(Appendix A and Appendix B are not part of the official labour contract template, but taken
from a work rules template published by the Ministry of Labour, Employment and Social
Security on 4 September 2015.)

APPENDIX A: NORMAL VIOLATIONS

The employees acknowledge to follow, and are fully aware of, the basic work discipline
specified below. They also agree and recognize that penalties apply if any terms in this
document are violated. After three warnings (personal warning; second time: written
warning; last time: warning to be signed by the employee), the employer can dismiss

the employee without any compensation.
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The employees must follow the work discipline specified below:

1. Employees must come to work and leave work on time; they are not allowed, during
work, to leave the workplace before closing time. They must ask for a gate pass if it
is necessary for them to leave the workplace and they are not allowed to stay longer

after closing time, or leave earlier before closing time.
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2. Employees have to sign the arrival and leaving records themselves. It is prohibited

to sign by proxy and to imitate and change signatures.
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3. Employees have to wear the official labour card and uniforms (if provided) which

identify them as working in the working area.
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4. Employees have to fulfill the duties assigned to them by, and the directions and

orders given by, senior personnel and department heads.
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5. Employees have to fulfill their respective duties during the working time.
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6. Employees have to be able to produce products that meet the quality criteria so that

the expected target is reached.
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7. Employees have to be able to achieve expected outcomes except in [certain]
conditions such as running out of raw materials or lack of work in the factory.
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8. Employees have to clean the work place after finishing work, use and systematically
keep all the tools and work equipment, clean and keep the used machines in proper

condition after work and turn off unnecessary lights.
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9. Itis prohibited to use the factory’s or company’s property for personal benefit.
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10. It is prohibited to bring or use or repair any equipment which is not work-related.
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11.Employees have to systematically return all the work equipment in case of

resignation from, or termination of, the job; they have to pay compensation in case

of failure to do so.
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12.Employees have to refrain from disrespectful manners amongst colleagues and
supervisors; acts which can affect the honour and respect of employees are

prohibited.
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13.Employees have to keep unity among employees.
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14. Any threatening, aggressive or intimidating acts are prohibited at the work place.
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15.1t is prohibited to be absent from the work place during working hours without

reason backed up by evidence.
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16.1t is prohibited to stay or live at the work place without permission except during

working time.
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17.1t is prohibited to enter any restricted areas of the work place.

(0Q) 0ogd00200d GsepyP:ad gE[ggIde§ad oEeepadlgtislgay
18.1t is prohibited to enter the work compound by using ways which can be considered

insincere and doubtful.
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19.1t is prohibited to draw any graffiti, caricatures (cartoons), writings or
advertisements on the factory’s wall, doors/windows, machines and tools, or to

defile them.
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20.Food must be stored and kept at the permitted places; the work place and

surroundings must be kept clean.
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21.Toilets and water pumps must be used in a clean and proper fashion.
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22.1t is prohibited to invite and meet, without permission, any visitors who are not

work-related at the work place.
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23.1t is prohibited to sleep, lie down, eat and play during working hours.
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24.1t is prohibited to chew betel nuts and gums.
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25.1t is prohibited to engage in any financial activities such as lending money with
interest, selling tickets in order to fund causes, asking for donations and

interchanging the salaries.
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26.1t is prohibited to canvass for causes which are not work-related.
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27.Any acts such as the destruction of, or tampering with, orders and announcements

on notice boards are prohibited.
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28.Employees have to carefully comply with the principles of safety at the work place.

It is prohibited to use or destroy any equipment and tools.
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29.1t is prohibited to share or sell any work-related papers without permission.
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30.Speeches and agitation which can affect the company/factory’s honour and

reputation are prohibited.
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31.Employees have to agree to, and face, observation [e.g. by a detective] and

investigation if necessary in special cases.
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32.Employees have to follow area-specific orders [e.g. curfews] which are released

based on special conditions.
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33.1t is prohibited to reduce capacity with the intention of causing failure to reach

targeted outcomes.
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34.Employees have to pay compensation in line with the impact on the
company/factory’s reputation in case of intentionally spoiling products or packing

the wrong products.
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35.1t is prohibited to organize, or incite the organization of, any unofficial association

which can impact work stability or productivity.
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APPENDIX B: SERIOUS VIOLATIONS

Any employee violating work discipline as follows will be punished by dismissal without

compensation according to the law.
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1. Stealing, accepting stolen goods, misusing, or helping to misuse, work-related
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2. Intentionally destroying, or helping to destroy, the property of the factory/company.
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3. Quarrelling among employees, injuring another employee or causing conflicts at the
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work place.
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Committing morality-related crimes.
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Corruption.
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Bringing alcohol to, or selling or drinking alcohol at, the work place.
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Gambling at the work place.
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Keeping, distributing, selling or using narcotic drugs.
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Smoking or using fire at the work place.
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Bringing prohibited materials or explosives.
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Entering restricted areas of the factory/company.
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Breaking secrets, revealing confidential information, formulae, statics or

technologies of the company to others, or taking photos thereof.
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Being arrested and sentenced in criminal cases.
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Failing to come to work for 3 days continuously or for 5 days during a month

without permission from the employer or manager.
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