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(Unofficial Translation, Original Version in Portuguese)

NMANHIN N

Internal Regulations of
the Royal Thai Embassy, Brasilia

The following interna regulations shall be applied to al employees of the
Roya Thai Embassy in Brasilia based on the Federal Constitution and the
Consolidation of Labour Law:

1. WORKING HOURS : The working hours to be completed by all employees,
except those who are or will be included in the exception provided in art. 62 of the
Consolidation of Labor Laws, will be from 9.00 to 12.30hs and from 14:00 to 17:30
hours, Monday to Friday.

2. HOLIDAYS : Will be observing the holidays provided for in Brazilian law, as
well as those days regarded as such in Thailand. For these, the Royal Thai Embassy
will announce to its employees about the possibility or not to be exempted from duty
that day.

3. UNJUSTIFIED ABSENCE: An employee who without due reason has not
worked all week earlier, or that has not fulfilled his working hours will forfeit the
right to remuneration paid weekly leave, in accordance with Article 6. Law 605 of
05/01/49.

4. PAID LEAVE: All employees are entitled to annual leave in accordance with the
provisons of Articles 129 to 148 to the Consolidation of Labor Laws and the
proportion provided for in art. 130 of the same law.

5. APPLICATIONS FOR LICENSE: Employees may get paid leave from work,
where and as provided for in art. 473 of CLT.

6. MEDICAL CERTIFICATES: On account of sickness duly attested by a medical
certificate, exemption will be granted paid to the employee, and if the difference in
disease properly proven to exceed 15 (fifteen) days subsequent to the 15th. will be
paid by Social Security. Maternity leave will apply also to the precepts established in
the Federal Constitution (Article 7. XVII) and the Constitutional Provisions Act
Transitional (art. 10)

7. SOCIAL RESPONSIBILITY AND BENEFITS: The Embassy will collect
socia security contributions in accordance with Brazilian law, employees cashing
their respective terms, as required by Brazilian law.
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8. OVERTIME: Any overtime worked, which are not cleared within seven (7) days
will be paid with the expected additional Brazilian law.

9. THE ASSESSMENT OF PERFORMANCE OF EMPLOYEE: Each employee
will be evaluated annually by the Royal Embassy of Thailand about their persona
performance as an employee, seeking, of course its good relationship with the
Embassy. If you show disinterest in and carry out their activities, so be warned that it
will improve its performance, while the employer terminates the employment
contract, paying the compensation provisions in Brazilian law, unless the employee
gives reasonable grounds for the dismissal when will also be observing the precepts
contained in Article 482 of the CLT.

10. DRESS CODE: It is the duty of every employee to show up dressed in a
presentable, and according to the function which it conducts.

11. DISCIPLINE: It used to observe the laws and Rules, as to the procedure in the
workplace, while the superiors and performing with dedication each of the tasks that
are required by reason of his office, reserving the right of the Embassy apply the
applicable penalties as warning, suspension or termination of the contract for cause,
depending on the severity of the misconduct.

12. CONFIDENTIAL: Every employee within the limits of its function at the
Embassy, is obliged to maintain confidentiality regarding information obtained during
the course of work, which became a cause for termination of contract, failure to
comply with this rule, getting still subject to criminal sanctions, as provided by law if
such information is disclosed even after the shutdown of the employee of the embassy.

13. INFORMATION: It isthe employee who is charged with giving information to
others, and especialy to answer any request for information from official bodies, or
not to provide such information with complete accuracy of their content.

14. THE ZEAL FOR THE PROPERTY OF THE EMBASSY: - It is the duty of
every employee, especially in the context of his to look after the assets of the
Embassy which are under their responsibility or that are being used by the employee.
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SERVICE AGREEMENT
Between The Royal Thai Embassy, Brasiliaand...............

1. TERM : This agreement is effective for one year from 1 October 2009 to 30
September 2010 after which period, arenewa with or without amendment may be
sought by either party.

2. POSITION : The Royal Tha Embassy hires _Name as Position
The job description, forming integral part to this contract, is herewith attached as
ANNEX 1.

3. SALARY : Thesdary shall be R$ per month.

4, WORKING HOURS: 09.30 - 12.30 hrs. and 13.30 — 17.30 hrs. Mondays to
Fridays or 35 hours aweek whichever islonger.

