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WORKING RULES AND REGULATIONS 

Section 1 

Definitions 

“Company” means Masstec Link Public Company Limited or any person authorized to sign and act on 

behalf of the Company, and shall also include any person who has been assigned or delegated 

authority to act on behalf of the Company. 

“Company Premises” means all areas owned or lawfully possessed by the Company. 

“Supervisor” means an employee at supervisory level or higher who has been assigned the duty of 

supervising subordinate employees, with authority to act on behalf of the Company regarding hiring 

consideration, promotion, warning, and disciplinary action against subordinates in accordance with the 

prescribed rules and regulations. 

“Employee” or “Worker” means a person whom the Company agrees to employ to work for the 

Company and who receives wages or compensation from the Company. 

“Working Days and Working Hours” means the days and hours designated as the normal working days 

of employees. 

“Holiday” means weekly holidays, traditional holidays, or annual vacation leave designated for 

employees. 

“Leave Days” means days on which the Company permits employees to take leave under the section 

relating to leave. 

“Rest Period” means the period designated for employees to rest during working hours. 
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Section 2 

Types of Employees 

The Company classifies employees into 3 categories as follows: 

1. Probationary Employee means an employee whom the Company agrees to employ on a 

probationary basis before being appointed as a permanent employee, with a probation period not 

exceeding 119 days from the date employment commences. Upon completion of the probation 

period, if the employee’s performance is satisfactory, such employee shall be considered for 

appointment as a permanent employee of the Company, and the Company shall notify the 

employee accordingly. If the employee’s performance is unsatisfactory during the probation period, 

the Company reserves the right to terminate employment without paying any severance 

compensation. However, the Company shall provide advance notice in accordance with the period 

prescribed by law. In the event that a probationary employee is appointed as a permanent 

employee, the employee’s length of service shall be counted from the first day the Company 

employed the employee as a probationary employee.  

2. Permanent Employee means an employee who has completed the probationary period specified 

under the written employment agreement and has been appointed as a permanent employee, with 

entitlement to benefits and welfare as specified in these regulations. Permanent employees are 

divided into 2 categories:  

2.1 Monthly Employee means an employee whom the Company agrees to employ with wages 

determined on a monthly basis, or a daily employee who has been adjusted to monthly employee 

status. 

2.2 Daily Employee means an employee whom the Company agrees to employ with wages 

determined on a daily basis. 

3. Contract Employee means an employee hired under a contract for specific projects or specific tasks 

that are not part of the Company’s ordinary business or trade, with a definite duration, such as 

research projects, construction projects, etc.  
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Section 3 

Employment and Employee Appointment 

Employment of Employees 

Employees hired by the Company must possess the following qualifications: 

1. Must pass the selection process in accordance with the Company’s procedures.  

2. Must be at least 18 years of age and must have completed lower secondary education or higher.  

3. Must be in good physical health, free from serious contagious diseases or prohibited diseases, and 

not be addicted to narcotic drugs.  

4. Must possess a positive attitude toward work and colleagues.  

5. Must have good conduct, must never have been imprisoned, and must not be bankrupt or financially 

insolvent.  

6. Must have completed military service or received exemption from military service.  

Probation 

Persons selected to work with the Company shall undergo a probation period not exceeding 119 

days from the date the employee begins work. The Company shall evaluate the probationary 

employee before the end of the probation period and notify the employee of the evaluation results. 

If necessary, the Company may extend the probation period as appropriate. During the probation 

period, the Company reserves the right to terminate the probation without paying severance 

compensation or payment in lieu of advance notice if the Company determines that the employee 

does not possess the required qualifications, behaves inappropriately, provides false information 

during background checks or interviews, or violates the Company’s rules and regulations. 

Employee Appointment 

A person approved for probationary employment shall be appointed as a permanent employee 

upon completion of the probation period or when it becomes evident that the probationary 

employee possesses the qualifications, knowledge, and abilities required by the Company. The 

employee’s length of service shall be counted from the first day of probationary employment. 

Assignment of Duties, Position Designation, and Promotion 
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The Company shall assign duties and positions to employees as appropriate to their responsibilities, 

job type, and job content, based on each employee’s experience, knowledge, and abilities. In 

addition, the Company shall determine the positions of each department and work line according to 

various operational procedures for work efficiency purposes. 

