


Forward

This Handbook serves to provide a better understanding for new and existing employees of what they can
expect of the Company and what the Company expects of them.

It covers the general terms and conditions of service, benefits, rules and regulations governing employees
employed under Geniebook Vietnam Co., Ltd

The Company will review the contents of this Handbook from time to time as and when necessary. Modifications
will be made as deemed fit.

As in any handbook, this Handbook cannot cover every possible situation and therefore, for doubts on individual
situations not covered, employees should refer to their immediate superiors, department heads or the H.R.
Department for clarification.

Issues which are not mentioned in this handbook will be treated accordingly to Vietham Labor Law

Cubn sé tay nhan vién nay giup toan bo nhan vién hiéu ré hon vé nhing gi Céng ty cé thé lam cho céc nhan
vién va nhirng gi nhan vién can chu y khi Iam viéc tai cong ty.

Cubn sé tay nay cé nhirng diéu khodn chung vé céng viéc, dich vu, loi ich va quy dinh dé quan ly cc nhén vién
tai cdng ty Geniebook Vietnam.

Céng ty sé theo doi va cap nhéat cac diéu khodn trong sé tay nhan vién khi can thiét.

Néu c6 trurdng hop nao xay ra hay cdc nhan vién can nhdc muén hdi nhung khéng duorc gidi dap trong Sé tay
nhén vién, nhan vién nén dé cap nhing diéu dy voi cap trén truc tiép cda minh, voi trurdéng bd phan va voi
phong Nhan sw dé duwoc xdc nhan va hé tro néu can.

Nhirng chi tiét khéng dworc ligt ké trong cudn sé tay nay sé duroc xi ly theo dung Luét Lao Bong Viét Nam
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1. Introduction

Gidi thiéu

1.1. Company Background
Théng tin chung vé Céng ty

Our founders started as private tuition teachers, passionate about helping students improve their
grades. They had one aim — to bring on smiles to the faces of parents by rewarding them with their
returns on fee investment. We believe that every child has the potential to excel if they have a starting
point to measure progress and we believe that technology should be harnessed to increase the

efficiency of learning.

Nhirng nha séng Iap cua GB ban dau la nhiing gia sw v&i dam mé gilp hoc sinh cta minh céi thién
hoc luc va diém sé. Ho c6 mét muc tiéu duy nhat — dem lai niém vui cho céc bac phu huynh béng
céch giup cac bac phu huynh thdy dworc két qua tir nhikng gi ho dau tw cho con céi cia minh. Chung
t6i tin rdng méi dira tré déu cé nhirng tiém ndng déc biét cho’ duroc khai phd, chi can céc bé cé mot
khdi diém va mot phuong phdp cd thé do duroc qua trinh phét trién. Chung téi ciing tin réng céc bé cd

thé tan dung céng nghé dé tang hiéu qua hoc tap mét cach téi wu.

1.2. Company Vision
Tam nhin cida Céng ty

1.2.1.

Core Values

Gid trj cot 16i

We did not create our values, we simply discovered what is authentic to us and what we feel strongly
about. Values are how we decide our priorities when we have to choose. We are sometimes put into
positions to choose between our values. In which case, the order of the values will decide which one

we prioritise. We will prioritise these values over those that are not on this list.

Chuing téi khéng tao ra céc gia tri ciia minh, chung téi chi don gidn la khdm pha nhitng gi xac thuc déi
vGi chiing téi va chung téi cam thdy manh. Gia tri la céch ching ta quyét dinh wu tién déi mat véi sw
Iwra chon. B4i khi chung ta bi dwa vao vj tri dé Iwa chon gitra cac gia tri cua minh. Trong triro'ng hop
do, ther tw cua céc gia tri sé quyét dinh thi tw wu tién. Chung t6i sé wu tién nhing gia tri nay hon

nhirng gia tri khéng co trong danh sach nay.

1. Accelerate
We execute with efficiency and clarity to expedite success.

2. Trust
We communicate openly and support each other as one united team.

3. Grow
We continuously strive to surpass our personal best, growing together to achieve
common goals.

4. Innovate
We seek meaningful ways to make a profound impact on the success of students
and parents, as well as the team we build the future with.

5. Overdeliver
We go above and beyond, setting new standards in pursuit of excellence.
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1.2.2. Beliefs

Niém tin

We believe every student can access a world-class education that is personalised to them. However,
most education systems cannot cater to individual needs. As a result, students are marginalised. They
lose confidence in their own abilities and stop believing in themselves.

Chdng t6i tin rdng moi hoc sinh déu c6 thé tiép can mét nén gido duc déng cap thé gidi duoc ca nhan
hda cho ho. Tuy nhién, hau pét cdc hé thong giao duc khéng thé dap trng nhu cau ca nhan. Két qua la
sinh vién bj thiét thoi. Ho mat tw tin vao kha nang cua ban than va khéng con tin twdng vao ban than
nia.

We are changing that.
Chuing téi dang thay déi diéu do.

We will provide students with the most effective personalised learning pedagogy with advanced
technologies to help students exceed their own potentials faster. In turn, they will become confident
contributors to society.

Chung toi sé cung cép cho hoc sinh phuong phdp hoc tdp ca nhdn hda hiéu qua nhét voi cac coéng
nghé tién tién dé giup sinh vién vuwgt qua kha nang cda ban thdn nhanh hon. D6i lai, ho sé tw tin dé
tré’ thanh nhing nguwoi dong gop cho xa hoi.

1.2.3.  Purpose

1.3.

Muc dich

From our core values and beliefs, our purpose emerges naturally. In many ways, our core purpose is
similar to our core values: it is fundamental to Geniebook and it is deeply held and unchanging. Our
purpose is like our heartbeat or soul - our raison d'etre, that is, the reason for our existence. Also,
since we want to help students to improve limitlessly., our purpose is like a guiding star on the horizon-
forever pursued but never reached.

Twr cdc gid tri cét 16i va niém tin, muc dich cua chung ta xudt hién mot céch tw nhién. Theo nhiéu céch,
muc dich cét 16i cua chung ta gibng voi céc gid tri cot I6i cia chung ta: né la nén tang clia Geniebook
va dworc gilb vibng sdu sdc va khéng thay déi. Muc dich cda ching ta giéng nhw nhip tim hay tam hén
cua chung ta- our raison d'etre, dé Ia ly do ton tai cia chung ta. Ngoai ra, vi chung ta muén gidp hoc
sinh tién bé vé han, muc dich cua chung ta gié'ng nhw mét ngdi sao dan dwong phia chan troi - mai
maéi theo dudi nhung khéng bao gio dat toi.

Purpose - To accelerate students’ learning 1000x faster, with personalisation and innovations so they
can become confident contributors to the society.

Muc dich - Bé thuc day qua trinh hoc tap cia hoc sinh nhanh hon gap 1000 I4n, véi tinh ndng cé nhan
héa va déi méi dé ho cd thé tw tin tré thanh nhirng ngui déng gép cho x& hoi.

Company Mission
Muc tiéu céng ty

70,000 Singapore and 30,000 International students by 2024.
70,000 hoc sinh Singapore va 30,000 hoc sinh quéc té truéc ndm 2024
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1.4. Appointment

1.4.2.

1.4.3.

Théng tin khac
1.4.1.

Workplace

Noi lam viéc

The Geniebook Vietnam Company Ltd official workplace will be at 3rd Floor, Vimedimex Building,
246 Cong Quynh, Pham Ngu Lao Ward, District 1, Ho Chi Minh City, Viet Nam.

Employees may also be stationed at the various Branches or may be required to travel from
Branch to Branch in Vietnam over the course of their work.

Tru s& chinh cda céng ty nam tai Tang 3, Cao é¢c van phong Vimedimex, 246 Céng Quynh,
Phuwong Pham Ngd Ldo, Quén 1, Thanh phé H6 Chi Minh, Viét Nam.

Nhéan vién céng ty c6 thé lam viéc tai nhiéu chi nhdnh khac, hodc cé thé sé duroc yéu cdu cong téc
ttr cac chi nhanh vé tru sé tai Vietnam dé lam viéc khi can thiét.

Working Hours

Thoi gian lam viéc

The Company’s standard working week consists of five (5) days and working hours (GMT +7) are
as follows;

Weekdays: 9.00 am - 6.00 pm, 11.00 am - 8.00 pm or 12.00 pm - 9.00 pm

Weekends: 12.00 pm - 9:00 pm (applicable to Sales team)

Céng ty Iam viéc nam (5) ngay/tuén va gicr lam viéc theo gicr Viét Nam nhuw sau;

Trong tuén: 09h00 - 18h00, 11h00 - 20h00 hodc 12h00 - 21h00

Cudi tuan: 12h00 - 21h00 (dp dung cho team EC)

Lunch or dinner break is limited to one (1) hour per day.
Bira trira hodc bira toi sé dwoc gidi han chi mét (1) tiéng/ngay

The exact working hours and days are subject to departmental and operational needs, which might
include weekends.

Thoi gian va sé ngay lam viéc chinh xdc sé dwoc phan bé tuy phong ban va nhu cdu véan hanh, coé
nghia thoi gian lam viéc c6 thé bao gém ca cudi tuan.

You may be required to work outside your stated working hours when the need arises.
Ban cd thé sé duwoc yéu cau lam viéc ngoai gicr khi cé nhu cau phat sinh.

The Company reserves the right to change any work schedule to conform to operating
requirements at any time.

