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Section I General rules
Article 1 In order to regulate the company's employment and employment behavior, improve the two-way selection of employment and employment system between the company and employees, promote the harmonious, stable and orderly flow of the company's employment and labor relations, enhance the vitality of the company, protect the rights and interests of employees in accordance with the law, and mobilize the enthusiasm of the majority of employees. According to the relevant laws, regulations, rules and policies of the state, combined with the actual situation of Zhejiang Hunter Security Group Co., LTD., the management measures are formulated.
Article 2 These Administrative Measures shall apply to the subsidiaries, subsidiaries and joint ventures of the company (hereinafter referred to as the employing company).
Article 3 The employing company shall, in accordance with different forms of employment and in accordance with the laws, regulations, rules and policies of the State, sign employment contracts and labor contracts with the employees on a voluntary, equal footing and through consensus through consultation. The employing company may, according to the actual situation of the company and internal management needs, sign a written contract such as a personnel agency contract, a personnel assignment contract, a personnel assignment contract, a personnel secondment contract, a labor contract, etc., in order to meet the actual needs of the company's personnel employment and labor employment.
Article 4 Each company shall formulate corresponding rules and regulations in accordance with these Measures and in light of the actual situation of the company to standardize the management of cooperation, position management and performance appraisal management. If the company's rules and regulations involve the interests of employees, they shall be implemented after discussion and approval by the employees' representative assembly or all employees' assembly. And report to the superior company for the record. The head office shall be responsible for guiding, supervising and inspecting the establishment of employment relationship between the company and its employees.
Section 2 Employment Contract
Article 5 The employing company shall conclude an employment contract with the employee according to the amount of establishment approved by the establishment department of the head office and the position setting. The recruitment and employment of personnel and the signing of employment contracts with them shall be submitted to the administrative management department of the head office for examination and approval.
Article 6 The applicant shall meet the following requirements:
(1) Having the nationality of the People's Republic of China;
(2) To abide by the Constitution and laws;
(3) no violation of laws and disciplines and other bad records;
(4) The professional or skill requirements required by the post;
(5) physical conditions suitable for post requirements;
(6) Other requirements required by the post
Article 7 Employment procedures:
A. Recruitment procedures:
(1) Formulating recruitment plans;
(2) Publishing recruitment information;
(3) accept the applications of candidates and review the qualifications;
(4) examination and assessment;
(5) Physical examination (medical examination report of hospitals at or above the county level);
(6) To determine the personnel to be employed according to the results of the examination and assessment;
(7) Publicize the recruitment results;
(8) The legal representative or client of the company shall sign an employment contract with the employee after full consultation and reaching an agreement on the main contents of the contract such as the job position, salary and remuneration, labor security, termination and rescindment of the contract, and handle the employment procedures.
B. Renewal procedure:
When the employment contract expires, the employment contract can be renewed due to the needs of the post, the assessment has passed and the person is willing. The renewal of the employment contract shall be submitted 30 days before the expiration of the employment contract, and the employment contract may be renewed upon mutual agreement. No probation period shall be stipulated in the renewal of the employment contract. If the employment of special posts needs to be submitted for approval and filing, it shall go through the procedures for approval and filing with the administrative management Department of the head office.
Article 8 A person who has a husband and wife relationship, a direct blood relation, a collateral blood relation within three generations or a close in-law relationship with a leading member of the Company shall not be employed to work in positions such as secretary, organizational personnel, financial audit, discipline inspection and supervision, and shall not work in a position that has a direct leadership relationship with the leading cadres of the company. The staff of the human resources department shall, when engaged in the employment work, withdraw from the above mentioned family relations with themselves.
Article 9 The employment contract shall be in written form, signed by the company legal person, stamped with the company seal and signed by the appointee. The employment contract shall be made in duplicate, with each party holding one copy.
Article 10 An employment contract must contain the following provisions:
(1) Company name, company address, legal representative and company seal;
(2) the name, address and resident identity card number of the appointee;
(3) the term of the employment contract;
(4) Post and its responsibility requirements;
(5) post discipline;
(6) The working conditions of the post;
(7) wages and welfare benefits;
(8) Conditions for the change and termination of the employment contract;
(9) Liability for breach of employment contract.
Upon mutual agreement, the parties may include in the employment contract other terms such as probation period, training and continuing education, intellectual property protection, and time limit for advance notice of dismissal.
