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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tu do — Hanh phic

_________ Fhkkk -
HOQP PONG LAO PONG
(Nhdn vién ban thoi gian)
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Thoa thuén ky két hop dong lao dong ban thoi gian va cam két lam dung nhirng didu khoan sau
day:

Piéu 1: Thoi han va cong viée hop dong:

- Loai hop dong lao dong: Nhan vién ban thoi gian

- Dich thuat tai liéu tur tiéng ................................... sang tiéng ........................ va nguoc lai.

Piéu 2: Ché @6 1am viéc:

- Puoc sit dung may tinh, dién thoai, may fax, may scan trén van phong cong ty phuc vu cho vi¢c

dich tai liéu khi cong ty c6 yéu cau.

Pi¢u 3: Nghia vu va quyén lgi ciia nguwdi lao dong:

1 - Quyén loi:

- Mtrc luong: thoéa thudn trude khi nhan tai liéu dich tir cong ty.

- Hinh thure trd lvong: dugc trd luong vao cac ngay 05 hang thang.

- Ché do nghi ngoi (nghi hang tudn, phép nam, 1é, tét,..): Theo luat lao dong
2 - Nghia vu:

- Hoan thanh bai dich theo dliing thoi gian thoa thuan trudce khi nhan tai liéu dich.



- Chét lwong bai dich tét va dung theo vin phong truyén thong.

- Boi thudng khi chat lugng bai dich khong dap tmg duoc nhu cau cia khach hang.

Piéu 4: Nghia vu va quyén han ciia ngudi sir dung lao dong:

1 - Nghia vu:

- Bao dam viéc lam va thuc hién day du nhitng diéu da cam két trong hop ddng lao dong.

- Thanh toan ddy du, ding thdi han cac ché d6 va quyén loi cho ngudi lao dong theo hop dong lao
dong, thod udc lao dong tap thé (néu o).

2 - Quyén han:

- Piéu hanh ngudi lao dong hoan thanh cong viéc theo hop dong (bd tri, diéu chuyén, tam ngling
vige).

- Tam hodn, chdm dat hop dong lao dong, ky luat nguoi lao dong theo quy dinh cta phap luat,
thoa wdc lao dong tap thé (néu cd) va ndi quy lao dong cua cong ty.

Diéu 5: Diéu khoan thi hanh:

- Nhirng van dé vé lao dong khong ghi trong hop dong lao dong nay thi ap dung quy dinh cta thoa
ude lao dong tap thé, trudng hop chua c6 thoa udc lao dong tap thé thi ap dung quy dinh cua phap
luat lao dong.

- Hop déng lao dong dugc 1ap thanh 02 ban cé gia tri nhu nhau, moi bén gitr mot ban va co hiéu
luc ké tir ngay .....thang .... nam...... Khi hai bén da ky két phu luc hgp dong lao dong thi noi
dung ctia phu luc hop dong lao dong ciing cé gia tri nhu cac ndi dung ctia ban hop dong lao dong
nay.

Nguoilao dong Nguoi sir dung lao dong
(Ky va ghi ro ho tén) (Ky, dong dau va ghi ro ho tén)



MAU HQOP PONG LAO PQONG

Ban hanh kém theo Théng tw s6 21/2003/TT-BLDTBXH
ngay 22/9/2003 cua Bo Lao dong - Thwong binh va Xa hoi

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Tu do - Hanh phuc

HQP PONG LAO PONG

Ching t6i, mot bén 1a Ong/Ba: Quéc tich:
Chtrc vu:

Pai di¢n cho (1): bién thoai:
Dia chi:

Va mot bén 1a Ong/Ba: Qudc tich:
Sinh ngay....... Thang..... Nam...... Tai.

Nghé nghiép (2):

Dia chi thuong tru:

S6 CMTND: cap ngay...../...../...... Tai

S6 s6 lao dong (néu co)................. Cap ngay........ foeid...... Tai

Thoa thuan ky két hop dong lao dong va cam két 1am dtng nhiing diéu khoan sau day:

Pidu 1: Thoihan va cong viée hop ddng
- Loai hop ddng lao dong(3):
- Tir ngay.... Thang....... Nam........ Pén ngay........ Thang......... nam......
- Thur viéc tir ngay...... thang..... Nam...... dén ngay...... thang..... Nam.....
- Pia diém 1am viéc(4):
- Chtrc danh chuyén mon: Chtrc vu (néu cb):

- Cong viéc phai lam (5):

Piéu 2: Ché do lam viéc
- Thoi gior lam viée (6)

- Pugc cap phat nhirng dung cu 1am viéc gdbm:



Piéu 3: Nghia vu va quyén loi ciia nguoi lao dong
1. Quyén loi:
- Phuong tién di lai.lam viéc (7):
- Mirc lwong chinh hodc tién cong (8):
- Hinh thuc tra lvong:
- Phu cép goém (9):
- Puogc tra lvong vao cac ngay....... Hang thang.
- Tién thuong:
- Ché d6 nang lwong:
- Pugc trang bi bao ho lao dong gdbm:
- Ché d6 nghi ngoi (nghi hang tuan, phép nam,1& tét...):
- Bao hiém xa hoi va bao hiém y té (10):
- Ché d6 dao tao (11):
Nhitng thoa thuan khac (12):
2. Nghia vu:
- Hoan thanh nhirng cong viéc da cam két trong hop dong lao dong.

- Chap hanh lénh diéu hanh san xuat-kinh doanh, ndi quy ky ludt lao dong, an toan lao
dong....