Céng ty cé quyén thay dbi bat ky lich lam viéc nao dé thich tng véi cdc nhu cau van hanh bét cur
luc nao.

Organization Chart
So db té chire

Refer to “GB Organisation Chart” here:
Tham khdo “So D6 Té Chirc Geniebook” tai day:

https://docs.google.com/presentation/d/1UHpYBc4dGHdd4tH6O2ycaE1UEMcsrPB7/edit#slide=id.p
4
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1.4.4.

Employment Offer

Thw moi nhan viéc

It is the policy of the Company to hire individuals who are qualified or trainable for employment as
determined by our standards of education, experience, aptitude, and character.

DA4y 14 chinh sdch cda céng ty dé tuyén dung nhing nhan vién phu hop va cd kha ndng dao tao,
dép (rng duwroc céc tiéu chudn vé trinh dé, kinh nghiém, thién phu va tinh céch.

All decisions regarding the recruitment, selection, and placement of employees are to be made

solely based on job-related criteria. Every effort will be made to hire employees for positions which
best utilize their abilities.

T4t ¢ cac quyét dinh tuyén dung sé chi duoc thuc hién dwa trén nhitng hang muc lién quan t&i
céng viéc. Cac quyét dinh tuyén dung cho méi vj tri sé duoc cdn nhdc ky dé céc tng vién cd thé
phét huy t6i da céc kha néng cua minh.

Qualified candidates will be given a Letter of Employment with key employment terms and a copy
of this employee Handbook.

U"ng vién phu hop sé nhan dwoc Thw moi nhan viéc voi cac diéu khodn lam viéc cung mét ban
sao ctia S6 Tay Nhan Vién nay.
An offer of employment is subject to the following conditions:
Burc thw moi nhén viéc sé cd nhing diéu khodn sau:
i. The candidate must declare the following personal information to the Company:
(ng vién can chuén bj céc théng tin cd nhan duwdi ddy dé ndp cho Céng ty:
a. Personal Details Form
Dién form théng tin cd nhan
b. Vietnamese Personal Resume
So yéu ly lich céng chirng tai noi cw tri
c. ldentity Card (Notarized)
Chtrng minh nhan dan/ Can cwdc céng dan ban sao céng chirng
d. Notarized Vietnamese Health Check
Gidy kham strc khde co xdc nhan cua trung tam y té
e. Education Certificate (Scanned photo)
Béng cép ban sao

ii. Non-citizens can only start their employment after approval of a Visa or a Work Permit by the
relevant authorities.
Nhirng nhén vién nguoi ngoai quéc sé bat dau céng viéc sau khi dwoc céap Visa hodc gidy phép
lao dong danh cho ngwoi nwdc ngoai theo dung luét lao djng.

iii. Prospective employees must acknowledge and abide by the following in this employee
handbook;
M&i nhan vién déu phai hiéu va tuén theo céc diéu dwdi ddy duoc ghi trong S6 Tay Nhan Vién;

a. Non-disclosure and confidentiality undertaking in the next section.
Cam két bdo méat va khong tiét 16 dudi bat ky hinh thirc ndo

b. Employee Conduct
Noi quy hanh xt trong cbng ty cda nhan vién

c. Obligation to the Company on Separation
Tuén thd theo sw sdp xép cla Céng ty
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1.4.5.

1.4.6.

d. E-Policy
Chinh sach lam viéc online

Non-Disclosure and Confidentiality Undertaking
Diéu khodn Bdo méat va Khéng tiét 16 théng tin

It is mandatory that you do not, either during or after the termination of your employment, divulge or
communicate to any unauthorized person(s) any information which may be deemed to be
commercially sensitive, confidential or secret. Such information includes the working of any
process or invention which is being carried out or used by the Company. This undertaking will
continue indefinitely even after cessation of employment by this company. Any breach of this
undertaking may cause you to be liable of its consequences.

Day la nhing diéu ban bat budc phai cam két thurc hién, ké ca trong qud trinh lam viéc hay sau khi
két thic cong viéc — khéng duoc tiét 16 hay trao dbi bat ky théng tin nhay cdm nao vé thuong mai,
hay béat ctr théng tin bdo mét nao véi bat cir ngudi ndo khéng cd tham quyén. Nhikng théng tin vé
bat ky quy trinh hay séng tao nao cua céng ty da va dang duoc st dung déu duorc coi la thong tin
bdo mét. Viéc bdo mat théng tin nay sé kéo dai vo thoi han ké ca sau khi ban két thuc lam viéc vdi
céng ty. Bat ky sw vi pham nao vé bdo mét ciing sé co thé khién ban gadp céc hdu qua vé phap ly.

Notification and Updating
Théng bao va Cap nhat

If there are changes in your personal information (including Financial Situations and Criminal
records), you are required to notify the Department Head and the Human Resource Department
immediately. This enables the Company to maintain an updated record so that the best possible
assistance can be rendered when the need arises.

Néu co sw thay dbi nao vé théng tin cé nhan (bao gém cédc théng tin vé Tai Chinh hay So yéu ly
lich), ban phai théng bdo voi Trirdng B Phan va Phong Nhan Sw ngay lap tuc. Viéc nay sé gidp
Céng ty duy tri théng tin nhan vién duoc cdp nhét lién tuc dé hé tro tét nhat ngay khi cé céc nhu
cau phét sinh.

Provision of false personal records, whether in the application for employment or during service, is
a serious breach of contract and is liable to immediate dismissal without compensation or notice.

Viéc cung cép cédc théng tin cd nhan khéng chinh xdc khi nép hé so ban dau hay cap nhat khéng
chinh xac trong qua trinh lam viéc sé dan tdi viéc vi pham hodng nghiém trong va cé thé dan toi
viéc két thuc hop dbng lam viéc ngay I4p ttrc ma khéng co béi thudng hay béo trude.

1.5. Probation Period

Thoi gian the viéc

1.5.1.

Probation
Tha viéc
All employees will be subject to a probationary period, as agreed and guaranteed by labour laws.

During the probationary period, either party can terminate the Employment Contract by giving due
notice or salary in lieu of notice as specified in the Probation contract.

T4t ¢ cac nhan vién sé co thoi gian thi viéc theo thda thudn va dam béo theo quy dinh cia luét
lao déng. Trong qua trinh thir viéc, cd hai bén cé thé két thuc hop déng lao déng bang céch bdo
trée theo nhw nhitng diéu khodn da duoc ghi chu trong Hop dong thi viéc.
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1.5.2.

Confirmation
Hop dbng chinh thirc

Confirmation of appointment is subject to satisfactory job performance during the period of
probation. In this case, employees will receive a Letter of Confirmation upon successful completion
of the probationary period.

Hop déng chinh thirc sé dwoc ky khi céng ty hai long vé két qua thir viéc cua nhén vién. Trong
trrong hop nay, nhan vién sé nhan dwoc Hop déng chinh thirc sau khi hoan thanh thoi gian thir
Viéc.

1.6. Resignation and Termination of Employment

1.6.2.

Nghi viéc va Két thuc hop déng lao ddng
1.6.1.

Resignation/Termination
Nghi viéc/ Két thic HPLD

For all employment terminations, the party initiating the termination must either serve the notice
period stipulated in the Letter of Employment or pay the other party the equivalent salary in lieu of
notice.

Vi tat ca céc trvong hop két thic hop dbng lao déng, bén muén két thic can tudn thu céc diéu
khodn vé nghi viéc trong Hop déng lao déng hodc trd di céc khodn lwong twong tng theo cac
diéu khoan.

Notice periods corresponding to the departments of employees are as follows:
Thoi han bao trirdc cua tirng phong ban va vj tri dwoc ghi chu nhw sau:

dinh thoi han)

Department Notice Period During Notice Period After Notice Period After
(Phong ban) Probation Confirmation - Confirmation -
(Thoi gian bao trirée khi Definite-term labor Indefinite-term labor
dang the viéc) contract contract
(Thoi gian bao truéc (Thoi gian bao tridc
khi da ky HPLD xac khi da ky HPLD khéng

xdc dinh thoi han)

All employees

Three (3) days

Thirty (30) days

Thirty (45) days

(T4t cd nhan (3 ngay) (30 ngay) (45 ngay)
vién céng ty)
Interns No application One (1) day One (1) day
(Thue tap sinh) (1 ngay) (1 ngay)

Khéng ap dung

During your notice period, you shall handover all documents and materials relating to your work
and ensure a smooth transition of your duties and responsibilities.

Trong thoi gian bdo nghi, nhan vién ban giao tat ca cac gidy tor va céng cu dung cu lién quan toi
céng viéc, dam bdo ban giao tat ca céc tréch nhiém va téc vu lai mét cach thudn loi cho céng ty.
Néu ban khéng ban giao hoan thién.

Dismissal
Dudi viéc
If an employee is dismissed for violating the law (refer to misconduct in the company’s regulation)

or the termination clauses in the employment contract, the employee's employment contract will be
terminated.
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1.6.3.

Néu mét nhén vién bj sa thai vi pham ludt (xem thém phan pham luét trong ndi quy lao déng) hodc
vi pham céc diéu khodn chdm dut hop dong trong hop dong lao dong, nhan vién sé bj két thic hop
dbng lao déng.

Surrender of Company Properties
Hoan trg tai san céng ty

When a employee member’s employment is terminated, he/she is required to surrender all
company property to the Company on the last day of employment. In the event of loss of any
company property, the Company is entitled to the recoverable cost of the loss.