Article 11 Where the employment position of the employee involves the company's intellectual property rights and commercial and technical secrets, the employing company may specify the relevant rights and interests in the employment contract or enter into a separate agreement with the employing personnel.
Article 12 For special posts, the employing company has special requirements to put forward special restrictive terms, should be fully negotiated with the employee, clearly stipulated in the employment contract.
Article 13 The first time a contract is signed for an ordinary post is generally 2 years; Important positions or occupations require a contract period of 2 to 3 years; A contract whose term is to complete a certain amount of work shall be determined according to the needs of the task. The employment contract may be renewed for 1 to 5 years. The maximum term of the contract shall not exceed the number of years in which the applicant reaches the retirement age prescribed by the State. The term of the employment contract of the special talents recruited by the company may be agreed upon by both parties through negotiation.
Article 14 A probation period may be stipulated in a contract, and the probation period is included in the term of the employment contract. If the term of the employment contract is not less than 1 year but not more than 3 years, the probation period shall not exceed 3 months; The probation period shall not exceed 6 months after the expiration of 3 years.
Article 15 The parties to an employment contract may agree on the service period of the employees who are recruited at the expense of the employing company and provided with other special benefits. Where the company funds a certain amount of expenses to participate in training or education employees, the company shall sign relevant contracts with them, specifying the length of service, compensation liability and other terms. If there is an agreement on the liability for compensation in such contracts, the agreement shall be followed, and if the content of the agreement violates the provisions of the national laws, regulations, rules and policies, the provisions of the national laws, regulations, rules and policies shall be implemented; Without an agreement, no compensation fee shall be charged to the employee.
Article 16 The parties to the employment contract may stipulate a non-competition clause in the employment contract or confidentiality contract for the employer who is under the obligation to keep the company's commercial and technical secrets, and agree to give the employer the economic compensation due to the non-competition clause after termination or dissolution of the employment contract. The scope of the non-competition restriction shall be limited to the fact that the employer shall not run or operate any business in competition with the original employer within a certain period of time after leaving the employer. The period of competition restriction shall be agreed upon by the parties to the employment contract and shall not exceed three years at most, except as otherwise provided by laws, regulations, rules and policies.
Article 17 The Company shall conduct regular assessment of the employees in accordance with the company's regulations. Mainly assess the performance of job duties, work performance and performance of the employed personnel, and achieve rewards and punishments according to the assessment results. The assessment results are divided into A level, B level, C level, D level, E level five levels. If the assessment is below D level, the employing company may adjust the position of the employed person or arrange him to leave his post to receive necessary training and adjust his post. If the employed person does not agree to the adjustment without justifiable reasons or fails to pass the assessment in the new post after agreeing to the adjustment, the employing company has the right to unilaterally terminate the employment contract, but shall notify the other party in writing 30 days in advance.
Article 18 The contract shall be changed at the same time if the company adjusts the position of the employee whose assessment is below grade D or arranges the employee to receive necessary off-job training. In addition to the circumstances provided for in the preceding paragraph, if the parties need to change the employment contract, it shall be agreed by both parties through consultation and in writing. If no agreement can be reached through negotiation, the original employment contract shall continue to be performed.
Article 19 An employment contract may be terminated upon consensus reached by the parties through consultation.
Article 20 The performance of the employment contract may be suspended under any of the following circumstances:
(1) The appointee is conscripted into the army or performs other obligations prescribed by the State;
(b) the employee is temporarily unable to perform the obligations of the employment contract, but there are still conditions and possibilities to continue to perform;
(3) Other circumstances stipulated by laws and regulations or agreed by both parties. After the termination of the employment contract is eliminated, the employment contract can continue to perform, except as otherwise provided by laws, regulations, rules and policies.
Article 21 In any of the following circumstances, the Company may terminate the employment contract with the employee at any time:
(1) During the probation period, it is proved that it does not meet the requirements of the post and does not agree to adjust the post;
(2) continuous absenteeism of more than 10 working days, or accumulated absenteeism of more than 20 working days within a year;
(3) Violating work regulations or operating procedures, causing a liability accident, or dereliction of duty or dereliction of duty, causing serious consequences to the company;
(4) seriously disturbing the work order, causing the employment company or other companies to work can not be carried out normally;
(5) Other circumstances provided for by laws and regulations.
