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Objective H#5:

To regulate any leave entitlement to employees according to
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Procedure 15

Annual Leave:1i:

According to the organizational structure, employees

hotel policies and government regulation.

of Band 1-3 can enjoy 25 working days

annual leave if they have worked in the hotel for more than 10 years; Less than 10 years can

enjoy 20 working days annual leave (including legal annual leave days). Band 4 can enjoy 20

working days annual leave if they have worked in the hotel for more than 10 years; Less than 10

years can enjoy 15 working days annual leave (including legal annual leave days).Band 5-6

employees can enjoy 10 working days annual leave(including legal annual leave days), if they

work duration more than 20 years, can enjoy 15 working days annual leave. Band 7-10
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employees can enjoy 7 working days annual leave when they joined, one day is added for each
full year of service, and the upper limit is increased by 3 working days (including legal annual
leave days), if they work duration more than 15 years, can enjoy 10 working days annual leave,
more than 20 years, can enjoy 15 working days annual leave.

AR ARG B P A B, -3 T, RS ESE TAF104E LA LT 5225k TIE B A4
B 10FLAFAI 220K TAEHAHEM (A GikEEmERED o 4% 08 TEWEES: T/E10
LA AT Z20R TAE HA H4FMB 104E LU T i 532 15K 146 HA HER G &% SRR ESD.
5-6% A TAEWIEES T ERZA0OK T HEHEMR (Kb SEEEREmRE , mie Tk
FI204, WEBAISDTEH. 7-10R A TAREAMEZIANTHERME, STEF—FMME,
BN EMRSNTAER (Kb S EREAYD |, k& T#EFN5E, NEBRI0NTHER, &
FI205F, WAFBH154TIEH.

Trainees, temporary, casual employees are not entitled to paid Annual Leave.
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Fresh graduates can entitle Annual Leave after a cumulative working duration of 12 months.
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Annual leave must be taken at the end of the first anniversary and as a rule cannot be
accumulated and brought forward to the succeeding year. Annual leave brought forward to the
succeeding year needs the signed written statement of the General Manager for record purpose.
Accumulated Annual Leave into the succeeding year must be cleared latest in March the following
year, failure to do so would mean forfeiture of such leave.
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Staff who apply the resignation has taken the vacation in advance will have the prorate entitled
leave deducted from final payment.
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Annual leave in general will be recorded from January to December.
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The Human Resources Department is responsible for the proper administration of the Annual
Leave benefit and the maintenance of correct and up-to-date Annual Leave records.
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Annual Leave Application ProcedurefF{ Hiif f2

The employee will submit an Annual Leave Application Form at least two weeks in advance to the
department Head concerned; the approved application form will be forwarded to the Human
Resources Department for confirmation.
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The Human Resources Department will confirm the availability of leave credits and verify
compliance with all requirements from the leave applied.
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The Human Resources Department will retain the original form and a copy sent to the employee’s
Department Head.
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General

I8

Should a statutory or public holiday fall within an employee’s scheduled Annual Leave, such
holiday will not be counted as part of his leave and the employee will be entitled to an additional or
extension corresponding to the number of holidays.
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Not have the right to use his Annual Leave balances in lieu of the notice period, (Approval of such
is entirely up to the sole discretion of the Management on a case to case basis) but will receive
payment to the value of remaining Annual Leave credits.
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If the hotel fails to arrange the employees to enjoy annual leave after the deadline, the company
will pay the salary of annual leave according to the law for the number of statutory annual leave
days. If the hotel arranges employees to enjoy the annual leave, but the employees do not take
the annual leave due to their own reasons, they must submit a written statement to the hotel that
they do not want to take the leave due to their own reasons. In this case, the hotel is only legally
required to pay its wages during the normal working period. The number of days not exceeding
the annual leave shall be regarded as welfare leave, and the unused part (not exceeding 25% of
the number of days of such leave available in the current year) may be extended to March 31 of
the following year; If the employee does not agree to the extended use or non-use of such leave, it
shall be deemed as a waiver, and the hotel shall have no obligation to convert it into money or
in-kind compensation, therefore, the hotel shall not pay any compensation.
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Sick Leavefiifi

An employee is entitled to one day all pay of sick leave per month. This is non-cumulative. Must
show proof of medical certificate
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An employee who is sick and who produces a certificate from the appointed Hospital will be
granted sick leave in accordance with the Hotel Medical Policy.
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The Human Resources Department is responsible for administration of the sick leave benefit and
the maintenance of correct and up-to-date sick leave records.
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If upon expiration of the authorized sick leave period the employee fails to return to work, he will
be marked absent without leave unless he notifies the office that his sickness or injury warrants
additional leave and the claim must be supported by another medical certificate. Department
Heads are to report such incidents to the Human Resources Department without delay.
A0SR B EE AT A TR AR 18] A, 20 TR T, BRI 51 T 2 A s 8 0 20w 1R R 3
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Refer: The regulation of enterprise worker sick or Not injured because of the work medical
treatment period stipulation

2% AV HR TR sl Al R T 4 A% B 7 BT

Regulations
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For one sick leave day, a sick leave certificate is to be presented to supervisor for approval on the
1st day of resuming duty.
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For sick leave over 3 days, a sick leave certificate should be forwarded to the Human Resources
Department beforehand. Prolonged sick leave certificate should reach the Human Resources
Department every 7 days.
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The following situations will not be considered valid basis for sick leave and will merit disapproval
of the application for sick leave.
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Injuries resulting from fights or brawls caused by the employee.