Khi nhan vién két thuc hop dong véi Céng ty, nhan vién dé duoc yéu cau hoan tré cac tai san cua

céng ty cho céng ty vao ngay cubi cung lam viéc. Trong trwong hop bi mét ctr céng cu dung cu
nao, Céng ty sé yéu cau nhan vién boi thuong voi gid tri tuong tng.

2. Remuneration
Phuc loi

2.1. Compensation
Lwong

211,

Salary Administration
Lwong co ban

Employees shall be paid salary on a monthly basis (from 1st to the last day of the month) which will
be credited to their personal bank accounts by the 10th of the following month.

Employees are to notify the Human Resources Department immediately of any changes to their
Bank Accounts so that salary payments will not be hindered.

Nhan vién sé dwoc nhan lvong hang thang (tinh tr ngay 1 dén ngay cudi cung cua théng) vao
ngén hang ca nhan vao ngay 10 clda thang tiép theo.

Nhén vién can bdo véi phong Nhdn Sw ngay ldp tirc néu co thay déi gi vé Tai khodn Ngén hang dé
lwong khéng bi chuyén 16i hay cham tré.

Overtime Payment
Lwong ngoai gic

Overtime is not expected of employees and hence no provision will be made for time-off or
overtime pay.

Viéc lam ngoai gico' khéng dwoc khuyén khich va sé khéng duoc thanh todn néu khéng duoc cho
phép hay cé bang chirng xdc nhan cho viéc lam ngoai gic.

Social Insurance
B3o Hiém Xa Hoi bat budc
For Vietnamese and Permanent Residents

Under the Labor Law, both the Company and employee are required to make monthly contributions
based on current legislated rates to the employee’s Insurance account, a compulsory savings fund
set up by the Government for the social and economic benefits of all employees.

Déi v&i cdc nhan vién la nguoi Viét Nam va cac Thudng Tri Nhén

Theo yéu cau cia Luét Lao Pdng, cd Céng ty va Nguoi lao déng déu phai déng mét khodn hang
thdng theo yéu cau va dinh murc cda Bdo Hiém Xa Hoi, mot khoadn tiét kiém bat budéc nha nudc
yéu cau dé dem lai loii ich vé an sinh va kinh té cho tat ca cac nhan vién.
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Income Tax
Thué thu nhdp cd nhan

Employees will be responsible for the full amount of personal income tax due and payable as a
result of their employment with the Company.

Nhan vién phai c6 trach nhiém vé toan bé khodn thué thu nhdp cd nhan phai déng khi lam viéc tai
Céng ty.

Salary Confidentiality
Bdo mét vé luong

All salary information is confidential and should not be disclosed for any reason, other than as
required for appropriate financial reporting purposes.

T4t ca cédc théng tin vé lwong phdi duoc gitr bdo méat va khéng duorc tiét 16 ra dwdi bat ky hinh
thire hay ly do nao — trer trivong hop bt budc phai khai bdo vé tai chinh.

The company requests that all employees keep their wages, benefits, bonuses and any other form
of compensation confidential, and avoid providing or otherwise broadcasting this information with
other employees, or with any third-party that does not have a bona fide need to know.

Céng ty yéu cau tat ca cdc nhén vién bdo mat thong tin vé long, thudng hay bat ki mirc phic loi
nao — khéng cung cép nhirng théng tin nay véi bat ky nhan vién nao khéc, cing nhw voi bat ky bén
thir 3 nao khéng cé déc quyén duoc xac nhén théng tin nay.

Any unauthorized disclosure of confidential information by employees may impede our ability to
effectively compete for talent, may create unnecessary conflict and disputes, and could lead to
disciplinary action up to and including termination of employment.

NhiFng théng tin bdo mét bi tiét 16 tréi phép co thé sé dnh hudng va gdy méau thudn trong ndi bd
céng ty, cd thé dan toi cac hanh déng xi ly ky ludt bao gém sa thai nhan vién pham 6.

2.2. Employee Performance Review and Rewards

222

Danh gia va khen thwdng nhan vién

2.21.

Employee Appraisal System
Hé théng khen thuéng nhén vién

After confirmation, employee performance will be reviewed on a 6 months and 12 months basis.

Sau khi tré thanh nhan vién chinh thire, nhan vién sé duoc xem xét va danh gid vao méi 6 thang
va 12 thang.

Salary Increment/Bonus
Tang lvong/Khen thuéng

Employees will be reviewed for salary increments/bonus only after 1 year of service.
Increments/bonus will be based upon the individual performance of employees and profitability of
the business units, at the same time based on the company's annual salary increase/bonus policy.

Nhan vién sé dwoc cdn nhac danh gid tang lwong/ khen thudng sau mét nam lam viéc. Mirc tdng
lvong/thwdng sé tinh dwa vao thanh tich ca nhédn cdng nhw dong gop cda nhén vién dé cho doanh
nghiép, déng thoi dwa theo chinh sach téng long/khen thuwdng hang nam cda céng ty.
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2.2.3. Company Rights

Quyén cda Céng ty

i. The Company reserves the right to deny salary increments/bonus to any or all employees
without providing any reason whatsoever. The salary increments/bonus may be reviewed or
canceled at any point in time.

Céng ty c6 quyén ttr choi tang lwong/ thuwdng cho bat ky hodc tat ca cac nhan vién ma khéng
can cé ly do. Mirc tang lwong/thudng co thé duoc danh gid hodc nguwng béat ky lic nao

ii. The salary increments/bonus will be paid only if the Company achieves the profit target.
Khoan Irong tang/thwdng sé dworc tra chi khi Cong ty dat dwoc muc tiéu kinh doanh

iii. Employees who have resigned, before or after the qualifying period, will not be awarded the
salary increments/bonus.
Nhan vién nghi viéc trivdc hodc sau ky danh gia sé khong nhdn dwoc mure long tang/thudéng.

iv. The salary increments/bonus is a special privilege (not an entitlement) accorded to deserving
team members only. In any or all cases, the decision of the Company as an employer will be
final and no correspondence or discussions will be entertained.

Tang lwong/thudng la mét dac quyén (khéng bat bude) tuy thude vao mire dé cong hién cia
nhén vién &y. Céng ty sé toan quyén quyét dinh thoi gian, lrong thudng va khéng cé ban bac
cung vo&i nhan vién.

3. Leave Benefits
Ngay nghi

3.1. Leave Scheme

Lijch nghi
3.1.1.

Public Holidays
Ngay Ié

All employees are entitled to eleven (11) paid public holidays a year in accordance with the
Employment Act. If the holiday falls on a rest day or if employees are required to work on a public
holiday, the company will grant off in lieu.

T4t cg cdc nhan vién déu cé muwdoi mét (11) ngay nghi 1€ hang nam theo Luét Lao Bong. Néu ngay
nghi 16 roi vao ngay nghi, hodc nhan vién duoc yéu cu lam viéc vao ngay nghi, céng ty sé cé muic
bu lai twong tng.

Leave Eligibility
Nghi phép

Employees are entitled to take paid leave when they sign a formal labour contract with the
company; this is effective after the probationary period.

Nhén vién dwoc phép nghi phép cd long khi nhan vién ky hop déng lao déng chinh thirc voi cong
ty, diéu nay dwoc ap dung cho nhan vién sau thoi gian tho viée.

Annual Leave Entitlement
Nghi phép co lwong hang nam

Employees are entitled to fifteen (15) days paid annual leave. Leave will be prorated based on the
number of full months the employee has worked.
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Nhan vién cé muwoi I1am (15) ngay nghi phép co long hang ndm. Ngay phép dwoc tinh dwa trén sé
thang hoan chinh nhan vién da lam viéc.

One (1) additional leave will be credited for every year of service completed as at 1st January.
V&i mbéi mét ndm thdm nién, nhan vién sé cé thém mét (1) ngay phép, tinh tr ngay 01 thang 01
hang nam.

i. Leaves will be capped at 21 days.
Ngay nghi téi da la 21 ngay.

ii. No backdating of service
Khdéng dwoc dung ngay nghi triede thoi han.

Statutory annual leave entitlement will be forfeited if the employee is:
Ngay nghi phép cd lwong hang ndm sé bj hidy néu nhan vién:

i. did not use annual leave within twelve (12) months after the end of twelve (12) months of
continuous service. However, as stated in Section 3.1.6, the company has a policy to be carried
forward.

Khéng st dung ngay nghi phép trong muwdi hai (12) thdng sau khi két thic muwoi hai (12) thang
lam viéc lién tuc tai Céng ty. Tuy nhién céng ty ciing co chinh sdch bao Iwu phép quy dinh cu
thé & muc 3.1.6.