Transfer of Work and Workplace 

When necessary due to working conditions or for the enhancement of work efficiency, the Company 

may require employees to transfer departments, change positions or duties, and relocate workplaces 

in order for employees to work at affiliated companies, branch offices, sub-branches, or at locations 

designated by the Company, including various work shifts as appropriate. 
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Section 4 

Working Days, Working Hours, and Rest Periods 

The Company prescribes the following working days, working hours, and rest periods: 

Working Days, Working Hours, and Rest Periods 

1. Employees stationed at the Head Office 

Monday to Friday — Time: 08:00 – 17:00 hrs. 

Rest Period — Time: 12:00 – 13:00 hrs.  

2. Employees stationed at the Warehouse and Service Department 

Monday to Friday — Time: 08:00 – 17:00 hrs. 

Rest Period — Time: 12:00 – 13:00 hrs.  

Recording of Working Hours 

All employees must report to work punctually according to the prescribed time and must record 

their working hours every time, both upon arrival and departure, by personally recording the actual 

time at the time-recording machine. Any employee who violates this rule shall be subject to 

disciplinary consideration. Employees at manager level and above are exempted from scanning in 

and out. 

Company Calendar Year 

The Company’s working calendar year shall be from January 1 to December 31 of each year. 

 

 

 

 

 

 

 

 

 

 



-6- 
 

Section 5 

Holidays, Leave, and Leave Regulations 

Weekly Holidays 

Saturday and Sunday. 

Traditional Holidays 

The Company shall provide not less than 13 traditional holidays per year, including National Labour 

Day. The Company shall announce such holidays in advance each year. If any traditional holiday falls 

on a weekly holiday, the Company shall provide a substitute holiday on the following working day. 

Annual Vacation Leave 

The determination of annual vacation leave entitlement for each employee depends primarily on 

the employee’s level and job responsibilities, but shall not be less than that prescribed by law, as 

follows: 

1. Daily, Hourly, or Piece-Rate Employees 

Daily, hourly, or piece-rate employees who have continuously worked for one year shall be entitled 

to 7 working days of annual vacation leave. The Company shall calculate annual vacation leave 

entitlement proportionally from the employee’s work anniversary date until the end of that calendar 

year, and in subsequent years the entitlement shall be counted according to the calendar year.  

Within one calendar year, if the employee does not fully utilize annual vacation leave entitlement, 

the remaining leave days may be carried forward and combined with the annual vacation leave 

entitlement of the following year, and may be accumulated until June. 

2. Monthly Employees 

Monthly employees at operational level and above who have continuously worked for one year 

shall be entitled to annual vacation leave. The Company shall calculate annual vacation leave 

entitlement proportionally from the employee’s work anniversary date until the end of that calendar 

year, and in subsequent years the entitlement shall be counted according to the calendar year. 

Annual vacation leave entitlement shall be as follows:  

2.1 Employees who have passed probation but have worked less than 1 year shall be entitled to 7 

working days of annual vacation leave. 
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2.2 Employees with service of 1 year but less than 2 years shall be entitled to 7 working days of 

annual vacation leave. 

2.3 Employees with service of 2 years or more shall receive an increase of 1 additional working day 

per year, up to a maximum of 17 days. 

Exception: Existing welfare employees, employees who commenced employment before xx date, 

shall receive annual vacation leave up to a maximum of 22 days. 

The Company shall calculate annual vacation leave entitlement proportionally from the 

employment commencement date or anniversary date until the end of that calendar year, and in 

subsequent years the entitlement shall be counted according to the calendar year. 

Within one calendar year, if the employee does not fully utilize annual vacation leave entitlement, 

the remaining leave days may be carried forward and combined with the annual vacation leave 

entitlement of the following year. Such leave may be accumulated until June and must be fully 

utilized within the carried-forward period. 

Leave 

Sick Leave 

Employees shall be entitled to sick leave as actually required due to illness and shall receive wages 

equal to normal working days for not more than 30 working days per year, calculated according to 

the calendar year. Employees who are ill and unable to work must notify their supervisor, superior, 

or the Human Resources Department as soon as possible. If unable to do so, notification must be 

made on the first day the employee returns to work. 

Sick leave of 3 working days or more requires the employee to submit a medical certificate issued by 

a first-class modern medicine physician or a government medical institution together with the sick 

leave form. If the employee cannot provide such medical certificate, the employee must explain the 

circumstances to the supervisor, or the Company may send the employee for examination at a 

government medical institution or a medical facility designated by the Company in order to ensure 

that the employee is fit to resume work normally. 
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Permission for sick leave must be requested from the supervisor on the same day. If unavoidable 

circumstances prevent such request, permission must be requested no later than the following day 

after the sick day or at the earliest possible opportunity. 

