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VIETCIS EMPLOYEE HANDBOOK

1. INTRODUCTION / GIOI THIEU
ENGLISH

This Employee Handbook provides guidelines on company policies, employee responsibilities, and
workplace standards at VietCIS.

S tay nay cung cip cac quy dinh vé chinh sach cong ty, trach nhiém nhan vién va tiéu chuan lam
viéc tai VietCIS.

2. COMPANY OVERVIEW / GIOI THIEU CONG TY

VietCIS specializes in industrial measurement, analytical instrumentation, and technical services.
VietCIS hoat dong trong linh vuc thiét bi do luong — phén tich va dich vu k¥ thuat cong nghiép.
3. EMPLOYMENT POLICIES / CHINH SACH LAO PONG

3.1 Employment Contract / Hop dﬁng lao dfong

 All employees must sign a labor contract
e Nhaén vién phai ky hop dong lao dong

3.2 Working Hours / Thoi gian lam viéc

o Standard working hours follow Vietnamese law
e Tuan thu luat lao dong Viét Nam

3.3 Compensation & Benefits / Lwong & Phuc lgi

» Salary based on position and performance
o Dbayda BHXH, BHYT

4. CODE OF CONDUCT /QUY TAC UNG XU

Employees must:

e Act professionally
e Respect colleagues
e Avoid misconduct



Nhan vién phai:

o Lam viéc chuyén nghiép
e Ton trong dong nghiép

5. BUSINESS ETHICS / PAO PUC KINH DOANH

5.1 Anti-Corruption / Chdng tham nhiing

 No bribery
e Khong hoi 10

5.2 Conflict of Interest / Xung dot l¢i ich

e Must be disclosed
e Phai khai bao

5.3 Fraud Prevention / Phong chong gian lin

e No fraudulent activities
e Khong gian lan

5.4 Anti-Money Laundering / Chong rira tién

e Legal transactions only
e Giao dich hgp phap

5.5 Information Security / Bdo mét thong tin

e Protect company data
e Bao mat dir li€u

6. HEALTH & SAFETY /AN TOAN LAO PONG

o Employees must follow safety rules
e PPE required for field work
e Nhén vién phai tuan thu an toan

7. WORKPLACE ENVIRONMENT / MOI TRUONG LAM VIEC

e No discrimination
e No harassment )
e Khong phan biét doi xir
8. TRAINING & DEVELOPMENT /PAO TAO

e Regular technical and safety training
e Dao tao dinh ky

9. USE OF COMPANY ASSETS / TAI SAN CONG TY

o Use assets responsibly
o Khong str dung sai muc dich

10. LEAVE & ATTENDANCE / NGHI PHEP

e Annual leave according to law



e Nghi phép theo quy dinh
11. DISCIPLINARYACTIONS/KI?LUAT

Violations may result in:

e Warning
e Suspension
e Termination

12. REPORTING VIOLATIONS / BAO CAO VI PHAM

Employees are encouraged to report:

o Ethics violations
o Safety issues

13. IMPLEMENTATION / TRIEN KHAI

e Applies to all employees
e Management responsible

14. ACKNOWLEDGEMENT / XAC NHAN

Employees confirm that they:

e Understand
e Agree to comply

15. Commitment

Approved by VIETCIS Management.
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