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OBJECTIVE
These rules and regulations set the general conditions of employment, with XXXXXXXXXXXXXXXXXX. 

SCOPE
The present rules and regulations are based on the Federal Law on Work and Arts, 321d of the “Code des Obligations”. Consequently, they form an integral part of the letter of employment and the contract of employment.

The term “employee” refers to any person that has signed a letter of employment with the company.

GENERAL OBLIGATIONS - CODE OF CONDUCT
All employees are asked to observe extreme discretion on any information they acquire in the context of their activity at XXXXXXXXXXXXXXXXX. Employees are bound to corporate confidentiality even after their departure from the company.

All documents (drafts, notes, photocopies, diskettes, graphics, books etc.) that the employee could have in his/her possession in relation to his/her work are the property of XXXXXXXXXXXXXXXXX. The employee who leaves the company has the obligation to return these documents, without keeping copies. All other employer owned equipment or items not mentioned above should also be rendered.

Tidiness
We aim to provide a pleasant working environment for all staff. For this reason, every employee has a responsibility in ensuring that the work premises remain orderly and clean. 

CONDITIONS OF EMPLOYMENT

Start of employment
The letter of employment indicates the beginning date of employment, the length of the trial period as well as the resignation notice period.

Termination of service
In accordance with the rules dictated by the “Code des Obligations”, and unless differently indicated in the employment agreement, during the first year and after the probationary period, each party can terminate their employment obligation provided that a notice period of one month is given by the end of the prior month. As of the second year of service, the notice period is two months to be given by the end of a month. As of the tenth year, three months to be given by the end of a month. 

Special provisions and conditions may be applied in the case of termination for just cause (“justes motifs” - C.O.  337).

SOCIAL CONTRIBUTIONS

Compulsory contributions/insurances
In accordance to legal provisions and obligations, all employees participate to:

- The Swiss Social Security scheme, which includes:


. the governmental retirement plan (AVS - Assurance Vieillesse et Survivants)


. the Disability Insurance (AI - Assurance Invalidité)


. the Loss of Salary Allocation Insurance - during military or civil service


  (APG - Assurance Allocation pour Perte de Gain)


. the Unemployment Insurance (AC - Assurance Chômage) and the “Solidarity Insurance”

- the Pension Fund of the Personnel of The XXXXXXXXXX    in Switzerland, according to the federal “Loi sur la Prévoyance Professionnelle” (LPP). This plan provides complementary coverage for retirement, disability and widow/orphan pensions. Xxxxxxxx can be contacted for any additional information.

Employee contributions to the premium payments by salary deduction are subject to the prevailing Swiss legislation and are mentioned in the appendix.

The Company provides employees with full coverage of professional and non-professional Accident Insurance (LAA- Loi sur l’Assurance Accidents) as well as for Loss of Income due to accident or illness (LMM or LEAM - perte de gain en cas de maladie) with the insurance company ZURICH ASSURANCES/WINTERTHUR ASSURANCES/OTHER (SELECT A COMPANY). The Company pays the corresponding premiums.

HEALTH INSURANCE
Employees must be insured for medical care, hospitalization and pharmaceutical costs through illness with a Swiss Health Insurance provider, according to Swiss legislation (01/01/1996). The corresponding premiums are paid entirely by the employee, who is free to use the insurance company of his/her choice. *

Employees may participate, at their own cost, in one of the health insurances working with the Company Xxxxxxxxxxxxxxxxx:  MUTUELLE YYYYYYand MUTUELLE ZZZZ. This insurance can also cover the spouse and children of the employee. 

Specific documentation with the conditions and details of these insurances can be obtained from xxxxxxxxx Department.

*N.B. It is becoming common for multinational employers to pay health insurance or give to the employee a payment to help in these payments but this trend is not so common with Swiss employers.  

HOURS OF WORK
Working time
- 5 days a week from Monday to Friday

- 8 hours a day

- 40 hours a week

Employees under the age of 19 and apprentices up to the age of 20 may not work more than 9 hours a day, overtime, and compensatory time included (art. 31 LT).

Work schedule
Keeping in mind the need to maintain a fully functioning business activity, employees can determine individually their work schedule within the limits of the present regulations (see blocked time).

Whenever the necessities of work require it, employees may be requested to adhere to a fixed schedule, which will be determined case by case.

