY NANG

Trong tirng bo phan, thédng qua ndi quy hwéng dan, giam sat vién va
ddng nghiép sé trang bj cho ban kién thirc vé cdng viéc va nhirng kj
nang can thiét dé cé thé lam viéc tét nhat, hiéu qua nhét.

6.4. DAO TAO PHAT TRIEN NHAN VIEN

Chung t6i khuyén khich ban khéng ngrng hoc héi, tham gia vao cac
khda hoc dao tao chuyén biét tai Cong ty cling nhuw cac khda hoc ngoai
Coéng ty. Cong ty sé tai tro' cho khoa hoc bén ngoai ciia ban néu khéa
hoc d6 lién quan dén cong viéc ctia ban ho&c 1a mét phan trén con
dwéng phat trién sy nghiép cta ban. Phong Quéan ly Nhan tai & Van
hoa sé& xem xét va sau dé Téng Quan ly sé ra quyét dinh cudi cung.

6.5. TRACH NHIEM CA NHAN
Trong khi Céng ty nd lwc dé& dao tao va phat trién kha nang cho ban,
chuing t6i cling mong muédn ban 1a mét nhan vién gwong mau va co
trach nhiém:
e Dihoc dung gid va hoc nghiém tuc tat ca cac khda hoc,
ca trong va ngoai Cong ty.
e Tich cwc hoc tap va tham gia xay dwng bai trong subt
khoa hoc
e Chuéan bj va duw thi néu d6 la mot phan bat budc cla
khoa hoc
e Van dung nhitng ky nang va kién thirc ban tiép thu
duwoc trong khoa hoc vao cong viéc
e Déng gop y kién phan hdi vao Ban danh gia dao tao
cho mdi chwong trinh dao tao (ca trong va ngoai Céng

6.3. SKILL ENHANCEMENT TRAINING

In your respective department through a structured format, your
supervisors and colleagues will equip you with specific job knowledge and
skills essential for achieving high standards in work performance,
efficiency and service.

6.4. EMPLOYEE DEVELOPMENT TRAINING

You are encouraged to participate in continuous learning through attending
in-house specialized training programs as well as enrolling in external
training programs. To ensure relevance, sponsorship of external programs
will be granted if the course is related to your job or is part of your overall
career development growth. A formal review shall be conducted by the
T&C Manager with final approval granted by the General Manager.

6.5. PERSONAL RESPONSIBILITIES
While the Company makes every effort to train and develop you, we expect
you to play your part in being an exemplary trainee and be responsible:

e In being punctual and attentive in all training programs, both internal and
external;

e In being participative and contributive during the course;

e In preparing and sitting for the examination, if required as part of the course;

e In putting into practice at the workplace, the skills and knowledge you have
acquired during the course.

e In providing valuable feedback in the Training Evaluation Form for every
program (internal as well as external) and submitting the form to T&C for
review;

¢ In giving the T&C department a copy of your training Certificate upon course
completion for records updating;
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ty) va ndp cho phong Quan ly Nhan tai & Van héa xem
xét va lwu gilr.

e NOp cho phong Quan ly Nhan tai & Van héa ban copy
chirng chi dao tao sau khi hoan thanh khéa hoc dé lwu
lai hd so.

7. QUY DINH TRONG CONG TY
7.1. THO1 GIAN LAM VIEC
Cong ty hoat ddng 24 gid mdt ngay, 7 ngay mot tuan. Gie» lam viéc
sé dwoc thanh lap theo cac ca lam viéc cua cac bd phan twong
png. Tuy nhién, ngay va thdi gian l1am viéc thuc té cha ban sé thay
ddi theo tinh hinh kinh doanh ctia Céng ty va nhu cau cong viéc. Lich
lam viéc cla ban sé dwoc phan cong béi TBP trong dé néu ro thoi
gian 1am viéc, th&i gian nghi ngoi va ngay nghi trong tuan.
e D6i v&i nhan vién khéi hanh chinh- Vin phong nhw
sau:

T thir Hai dén thir Sau: 08:00 gior dén 17:30 gid (Nghi an trwa

30 phut)

e Déi v&i nhén vién phuc vu: Gid lam viéc sé do TBP,
hodc Giam sat vién phan cong. 5 ngay lam viéc moi
tuan.

7.2. THO1 GIO’ NGHIi NGO/l

Nhan vién lam ca dwoc nghi ngoi 30 phat bao gém trong ca lam viéc
cho méi ca lam viéc. Nhan vién ca dém dwoc nghi ngoi 45 phut bao
gdm trong ca lam viéc.

7. INTERNAL REGULATION

7.1. WORKING TIME

The Company operates 24 hours a day, 7 days a week. The office
hours will be established according to the rosters made by the
respective departments. However, the actual days and times you work
will vary according to the Company occupancy and needs. Your time-
table will be rostered by your HODs accordingly and will indicate the
hours of work, break times and your day - off.

Administrative and Clerical Staff as follows:

From Monday to Friday: from 08:00 to 17:30 hrs (30 minutes lunch
break included)
Saturday: from 8:30 am to 12:00 pm ( No lunch break)
Service and Operations employees: Department Heads will schedule
your routine and rest day accordingly with prior notice. Work 5 days per
week.

7.2. REST TIME

Employee who works on operation shall be granted a break of 30 minutes
which is included in the working hours for each shift. An employee on a
night shift is entitled to a 45 minutes break which is included in the working
hours.
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7.3. THAY DBOI CA LAM VIEC HOAC NGAY NGHi

Déi khi ban ¢c6 thé mubn thay dbi ngay nghi tuan véi mét déng nghiép
vi ly do ca nhan. Ban phai ddm bao da dwoc chap thuan bang van
ban tr Trudng bd phan cla ban trwdc khi thwe hién thay déi bang
cach st dung "Pon xin déi ca". Sy thay déi nay ciing phai duwoc sw
ddng y va xac nhan b&i nhan vién da dong y véi sy thay dbi véi ban
trong don nay. Thay déi phai dwoc cap nhat trén bang phan ca lam
viéc.

7.4. DI LAM DAY BU VA BUNG GIO

T4t c& nhan vién phai di lam dung gi&. Néu nhan vién khéng thé di
lam vi bat ky ly do gi ho&c néu phai dén muén thi phai théng bao cho
Giam sat hodc Trwdng bd phan it nhat 2 tiéng trwdc gidr lam viéc.
Khéng duoc nhan lai véi ddng nghiép lam chung. Nhan vién khéng
tuan theo quy dinh nay sé phai chiu hinh thirc ky luat.

Trwdng hop nhan vién ém nang khong thé tw goi dién xin phép thi
phai nhd ngudi than trong gia dinh goi dién ngay cho cép trén truc
tiép hoac cho phong Quan ly Nhan tai & Van héa.

7.5. TRANG PHUC & NGOAI HINH

Trong mat ctia khach hang thi "Nhan vién dai dién cho hinh anh cla
Cong ty". Do do, nhan vién phai an mac trang phuc ding quy cach tai
noi lam viéc. T4t ca nhan vién phai deo Bién tén va khéng dwoc chinh
stra déng phuc khi dang lam nhiém vu. Nhan vién khong dwoc phép
mac ddéng phuc ra ngoai Cong ty.

Nhan vién phai luén ludn sach s&, gon gang trong gi¢ lam viéc va lwu

7.3. CHANGING SHIFT OR DAY OFF

Occasionally you may want to change your shift or day off with a colleague
for personal reasons. You must secure written approval from your
Department Head prior to making the change by using “Shift change
application”. The change must also be agreed and endorsed by the
employee who agreed to the change with you in the approved form.
Changes must be posted on rosters.

7.4. ATTENDANCE AND PUNCTUALITY

All employees are required to report to work on time. If you are unable to
report to work for any reason, or if you will be late, you must notify your
Supervisor at least two (2) hours prior. Do not leave the message to your
coworker in your department. Failure to notify your Supervisor will result
in a disciplinary action.

In the event you are too sick to call your Supervisor, you must ask an
immediate family member to call your Supervisor or T&C Department.

7.5. ATTIRE & GROOMING

In the eyes of the Guest "An employee is the hotel". Therefore personal
appearance and grooming of each and every employee are essential for
good guest relations. You are to report for work in appropriate working
attire. All uniformed staff are required to put on their uniform with their name
badge, without altering the design while on duty, uniformed staffs are not
allowed to wear their uniforms out of the Company.

Staff must always keep clean and tidy on or off duty and note the following
points:

For Male:

Uniform is provided.
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y nhirng diém sau day:
Do6i v&i nam:

e Mac déng phuc do khach san cung cép

e Téc gon gang va cat ngan trén cd ao

e Caorausach sé

e Gilr ham rang luén sach sé

e S{r dung chét khir mui hay nwéc hoa cé6 mui thom nhe

e Ddng phuc ludn sach sé va thdng nép

e Chidwoc deo 1 chiéc déng hé kiéu dang don gian, day
da mau den hodc mau nau hodc bang kim loai
vang/bac.

e Khoéng deo kinh mat cé mau séc; khéng deo kinh ram
trong Cong ty ngoai trv ly do strc khde (kinh ram che
mat nu cwdi va vé mét than thién)

e Giay dép phai dwoc lau chui sach sé. Khong mang dép
I& hoac dép xd ngon trong ca lam viéc.

e S{r dung tat chan mau den

e Khdéng deo khuyén tai, khuyén mii hoac trang swc
khac ngoai trr nhan cudi.

Poéi véi niv:
Trang phuc:
Mac ddng phuc do khach san cung cép.

Téc:
e Gilr diu téc gon gang; khéng dé téc mai che mat khi
dang
[am nhiém vu
e Néu la téc dai(qua khdi cd 4o so mi) thi phai bui gon
gang.

Hair neat and short- above the collar
Clean shaved
Oral hygiene
Use deodorant, no strong aftershave and perfume.
Uniform should be clean and well pressed to ensure it is well maintained.
A simple type of watch is accepted with only black or brown
leather strap and gold or silver metal strap are permissible.
No colored contact lens are permitted. Not wearing sun glasses in
the Company except for health reasons. (Sunglasses block
your friendly face & smile)
Shoes must be clean and polished prior to wearing them on every shift.
Slippers and flip flops are not allowed to be worn during working hours.
Black socks only
No earings, no ring (except wedding ring)

For Female:
Uniform is provided.

Hair :

Always be clean, neat and tidy, free from flakes. Hair must never
fall across the face.

Females with long hair (below shirt collar) must have it tied back
tightly with the bun hair net supplied by Hotel.

Hair can be dyed, rinsed or tinted only if this will improve the
appearance. The color must be maintained so that it does not
change to a lighter shade. If the color is unsuitable, the T&C
Manager reserves the right to ask the employee to
revert to the original hair color.
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e Mau téc nén dé tw nhién. Co6 thé nhuém téc hodc phun
mau
l&n téc néu mau téc tréng tw nhién va khéng quéa sac sé.

Trang sirc& Phu kién
e Khoéng khuyén khich dung nhiéu dé trang strc
e BOng tai phai don gian va deo hai bén. Béng tai khéng
qua
dai hoac qua to.
My pham:
e Trang diém vira phai, khdng qua dam
e S dung nwéc hoa cé6 mui thom nhe

Tay va méng:
e Gilr ban tay sach s&, mong tay phai dwoc cat ngan va
khéng

dé xin mau; co6 thé son méng tay cac mau trung tinh. Khéng
st dung cac mau son sac so.
Ban chan va Méng chén
e Ban chan phai duoc gilr sach s&, moéng chan ludn cat
ngan.
e Chi dwoc son méng chan mau nhat néu muén.

e Phai danh rang sach sé trwdc khi vao ca lam viéc
e Khuyén khich sir dung nwéc stic miéng hodc thudc xit
hoi
thé sau khi dung bira tai Cong ty.
Tat:
e Tét ca nhan vién nir mac ddng phuc (ngoai trir nhan
vién bd
phan Phong) phai di tt dai, mau den. Nghiém cam

Jewelry & Accessories:
Jewellery should be kept to a minimum and should not interfere or
contradict the image that you are trying to project.
Only one simple earring, but not hanging one, which diameter
should not too long or too big.
Cosmetics:
Make-up must be applied in moderation
Female staff perfume must be light.
Hand and Nails:
Hands must be clean, and fingernails must be keep clean, short,
and evenly pared, free from nicotine stains.
Feet and Toe-nails:
Feet must be kept clean; toe nails must be short and well cut.
Only transparent colors or colorless nail lack is permitted.
Teeth:
You must brush your teeth before your shift
After your duty meal, brushing of teeth, mouth washes and
gargles or breath sprays are strongly recommended
Socks/Stockings:
Female employees (except housekeepers) must wear stockings. They
should be black-colored. No patterned (prints) stockings are allowed.
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st dung tat c6 hoa van, hoa tiét.

