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AMM GARMENT (CAMBODIA) LTD
Doc Ref #: AMM-HR-39

Regular Hours of Work and over Time Policy

Rev #:2™

Prepared by: HR Executive Approved by: AGM/FMG Date of Review: 8" May 2017

|- Objective
To establish uniform guidelines in order to all staff and employees are aware of the regular
hours of work and overtime, performed in accordance with the work conditions& Cambodian
labour law together with the customer requirement.

Reference: law and other Praakas
Ministry related as such:
Labour law Article 13
Notification No# 014/
The factory was strongly
Cambeodian labour law re

Date of Issue: 8 ™ May 2017

work condition which stated and
k and Over Time.

2-Scope
This policy is cover fc

‘and with corresponding
e company is deeply
r requirement in

Working for AMM GARMENT (CAMBOD
pay for the work done. The use of fo
ng total absence of forced labour w
ce any worker to do any overti i

committed to adhere to all laws :
2 hours including overt:
Any person who forces a|

AMM GARMENT (C.
efits, allowance

on grou ]
uided by policies

V' 2. Work Schedule and meal breaks.
»Morning time 7:00 -11:00 on hour lunch break 11:00-12:00
» Afternoon time 12:00-16:00
»Normal Overtime 16:00-12:00
Note: Any worker who cannot perform work shall have to file the necessary leave form as

specified in the Leave Policy, depending on the type of leave.

% Defines “Urgent Business Needs” as an foreseen interruption preventing the factory
to meet deadlines. Power interruption, strike, health and safety threat, peak season
orders, replacement of absentness, unexpected natural disasters etc.

<+ Normal Overtime
1. In case of overtime work is needed due to unexpected increases in production, or

due to emergency situations, the department head shall secure permission from
the Factory Manager to arrange overtime work.
If OT work is allowed, the Labor Department shall announce the overtime work,
specifying the sections/ areas involved. The announcement shall be made at least
four (4) hours prior to the intended overtime work.
The department head shall pass the OT requisition form for signature of workers

willing to do OT.
Workers who do not want to or cannot work OT,those employees not req

sign on the OT requisition form.
. If at any time during OT work, a worker has a personal emergency and requests to
leave, he shall be allowed to leave after securing gate pass. However, if the
worker has already started doing OT and requests to leave without any valid
reason, he shall be subjected to disciplinary action as specified in the Internal

Rules and Regulations.

uire to

sertime work must inform the HR

6. Any worker who has an

Department immedia
7. All grievances related ing the Grievance Procedure.
8. The factory will . approval the Overtime

Permission.

< Holiday and Rest Da; _
1. Designates days o n Public Holiday Paid
xpected increases

s
official announce




and Regulations.
7. Any worker who has any grievance related to holiday/rest day work shall inform
the Personnel immediately,

8. All grievances related to holiday/ rest day work shall be resolved following the
Grievance Procedure.

ule before and after the work, to
1 rs must enter the facility and
oing workers must be able

k schedule. Workers who
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AMM GARMENT (CAMBODIA) LTD

Doc Ref #: AMM-HR-051
Suggestion Box Procedure

Prepared by: HR Executive | Approved by: AGM/GM | Date of Review: 17" May 2017

e »

I- Objective
The pur| tu rocedure to comply with labor law (Sara Chor 21/99)

- suggestions and complaints with

d law enforcement to be

-anonymous letter

the protests

y

4

/

8- HR staff was assigned to conduct newly workers orientation regularly which
provides the understanding to the employees on the right for compliant and suggestion.
IV- Authority & Responsibility

Designated staffs from Human Resource Department are assigned to communicate,
deploy and monitor the practice of suggestion box procedure had implement effectively.
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1- Objective

1-1To establish uniform guideline
is free of discrimination and hz
opportunity and affirmativ

1-2To ensures that the
policies to fully con'i_pl_y

misconduct to take the proper disciplin
personal characteristics or beliefs.
- The factory would not terminate servi

4- Authority and Responsibility

Designated Department head fi
Department are assigned to ¢
discrimination policy to ensur
Any complaint regardin

HR Department Mr. -John: 0
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AMM GARMENT (CAMBODIA) LTD

‘ ; Doc Ref #: AMM-HR-046
Freedom of Association Policy

Rev #:3"

Prepared by: HR Executive Approved by: AGM/GM [ Date of Review: (8 ™ May 2017

— — = |Date of Issue: /2" May 2017
D V3
i % ?

I- Objective

The purpose of this policy is designed to ensure that the factory recognize and respect
the rights and freedom of workers to join the Association by their own choosing and
collective bargaining. :

Moreover, the factory is committed Law enforcement as Cambodian labour law which
had been stated with regard to the freedom of workers to join a union Association
created by their own choice and collective bargaining as stipulated in Article 266, .271
and P No. 305 DlLC et 5

ation, labour law, Prakas
d pertaining free dorm
factory information board.
1ts and freedom of workers
argaining which stipulate

r measures of active
e association or union
ich stipulate in article

2-2HR depa
emploze::}f;tamea:z ttahke? frespnnsibility to conduct the orientation for the all
ASSOCIATION POLIGY. actory rule regulation and the FREEDOMS OF

2-3T i
w:?) l"f:f?ntam:r“agem?nt have the right to represent its members or employees
AP Bl gue V{Ith the _factory to protect the rights and benefits of workers
fabair G Z“thUbJECt to implementing measures or other penalty, contrary to
Sk an uman rights. Unions have a right to resolve labour disputes and
U?510ﬂ5 to adjust regulations and conduct collective barging with the factory
as stipulated in the Labour Law, Article 266, 277.96 and Prakas No# 305 197/98

clause 12 and 099/04 with 43.

Prohibit employers to threatening grudge or other measures to against union as such:
-Not allow the union to overtime work, when they were assisted the workers resolve the
labour issue as related to their right and benefit.
-Not allow the union to attend the meeting for conciliated were the workers request.
-Defining and assign of work not appropriate or assign of work which they were unable to
achieve, in purpose to reach burden a wearing if can’t complete.
-Note allow the union to apply leave when they wish to apply leave.

IV- Authority & Responsibility

Designated staffs from Human Resource Department are assigned to communicate,
monitor the practice of Freedom of Association and collective bargaining to
; lement effectively.
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