In cases where urgent medical treatment or hospitalization is required, the employee or a family 

member must notify the supervisor or Human Resources Department of the sick leave at the earliest 

possible opportunity after the employee has been admitted to the hospital or medical facility. 

Sick Leave Due to Workplace Injury or Occupational Illness 

Employees who suffer work-related accidents or illnesses caused by occupational diseases may be 

granted special leave without such leave being considered ordinary sick leave. Employees suffering 

such accidents or illnesses must notify the supervisor, superior, or Human Resources Department as 

soon as possible. The Company shall consider each case individually, and the employee shall be 

entitled to wages during such leave in accordance with the Compensation Fund Act. 

Personal Business Leave 

Employees with necessary personal business that must be conducted personally and cannot be 

conducted on holidays may request personal business leave. Such leave must not adversely affect 

the Company’s work and must receive prior approval from the supervisor in accordance with the 

following criteria: 

1. Monthly employees, daily employees, hourly employees, or piece-rate employees are entitled to 

not more than 3 paid leave days per year for necessary personal business. Employees must request 

leave at least 3 days in advance and receive approval before taking leave. In urgent situations that 

cannot be anticipated in advance, employees must notify their supervisor as soon as possible and, 

upon returning to work, submit a leave form for approval according to regulations. Personal business 

leave during working hours may be taken for periods of not less than 1 hour at a time.  

Leave taken improperly in violation of regulations shall be considered absence from work, and the 

Company shall impose disciplinary action in accordance with regulations. 

Funeral Leave 
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Employees requiring leave to arrange the funeral of a father, mother, child, or legally married spouse 

shall be entitled to not more than 7 working days of paid leave. Employees must submit a leave 

form together with a death certificate each time. 

Sterilization Leave 

Employees shall be entitled to leave for sterilization procedures and recovery therefrom with wages 

for the period prescribed by a physician. Employees must submit a leave request for approval to the 

supervisor at least 7 days in advance and provide a medical certificate issued by a first-class 

government or private medical institution immediately upon returning to work. 

Military Service Leave 

Employees shall be entitled to leave for military service, military inspection, military training, or 

military readiness testing in accordance with military service laws, with wages for not more than 60 

days per year, including holidays occurring during the leave period. 

Employees must promptly notify their supervisor and submit a leave request together with official 

military documents upon receiving a summons from military authorities for additional military training 

or mobilization. 

Upon returning from military service, employees must submit evidence of military service to the 

Company within 7 days from the date of return to work. 

Training or Knowledge Development Leave 

Employees shall be entitled to leave for training or knowledge and skill development in the 

following cases: 

1. For the benefit of labor and social welfare, or to enhance skills and expertise for improving work 

efficiency.  

2. For educational examinations organized or authorized by government authorities, excluding leave for 

further formal education.  

Such training or development must involve a clear and definite project or course schedule. 

Employees requesting leave for training or knowledge and skill development must specify the 

reasons in the leave form and attach relevant supporting documents to the supervisor at least 7 days 
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in advance and obtain approval before taking leave. Additional supporting documents must be 

provided upon return to work if applicable. 

The Company may deny such leave if, during the same year, the employee has already been granted 

training or development leave for not less than 30 days or 3 occasions, or if the Company 

determines that the leave may cause damage or adversely affect the Company’s business 

operations. 

Employees shall not receive wages during leave for training or knowledge development. 

Maternity Leave 

The Company permits pregnant female employees to take maternity leave for not more than 120 

days per pregnancy, including holidays occurring during the leave period, with wages paid for not 

more than 60 days. 

Pregnant employees must notify the Company immediately upon learning of their pregnancy and 

shall have the right to request temporary reassignment before or after childbirth by presenting a 

medical certificate from a first-class physician certifying inability to continue previous duties. The 

Company shall consider assigning suitable work to such employee. 

Employees preparing for childbirth must submit leave requests to supervisors at least 1 day in 

advance together with a medical certificate certifying the need for leave, and may only stop working 

after receiving approval. 

In emergency childbirth situations where prior leave approval cannot be obtained, the employee or a 

family member must notify the supervisor at the earliest possible opportunity. 

Leave due to miscarriage or other complications occurring before the seventh month of pregnancy 

shall not be considered maternity leave but shall instead be considered sick leave. 

Ordination Leave 

The Company permits male employees with at least 1 year of service to take leave for Buddhist 

ordination ceremonies for not more than 15 days, including holidays during the leave period, with 

wages paid. 

Ordination leave may be taken only once throughout the employee’s employment with the 

Company. Employees must submit leave requests at least 15 days in advance together with 
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supporting documents to the supervisor. Upon disrobing, employees must submit evidence of 

ordination and disrobing to the Company within 7 days from the date of return to work. 