The working schedule includes:
Two core times:

· Morning:

from 09:00 to 12:00

· Afternoon:

from 14:00 to 17:00

Three flexible times:

· Morning:

from 08:00 and 09:00

· Mid-day:

from 12:00 to 14:00

· End of the day:
from 17:00 to 18:00

NB Flexitime arrangements are frequent in Switzerland

Lunch break
The lunch break should consist of:

a) 30 minutes minimum, if the duration of work is less than 9 hours

b) 60 minutes minimum, if the duration of work is more than 9 hours

ABSENCES

Private personal absences
These absences must take place outside of core time and must be compensated by the employee. This rule does not apply for justified absences (see below).

Justified absences
Absences due to official summons, medical or dental care, can occur within core times. They will not have to be compensated by the employee.

Justified absences must be announced to the Department Head some days in advance. When the absence takes place, the employee must inform his/her Department Head when he/she leaves work and when he/she returns to work.

Professional absences
Absences for professional reasons should be announced to the Department Head and upper management by filling out the appropriate form.

VACATION AND ABSENCES

Right to vacation
Every complete month of work gives right to one twelfth of the annual vacation entitlement. The vacation entitlement varies in accordance to the age ranges listed below:

AGE OF EMPLOYEE


NUMBER OF DAYS
20 years or less



25 days (2.08 days per month of work)

As of 20 years old + 1 day


20 days (1.66 days per month of work)

62 years old for women/65 years for men
25 days (2.08 days per month of work)

By law, the vacation entitlement is calculated on a pro-rata basis for the civil year when the ages of 20 years and 62/65 years are attained.

The right to vacation can be reduced for any absence superior to 3 months due to sickness or accident in the current year. Several non-consecutive absences will be cumulated. The reduction will be calculated on the basis of one twelfth for every complete month as of the 4th month of absence.

Vacation calculation
One week of vacation corresponds to 5 working days and one day of vacation corresponds to 8 hours.

Vacation
Vacations should be planned during the civil year in agreement with the Department Head and should take into account the requirements of the company and, insofar as possible, the employee’s wishes. They should be scheduled and approved in advance using the appropriate absence form.

Vacations must furthermore be planned according to the following rules:

· A one-time 10-day consecutive vacation must be taken during the year.

· It is not permitted to take more than 4 weeks at a time (20 working days).

· Short periods of vacation are allowed, the minimum being one half day of work.

· Any vacation not taken by the end of the civil year can be carried over until April 30th of the following year.

Paid absences
Paid absences are indicated in the annex.

Official public holidays
The list of Public Holidays in Geneva is as follows:

New Year Day (January 1st)

Good Friday

Easter Monday

Ascension

Whit Monday

National Day (August 1st)

Jeûne Genevois (1st Thursday following the 1st Sunday of September)

Christmas (December 25th)

Restauration Genevoise (December 31st)

The xxxxx Management may grant supplementary vacation days between Christmas and New Year.

A public holiday, which falls during an employee vacation period, will be compensated.

On a weekday before a public holiday, employees may leave work an hour earlier. 

REMUNERATION
Salary
The salary is determined by taking into account the job requirements, the qualifications and the experience of the employee.

The annual contractual compensation is paid in 13 installments, the 13th part being paid with the December salary.

The salary should be paid into the bank account of the employee on the 24/25th of each month.

Family and birth allocations
These allocations are granted according to the Cantonal legislation. A monthly allocation and a one-time birth allocation are paid directly to the employee by the “Caisse d’Allocations Familiales”, according to the table shown in the appendix. * NB about CHF 180 per month in Geneva

Right to a salary in the case of absence due to sickness or accident

Sickness

During the term of employment, 100% of the salary is paid for maximum 720 days of absence in a period of 900 days. All benefits cease after this period. In case of disability, employees may request a pension to the Disability Insurance (AI).

Accident (professional and non-professional)

During the term of employment, 100% of the salary is paid for 720 days of absence. After this period, the company insurance foresees, if necessary, the payment of a disability pension.

Right to a salary in the case of maternity
The maternity leave is of 10 weeks (which may be taken partly before and partly after childbirth). This leave may be extended in case of breastfeeding.

The right to a salary during the maternity leave depends however on the duration of the working relationship and is indicated in the annex.

Absences due to medical complications before or after childbirth and supported by a medical certificate will be treated as sickness absences and will not be considered as part of the maternity leave.

Employees resigning between the 6th month of pregnancy and childbirth due to their maternity will receive a birth allowance. Amounts are indicated in the appendix.