Birthday Off Entitlement
Ngay nghi sinh nhat
Employees can claim one day off in their birthday month. It will be forfeited if not utilized within the
birthday month.
Nhén vién sé dwoc nghi mot ngay bét ky trong thang sinh nhat cda minh. Ngay nghi sinh nhat sé bj
hdy néu khéng duorc st dung trong thang sinh nhat cia nhén vién do.
Leave Application
Don xin nghi phép
All leave applications must be made in writing and at least:
e one (1) day in advance for 1 day off
e three (3) days in advance for 2-3 days off
e fourteen (14) days in advance for more than 3 days off
e and shall be approved at the absolute discretion of the Company.
T4t ¢ cdc don xin nghi phép phai duroc viét va ndp trurdc it nhat:
e Bdo trwdc mét (1) ngay néu nghi 1 ngay
e Bdo trwdc ba (3) ngay néu nghi tr 2-3 ngay
e Bdo trwdc muwdi bon (14) ngay néu nghi ttr 3 ngay tré 1én
e T4t cd cdc don nghi phép can cén phai duoc Céng ty duyét va quan ly sap xép céng viéc

i. Annual (Nghi phép)

All leave applications must be submitted in e-HR in advance and approval shall be at the
absolute discretion of the Company. Leaves must be approved by your direct supervisor before
commencement of leaves. Failure to comply will result in annual leave(s) being treated as
unpaid without prior notification from HR.

T4t ¢ nhiing don nghi phép phai ndp cho e-HR trudrc dé duroc Cong ty sdp xép cong viéc va
duyét trurée. Pon nghi phép phai duoc cép trén truc tiép cida ban duyét. Néu khéng duoc duyét
ma van nghi, nhitng ngay nghi nay sé duoc tinh la nghi khéng lwong ma khéng can théng bdo
xdc nhan tr phong Nhan sr.
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ii. Sick Leave (Nghi bénh)
Inform your manager and HR for your absence within first 4 hours of working day via email

Hay bdo v&i quan ly cda ban cung bé phdn Nhdn Sw vé viéc vdng mdt cuia ban trong vong 4 gior
dau tién cua ngay lam viéc qua email

On the day itself or within two (2) working days of your return from your sick leave, apply and
attach your medical certificate (MC) in e-HR. Failure to comply will result in sick leave(s) being
treated as unpaid without prior notification from HR.

Néu nghi bénh, ban can bé sung gidy khdm bénh trén hé théng eHR lai trong ngay hodc trong
vong hai (2) ngay lam viéc sau khi nghi bénh. Ban c6 thé ndp ban scan thay vi ban cirng. Néu
ban khéng thé hoan thanh diéu trén, ngay nghi bénh cia ban sé bj tinh nhu nghi khéng phép
ma khéng can théng bdo xdc nhan tir phong Nhan sir.

Accumulation of Leave
Tich Idy ngay nghi phép

In accordance with the Employment Act, statutory annual leave entitlements are to be used within
twelve (12) months or carried forward to the next year.

Theo luét lao déng, ngay nghi phép hang ndm cé thé dwoc dung trong mwoi hai (12) thang lam
viéc, hodc dwoc bado lwu qua nam sau.

Leaves allowed to be carried forward depends on how many years of service they have with the
company. The year of service begins from the day the employee starts work with the company.

S6 ngay phép duoc bdo lwu qua ndm sau tiy thudc vao sé ndm thadm nién ban lam viéc tai cong ty.
Tham nién dworc tinh tir ngay ban bat dau lam viéc tai cong ty

Year of Service Days of Leave
S06 nam lam viéc Ngay phép duwoc bdo luvu
1t 7
2 8
3 9
4" 10
5 1
6" 12
7™ 13
8" and thereafter 14
(ttr 8 nam tro di)

Unutilized leave thereafter would be forfeited with no exception. There will strictly be no
encashment of leaves.

Ngay phép khéng st dung sau do sé bj hiy, khéng hoan tién va khéng cd ngoai 1é bdo lwu néo
khac.

Consumption of Next Calendar Year’s Annual Leave Entitlement
St dung ngay phép nam sau

Employees are not allowed to consume the next calendar year’s annual leave entitlement within
the current calendar year.
Nhan vién khéng duoc st dung ngay phép nam tiép theo trong nam hién tai.
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3.1.10.

Annual Leave on Resignation
Dung ngay nghi khi xin nghi viéc

i. Annual — Nghi cé hwong lvong

Using leave to offset notice period in exchange for bringing forward the last day of employment
is allowed (however, management's approval is required). In this case, the employee would be
paid up to the last day of employment.

Nhén vién cé thé dung ngay nghi phép dé nghi trong qua trinh ban giao (tuy nhién céan cé sw
dbng y cua cap quan ly). Trong qud trinh nay, tién lwong nhan vién sé duoc trd téi ngay lam
viéc cudi cung.

ii. Unpaid — Nghi khong lwong

Unpaid leave is granted at the Company’s discretion. If you apply for unpaid leave while serving
notice, the Company can extend the notice period.

Nghi khéng lwong sé khéng duoc cong ty tinh vao ngay ban giao. Néu ban xin nghi trong thoi
gian ban giao, céng ty sé kéo dai thoi gian ban giao twong ting véi sé ngay nghi khéng phép.

ii. Sick leave — Nghi bénh

If you take sick leave (paid or unpaid) during the notice period, it is treated as part of the notice
period.

Néu ban nghi bénh (cé lwong hodc khéng lwong) trong thoi gian ban giao, thoi gian nay sé
duworc tinh trong khoang thoi gian ban giao.

Medical Leave
Nghi bénh nhap vién

Employees are entitled to paid sick and hospitalization leave if the employee signs a formal labor
contract with the company and has successfully pass the probationary period.

Nhéan vién dwoc phép nghi bénh co lwong va nghi nhdp vién néu nhan vién ky hop déng lao ddng
chinh thare voi cdng ty va da vuot qua thoi gian thu viéc.

To qualify for paid sick leave, employees must be certified to be unfit for work by doctors and
dentists from approved medical institutions.

Dé dwoc chdp nhan xin nghi bénh, nhan vién phai cé gidy xdc nhén bénh ly tr cac bac sT duoc
cap phép.

For hospitalization leave, they must be certified by approved hospitals or national centers. If
employees are certified so, they are eligible for hospitalization leave, regardless of whether they
recuperate in an acute hospital, community hospital or at home.

Dé nghi nhap vién, nhan vién phai cé gidy xac nhan tir bénh vién hodc céc trung tam y té. Néu
nhén vién cé gidy xac nhan, nhan vién dwoc nhan Ngay phép nghi nhdp vién — du nhan vién &y
dang nghi ngoi tai bénh vién tw, bénh vién cong hay nghi ngoi tai nha.

Employees who have worked for at least two months are entitled to five (5) days of paid outpatient
leave.

Nhén vién dwoc nghi bénh co lwvong nam (5) ngay khi da lam viéc tee hai (2) thang tré 1én.

Dental Health
Nha khoa

According to the company's annual healthcare insurance program.

Theo chuwong trinh bdo hiém strc khée hang ndm clda céng ty.
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3.1.11. Maternity Leave (Applicable for Female Employees)

Vi.

Nghi thai san (dp dung v&i nhan vién niy)

Employees who participate in mandatory social insurance are entitled to maternity benefits if
they fall into one of the following categories:

Nguwoi lao déng tham gia BHXH bat buéc dwoc hudng ché dé thai sén néu thudéc mét trong céc
trivong hop sau:

Pregnant female employees;
Nguwaoii lao dong niv (LODN) mang thai;

Female employees giving birth: Have already made at least 06 full months’ social insurance
contributions during the periods of 12 months before childbirth.

LDN sinh con: LDN sinh con, lao dong n&* mang thai ho va ngwoi me nho' mang thai ho, NLD
nhan nuéi con nuéi dwdi 06 thang tudi phdi déng BHXH tur du 6 thang tré Ién trong thoi gian 12
thang trudc khi sinh con hoac nhan nudi con nudi.

Where those who have already made at least 12 full months’ social insurance contributions
have to take time off work to protect their unborn babies, they are required to make at least 03
full months’ social contributions during the periods of 12 months before giving birth to a child.

LON sinh con da déng BHXH twr di 12 thdng tré Ién ma khi mang thai phdi nghi viéc dé duéng
thai theo chi dinh cuda co’ s& khdm bénh, chita bénh cd thdm quyén thi phai déng BHXH tu du
03 thang tré 1én trong thoi gian 12 thang trwdc khi sinh con.

Surrogate female employees and commissioning mothers
LDN mang thai h va ngwdi me nhd mang thai ho.
Male or female employees adopting a child of under 06 months of age:

Have already made at least 06 full months’ social insurance contributions during the periods of
12 months before adoption.

NLB nhén nuébi con nubi dwdi 06 thang tudi da déng bdo hiém téi thiéu 6 thang trong sudt 12
thang trwedc khi nhan con nudi.

Female employees use IUDs, sterilization;
Lao déng ni¥ dat vong tranh thai, triét san;

Male employees who are making social insurance contributions and lawfully married to the
child’s mothers

Lao déng nam dang déng BHXH c6 vo sinh con, cé két hén hop phdp véi ngudi me cia dira
tré.

Entitlement period
Thoi gian huéng ché dé thai san
Antenatal care

Tho'i gian kham thai
Employee have 05 times of Antenatal care, 01 day off for each appointment
LDON dwoc nghi viéc dé di khdm thai 5 Ian, méi lan 1 ngay

If pregnant women are living away from healthcare establishments, have been found with
pathological conditions or carried a fetus with some abnormalities, they can take 02 days off for
each appointment.
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Trong thoi gian mang thai,; tredng hop & xa co s6& kham bénh, chira bénh hodc nguoi mang
thai c6 bénh ly hodc thai khéng binh thwong thi dwoc nghi 2 ngay cho méi lan khdm thai.

The allowable number of days of maternity leave is counted on the basis of business days,
exclusive of national holidays and Lunar New Year holidays and weekdays or weekends off.