7.6. B’A AN NHAN VIEN

Nhan vién sé duwgc phuc vu 03 blra an vao ngay lam viéc tai Nha an
nhan vién.

Nhan vién lam viéc ca dém sé& dwoc Cong ty cung cap 1 bira an phu
dém.

Nha &n nhan vién sé& phuc vu theo thoi gian biéu nhw sau:

Bira trwa: 11h00-14h00
Bira toi: 17h00-19h00
Bira dém: 23h00-24h00

7.7. BAO MAT THONG TIN

Trong cong viéc, nhan vién tiép nhan hodc x ly cac théng tin bi mat
cua khach hoac cua Cong ty phai cé trach nhiém gilr kin cac thdng tin
nay. Vi pham nguyén tac trén cé thé dan dén nhiéu hau qua mang tinh
chét phap ly, Cong ty s& ¢ nhirng bién phap ky luat déi véi nhan vién
khong thwc hién dung yéu cau vé bao mat théng tin.

7.8. LOI RA VAO CUA NHAN VIEN

T4t ca nhan vién chi dwoc phép vao hodc ra khéi Cong ty qua 16i ra
vao clia nhan vién. Trong gi® lam viéc, chi TBP mé&i dwoc st dung 16i
vao chinh cua Cong ty.

Nhan vién Bo vé c6 quyén kiém tra tui xach cGa nhan vién ra vao
Cong ty.

7.9. DO DUNG CA NHAN MANG THEO

7.6. STAFF MEAL

All staff is given two duty meals/ working day at the Staff Canteen.

For employee working on night shift, the Company will provided a night
supper at night..

Staff Canteen will serve food as schedule:

Lunch: 11:00am-2:00pm

Dinner: 5:00 pm-7:00 pm

Night supper: 11:00 pm -12:00 am

7.7. CONFIDENTIALITY OF INFORMATION

In the course of your work, you may receive, handle or be aware of guests'
personal data or confidential information on the Company. You are
expected to respect such information and maintain its confidentiality. Apart
from the legal consequences which could follow from breaches of conduct
on these matters, the Company will be bound to take serious disciplinary
measures against any staff who did not treat confidential information with
due care and attention.

7.8. ARRIVAL AND DEPARTURE FROM WORK

An employee is only allowed to enter or leave the Company's premises
by the employees' entrances. In the course of duty, only HODs may use
the main entrances to access the Hotel premises.

Security Guards are authorized to check employees' carrier bag upon
entering or leaving the Company.

7.9. PACKAGES AND PARCELS
o Any personal parcels or packages that are brought into the
Company premises must be registered with the Security Guards
before bringing in.
o Security Guards have the right at all times to open and inspect the
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e Nhan vién di 1am mang theo dd ca nhan vao Cong ty
phai dang ky tai bé phan Bao vé.
e Bo phan B&o vé c6 quyén mé va kiém tra cac géi do trén
vao bét ¢t luc nao.
e Nhan vién chi dwoc mang dd cé dang ky ra khai Cong ty
sau khi hét ca lam viéc va trwdc khi ra vé.
e Néu nhan vién mang hang héa ra vao Cong ty theo yéu
cau cla cbdng viéc phai cé gidy phép qua clra do
Trwédng bd phan cép.
Tét nhat va an toan nhét la:
Khéng mang dd dung ca nhan vao Céng ty hodc mang bt ctv vat dung
gi ra ngoai khi khéng cé gidy to hop lé.

7.10. THU TU’ VA PIEN THOAI CA NHAN

e Nhan vién khéng dwoc str dung dién thoai Cong ty vao
muc dich ca nhan, trtr khi dwoc Trwdng bd phan cho
phép.

e Cac cudc dién thoai mang tinh chat ca nhan goi tw
ngoai vao cho nhan vién sé& khéng dwoc néi may trir
nhirng trwdng hop khan cip da duwoc Truwdng bd phan
hoac Giam sat vién xac nhan.

e Nhan vién khéng dwgc phép dung dia chi Cong ty lam
dia chi lién lac thw ttr ca nhan. Coéng ty sé khong chiu
trach nhiém ddi véi bat clr tredng hop thét lac nao.

7.11. DIEN THOAI DI PONG

Nhan vién chi dwgoc phép sir dung dién thoai di ddng vao muc dich
cong viéc, theo sap xép ctia Trwdng bd phan va han ché téi da viéc
st dung dién thoai trwdc mat khach hang.

contents of such parcels.
o Employees just can bring out their parcels on the cessation of work for
that day if they already registered in beginning.
o And must have exit pass form signed by Department Head to bring
in or remove any article into or from the Company.
The best and safest policy is:
Never bring any personal packages into the Company or take out any
items without proper documentation.

7.10. PERSONAL CALL/MAIL
The Company's telephones are not allowed for outgoing or incoming
calls except where prior permission has been granted by the Department
Head.
All incoming private calls will not be put through unless they are of an urgent
nature after being verified by your Supervisor/ Department Head.

Staff are also not allowed to use the Company as a mailing address. The
Company will not accept any responsibility for personal mail

7.11. HANDPHONE

Mobile-phone is allowed in the hotel for work purpose only and managed by
Department Heads. You are discouraged to use mobile-phone in front of
guests.
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7.12. KHACH RIENG

Néu vi ly do nao d6 ma nhan vién cé than nhan/khach riéng can gap
thi phai gidi trinh ly do cho nhan vién Bao vé & clra ra vao clia nhan
vién va nhan vién Bao vé sé giup ho nhén nhan vién ra gdp khach.

7.13. KHU VU'C CONG CONG, THANG MAY VA NHA VE SINH CUA
KHACH
¢ Khu vre cong cong: Nhan vién khéng dwoc phép vao
bat
c khu vire nao cla tda nha danh cho khach trir tridng hop
phai c6 mat & dé dé lam nhiém vu.
e Thang may: Nhan vién si¢ dung thang may riéng,

khéng
dwoc str dung thang may cliia khach trtr khi cé cong viéc dac
biét.
¢ Nha vé sinh cua khach: Nhan vién s&r dung nha vé
sinh cla

nhan vién, khong dwoc str dung nha vé sinh danh cho khach.

7.14. RO1 KHOI TOA NHA

Nhan vién khéng dwoc réi khdi toa nha trong ca lam viéc néu khéng
c6 thé ra vao hop 18 hodc Gidy phép do Giam sat vién hoac Truéng
bd phan cép.

7.15. QUY DINH VE DO VAT Bl THAT LAC VA TiM THAY

Bét clr khoan tién hodc dd vat nao dwoc tim thdy trong pham vi Toa
nha phai dwoc giao ndp ngay cho bo phan Budng va dwoc lwu théng
tin can thiét vao sé giam sat doé that lac. Bé phan Budng c6 trach nhiém
gitr gin nhirng mén dd nay trong kho riéng va néu Ia tién thi ban giao
cho Quan ly ca tryc gilr trong két st an toan. Néu khéng tim thay chi

7.12. PERSONAL VISITS

If for whatever reason a visit to you by your personal guests is necessary, the
visitor should explain the purpose of his visit to the Security staff at the
Checkpoint at the staff entrance and the Security Department will help to call
you to see your guest

7.13. PUBLIC AREA, ELEVATORS AND GUEST TOILETS
Public areas: Staff are not allowed to enter any part of the
Company premises used by guests or on guest room floors at any
time, except for those who are authorized to be there doing their du
ties.
Elevators- Service lifts: are to be used by all staff at all times.
You are therefore prohibited from using guest lifts at all times,
unless special duties require you to do so.
Guest toilets: Employees will use their toilets and are not permitted
to make use of guests' toilets.

7.14. LEAVING THE BUILDING

Do not leave the building during working hours or during meal and tea
breaks without a valid pass being issued or an authorized time off requisition
by the Department Head or Supervisor.

7.15. LOST AND FOUND PROCEDURES

Any money or belongings found in the Company must be handed
immediately to the Housekeeping Office with full details to ensure proper
notation in the Lost and Found logbook. Housekeeping shall keep the
belongings in an appropriate store and hand over the money to the Duty
Manager to keep in a safe box.

If the lost property is not claimed by its lawful owner, after

3 months for non valuable items
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s& hiru hop phap ctia minh sau:

e 3 thang cho cac vat dung khéng co gia tri

e 12 thang dbi v&i cac mat hang co gia tri
sé dwoc chuyén dén Ban quan ly dé xem xét va s dung lam qua téng
cho Tiéc nhan vién hoac cho nhan vién da tim thay.

7.16. HUT THUOC
Nghiém cdm hat thudce trong khi thi hanh nhiém vu va trong pham vi
Céng ty.

7.17. QUY PINH VE NHAN & TANG QUA NHA CUNG CAP, bOI TAC
THEO TIEU CHUAN ACCOR

Nhan vién dwoe nhan qua ttr nha cung cép, déi tac trong nhirng
trwong hop sau:

e Mon qua vao dip dac biét cé gia tri dwei 500.000 VND.
Néu gia tri cao hon, nhan vién phai dem tra lai hoac
nop lai vao Cong ty str dung vao muc dich tap thé.

e DPuoc mdi di &n d& ban vé cong viéc, sau khi chét
thuwong vu.

e Duwoc mdi di &n tap thé cung ca bd phan, ca khach san
véi mire chi phi trén dau ngudi hop ly.

e DPuwoc moi di dw cac s kién kinh doanh lién quan dén
cong viéc clia nhan vién (vi du: 101 moi dén dv hoi cho
thwong mai) véi diéu kién déi tac khong chi tra chi phi
di lai va khach san ctia nhan vién.

e Nhitng |&i mdi mang tinh thuwéng xuyén dén cac sw
kién thé thao van hoa cta dbi tac v&i diéu kién nhan
dwoc sw phé duyét ctia cap trén va dbi tac khong chi
tra chi phi di lai va khach san cho nhan vién.

12 months for items at value
The list of articles should be turned to the management for consideration
and subsequent distribution to Staff Party or the staff who found it.

7.16. SMOKING
Smoking while on duty and in the Company premises is strictly prohibited.

7.17. ACCORHOTELS GIFT POLICY
An employee may receive

Occasional gifts of which the unit value is less than or equal to 500,000
VND. If an employee receives a gift worth more than 500,000 VND, they
should in no circumstances keep it. In such cases, they should preferably
return the gift, or pass it the Company for the Company’s purpose.

Regular invitations to restaurants (example for business lunches, dinners
for closing deals);

Group invitations (for example, invitations sent to the whole hotel team or
to the employees in a department) costing a reasonable amount per
person;

Invitations to business events related to the employee’s job (for example,
invitations to trade fairs), as long as they do not include travel or
accommodation;

Regular invitations to cultural or sporting events, further to authorisation
by the direct line manager, as long as they do not include travel or
accommodation.
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Trong tAt ca moi trwdng hop, qua tang va 1o mdi phai dwoc
glri dén dia chi cong ty, nghiém cdm g&i dén nha riéng. Va
nhan vién phai théng bao cip trén cla minh vé viéc nay.
Nghiém cAm hanh vi nhan qua tlr déi tac danh cho gia dinh
ctia nhan vién. Tham chi, nhan vién van nén tlr chéi nhirng
mén qua, nhirng & mi trong muc dwoc phép nhan néu xét
thdy noé cé thé anh hwdng dén nhirng quyét dinh ctia minh
hodc né gay nén nhirng xung dét trong quyén loi gitra cac bén.
Va hay bao céo cho cép trén dwoc biét vé viéc nay.

Nhan vién dwoc ting qua cho nha cung cap, déi tac trong nhirng
trwong hop sau:

Qua vao dip dac biét cé tri gia dwdi 500,000 VND.
Nhitng qua tdng mang tinh chat thuwong hiéu
AccorHotels (vi du: khuyén mai tai 1 khach san khai
trvong).

Qua tang cho ca 1 cong ty mang tinh don vi hop phap,
cho dai dién hop phap hodc cho dbi tac véi tw cach la
ca thé (vi dy, qua tdng danh cho Cha dau tv véi tw
cach ca thé, khéng phai qua tang danh cho dai dién
cht dau tw hodc qua trao dbi gitra cac giam dbc diéu
hanh v&i nhau).

Qua ting mang tinh chét théng thwéng trong giao dich
kinh doanh va phai dwoc quan ly 2 cip trén phé duyét
va dwgc dang ky cong khai.

L& moi di an tai nha hang.

L&i moi di dy cac dy kién thwong mai lién quan dén
cbng viéc cta dbi tac dwoc moi.

L&i moi mang tinh tap thé dén cac sw kién van hoa thé
thao.

