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General Employment Terms Policy

Hong Factory Co., Ltd. establishes its labor management policy through the

company’s written work regulations. The key employment terms and conditions are

outlined as follows:

1.

The company provides employment terms including wages, working hours,
and other conditions in written work rules, which are communicated clearly to
all employees.

The company shall not avoid compliance with labor laws and social security
regulations.

Appropriate records of employees shall be maintained, including wage

payments and records of working hours and overtime.

. The company complies with labor laws by limiting normal working hours to no

more than 48 hours per week.

Overtime may be required only with the consent of the employee and must
comply with labor laws. There shall be no coercion, threats of dismissal,
forced acceptance, confinement, or punishment for refusing to work overtime.
The total number of regular and overtime working hours shall not exceed 60
hours per week, except under collective bargaining agreements or in
exceptional circumstances such as peak production periods, accidents, or
emergencies. In such cases, employee consent must be obtained, and
appropriate measures must be taken to ensure occupational health and

safety.
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7. The company shall provide at least one day of rest per week, as stipulated in
the work rules.

8. The company shall grant traditional holidays and various leave entitlements
including maternity leave and annual leave with pay as required by law and
specified in the work rules.

9. The company provides annual paid leave in accordance with labor laws.

10. Wages shall not be less than the minimum wage as prescribed by law.

11. Overtime pay shall be provided at a rate not less than that prescribed by law.

12.Wages shall be paid according to the methods and intervals specified in the
work rules.

13.No wage deductions shall be made unless permitted by law.

14.The company does not pay wages in advance. All wage payments are made
in accordance with applicable labor laws.

15.All forms of violence and abuse in the workplace are strictly prohibited. This
includes corporal punishment, degrading or shameful treatment, sexual
harassment, physical, psychological, or verbal abuse, gender-based
discrimination, retaliation, threats, or intimidation. Any such behavior, whether
direct or indirect, is not acceptable in the workplace. Employees must be
treated with dignity and respect, free from violence, threats, or harassment
directed toward themselves, their families, or colleagues.

16.Disciplinary procedures and sanctions are clearly communicated to
employees and are conducted equally and fairly, as stipulated in the

company’s written work rules.