Thoi gian nghi viéc huwdng ché do thai sén néu trén tinh theo ngay lam viéc khéng
ké ngay nghi 18, nghi Tét, ngay nghi hang tuan.

Miscarriage, suction aspiration, dilation and extraction, stillbirth or forced abortion due to
pathological conditions

Thoi gian hudng ché dé khi sdy thai, nao, hut thai, thai chét lu hodc pha thai bénh ly
Maximum period:

Thoi gian nghi viéc téi da dworc quy dinh nhw sau:

10 days off for 05 weeks’ gestation;

10 ngay néu thai dwéi 5 tuan tudi;

20 days off for 05 — under 13 weeks’ gestation;

20 ngay néu thai ter 5 tuén tudi dén dudi 13 tuan tudi:
40 days off for 13 — under 25 weeks’ gestation;

40 ngay néu thai tr 13 tuén tudi dén dudi 25 tuén tudi:
50 days off for at least 25 weeks’ gestation.

50 ngay néu thai ttr 25 tuén tudi tré 1én

Note: The allowable number of days of maternity leave is counted on the basis of business days,
national holidays, Lunar New Year holidays and weekdays or weekends off

Lwu y: Thoi gian nghi viéc hudng ché do thai sén néu trén tinh ca ngay nghi 18, nghi Tét, ngay nghi
héng tuén.

Childbirth Leave
Ngay phép sinh con
Childbirth period:

Sinh thuong
06 consecutive months before and after birth

LDN sinh con duwoc nghi viéc hudng ché dé thai san trudc va sau khi sinh con la 6 thang lién
tuc

In the case of giving birth to twins or multiples, one more month off of maternity leave from the
second child onward will be offered.

Triwong hop LON sinh déi tré 1én thi tinh tr con thi hai tré di, cir méi con, ngudi me dwoc nghi
thém 1 thang. Thoi gian nghi hudng ché do thai san trwdc khi sinh téi da khéng qua 2 thang.

Postnatal period:
Giai doan sady thai

In the case of early neonatal death (2 months or less), 04 months’ maternity leave that begins
on the baby delivery date will be offered;

Trwong hop sau khi sinh con, néu con duwdi 2 thang tudi bi chét thi me dworc nghi viéc 4 thdng
tinh tr ngay sinh con;
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- In the case of neonatal death (2 months or more), 02 months’ maternity leave that begins on the
newborn death date will be offered

Néu con tir 2 thang tuéi tré 1én bi chét thi me duwoc nghi viéc 2 thang tinh tir ngay con chét

Surrogacy and commissioning mothers
Ché db thai sén cua LDN mang thai hd va ngudi me nhé mang thai hé

- Paid maternity leave is offered if the surrogate mother has had miscarriage, undergone suction
aspiration, dilation and extraction operation, stillbirth or forced abortion due to pathological
conditions which are the same as other normally pregnant female employee. Maternity leave
during prenatal, postpartum and baby handover period shall be the same as the maternity leave
provided to other normally pregnant female employee

LDN mang thai hd dwoc hwédng ché do khi kham thai, sdy thai, nao, hut thai, thai chét lwu hoac
phé thai bénh Iy va ché do khi sinh con cho dén thoi diém giao dira tré cho ngudi me nhé mang
thai hd nhwng khong vuwot qua thoi gian quy dinh clia Luat Lao Dong

- If 60 days’ maternity leave has not been fully taken within the period from the childbirth date to
the baby handover date or to the child death date, the surrogate female employee shall be
entitled to a full period of 60 days’ maternity leave, inclusive of national holidays, Lunar New
Year holidays, and weekdays or weekends off.

Trong trwdng hop ké tir ngay sinh dén thoi diém giao dra tré ma thoi gian hwdng ché do thai
san chuwa du 60 ngay thi ngwdi mang thai hd van dwoc hwéng ché dé thai san cho dén khi du
60 ngay tinh c& ngay nghi 18, nghi Tét, ngay nghi hang tuan.

- The commissioning mother shall be entitled to maternity leave upon receipt of the surrogate
baby till the baby gets 06 months old.

Nguwoi me nhd mang thai hdé dwoc hudng ché do thai san tir thdi diém nhan con cho dén khi
con du 06 thang tudi.

- The longer a female employee is pregnant, the more working days they are allotted to take off:
Thoi gian nhan vién niv nghi kham thai san tuy theo cac dinh mrc dwéi day:

- One to three months of pregnancy will guarantee 20 working days off,
T 1-3 thang mang thai: dwgc nghi 20 ngay

- Three to six months is granted 40 working days off,

Tl 3-6 thang mang thai: dwgc nghi 40 ngay

Over six months will be 50 working days off.
Tl 6 thang tré 1én: dwoc nghi 50 ngay lam viéc

After giving birth or adopting a child under four months old, female employees are entitled to a
lump-sum allowance equivalent to two months common minimum salary per child. A female
employee who has a child less than twelve months old is entitled to sixty minutes per working day
to take care of their baby.

Lao déng ni¥ sinh con hodc ngudi lao ddng nhan nudi con nudi dudi 06 thang tudi thi duwoc tro cap
mot l1an cho méi con bang 02 1an mirc lwong co s& tai thang lao ddng ni sinh con hodc thang
nguw®i lao ddong nhan nudi con nudi.

If a woman decides to return to work after four months of maternity leave, she must first obtain a
permission document from a qualified medical center stating that she is fit to work.

Trwéc khi hét thoi gian nghi thai san theo quy dinh tai khoan 1 Diéu nay, lao dong nir cé thé tré lai
lam viéc khi da nghi it nhat dwoc 04 thang nhwng ngudi lao dong phai bao trwéde, dwoc ngudi st
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dung lao déng déng y va cé xac nhan cla co s& kham bénh, chiva bénh c6 thdm quyén vé viéc di
lam s&m khong cé hai cho sirc khde clia ngudi lao dong.

3.1.12. Paternity Leave (Applicable for Male Employees only)
Nghi phép cho Ngwoi lao déng nam

Paternity Leave for Male Employees is applied as below:
Lao déng nam dang déng BHXH khi vo sinh con dwoc nghi viéc hwdng ché do thai san nhw sau:
- 05 business days off of paternity leave;

05 ngay lam viéc

- 07 business days’ paternity leave for his spouse’s surgical baby birth or under 32 weeks’
premature birth;

07 ngay lam viéc khi vo sinh con phai phau thuat, sinh con dwdi 32 tuan tudi.

- In the case of his spouse’s giving birth to twins, 10 business days' paternity leave shall be
offered. In the case of his spouse's twins or multiple births, more 03 business days' paternity
leave from the third child onward will be offered;

Trwdng hop vo sinh ddi thi dwoc nghi 10 ngay 1am viéc, t sinh ba tré 1&n thi clr thém mébi con
dwoc nghi thém 3 ngay lam viéc;

- In the case of his spouse’s surgical birth to twins or multiples, 14 business days' paternity leave
shall be offered.

Trwdng hop vo sinh déi tré 1&n ma phai phau thuat thi dwoc nghi 14 ngay lam viéc.

Note: The paternity leave time length specified in this Clause shall be valid within the duration of 30
days following the date of his spouse's baby delivery

Lwu y: Thoi gian nghi viéc hwéng ché do thai san quy dinh tai khodn nay dwoc tinh trong khoang
thoi gian 30 ngay dau ké tir ngay vo sinh con.

3.1.13. Childcare Leave
Nghi con é6m

Employees are entitled to paid childcare leave per year if:

- They have to take leave to take care of their children under 7 years old
Phai nghi viéc dé cham séc con duéi 07 tudi bi 6m dau;

- Have medical record from authorized medical centers
Cé xac nhan clia co s& kham, chira bénh c6 thdm quyén.

- The employees has worked for the employer for at least two (2) months
Nhan vién da lam viéc tai Cong ty it nhat 2 thang

- Maximum 20 business days off of Childcare leave if the child is under 03 years old
Téi da 20 ngay néu con duwéi 03 tudi;

- Maximum 15 business days off of Childcare leave if the child is from 03 to 07 years old
Toi da 15 ngay néu con tir dd 03 - 07 tudi.

3.1.14. Marriage Leave
Nghi cuwéi

Confirmed employees will be granted three (3) days of marriage leave for their first legal marriage.
Employees are required to forward a copy of their marriage certificate to the HR Department as
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3.1.15.

3.1.16.

documentary proof. Marriage leave must be utilized within six (6) months from their date of
marriage.

Nhan vién chinh thirc sé c6 ba (3) ngay nghi cwdi cho Ian két hén dau tién. Nhan vién duoc yéu
cdu gui mét ban sao gidy dang ky két hén cho phong Nhan Sw dé lam chirng. Ngay nghi curdi phai
dwoc dung trong sdu (6) thang ké tir ngay cuwdi cia ho.

Compassionate Leave
Nghi tang 1é

All employees are entitled to three (3) working days of paid compassionate leave and such leave
shall commence the day of the demise of any one of the following:

Nguwoi lao dong duwoc nghi viée riéng ma van hwdng nguyén lwong ba (03) ngay trong nhing
trirdng hop sau day:

- Death of legal parent, spouse or child

B6 dé, me dé chét; vor chét hodc chdng chét: con chét
- Death of grandparent, parent-in-law

Ong ba, bé vo, me vo hodc bé chéng, me chéng chét
- Death of sibling

Nguoi than trirc hé chét

For death occurring on a Rest Day / Public Holiday, the leave shall commence on the next working
day. For an employee who is required to work on a Saturday and the death occurs on a Saturday,
the leave will commence on the day itself and counted as one day compassionate leave.