In all circumstances, gifts or invitations received by an employee must
be sent to their professional address, and never to their home. They
must fully inform their line management about it. Gifts or invitations
made to a member of the employee’s family are of course formally
prohibited. The employee should refuse any gifts or invitations, even
those covered by the exceptions listed above, if they feel they could
influence their decisions or create a conflict of interest. If in doubit,
they should speak to their line manager about it.

An employee may offer
Occasional gifts of which the unit value is less than or equal to 500,000
VND.
AccorHotels brand items (for example, promotional merchandise at a
hotel opening);
Gifts to a company as a legal entity, to their legal representative, or to the
partner as an individual (for example, gifts to owners as individuals —and
not their representative —or gifts exchanged by CEOs;
Gifts that are part of the “normal course of business”,as long as they have
been approved by N+2 line managerand recorded in the register;
Regular invitations to restaurants;
Invitations to business events related to jobs of the people invited;
Group invitations, for example to cultural or sporting events.
In all circumstances, gifts to civil servants and public officials are formally
prohibited. In the same vein, gifts sent to an employee’s family or to the
representative of a company are formally prohibited. If a partner or
supplier has a gift policy that is more restrictive than that of AccorHotels,
the employee should take it into account. The employee must always
think about how the gift or invitation could be perceived by the recipient,
particularly if the latter might see it as an attempt at corruption or bribery.
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Trong moi trwedng hop, qua tang cho quan chirc nha nwdéc bi
tuyét d6i cAm. Qua tang cho gia dinh déi tac hodc dai dién cta
cong ty ciing bi cdm. Néu dbi tac cé chinh sach vé qua téng
nghiém khac hon chinh sach ctia AccorHotels, nhan vién ciing
phai thwc hién theo chinh sach d6. Nhan vién luén phai suy
nghf that k§ xem qua tang, 161 moi co thé dan dén viéc dbi tac
ctia minh tiép nhan né nhw & 1 hanh vi tham nhiing va gian
lan hay khéng.

7.18. TU CA NHAN

M®&i nhan vién déu dwoc phan bd mét ti nhé dé gitr vat dung ca nhan.
Va phai c6 trach nhiém gitr ti sach sé va ludn khéa can than.

Chia khoa ti dwoc phat mién phi,nhwng néu lam mét hay hw héng thi
phai chiju chi phi lam mé&i la VND50,000. Ngoai ra nhan vién cling phai
chiu chi phi stra chi¥a ti néu cé bét ky thiét hai nao do c6 y hodc do
bat cAn. Nghiém cAm gilr thirc 8n va cac mat hang co gia tri trong ta.
Cong ty s& khongchiu trach nhiém cho bat ky mat mat nao vé tién bac
ho&c vé tai san trong pham vi Céng ty.

Khéng dwoc tw y 1am 6 khéa riéng hodc lam thém chia khoa ti ca
nhan.

Nhan vién vi pham c6 thé bj xt ly ky luat. Cong ty c6 quyén kiém tra
ti ca nhan bat c lic ndo trwdc sy chirng kién cia phong Quan ly
Nhan tai & V&n héa va bd phan Bao vé ma khong can théng qua nhan
vién hodc cé mat nhan vién, co thé tich thu bat ky vat dung nao khong
dung quy dinh va ap dung cac bién phap ky luat thich hgp.Nhan vién
sau khi chdm dwt lam viéc tai Coéng ty phai vé sinh ti sach sé va tra
lai chia khéa cho phong Nhan tai & Van héa. Néu khong Cong ty sé
hdy bé moi d6 dac ca nhan trong ti va khau tr tién chia khéa vao
tién lwong.

M&i nhan vién cé trach nhiém gitr phong thay d6, trang thiét bi va

7.18. LOCKER

Each employee is allocated with a locker to keep his/her personal
belongings. It shall be the responsibility of the employee to keep it clean
and locked at all time.

The original key to the locker will be issued free, but a charge of
VND50,000 will be imposed on any replacement. Employees will be
responsible for and shall bear the costs of repair in the event of any wilful
and negligent damage to the locker. Food and valuable items are not to
be kept in the locker. The Company will not be responsible for any cash
or property lost in the Company’s premises.

No personal locks or duplicate keys are used. Disciplinary action may be
taken against an employee whenever appropriate. The Company
reserves the right to inspect lockers with the witness from T&C Dept. and
Security Dept. at any time with or without your permission or presence,
and may confiscate any unapproved items found including submission of
disciplinary action for any infringement of the rules.Upon termination of
service, employee must clean out his/her lockers and return the original
key to the T&C Department. Failure to do so will result in forfeiting the
contents in the locker and the withholding of salary.

Every employee is responsible for keeping the locker rooms, facilities and
toilet room clean and tidy.
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phong vé sinh sach sé va ngan nép.

7.19. THAY POI THONG TIN CA NHAN
B4t ky khi nao thay ddi théng tin ca nhan, ban phai lap tirc béo cho
phong Nhan tai & Van héa. Nhirng thay ddi nhw Ia:

e Dia chi/ sb dién thoai

e Tinh trang hén nhan

e Trinh d6 hoc van

e Tinh trang strc khde

e Nhirng van dé khac

¢ Nhirng théng tin/ théng bao mai.

7.20. BANG THONG BAO NHAN VIEN

Bang Thoéng b&o nhan vién dat tai doc hanh lang khu van phong tang
5, 1a noi cung cép cho ban tat ca théng tin vé cac sy kién dang va sé
dién ra trong Céng ty cling nhw nhirng tin tirc dang cha y khac. Nhan
vién cling c6 thé dwa théng tin ca minh I&n Bang Thong bao (ban,
mua, yéu cau gilp d&,chia sé kinh nghiém ...) sau khi da théng qua
sy dong y ctia Phong Nhan sw. Hay danh thdi gian xem Bang Thong
bao dé& cap nhat tin tirc lién quan. Tat ca viéc dwa lén, thay ddi, loai
bd nhirng bai viét trén Bang Thong bao déu phai théng qua Téng
Quan ly hoac Trwdng phong Nhan su.

7.21. TIEN THUONG
e Tién thwdng Lé:
Viéc thuwdng |& cho nhan vién va sé tién thwdng cu thé sé phu thudc
vao quyét dinh & sy phé duyét ctia Téng Quan ly.
e Thwédng cudi nam:
Quyét dinh thuwéng & sb tién thuwdng cu thé sé phu thudc vao tinh hinh

7.19. CHANGES IN PERSONAL DETAILS
Any changes to your personal details should be immediately made known
to the T&C Department. Such changes might include:

e Address/telephone number

e Marital status

e Education level

e Medical status

e Others

e Any new declaration.

7.20. STAFF NOTICE BOARD

A Staff Notice Board is located along the corridor in the office area on the
5" floor where you will receive notices about up and coming events, news,
and general information for your attention. Staff also can put their own
information on this board (selling, buying, help needed, and experience
sharing...) with the approval of T&C Dept. Take the time to read them and
keep yourself abreast on information concerning the Company. Posting,
altering, removing any articles from the hotel's notice board is prohibited
unless specifically authorized by General Manager or T&C Manager.

7.21. BONUS

e A festive bonus:
Festive bonus and the quantum of which shall depend on the GM’s
decision & approval.

e Year end bonus:
Decision & the quantum of which shall depend on the Company’s
profitability & the approval of Management Board.
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kinh doanh cia Céng ty va sw phé duyét ctia Ban Giam dbc.

7.22. KIEM TRA SU'C KHOE

Hang nam, tat ca nhan vién sé& dwoc kiém tra strc khde téng quéat do
Cong ty t6 chirc va chi tra.

Nhan vién bj bénh truyén nhiém, nhiém tring nhw viém gan, bénh lao
phai théng bao cho Coéng ty va xin nghi phép dé diéu tri.

7.23. PONG PHUC NHAN VIEN

Nhirng nhan vién dwoc yéu cau mac ddng phuc sé dwoc Cong ty cung
cap déng phuc mién phi (bao gdm quéan 4o, giay, bién tén). Nhan vién
s& dwoc do may déng phuc trwdc khi vao lam viéc tai Coéng ty va sé
st dung cho téi thiéu a 1 nam.

Nhan vién phai mac déng phuc (bao gébm ca giay, bién tén) trong subt
th&i gian lam viéc.

E)éng phuc clia nhan vién céc bd phan sé dwoc Cong ty giat la mién
phi. Trach nhiém cltia nhan vién la bao quan déng phuc sach sé va
can than.

Nhan vién lam mé4t hodc lam hw héng déng phuc do Céng ty cap vi
bat cAn ca nhan phai tw chiu chi phi may lai d6ng phuc maéi.

Nhan vién khi nghi viéc tai Céng ty phai hoan tra lai ddng phuc cho
Cong ty trong tinh trang con nguyén ven. Néu khong sé bi khau trir
tién boi thweng ddng phuc vao tién lwong.

7.24. BAO HIEM

Nhan vién sé dwoc tham gia Bao hiém Xa hoi va BHYT ké tir thoi
diém ky hop ddng lao déng va néu HPLD cé hiéu lwc trong thoi gian
tlr ngay 15 tré vé trwde thi BHXH sé ¢ hiéu luc trong thang d6, néu
sau ngay 15 thi BHXH sé c6 hiéu luc tir thang tiép theo.

Trong trwdng hop ém dau,thai san,tai nan,bénh nghé nghiép, nhan

7.22. MEDICAL EXAMINATION

Yearly, all employees of the Company will attend a medical examination
which is paid by the Company.

An employee who suffers from any contagious or infectious disease
caused by virus such as hepatitis, tuberculosis is responsible for informing
the Company and take leave for treatment.

7.23. STAFF UNIFORM

Employees who are required to wear uniform on duty will be provided free
by the Company (including shoes and name tags). Employee shall be
measured & supplied uniform before the start working day and the uniform
would be used for at least 1 year of working period.

The uniform (including shoes & nametag) must be worn at all times while
employee is performing his/her job.

Uniform of employees will be washed free of charge regularly by the
Company. Itis the responsibility of staff to maintain his/her uniform in good
condition and keep it clean and tidy while in use.

Charge at cost price shall be made against any staff that loses or damages
his/her uniform from a personal carelessness.

Upon completion/termination of employment at Company, uniform and
accessory items must be returned to the Uniform room depend on
Housekeeping dept. Failure to do so will result in the withholding of salary.

7.24. INSURANCES

Social Insurance will be effective as of the labor contract was signed; if
the contract date is within 15" forward to the beginning of the month,
the social insurance will be effective as of that month; otherwise, the SHI
will be effective in the next month.

In case of sickness, maternity, working accident, diseases resulting from
the occupation and pension, staff will be entitled to a compassionate
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vién sé dwoc hwdng mét khoan tro cap bodi thuwong tir Quy Bao hiém
Xa hdi. Coéng ty sé chiu trach nhiém lam viéc véi co quan BHXH cho
céc viéc thay toan, bdi hoan nay.

T& rovi chbt s6 Bao hiém Xa hoi sé dworc tra lai cho ngudi lao ddng khi
NLD cham dit hop ddng lao déng clia minh v&i Cong ty.

e Bao hiém Xa hoi - Bao hiém Y té & Bao hiém That
nghiép: Ca hai ngudi st dung lao dong (Cong ty) va
nguoi lao déng(nhan vién) sé déng gop cho co quan
bao hiém xa hdi theo quy dinh cda luat Bao hiém xa
hoi.

e Bao hiém tai nan ca nhan: Céng ty s& mua B&o hiém
tai nan ca nhan cho tat ca nhan vién dé phong tai nan
ca nhan, nhap vién phau thuat hodc qua doi.

[}

7.25. CHAM CONG

Dé quan ly thdi gian vao va ra noi lam viéc hang ngay cliia nhan vién,
Cong ty str dung hé théng chadm cong bang van tay.

T4t ca nhan vién khi ra vao Cong ty phai dang ky véi Bao vé hodc quét
déu van tay Ién hé théng.

Nhan vién nao khoéng thuc hién viéc dang ky nay dwoc coi 1a "vang mat"
ngay hém do.

Nhan vién mai chwa dang ky diu van tay thi phai dang ky véi nhan
vién bao vé méi khi ra vao Cong ty cho dén khi da I4y mau van tay.
Nhan vién bao vé nay sé chiu trach nhiém xac nhan cham cébng cho
nhirng nhan vién nay. Nhan vién khéng duwoc phép dang ky thay hoac
nh& ngudi khac dang ky thay cho minh. Phong Nhan tai va Van hoa
sé gilr ban sd ghi nhan dang ky tlr bd phan Bao vé dé lwu hd so va
tinh lvong.

7.26. AN UONG TRONG CONG TY

allowance paid by the Social Insurance fund. The Company will be
responsible for processing the reimbursements from the Fund.
The Social Insurance Sheet will be given back to the employees upon
termination of his/her labor contract.