- B6i thudng vi pham va vat chat (13):

Pidu 4: Nghia vu va quyén han cua ngudi st dung lao dong
1. Nghia vu:
- Bao dam viéc 1am va thuc hién day du nhitng diéu da cam két trong hop dong lao dong.
. - Thanh toan day du, dang thoi han cac ché d6 va quyén loi cho nguoi lao dong theo hop

dong lao dong, théa udc lao dong tap thé (néu co).

2. Quyén han:

- Piéu hanh nguoi lao dong hoan thanh cong viéc theo hop dong (bd tri, diéu chuyén, tam
ngung viéc...)

- Tam hodn, cham dut hop ddng lao dong, ky luat nguoi lao dong theo quy dinh cua phap
ludt, thoa udc lao dong tap thé (n€u cd) va ndi quy lao dong cua doanh nghi¢p.

Pidu 5: Diéu khoan thi hanh

- Nhitng vén dé vé lao dong khong ghi trong hop dong lao dong nay thi ap dung qui dinh ctia
thoa udc tap thé, trudng hop chua co thoa udce tap thé thi 4p dung quy dinh cta phép luat lao dong.

- Hop dong lao dong duogc 1am thanh 02 ban co gia tri ngang nhau, mdi bén gitt mot ban va
c6 hi€u lyc tir ngay.....Thang...... nam......... Khi hai bén ky két phu luc hgp dong lao dong thi
nodi dung cua phu luc hop dong lao dong cling c6 gia tri nhu cac ndi dung ctia ban hgp dong lao
dong nay.



Hop dong nay lam tai.... Ngay.... Thang.... Nam.....

Nguoi lao dong Nguoi st dung lao dong
(Ky tén) (Ky tén, dong dau)
Ghi rdo Ho va Tén Ghi 6 Ho va Tén



HUONG DAN CACH GHI HQOP PONG LAO PONG

1. Ghi cu thé tén doanh nghiép, co quan, t6 chirc, vi du: Cong ty Xay dung Nha & Ha noi.

2. Ghi 15 tén nghé nghiép (néu c6 nhiéu nghé nghiép thi ghi nghé nghiép chinh), vi du: Ky
Su.

3. Ghi 15 loai hop dong lao dong, vi du 1: Khong xac dinh thoi han; vi du 2: 06 thang.

4. Ghi cy thé dia diém chinh, vi dy: 86 2 - Dinh 1¢ - Ha Noi; va dia diém phu (néu ¢6), vi
du: S6 5 - Trang Thi - Ha Noi.

5. Ghi céc cong viéc chinh phai lam, vi du: Lip dat, kiém tra, sira chita hé thong dién; thiét
bi thong gio; thiét bi lanh... Trong doanh nghiép.

6. Ghi cu thé sb gio lam viéc trong ngay hodc trong tudn, vi du: 08 gid/ngdy hodc 40
gio/tuan.

7. Ghi rd phuong tién di lai do bén nao dam nhi€m, vi du: xe don vi dua dén hodc ca nhan tu
tac.

8. Ghi cy thé tién luong theo thang lrong hoic bang lwong ma don vi ap dung, vi du: Thang
lugng A.1.Co khiZ bién, Dién tir - Tin th; Nhom II1; Bac 4/7; H¢ s6 2,04; Muc luong tai thoi
diem ky két hgp dong lao dong 1a 428.400 dong/thang.

9. Ghi tén loai phu cp, hé s6, mirc phu cép tai thoi diém ky két hop dong lao dong, vi duy:
Phu cap trach nhiém Pho truong phong; HE s6 0,3; Muc phu cap 63.000 dong/thang.

10. Déi v6i nguoi lao dong thude ddi twong dong bao hiém xa hoi bat budc thi ghi ty 16 %
tién lvong hing thang hai bén phai trich ndp cho co quan bao hiém xi hoi, vi du: Hang thang
ngudi sir dung lao dong trich 6% tir tién luong thang clia ngudi lao dong va so tién trong gia
thanh twong ung bang 17% tién lwong thang cta ngudi lao dong dé dong 20% cho co quan bao
hiém x4 hoi va 3% cho co quan Béo hiém y té.

Péi v6i ngudi lao dong khong dong bao hiém xa hoi bit budc thi khoan tién bao hiém xa hoi
tinh thém vao tién lvong dé nguoi lao dong tham gia Bao hiém tu nguyén hoic tu lo lay bao hiém,
vi du: Khoan tién bao hiém xa hoi da tinh thém vao tién luong cho ngudi lao dong 1a 17% tién
luong thang.

11. Ghi cu thé trudng hop don vi ctr di dao tao thi ngudi lao dong phai co nghia vu gi va
duoc hudng quyén loi gi, vi du: Trong thoi gian don vi ctr di hoc ngudi lao dong phai hoan thanh
khoa hoc dung thoi han, duoc hudng nguyén luong va cac quyén loi khac nhu nguoi di lam viée,
trir tién boi dudng doc hai.

12. Ghi nhitng quyén loi ma chua c6 trong B Luat Lao dong, trong thoa udc lao dong tép
thé hodc di c6 nhung c6 loi hon cho nguoi lao dong, vi du: di tham quan, du lich, nghi mat, qua
sinh nhat.

13. Ghi 16 mirc bdi thuong cho mdi trudng hop vi pham, vi du: Sau khi dao tao ma khong

1am viéc cho doanh nghiép thi phai boi thuong 06 (sdu) triéu dong; khong lam viéc di 02 ndm thi
boi thuong 03 (ba) triéu dong.



MAU HQP PONG LAM VIEC XAC PINH THOI HAN
(Ban hanh kém theo Théng tw s6 15/2012/TT-BNV ngay 25 thang 12 nam 2012 ciia Bé Néi vu)

Bd, nganh, dia phwong: ...... CONG HOA XA HOQI CHU NGHIA VIET NAM
Ponvi: ...l Doc lap - Tu do - Hanh phiic
SO /HPLV e, NOAY thang ..... nam .....