Article 22 If the employee is sentenced to fixed-term imprisonment or more during the term of employment and is sent to prison for execution, or is reeducation through labor, the employment contract must be terminated. Except as otherwise provided by the State.
Article 23 Under any of the following circumstances, the company may terminate the employment contract with the employee. The termination of the employment contract shall be issued by the department concerned, reviewed by the personnel management department, reported to the general manager for approval, and notified to the employee in writing 30 days in advance.
(1) The employee is ill or injured not due to work (work), and cannot take up the original job after the expiration of the medical treatment prescribed by the State, nor can he take up or disobeys other work arranged by the company;
(b) the annual assessment or employment assessment of the employee is E level, and does not agree to the employer's adjustment of his/her job post, or agrees to the adjustment of his/her job post, but still fails to pass the assessment after arriving at the new post;
(3) Major objective circumstances of the employing company have changed, resulting in the adjustment of organizational structure or the reduction of jobs, and the original employment contract cannot be continued.
Article 24 In any of the following circumstances, the company shall not terminate or rescind the employment contract;
(1) Illness or injury within the prescribed period of medical treatment;
(2) suffering from occupational diseases, incurable serious diseases or mental disorders;
(3) Female employees during the pregnancy, perinatal period and lactation period prescribed by the State;
(4) injured in the line of duty (work), after the end of treatment by the labor ability appraisal institution identified as 1 to 4 loss of labor ability;
(5) The employee is under disciplinary review and no conclusion has been reached;
(6) Spouses of transferred military cadres and active military cadres in policy-based resettlement;
(7) Other circumstances in which the employment contract may not be terminated or rescinded as prescribed by the State.
Article 25 Under any of the following circumstances, the employee may unilaterally terminate the employment contract at any time and notify the Company in written form:
(1) within the probation period;
(2) those admitted to ordinary institutions of higher learning;
(3) being employed or selected to work in a state organ;
(4) performing military service according to law;
(5) The company fails to pay wages and remuneration, provide working conditions and welfare benefits as stipulated in the employment contract;
(6) forcing the company to work by means of violence, threat or illegal restriction of personal freedom.
Article 26
If the employed person proposes to terminate the employment contract to the Company for reasons other than those specified in Article 25 of these administrative Measures, he shall notify the Company in writing 30 days in advance. If the employee fails to reach a consensus with the employing company, he or she shall continue to work normally and perform the employment contract. If the employer fails to reach an agreement with the employing company after six months, the employer may unilaterally terminate the employment contract. Where laws, regulations, rules and policies provide otherwise, such provisions shall prevail. The company shall give a reply within 20 days from the date on which the employee proposes to rescind the employment contract. If no reply is given, the company shall be deemed to have agreed to rescind the employment contract.
Article 27 An employment contract shall be terminated under any of the following circumstances:
(1) Expiration of the employment contract;
(2) the conditions for termination of the employment contract agreed upon by the parties appear;
(3) Employees injured in the line of duty (work), verified by the labor ability appraisal institution, in compliance with the relevant provisions of retirement or retirement;
(4) The employing company is revoked or dissolved;
(5) The employee retires, retires or dies. If the parties to the employment contract actually do not perform the employment contract for three months and do not fall into the suspension situation provided for in Article 17 of these administrative Measures, the employment contract may be terminated.
Article 28 The employees of the company shall abide by the professional ethics and the rules and regulations of the company, and fully perform the employment contract. The content of the company's rules and regulations directly related to the employee shall be informed to the employee when signing the employment contract or as an annex to the contract.
Article 29 Any modification or suspension of an employment contract shall be in written form, signed and sealed by both parties, and one copy of each shall be kept. When the employment contract expires or is terminated, the company shall, in accordance with the provisions of the State, transfer the personnel files of the parties to the relevant departments.
Article 30 Where a company terminates an employment contract and makes economic compensation to the dismissed personnel, it shall handle the matter in accordance with the relevant laws, regulations, rules and policies of the State. Where the employing company is divided, merged, cancelled or dissolved, the employed personnel shall be properly resettled, and where the employed personnel cannot be resettled or the receiving company recalculates the working life of the company, the employed personnel shall be given economic compensation according to relevant provisions.
Section 3 Labor Contracts
Article 31 Where an employing company establishes labor relations with its employees, it must sign a written labor contract with the employees.