Trong truong hop céc ngay nghi nay xay ra vao ngay Nghi/ ngay Lé, nhan vién sé dwoc nghi bu
vao ngay lam viéc tiép theo. V/&i nhitng nhén vién lam viéc vao thir 7 va nghi vao ngay thir 7, ngay
doé khéng duworc tinh vao ngay Nghi/ ngay Lé nhuw trén.

The employee shall produce documentary evidence such as a death certificate upon his/her return
to work.

Nhén vién can cung cép bang chirng xdc thuc cho viéc nghi trong nhing trurong hop nay cia
minh.

Unpaid Leave
Nghi khéng hwong lrong

Employees can apply for unpaid leave (also known as no-pay leave) if they are not eligible for paid
annual leave or have used up their paid annual leave. Unpaid leave is subject to approval from
your immediate supervisor.

Nhén vién cé thé dang ky nghi khéng hudéng lrong néu nhan vién dy khéng du diéu kién dé dwoc
hwéng ngay nghi cd lvong, hodc da st dung hét ngay nghi cd lvong. Nhan vién can dwoc quan ly
trwee tiép chép thuén cho nghi khéng lwong méi dwoc nghi phép vao nhitng ngay do.

If the employee takes more paid annual leave than they are entitled to, the excess leave is treated
as unpaid leave, and the employer can deduct their salary accordingly.

Néu nhéan vién st dung ngay phép hudng luong vwot dinh mire, sé ngay vurot dinh mirc sé by tror
truee tiép vao lwong nhan vién.
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3.1.17. Long Term lliness
Nghi 6m dai ngay
If employee is sick but have used up all their sick leave, the Company will:
Néu NLD bj bénh can diéu tri dai ngay va st dung hét han mirc ngay phép nghi bénh, Céng ty sé:

i Allow employees to go on extended no-pay leave for an agreed period and not exceeding 180
calendar days.

Cho phép NLD kéo dai ngay nghi khéng hwdng lwong va khéng qua 180 ngay.

ii. Make other working arrangements that are acceptable to both parties, such as re-assigning
duties.

S&p xép lai cong viéc phu hop cho cd doi bén
iii. Obtain a medical assessment of whether the employee can continue working.
Kiém dinh v&i bac si vé kha néng tiép tuc lam viéc cia NLD
If a doctor certifies that the employee is unfit to continue working, the Company
can terminate their services after giving due notice or pay in lieu of notice.

Néu béc sT két ludn NLD khéng phu hop dé tiép tuc céng viéc, cong ty sé két thuc hop ddng lao
doéng voi cdc khodn chi phi bu dap tuong tng theo ludt lao déng va hop déng lao déng.

3.1.18. Off-in-lieu
Nghi bu

If the job requires the employee to work overtime to serve the event, workshop, roadshow or any
other work-related tasks, they will be entitled for off-in-lieu as following:

Néu céng viéc yéu cdu NLP lam viéc ngoai gicr dé phuc vu cho sw kién, biéu dién hodc céc céng
viéc lién quan, NLD sé duwoc cho nghi bu theo murc nhuw sau:

Number of Hours Worked Time off

S6 gio lam viéc Nghi bu

Less than 3 hours None

Lam it hon 3 gio Khéng nghi bu
Less than 6 hours but more than 3 hours Half-day

Lam tor 3 toi dwoi 6 gior Nghi ntva ngay

6 or more hours Full day

Lam tir 6h tré Ién Nghi nguyén ngay

Off-in-lieu must be used before Annual Leaves and cannot be carried forward after 6 months or to
the next calendar year.

Ngay nghi bu khéng duroc tinh vao ngay nghi phép va khéng duoc bdo lvu quéd 6 thang hodc dé
danh qua nam sau.
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4. Employee Benefits
Cédc ché dp phuc loi khdc cda nhan vién

4.1. Complimentary Subscription
Dbang ky mién phi

Full-time employees are entitled to complimentary subscriptions after 3 months service with the
Company. Complimentary subscription applies to all of employees’ own children. Each child may
enjoy up to 300 worksheets with a maximum of 3 subjects. Subscriptions will end upon termination
of employment.

E-Math, A-Math, Combined Physics, Pure Physics, Combined Chemistry, and Pure Chemistry, will
be considered as individual subjects.

Example: If an employee requests for both E-Math and A-Math, 300 worksheets will be credited for
each.

Birth Certificates of children must be sent through e-mail to HR for verification. Creation will strictly
be managed by HR as part of complimentary benefits.

Nhén vién lam viéc toan thoi gian duoc dang ky mién phi sau 2 thang lam viéc voi Céng ty. Bang
ky mién phi dp dung cho tat cg con cdi cia nhan vién. Méi tré em Ia con cda nhan vién Geniebook
dwoc tham gia téi da 300 trang tinh vdi téi da 3 mén hoc. Pang ky sé két thic khi nhan vién khéng
con lam viéc tai céng ty.

Cdc mén hoc nhw E-Math, A-Math, VAt ly té hop, VAt ly thudn tiy, Héa hoc té hop va Héa hoc
thuan tuay, sé duorc coi la cdc mén hoc riéng 1.

Vi du: Néu mot nhén vién yéu cau cg E-Math va A-Math, 300 trang tinh sé dwoc ghi cé cho méi
mon.

Gidy khai sinh cda con cta nhan vién phai dwoc gl qua e-mail cho phong Nhan sw dé xac minh.
Chinh séch nay sé dwoc quan ly chat ché béi HR nhu mot phan cda céc loi ich mién phi danh cho
con cai cia nhén vién.

4.2. Healthcare Insurance
Béo hiém strc khde
According to the annual healthcare insurance program, which will be communicated to employees.

Theo chwong trinh bdo hiém strc khde duworc truyén théng hang ndm cho nhan vién.

5. Personal Data & Privacy
Théng tin ca nhan va Sy riéng tw

5.1. Compliance with the Personal Data Protection Act
Tuén thu diéu khodn bdo vé Théng tin ca nhan

The Company respects the privacy of its employees and shall collect and handle personal data of
employees in compliance with terms and conditions of the Confidential Agreement part in Labor
Contract.

Céng ty ton trong sw riéng tw cia nhan vién va co thé sé thu thap va xw ly cdc théng tin cd nhan cua
Céng ty, bdo mét theo diéu khodn bdo vé Théng tin cd nhan trong Hop dong lao dong.
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5.2. Purposes of Use of Personal Data
Muc dich s dung Théng tin ca nhdn

By providing personal data to the company, you have deemed consent that the personal data collected
for the purpose of employment and during employment shall be used or disclosed for the following
purposes necessary for managing or terminating the employment relation including:

Béng cdch cung cap théng tin ca nhan cho Céng ty, ban da déng y cho céng ty st dung céc théng tin
ca nhan nay cho muc dich nhan s, cling nhw nhi¥ng théng tin nay sé dwoc bdo mat va stv dung cho
muc dich quan tri nhan sw trong mét sé tinh huéng duwdi day:

a.

Evaluative purpose to include other companies within the same Group, amongst others,
assessment of an individual's suitability for a job, for promotion, transfer, retirement or for removal
from office.

Déanh gia murc dd phu hop cda nhan vién cho cong viéc, danh gia dé thang chure, thuyén chuyén,
nghi hwu hodc dé két thiic hop déng lao dong.

Using employee’s bank account details to disburse salaries and other arrears payments.
St dung théng tin ngdn hang cua nhan vién dé chuyén luong va cac mure phuc loi khéc.

Monitoring the employee’s use of company computer network resources including internet
communications such as web and email traffic into and out of its domains.

Kiém soat viéc str dung cac tai nguyén may tinh va hé théng internet cia céng ty nhu web va
email

Disclosing to authorized employees and third parties for administrative purposes of arranging
employee insurances, employee/door access passes, company newsletters, external auditing,
trainings, office security and other business or employment related purposes.

St dung cho nhén vién va céc bén thir 3 dé kiém soat cac céng viéc hanh chinh nhan sw nhw bdo
hiém, thé, tin tirc, thanh tra, dao tao, an ninh van phong hay cac muc dich nhan sy khac.

Responding to an emergency threatening the life, health or safety of an employee.
X ly cdc vadn dé khan cép de doa téi mang séng, strc khde va an toan cho nhén vién.

6. Employee Conduct
NGi quy 1am viéc cua Nhan Vién

6.1. Conduct and Responsibilities
Noi quy va trach nhiém

6.1.1.

Working Hours

Thoi gian lam viéc

Employees are to abide by the working hours stipulated by the Company.
Nhén vién lam viéc theo lich sép xép cta Cdng ty.

Attire

Trang phuc

All employees should use discretion in wearing attire that is appropriate for the office and customer
interaction. All employees’ appearance should be neat and suitable for conducting business,
particularly employees who need to meet up with customers and business partners. Employees
are also expected to be well mannered in all dealings with fellow colleagues and customers alike.