HOQP PONG LAM VIEC XAC PINH THOI HAN

- Cén cir Nghi dinh s6 29/2012IND-CP ngay 12 thang 4 nam 2012 ciia Chinh phii vé tuyén dung,
st dung va quan ly vién chire;

- Can cir Quyét dinh so: ... cua ........ vé viéc phé duyét két quad tuyén dung ...
Chiing t61, mot DN 1A ONG/ BA: ..o
81 {72
Pai dién cho don VI (1) ..veieiii e
DA G .o
DN thoal: ..o
VAamot bn 12 Ong/ Ba: ....oivuiii e,
Sinh ngay ........ thang ........ nam........ 152 SR
Trinh A0 QA0 tA0: .. oot
Chuyén nganh da0 ta0: ... ...t
N EGE IZRIGD: vttt
Nghé nghiép trudc khi dwge tuyen dung ...........ccoeeiveeieiiiie e
Dia chi thuong trll tal: ... e e
S6 chirng minh thu NhAN AN .. ...oeee e
CAP NGAY ... thANG ... NAM ..o BAT oo
Thoéa thuan ky két Hop dong 1am viéc va cam két 1am dung nhitng diéu khoan sau day:
Piéu 1. Thoi han va nhiém vu hep dong

-Thoi han cia Hop ddng tr ngly ....... thang ........ nam......... dén ngay ...
thang ........... nam ..................

ngay ........ thang ....nam........................

- Chirc danh ChUuY@n mMOMN: ......coviiiiiiiiiiiiic e

= CRUC VU (MU CO): v eeeee et e et e e et es et ee et e et ee et n et ee e en e eneees
A\ s VTS 0 R VA I 5 ) TSRS



Diéu 2. Ché d¢ lam viée
= ThOT IO JAM VIEC (A): vt

- Puoc trang bi nhitng phuong tién 1am Vi gOm: «..vvvneee e,

Piéu 3. Quyén va nghia vu ciia nguwoi dwoce tuyén dung
1. Quyén:

- Puoc hudng cac quyén quy dinh tai Didu 11, Didu 12, Pidu 13, Diéu 14 va Diéu 15 Luat Vién
chure.

- Phuong ti€n dilai 1am VIEC (5): .ot e

- Chtre danh nghé nghiép dugc b6 nhiém (ma s8): «...vvevvvevvnenn... ,Bac:............

HE SO TWONE .o
= Phu CAP (MU €O) COM (6): vt
dugetra ....oooiiiiiiiii 1AN VAO CAC NZAY ©..oevvveeiiieeeiee . hang thang.

- Thot gian Xét Nang bAc TWONE: ..o e

- Khodn tra ngoal Imomng ... ...

- Buoc hudng cac khoan thudng, nang bac luong, thi thang hang chirc danh nghé nghiép, dao tao,
boi dudng chuyén mon nghiép vu, thuc hién nhiém vu hop tac khoa hoc, cong nghé véi cac don vi
trong hodc ngoai nudc theo quy dinh ctia phap ludt (8): ....oovvviiiiiiiii e

- Buoc hudng cac ché do thoi viée, tro cép thoi viéc, bdi thuong theo quy dinh cua phap luat vé
vién churc.



- C6 quyén dé xuét, khiéu nai, thay d6i, d& nghi chim dit Hop dong lam viéc theo quy dinh cua
phap luat.

- Nhitng thoa thudn Khac (9) .....ooviiiii e
2. Nghia vu:
- Hoan thanh nhiém vu di cam két trong Hop déng lam viéc.

- C‘hép hanh q@i quy, quy ché cua don vi, ky luat lam viéc va cac quy dinh tai Piéu 16, Diéu 17,
bicu 18 va Bicu 19 Luat Vién chirc.

- Chép hanh viéc xtr Iy ky lut va trach nhiém boi thudng, hoan tra theo quy dinh cua phap luat.

- Chép hanh sy phan cong cong tac ciia ngudi co tham quyén khi don vi sy nghiép c6 nhu cau.
Diéu 4. Quyén va nghia vu ciia nguwdi dirng dau don vi sw nghiép

1. Quyén:

- Bé tr, phéan cong nhiém vy, kiém tra viéc thuc hién nhiém vu cua ngudi dugce tuyén dung.

- Cham dut Hop dong lam viée, ky luat ngudi duge tuyén dung theo quy dinh cua phap lut vé
vién chtrc.

2. Nghia vu:

- Bao dam viéc 1am va thyuc hién day du nhitng diéu da cam két trong Hop ddng lam viée.

- j[hanh toan ddy du, ding thoi han cac ché d6 cia ngudi duge tuyén dung da cam két trong Hop
dong lam viéc.

Diéu 5. Diéu khoén thi hanh

- Hop ddng 1am viéc nay ¢ hiéu luc tir ngdy .......... thang ........ nam..............

- Nhitng van dé vé quyén loi, nghia vu va trach nhiém cua hai bén khong ghi trong Hop dong lam
viéc nay thuc hién theo quy dinh cta phép luat vé vién chuec.

- Hop déng nay lam thanh 03 ban c6 gié tri ngang nhau, don vi su nghiép ky hop dong giir 02 ban,
vién chirc dugc ky hop dong gitr 01 ban. Khi hai bén ky phu luc Hop dong lam viéc thi ng1 dung
cua phu luc Hop dong lam viéc cling c6 gia tri nhu cac ndi dung cua ban Hop dong lam viéc nay.