Social - Health Insurance & Unemployment Insurance: Both employer
and employee will contribute for social insurance fund as social insurance’s
law stipulated.

Personal Accident Insurance: Personal Accident Insurance bought by
the Company will cover all staff against personal accident, hospitalization -
surgical or death.

7.25. ATTENDANCE RECORD

To control time-in and time-out of staff’s daily attendance, the Company
provides fingerprint system.

In all circumstances, staffs are required to register their time in/out at
the security desk at staff entrance by scanning their fingerprint.

Staffs that fail to record time-in and time-out within the same day shall
be considered “absent”.

New staff who have not registered fingerprint shall have to sign in/out
on the daily attendance record at security desk until the registration is
completed. The security officer on duty will be the witness of this signing
in/out of work on the attendance record. Staffs are not allowed to sign in
or out on behalf of others or ask someone to sign for them. T&C
Department is to keep the attendance record for checking and payroll
purposes.

7.26. DRINKING AND EATING WITHIN COMPANY
Food should be brought into Company to consume within a day and only
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Thirc an dwa vao Cong ty phai dwgc tiéu thu trong vong mét ngay va
chi dwoc an tai nha an nhan vién.

Khéng dwoc mang thwe pham ra khéi Cong ty ma khéng cé van ban
cho phép clia Bép trwdng hoac ctia Tdng Quan ly. B4 &n & can-tin chi
duwoc tiéu thy trong can-tin.

Khéng nu an tai van phong hodc nhai keo cao su trong khi lam viéc.
Nhan vién udng rwou hoac say ruou sé khéng dwoc phép vao Céng
ty. Nhan vién vi pham quy dinh nay sé bi xt ly ky luat.

7.27. CHUP ANH
Nhan vién khéng dwoc chup anh bén trong Cong ty ma khéng co sw
cho phép tir Ban Quan ly Cong ty.

7.28. PANH BAC
Nghiém c&m t4t ca cac hinh thirc c& bac hodc ca cwoc trong pham vi
Céng ty.

7.29. DANH NHAU

Nhan vién khéng dwoc phép danh nhau véi bat cir ly do gi. Néu vi
pham thi tat c& nhirng ngudi cé lién quan déu bi x& ly ky luat. Do d6
nhan vién néu cé bat ddng hay mau thudn khong thé tw gidi quyét thi
phai tim dén sy hé tro tr TBP hodc clia phong Nhan su.

7.30. GIAI QUYET KHIEU NAI CUA KHACH HANG
Khi nhan dwoc phan nan hay khiéu nai cia khach, nhan vién phai lang
nghe mot cach can than cac chi tiét va xt ly chuyén nghiép. Néu thay
khong thé giai quyét dwoc, phai bao cao ngay lap tirc cho ngudi giam
sat tryc tiép/trwéng ca trwec hay TBP dé hd tro gidi quyét van dé.

o Khdng bao gi¢ tranh luan v&i khach

e Thé hién sy quan tam dbi v&i khach

in Staff Canteen.

No food can be taken out of the Company without proper written
authorisation from the Executive Chef or General Manager. Food from the
Canteen is to be consumed only in the Canteen and cannot be taken out.
No cooking in the office or chewing is allowed whilst on duty outside the
meal periods. Arriving to work after drinking alcohol or intoxicated is strictly
not allowed and the employee will be prevented from entering into the
Company premises. Breaches of this regulation will result in severe
disciplinary measures being taken.

7.27. PHOTOGRAPHY
No employee may take photographs inside the Hotel without permission
from the Company Management.

7.28. GAMBLING
All forms of gambling or betting are forbidden in Company premises.

7.29. FIGHTING

Fighting between employees will not be tolerated, and regardless of
fault, all involved are liable for serious disciplinary action. If a
disagreement cannot be settled, seek the advice of your Department
Head or the T&C Department.

7.30. HANDLE GUEST COMPLAINTS

If a guest complains, staff should listen carefully to the details of his/her
complaint and handle it professionally. If the employee cannot solve it,
he/she must report immediately to his/her supervisor - shift
leader/Assistant Manager/Head of department or MODs who in turn
should address the problem and assist the guest(s).

Never argue with the guest
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Luén lich sw va té nhi

7.31. NHI’PNG MAT HANG NGUY HIEM VA B| CAM

Nhan vién khéng dwoc phép mang nhitng mat hang nguy hiém hodc
bi cAm vao Céng ty. Cac mat hang sau day dwoc coi la nguy hiém va
bi nghiém cam:

Vat liéu nd

Nhién liéu dé chay

Vi khi tAn cong va vi khi chay

Chét an mon

Chét doc

Thubc

Trai cay c6 mui héi hoac nang mui

Co bac

Nhirng mat hang khac ma cé thé dwoc st dung dé pha
hoai

hoac lam gian doan hoat dong ctia Cong ty hoac anh huéng
xau cho Cang ty.

8. NHU’NG PIEU NEN & KHONG NEN LAM
A. NHI’NG PIEU NEN LAM

Xin chao, anh /chi/éng /ba c6 khée khong?

Ludn luén mim cwoi.

Thé hién sy quan tdm t&i khach hang bang ngdn ngir,
ct chi nha nhan, khiém tén, lich sw.

Trong khi lam viéc, cb géng git yén lang, luén thé hién
s chuyén nghiép va thai dé lac quan.

Xin phép Trwédng ca hoac Giam sat hoac Trwdng bd
phan néu can phai roi khdi noi lam viéc.

St dung thang may danh cho nhan vién hoac thang bd

Show concern to the guest
Be polite and courteous

7.31. DANGEROUS & PROHIBITED ITEMS
Staffs are not allowed to bring in Dangerous & Prohibited items into the
Company at anytime. The following categories of items are classified as
Dangerous & Prohibited items:
Explosive;
Combustible fuels
Offensive weapons and fire arms
Corrosive substances
Poisons
Drugs
Fruits with foul or strong odour
Gambling implements
Other items which may be used to sabotage or disrupt the
Company's operation or used against its interest.
8. DOs & DON’Ts
A. DOs
Always do greeting: Xin chao. How are you?
Smile at all times
Show interest to customers & speak in nice tone, gesture courteous,
modest, polite.
While working, try work softly, always present a professional and positive
attitude.
Ask for permission from your teamleader or Supervisor or DH if you need
to leave the workplace.
Use the service lift or elevator for staff only when working.
Listen to the customer’s complaints and record all necessary details then
report to your immediate supervisor.
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trong khi lam viéc.

Lang nghe cac y kién phan nan cta khach hang va ghi
lai cac chi tiét can thiét roi bao cao cho Giam sat.

B&o ngay cho Trwéng bd phan vé tat ca dd dung nhat
dwoc trong tda nha.

Chuyén db clia khach vé& nguyén vi tri ci sau khi don
dep

Ludn kiém tra giay dép, ddng phuc, trang phuc

Bao cao ngay cho Giam sat khi lam héng/ v& dd cla
khach

Théng bao cho Giam sat hoac Truwéng bd phan bat ky
mot van dé hay sw kién nao xay ra trong phong khach
ké cac cac phong khach di vang.

Cham séc can than dd cla khach.

B. NHO’NG DPIEU KHONG NEN LAM

Khong ngdi 1é ddi mach vé khach hang, déng nghiép,
giam sat, quan ly hay vé Céng ty .

Khéng di lang thang trong toa nha; khéng ngu trong gid»
lam viéc

Khdng nhai keo cao su khi lam viéc triwdc mat khach.
Khéng qué than thiét véi khach. Cong ty khuyén khich
nhan vién ndi chuyén xa giao v&i khach, nhwng tranh
néi dén nhirng chuyén riéng tw. Hay té ra than thién,
nhwng dirng qué than thiét.

Khéong dugc yéu cau hodc ¢co nhirng hanh déng doi
khach cho tién boa hay qua.

Khoéng nén dé ban bé hodc ngudi than dén tham trong
gi& lam viéc.

Khéng lam viéc riéng trong gi¢’ lam viéc.

Report immediately to the Department Head of all items picked up in the
building.

Move all guest’stuff to former position after cleaning their room

Always check your shoes, uniforms, costumes. Clean & fresh

Report immediately to the Supervisor for broken or damaged items in the
Guest’s apartment if any

Report immediately to the Supervisor for all problems happen in guest’s
room including in the rooms where guest is not inside

Always take care guest’s property.

B. DON’'Ts

No gossiping about your Guests, co-workers, supervisors, or
Management of the Company.

No wandering in the building; no sleeping during work hours

No chewing gum while working in front of customers.

Not too close with guest. The company encourages employees
to talk with guests, but avoid talking too much & intruding into
privacy. Be friendly, but not too close.

Do not request or expect guests for tips or gifts.

Do not let your friends or family to visit during working hours.

No private work during working hours.

Do not disclose company’s information unnecessary to other party.

Do not use guest’s belongings.

Do not chit chat with guest and colleagues.

Do not disclose your labour contract, your salary and pay slip to other

party.

Do not sell your benefits granted by Company for other people.
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Khoéng tiét 16 nhitng bi mat vé Céng ty cho nhirng
nguwoi khdng cé phan su.

Khong st dung dé dac riéng ctia khach.

Khong tan gau chuyén véi khach va ddng nghiép.
Khong tiét 16 hop déng lao ddng, thong tin lwong, phiéu
lwong ctia minh cho ngudi khac biét.

Khoéng s dung ché do wu dai Cong ty ap dung cho
minh @& ban lai cho nguwdi khac.

9. AN TOAN LAO DONG VA sU’'C KHOE TAI NOI LAM VIEC
9.1. AN TOAN - PHONG TOT HON CHU’A

An toan la mbi quan tm cla toan thé nhan vién va cac
quy dinh vé an toan lao déng nhuw: Khéng hat thudc”,
“Nguy hiém”... can dwoc tuan thi nghiém ngat.

Vi an toan cla ban than va déng nghiép, bat ky hanh vi
thiéu an toan nao ho&c bat ky kha ndng nao cé thé gay
ra tai nan cling phai Iap tirc bao cdo cho TBP hodc Giam
sat vién.

Tét c& nhan vién c6 trach nhiém lam quen va hoc cach
st dung thanh thao céac trang thiét bi bao chay, chira
chay ciing nhw ndm rd cac 16i thoat hiém tir bat ol vi tri
nao trong Cty.

Nhan vién phai luén chu y t6i cac chi dan an toan dé
phong tai nan. Hau hét tai nan khéng tw xay ra ma do
con ngudi gay ra. Birng mao hiém. hay nghi t&i lgi ich
chung va dé phong tai nan tai noi lam viéc. Néu ban lam
dd chét 16ng hoadc bét cr th gi ra san, hay lau sach dé
nguwdi khac khai bi nga. Néu ban thay manh kinh vé&, hay
vt vao thung rac dé tranh gay clra dut.
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9. OCCUPATIONAL & HEALTH SAFETY AT THE WORK PLACE

9.1. SAFETY- PREVENTION IS BETTER THAN CURE

Safety is the concern of all employees and safety rules like 'No Smoking';
'Danger’ etc must be observed strictly.

In the interest of personal safety of follow employees, any unsafe practices or
any condition which might lead to an accident must be reported to the
Department Head or Supervisor immediately.
All employees are to be familiar with and to take note of all instructions
regarding fire precautions and to be familiar with the location of the
Emergency exits.

Most accidents do not just happen - they are caused! Do not take any
unnecessary risks. Think of your fellow workers, use common sense safety
precaution as you go about your work. If you spill something wipe it up so
that another person will not fall- if you find a piece of broken glass, throw it in
the garbage, so as to avoid cuts and scrapes etc.
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9.2. XUP LY KHI CO TAI NAN

e Trong khi dang lam nhiém vu, néu c6 b4t ké chan thuwong
nao xay ra, phai bao ngay lap tirc cho Trwdng bd phan
hoac Giam sat vién. TBP hoac Giam sat vién phai lap
bao cao tai nan.

e Trong trwdng hop khach gap tai nan, phai trdn an va hd
tro khach tdi da. Hay dién thoai ngay cho L& Tan thdng
bao dia diém va cac chi tiét lién quan va & lai vdi khach
cho dén khi nhan vién ctia Ban Quan Iy hodc bd phan
Bao vé t&i noi xay ra tai nan.

9.3. TRUONG HOP XAY RA HOA HOAN
A. PHONG CHONG
e Biét noi thoat hiém gan nhét trong khu vic lam viéc. Gity
cho tat ca cac ctra thoat hiém sach s&, khdng khoa va
khong cé vat can tré.
e Biét vj tri dat dién thoai, vat dung pha kinh, binh xit ctru
hda va cac thiét b lién quan trong khu vic lam viéc.
e Cam hat thudc tai noi 1am viéc, trong khudn vién can hod
ngoai trir khu vire cho phép.
e Gilr gin noi lam viéc sach sé, khdng co6 cac vat nhw gié
rach, day dién ci, gidy rac,...

