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EMBASSY OF AUSTRALIA
HANOI

LOCALLY ENGAGED STAFF LABOUR CONTRACT
No. [INSERT CONTRACT NUMBER]

This contract is entered into as of this [INSERT DATE] between

The EMBASSY OF AUSTRALIA, HANOI

Address: 8 Dao Tan Street, Giang Vo Ward, Hanoi, Vietham
Represented by [INSERT NAME]

DOB:

Passport Number:

Position: [INSERT POSITION]

(hereinafter referred to as the Embassy and/or Employer)

And

Employee Name
Employee details:

DOB:
Nationality: [INSERT NATIONALITY]
National ID: Issued On:

(hereinafter referred to as the EMPLOYEE) for the purpose of performance of
services with effect 01 February 2026.

It is mutually agreed as follows:

1. TERMS OF LABOUR CONTRACT:

Type of Labour Contract: Definite/Non-Ongoing

Length of Labour Contract: from [INSERT START DATE] to [INSERT END
DATE]

Probation Period: [DETERMINE PROBATION PERIOD]

Australian Embassy, 8 Dao Tan Street, Ba Dinh District, Hanoi, Vietnam

Telephone: (84-24) 3774 0100 Facsimile: (84-24) 3774 0111 10f 20
o
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Workplace: The principal place of employment will be at the Embassy of
Australia, at the address below or at any other location as
assigned by the Employer:

08 Dao Tan Street
Giang Vo Ward
Hanoi, Vietnam

Position Title:
Position Number: HNxxx
Work Level: [INSERT WORK LEVEL]

Job Description: The Employee shall perform the works as described in the job
description schedule attached to this contract and other works as
assigned by the Employer from time to time.

Agency/Section:

2. LOCALLY ENGAGED STAFF (LES) TERMS AND CONDITIONS OF
EMPLOYEMENT:

The Employee agrees to abide by the Locally Engaged Staff (LES) Terms and
Conditions of Employment Vietnam, which is hereby attached as Annex “A” of this
Contract.

3. WORKING HOURS

The working hours of the Employee shall be in accordance with the LES Terms and
Conditions and as follows:

Five days per week: Monday to Friday
Hours per week: 37 hours and 30 minutes
Hours per day: 7 hours and 30 minutes
Start time: 08:30

Lunch break: A daily break of 1 hour between 12:00 & 13:00. All LES are required to
take an unpaid meal break of at least 30 minutes at the end of five hours’ work.

Finish time: 17:00

4. SALARY AND PAY DAY

Gross salary is paid at a monthly rate of VNDxxx. Gross salary includes personal
income tax and compulsory insurances. In addition, the Employee will be entitled to
VNDxxx as prorata Tet Bonus per month, which will be accrued each month and
payable together with salary at the end of December each year.

All salaries are paid into a local bank account. The Employee is required to maintain
a savings account with a local bank.

Salaries are paid once a month in arrears on the last working day of each month.
Salaries are reviewed in accordance with the Embassy's policy.
Promotion is only through a formal recruitment process based on order of merit.
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Salary increases are linked to yearly Performance Management ratings. Eligible
employees who receive a ‘Performing Exceptionally’ or ‘Performing Well’ rating will
advance one salary pay point. Employees who are already at the top pay point of the
level, at which their position is classified (including staff whose salary is currently
fixed), will receive a one-off performance reward (not included in base salary).
Rewards are pro-rated for employees who have worked less than full-time hours
during the cycle.

5. CONTRIBUTION OF INSURANCE

The compulsory insurance contributions payable by the Employee will be borne by the
Employee. The Embassy will withhold such compulsory insurance contribution in order
to pay to the Vietnamese Government as prescribed by current laws and regulations.
The Embassy will make employer's compulsory insurance contribution to the
Vietnamese Government as prescribed by current laws and regulations.

6. TAXATION

Unless the employee is exempted from paying personal income tax, any personal
income tax amount payable under this labour contract will be borne by the Employee.

The Employer withholds all personal income tax payable under this labor contract in
order to pay to the Vietnamese Government as prescribed by current laws and
regulations.

An employee who is considered an Australian resident for taxation purposes is liable
to pay Australian income tax on income derived from all sources, including salary and
wages received through employment at Australian missions abroad, unless a specific
exemption is obtained.

It is your responsibility to advise the Australian Embassy of your Australian tax status
if applicable on commencement of employment and any changes in your tax status
thereafter, throughout your employment.

If you are considered an Australian resident for taxation purpose, Department of
Foreign Affairs and Trade (DFAT) will:

e Report your yearly earnings arising from employment to the Australian
Taxation Office

e Make Superannuation Guarantee Contributions for you.

7. LEAVE BENEFITS

Full list of leave benefits is listed in the LES Terms and Conditions of Employment
are attached herewith as Annex “A”.

8. NOTIFICATION OF ABSENCE FROM DUTY

Employees are required to notify their supervising officer if, for any reason, they are
unable to attend for duty at the normal time of commencement, or if, for any reason,
including illness, they will be absent from duty for an entire day or longer. Notification
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must be given not later than 10:00 am on the day of absence. Failure to notify absence
by 10:00 am may result in the employee being considered on leave without pay.

9. PERFORMANCE MANAGEMENT

The Embassy has a Performance Management System where all Locally Engaged
Staff are required to participate. Further details on the process and rating system are
in the LES Terms and Conditions of Employment are attached herewith as Annex “A”.

10. TRAINING

The Employee must attend external and internal training courses as required by the
Embassy.