Daily employees, hourly employees, and piece-rate employees are not entitled to wages during 

ordination leave. 

Hajj Leave 

The Company permits employees of the Islamic faith with at least 1 year of service to take leave for 

the Hajj pilgrimage in Mecca, Saudi Arabia, for not more than 15 days, including holidays during the 

leave period, with wages paid. 

Hajj leave may be taken only once throughout the employee’s employment with the Company. 

Employees must submit leave requests at least 15 days in advance together with supporting 

documents to the supervisor. 

Daily employees, hourly employees, and piece-rate employees are not entitled to wages during Hajj 

leave. 

Marriage Leave 

The Company permits employees who have passed probation but have worked less than 1 year to 

take marriage leave for not more than 2 working days with wages paid. 

Employees with at least 1 year of service shall be entitled to marriage leave for not more than 7 

working days with wages paid. 

Marriage leave may be taken only once throughout the employee’s employment with the Company. 

Employees must submit leave requests at least 15 days in advance together with supporting 

documents to the supervisor. 

Daily employees, hourly employees, and piece-rate employees are not entitled to wages during 

marriage leave. 

All types of leave must comply with prescribed regulations and receive prior approval from 

supervisors. If employees take leave without proper approval or not in accordance with regulations, 

the Company shall consider such employees absent from work and, in addition to withholding wages 

for the absence, may impose disciplinary action as appropriate. 
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Section 6 

Wage Administration 
 
Wage Administration Principles 
The Company shall administer wages by taking into consideration the duties and responsibilities of each 
position, wage rates of other companies with characteristics similar to the Company, general labor market wage 
rates, as well as the overall economic conditions of the country and the Company’s operational necessities. In 
addition, the Company strictly considers wage matters to be confidential information specific to each employee 
and such information should not be disclosed to others. 
Payment of Wages, Overtime Pay, Holiday Pay, and Holiday Overtime Pay 
The Company shall pay wages, overtime pay, holiday pay, and holiday overtime pay to employees in Thai 
currency via bank transfer with the employee’s consent, according to the following payment schedule: 

1. Daily employees / Monthly employees: payment shall be made on the 29th day of each month.  
2. The Company may pay wages, overtime pay, holiday pay, and holiday overtime pay in cash for 

employees to collect personally in cases where employees have not yet opened a bank account or 
are required to compensate for damages arising from work performance.  

Income Tax 
Employees shall be responsible for paying personal income tax on income received from the Company. The 
Company shall facilitate the withholding of employees’ income tax and submit such tax to the Revenue 
Department. 
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Section 7 
Rules Regarding Overtime Work and Work on Holidays 

 
 In cases where the nature of the work requires continuous operation such that interruption would cause 
damage to the work, or in emergency situations where work cannot be suspended, the Company may request 
employees to work outside or beyond normal working hours, work on holidays, or work in shifts as necessary. 
Employees may only work overtime or work on holidays upon approval from their supervisor or authorized 
personnel assigned by the Company. The Company shall pay overtime wages and holiday wages according to 
the following criteria: 
Overtime Pay 
 Employees who work overtime on normal working days shall receive overtime pay at the rate of 1.5 times 
the hourly wage rate of a normal working day for the actual number of overtime hours worked. 
Holiday Pay 
 Monthly employees who are entitled to wages on holidays, such as weekly holidays, traditional holidays, 
and annual vacation leave, and who work on such holidays shall receive additional holiday pay at the rate of 
1 times the hourly wage rate of a normal working day for the actual number of hours worked. 
 Daily employees who are not entitled to wages on weekly holidays and who work on such holidays shall 
receive holiday pay at the rate of 2 times the hourly wage rate of a normal working day for the actual number 
of hours worked. 
Holiday Overtime Pay 
 Employees who work overtime on holidays shall receive holiday overtime pay at the rate of 3 times the 
hourly wage rate of a normal working day for the actual number of overtime hours worked. 
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Section 8 
Welfare 

 
 The Company has provided various welfare benefits to employees as deemed appropriate by the Company, 
taking into consideration the suitability of the environment and circumstances, together with the Company’s 
capabilities as important factors. All welfare benefits provided by the Company shall be within the framework 
of the law, and employees shall also receive certain special welfare benefits provided by the Company in 
addition to those prescribed by law. This is to ensure that all employees achieve both physical and mental 
well-being and are able to continue working to their full potential. 
 Details of welfare benefits shall be in accordance with the welfare regulations that the Company has 
already announced and those that may be announced in the future. 
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Section 9 
Discipline and Disciplinary Actions 