Tat cd nhan vién nén can nhéc vé trang phuc phu hop khi di lam va gép g& khach hang. Nhan vién
can dn méac gon gang phu hop voi cdng viéc, dac biét voi cac nhén vién lam viéc voi khach hang
hay dbi tac. Cac nhan vién can cw xi lich thiép va dung muwc véi cd déng nghiép va khach hang.
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These dress code rules always apply:
Trang phuc can ap dung céc quy dinh dwdi day:

a. All employees must be clean and well-groomed. Grooming styles dictated by religion and
ethnicity are not restricted.
Nhan vién can gon gang va chinh chu, bat ké theo tén gido hay séc toc nao.

b. All clothes must be work-appropriate and must project professionalism.
Trang phuc can phu hop véi méi trirdng céng sé va kinh doanh chuyén nghiép

c. Employees must avoid clothes with stamps that are offensive or inappropriate.
Nhan vién can trénh trang phuc v&i nhiing théng tin, hinh dnh khéng phu hop.

Misconduct
Vi pham

Misconduct is the failure to fulfil the conditions of employment in the contract of service. Examples
include theft, dishonesty, disorderly or immoral conduct at work and insubordination.

Nhén vién duoc tinh vi pham khi khéng thé thuc hién céac diéu khodn trong hop dbng lao dong, vi
du nhw cdc hanh vi trém cwép, khong that tha, sw bat tudn hodc cé nhiing hanh vi thiéu dao dirc
trong céng viéc.

If an employee has committed an act of misconduct, the Company will conduct an inquiry before
deciding whether to dismiss an employee or to take other forms of disciplinary action.

Néu nhén vién da vi pham quy tdc lam viéc, Céng ty sé xem xét va can nhéc trudc khi quyét dinh
cho nhan vién nghi viéc hodc chju cac hinh thire ky luat phu hop.

If an employee violates company rules or the terms of the labor contract, the company reserves the
right to temporarily suspend the employee's employment. The time limit for temporary suspension
of work must not exceed fifteen (15) days, and in special cases, it must not exceed 90 days.
Employees will be paid at least half of their regular salary during the layoff period.

Néu nhén vién vi pham néi quy céng ty hodc vi pham néi dung trén hop dbng lao déng, Céng ty cd
quyén tam dinh chi céng viéc nguwdi lao dong. Thoi han tam dinh chi céng viéc khéng dwoc qua
muwoi 1dm (15) ngay, trdng hop déc biét khéng qué 90 ngay. Nhan vién sé dwoc nhan it nhat mot
nira s6 lwong cua ho trong thoi gian ngung lam viéc.

6.2. Obligations to the Company
Bén phén véi Céng ty

6.2.1.

6.2.2.

Involvement in Outside Companies
Lam viéc voi cac cong ty khac ngoai Céng ty

During the period of employment, employees are not allowed to engage in any work or employment
by any other company whatsoever unless they have received written approval from the company.

Trong qua trinh lam viéc tai céng ty, nhan vién khéng dwoc lam viéc véi bat ky cong ty nao khéc,
trir khi dwoc céng ty cung cép van ban chdp thuén.

Confidential/ Proprietary Information
Théng tin bdo méat/déc quyén

Employees must not release any confidential information (such as student data), offer comments
relating to Company business or the affairs of the customers and other employees to external
parties during and after their employment with the Company.
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Nhén vién khéng dwoc tiét 16 bat ky théng tin bdo méat nao (vi du nhuw théng tin hoc vién), cac goi
dich vu lién quan tdi viéc kinh doanh ctua Céng ty, hodc lién quan t&i khdch hang, hodc trao déi véi
cac bén thr 3 bén ngoai trong va sau qua trinh lam viéc véi Céng ty.

7. Obligations to the Company after Separation
Tréch nhiém v&i cbng ty sau khi Két thic hop dbng

7.1.

7.2.

7.3.

7.4.

Non-Competition
Khéng canh tranh

You shall not, without prior written consent of the Company, directly or indirectly own, manage, operate
or be employed by or affiliated with a “competing business” in any manner, whether you are
compensated or not. This shall apply for the length of your employment and for six (6) months
thereafter.

Nhén vién khéng duwoc, du true tiép hay gién tiép, sé hiu, quan ly, lam viéc cho mét “céng ty canh
tranh” v&i Céng ty dwdi bat ky hinh thirc nao, hodc ban sé phai béi thudng cho Céng ty. Diéu ludt
Khéng canh tranh ndy ap dung kéo dai téi hét 6 thang sau khi nhan vién nghi lam tai Céng ty.

Non-Solicitation
Khéng 16i kéo, du dé

You shall not, without prior written consent of the Company, attempt to solicit or entice:
Nhan vién khéng duoc co y 16i kéo hodc du dé:

i. Any member of the Company or its affiliates who is, or was, employed by or consulting with
Geniebook Pte Ltd and Geniebook Vietnam Co., Ltd and/or
Bét ctr thanh vién hodc déi téc nao da va dang cia céng ty, hodc cdc khdch hang dang duoc tw
van bdi Céng ty Geniebook Pte Ltd va Céng ty Geniebook Vietnam véa/hoédc

ii. Any person or entity who is or was a customer or client (or reasonably anticipated to become a
customer or client) of any member of Geniebook Pte Ltd and Geniebook Vietham Co., Ltd directly,
indirectly or through and other party to solicit business or to join a competing Company/business.
B4t cur ai hodc té chirc nao da hodc dang la khdch hang hodc dbi téc voi bat ky thanh vién nao cia
Céng ty Geniebook Pte Ltd va Céng ty Geniebook Vietnam du trurc tiép hay gian tiép.

Inventions
Sang tao

i. Any and all inventions, specifications, reports and information or data prepared, developed,
obtained or assembled during your employment shall become the property of the Company.
B4t cur thanh qua sang tao, sén pham, bdo cdo hay théng tin hodc bét ki théng tin duoc chudn bj
hay séng tao trong qua trinh ban lam viéc sé tré thanh sén phdm cda céng ty.

ii. Inventions shall include any and all intellectual property rights associated with the Work Product
and all documents and instruments evidencing or relating to such rights.
Céc sang tao sé duwoc ding ky sé& hivu tri tué va cé day du cac gidy tor dé bdo dam quyén sé hiu
tri tué nay.

Certain Remedies
Mét s6 phurong phap xtr ly tén that

In the event of any such breach, of any of the conditions in this Handbook which may result in material
and irreparable injury to the Company or its affiliates the Company and its affiliates shall be entitled to
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seek a temporary restraining order or a preliminary or permanent injunction, or both, in addition to any
and all legal remedies available to the Company in accordance with the laws of Vietnam.

Trong truong hop vi pham cé thé gdy dnh hwdng va tao ra nhitng tén that khong thé sira duoc cho
Céng ty me va cdc cong ty con, Cong ty sé tim cdch dé tam thoi han ché hodc ngén chén céc tén that,
ciing nhw tim kiém céc gidi phap xu ly ding quy dinh phdp luét hién hanh.

8. E-Policy
Chinh sach lIam viéc online

8.1.

8.2.

E-mail usage
St dung email

The use of e-mail services for purposes constituting a clear conflict of the interests of the Company is
expressly prohibited. Confidential or Company proprietary information shall not be sent by e-mail
unless approval is obtained from the Company’s Management in writing. All e-mails created and
stored on the Company’s computers or networks remains under the property of the Company and is
not considered private. The Company reserves the right to access an employee’s e-mail at any time.
Messages can be monitored to ensure that the e-mail policy is being adhered to.

Viéc stv dung email dé tranh luan vé céc loi ich trong Céng ty bi cam. Céc théng tin bdo mét va thudc
s6 hivu ctia Céng ty sé khong dwoc guvi qua email tree khi dwoc cdp Quan ly cia Cong ty yéu cau. Tat
c3 cdc email dwoc tao va st dung sé duoc lu trong hé théng cua céng ty, va sé khéng duorc coi 1a
néi dung riéng tw. Céng ty cé quyén truy cap vao email cua céng ty bat ci lic nao. Céc tin nhan co
thé bi kiém soat dé dam bao chinh sdch st dung email dang dworc tuan tha.

You may not utilize the Company’s e-mail to participate in chain letters or “get-rich” schemes, flooding
or spamming. Sending and/or forwarding of e-mails with obscene, pornographic, threatening, or
harassing material or tone is strictly prohibited. The use of e-mail to facilitate the conduct of a private
commercial purpose is not permitted.

Violation of the e-mail usage policy will result in disciplinary action which could result in termination of
employment.

Ban khéng duoc lam dung email cua Céng ty dé spam hodc st dung vao muc dich cd nhan. Gui
email voi nhikng hinh dnh gay kho chiu, khiéu dadm, de doa hodc nhing ndi dung khéng lanh manh la
hanh vi bi cadm. St dung email céng ty dé lam viéc kinh doanh thuong mai cd nhan cdng la hanh vi
khéng dwoc chdp thuan.

Viéc vi pham chinh séch st dung email sé bj ky luét, thdm chi t&i mure don phwong két thic hop déng
lao ddng.

Unsolicited E-mail
Nhing E-mail khéng lién quan

If you receive unsolicited e-mail, there are several general steps that you should follow:
Néu ban nhan duoc nhitng email khéng lién quan, hay thuc hién céc budc sau:

e Send a reply to the originator requesting they (a) stop sending unsolicited material and (b) remove
your name and address from their mailing list(s).
Phan héi nguoi givi ban dau, yéu cau ho (a) khdng tiép tuc givi céc théng tin khéng lién quan va (b)
X0a tén va email cda ban ra khoi danh sdch email cua ho.

e If you continue to receive unsolicited e-mail, please seek assistance from HR.
Néu ban con tiép tuc nhan céc email khéng lién quan, hay lién hé Nhan sw dé duoc hé tro
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8.3.