11.PROTECTIVE EQUIPMENT

The Embassy will supply the protective equipment, when necessary, to the Employee
in order for him/her to perform his/her duties under this contract.

12.POST SECURITY INSTRUCTIONS

On commencement of employment and then annually thereafter, all employees are
required to read the Post Security Instructions and sign a declaration confirming that
have understood and that they will comply with the guidelines. Failure to comply may
result in disciplinary and/or legal action which could lead to the termination of
employment with the Embassy.

13. WORKPLACE SECURITY

All Embassy employees are given individual door access passes to enter and move
through the office. This pass is not to be given to anyone else and must be worn and
visible at all times while inside the Embassy premises. In case an employee forgets
to bring their pass to the office, they must register at the reception area and require a
temporary pass from DFAT.

Embassy access passes must not be surrendered for any reason as evidence of
identification. Loss of IDs passes should be reported immediately to the Post Security
Officer or their backup. Upon resignation, retirement or termination, employees must
surrender the pass to the Post Security Officer or their back up.

All employees are given log-on ID’s and passwords to access various computer
applications. At no time are employees permitted to give their log-on ID’s and
passwords to another person. Security Breaches of this policy may result in
termination of employment.

14. INTELLECTUAL PROPERTY
The Embassy is the owner of any intellectual property rights in any material associated
with work undertaken by an employee during the period of this contract.

15. UNDERTAKING OF SECRECY
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All information, statements and documents that come into an employee’s possession,
as well as conversations as a result of their employment with the Embassy, must be
treated as confidential between the person supplying the information and the
Embassy. Such information shall not be divulged to any unauthorised third party,
including co-workers unless they need to know this information as part of the duties.
If in doubt, employees should check with their supervisor.

16. CODE OF CONDUCT

Employees are required when commencing duty at the Embassy to follow the DFAT
Conduct and Ethics Manual which stipulates acceptable and unacceptable behaviour.
Failure to comply with conditions may render the Employee liable to dismissal.

17. CONFLICT OF INTEREST

On signing this contract, the Employee guarantees that he or she has no existing
conflict of interest upon commencing employment at the Embassy, and that the
Employee guarantees that he or she will not do anything during the term of this
contract which will give rise to conflict of interest. If in doubt, the Employee should
discuss the matter with the DFAT HR Section before signing the contact. Breaches in
regard to conflict of interest may render the Employee liable to dismissal.

18. OUTSIDE REMUNERATIVE OR VOLUNTARY EMPLOYMENT

No employee may engage in any outside employment be it voluntary or remunerative
for any person, firm or organisation without the prior approval of the Counsellor and
Consul-General.

19._WORKPLACE DIVERSITY, HARASSMENT AND DISCRIMINATION

The Australian government has introduced legislation making it illegal to discriminate
against or harass other colleagues. The Embassy is committed to eliminating any
form of discrimination or harassment in the workplace. All staff, no matter what level,
are expected to assist in achieving this commitment.

20. COMPLAINTS AND GRIEVANCES

Good employee management requires that channels of communication should always
remain open and take into account the local operating environment. An effective
workplace requires that Australia-based officers and LES work together in a collegial
manner, each group respecting the skills of others, expertise and experience and
treating each other in a professional manner.

It is incumbent on all employees that complaints or grievances be raised and
addressed at an early stage, and not left to develop in a way that is detrimental to the
efficient operation of the post. In all circumstances, the principles of natural justice
should be a key consideration in resolving complaints or grievances.

21. GIFTS
Where possible, employees should avoid accepting gifts and they must not seek or
receive gifts or money from any person or organisation who has or is seeking to have
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official business with the Embassy. Any gift or money received must be reported to
the HOM, SAO or Section Head, if the gift is deemed as non-reportable, staff may
retain certain gifts for personal use. The Employee is required to sign a notice stating
that they have read and understood the Embassy’s policy on Gifts. This document will
remain in the employee’s personnel file.

22. AMENDMENTS
Sections and/or clauses of this contract may be amended by agreement in writing
between the authorised representatives of both parties.

23. TERMINATION

For termination of employment, please refer to Annex “A” of this contract.

24. IMPLEMENTATION

If the Employee is required by Viethnamese law to obtain any work permit, visa, or any
other permits in order to work for the Embassy and perform this labour contract, the
Embassy and the Employee mutually agree that this labour contract is conditional to
such work permit, visa and any other required permits. If the Employee cannot obtain
such permit and visa, the Embassy and the Employee shall be deemed as not having
entered into this labour contract and/or this labour contract shall be automatically
terminated and has no legal validity for implementation.

IN WITNESS WHEREOF the parties hereto being duly authorised cause this contract
to be executed at the Embassy of Australia in Hanoi.

SIGNED this __ January 2026

(Witness of signature)

WITNESS [INSERT NAME]
Name: [INSERT POSITION]
Embassy of Australia
Hanoi, Vietnam
(Witness of signature)

WITNESS Employee Name
Name:
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AUSTRALIAN CONSULATE-GENERAL
HO CHI MINH CITY

LOCALLY ENGAGED STAFF LABOUR CONTRACT
No. xx/202x

This contract is entered into as of this [date] between

The AUSTRALIAN CONSULATE-GENERAL, HO CHI MINH CITY

Address: Floor 20, VinCom Centre, 47 LY Tu Trong Street, Saigon Ward, Ho Chi
Minh City

Represented by [name]
DOB:

Passport Number:
Position: Consul-General

(hereinafter referred to as the Consulate and/or Employer)
And

[name]

Employee details:
DOB:

Nationality:

National ID: Issued On:

(hereinafter referred to as the EMPLOYEE) for the purpose of performance of
services with effect from [date].