5. HOLIDAYS: Local public holidays aswell as Thai holidays as announced.

6. ANNUAL PAID LEAVE : After completing 1 year’s service, 30 day
holiday with pay will be granted.
A week of |leave means seven consecutive calendar days.
All leave must be taken in the current calendar year .
Application for leave must be submitted for consideration at least 4 weeks
in advance.

7. LEAVE OF ABSENCE : Due to an emergency (such as illness or death
within the immediate family) leave of absence may be granted according to the
relevant law.

8. SICK LEAVE/MATERNITY LEAVE : In case of serious illness which
requires treatment in a hospital, application for sick leave with pay might be
applied for on a case by case basis. Doctor’s certificates are required in cases of
serious illness.  Sick leave and Maternity leave will be granted according to the
relevant laws and regul ations.
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9. SOCIAL BENEFIT RESPONSIBILITIES: In addition to the salary, the
Embassy will pay its social benefit contributions according to the relevant laws
and regulations. The employee shall bear all kinds of local taxes as prescribed by
local laws and regulations.

10. OVERTIME BENEFITS: If an order has been made to work longer than
35 hours a week , overtime shal be paid according to the relevant laws and
regulations.

11. RETIREMENT : On the date of birth of the year in which he/she reaches
the age of sixty-five/ sixty.

12. SEVERANCE PAY : In case the employee does not pass the efficiency
assessment, the Embassy may terminate the service agreement. In which case, the
Embassy shall effect severance payment to the employee according to the relevant
laws and regulations.

13. ASSESSMENT : Assessment of performance shal be done annually
according to procedure in ANNEX 2. Subject to Clause 15 on severance
payment, under-performance constitutes a ground for termination of this service
agreement.

14. DRESS CODE : Proper dress in apolite and presentable manner.

15. DISCIPLINE : The Embassy retains the right to take disciplinary actions
against the employee who commits wrongful acts against the Embassy or fails to
obey orders of hig’her supervisors. Depending on the gravity of the matter, the
punishment will be imposed accordingly ranging from warning to immediate
termination of the service contract. Detailed code of conduct and its procedure is
attached as ANNEX 3.

16. NOTICE OF TERMINATION : Four week’s notice of termination of this
agreement may be given at any time by either side.

For the Roya Thai Embassy Employee

Signature............ocoeenn Signature..........c.ooeennnn

Date..... oo
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ANNEX 1
Position
Responsibilities:
Salary: R$ per month.

Qualifications:

Special requirements:
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MANUIN R (2)

ANNEX 2
PERFORMANCE ASSESSMENT

1. There will be an annual performance assessment of Embassy’s
employees. The employee whose performance meets the required standard shall
remain in the employment until the following year. If, in the following year, the
employee satisfactorily passes the performance assessment, the employee shall be
in the employment until the end of the service agreement.

2. In case the employee fails the performance assessment, the Embassy
has, at its discretion, the power to take the following actions:

() to terminate the service agreement, in which case the Embassy
shall pay the employee appropriate severance payment ; and

(b) to give the employee an opportunity to improve himself/herself
within 30 days. After the time lapses, there will be another
assessment. If the employee fails to meet the standard set, the
Embassy shal terminate the service agreement and pay
appropriate severance payment to the employee.

3. After expiry of thefirst contract, renewal of contract is possible.
However such renewal is subject to the performance assessment of the employee.
To be digible for renewal, the past performance of the employee must be above
75% of the standard set.

4. The performance assessment must be done objectively. The employee
will beinformed of the result of the assessment.
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MANKIN 2 (3)

ANNEX 3

CODE OF CONDUCT

In the course of his/her duty with the Embassy, the employeeisto:

1.

2.

10.