Right to a salary in the case of military service or civil protection 

Employees accomplishing their military or civil protection service in time of peace and in Switzerland are entitled to their full salary.

The allocations for loss of salary (APG - Assurance Perte de Gain) are paid directly to the company.

The employee who resigns within the 12-month period that follows the end of his “Service d’Avancement” must reimburse to XXXXXXXXXXXXXXXXX. Half of the difference between the salary effectively received and the loss of salary allocations received by the Company.

Indemnity in case of death

In the case of the death of an employee, XXXXXXXXXXXXXXXXX. will pay the entire salary of the outstanding month.

The allocation established in accordance with the table shown in the appendix should compensate the entirety of the salary benefits due at the time of death except if the benefits of the Accident or Sickness Insurance and the LPP give out an allocation higher than the above, as these take into account the family situation of the deceased.

ADMINISTRATIVE FORMALITIES
Change of address and civil status
The employee must inform the Human Resources Department immediately of any change in civil status, address, nationality or work permit as well as of any other event, which could change the status of the benefits given by XXXXXXXXXXXXXXXXX.

Sickness and accident
In case of sickness or accident, the employee must advise his/her supervisor without delay.

If the absence exceeds 3 days, a medical certificate must be sent to the Human Resources Department.

Any accident, professional or non-professional, must be advised to the Human Resources Department, as medical care, the Zurich Accidents Insurance reimburses hospitalization and pharmaceutical costs.

XXXXXXXXXXXXXXXXX. reserves the right to request at any time a medical certificate regardless of the length of absence due to sickness or accident. The Company also reserves the right to ask an employee to undergo a medical visit by the company doctor, if need be.

Military and civil service
The employee who must accomplish his military or civil protection service must inform his supervisor as soon as he knows the dates of his absence.

Upon his return, he must submit to the Human Resources Department the military certificate regarding the “Allocation de Perte de Gain” (Allocations for Loss of Salary).

MODIFICATIONS
XXXXXXXXXXXXXXX CORP reserves the right to modify any of the above provisions.

Any changes or complementary information will be communicated in writing.

These rules and regulations come into effect XXX/XXX/2000, and are an integral part of the letter of employment. The present document replaces any previous internal documents on the subject of work conditions.

APPENDIX TO THE STAFF RULES AND REGULATIONS
Compulsory social contributions and insurance for the employee will be 
AVS/AI/APG - AC

AVS/AI/APG 




5.05 %

AC





1.5 %







(for a maximum of CHF 1’458. -- per year)

Solidarity unemployment Insurance

0.5 % - on annual salaries of CHF 97’200 and more






and for a maximum amount of CHF 729/year

 LAA




Paid entirely by XXXXXXX

 LMM or LEAM


Paid entirely by XXXXXX

Pension Fund




6.5% 

The salary deduction is calculated according to the following formula:

Annual base salary minus 23’880 x 6.5 % / 12  = monthly employee contribution

· AVS = Assurance Viellesse  (Old Age Insurance-pension)

· AC   = Assurance Chomage (Unemployment Insurance) 

· AI    = Assurance Invalidite (accident insurance) 

The EMPLOYER’S CONTRIBUTION might be:

- AVS/AI/AC/APG






6.75% 

- PENSION Plan depending on fund and age  


11.5%

- APG Complementary (Salary Insurance)



3-6%

- Insurance for Professional and Non-Professional Accidents
2-4%

- Total contributions per employee




20-25%

Paid absences
· Marriage of the employee




3 days

· Birth (for the father)




1 day

· Death (spouse, father, mother, child)


3 days

· Death of family members outside of the close circle
1 day

· Moving






1 day per year









(Maximum)

Family and birth allowances (subject to change)
Age of Children


Allowance per child
Birth




CHF 1’000

From 0 to 15 years of age

CHF 170. --/month

From 15 to 18 years of age

CHF 220. --/month

For children over 18 years old, family allowances will no longer be granted. There is, however, an allowance of encouragement towards training.  

Maternity leave
Years of Service



Salary due 

Up to 1 year




4 weeks

2nd year of service



8 weeks

3rd and 4th year of service


10 weeks

from the 5th to the 9th year of service
12 weeks

As of the 10th year of service


16 weeks

Departure indemnity due to maternity
Years of Service



Indemnity
1st year




1 month of salary

2nd to 9th year of service


2 months of salary

As of the 10th year of service


3 months of salary

Indemnity in case of death
Until 9th year of service


2 months of salary

As of 10 years of service


3 months of salary
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