8.3.1.

Social Media Policy
Chinh sach st dung cac mang xa hoi

The Company expects its employees to maintain a certain standard of behavior when using Social
Media for work or personal purposes.

Coéng ty ky vong nhédn vién céng ty st dung cac mang xa héi trong céng viéc hay cho muc dich ca
nhan mot céch cé chuan mue.

For the purposes of this policy, the following definitions apply:
Muc dich cda chinh sach nay, sé dp dung nhi¥ng dinh nghia dwdi day:

Social Media includes all internet-based publishing technologies. Most forms of Social Media are
interactive, allowing authors, readers and publishers to connect and interact with one another. The
published material can often be accessed by anyone. Forms of Social Media include, but are not
limited to, social or business networking sites (i.e. Facebook, LinkedIn), video and/or photo sharing
websites (ie. YouTube, Flickr), business/corporate and personal blogs, micro-blogs (i.e Twitter), chat
rooms and forums and/or Social Media.

Cdc mang xa hoi sé bao gém céc hinh thirc chia sé théng tin trén internet. Pa phan céc hinh thic
mang x& hoi sé co sw twong téc, cho phép téc gid, doc gid va céc bén xuédt ban twong tac va két néi
véi nhau. Céc théng tin dang tai cé thé dwoc xem bdi bat ky ai. Cac hinh thire cia mang xa héi bao
goém, nhung khéng bj gici han, cdc trang mang xa hdi cho twong téc hay kinh doanh (nhw Facebook,
Linkedin), cdc website chia sé hinh anh va video (nhw Youtube, Flickr), hay cdc hinh thirc blog doanh
nghiép/ca nhan (nhw Twitter), cac chatrooms va cdc forums khac.

Professional Use of Social Media
St dung mang xa hdi mot cach chuyén nghiép

This policy applies to all employees, contractors and sub-contractors of the Company who
contribute to or perform duties such as:

Chinh sach nay dp dung cho toan bo cdc nhan vién va déi téc cla Céng ty — nhiing nguwéi déng
gop hodc thure hién cac trach nhiém nhw dwdéi day:

e maintaining a profile page for the Company on any social or business networking site (including,
but not limited to LinkedIn, Facebook or Twitter);
duy tri, vdn hanh mdt mang x4 hoi vé céng ty (bao gém nhung khéng gidi han, nhw Linkedin,
Facebook hoac Twitter);

e making comments on such networking sites for and on behalf of the Company;
dai dién Céng ty dé binh luén trén cac trang mang x& hoi

e writing or contributing to a blog and/or commenting on other people’s or business’ blog posts for
and on behalf of the Company; and/or
dai dién Cbéng ty dé viét hodc x4y dwng ndi dung cho blog hodc trén cac mang xa hoi cia nguoi
khéc hay dbi téc khac; va/hodc

e posting comments for and on behalf of the Company on any public and/or private web-based
forums or message boards or other internet sites.
dai dién Céng ty dé binh ludn trén cdc websites, forum hay cac mang xa héi céng khaifriéng tw

No employee, contractor or sub-contractor of the Company is to engage in Social Media as a
representative or on behalf of the Company unless they first obtain the Company’s written
approval. If any employee, contractor or sub-contractor of the Company is directed to contribute to
or participate in any form of Social Media related work, they are to act in a professional manner at
all times and in the best interests of the Company.
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8.3.2.

Khéng mét nhan vién hay déi tac nao duoc dai dién Céng ty dé twong tac trén mang x& hdi néu
khéng co van ban xdc nhén chinh thirc tir Cong ty. Néu nhén vién hay doi téc cia Céng ty dwoc
phép trurc tiép dong gop hay tham gia phét trién ndi dung trén bat ctv nén tdng mang xa héi nao,
déi twong dy phai hanh xt mét cdch phu hop tat cd moi lic dé dem lai loi ich I6n nhat cho Céng ty.

All employees, contractors and sub-contractors of the Company must ensure they do not
communicate any:

T4t cd cdc nhan vién hay déi tic cia Céng ty dwoc cap quyén bén trén phadi dadm bdo khéng giao

tiép vé cdc chi dé dwdi day:

e Confidential Information relating to the Company or its clients, business partners or suppliers;
Céc théng tin bdo mat lién quan toi Céng ty hodc déi tac cua Céng ty

e material that violates the privacy or publicity rights of another party; and/or
tiét 16 céc thong tin vi pham t&i quyén riéng tw hodc céng khai cia mot bén thiy ba; va/hodc

e information, (regardless of whether it is confidential or public knowledge), about clients,
business partners or suppliers of the Company without their prior authorization or approval to do
s0; on any social or business networking sites, web-based forums or message boards, or other
internet sites.
tiét 16 théng tin (du la bdo méat hodc céng khai) vé déi tac ma khéng duoc cap phép; trén bat ctv
mang xa hoi hay bét ctr nén tang internet nao.

Confidential Information includes any information in any form relating to the Company and related
bodies, clients or businesses, which is not in the public domain.

Céc théng tin bdo mat bao gébm bét ctr théng tin dwdi bat ky hinh thirc ndo lién quan téi Céng ty
hay céc doi tac, cdc viéc kinh doanh khéng duwoc chia sé trén cdc phuwong tién truyén théng céng
khai.

Private / Personal Use of Social Media
St dung céc phwong tién truyén théng cé nhan/riéng tw

The Company acknowledges its employees, contractors and sub-contractors have the right to
contribute content to public communications on websites, blogs and business or social networking
sites not operated by the Company. However, inappropriate behavior on such sites has the
potential to cause damage to the Company, as well as its employees, clients, business partners
and/or suppliers.

Céng ty biét nhan vién va déi téc cia cong ty cé quyén déng gop cdc ndi dung vao cac bai viét
céng céng trén website, blog hay mang xa héi khéng thudc quyén quan ly cda céng ty. Tuy nhién,
nhirng hanh vi khéng phu hop trén nhirng trang mang xa hdi co kha nang gdy rui ro cho céng ty,
cho nhén vién céng ty hay déi téc cia cong ty.

For this reason, all employees, contractors and sub-contractors of the Company must agree to not
publish any material, in any form, which identifies themselves as being associated with the
Company or its clients, business partners or suppliers.

Vi nhikng ly do trén, cdc nhan vién va déi tac cda céng ty phadi cam két khéng chia sé cac théng tin,
dwdi bat ky hinh thirc ndo, thé hién ho dang lam viéc véi cong ty hodc cdc déi téc cda cong ty.

All employees, contractors and sub-contractors of the Company must also refrain from posting,
sending, forwarding or using, in any way, any inappropriate material including but not limited to
material which:

Céc nhén vién, déi tac cia Céng ty khéng duoc chia sé, givi hay chuyén tiép, hodc st dung cdc
théng tin khéng phu hop, bao gém:
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- isintended to (or could possibly) cause insult, offense, intimidation or humiliation to the
Company or its clients, business partners or suppliers;
C6 du dinh (hodc cd kha ndng) xuc pham, tan céng hodc xuc pham t&i Cong ty, déi tac cla
Céng ty;

- is defamatory or could adversely affect the image, reputation, viability or profitability of the
Company, or its clients, business partners or suppliers; and/or
C6 hanh vi dat diéu, ndi xau anh hudng toi hinh dnh, danh tiéng, kha ndng hodc loi nhudn cua
Cong ty, cua déi tac cong ty; va/hodc

- contains any form of Confidential Information relating to the Company, or its clients, business
partners or suppliers.
Bao gbm viéc tiét 16 thong tin Bdo mat lién quan t&i Céng ty va déi tac cla céng ty dudi bat ki
hinh thiee nao

All employees, contractors and sub-contractors of the Company must comply with this policy. Any
breach of this policy will be treated as a serious matter and may result in disciplinary action
including termination of employment or (for contractors and sub-contractors) the termination or
non-renewal of contractual arrangements.

Tat ca cdc nhan vién va déi tac cua cong ty phai tuén theo chinh sdch nay. Bat civ hanh vi vi pham
chinh sdch nay sé bj xt ly nghiém trong va cé thé dan tdi viéc két thuc hop dbng lao déng ciing
nhw hop déng dich vu.

Other disciplinary action that may be taken includes, but is not limited to, issuing a formal warning,
directing people to attend mandatory training, suspension from the workplace and/or permanently
or temporarily denying access to all or part of the Company’s computer network.

Céc hanh vi ky luat khdc bao gém, nhung khéng gidi han, givi van ban cadnh céo, yéu cau dao tao
bat budc, tam ngtrng lam viéc/bat bude don phuwong théi viéc hodc tam thoi khéng cé quyén truy
cdp vao hé théng cua Céng ty.

8.4. Violation of E-Policy
Vi pham chinh sach online (E-policy)

Violation of the terms contained within the E-Policy shall result in swift and severe disciplinary action.
Some offenses may be actionable in a court of law.

Viéc vi pham céc diéu khoan trong chinh sdch Online (E-policy) sé cd thé dan t&i cdc hanh déng ky
ludt nghiém khac. Mot sé hanh vi vi pham nghiém trong cd thé dan téi cdc phwong dn nho phdp ludt
X ly.
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