Hop dong nay lamtai ............... ngay .......... thang ......... nam ...........
Vién chirc Nguoi dirng dau don vi su nghiép
(Ky tén) (Ky tén, dong dau)

Ghiro ho va tén Ghiro ho va tén



HUONG DAN GHI MAU HQOP PONG LAM VIEC XAC PINH THOI HAN
1. Ghi cu thé tén don vi su nghiép.

2. Ghi cu thé s6 nha, phd, phudng (thon, xa), quan (huyén, thi xa), tinh, thanh phd thudc tinh hoic
Trung wong.

3. Ghi cu thé nhi€ém vy phai ddm nhi¢m theo yéu cau cua vi tri viéc lam dugc tuyén dung va ban
mo ta cong viéc tuong Ung.

4. Ghi cu thé sb gi0 lam viéc trong ngay, hoac trong tuan, hodc lam viéc theo gi0 hanh chinh.
5. Ghi phuong tién di lam viéc do don vi dam nhi€ém hodc vién chuc tu lo.

6. Ghi cu thé ty 1€ % cac phu cép (néu c0) nhu: Khu vuc, truot gia, doc hai, thu hut, tham nién,
trach nhiém ...

7. Ghi cy thé quyén lgi vé bao hiém xa hoi, bao hiém y té va trg cip khdc ma vién chirc dugc
hudng.

8. Ghi cu thé vién chirc duoc hudng quyén loi ndo dd néu trong muc nay.

9. Nhitng thoa thuén khac thuong 1a nhitng théa thudn gén v4i tinh chét, dic diém cua nganh, linh
vuc va diéu kién déac thu cia don vi sy nghi¢p cong lap nhung khong trai véi quy dinh ctia phap
luat.



SOCIALIST REPUBLIC OF VIETNAM
................ Joint Stock Company
Independence- Freedom- Happiness
No: 12/HDLD

LABOUR CONTRACT
We, from one side Mrs: .........ccccceeevieeeennn, Nationality: Vietnam

Title: Chairman of the Board of Management

On behalf of the .......cccooovivieiiiiiiiiiinns Joint Stock Company
Tl
Address: No ...... Y e Alley, Bach Mai Street, Truong Dinh Ward, Hoang Mai District, Hanoi City.
And from the other side Mr ............ccccooeiieeivininnns Nationality: Vietnam
Date of birth: ........... th19.... Place of birth: Hanoi

Occupation: Construction Engineer on Waterway Habour

Temporary residence address: No ...... ) e Street, Hoang Mai Dictrict, Hanoi.
Identity Card Number: .............. issuance dated ....... [...119.... in: Hanoi
Agreed to sign this labour contract and engage to satisfy the following provisions:
Article 1: Duration and job of the Contract

-Type of the labour contract: “Open Ended”.

-Commencing on: August ....... th20.....

-Probationary Period: from August,....... th 20..... to September,........ th 20.....
-Location of work: ..................... Vietnam Joint Stock Company

-Professional job: Waterway Habour Contruction Engineer.

-Position: Head of the Department of Quality Management.

-Job discription: to execute and fullfill all the works as requested by the company leaders.

Article 2: Working condition



-Working hour: In the morning from 8 am to 12 am; In the afternoon from 13:30 pm to 17:30 pm
- To be provided equipments/tools depending on your concrete jobs.

Article 3: Obligations and rights of the Employee

1. Rights

- Transportation means: Self-sufficed

- Main basic salary: .................... 000.000 dong. Salary during Probationary Period: entitle to receive 85% of
the basic salary (including salary and other attached benefits).

-To be paid on the 10'" day of per month

-Bonus: to be paid in accordance with the dedication of the employee and the outcome of the company’s
business.

-Salary increment: according to the business result and the yearly experience of the employee.
-To be equipped with labor safety facilities as regulated by the company provisions.
-Time of rest:

+ Weekly resting time: to rest on Saturday moring and Sunday, eventhough, if the company is under the urgent
request of increasing working productivity, the employee still have to work on resting days.

+ The employee is entitled to annual leave of 12 days per year and on national holidays under the provisions of
the State.

+ If the employee goes on business vacation to execute projects handled by the company, the company will be in
charge of preparing accomodation and necessary personal facilties for the employee under the existing

provisions.

-Social & health insurance: Social and health insurance of the Employee will be paid in accordance with the
regulations of the State.

2. Obligations
-To fullfill all the contents as commited and the jobs in the contract

-To submit notorized certificate (of the highest intellectual degree as requested for the position) to the company
right after the Contract is signed.

-To obey all the working regulations, regulations of labor safety, labor disciplines.

-To pay the individual income tax as so provided by the State.



-Absolutely do not take advantage of the company’s clients for individual benefit (if any)

-If for any reasons, the employee wants to terminate the labour contract, the employee shall notice the copany’s
leaders at least 15 days in advance.

-In cases, when the employee causes damages to the company, the employee will be pay compensation for that.
If the damages are too serious, the employee will be subject to legal responsiltities.

Avrticle 4: Rights and obligations of the employer
1.Obligations
-Assure job for the employee and fully complete the conditions committed in the Labour contract.

-Fully and duly pay the employee all the remuneration and benefits as committed in the Labour contract and the
collective labor accord.

2.Rights

-To manage the employee to fullfill the job in the contract (including appointment, assigning the employee to
another job, temporarily suspending the job).

-To temporarily defer, to terminate the labour contract, to discipline the employee under the provisions of the
law and labour regulaton issued by the company.

Article 5: Implementation guidance

-Any issues which are not regulated by this contract are regulated by the application of the collective labour
accord. If there is no collective labour accord, legal provions on labour relations shall be applied.

-This Contract is made in 2 copies, 1 copy will be kept by the Employer and 1 copy to be kept by the Employee.