 
 For the purpose of maintaining orderliness in employees’ joint work performance, employees must comply 
with the following disciplinary regulations: 
Disciplinary Regulations 
1. Obedience to Orders 
All employees must uphold good customs and traditions by respecting and obeying instructions, cooperating 
fully, adhering to work rules and regulations, and strictly complying with lawful orders of supervisors. 
2. Proper Performance of Duties 
Employees are responsible for maintaining and striving to improve their ability to perform their assigned duties 
correctly and honestly, as well as fostering good relationships among colleagues in order to create a good 
working environment, including sincerely complying with regulations, recommendations, and instructions from 
supervisors. 
Supervisors are responsible for controlling, supervising, and overseeing the work of subordinates fairly, including 
providing guidance and instruction to maximize skills and efficiency. 
3. Confidentiality 
Employees are required to keep confidential and secure any news, information, or data of the Company, 
including information relating to technical matters, industry, business, trade, marketing, finance, or other matters 
learned by employees as a result of their employment with the Company. Employees shall not use or disclose 
such information, whether in whole or in part, to any other person or seek benefits by any means that may 
damage the Company’s reputation, cause damage, or result in loss of benefit to the Company, whether directly 
or indirectly. This obligation shall remain binding upon employees both during employment and for a period 
of 5 years after termination of employment, regardless of the reason for termination. 
4. Discipline and Prohibitions 
Employees are required to perform duties in accordance with disciplinary regulations and refrain from prohibited 
acts. Any employee who violates, breaches, neglects, or fails to comply with disciplinary regulations, 
announcements, or orders may be subject to disciplinary punishment according to the offense committed. 
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4.1 Employees shall devote their abilities to performing duties and shall not conduct personal business or 
matters unrelated to their duties in the workplace, other locations under the Company’s possession or 
supervision, or during working hours. Employees must not engage in regular employment with other companies 
or organizations unless approved by the Company. 
4.2 All documents and information of the Company are considered important information. Employees are 
prohibited from disclosing confidential information or destroying Company data, including that of affiliated 
companies, branches, joint venture companies, contractors, subcontractors, customers, and employees. 
4.3 Employees must report to work on time and personally record working hours every time as prescribed. 
Recording attendance on behalf of another person or allowing another person to record attendance constitutes 
fraudulent intent. The Company shall consider termination without payment of any severance compensation. 
4.4 Employees must behave politely and courteously toward customers or external persons connected with or 
supporting the Company’s operations. 
4.5 Employees must not abandon duties or be absent from work without reasonable cause. 
4.6 Employees must diligently perform work and must not leave work or the workplace before the end of 
working hours or without permission from supervisors. 
4.7 Employees must perform duties honestly, faithfully, and loyally toward the Company and organization. 
4.8 Employees must maintain machinery, tools, and work equipment in good condition and orderly condition 
as necessary or appropriate to their duties. 
4.9 Employees must help exercise caution and protect property within the workplace or Company premises 
from loss or damage caused by any person or disaster to the extent possible. 
4.10 Employees must help maintain cleanliness and orderliness within the workplace or Company premises. 
4.11 Employees must obey and strictly comply with lawful orders from supervisors and must not display 
impolite, aggressive, rebellious, or disrespectful behavior or speech toward supervisors. 
4.12 Gambling, share circles, and lottery activities are prohibited during work duties or within workplaces and 
other locations under the Company’s possession or supervision during working hours. 
4.13 Consumption of alcohol, use of narcotics of any kind, or being intoxicated during work duties or within 
workplaces and other locations under the Company’s possession or supervision during working hours is 
prohibited. 
4.14 Employees are prohibited from causing disturbances, engaging in arguments, fighting, physical altercations, 
or inciting disputes or division among employees or with external persons, or supporting such actions during 
work duties or in locations related to Company activities. 
4.15 Employees must not intentionally or negligently cause damage to the Company’s property or reputation. 
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4.16 Employees must dress appropriately according to accepted standards while performing duties or wear 
uniforms provided by the Company. 
4.17 Employees are prohibited from promoting or supporting demands or opposition to disciplinary regulations 
unless such regulations violate the law. 
4.18 Employees must not violate safety, occupational health, or environmental regulations in the workplace. 
4.19 Illness caused by chronic alcoholism resulting in deterioration or reduction of work efficiency is prohibited. 
4.20 Industrial espionage, possession of confidential information, evidence, tools, or secrets, or disclosure of 
trade secrets in writing, verbally, or electronically is prohibited. 
4.21 Employees are prohibited from attempting to remove machinery, equipment, tools, or Company property 
for personal use. 
4.22 Employees must not operate, use, or possess machinery, tools, equipment, or vehicles for which they 
have not been assigned responsibility unless authorized by the Company. 