It is mutually agreed as follows:

1. TERMS OF LABOUR CONTRACT:

Type of Labour Contract: Definite/Fixed Term
Length of Labour Contract: from [date] to [date]
Probation Period: from [date] to [date]

Australian Consulate-General, Floor 20 Vincom Center, 47 Ly Tu Trong, Saigon Ward, Ho Chi Minh City, Vietnam

Telephone: 84 28 3521 8100  Facsimile: 84 28 3521 8101
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Workplace: The principal place of employment will be at the Australian
Consulate-General, at the address below or at any other
location as assigned by the Employer:

Floor 20, VinCom Centre
47 Ly Tu Trong Street, Saigon Ward
Ho Chi Minh City, Vietnam

Position Title: [title]
Position Number: HCHIOxx
Work Level: LE[x.x]

Job Description: The Employee shall perform the works as described in the job
description schedule attached to this Contract and other works as
assigned by the Employer from time to time.

Agency/Section: Department of Foreign Affairs and Trade (DFAT)

2. LOCALLY ENGAGED STAFF (LES) TERMS AND CONDITIONS OF
EMPLOYEMENT:

The Employee agrees to abide by the Locally Engaged Staff (LES) Terms and
Conditions of Employment Vietnam, which is hereby attached as Annex “A” of this
Contract.

3. WORKING HOURS

The working hours of the Employee shall be in accordance with the LES Terms and
Conditions and as follows:

Five days per week: Monday to Friday
Hours per week: 37 hours and 30 minutes
Hours per day: 7 hours and 30 minutes
Start time: 08:30

Lunch break: A daily break of 1 hour between 12:00 & 13:00. All LES are required to
take an unpaid meal break of at least 30 minutes at the end of five hours’ work.

Finish time: 17:00

4. SALARY AND PAY DAY

Base salary is paid at a monthly rate of VND [rate]. Base salary includes personal
income tax and compulsory insurances. In addition to base salary, the Employee will
be entitled to VND [rate] as prorata Tet Bonus per month, which will be accrued each
month and payable together with salary at the end of December each year.

All salaries are paid into a local bank account. The Employee is required to maintain
a savings account with a local bank.

Salaries are paid once a month in arrears on the last working day of each month.
Salaries are reviewed in accordance with the Consulate's policy.
Promotion is only through a formal recruitment process based on order of merit.
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Salary increases are linked to yearly Performance Management ratings. Eligible
employees who receive a ‘Performing Exceptionally’ or ‘Performing Well’ rating will
advance one salary pay point. Employees who are already at the top pay point of the
level, at which their position is classified (including staff whose salary is currently
fixed), will receive a one-off performance reward (not included in base salary).
Rewards are pro-rated for employees who have worked less than full-time hours
during the cycle.

5. CONTRIBUTION OF INSURANCE

The compulsory insurance contributions payable by the Employee will be borne by the
Employee. The Consulate-General will withhold such compulsory insurance
contribution in order to pay to the Viethamese Government as prescribed by current
laws and regulations. The Consulate will make employer's compulsory insurance
contribution to the Vietnamese Government as prescribed by current laws and
regulations.

6. TAXATION
Unless the employee is exempted from paying personal income tax, any personal
income tax amount payable under this labour contract will be borne by the Employee.

The Employer withholds all personal income tax payable under this labor contract in
order to pay to the Vietnamese Government as prescribed by current laws and
regulations.

An employee who is considered an Australian resident for taxation purposes is
liable to pay Australian income tax on income derived from all sources, including salary
and wages received through employment at Australian missions abroad, unless a
specific exemption is obtained.

It is your responsibility to advise the Australian Consulate-General of your Australian
tax status if applicable on commencement of employment and any changes in your
tax status thereafter, throughout your employment.

If you are considered an Australian resident for taxation purpose, Department of
Foreign Affairs and Trade (DFAT) will:

e Report your yearly earnings arising from employment to the Australian
Taxation Office

e Make Superannuation Guarantee Contributions for you

7. LEAVE BENEFITS
Full list of leave benefits is listed in the LES Terms and Conditions of Employment.

8. NOTIFICATION OF ABSENCE FROM DUTY
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Employees are required to notify their supervising officer if, for any reason, they are
unable to attend for duty at the normal time of commencement, or if, for any reason,
including illness, they will be absent from duty for an entire day or longer. Notification
must be given not later than 10:00 am on the day of absence. Failure to notify absence
by 10:00 am may result in the employee being considered on leave without pay.

9. PERFORMANCE MANAGEMENT

The Consulate has a Performance Management System where all Locally Engaged
Staff are required to participate. Further details on the process and rating system are
in the LES Terms and Conditions of Employment are attached herewith as Annex “A”.

10. TRAINING

The Employee must attend external and internal training courses as required by the
Consulate.

11.PROTECTIVE EQUIPMENT

The Consulate-General will supply the protective equipment, when necessary, to the
Employee in order for him/her to perform his/her duties under this contract.

12.POST SECURITY INSTRUCTIONS

On commencement of employment and then annually thereafter, all employees are
required to read the Post Security Instructions and sign a declaration confirming that
have understood and that they will comply with the guidelines. Failure to comply may
result in disciplinary and/or legal action which could lead to the termination of
employment with the Consulate.

