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1. Working days, regular working hours and break periods

1.1.Working day. The standard work week consists of 6 days (the employer and the
employee shall agree to fix the weekly non-work day)

1.2.Regular working hours. The normal number of working hours in one day is 7 hours,
08:00-17:00 (the employer and the employee shall agree to fix the number of working
hours for each day so as not to exceed seven hours).

1.3.Break period. At least one hour per workday will be given as a break period.
2. Holidays rules

2.1.Public holidays. The employer recognizes 13 paid public holidays during the year for
its regular benefits-eligible employees.

2.2.Annual leave. An employee who has worked continuously for one full year shall be
entitled to annual leave of not less than 10 working days which shall be fixed in advance
by the employer or set out in an agreement made between the employer and the
employee.

3. Rules concerning overtime work and work on holidays
3.1.An employer may require an employee to work on holidays as necessary.

3.2.Where the employer requires an employee to work overtime on a working day, the
employer shall pay overtime at the rate of not less than one and a half times the rate of
the basic pay earned in normal working hours for the hours of overtime.

3.3.Where an employer requires an employee to work on a holiday, an annual
traditional holiday or an annual holiday the employer shall pay the employee holiday
pay at an additional amount of not less than one multiple of the basic pay rate earned
per hour on a normal working day.

3.4.Where an employer requires an employee to work overtime on a holiday, the
employer shall pay holiday overtime pay on holidays to the employee at not less than
triple the basic pay rate earned per hour on a normal working day.

4. Date and place of payment of basic pay, overtime pay, holiday pay and holiday
overtime pay

4.1.Date of payment is the last working day of the month at the employee’s standard
place of employment.

5. Leave and rules for taking leave

5.1.An employee is entitled to sick leave on those days that he/she is actually ill. An
employer shall pay an employee his/her basic pay in respect of a day of sick leave at a
rate equal to the basic pay for a normal working day for the entire time taken as sick
leave for up to 30 working days per annum.

If sick-leave is taken for two or more working days, the employer may require that the
employee acquire a medical certificate from a first-class medical practitioner or from a
government clinic. If the employee fails to acquire a medical certificate from a first class
medical practitioner or from a government clinic, the employee shall provide the
employer with an explanation.

5.2.A pregnant female employee is entitled to maternity leave of not more than 90 days
for each pregnancy. An employer shall pay the basic pay of an employee on maternity
leave, at a rate equal to the basic pay for a normal working day, for the entire leave
taken for up to 45 days.
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5.3.An employee is entitled to take leave to attend to his/her personal business (e.g.,
business related to driver’s licenses, ID cards, banks, etc.) as necessary in accordance
with work regulations. The employer shall pay the employee at a rate equal to the basic
pay for a normal working day for the entire time taken as personal official leave for up
to 5 working days per annum. Employees must request such leave at least 1 day in
advance, and it must be approved and granted by an appropriate supervisor.

5.4.An employee is entitled to take leave for military service when the government
makes a call for personnel inspection, for military training or for testing of combat
readiness, in accordance with the laws governing military service. An employer shall
pay the basic pay of an employee who takes leave for military service pursuant to
military leave at a rate equal to the basic pay for a normal working day for the entire
leave taken for up to 60 days per annum.

5.5.An employee is entitled to take paid leave for training or development of his/her
work-related knowledge and skills. Employees shall request such leave at least 7 days
in advance of the entire time taken, and it must be approved and granted by an
appropriate supervisor.

6. Discipline and penalty
6.1.An employee must strictly follow all rules and regulations.
6.2.An employee must strictly follow the instruction of their superior.

6.3.An employee must come to work punctuality.

6.4.An employee must execute his/her duties with honesty, and must not embarrass or
cause damage intentionally to the employer or a representative of the company.

6.5.An employee must execute his/her duties with diligence and serve as a good model
to youths.
6.6.An employee must not quarrel or harm anybody in work areas.

6.7.An employee must not take alcohol or any other intoxicants not bringing any
addictive substances, weapons or explosives to the place of employment.

7. Termination of employment, severance pay and special severance pay

7.1.An employer is not required to pay severance pay to an employee whose
employment has been terminated for any of the following reasons:

7.1.1.Dishonest performance of his duties or the intentional commission of a
criminal act against the employer;

7.1.2.Intentionally causing loss to the employer;

7.1.3.Performance of an act of gross negligence which results in severe loss to
the employer;

7.1.4.Violation of the employer's work rules or regulations or orders which are
both lawful and equitable when the employer has already issued the employee
with a prior written warning, except in a serious instance when the employer is
not required to give a warning.

The written warning shall be effective for a period of one year as from the date
of the commission of the violation by the employee;

7.1.5.Neglect of his duties for a period of three consecutive work days without
reasonable cause, whether or not a holiday intervenes;
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7.1.6.Imprisonment by reason of a final judgment, except in the case of offences
which arise from negligence or for petty offences.

7.2.An employer shall pay severance pay to an employee whose employment is
terminated, as follows:

7.2.1.An employee who has worked for at least 120 consecutive days, but for
less than one year shall be paid basic pay for not less than 30 days at the most
recent rate of basic pay received by him/her.

7.2.2.An employee who has worked continuously for at least one year but less
than three years shall be paid basic pay for not less than 90 days at the most
recent rate of basic pay received by him/her.

7.2.3.An employee who has worked consecutively for at least three years but
less than six years shall be paid basic pay for not less than 180 days at the most
recent rate of basic pay received by him/her.

7.2.4.An employee who has worked consecutively for at least six years but less
than 10 years shall be paid basic pay for not less than 240 days at the most
recent rate of basic pay received by him.

7.2.5.An employee who has worked for more than 10 years consecutively shall
be paid basic pay for not less than 300 days at the most recent rate of basic pay
received by him.

7.3.Where an employer terminates an employee because of improvements to the
working unit, production, distribution or service processes, arising from the utilization of
machinery or a change of machinery or technology, and which is the cause of the
reduction in the number of employees, the employer shall send notification to a labor
inspector, and the employee to be terminated, of the date of termination of
employment, the reasons for terminating the employment and the name(s) of the
employee(s) to be terminated at least 60 days in advance of the employment
termination date. The employee has worked continuously for six years or more, the
employer shall pay special severance pay in addition to the severance pay under 7.2, in
an amount of not less than the basic pay received for the most recent 15 days, for each
complete year of work; but the total severance pay under 7.3 shall not, in the
aggregate, exceed 360-day basic pay at the most recent rate.

7.4.An employment contract shall expire when the specified period in the employment
contract expires without any requirement for advance notice.

7.5.Where no specific term is set out in the employment contract, the employer or the
employee may terminate the employment contract by giving advance notice thereof at
or before any time of payment, to take effect as of the following time of payment.
However, not more than three months' advance notice need be given.

8. Submission of complaints

8.1.Any employee who has grievances relating to his/her work shall submit a petition to
his/her line superior.

8.2.Submission of grievance petitions will not put employees at risk for termination or
any other punitive measures or benefit restrictions.
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