Article 32 A labor contract shall be concluded between the legal representative or client of the employing company and the worker. After the legal representative is changed, the labor contract already signed shall remain valid.
Article 33 The basic contents of a labor contract:
(1) Name, domicile, legal representative or principal person in charge of the employing company;
(2) Name, domicile and resident identity card number of the worker;
(3) the term of the labor contract;
(4) Work content and work place;
(5) working hours and holidays;
(6) remuneration for Labour;
(7) Social insurance;
(8) Labour protection, working conditions and protection against occupational hazards;
(9) Other matters that shall be included in labor contracts as stipulated by laws and regulations.
Article 34 Where a worker's job involves the company's intellectual property rights and trade and technical secrets, the employing company may specify the relevant rights and interests in the labor contract or may enter into a separate agreement with the worker.
Article 35 For special posts, where the employing company has special requirements to put forward special restrictive terms, it shall fully consult with the laborer and clearly stipulate them in the labor contract.
Article 36 Term and conditions for signing labor contracts:
(1) The term of the labor contract concluded between the enterprise and the employee is divided into non-fixed term, fixed term and completion of a certain amount of work. The specific term shall be determined by the employing company and the employer through negotiation. Among them:
(1) Non-fixed term labor contract refers to the labor contract with no definite termination time agreed between the enterprise and the worker;
(2) A fixed term labor contract refers to a labor contract in which the termination time of the contract is agreed in writing between the enterprise and the laborer;
(3) A labor contract whose term is the completion of a certain amount of work refers to a labor contract in which the enterprise and the worker agree in writing that the completion of a certain amount of work is the condition for the termination of the contract.
(2) When the enterprise and the laborer initially sign or renew the labor contract, the term of the labor contract and the term of the labor contract may be determined by the two parties through consultation. The basic principles are:
1. The enterprise shall sign a labor contract with the employee before the employee is hired. If the employee does not sign a labor contract, the enterprise may regard the employee as giving up being employed by the enterprise;
2, to complete a certain work as the term of the contract, according to the task to determine the contract period. The duration of the contract shall exceed at most the number of years before the applicant reaches the retirement age prescribed by the State.
3, one month before the expiration of the contract, both the enterprise and the employee can indicate whether to renew the contract.
(3) Employees who have worked in the enterprise continuously for more than 10 years may apply for signing an open-ended contract in writing. If both parties agree to renew the contract through consultation, the enterprise shall sign an open-ended contract with them.
(4) If an employee has entered into a fixed-term labor contract for two consecutive times, and the employee has no statutory non-renewable labor contract, and the employee proposes to enter into a non-fixed-term labor contract in writing, the enterprise shall enter into a non-fixed-term contract with the employee.
(5) In principle, the employing company shall not recruit workers who are male or over 55 years old and female or over 50 years old. However, workers with special skills may be recruited upon approval of the head office.
Article 37 A labor contract shall take effect on the date of signature by both parties. If the parties have agreed on the time limit or articles for taking effect, such agreement shall prevail. Upon expiration of the term of a labor contract, the parties may renew it upon consensus reached through consultation.
Article 38 The parties to a labor contract may agree on a probation period. Where the term of a labor contract is less than three months, no probation period shall be established; Where the term has reached three months but not more than one year, the probation period shall not exceed one month; Where the period has been one year but not more than three years, the probation period shall not exceed two months; For labor contracts with a fixed term of more than three years or without a fixed term, the probation period shall not exceed six months. No probation period shall be stipulated in the renewal of a labor contract.
Article 39 The parties to a labor contract may agree on the term of service of a worker who is recruited by the employing company and provided with other special benefits. Where the company funds a certain amount of expenses to participate in training or education employees, the company shall sign relevant contracts with them, specifying the length of service, compensation liability and other terms. Where there is an agreement on liability in such a contract, the agreement shall prevail; If the contents of the agreement violate the provisions of the national laws, regulations, rules and policies, the provisions of the national laws, regulations, rules and policies shall be implemented; Without an agreement, no compensation fee shall be charged to the employee.
Article 40 The parties to the labor contract may stipulate a non-competition clause in the labor contract or confidentiality contract for the employee who is obligated to keep the company's commercial and technical secrets, and agree to give the employee the economic compensation due to the non-competition after the termination or rescission of the labor contract. The scope of competition restriction shall be limited to the fact that a worker shall not, within a certain period of time after leaving the employing company, operate any business that competes with the original employing company for himself or for others. The period of competition restriction shall be agreed upon by the parties to the labor contract and shall not exceed two years, except as otherwise provided for by laws and regulations.