R B2

Intentional or self-inflicted injuries.

H a0

Employee is on maternity leave, Annual Leave or is on Unpaid Leave.
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Maternity Leave;~ i
Maternity Leave regulations apply as stipulated in the People’s Republic of China ordinance.
Employees who has passed probation will be entitled to Maternity Leave according to the
Government Legislation. It currently include the following:
FEARIECHERE 19 B R e N RIE AN [H Ay e, Sd i 0 5 T R AR U BRI AR = 1 . BUSR f
T
Postnatal recuperation — 158 calendar days (15 leave days prior to delivery is permitted upon
employee’s request and this is included in the 158 days.
PEEWE - 158 RHH (AR R LHRSGIISKIFMRAE, HEMEET158KM) .
In addition, extra days are granted for the cases of:
[, TR AEL, ATHEVEESME -
A) Dystocia — 15 days

M= - 15K
B) Multiple Birth — 15 days/Every additional birth
ZHfs - 15RMEeE Kk
If the pregnancy is aborted before 4 months of pregnancy, 15 days of maternity leave shall be
enjoyed; Those who miscarry after 4 months of pregnancy are entitled to 42 days of maternity

leave
PRERINAN =0, EZASK= M RARHaN Hifir= 1, Z%42K5]
Please consult the Human Resources Department for details.
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Feeding Leave i3

According to the government policy, the female employee after confinement is entitled to Feeding
Leave of 60 minutes per day until her baby reaches the age of one.
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Feeding leave is only valid on the day and no accumulated.
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Paternity Leave 5 53 b ™ i

Employees will be entitled to 15 calendar days Paternity Leave according to the local policy.
Probationary employees are not entitled to paid paternity leave.
WA E B B TEEIS KA A #HE=ER. RAE 2GR~ .

Marriage Leave {§{F

Employees who has passed probation will be entitled to 13 calendar days Marriage Leave
according to the Government Legislation. The application for leave must be approved by the
Department Head in advance and forwarded to the Human Resources Department. A copy of the
Marriage Certificate must be submitted to the Human Resources Department
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Compassionate Leavi#{&

Associates shall be granted 3 consecutive calendar days paid compassionate leave in case of
death of immediate family member.
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Immediate family members include: father/mother, spouse, child, father-in-law and mother-in-law
HARROE: &, Bl. Farmmmest.

Associates shall be granted 1 calendar day paid compassionate leave in case of death of non-
immediate family member.
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Non-Immediate family members include: sister/brother and grandparents.

FRFMOIE: Bk, HLE KM EE.

Ambassador shall inform the Department Head when taking compassionate leaves. Application
for compassionate leave is required to be supported with the relevant documents as evidence to
the Human Resources Department.
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Prenatal Check™ jif #; 7

According to The Special Rules on the Labor Protection of Female Employees, the time spent by
pregnant female employees on prenatal check during labor hours shall be included in labor hours.
IR (LR T Eh R R RINEDY o W% IR TAE 35 3l IR At A7 = ik 8, T A i 1) o+ N 37 3l
7] o

Pregnant female employees shall inform department of the date of prenatal check 3 days in
advance according to the arrangement of doctor.
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After the prenatal check, the record should be submitted to HR for filing immediately; if it is not
provided, the date taken will be processed as unpaid leave.
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Unpaid Leave i {i

Should associates apply for unpaid leave for emergency, they should inform respective
department head immediately, complete the application procedure in hotel in 2 days.
RTBF R Fik, . LY. Ak GERERIER) , FBKGTE, BOT % HBHENH
S8, FTZATED A SIS A X IEBRFLE.

Should associates apply for unpaid leave for personal issue, application should be submitted
department head for approval for 1 day in advance, and get HR final approval. For Any
emergency associate should call department head immediately and get approval, and complete
the application in the next day.
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Salary will be deducted accordingly.
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All unpaid leave must get final approved by General Manager.
HHERLAR[E DA R, A FLEAT.
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For unpaid leave less than 3 days must get approved by respective Department Head prior to the
application, for unpaid leave more that 3 days and less that 7 days must get approved by
respective Excom, for unpaid leave more than 7 days must get approved by General Manager
prior to the application.
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Unpaid leave will affect the calculation of annual bonus.
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