13. WORKPLACE SECURITY

All Consulate employees are given individual door access passes to enter and move
through the office. This pass is not to be given to anyone else and must be worn and
visible at all times while inside the Consulate’s premises. In case an employee forgets
to bring their pass to the office, they must register at the reception area and require a
temporary pass from DFAT.

The Consulate’s access passes must not be surrendered for any reason as evidence
of identification. Loss of IDs passes should be reported immediately to the Post
Security Officer or their backup. Upon resignation, retirement or termination,
employees must surrender the pass to the Post Security Officer or their back up.

All employees are given log-on ID’s and passwords to access various computer
applications. At no time are employees permitted to give their log-on ID’s and
passwords to another person. Security Breaches of this policy may result in
termination of employment.

14. INTELLECTUAL PROPERTY
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The Consulate is the owner of any intellectual property rights in any material
associated with work undertaken by an employee during the period of this contract.

15. UNDERTAKING OF SECRECY

All information, statements and documents that come into an employee’s possession,
as well as conversations as a result of their employment with the Consulate, must be
treated as confidential between the person supplying the information and the
Consulate. Such information shall not be divulged to any unauthorised third party,
including co-workers unless they need to know this information as part of the duties.
If in doubt, employees should check with their supervisor.

16. CODE OF CONDUCT

Employees are required when commencing duty at the Consulate to follow the DFAT
Conduct and Ethics Manual which stipulates acceptable and unacceptable behaviour.
Failure to comply with conditions may render the Employee liable to dismissal.

17. CONFLICT OF INTEREST

On signing this contract, the Employee guarantees that he or she has no existing
conflict of interest upon commencing employment at the Consulate, and that the
Employee guarantees that he or she will not do anything during the term of this
contract which will give rise to conflict of interest. If in doubt, the Employee should
discuss the matter with the DFAT HR Section before signing the contact. Breaches
in regard to conflict of interest may render the Employee liable to dismissal.

18. OUTSIDE REMUNERATIVE OR VOLUNTORY EMPLOYMENT

No employee may engage in any outside employment be it voluntary or remunerative
for any person, firm or organisation without the prior approval of the Consul-General.

19._WORKPLACE DIVERSITY, HARASSMENT AND DISCRIMINATION

The Australian government has introduced legislation making it illegal to discriminate
against or harass other colleagues. The Consulate is committed to eliminating any
form of discrimination or harassment in the workplace. All staff, no matter what level,
are expected to assist in achieving this commitment.

19. COMPLAINTS AND GRIEVANCES

Good employee management requires that channels of communication should always
remain open and take into account the local operating environment. An effective
workplace requires that Australia-based officers and LES work together in a collegial
manner, each group respecting the skills of others, expertise and experience and
treating each other in a professional manner.

It is incumbent on all employees that complaints or grievances be raised and
addressed at an early stage, and not left to develop in a way that is detrimental to the
efficient operation of the post. In all circumstances, the principles of natural justice
should be a key consideration in resolving complaints or grievances.

11 of 20



DFAT — RELEASED UNDER THE FREEDOM OF INFORMATION ACT 1982 LEX 13154

20.GIFTS

Where possible, employees should avoid accepting gifts and they must not seek or
receive gifts or money from any person or organisation who has, or is seeking to have
official business with the Consulate. Any gift or money received must be reported to
the HOP, SAO or Section Head, if the gift is deemed as non-reportable, staff may
retain certain gifts for personal use. The Employee is required to sign a notice stating
that they have read and understood the Consulate’s policy on Gifts. This document
will remain in the employee’s personnel file.

22. AMENDMENTS
Sections and/or clauses of this contract may be amended by agreement in writing
between the authorised representatives of both parties.

23. TERMINATION
For termination of employment, please refer to Annex “A” of this contract.

24. IMPLEMENTATION

If the Employee is required by Viethamese law to obtain any work permit, visa, or any
other permits in order to work for the Consulate and perform this labour contract, the
Consulate and the Employee mutually agree that this labour contract is conditional to
such work permit, visa and any other required permits. If the Employee cannot obtain
such permit and visa, the Consulate and the Employee shall be deemed as not having
entered into this labour contract and/or this labour contract shall be automatically
terminated and has no legal validity for implementation.

IN WITNESS WHEREOF the parties hereto being duly authorised cause this contract
to be executed at the Australian Consulate — General Ho Chi Minh City.

SIGNED this [date]

(Witness of signature)

WITNESS [name]

Name: Consul-General
Australian Consulate - General
Ho Chi Minh City, Vietnam

(Witness of signature)

WITNESS [name of employee]
Name:
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Proposed Table

Level
LENC-1
LENC-2
LENC-3
LENC-4
LENC-5

LE1-1
LE1-2
LE1-3
LE1-4
LE1-5
LE2-1
LE2-2
LE2-3
LE2-4
LE2-5
LE3-1
LE3-2
LE3-3
LE3-4
LE3-5
LE4-1
LE4-2
LE4-3
LE4-4
LE4-5
LE5-1
LE5-2
LE5-3
LE5-4
LE5-5
LE6-1
LE6-2
LE6-3
LE6-4
LE6-5
LE7-1
LE7-2
LE7-3
LE7-4
LE7-5
LE8-1
LE8-2
LE8-3
LE8-4
LE8-5

Ho Chi Minh City

Effective date

Currency

Monthly

1/07/2025
VND

Annual (12 months)