-1f the two parties sign in contractual appendix, such appendix shall have the same legal value as of contractual
terms.

-The contract takes effect since the date of signing.
Hanoi, July 10th 20...
Employee Employer
(Signed) (Signed and Sealed)

FULL NAME FULL NAME



OXFAM GREAT BRITAIN SOCIALIST REPUBLIC OF VIETNAM

No. C xxx/200x Independent — Freedom — Happiness

===000===

The Labor Contract

We are from one side:

Employer: Steve Price-Thomas Nationality: British
Position: Country Programme Manager

On behalf of:  Oxfam Great Britain (Oxfam GB)

Address: La Thanh Hotel, 218 Doi Can, Hanoi. Tel No.: 84-4-8325491

And from other side:

Employee: ... Nationality: Vietnamese

Date of birth: ..... Place of birth: ...
Occupation: ....

Address:

ID number: date of issue: place of issue:....

Agreed to sign this labour contract and engage to satisfy the following provisions:

Article 1: Time and Job of Labor contract.

Contract Type Open Ended

In line with normal Oxfam GB policy, the first ......... working days of]
your employment will be regarded as probationary, during which time
you will receive advice and guidance in order to assist you in
becoming competent in performing the duties for which you have
been engaged. During your probationary period with Oxfam GB you
will undergo an induction programme under the guidance of your
Line Manager, Mr/Ms xxxxx. Should you at any time during this
probationary period decide to terminate this employment or fail tg
reach explicit performance targets, 7 days notice is required to be
given. This must be confirmed in writing by either party within 5
working days if given verbally. In the case that the probational period
is ended or at any time of the probational period, if you fail to meet
the requirement of the work, Oxfam GB reserves the right to
terminate the contract without prior notice.

Probationary Period

Region International Division, East Asia, Vietnam.

Designation of post National




Location of work

Your operating base will be xxx, although, during the course of your|
employment, you may be required to move base on a temporary or|
permanent basis to any workplace controlled by Oxfam GB or be
recalled back to your normal place of residence.

Position
In this position you will report to Mr/Ms: xxx
If, in Oxfam GB’s reasonable opinion, there is a significant change in
Oxfam GB’s Programme of work, or in the wider situational context
in your country and /or region of deployment, you may be required to
Manager transfer some responsibilities and report on specific functions via a

redefined management line for a temporary period. Similarly, staff]
reporting to you may be required to transfer their reporting lines for g
temporary period.

Duties and Responsibilities

These are described in your Role Profile/Job Description and
objectives (agreed with your Line Manager after the start of]
employment). Your role profile may be subject to reasonable
amendment from time to time. In addition you will be expected tg
perform any task reasonably assigned to you by your Line Manager.

Article 2: Working conditions

Working time

Your total normal hours of work will be 37.5 per week excluding
recognised meal breaks. Your exact working hours will be as per the
requirements of the job and as agreed with your Line Manager.

Your normal working days will be 5 days per week.

You may be required to work overtime outside your normal working
hours.

Equipments/Tools to be provided

You shall be provided equipments/tools depending on your concrete
jobs.

Terms and Conditions of Employment

Your terms and conditions of employment are set out in this Terms
and Conditions, the prevailing Staff Handbook for Vietnam.. These
documents together constitute your contract of employment with
Oxfam GB. This, and all aspects of your employment will be subject
to the law in Vietnam only.

Should your operating base change during the course of your
employment, and then your terms and conditions of employment will
be subject to the law pertaining to the new operating location.

Where the terms and conditions of this document differ from those in
the Staff Charters/Handbook, it is the terms and conditions of thig
Labor contract which will be applied to determine your terms and
conditions of employment.

You are also required to comply with any organisational policies,
procedures and rules, including the attached Code of Conduct, which
may be amended from time to time. Up to date versions of these can
be located on Oxfam GB’s intranet site or via your Human Resources
Team.

Amendments

Changes to your terms and conditions of employment can be made by
agreement between Oxfam GB and the recognised staff body through
the collective bargaining process. These changes will be incorporated
into your contract, unless the parties to the negotiations agree




otherwise, and you will be notified in writing of any such
amendments.

Article 3: Obligations and rights of the

Employee

1. Rights

Transport and Travel for work

Adequate transportation will be provided to allow you to undertake
your official duties.

This does not include travel to and from your normal place of work.
You have to arrange means of commutation for travel to and from
normal place of work.

If Oxfam GB vehicles are used for private purposes you will be
responsible for providing the fuel and other necessary expenses. You
are required to abide by driving safety regulations including the use of]
safety belts where fitted.

Actual expenses of journeys undertaken on behalf of Oxfam GB will
be reimbursed by Oxfam GB.

If you travel on official duty, you will be reimbursed for reasonable
out-of-pocket expenses. You should always travel by the safest and
most cost effective means. You should complete your claims in
accordance with Oxfam GB current accounting procedures, have them
properly authorised and submit them promptly to the authorised
person. You should attach all available receipts to the claim. Check
Oxfam GB’s expenses policy for additional information.

Job Family, Level and Salary

In order to ensure correct payment of salary, it is important that you
discuss your tax status with your HR support person before you sign
this agreement and commence your employment with Oxfam GB.

Your role belongs in the Programme Job Family and is Level xxxXx
Zone xxxx appointment and your monthly gross salary is (include
Personal Income Tax) USD xxxx.

Your gross starting salary (include Personal Income Tax) will be USD
XXXXX per annum

Oxfam salary’s level will be considered yearly on September, thought
your salary may be changed but the net salary for a year will not be
reduced.

Method of Payment

Your annual salary will be paid in 14 instalments, of which the 13"
and 14" instalments are annual bonus.