B. KHI CHUONG BAO CHAY KEU
Thwe hién cac budc sau day trong trwong hop nghe hay chudng bao
chay lién tuc:

e Gilr binh tinh

e Dirng lai nhirng gi ban dang lam

e Hb tro khach trong khu vuc ngay lap tire di vé 16i thoat

9.2. ACCIDENTS

All employees: Any injury sustained whilst being on duty must be reported
to the Department Heads or Supervisors immediately. Department Heads
or Supervisor must complete an Accident Report Form.

Guests: If guest is involved in an accident, make sure that he or she is given
all support and made comfortable. Call the Front Desk — Clients Relations
Executive with details and your location. Stay with the guest until a member
of Management or Security arrives.

9.3. IN CASE OF FIRE

A. BE PREPARED

Know where the nearest fire exit is in your work area. Be sure to keep all
emergency fire exits in clean, unlocked, and clear of obstruction

Know where the telephone, break glass panel, fire extinguisher and
equipment are located in your work area.

Smoking is NOT allowed anywhere in the work area and its surroundings
except the smoking corner.

Keep your work area clean and free of hazards (ie. rags, frayed electrical cords,
paper and trash).

B. WHEN THE FIRE ALARM RINGING

The following steps are to be taken in case of hearing the fire alarm ringing
continuously:

Keep calm

Stop what you are doing
Assist any guests in the immediate area directly towards the fire

exit

Close doors and windows

Switch off gas and electrical appliances

Leave by the nearest exit
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hiém
e Déng ctra ra vao va ctra sd
e Téat binh khi va cac thiét bi dién
e Chay dén ctra thoat hiém gan nhat
e Chay nhanh dén diém tap hop
e Khéng mé ctra néu thay khoi chui qua khe clra
e Khong str dung thang may
KHONG:
e S dung thang may.
e Goi nhan vién diéu hanh dén kiém tra
e Hoang hét
e Dem theo cac vat dung ca nhan
e Chay lung tung

C. TRUONG HOP PHAT HIEN MOT DAM CHAY:
e Dap hop bao dong gan nhét dé kich hoat am thanh bao

dong
chay
e Quay sb6"0" dé thong bao cho cac bd phan L& tan: tén
clia

ban, bd phan, vi tri va tinh trang cGa dam chay. Yéu cau bd
phan 18 tan 13p lai
e Canh bao khach va Nhan vién dang ding trong khu virc
xung
quanh gan dé.
e Cb gang dap tat Itra v&i binh chiva chay hodc voi ciru
héa néu
da dwoc dao tao(va thay an toan dé thuc hién)
e Néu Itra da ngoai tdm kiém soat, phai so tan toan bo
khu vuc
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Quickly get to the the fire assembly point.

DO NOT:

Use the lifts.
Call the operator to check
Panic
Collect personal items.
Rush about

C. IN CASE IF DISCOVERING A FIRE, employee must:
Break the nearest alarm box to trigger the sound fire alarm.
Dial “0” to inform the FO: your name, department, location of
fire and nature of fire. Ask the FO to repeat it.

Alert the guests and employees within visible range.

Attempt to fight the fire with an extinguisher or fire hose as trained
(only if safe to do so)

If the fire is out of control, evacuate the area via the nearest fire
exit. Closing all doors behind you.

Never open a door if smoke is coming out.

Do not use elevators.
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thdng qua cac 16i thoat hiém gan nhét. Péng tat ca cac cra &
phia sau ban.

e Khéng mé cta néu thay khéi bay qua khe ctra.

e Khong st dung thang may.

10. BAO VE TAI SAN, Bi MAT & Bi QUYET KINH DOANH
CUA CONG TY

10.1. BAO VE TAI SAN

Nhan vién khéng dwoc phép mang béat clr mét tai sadn nao ctia Coéng
ty ra ngoai khi chwa duwoc sy déng y clia Téng Quan ly hay Trwéng
bd phan. Trwdc khi mang bat ky mét tai san nao ra khéi tda nha phai
c6 gidy phép véi chi ky ctia Tdng Quan ly hodc Truwédng bo phan lién
quan. Nhan vién Bao vé c6 quyén kiém tra tii xach ctia nhan vién bat
c lic ndo hodc theo sy chi dinh ctia Téng Quan ly néu nhan vién
mang vat dung khéng hop 1&é ra ngoai. Nhan vién mang vat dung ca
nhan vao Céng ty v&i bat ky Iy do gi déu phai trinh bao vé&i van phong
Bao vé va sé gl db lai day néu chwa dwoc sw chip thuan cia TBP
hoac Téng Quan ly.

10.2. Bi MAT KINH DOANH
T4t ca nhan vién trong toan Céng ty can phai git kin cac théng tin co
loi cho dbi thti canh tranh hodc cac bén déi tac cé lién quan tranh gay
tbn hai dén lgi ich clia Céng ty.Khdng dworc tiét 16 théng tin cho nhirng
nhan vién khac khéng c6 phan sy. Théng tin va cac van ban duoc coi
la tin mat bao gébm:

e Cé4c tai liéu vé hoat dong kinh doanh ctia Céng ty
Hop déng quén ly
Bao cao tai chinh
Ké hoach kinh doanh

10. PROTECTION OF COMPANY'S PROPERTY, BUSINESS
KNOW-HOWS AND SECRETS

10.1. COMPANY PROPERTY

No property of the Company may be taken off the Company premises
without proper authorization. Security staff has the right to check bags
at any time or redirect approval to the General Manager, if authorization
or item is not proper. Any personal item or property brought into the hotel
must be recorded in the Security Logbook and kept at the security booth
if they are not approved to getin.

Any person who wishes to take any article eg. gifts, unclaimed
properties or Company properties, whether officially given by the
Company or purchased, must be in possession of a "Gate Pass" form
authorized by his/her Department Head or with the Company invoices,
list and quantity of items with the name of people (for example bakery
invoice). The staff shall be required to present the Gate Pass and article
for inspection by the Security Personnel and must leave by the Security
Checkpoint at the basement only.

10.2. COMPANY BUSINESS SECRETS

All employees must keep confidential any information that might benefit a
competitor or any other party or is to the disadvantage or detriment of the
Company and keep confidential information from other unauthorized
employees. Information and documents, which are treated confidentially,
comprise the following.
Apartment operation documents.

Company’s Management Contract.

Company’s Finance Report.

Company’s Business Plan

Company’s soft ware.

Technical mechanism and service know how of the Property.
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e Phan mém
e Cac thong tin vé hé thdng k§ thuat may moc va cac dich
vu
dac biét ctia toéa nha.
e Cac van ban, tai liéu cé lién quan vé chic nang va
nhiém vu
riéng cla tirng bo phan.

10.3. Bi MAT THONG TIN KHACH SAN
e Noi quy lao dong ctia nhan vién
e Hé théng thang bang luvong
e HO6 so nhan vién
e So dd co chu bdo may td chirc
e Céc bao céo vé mat quan ly

11. NHI’PNG HINH THU'C XU’ LY KY LUAT VA TRACH
NHIEM VAT CHAT

Noi quy ciia Cong ty d&t ra nhdm gilp cho tat ca nhan vién dat dwoc
muc tiéu phan d4u ctia Cong ty. Moi nhan vién phai tuan theo néi quy
ctia Cong ty, khi d6 nhivng bién phap thi hanh ky luat sé& la khéng can
thiét. Nhirng bién phap ky luat sé& chi 4p dung véi nhan vién khong
chép hanh.

Nhirng bién phap ky luat nay dwoc can nhéc ky lwdng, khéng chd
quan,khéng phi ly va khéng phan biét. B4t cir nhan vién nao vi pham
ndi quy Céng ty sé tuy vao mrc dd va hanh vi ma chiu mét trong
nhirng hinh thirc ky luat néu duwéi day:

11.1. KHIEN TRACH
a) KHIEN TRACH MIENG

Functions, duties and performance of sections by department.

10.3. HOTEL INFORMATION SECRETS.
Employee hand book

Payroll system.

Employee particulars

Company’s Organization Chart.
Management Report.

11. TYPES OF DISCIPLINE CONTRAVENTION AND MATERIAL
LIABILITY

The Company Rules and Regulations are designed to assist all employees
to achieve Company's goals. All staff members are expected to follow the
Company's Rules and Regulations and as such, disciplinary action will not
become necessary. Disciplinary action will only be taken for non-compliance.
It will not be impulsive, arbitrary, unreasonable or discrimmatory.

Any employee violating the Company Rules and Regulations will be subject
to Disciplinary Actions as outlined below:

11.1. WARNING
a) VERBAL WARNING

Verbal reprimand will be introduced for minor and first misbehaviours
such as following (This record shall be kept your personnel file for a
period of 3 months):

1.Tardiness and/or leaving work place early without right reason.

2.Forget to finger print 2 times/month

3.Register to use Company shuttle service but no show for no proper
reason 2 times/month

4 .Failing to wear the name tag, or improper use.

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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Khién trach miéng sé danh cho nhirng I6i vi pham nhé va lan dau,nhw
(Iwu lai bang van ban trong hd so nhan vién trong thdi gian 3 thang):

1. Di lam mudn va/ hodc r&i khdi noi lam viéc sém ma
khong c6 ly do chinh dang.

2. Khong chdm van tay 2 lan/thang

3. bang ky nhwng khéng si¢ dung xe dwa dén nhan
vién di lam va khéng cé ly do chinh dang 2 1an/thang
4. Khéng deo bién tén hodc st dung khong dung bién
tén

5. Khéng méc ddng phuc Coéng ty khi dang lam viéc.
Khéng gil gin bdo quan déng phuc

6. Khong tuan tha quy dinh cta Nha an nhan vién

7. Vi pham céc quy dinh vé git gin vé sinh.

8. St dung I6i ra vao khdng danh cho nhan vién

9. Goi dién thoai vi muc dich ca nhan(ndi bé hoac bén
ngoai) trong khi dang thi hanh nhiém vu

10.Mé&c ddng phuc ra ngoai Céng ty trong ca lam viéc
ho&c mang déng phuc vé nha

11.S0 dung khéng ding quy cach déng phuc, trang
phuc; khdng gilr vé sinh ca nhan, khéng an mac chinh
té trong ca lam viéc

12.Khoéng gilr vé sinh noi lam viéc

13.Khéng dé xe ding noi quy dinh

14.Khéng théng bao cho bd phén Nhéan sy viéc thay
ddi cac chi tiét ca nhan trén hd so lwu tai Cong ty nhu:
dia chi thuwdng tra, dia chilién lac, dién thoai, tinh trang
gia dinh..

15.Sao nhang nhiém vy, choi dua trong gi&’ lam viéc,
la ca trong khu vire tda nha khi da hét gidr 1am viéc hodc

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021

5.Improper using or handling or wearing of uniform or negligence of
personal hygiene and grooming.

6.Failure to comply with staff canteen regulation.

7.Violating sanitation rules or improperly using sanitary facilities.

8.Using any entrance or exit of the Company other than the official
entrance and exit area designated for employees.

9.Making personal telephone (internal or external) calls while on duty.
10.Wearing any part of uniform (including shoes) outside the Company
except when outside of the Company as part of the work duty or returning
home with uniform.

11.Improper use of uniform or hygiene of personal cleanliness and being
improperly and inappropriately dressed and groomed for work

12.Not keeping his/her work place clean and tidy.

13.Parking of personal vehicle in other than areas designated by the
Company.

14.Failing to notify Human Resources department of any change of
personal details on Company’s records such as: house registration,
contact address, telephone, identification card, family status...

15.Teasing or playing during working hours. Wasting time or loitering during
working hours. Loitering in the Company premises after duty hours, when
off duty, or returning to the Company when not on duty or on leave without
valid reason.

16.Unauthorized presence at functions and guest areas or on premises,
including guest-room, lounge bar, fitness center, etc...

17.Leaving work place during working hours without permission of
Department Head.

18.Entertaining private visitors without permission.

19.Asking guests for tips.

20.Poor work attitude such as laziness and inefficiency.

21.Not coming to work due to illness but not calling to inform supervisor.
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quay tré lai toa nha khi khéng cé nhiém vu hoac trong
thoi gian nghi phép ma khéng cé ly do chinh dang
16.Di vao cac khu vyc clia khach hoac nhirng noi
khéng dwoc phép bao gdm phong khach, sanh, phong
thé duc,...

17.B6 vi tri da dwoc phan céng trong gi¢’ lam viéc ma
chwa c6 sy ddng y clia Trwdng bd phan.