16,493,450.00

197,921,400.00

16,988,253.00

203,859,036.00

17,497,899.00

209,974,788.00

18,022,838.00

216,274,056.00

18,563,525.00

222,762,300.00

16,730,077.00
17,231,979.00
17,748,935.00
18,281,404.00
18,829,848.00
23,715,098.00
24,426,549.00
25,159,344.00
25,914,126.00
26,691,551.00
31,627,511.00
32,576,334.00
33,553,623.00
34,560,232.00
35,597,041.00
36,899,636.00
38,006,625.00
39,146,822.00
40,321,227.00
41,530,865.00
44,466,051.00
45,800,031.00
47,174,030.00
48,589,251.00
50,046,931.00
64,465,346.00
66,399,304.00
68,391,280.00
70,443,021.00
72,556,314.00
103,593,827.00
106,701,642.00
109,902,690.00
113,199,771.00
116,595,766.00
191,793,347.00
197,547,147.00
203,473,560.00
209,577,768.00
215,865,102.00

200,760,924.00
206,783,748.00
212,987,220.00
219,376,848.00
225,958,176.00
284,581,176.00
293,118,588.00
301,912,128.00
310,969,512.00
320,298,612.00
379,530,132.00
390,916,008.00
402,643,476.00
414,722,784.00
427,164,492.00
442,795,632.00
456,079,500.00
469,761,864.00
483,854,724.00
498,370,380.00
533,592,612.00
549,600,372.00
566,088,360.00
583,071,012.00
600,563,172.00
773,584,152.00
796,791,648.00
820,695,360.00
845,316,252.00
870,675,768.00
1,243,125,924.00
1,280,419,704.00
1,318,832,280.00
1,358,397,252.00
1,399,149,192.00
2,301,520,164.00
2,370,565,764.00
2,441,682,720.00
2,514,933,216.00
2,590,381,224.00

LEX 13154
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Proposed Table

Level
LENC-1
LENC-2
LENC-3
LENC-4
LENC-5

LE1-1
LE1-2
LE1-3
LE1-4
LE1-5
LE2-1
LE2-2
LE2-3
LE2-4
LE2-5
LE3-1
LE3-2
LE3-3
LE3-4
LE3-5
LE4-1
LE4-2
LE4-3
LE4-4
LE4-5
LE5-1
LE5-2
LE5-3
LE5-4
LE5-5
LE6-1
LE6-2
LE6-3
LE6-4
LE6-5
LE7-1
LE7-2
LE7-3
LE7-4
LE7-5
LE8-1
LE8-2
LE8-3
LE8-4
LE8-5

Hanoi

Effective date

Currency

Monthly

1/07/2025
VND

Annual (12 months)

22,215,920.00

266,591,040.00

22,882,396.00

274,588,752.00

23,568,866.00

282,826,392.00

24,275,934.00

291,311,208.00

25,004,215.00

300,050,580.00

22,573,807.00
23,251,019.00
23,948,547.00
24,667,005.00
25,407,017.00
27,049,503.00
27,860,987.00
28,696,814.00
29,557,721.00
30,444,454.00
32,215,084.00
33,181,533.00
34,176,978.00
35,202,289.00
36,258,361.00
40,140,343.00
41,344,552.00
42,584,887.00
43,862,436.00
45,178,312.00
50,981,623.00
52,511,070.00
54,086,400.00
55,708,994.00
57,380,266.00
60,429,429.00
62,242,309.00
64,109,577.00
66,032,865.00
68,013,853.00
100,925,323.00
103,953,080.00
107,071,670.00
110,283,822.00
113,592,339.00
176,967,630.00
182,276,657.00
187,744,955.00
193,377,306.00
199,178,627.00

270,885,684.00
279,012,228.00
287,382,564.00
296,004,060.00
304,884,204.00
324,594,036.00
334,331,844.00
344,361,768.00
354,692,652.00
365,333,448.00
386,581,008.00
398,178,396.00
410,123,736.00
422,427,468.00
435,100,332.00
481,684,116.00
496,134,624.00
511,018,644.00
526,349,232.00
542,139,744.00
611,779,476.00
630,132,840.00
649,036,800.00
668,507,928.00
688,563,192.00
725,153,148.00
746,907,708.00
769,314,924.00
792,394,380.00
816,166,236.00
1,211,103,876.00
1,247,436,960.00
1,284,860,040.00
1,323,405,864.00
1,363,108,068.00
2,123,611,560.00
2,187,319,884.00
2,252,939,460.00
2,320,527,672.00
2,390,143,524.00
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TONG LANH SY QUAN UC
THANH PHO HO CHIi MINH

HOP BDONG LAO DONG VOI NH{\N VIEN TUYEN DUNG TRONG
) NUOC
So LC xx/202x

Hop dbng nay duoc ky vao ngay 05 thang 07 nam 2024 gitra

TONG LANH SU QUAN UC, THANH PHO HO CHi MINH

Dia chi: Tang 20, TT Thwong Mai VinCom, 47 Ly Ty Trong, Quan 1, Tp. H6 Chi Minh
Nguw&i dai dién: [tén]

Ngay sinh:

Ho chiéu sb:

Chtrc vu: Tdng Lanh sy

(sau day goi la Lanh sy quan va’/hoac Nguwéi Str dung Lao dong)

va
[name]

Thoéng tin nhan vién:

Ngay sinh:

Quéc tich: Viét Nam

Can cuoc sb: cap ngay:

(sau day goi la NHAN VIEN) d& dam nhiém cong viéc c6 hiéu lwc tir ngay [01/01/20xx].
Cung théa thuan nhw sau:

1. THOI HAN HOP DONG LAO DONG:

Loai Hop dbng Lao dong:  Xac dinh thdi han/thdi han ¢b dinh

Thoi han Hop ddng Lao dong:  tir ngay:  [ngay] dén [ngay]
Thoi gian thir viéc: tr ngay: [ngay] dén [ngay]

Dia diém Lam viéc: Noi lam viéc chinh sé tai Téng Lanh sy quan Uc, & dia chi bén dudi hay
tai bat ky dia diem nao khac do Nguwoi St dung Lao dong chi dinh:

tang 20, Vincom Centre
47 Ly Tw Trong, Phudong Sai Gon
Thanh phé H6 Chi Minh, Viét Nam

Chtre danh: [xxxxx]
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S6 Chire danh: HCHIOxx
Cép bac Cong viéc: LE[x.X]
Mo ta Cong viéc: Nhan vién sé thwc hién cac céng viéc nhw dwoc quy dinh trong

phu luc mé ta cong viéc chi tiét dwoc dinh kém theo Hop déng
nay va cac cong viéc khac theo sy phan cong cua Nguoi St
dung Lao ddng vao tirng théi diém.

Phong/Ban: B xx

2. DIEU KHOAN VA BIEU KIEN LAM VIEC DANH CHO NHAN VIEN TUYEN DUNG
TRONG NUOC (LES):

Nhan vién ddng y tuan theo cac Diéu khoan va Diéu kién Lam viéc tai Viét Nam Danh cho

Nhan vién Tuyén dung trong Nuéc (LES), dwoc dinh kém lam Phu luc “A” ctia Hop ddng

nay.

3. GIO LAM VIEC:

Gid lam viéc ctia Nhan vién sé tuan theo Diéu khoan va Diéu kién Danh cho LES nhw sau:
N&m ngay mét tuan: Tl thi Hai dén thir Sau

S gi® trong tuan: 37 gi® va 30 phat

Sé gi®r trong ngay: 7 gid va 30 phut

Gid bat dau lam viéc: 8:30

Nghi an trua: 1 tiéng nghi trwa mdi ngay t 12:00 gio dén 13:00 gi®. Toan bd LES duwoc
yéu cau nghi an trwa khéong hudng lvong it nhat 30 phuat sau khi lam viéc 5 tiéng.

Gi¢ két thuc: 17:00

4. TIEN LUONG VA NGAY NHAN LUONG

Tién lwong co ban dwoc tra hang thang & mic [mirc lwong] dong. Tién lvong co ban
bao goém cac khoan thué thu nhap ca r)hén va bao hiém bat buéc. Thém vao tién lwvong co
ban, nhan vién sé dwoc thém khoan tien thudng Tét dwoc tinh theo ti 1€ binh quan hang
théng la [mirc thwéng Tet] dong, sé duoc tich Iy hang thang va duwoc thanh toan cung
v&i lwong vao cudi thang 12 hang nam.

Toan bg tién lwong dwgc chuyén vao tai khoan ngan hang dia phwong. Nhan vién can phai
duy tri mét tai khoan tiét kiém tai mét ngan hang Viét Nam trong nuwéc.

Tién lwong dwoc trd sau mot 1an hang thang vao ngay lam viéc cudi ciing ctia mdi thang.
Tién lwong dwgc xem xét lai theo chinh sach clia Lanh sy quan.

Viéc thang chirc chi dwoc thue hién thong qua quy trinh tuyén dung chinh thirc trén nguyén
tac cong bang.

Viéc tang lwong dwoc lién két véi viéc danh gia Quan tri Hiéu qua Lam viéc hang nam.
Nhirng nhan vién da diéu kién dwoc danh gia ‘Hoan thanh Xuat sdc Cong viéc’ hodc Hoan
thanh Tét Cong viéc’ sé dwoc tang mot bac lwong. Nhivng nhan vién nao hién da & bac
lwong cao nhét trong cap bac quy dinh cho vi tri cia nhan vién do (ké ca nhirtng nhan vién
hién c6 mirc lvong co dinh) s& nhan dwgc mét khoan tién thwdng mot 1an (khdng bao gdm
trong lwong can ban). Tién thudng dwoc tinh theo ti 1& d6i véi nhivng nhan vién lam viéc it
hon s6 gi® lam viéc toan thai gian trong chu ky.

5. CAC KHOAN PONG BAO HIEM

16 of 20



DFAT — RELEASED UNDER THE FREEDOM OF INFORMATION ACT 1982 LEX 13154

Céc khoan déng bao hiém bat budc déi véi Nhan vién sé do Nhan vién chi tra. Lanh sy
quan sé khau lwu tai nguén cac khoan déng bao hiém bt budc nay dé ndp cho Nha nwéc
Viét Nam theo quy dinh clGa phap luat hién hanh. Lanh sy quan sé& ndp nhirng khoan déong
bao hiém bat budc clia Nguwoi S dung Lao dong cho Nha nuwéc Viét Nam theo nhirng quy
dinh hién hanh.