4.23 Employees must not use Company time, materials, tools, machinery, equipment, or vehicles for 
unauthorized work or work other than assigned duties unless authorized by the Company. 
4.24 Employees must not permit unauthorized persons to use tools, equipment, or vehicles without 
authorization from the Company or the employee’s supervisor. 
4.25 Employees are prohibited from using loudspeakers, posting announcements, or removing announcements 
on Company bulletin boards unless specifically authorized by the Company. 
4.26 Employees must not assist, support, persuade, collude in, or ignore misconduct by other employees. 
4.27 Employees are prohibited from smoking in areas designated by the Company as non-smoking areas. 
4.28 Employees must not gossip, slander, insult, or defame others unless done honestly as criticism or 
commentary. 
4.29 Employees must not violate laws or public morals in a manner that may damage their own social 
reputation or the Company’s reputation. 
4.30 Employees are prohibited from entering the workplace under the influence of alcohol or prohibited drugs 
or smoking in non-smoking areas. 
4.31 Employees must not provide false statements during Company investigations or conceal information 
relating to incidents or exceptions that are irregular or detrimental to Company operations. 
4.32 Employees must not offer, give, or accept items in exchange for positions, work assignments, workplace 
assignments, or special working conditions. 
4.33 Distribution of documents, printed materials, books, news dissemination, or announcements within the 
Company without authorization is prohibited. 
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4.34 Organizing meetings within Company workplaces or engaging in political activities without authorization is 
prohibited. 
4.35 Negligence regarding fire prevention measures is prohibited. 
4.36 Concealing misconduct, failing to report reasonable incidents to supervisors, or failing to comply with 
orders without reasonable cause is prohibited. 
4.37 Employees must not use violence against other employees or obstruct other employees from performing 
duties. 
4.38 Wasting time or delaying excessively in restrooms or locations away from workstations is prohibited. 
4.39 Soliciting donations without authorization for any purpose during working hours is prohibited. 
4.40 Conduct contrary to morality or customs is prohibited. 
4.41 Romantic or adulterous relationships between employees that may affect work performance or the 
Company’s image are prohibited. 
4.42 Use of social media during working hours is prohibited. 
For the disciplinary offenses stated above, if an employee is punished, the employee’s supervisor may also be 
subject to disciplinary action unless the supervisor has already established sufficient preventive measures. 
5. Serious Disciplinary Offenses 
Failure to comply with or violation of the following rules shall constitute serious misconduct for which the 
Company may immediately terminate employment: 
5.1 Fraudulently attempting or cooperating with others intentionally or negligently, directly or indirectly, to 
destroy or steal Company property, co-workers’ property, or others’ property. 
5.2 Intentionally or negligently causing serious damage to the Company or Company property. 
5.3 Carrying weapons of any kind within Company premises, except authorized security personnel and persons 
approved by the Company. 
5.4 Forging, altering, adding to, destroying, or concealing important Company documents or other documents 
for personal or others’ benefit. 
5.5 Using Company premises or property for illegal activities. 
5.6 Recording attendance on behalf of another person. 
5.7 Using Company working time for matters unrelated to work. 
5.8 Acting hostile toward other employees in a manner causing disunity, division, or conflict among employees. 
5.9 Fighting, assaulting, or engaging in physical altercations within the Company or at Company-arranged 
workplaces or parties causing injury or damage to Company property or reputation. 
5.10 Disclosing confidential information directly or indirectly affecting the Company’s business operations. 
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5.11 Abusing authority for personal or others’ benefit. 
5.12 Consuming alcohol or intoxicants within factory premises, during working hours, or while performing duties. 
5.13 Gambling within Company premises or at Company-arranged workplaces or parties or during work duties. 
5.14 Threatening or forcing other employees not to come to work, thereby causing damage to operations. 
5.15 Intentionally committing criminal offenses against the Company. 
5.16 Possessing, distributing, or bringing narcotic drugs into Company premises. 
5.17 Absence from work for 3 consecutive working days regardless of intervening holidays without reasonable 
cause. 
5.18 Intentionally damaging the Company’s reputation. 
6. Disciplinary Punishment 
There are 4 levels of disciplinary punishment: 
6.1 Verbal, warning, record 
6.2 Written warning 
6.3 Suspension without pay 
6.4 Termination or dismissal 
Employees who violate or breach non-serious regulations shall first receive a verbal warning. If the employee 
repeats the same offense, the Company shall issue a written warning. If the employee commits the same 
offense again after receiving a written warning, the Company shall impose more severe punishment by 
termination according to regulations. 
In cases where employees commit serious disciplinary offenses unsuitable for proper and honest performance 
of assigned duties, the Company shall have reasonable grounds to impose severe punishment through 
immediate termination or dismissal without advance notice. 
If an employee is accused of misconduct and placed under investigation, the Company may suspend the 
employee during the investigation for not more than 7 working days while paying 50% of normal wages. If the 
investigation later determines that the employee is not guilty, the remaining wages shall be fully paid according 
to the normal wage rate. 
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Section 10 
Grievance Procedures 