18.M&i khach dén choi, tiép khach trong tda nha khi
chwa duwoc phép

19.Goi y xin tién, qua cta khach

20.Thai d6 lam viéc lwdi nhac hoac lam viéc kém hiéu
qua

21Nghi lam do bi ém nhwng khéng théng bao cho cap
trén truc tiép.

b) KHIEN TRACH BANG VAN BAN LAN THU NHAT

Néu nhan vién tiép tuc vi pham nhirng 16i nhd Ian 2 hodc vi pham
nhirng 16i dwéi day sé bi khién trach bang van ban va van ban nay co6
gia tri trong vong 6 thang:

1.Ngu trong gi¢ lam viéc

2.Khéng chdm van tay 3 lan/thang

3.Dang ky nhwng khéng str dung xe dwa dén nhan vién
di lam va khéng c6 ly do chinh dang 3 lan/thang

4. Khéng dén nhan nhiém vu vao ngay da dwoc phan
cong, bao gédm ca trong ngay nghi hang tuan hodc ngay
nghi I& ma khong cé ly do chinh dang

S dung céac trang thiét bi, dich vu danh riéng cho
khach ma chwa dwoc sy dong y cla Giam sat hay
Trwdng bod phan (vi du: thang may, phong tdm, nha vé
sinh danh riéng cho khach,...)

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021

b) FIRST WRITTEN WARNING
This warning shall be given if the employee concerned repeats the same
minor offense for maximum two times or make these violation as below. A
copy of this written warning shall be kept on file for a period of 6 months.
1. Sleeping while on duty.
2. Forget to finger print 3 times/month.
3. Register to use the Company shuttle service but no show for no proper reason 3
times/month
4. Failure to report for work at designated time and day, including weekly
day-off and public holidays whenever required except in extenuating
circumstances.
Using the facilities, or services intended for Guest without approval of
Supervisor or Department Head (Guest's washrooms, toilets,...)
Posting, alerting or removing any matters on bulletin boards or the Apartment's
property without the permission of Management.
Failure to cooperate with other employees, making false, vicious or mahcious
statements regarding other employees, or using abusive languages or signs
on fellow colleagues or supervisor or Guests/ Clients.
Refusal to submit to, or failure to comply with, security requirements of the
Company (employees are subject to be searched and inspected by a
security guard upon entering and leaving the Company premises).
Using Company transport; equipment, and property in personal purpose
without prior approval of Supervisors or DH and/or causing damage worthless
than VND 5.000.000. (Article 89- Labor Code).
Failure to take care of provided tools, equipment and/or causing damage worth
less than VND 5.000.000. (Article 89- Labor Code).
Pretending sickness.
Failing to show medical certificate when retuming to work
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Tw y xép dat, thay ddi ndi dung, di chuyén cac bién
théng bao hoac cac tai san khac cua toa nha

Khong hop tac véi cac nhan vién khac, phat biéu sai,
néi xau vé cac nhan vién khac, xic pham hodc té ra
thé 16; ndi tuc véi ddng nghiép, cap trén hoac khach.
Tw chdi khéng cho nhan vién Bao vé hodc ngudi dwoc
Ban Giam dbc Gy quyén kiém tra tui xach ca nhan khi
ra khéi Cong ty.

S dung cac phuwong tién giao théng, dung cu hoac tai
san clia Céng ty vao muc dich ca nhan ma khéng dwoc
sy dong y cla ngwdi phu trach hodc Ban Giam déc,
gay thiét hai tri gia dwdi 5 triéu déng (Piéu 89-Bo luat
Lao déng)

Khéng gilr gin bdo quén can than dung cu va céc trang
thiét bi dwoc giao, gay thiét hai dwdi mirc 5 triéu dong
(Piéu 89-luat Lao dong)

Gia v& ém

Khéng trinh gidy kham bénh cta Béac si ngay sau khi
tré lai lam viéc

Bi lam mudn hoac vé sém 3 1an trong vong 1 thang.
Vang mat 3 ngay lién ma khong dwoc sy dong y cla
Giam sat hay Trwdng bd phan

Khong khai bao cac bénh truyén nhiém cé thé anh
hwédng t&i stre khde clia khach, déng nghiép va nguoi
khac

Khéng tuan tha cac quy dinh vé y té, an toan phong
chay chlra chay, an toan lao dong hoac cac quy dinh
chung khac

Khong bao céo kip thoi cho Trwdng bd phan vé nhirng
hanh déng nguy hiém ca nhan vién khac hoac cac sw

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021

Coming to work late for 3 consecutive times within a month.
Absence for 3 consecutive days without prior permission from Department
Head or Supervisor.
Failure to disclose any infectious or contagious diseases which may endanger
the health or the guest colleagues and others.
Failing to observe established health, fire and safety rules or common safety
practices.
Failing to report unsafe action of other employees to supervisor or to report an
injury sustained while on duty.
Taking leave, changing rests day or shift without prior approval by Department
Head.
Coming late for work, ceasing work before the proper finishing time without
permission, being unable to come to work but failed to inform Department
Head within a maximum of 2 hours of commencement of shift or work
hours for approval.
Staying within the Company premises while off-duty or returning to the
Company in an off-duty status (or while on leave) without valid reason.
Employees should be off the Company premises within thirty minutes after
going off duty. (The MODs and HODs are considered to be on duty at all
times while they are in the Company premises.)
Not working efficiently and effectively or deliberately slowing down the working
practices.
Organizing, holding, attending or taking part in any meeting within the
Company's premise without prior approval from the Company Management.
Distributing or exhibiting unauthorized pamphlets, posters or literature of any
kind within the Company's premise.
Making bad comments behind guests or fellow employees.
Failing to register at the Employee Entrance when in or out as request.
Failure to follow the rules and regulations of Staff Area (Staff
Canteen/Locker room/Toilet/Bathroom).
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cb xay ra khi dang lam nhiém vu
Nghi phép, thay dbi ngay nghi hodc ca lam viéc ma
khoéng

duwoc sw déng y trwéc ctia Trwdng bd phan

Bi lam mudn hodc vé sém so véi gidr 1am viéc quy dinh
khi chwa dwoc phép; khong dén lam dwoc nhung
khéng thong bao cho Trwdng bd phan trong vong 2 gio
twr khi bat dau gid/ca lam viéc

O lai tda nha sau khi da hét ca ma khong cé ly do chinh

dang, ngoai trir cac Trwdng bd phan va Ban Quan ly tdoa nha

Lam viéc khéng hiéu quéd hodc cb y lam cham cong
viéc

T4 chirc hodc tham dw vao bat clr cudc hop nao trong
tda nha ma khéng dwoc Ban Giam dbc clia tda nha cho
phép

Phan phat hoac trwng bay nhirng t& roi, quang cao
ho&c sach thudc bat ci¥ loai nao trong tda nha ma chua
dwogc phép ctia Ban Quan ly

N6i x4u khach hay déng nghiép

Khong dang ky tai Lbi ra vao nhan vién khi cé viéc phai
vao hoac ra khéi Cong ty.

Khéng tuan theo cac quy tac va quy dinh cta nhiing
khu vic danh cho nhén vién (Nha an nhan vién/phong
thay dé/nha vé sinh/phong tédm)

Dé khach/ than nhan hodc nhan vién cti vao khudn vién
Cong ty ma chwa xin phép tlr Ban Giam déc

Xam pham hoéc gay tén hai ti ca nhan nhan vién khac
An ubng trong khu v cadm.

Ty y vao nhirng khu vire danh cho khach hoac nhirng
khu vire cAm khi chwa c6 sw cho phép cuia khach hodc

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021

Accepting or allowing unauthorized employees or visitors or relatives or
former personnel into the Company premises without prior authorization
from the Management.

Misusing or damaging staff locker of colleagues.

Eating in prohibited areas.

Entering areas designed for guests or any restricted areas without receiving
permission form guests or supervisors.

Not obeying supervisors’ instructions regarding to work

Neglecting duty without justified reason.

Non or falsely informing or reporting about work

Storing Company’s property in the employee's locker.

Move Company’s property to another location withour approval of the
Department Head who manages that property.

Any other slight offenses similar in nature, and similar in consequence to
the Company.

Stafff are reminded that they can not shower during their duty hours
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cép trén.

Khong tuan theo chi dan cla cép trén truc tiép trong
cbéng viéc

Bd cong viéc/ trach nhiém ctia minh trong khi dang lam
viéc

Khéng bao céo hodc bao cdo sai vé cong viéc

Giilr tai san ctia Cong ty trong td d6 ca nhan

Tw y di chuyén db dac, tai san ctia khach san ma khéng
nhan dwgc phé duyét cia TBP quan Iy khu vwc cé do
dac, tai san do.

Bét ky hanh vi vi pham khac twong tw, va gay hau qua
twong tw cho Cong ty.

Nhan vién khéng dwoc tam goi trong gi® lam viéc.

c) KHIEN TRACH BANG VAN BAN LAN CUOI CUNG

Van ban khién trach 1an cubi sé dwoc dwa ra khi nhan vién 13p lai cung
mot sai pham nhd t&i 1an thir 3 hodc 13p lai mét sai pham vira phai 1an
th&r 2 hodc c6 sai pham nghiém trong (dwoc ké trong danh muc SAl
PHAM NGHIEM TRONG). Van ban nay sé& dwoc lwu trong hd so clia
nhan vién trong vong 6 thang.

1.C4 tinh khéng thuc hién cac yéu cau chinh dang, hop
phap clia cAp trén va ctia khach trong khi ca lam viéc
2.Quén chadm cong 4 lan/thang

3.Ch&m cdng hd cho nhan vién khac

4 .Pang ky nhwng khéng str dung xe dwa dén nhan vién
di lam va khéng c6 ly do chinh dang 4 lan/thang
5.Ubng rwou bia trong gi® 1am viéc hoac dén lam viéc
trong tinh trang say rwou, bia

6.S dung loi 18 xic pham, lang ma hodc gay gb véi

C. LAST WRITTEN WARNING

It will be given if the employee concerned repeats the same minor offense
for the third time or repeats the same moderate offense or makes a serious
offense (as listed under SERIOUS OFFENSE). A copy of this letter shall
be kept on file for 6 months.
1.Wilful insubordination or disobedience to any lawful and reasonable order of
a superior or Guest during working hour.
2.Forget to finger print 4 times/month.
3.Signing in the attendance records for another employee.
4 .Register to use the Company shuttle service but no show for no proper reason 4
times/month
5.Drinking alcohol on duty or reporting for work under the influence of alcohol.
6.Insulting or quarreling with guests, supervisors or fellow employees
during or out of working hours.
7.Threatening, intimidating, compelling or interfering with fellow employees or
Supervisor or guests/ clients while performing duty.
8.Gambling or conducting any form of gambling within the Company's
premise.
9.Distributing unauthorized written documents or printed matters that could
discredit the Company.
10.Posting, removing, altering or adding any printed matters or materials
on the bulletin boards or within the hotel premises, unless specifically
authorized by the Management.
11.Unauthorized use of the hotel vehicles, equipment, material or
Company facilities, without prior permission from HoDs and the General
Manager.
12.Tempering with elevator mechanism, electrical equipment, mechanical
equipment or intentional misuse of any other operating equipment of the

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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khach/ cép trén/ déng nghiép trong hay ngoai gio lam
viéc

7.C6 hanh vi, 1&i néi de doa, ép budc hodc quéy rdi
ddng nghiép/ cap trén hodc khach trong khi dang lam
nhiém vu.

8.Choi bai, danh bac dw&i moi hinh thirc trong pham vi
Céng ty

9.Phan phéi nhirng tai liéu van ban trai phép hoac cac
4n pham cé thé gay anh hwéng uy tin clia Cong ty.
10.DBuwa lén, loai bd, thay doi hoac thém théng tin 1é€n
cac bang théong bao trong Cong ty, ngoai trlr cac
trwéng hop da dwoc uy quyén cia Ban Quan ly hodc
phong Nhan tai & Van hoa.

11.Slr dung xe, co s& vat chét, trang thiét bi, vat liéu
cua Coéng ty ma khéng cé sy cho phép truéc tir TBP
va Téng Quan ly.

12.Cd y str dung sai muc dich thang may, thiét bj dién,
thiét bi co' khi hodc bat ky thiét bi hoat ddng khac cla
tda nha.

13.Lam méat mat, lang phi, hw héng vat liéu, thiét bi, tai
san, kho bai cia Cong ty vi ly do b4t can, cau tha.
14.Lam sai léch cac chi tiét ca nhan trén cac hd so
hodc van ban cua Cong ty.