Normally, your wages shall be paid directly into an account, which
appointed by you at the last working day of each month.

You will received the net salary after all such deductions as tax, social
insurance and other deductions comply with prevailing laws of]
Vietnam are carried out.

Oxfam GB endeavours to ensure wages are paid into your account




correctly. In the event of an overpayment, Oxfam GB employees have
an obligation to immediately notify Oxfam GB payroll of any
overpaid monies. The overpayment procedure will be applied in this
event and monies will be deducted from your salary by up to 4
instalments or out of your final salary payment. However, in
exceptional circumstances, and dependent on the degree of
overpayment the 4 instalments detailed above may be extended to 4
more appropriate time period.

Pay Progression

Pay is reviewed annually, but no increase is guaranteed. Staff rated
“not fully proficient” as a result of their performance management
review, will not receive a progression pay increase.

Time off in Lieu

When you are required to make yourself available for duty outside
established working hours, time off in lieu may be allowed, with the
prior agreement of the manager. Overtime pay will not be offered
because of your salary according to this Labor contract has been
considered including the overtime salary.

If significant overtime is worked on a regular basis beyond the
reasonable expectation inherent in Oxfam GB's philosophy, there
should be a review of workload and staffing.

Holidays

You are entitled to 24 days paid holiday per 12 months (pro-rata to
the contract length) to be taken by agreement with your manager. It is
not permissible to carry over holidays into the following year, except
in unusual circumstances or for operational reasons.

Your holiday year runs from the start of your employment with
Oxfam GB.

On leaving Oxfam GB, payment will be made in lieu of any holiday|
entitlement not taken from your current holiday year entitlement.

In addition, you are entitled to the statutory Public Holidays which are
outlined in the Staff Charter B/ Handbook for your country of
deployment which fall during the contract period on a pro rata basis
according to contract length and hours worked.

If, on leaving Oxfam GB, you have taken more holidays than you’re
pro rata entitlement for the current holiday year, an adjustment will be
made by way of deduction from any sums due to you. The amount of
any payment in lieu, or deduction, will be calculated as 1/260 of]
annual salary for each day’s holiday.

Insurance policies

Oxfam GB has taken out a range of insurance policies with external
companies, which may provide cover for you in the following areas.
Oxfam GB reserves the right to make amendments to these policieg
from time to time and, where necessary, to discontinue them.

To receive benefits under these policies you must have complied with
the relevant terms and conditions of the individual insurance policy.

Please refer to the attached Staff Charter/Handbook for details on|
insurance issues and/or contact your Regional HR team for advice.

Social insurance and Medical insurance according to the Laws of]
Vietnam.

Oxfam GB has taken out the Social insurance and Medical insurance
in accordance with the Laws of Vietnam. According to this, monthly,

you will contribute 6% of your monthly salary and Oxfam GB will




contribute 17% of your monthly salary.
Medical provided under the Oxfam GB’s policy

Oxfam GB provides medical insurance cover for staff and dependants
as detailed in the Staff Charter B/Handbook for Vietnam.

Life Assurance (Death in Service Payment)

From the beginning of this contract or deployment you will
automatically be covered by the Oxfam GB Life Assurance Scheme,
which is non-contributory. Should you die whilst in Oxfam GB
service, the lump sum benefit is paid to the dependants or
beneficiaries at the sole discretion of the Trustees (this provides an
opportunity to consider the circumstances of each case and ensure that
the interests of all dependants are taken into account).

Permanent Health Insurance

Please note that this offer of employment does not attract the benefit
of Permanent Health Insurance.

Personal Accident

You will be covered for personal accidents which result in permanent
disablement or major loss of limb(s)/eye(s). Details are available from
your Regional HR team.

Travel

All staff is covered by business travel insurance whilst travelling on
Oxfam GB business. Details are available from your Regional HR
team.

Personal Effects

Oxfam GB accepts limited responsibility for your personal effects
while you are on official duty. There is a maximum amount per
claim. The policy does not cover your partner or dependants. Details
are available from your Regional HR team.

Learning and Development

Oxfam GB has a range of practices, which will give staff access tg
opportunities for learning. Your regional HR team or line manager|
will have more details.

Retirement

The normal retirement age for Oxfam GB staff is 60 for male and 55
for female, although you can continue working up to the age of 65
with the consent of Oxfam GB.

Sick Pay Provision

Please refer to the attached Staff Charter/Handbook for details on sick
pay provision and/or contact your Regional HR team for advice.

Pension Scheme/End of Employment
Provision

You shall be received allowance for end of employment/redundancy
according to the provisions of Staff Charter/Handbook

Notice Periods

In case of desire of unilateral termination this Labor Contract, you
must comply with the reasons and procedure of termination provided
in the Staff Charter/Handbook, and you have obligation to give a
notice of termination in writing before 45 (forty five) working days of]
termination as well.

Garden Leave

If you resign from Oxfam GB to work for another charity in the same
or a similar field, Oxfam GB reserves the right to request that you do




not work for Oxfam GB for all or part of your notice period. Oxfam
GB also reserves the right to request that you carry out your duties as
normal from home for all or part of your notice period, therefore you
would not be based on Oxfam GB premises. In either instance you
would continue to receive pay and all other contractual benefits and
therefore would not be free to take up alternative employment until
the notice period expires.

2. Obligations

Implement of Labor contract

You have obligation to fully complete the job assignment committed
in this Labor contract, in additionally you must return all
tools/equipments and other assets of Oxfam GB when terminated thig
Labor contract.

Health and Safety

Oxfam GB strives to operate and maintain a safe working
environment and safe systems of work. You are legally required tg
adhere to Oxfam GB and workplace Health and Safety policies and
procedures and take reasonable care for the safety of yourself and
others. Any breach of such could leave you liable to criminal, civil or|
disciplinary action.