11.

behave honestly and with integrity;

act with care and diligence;

treat others with respect, courtesy, and without coercion of harassment of
any kind;

comply with al applicable Thai and Brazilian labour law;

comply with any lawful and reasonable direction given by authorized
persons,

maintain appropriate confidentiality with regard to information obtained
during the course of the Embassy employment;

disclose, and take reasonable steps to avoid any conflict of interest (real or
apparent) in connection with his’her employment;

use Embassy resources in a proper manner;

not provide false or misleading information in response to a request for
information that is made for official purposes;

not make improper use of information or his duties, status, or authority in
order to gain, or seek to gain, a benefit or advantage for himself/herself or
for any other persons; and

at al times behave in a way that upholds the values, integrity and good
reputation of the Embassy.
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PROCEDURES FOR MANAGING BREACHESOF
CODE OF CONDUCT

1. These procedures may apply to conduct in and outside the workplace
where there is a real connection between the conduct and its effect on the
Embassy. Not all alleged breaches of the Code of Conduct may need to be dealt
with formally.

Minor Breach

2. The Embassy may dea with alleged minor infringement in whatever
method it may think fit. However, the employee concerned will be allowed an
opportunity to answer or make a statement, orally or in writing, in relation to the
alleged breach.

4. If it has been determined that a minor breach of Code of Conduct has
occurred, the Embassy may take any of the following actions:

1.1 counsel the employee concerned — formally or informally;
1.2 issue aformal reprimand;

1.3 deduct the monthly salary not over three monthsin arow;
1.4 reduce the employee’s salary.

Serious Breach

5. Allegation of serious breach of the Code of Conduct shall be dealt with
formally and without delay. Such process shall commence when the alegation is
sufficiently serious and the primafacie case is established.

6. The disciplinary committee may be established to conduct an
inquiry and determine whether a breach has occurred. The committee shall alow
the employee concerned an opportunity to answer or make a statement, orally or
in writing, in relation to the alleged breach.

7. If the employee concerned has made a confession; or is convicted under
local law of a serious criminal offence; and absence without leave for 15 days, the
Embassy may take appropriate disciplinary measures without having to appoint
the committee to deal with the allegations.

8. Indetermining if an alleged conduct constitutes a serious breach or not,
regard must be had to al the involved circumstances i.e. damage to the reputation
of the Embassy etc.

9. A serious breach of Code of Conduct may result in the termination of
service agreement without any compensation or severance payment.
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APPEALS
2. Employee who wishes to appeal a determination is entitled to do so. An

appeal should be lodged directly to the Ministry of Foreign Affairs in Bangkok
through the Royal Thai Embassy in Brasilia.



MANHIN ¥

Annual Perfor mance Assessment
Royal Thai Embassy, Brasilia

Employee’s Name---=-=--s--eeeeomemecmm oo Title---------mmmmmmmoeeee
Evaluation Period --------------=-=mmmmmmmmmommeeeoe LB
PERFORMANCE DEFINITIONS

*5 Exceptiond

*4 Exceeds expectations
*3 M eets expectations
*2 Below Expectation
*1 Unacceptable

EVALUATION OF PERFORMANCE *5 *4 *3 *2 *1

QUALITY - Performswork
- thoroughly
- effectively
- accurately
- timely

QUANTITY - Completes/exceedsthe assigned workloads ---- ---- ----  --—- ----

KNOWLEDGE
- Isableto handlethework within job description ----  ----  ---- --

HUMAN RELATIONS
- isabletointeract with supervisors, coworkers
and visitors, abletowork asateam

COMMUNICATION SKILLS
- Isableto present ideasand information to others---- ~ ----  —=—= - -

JUDGEMENT
- Isableto make decisions based on sound reasoning---- ----
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JOB DEPENDABILITY
- Honesty
- Trustworthy
- Attendance & Punctuality —---- = ---- - --e-

ATTITUDE

- Ethics

- Loyalty

- Dedication

- Conflict resolution

- Personal appearance
INITIATIVE - Showsoriginality

- Makesdecisonswhen required----  ----  ---- -

- Initiates action
OVERALL EVALUATION = —-oeeemmmmmmmmnee POINTS
Evaluator ~ -------------- -- Date ----------=-=nmnmemnmeeeeee
Ambassador = -----------mmmmmmmem e e Date ----------=-=nmnmnmmmeeeeee

| am signing thisform to indicate that | have received it and completed my portion.

My signature does not necessary indicate that | agree with the contents.
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Royal Thai Embassy,

SEN AV.Das Nacoes-Lote 10,70433 900 Brasilia-DF.

Tel : (5561) 3224 6943

Fax : (5561) 3223 7502

E-mail : patchanee@mfa.go.th
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