15.Khéng bao cao khi biét cé bénh nghiém trong va dé
lay lan c6 thé gay nguy hiém cho cudc séng hay sirc
khée ctia khach hoac nhan vién Cong ty.

16.Ty y giao dich, mua ban hang hoa, thwc hién kinh
doanh ca nhan trong pham vi Céng ty (mua ban, cho
vay tién lay 16i,...)

17.S& hiru trai phép cac chia khéa théng minh trong

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021

Company.

13.Negligence or carelessness resulting in waste, loss or spoilage of
materials, assets, equipment or stock.

14 Falsification of personal details on Company records.

15.Failure to report any known serious and contagious disease which may
endanger the lives or health of the Guests or employees.

16.Vending or selling or promoting personal business in the Company
premises.

17.Unauthorized possession of hotel master keys or devices used for
opening the Company locks.

18.Cooking food inside the Company unless authorized.

19.Using of Company's name in a private transaction or business for
personal profit.

20.Violating or not following the Company’s Standard Operating
Procedures or any other operation rules or procedures.

21.Eating food or drinking beverage intended to be served or sold to
Guests without permission.

22.Chewing gum while on duty in the presence of guests.

23.Visiting guests in their room, or elsewhere in the Company premises
without prior permission from HoD.

24 Unauthorized change of foreign currency within the Company premises.
Violation of Safety Rules and Regulations or common safety practices or
jeopardizing the safety of any other person in the Hotel premises.

Amend or add in the Attendance Record without permission of superior or
T&C Department.

Failing to report to Superior/Manager any incident/issue that requires their
attention.

Failing to report immediately any personal injury occurring within the hotel
premises or to report the breakdown or damage of/to machinery, furniture
or property belonging to the Company.
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tda nha hodc cac thiét bj dwoc sir dung d& mé cac khoa e Reveal his/her own salary, reveal co-worker’s salary or on purpose look for
trong tda nha. co-worker’s salary.
18.N4u thirc &n bén trong Cong ty, trlr khi dwoc Gy e If within 6 months the employee has committed 2 written warning.
quyén. e Any other serious offense similar in nature, and similar in consequence to
19.S& dung tén clia Cong ty trong mét giao dich tw the Company.

nhan, kinh doanh vi lgi nhuan ca nhan.

20.Vi pham hodc khong tuan theo thi tuc diéu hanh
tiéu chudn cta Coéng ty hodc cac quy tic hoat dong
chung.

21.Tw y st dung thwc phdm danh dé ban cho khach.
22.Nhai keo cao su trong khi dang lam nhiém vu véi
khach.

23.Tham khach trong phong cliia ho hoac & nhirng noii
khac trong khudn vién khach san ma khéng cé sw cho
phép trwdce tir TBP.

24.Thu dbi ngoai té trai phép trong khuén vién khach
san.

25.Vi pham nhirng ndi quy vé an toan va quy ché thuyc
hanh an toan chung hodc gay nguy hiém cho sy an
toan clia bat ky ngudi ndo khac trong pham vi Céng ty.
26.Tw y stra d6i hodc bd sung vao bang chdm céng ma
khéng c6 sy déng y clia TBP/ phong Nhan tai & Van
hoa.

27.Khéng bao cdo cho quan ly/cip trén céac sw
kién/van dé lién quan dén bo phan/ Cong ty hodc ban
than ho.

28.Khéng bao céo ngay lap tirc bat ky thwong tich ca
nhan xay ra trong pham vi Cong ty; cac sw cb ho&c thiét
hai vé co s& vat chat, noi that, may mac, tai sén thudc
Cong ty.
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29.Tiét 16 thong tin lwong cha ban than, théng tin lwong
cta nhan vién khac hodc cb tinh tim hiéu théng tin
lwong clia nhan vién khac.

30.Nhan vién da 2 1an vi pham ky luat & mic do khién
trach bang van ban trong 6 thang.

31.Cac hanh vi vi pham twong tw, gay hau qua tuwong
tw cho Cong ty.

11.2. KEO DAI THO1 HAN NANG LUONG

Nhan vién sé& bi kéo dai thdi han nang lwong trong thdi han tbi da la 6
thang néu tiép tuc mac sai pham nhd dén lan thir 3 hodc sai pham trung
binh dén 1an th& 2 hoac Iap lai mét sai pham nghiém trong néu & trén.
Nhan vién bj xt ly ky luat kéo dai thdi han nang lwongsau khi chap hanh
duwoc mot nra thdi han, néu sira chiva tién b, thi dwoc Coéng ty xem
xét giam th&i han.

11.3. SA THAI

Nhan vién sé bj sa thai néu van I&p lai mot sai pham nghiém trong
trong vong 6 thang thuyén chuyén céng tac hodc cé sai pham rat
nghiém trong ( ké trong danh muc SAI PHAM TOI NGHIEM TRONG)

nhw sau:

1. Thwdng xuyén khéng hoan thanh céng viéc theo hop
dong.

2.Doi hdi, nhan héi 16 hoac héi 16 nguwdi khac

3.C6 hanh vi trdm cap, bién tha, tham 6, danh bac, cb
y gay thuwong tich, sir dung ma tdy tai noi lam viéc.
4.Tiét 16 bi mat cong nghé, kinh doanh hodc cac hanh
dong gay ra that thoat tai san va thiét hai Ién cho Céng
ty

5.Nhan vién bi xtr ly ky luat kéo dai thoi han nang Iwvong,

11.2. POSTPONEMENT OF WAGE PROMOTION

The employee with the postponement of wage promotion for maximum 6
months if he/she repeats the minor offense for the third time or the
moderate offense the second time, or repeats the same serious offense
as mentioned above.

The employee whose promotion in wage has been postponed as a
disciplinary measure, after completing half of the sanction period and
having amended and made progress, shall be considered by the employer
for a reduction of the remaining period.

11.3. DISMISSAL

The employee will be terminated if he/she repeats the same serious
offense during the 6 months of transferring to another job or commits a
strictly critical misconduct (as listed under STRICTLY CRITICAL
MISCONDUCT)

1.The employee regularly fails to fulfill the task assigned as in contract.
2.Demanding, offering or accepting bribes.

3.Pilferage, theft, unlawful possession or removal of the properties of the
Company, its guests or other employees, gambling, drug using in
Company.

4.Committing an act of theft embezzlement disclosure of technological and
business secrets, or other acts causing severe losses to the Company's
property and interests.

5.Repeat violation within 6 months after get discipliany of postponement of
wage promotion.

6.An employee who has been absent for a total of five days per month or
20 days per years without legitimate reasons.

Employee Handbook, HOTEL DE LA COUPOLE, VIETNAM - 2021
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ma tai pham trong thoi gian chwa xéa ky luat

6.Tw y bd viéc 5 ngay cong don trong 1 thang hodc 20
ngay cong don trong 1 ndm ma khéng co ly do chinh
dang

C6 hanh déng khéng trung thuc, hodc cb y pham toi
hinh sy dbi véi Cong ty.

Cb y hoac do béat can gay thiét hai nghiém trong cho
Cong ty hoac tai san ctia Cong ty.

DPem vii khi vat liéu nd, chat dé chay hoac bat ky loai
vii khi chét nguoi vao Cong ty.

Loi dung vi tri cong viéc dé tw loi ca nhan. Nhan truc
tiép hoac gian tiép cac khoan tién, tién hoa héng cho
cac giao dich trai phép.

Phan biét déi x(r v&i nhan vién vé cac van dé phan
cbng cong viéc, ché dd phuc loi vi muc dich ca nhan.
S dung hodc s& hiru cac loai thubc bi cAm trong pham
vi Cong ty.

Cb y phéa hly danh tiéng, tai san hoéc vi thé ctia Cong
ty.

Thach thire hoac gay sy danh nhau v&i nhén vién khac
gay ton hai co thé hodc cb y pha hoai tai san ctia ddng
nghiép trong pham vi Cong ty.

Tham gia hoéc td chirc danh bac trong pham vi Céng
ty.

Puwa ra &1 khai gid trong mot cudc diéu tra.

Khoéng ban giao d6 vat dwoc tim thdy cho bd phan
Budng ngay lap tirc va cung cap tat ca cac thong tin cé
lién quan.

C6 hanh vi vi pham luat hinh sw cé thé bj phat tu.

Ep budc, de doa, 16i kéo, kich ddng, khuyén khich cac
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7.Performing the duty dishonestly, or intentionally committing a criminal
offense against the Company.

Causing serious damage to the hotel or its property as a result of
negligence or with willful intention.

Possession of firearms explosives, inflammable materials or any deadly
weapon on the Company premises.

Abuse of position for personal gain or advantage. Accepting directly or
indirectly, any sum of money for unauthorized transactions, commissions.
Offering preferential treatment or promise in consideration of any act,
contact, decision connected with the discharge of the employee's official
work for personal profit.

Use or possession of prohibited drugs on the Company premises.

Willful destruction of property, reputation or standing of the Company.
Challenging or provoking someone to fight, inflicting bodily harm or willful
destruction of the property of other employees on the Company premises.
Participating or promoting gambling on the Company premises.

Giving false testimony during an enquiry or investigation.

Failure to hand over found items to the Housekeeping department
immediately and supplying all relevant information.

Doing such act that is liable for fine or imprisonment or both under the
Penal code.

Acting as principal perpetrator or upholder or cause other staff to disobey
the rules or working regulation or Company's order or superior's working
order by forcing, threatening, hiring, inciting, and encouraging with any
other means.

Contributing an article to a newspaper or magazine, attending a discussion
meeting on television or radio, or preparing and distributing prints
concerning the job without permission from the General Manager.
Immoral or indecent conduct or practice. Offering services to guests or
employees which are immoral in nature.
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nhan vién khac khéng tuan theo cac quy tac hodc quy
ché lam viéc ctia Cong ty.

e Viét bai cho moét t& bao hodc tap chi, tham dw mét cude
hop thdo luan trén truyén hinh hodc dai phat thanh,
ho&c phan phdi cac ban in cé lién quan dén cong viéc
ma chwa cé sw cho phép tr Téng Quan ly.

e Cung cép cac dich vu khdéng dirng dén cho khach, nhan
vién.

e Danh nhau

e Quéy rdi tinh duc tai noi lam viéc.

e Bét ky hanh vi vi pham gay hau qua nghiém trong khéc.

Trwédce khi cé quyét dinh sa thai, Ban Lanh dao céng ty sé tham van va
ban bac v&i Cong doan theo luat ciia Viét Nam.

Ghi chu: Céac sai pham khac khéng thuéc danh sach trén sé do Ban lanh
dao Cong ty quyét dinh.

11.4. TRACH NHIEM VAT CHAT

Nhan vién gay thiét hai hay lam mét cong cu, thiét bj va cac tai san
khac clia Céng ty phai bdi thuwéng. Cong ty khéng truy ctru bdi thuworng
cho cac thiét hai gay ra do béat kha khang.

Nhan vién phai bdi thwdng toan bd sb tién cho Cong ty néu thiét hai
gay ra do so suét, bat cAn hodc do khdng tuan th cac quy trinh hoat
dong. Bbi voi cac ly do khac, Ban quan ly sé xem xét dé gidm chi phi
bdi thueng.

Nhan vién gay ra sé& phai bdi thworng bang cach khau trir dan 30%
lwong hang thang. Mtrc bdi thuwerng phai phu hop véi Diéu 89, 90, 91
cua B6 luat Lao dong.

12. KHIEU NAI VA THAN PHIEN
12.1. CHINH SACH MO CUA
Chinh sach mé ctra dwgrc coi la mét chinh sach hiéu qua gidp nhan vién

Fighting

Sexual harassment in the Company.

Any other grave offenses similar in nature, and similar in consequence to
the Company.

Before making the decision of dismissal, the Company Management will
consult and agree with the Trade Union in accordance with the
Vietnamese Law.

Note: Offenses which are not listed in the above shall be determined by
the Company Management.

11.4. MATERIAL LIABILITY

Employees who damage or lose tools, equipment and other properties of
the hotel or the company must pay for the damages. They are not obliged
to pay for the damages caused by force majeure.

The employees must pay the full amount to the Company if they are found
responsible for these damages as a result of intention, negligence or
carelessness or violation of the operation procedures. For other reasons,
the Management will consider to reduce the compensation fees. If the
damages are found to be caused by the employees, 30% of their salary
will be deducted every month to pay to Company.

The amount of compensation must be in accordance with the Articles 89,
90, 91 of the Labour Code.

12. COMPLAINTS AND GRIEVANCES

12.1. OPEN DOOR POLICY

The Management believes in open door policy as the most effective and
expeditious way for all staff to have their work problems and interpersonal
conflicts resolved. The door of your supervisor is always open to you.
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gidi quyét cac thac méc ciling nhw cac xung dot ndi bd. Cap trén luén
khuyén khich nhan vién trinh bay suy nghi, quan diém ca nhan.