Definition of a Grievance 
 A grievance refers to any dissatisfaction or hardship experienced by an employee arising from work 
performance or employment-related matters, including working conditions, terms of employment, supervision, 
instructions or work assignments, payment of compensation, benefits, or any inappropriate treatment by the 
Company toward employees, by supervisors toward employees, or among employees themselves. The 
employee may submit such dissatisfaction or grievance to the Company in order for the Company to take 
corrective action or resolve the matter. This is intended to promote a good relationship between the Company 
and employees and to ensure that employees can work happily. 
Grievance Procedures and Process 
 An employee wishing to file a grievance shall first notify their direct supervisor, who is the person closest 
to the employee. A grievance may be submitted verbally or in written form, as appropriate. 

1. Upon receiving a grievance or complaint, the supervisor shall promptly consider appropriate 
corrective measures or provide assistance as deemed suitable for the situation. If the matter exceeds 
the supervisor’s authority or capability, it shall be escalated to higher-level supervisors in accordance 
with the chain of command as quickly as possible.  

2. If the employee does not wish to file the grievance with their direct supervisor, the employee may 
submit it to a higher-level supervisor or to the Human Resources Department for further action.  

3. In the event the employee believes they have not received fair treatment, the employee may 
submit a written appeal to a higher-level manager or the Managing Director.  

4. Any grievance filed falsely or with the intention of defaming another person shall be considered a 
serious disciplinary offense by the Company.  

Investigation and Consideration of Grievances 
 Once a supervisor receives a grievance from an employee, the supervisor shall promptly conduct an 
investigation to determine the facts of the matter in as much detail as possible, either personally or with 
assistance from the Company. The employee submitting the grievance must also provide detailed facts and 
information to the supervisor. 
 After completing the investigation, the supervisor shall consider the grievance. If the matter falls within the 
authority and capability of the supervisor to resolve, the supervisor shall promptly complete the corrective 
action and inform the employee who filed the grievance, while also reporting the matter to the Company. 
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 If the grievance concerns a matter beyond the authority of the supervisor, the supervisor shall escalate the 
grievance together with proposed solutions or opinions to higher-level supervisors in accordance with the chain 
of command. Higher-level supervisors shall conduct further investigation and consideration of the grievance in 
the same manner as the initial supervisor who received the complaint. Supervisors at each level must promptly 
proceed with the grievance process, and in any case no later than 7 days. 
Resolution of Grievances 
 Once supervisors at each level have considered the grievance and taken corrective action or resolved the 
incident giving rise to the grievance, they shall notify the employee who submitted the grievance. If the 
employee is satisfied with the outcome, the employee shall promptly inform the supervisor accordingly. 
However, if the employee is dissatisfied with the outcome, the employee may file an appeal by completing 
the appeal form prescribed by the Company and submitting it to the highest-ranking supervisor within 7 days 
from the date the employee was informed of the grievance result by the initial supervisor. 
 The highest-ranking supervisor shall consider the appeal and take corrective action or resolve the 
grievance matter, and shall notify the employee of the decision within 15 days. The decision of the highest-
ranking supervisor shall be final. 
Protection of Complainants and Related Persons 
 Since grievances filed truthfully and in good faith are beneficial to both the Company and employees 
collectively, employees who file grievances, provide statements, furnish information, provide facts, or submit 
evidence relating to grievances in good faith shall be protected. Even if such actions cause certain 
inconveniences to the Company, the Company guarantees that they shall not be used as grounds for 
termination, disciplinary action, or any adverse action against such employees. 
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Section 11 
Termination of Employment, Dismissal, and Severance Pay 