6. THUE
Triv khi nhan vién dwoc mién dong thué thu nhap ca nhan, toan b tién thué thu nhap ca
nhan phai nép theo hgp ddng lao dong nay sé do Nhan vién chi tra.
Nguoi Str dung Lao dong khéu lwu tai ngudn moi khoan thué thu nhap ca nhan phai nop
theo hgp dong lao déng nay dé ndp cho Nha nwéc Viét Nam theo quy dinh ctia phap luat
hién hanh.
Nhan vién ,néo dwoc xem la cw dér] Uc cho muc dich thué co trach nhig}m ndp thué thu
nhap cua Uc doi voi tat ca cac nguon thu nhap, bao gom tien lwong va tien cong nhan dugc
qua viéc lam tai cac phai bé Uc & nwédc ngoai, trir khi dwge mién triv cu thé.
Nhan vién c6 trach nhiém théng bao cho Téng Lanh sw quan Uc vé tinh trang thué tai Uc
cua minh néu c6 vao ngay bat dau lam viéc va moi thay ddi vé tinh trang thué sau dé trong
suot qua trinh lam viéc.
Néu Nhan vién dwoc xem la cw dan Uc cho muc dich thué, Bé Ngoai giao va Thwong mai
(DFAT) sé:
e Ba&o cdo v&i Cuc Thué Uc thu nhap hang ndm cia Nhan vién nhan dwoc to
viéc lam
e Déng cac Khodn Béng gép Bao dam Hwu bdng (Superannuation Guarantee
Contributions) cho Nhan vién.

7. CHE BO NGHI PHEP

Danh sach cac ngay nghi dwoc liét ké trong Diéu khoan va Diéu kién Lam viéc Danh cho
LES.

8. THONG BAO VANG MAT

Nhan vién phai théng bao cho vién chirc quan ly trwc tiép ctia minh néu vi bat ky ly do gi
Nhan vién khoéng thé dén noi lam viéc vao thdi gian bat diu lam viéc thong thwdng, hodc
néu vi bat ky ly do gi ké ca 6m dau Nhan vién sé vang mat ca ngay hoéac lau hon. Phai
théng bao khong tré hon 10 gi¢» sang vao ngay vang mét. Néu khong thong bao vang mat
trwdc 10 gid sang, thi Nhan vién coé thé dwoc xem |a nghi khéng hwéng lwong.

9. QUAN TRIHIEU QUA LAM VIEC

Lanh sy quan c6 Hé thong Quan tri Hiéu qua Lam viéc theo do tat ca cac Nhan vién Tuyén
dung trong Nuwéc phai tham gia. Chi tiét ve quy trinh va hé thong danh gia dwoc trinh bay
trong Diéu khodn va Diéu kién Lam viéc Danh cho LES dwoc kém theo lam Phu luc “A”.

10. DAO TAO

Nhan vién phai tham dy nhirng khda dao tao bén ngoai va ndi bd theo yéu cau cla Lanh sw
quan.

11. THIET BI BAO HO LAO DONG
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Lanh sw quan sé trang bj thiét bi bao ho lao dong, khi can thiét, cho Nhan vién dé Nhan vién
co thé thwc hién cong viéc clia minh theo hgp dong nay.

12. HWONG DAN AN NINH CO QUAN

Khi bat dau lam viéc va sau d6 la hang nam, tat ca nhan vién dwoc yéu cau phai doc Hudng
dan An ninh Co quan va ky ban khai xac nhan rang ho da hiéu va sé tuan tha cac hudng
dan. Viéc khong tuan thi c6 thé dan dén bién phap ky luat va/hodc khéi kién va co thé dua
dén viéc chdm dut viéc 1am véi Lanh sy quan.

13. AN NINH NOI LAM VIEC

Tét ca nhan vién Lanh sy quan dwoc cap thé vao clra ca nhan dé di vao va di lai trong van
phong. Thé nay khéng duwoc dwa cho bat clr ai khac va phai dwoc deo va nhin thay vao moi
thoi diém khi & trong van phong Lanh sy quan. Trong trwéng hop nhan vién nao quén mang
theo thé vao van phong, nhan vién dé phai ding ky tai khu vuc tiép tan va yéu cau cip thé
tam tr DFAT.

Khéng duoc giao ndp thé vao clra Lanh sw quan vi bat ky ly do gi lam bang chirng nhan
dién. Khi méat thé vao clra, phai lap tirc bao cho Vién chirc An Ninh Lanh sy quan hodc
ngwdi hd tre. Khi nghi viéc, nghi hwu hodc chdm duit viéc lam, nhan vién phai giao nop thé
cho Vién chirc An ninh Lanh sw quan hodc ngudi hd tro.

Tét ca nhan vién dwoc cap ID dang nhap va mat ma dé truy cap cac (ng dung may tinh.
Nhan vién khong dwoc phép cung cap ID dang nhap va mat ma cho mét nguwoi khac. Vi
pham vé an ninh trong chinh sach nay c6 thé dan déen viéc cham dut viéc lam.

14. QUYEN SO HOU TRi TUE ‘ ,
Lanh s quan la cha s& hiru clia cac quyén s& hiru tri tué trong bét‘ky tai liéu nao lién quan
dén cong viéc do mdt nhan vién thie hién trong thdi han clia hgp dong nay.

15. CAM KET BAO MAT

Tét ca nhirng thong tin, bao cao va tai liéu do mét nhan vién ndm gilv, cling nhw cac cudc
héi thoai do ho lam viéc tai Lanh sy quan, phai dwgc bdo mat gilra nguwdi cung cap thong tin
va Lanh sy quan. Nhu’ng thong tin trén sé khong duwoc tiét 16 cho bat ky bén thiv ba khong
dwoc phép nao, ké& ca dong nghiép triv khi ho can biét nhirng thong tin nay Ia mot phan
trong cong viéc. Néu cé nghi ngd, nhan vién can kiém tra véi vién chirc quan ly ctia minh.