Grievance and

Discipline

Discipline:

The current disciplinary rules applicable to staff are set out in the
Oxfam GB’s Disciplinary Policy. You can obtain details of the policy
from your Regional Human Resources Team or from the Intranet.

If you are dissatisfied with any disciplinary decision affecting you,
you should first raise this in writing with your Manager’s manager of|
Regional HR Manager (RHRM). If the matter is not resolved at that]
level, the subsequent steps in the current disciplinary procedures are
set out in the Disciplinary Policy and Procedures document. You can
obtain details from you Regional Human Resources Team and the
Intranet.

Grievance:

If you have any grievance relating to your employment, you should
first raise this by speaking to your Manager, where possible. If the
matter is not resolved at that level, the subsequent steps are set out in
Oxfam GB’s current Grievance Procedure, details of which you can
obtained from your Regional Human Resources Team and the
Intranet.

The basic disciplinary and grievance procedures do not exclude any
supplementary procedures that may be agreed with the recognised
staff bodies for the benefit of staff, for example when the stated levels
of authority and action, or the number of stages, do not fit the
particular part of the organisation. In the absence of any of the
officers specified in the procedures, the persons nominated to
discharge their duties during absence will act under the procedure

Full details and procedures can be found on Oxfam GB’s Intranet site
or obtained from your Regional Human Resources Team.

Restriction on work outside Oxfam GB

During the period of your employment with Oxfam GB you are
expected to afford priority to your job and, as a result, you may not be
employed by, or carry out any work for any other body which
conflicts with or hinders your ability to carry out your work
satisfactorily, without the written permission of the appropriate
manager within your work location.




In addition to the above, it is necessary for you to discuss with your
manager the details of any employment outside Oxfam GB and the
hours you wish to work outside Oxfam GB. You must also inform
your manager of any changes to hours worked elsewhere. In line with
the above paragraph your manager has the right not to give
permission for you to be employed by or carry out any work outside
Oxfam GB.

Domicile

Staff should live within easy access to their place of work to ensure
that their work with Oxfam GB is not affected by excessive
travelling. Oxfam GB does not provide or finance transport to and
from the place of work under normal circumstances.

Article 4.

Rights and obligations of Employer

Implement of Labor contract

Assure job for the employee and fully complete the conditions
committed in the Labor contract.

Fully and duly pay the employee all the remuneration and benefits ag
committed in the Labor contract and rules/policies of Oxfam GB.

Arrangement  and transfer  the
employee

Right to arrange, move work:

Oxfam GB reserves right to arrange, transfer you from the current
work or work place to another work, or work place in meeting the
demand of the work.

Other rights

Oxfam GB reserves the right to terminate the Labour contract, apply|
discipline measures according to the Staff Charter/Handbook and the
laws of Vietnam.

Article 5: Execution provisions

Effective

This Labour contract shall be come into effect since the date
However, according to the Vietnamese laws the terms and
conditions of your employment of this Labor contract shall only come
into effect since you get any necessary work permit from the
competence authorities of Vietnam. In this case, this Labor contract
shall come into effect according to the provisions of work permit.

Although, this Labor contract is an open-ended contract, but if you
cannot get work permit or an extension from the competence
authorities of Vietnam for any reasons, this labor contract will
naturally terminate.

Apply the Labor Code

Other labour terms and conditions, which are not defined in thig
contract, will be in accordance with the Vietnamese Labour Code.

Counterpart

This contract is made in 02 (two) copies in Vietnamese and 02 (two)
copies in English of equivalent value, each side keep one English
copy and one Vietnamese copy. If any schedules of this Labor
contract are signed. Those schedules have equivalent value to this
Labor contract.

Oxfam GB

Steve Price — Thomas

Employee




On behalf of Oxfam GB in Vietnam



MAU HOP PONG LAM VIEC KHONG XAC PINH THOI HAN

(Ban hanh kém theo Théng tw s6 15/2012/TT-BNV ngay 25 thang 12 nam 2012 ciia Bé NGi vu)

B0, nganh, dia CONG HOA XA HOQI CHU NGHIA VIET NAM
phwong: ... Poc lap - Tw do - Hanh phic
Ponvit..coooviiiiiiiiiiiies e

So mpLv. - , ngay .... thang .... nam ...........

HQP PONG LAM VIEC KHONG XAC PINH THOI HAN

- Can cit Nghi dinh s6 29/2012/NP-CP ngay 12 thang 4 nam 2012 ciia Chinh phii vé tuyén dung,
s dung va quan ly vién chure;

Ching t6i, MOt BN 13 ONE/ BA: w.evecveeeiceeicieeeteeeee et
(511 (2§ SRRSO PPPRRRP
Dai di€n cho don VI (1) .evviiiieiiiecce e
D 3 o] o OO RRRR
85 31554 11 0 Lo Y- 3 S RPN
VA MOt DEN 12 ONE/ BA: .o
Sinh ngay ....... thang .... nam ........ A1 Lo
Chirc VU, ChiTC danh: .....cccviieiiii e s s
Dia chi thirONG trll ta1: ..veeiiiie e
S6 chirng minh thu NhAN AN .........ovueiecicieecececeeee st
Céip ngdy .... thang ..... ndm ........... 1723 R PRSPPI PPRTRIN

Thoa thuan ky két Hop dong lam viéc khong xac dinh thoi han va cam két 1am dung nhiing diéu
khoan sau day:

Piéu 1. Nhiém vu hop dong
= Dia GIEM LAM VIEC (2): vttt
- Churc danh chuy@n MON: .....oooviiiiiiiiie e

= CHTC VU (18U CO): oottt st n et en s



Piéu 2. Ché dd lam viée
- ThOT IO 1AM VIEC (4): 1oeeeiiieeie et b e ne e

- Pugc trang bi nhitng phuong tién 1Am VIEC ZOM: .....ovevveieeeeieeeeeeese s

Diéu 3. Quyén va nghia vu ciaa vién chire
1. Quyén:

- Pugc hudng cac quyén quy dinh tai Didu 11, Diéu 12, Piéu 13, Diéu 14 va Diéu 15 Luat Vién
chure.