Nhan vién can thuwdng xuyén gitr méi quan hé 2 chiéu than thién véi cap
trén trwec tiép va trinh bay moi khdic mac trong cdng viéc hay nhirng van
dé rieng néu co.

12.2. CAP TREN TRUC TIEP CUA NHAN VIEN

Cép trén truc tiép clia nhan vién 1a nguoi gitp d& va hwédng dan nhan
vién trong qua trinh lam viéc. Néu nhan vién cé bat ké y kién hoac thac
mac, kién nghij gi nén truc tiép dé xuat véi cap trén cia minh.

12.3. QUY TRINH GIAI QUYET THAC MAC, KHIEU NAI

Moi thac mé&c clia nhan vién sé dwoc gidi quyét ngay khi c6 thé. Nhan
vién co thdc méc trong qua trinh lam viéc can trinh bay véi cép trén
trc tiép trong vong 7 ngay theo lwu trinh sau day:

Buwérc 1

Khiéu nai bang I&i néi hodc bang van ban dén cap trén tryc tiép. Thoi
han giai quyét 1a 3 ngay (ngay lam viéc)

Buwérc 2

Néu hanh dong hay l&i giai thich cia cép trén chwa thda dang, nhan
vién c6 thé gtri thw khiéu nai hoac khiéu nai bang 16 n6i dén TBP cla
minh.

Buwéc 3

Trong trwdng hop van dé khong thé dwoc gidi quyét gitra nhan vién
v&i TBP, nhan vién cé thé trinh bay vin d& voi bd phan Nhan tai &
Van héa va/hoac Téng Quan ly dé dwoc gidi quyét cung véi nhirng
ngudi co lién quan.

Quyét dinh cta Trwdng phong Nhan tai & Van hoa cung véi nhirng
nguoi co lién quan dwoc coi 1a quyét dinh cudi cung sau khi nhan
duwoc sy phé duyét ctia Tdng Quan ly; trong trwérng hop Téng Quan

You should maintain friendly two-way communications regularly with your
supervisor and consult informally on any problems or personal matters.

12.2. YOUR IMMEDIATE SUPERVISOR

Your immediate supervisor is someone who is there to help and guide you in
the performance of your work. If you have any ideas, suggestions,
questions or problems, you should bring them to the attention of your
supervisor promptly.

12.3. COMPLAINTS AND GRIEVANCES

It is the policy of the Company to handle employee dissatisfaction promptly
and with fairness. Procedures for complaints and grievances are as
follows:

15t step

Verbal complaint or in writing to his/her superior will be resolved within
three (3) days.

2" step:

Should the action taken or explanation of the superior prove
dissatisfactory, the employee can submit the complaint letter or verbal
complaint to his/her HoD.

3" step:

In the event that the problem can not be solved between the employee
and his/her department Head, the employee can submit his complaint to
the T&C Manager or General Manager to solve the problem together with
the concerned persons.

The arbitration decision of the T&C Manager together with the person
concerned is deemed to be final after approval of the General Manager or
in his absence, by the Executive Assistant Manager and, if necessary, a
meeting with the Management, the T&C Manager, Trade Union
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ly khéng tham dw dworc, Tre' ly Téng Quan ly va, néu can thiét, td chirc
mét cudc hop véi Ban Quan ly, TP Nhan tai va Van héa, dai dién Cong
doan va nhirng nguwdi co lién quan.

13. PHONG CHONG QUAY ROI TiNH DUC

13.1. PINH NGHIA
Quéy rbi tinh duc tai noi 1am viéc 1a hanh vi c6 tinh chét tinh duc cta bat ky

ngwdi ndo dbi véi ngudi khac tai noi lam viéc ma khéng duwoc ngudi dé mong
mudn ho&c chap nhan. Bé la mét hinh thirc phan biét déi xir dwa trén gidi tinh
lam &nh hwdng xAu téi méi trudng lam viéc, sy binh déng gitra ngwdi lao dong
nam va ni¥, gay ra nhirng &nh huéng vé tam ly, gay lo 1ang, cang thang cho nan
nhan dan dén méi trweng lam viéc khdng an toan, bat 6n, dang so, thu dich, kho
chiu, hiéu suat 1am viéc ciing nhw ndng suét lao ddng bi gidm sut va can phai
ngan chan.

13.2. NHIPNG HANH VI B NGHIEM CAM

Quéy rdi tinh duc c6 thé bao gom nhimng hanh vi xay ra 1 lan hoac 1p lai nhiéu
1an 1am cho nan nhan cam thdy khong thoai mai, khong an toan. Tét ca cic hanh
Vi quéy r6i tinh duc sau day déu bi nghiém cAm tai cac khach san cia Accor.
Hanh vi vi pham s€ bi xtr 1y ky luat & muc cao nhét: SA THAI (Diéu 125, Luat
Lao dong 2019)

13.2.1 Bang 10i n6i

Quay rdi tinh duc dé cap dén cac 161 ndi khéu goi tinh duc, ndi dung tuc tiu hoac

nhitng am thanh khéu goi, n6i mdt cach truc tiép hodc qua di¢n thoai hoiac qua

representative and the concerned persons.

13. SEXUAL HARASSMENT

13.1. DEFINITION

Sexual harassment in the workplace is defined as offensive, unwanted
and unwelcome bahavior of a sexual nature in the workplace. It is a form
of gender-based discrimination that adversely affects the working
environment, equality between male and female workers, and causes
psychological effects, causing anxiety and stress to the victim leading to
an unsafe working environment reduced productivity.

13.2. BEHAVIORS PROHIBITED
Sexual harassment can consist of repeated or singular acts that cause the

victim(s) to feel uncomfortable and unsafe. It can be verbal, visual and/or
physical. All following kind of these must be prohibited in Accor hotels.

Violation may lead to Dismissal (Article 125, Labour Laws 2019).

13.2.1 Verbal

Sexual Harassment refers to sexually suggestive remarks, or obscene or
insulting sounds in a direct way or by phone or electronic means. It
includes unwelcome and offensive names or terms of endearment such
as ‘honey bun’ or ‘boobsy’. Other examples of sexual harassment include:
Cat calls, kissing sounds, howling and smacking lips

Unwanted sexual teasing, jokes, remarks, or questions

Sexual comments about a person’s clothing, anatomy or looks

Turning work discussions to sexual topics

Sexual innuendos or stories

Asking about sexual fantasies, preferences or history

Telling lies or spreading rumours about a person’s personal sex life.
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cac phuong tién dién tir. N6 bao gdm cac tén goi khong dugc ngudi nghe hoan
nghénh va gay xtc pham hodc cac tir nglr &m chi ngudi tinh. Nhitng vi du khéc
bao gom:
e Tiéng méo kéu, 4m thanh nhitng ny hon, tiéng ru 1én hoic liém
moi.
e Nhiing tréu troc goi tinh khong dugc ngudi nghe hoan nghénh,
nhitng chuyén gau, nhan xét va cau héi goi tinh.
e Nhiing nhan xét goi tinh vé trang phuc, co thé hodc vé bé ngoai
cua 1 nguoi.
e B¢ thao luan cong viéc sang chii dé tinh duc.
e Nhiing 4m chi hoac cau chuyé¢n tinh duc.
e Hoiveé tudng tugng tinh duc, so thich hodc lich st tinh duc.
e Noi dbi hodc tung tin ddn vé doi séng tinh duc ca nhan cua mot
nguoi.

13.2.2 Bing hinh anh

Quay rdi tinh duc 1a mot hanh vi tan cong vao truc gidc nhin thdy mot nguoi
nao do de 1o bo phan riéng tu cua minh hodc lién tuc nhin cham cham vao bo

phan co thé cua nguoi khac theo cach gay phan cam hoic khé chiu cho nguoi

13.2.2 Visual

Sexual Harassment is an assault to the sense of sight where someone
exposes his or her private parts or repeatedly stares at another person’s
body parts in a way that is offensive or uncomfortable for that person. Being
made to look at sexually explicit images or being shown obscene sexual
gestures may constitute sexual harassment. Some examples of visual
sexual harassment are:

Obscene or unwanted sexual looks or gestures

Unwanted letters, telephone calls, or materials of a sexual nature.

Emails, text messages, lewd wallpapers or screen savers on computers,
nude calendars.
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do6. Hanh vi bat nguoi khac xem hinh anh khiéu dam hodc c¢6 nhiing ctr chi
khiéu dam ciing dugc coi 1a quay roi tinh duc. Mot s0 vi du vé quay roi tinh duc

bang hinh anh la:

e Thé hién vé ngoai hoac ctr chi khiéu ddm khong dugc don nhan.
e Nhimg 14 thu, cudc goi dién thoai hodc tai liéu c6 ban chat tinh
duc khong duoc don nhan.
e Email, tin nhin véan ban, hinh nén hodc trinh bao vé man hinh trén
may tinh dam duc, lich khoa than.
13.2.3 Bang hanh djng thé chit
Quéy roi tinh duc 14 hanh vi bi vudt ve, 6m, hon hodc cham vao co thé bfmg bat
ky cach nao ma khong dugc hoan nghénh va khong thodi mai. N6 cling &m chi

viéc budc phai cham vao ai d6. Mot s6 vi du v€ quay roi tinh duc nhu sau:

e Hanh vi cudng hiép hodc c¢b ging cudng hiép hodc tin cong tinh

duc.
e Khong chu y cham vao, dua vao, vao cua hodc véo nguoi khac.

e Cham vao quan ao, téc hodc co thé cuia ngudi khac mot cach

khong phi hop va khong c6 su dong .

13.2.3 Physical
Sexual harassment is the act of being brushed against, hugged, kissed or
touched in any way that is unwelcome and discomforting. It could also refer
to being forced to touch someone. Some examples of sexual harassment
are:
Actual or attempted rape or sexual assault
Unwanted deliberate touching, leaning over, cornering, or pinching
Touching an employee’s clothing, hair or body in an inappropriate and
non-consensual manner
Touching or rubbing oneself sexually around another person
Making sexual gestures with hands or through body movements.
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e Cham hodc co xat tinh duc vao nguoi khac.

e Thuyc hién céc cir chi tinh dyc bing tay hodc thong qua cac chuyén

dong cua co thé.

13.3 QUY TRINH GIAI QUYET KHIEU NAI, TO CAO
Cong ty s& khong dung thir bat ky hinh thirc quay roi tinh duc nao. Mdi nguoi

lao dong nén bao cho Quan ly Nhan tai & Vin héa va day 1a noi s& sin sang
trién khai nguon lyc can thiét dé cham dut moi truong hop duge bao cao nao

v€ quay rdi tinh dyc.

SUA POI

Ban Quan ly Céng ty c6 quyén quyét dinh duy nhét va tuyét déi, dé
stra dbi, thay dbi bat ky diéu kién va quy dinh nao trong cubn Sé tay
Nhan vién nay néu thiy can thiét. Cac van dé dwoc slra déi sé duwoc
cobng bd trén Bang théng bao nhan vién. Bat ky sira dbi va / hodc bd
sung nao déu dwoc coi la mot phan khong thé tach roi ctia hop dong
lao dong da ky gitra nhan vién va Cong ty. Cac van dé khéng dwoc
dé cap trong cudn Sbé tay nhan vién nay sé dwoc thwc hién theo Bo
luat Lao dong va theo quy dinh cia phap luat Viét Nam. S6 tay nhan
vién duoc thwe hién bang ca tiéng Viét va tiéng Anh c6 gia tri phap ly
nhw nhau. Sé tay nhan vién nay da dwoc dang ky dén Sé& Lao dong
Thwong binh & Xa hdi Lao Cai.

M&i nhan vién dwoc dwa ra mot ban sao ctia Sb tay nhan vién.

13.3 PROCEDURES OF HANDLING STAFF'S GRIEVANCES &

ACCUSATION
The Company will not tolerate any form sexual harassment. Each
Employee is expected to alert the Talent & Culture Department which will
be ready to deploy the resources needed to stop any reported cases of
sexual harassment.

AMENDMENTS
The Hotel Management reserves the right, in its sole and absolute
discretion, to modify, alter and amend any conditions and regulations
contained within this Employee Handbook should circumstances so
required. Such amendments will be published on the Employee Notice
Board. Any amendments and/or additions, if incorporated, will form an
integral part of the employee’s labor contract of with the Company.
Matters not mentioned in this Employee Handbook shall be subject to the
Labor Code and regulated by laws in force in the country.
The Employee Handbook is made in both Viethamese and English which
have equal validity. The Employee Handbook was registered to Lao Cai
Labor & Social Welfare Service Department.
Each staff shall be given one copy of this Employee Handbook.
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