 
 The employment agreement between the Company and the employee, or the employee’s status as an 
employee, shall terminate under any of the following circumstances: 
1. Death 
This refers to the death of an employee for any reason whatsoever, provided that a death certificate issued by 
the relevant government authority is presented to the Company. 
2. Resignation 
This refers to an employee’s intention to resign from employment with the Company by submitting a written 
resignation notice through the chain of command at least 30 days prior to the intended resignation date. The 
resignation shall become effective only upon approval by the authorized approver. 
3. Retirement 
The Company sets the retirement age at 60 years old. The employee’s employment status shall terminate on 
December 31 of the year in which the employee reaches retirement age, and the employee shall receive 
severance pay as required by law. However, the Company may agree to extend the employment of a retired 
employee for additional one-year periods on a case-by-case basis as deemed appropriate by the Company. 
(Previously, retirement took effect on the exact date the employee reached retirement age.) 
4. Termination Without Severance Pay 
The Company may terminate an employee without paying severance compensation under the following 
conditions: 
 4.1 Termination resulting from employment under a special project that is not part of the Company’s 
normal business or trade, where the project has a definite duration and the employment ends according to 
such specified period, or temporary project-based work with a specific purpose, or seasonal work specifically 
stipulated in a written employment agreement. 
 4.2 Termination resulting from violations, breaches, or serious misconduct against the Company’s work 
regulations or disciplinary rules, including the following cases: 
 4.2.1 Dishonesty in the performance of duties or intentional criminal acts against the Company. 
 4.2.2 Intentional acts causing damage to the Company. 
 4.2.3 Gross negligence causing serious damage to the Company. 

4.2.4 Violation, breach, or failure to comply with the Company’s work regulations or lawful and fair 
orders, after having received a written warning, provided that such warning remains effective within one 
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year from the date of the offense. However, in cases of serious misconduct inappropriate to the proper 
and honest performance of assigned duties, the Company may impose severe disciplinary action, 
including immediate termination or dismissal without prior warning. 
4.2.5 Abandonment of duties for 3 consecutive working days without reasonable cause, regardless of 
whether holidays fall in between. 

 4.2.6 Being sentenced to imprisonment by a final court judgment. 
5. Termination With Severance Pay 
 The Company may consider terminating an employee while paying severance compensation according to 
the following rates and length of service: 

5.1 Employees who have worked continuously for at least 120 days but less than 1 year shall receive 
severance pay equal to the employee’s final wage rate for 30 days, or equal to the wages earned during 
the last 30 days for employees paid based on output calculated by unit. 
5.2 Employees who have worked continuously for at least 1 year but less than 3 years shall receive 
severance pay equal to the employee’s final wage rate for 90 days, or equal to the wages earned during 
the last 90 days for employees paid based on output calculated by unit. 
5.3 Employees who have worked continuously for at least 3 years but less than 6 years shall receive 
severance pay equal to the employee’s final wage rate for 180 days, or equal to the wages earned during 
the last 180 days for employees paid based on output calculated by unit. 
5.4 Employees who have worked continuously for at least 6 years but less than 10 years shall receive 
severance pay equal to the employee’s final wage rate for 240 days, or equal to the wages earned during 
the last 240 days for employees paid based on output calculated by unit. 
5.5 Employees who have worked continuously for 10 years or more shall receive severance pay equal to 
the employee’s final wage rate for 300 days, or equal to the wages earned during the last 300 days for 
employees paid based on output calculated by unit. 
5.6 Employees who have worked continuously for 20 years or more shall receive severance pay equal to 
the employee’s final wage rate for 400 days, or equal to the wages earned during the last 400 days for 
employees paid based on output calculated by unit. 

 In cases where the Company is required to terminate employees due to organizational restructuring, 
production processes, distribution systems, service operations, implementation or replacement of machinery 
or technology, or economic conditions resulting in workforce reduction, the Company shall notify employees 
at least 30 days in advance, or at least one wage payment period before the termination date, specifying the 
termination date, reasons for termination, and names of affected employees. 
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If the Company is unable to provide such notice or provides less than 30 days’ notice, the Company shall 
pay special compensation in lieu of advance notice equal to the employee’s final wage rate for 30 days, or 
equal to the wages earned during the last 30 days for employees paid based on output calculated by unit. 
 In such cases, if the terminated employee has worked continuously for more than 6 years, the Company 
shall additionally pay special severance compensation on top of the severance pay under Section 11, Clause 
5, at a rate of no less than 15 days’ wages based on the employee’s final wage rate for each completed year 
of service. However, the total special severance compensation shall not exceed wages equivalent to 360 days 
at the employee’s final wage rate. For the purpose of calculating such special severance compensation, if the 
remaining service period is more than 180 days but less than one full year, it shall be counted as one full 
year of service. 
 