- Phuong tién di 1ai 1am VIEC (5): vviriiiieii e
- Chirc danh nghé nghiép duoc bd nhiem (A SO): w.v.vveeveereeeeeeeeeeeeeeseee s
Bac: .o, Hé s6 THONE oo
- Phu CAP (NEU €O) ZOM (6): vrvvveeeeereeeeeeeeeteteeestee sttt s st neenens
dugc trd ..oooveiiiiee 14N VA0 CAC NEAY eovveverererrerrerrieeeeeans hang thang.

- Thoi gian X€t nANg bAC TWONE: ...vvviviiiiiiiii e

- Khodn trd ngoai IHONE ....oooveiiiiiiee e

= Ch& d0 A0 NIEM (7)1 ovoeveceeeeeeeeeeeeseeeee ettt n s



- Duoc huong cac khoan thuong, nang béc luong, thi thang hang chirc danh nghé nghiép, dao tao,
boi dudng chuyén mon nghi€p vu, thuc hién nhi€ém vu hop tac khoa hoc, cong nghé voi cac don vi

- Pugc huong cac ché do thoi viée, tro cip thoi viée, boi thuong theo quy dinh cia phéap luat vé
vién chtec.

- C6 quyén dé xuét, khiéu nai, thay d6i, dé nghi cham dut Hop dong lam viéc theo quy dinh cua
phap luat.

- Nhiing théa thudn Khac (9) ..o
2. Nghia vu:
- Hoan thanh nhiém vu di cam két trong Hop dong lam viéc.

- Chap hanh ndi quy, quy ché cua don vi, ky ludt 1am viéc va cac quy dinh tai Diéu 16, Diéu 17,
biéu 18 va Bieu 19 Luat Vién churc.

- Chép hanh viéc xtr Iy ky luat va trach nhiém boi thuong, hoan tra theo quy dinh cua phap luat.
- Chap hanh sy phan cong cong tac ctia ngudi ¢ thim quyén khi don vi su nghiép c6 nhu cau.
Diéu 4. Quyén va nghia vu ciia ngwoi dirng diu don vi sw nghiép

1. Quyén:

-Bo trd, phan cong nhi¢m vu, kiém tra viéc thuc hién nhiém vu cua vién chirc.

- Cham dut Hop dong 1am viée, ky ludt ddi véi vién chic theo quy dinh cua phap luét.

2. Nghia vu:

- Bao dam viéc 1am va thyc hién day du nhirng diéu da cam két trong Hop dong lam viéc.

- Thanh toan day du, ding thoi han cac ché do cua vién chic da cam két trong Hop dong lam viéc.



Pié¢u 5. Piéu khoan thi hanh
- Hop d6ng lam viéc nay co hiéu lyc tir ngay .... thang ... nam ...........

- Nhitng van dé vé quyén loi, nghia vu va trach nhiém cua hai bén khong ghi trong Hop dong lam
viéc nay thuc hién theo quy dinh ctia phap luat vé vién chuec.

- Hop dong nay lam thanh 03 ban c6 gia tri ngang nhau, don vi sy nghiép ky hop dong gitr 02 ban,
vién chuc duoc ky hop dong gitr 01 ban. Khi hai bén ky phu luc Hop dong lam viéc thi ndi dung
cua phu luc Hop dong 1am vi¢c ciing c6 gia tri nhu céc ndi dung cia ban Hop dong 1am vi¢e nay.

Hop ddng ndy 1am tai .......cccovvvveerveereeeenn, ngay .... thang .... ndm ..............
Vién chirce Nguoi dirng dau don vi sw nghiép
(Ky tén) (Ky tén, dong dau)

Ghiro ho va tén Ghiro ho va tén



HUONG DAN GHI MAU HQP PONG LAM VIEC KHONG XAC PINH THOI HAN
1. Ghi cu thé tén don vi sy nghiép.

2. Ghi cy thé sb nha, phd, phuong (thdn, xi), quan (huyén, thi x3), tinh, thanh phd thudc tinh hodc
Trung vong.

3. Ghi cu thé nhiém vu phdi ddm nhi¢m theo y€u cau cua vi tri vi€c lam dugc tuyén dung va ban
mo ta cong vi€c twong Ung.

4. Ghi cu thé s6 gio 1am viéc trong ngdy, hodc trong tuan, hodc lam viéc theo gio hanh chinh.
5. Ghi phuong tién di 1am vi¢c do don vi ddm nhi¢m hodc vién churc tu lo.

6. Ghi cu thé ty 1€ % cac phu cép (néu c6) nhu: Khu vuc, truot gid, doc hai, thu hat, tham nién,
trach nhiém ...

7. Ghi cy thé quyén lgi vé bdo hi€ém xa hdi, bao hiém y t& va trg cap khiac ma vién chirc dugc
huong.

8. Ghi cu thé vién chirc duoc huong quyén loi nao da néu trong muc nay.
9. Nhitng thoa thuan khac thuong 1a nhirng thoa thuan gin véi tinh chét, dic diém cta nganh, linh

vuc va dién kién dic tht cta don vi sy nghiép cong lap nhung khong tréi véi quy dinh cta phap
luat.