16. QUY TAC UNG XU

Khi bat dau cong viéc tai Lanh sy quan, Nhan vién phai tuan theo Cam nang Ung xir va
Dao dwrc cua DFAT, trong d6 quy dinh nhirng hanh vi dwgc chap nhéan va khéng dwoc chap
nhan. Viéc khéng tuan tht cac diéu kién cé thé dan dén viéc Nhan vién bi sa thai.

17. MAU THUAN QUYEN LOI

Khi ky hop ddng nay, Nhan vién bao dam rang minh hién khéng c6 bat ky mau thuan quyén
loi ndo khi bat dau lam viéc tai Lanh sy quan, va Nhan vién bdo dam rang minh sé khong
lam bat c(r diéu gi s& lam phat sinh mau thuan quyén loi trong subt thdi han hop dong nay.
Néu cé nghi ng®, Nhan vién can thdo luan van dé véi Phong Nhan sw ctia DFAT trwdc khi
ky hop déng. Cac hanh vi vi pham mau thuan quyén loi c6 thé dan dén viéc Nhan vién bi sa
thai.

18. VIEC LAM BEN NGOAI CO HUONG LUONG HOAC TINH NGUYEN
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Nhan vién khong dwoc lam béat ky cong viéc nao bén ngoai du tinh nguyén hay c6 huéng
lwong cho bat ky ca nhan, cong ty hay t6 chi*c nao ma khong dwgc Tong Lanh sy chap
thuan truée.

19. TINH DA DANG NO'I LAM VIEC, SU QUAY ROI VA PHAN BIET BOI XU

Chinh pht Uc da ban hanh luat theo dé viéc phan biét dbi x&r hay quay rdi dong nghiép khac
Ia trai phap luat. Lanh sy quan cam két loai trir bat ky hinh thc phan biét dbi xtr hodc quay

rdi nao tai noi lam viéc. Tt ca cac nhan vién, du & cap bac nao, déu dwoc mong doi hé tro

trong viéc dat dwgc cam két nay.

20. THAN PHIEN VA KHIEU NAI

Viéc quan ly tbt nhan sy doi hdi cac kénh thong tin lién lac luén mé rong va cé xét dén moi
trirdng lam viéc s& tai. M6t noi lam vjéc hiéu qua doi héi cac vién chirc ngoai giao va LES
lam viéc cung nhau mét cach binh dang, moi nhom tén trong nhirng ki nang, chuyén mén va
kinh nghiém clia cac nhém khac va cw xt&r v&i nhau mét cach chuyén nghiép.

T4t ca cac nhan vién cé nghia vu néu 1&n va trinh bay nhirng than phién va khiéu nai ngay
trong giai doan dau va khéng dé cho tién trién theo cach thirc gay bét lgi dén hoat dong hiéu
qua ctia co quan. Trong moi trudng hop, nguyén tac cdng bang ludn la yéu tb then chét dé
gidi quyét than phién va khiéu nai.

21. QUA TANG

Khi c6 thé&, nhan vién nén tranh viéc nhan qua va khéng dwoc yéu cau hay nhan qua hoac
tién tlr bat civ ngwdi hay t6 chirc nao hién cé hoac dang tim cach c6 mdi lién hé cong viéc
chinh thirc v&i Lanh sw quan. Phai b4o cdo cho Tdng Lanh sw (HOP), Phé Téng Lanh sw
(SAO) hoac Trwdng Bod phan (Section Head) tat cd cac phan qua hoac tién nhan dwoc, néu
phan qua nao duwgc xem 1a khéng can phai trinh bao, nhan vién cé thé gitr lai dé s dung cho
muc dich ca nhan. Nhan vién can phai ky ban thong bao néu minh da doc va hiéu chinh sach
Qua tang cla Lanh sy quan. Van ban nay sé dwoc lwu trong hd so nhan sw ctia nhan vién.

22. HIEU CHINH

Cac muc va/hodc diéu khoan trong hop déng nay cé thé duoc chinh stra theo théa thuan
bang van ban gitra nhirng nguwoi dai dién dwoc Gy quyén cla hai bén.

23. CHAM DUT HOP BONG )
Doi v6i viec cham dirt viéc lam, vui long xem Phu luc “A” ciia hgp dong nay.

24. THI HANH

Néu Nhan vién phai xin gidy phép lao déng, thi thwc hodc bat ky gidy phép nao khac theo quy
dinh cta phap luat Viét Nam dé lam viéc cho Lanh sk quan va thyre hién hop ddng lao dong
nay, Lanh sy quan va Nhéan vién cung thoa thuan rang hop dong lao ddng nay phu thudc vao
giay phép lao dong, thi thwc va cac gidy phép khac theo yéu cau. Néu Nhan vién khéng thé
xin dwoc gidy phép va thi thwc néu trén, Lanh sy quan va Nhan vién sé duwoc xem nhu chua
ky két hop ddng lao dong nay va/hodc hop ddng lao ddng nay sé tw dong cham dirt va khong
c6 gia tri phap ly dé thi hanh.

DE LAM BANG, cac bén tham gia hop dong nay theo Gy quyén hop 1€ thu xép ky hop dong
nay tai T6ng Lanh sw quan Uc, Thanh pho H6 Chi Minh.
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DA KY ngay [ngay]

(Chir ky 1am bang)

NGUOI LAM CHUNG
Tén:
Chtrc vu:

(Chir ky lam bang)

NGUOI LAM CHUNG
Tén:
Chtrc vu:

[tén]

Téng Lanh sy

Téng Lanh sy quan Uc,
Tp. H6 Chi Minh, Viét Nam

LEX 13154

[tén nhan vién]
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