Article 41 An employee within the term of the labor contract who fails to return to the country for personal reasons and violates the rules and regulations of the company shall terminate the contract according to automatic termination. Except in case of force majeure or accidents.
Article 42 A labor contract may be dissolved upon consensus reached by the parties through consultation.
Article 43 In any of the following circumstances, the employing company may terminate the labor contract at any time:
(1) During the probation period, it is found that it does not meet the recruitment conditions
(2) seriously violating the rules and regulations of the employing company;
(3) serious dereliction of duty, malpractice for personal gain, causing serious damage to the employing company;
(4) The employee establishes a labor relationship with another employing company at the same time, which has a serious impact on the completion of the work tasks of the Company, or refuses to make corrections at the request of the employing company;
(5) being investigated for criminal responsibility or reeducation through Labour according to law;
(6) Other circumstances provided for by laws and regulations
Article 44 Under any of the following circumstances, the enterprise may rescind the labor contract signed with the employee after notifying the employee in writing 30 days in advance or paying the employee an additional month's wages:
(1) The employee is ill or is not injured due to injury, and cannot take up the original work after the prescribed medical treatment expires, nor can he take up any other work arranged by the employing company;
(b) the employee is not competent for the work, after the adjustment of the job position, is still not competent for the work;
(3) Major objective changes in the employing company, adjustment of organizational structure or reduction of jobs, making it impossible to continue to perform the labor contract.
Article 45 In any of the following circumstances, where it is necessary to reduce the number of employees by more than 20 or less than 20 but accounting for more than 10 percent of the total number of employees, the enterprise may reduce the number of employees after explaining the situation to the trade union or the general assembly of all employees 30 days in advance, listening to the opinions of the trade union or employees, and submitting the reduction plan to the general management department of labor for approval:
(1) reorganization in accordance with the provisions of the Enterprise Bankruptcy Law;
(2) serious difficulties occur in production and business operation;
(3) It is still necessary to reduce the number of employees after the change of the labor contract after the enterprise changes production, major technological innovation or adjustment of the mode of operation;
(4) Other major changes have occurred in the objective economic conditions on which the labor contract was concluded, making it impossible to continue to perform the labor agreement. In the event of staff reduction, priority should be given to staff in the following order:
1. A fixed term labor contract with the Company for a longer period of time;
2. Enter into an open-ended labor contract with the Company;
(3) The family has no other employees, and there are elderly or minors who need to be supported. Where an employing company reduces its personnel in accordance with the provisions of paragraph 1 of this Article and re-hires personnel within six months, it shall give priority to hiring the personnel who have been reduced under the same conditions.
Article 46 In any of the following circumstances, the enterprise may not terminate the labor contract signed with the employee in accordance with the provisions of Article 45 and 46:
(1) Workers engaged in operations exposed to occupational disease hazards fail to undergo pre-departure occupational health examination, or patients suspected of occupational disease are under diagnosis or medical observation;
(2) It is confirmed that he has lost or partially lost his ability to work due to occupational disease or work-related injury in the company;
(3) Illness or non-work-related injury within the prescribed period of medical treatment;
(4) Female employees during pregnancy, perinatal period or breastfeeding period;
(5) Those who have worked for the Company continuously for at least 15 years and are less than five years away from the statutory retirement age
(6) Demobilized military cadres resettled according to state policies.
(7) Other circumstances provided for by laws and administrative regulations.
Article 47 In any of the following circumstances, an employee may terminate the labor contract with the enterprise during the term of the labor contract:
(1) The employing company fails to provide labor protection or working conditions as stipulated in the labor contract;
(2) The employing company fails to pay labor remuneration in full and on time;
(3) The employing company fails to pay social insurance premiums for the worker according to law;
(4) where the rules and regulations of the employing company violate the provisions of laws and regulations, harming the interests of employees or failing to provide the necessary working conditions for the post;
(5) where the employing company, by means of fraud, coercion or taking advantage of a person's situation, causes the employee to conclude or modify the labor contract against his true intention;
(6) Other circumstances in which laws and administrative regulations provide that a worker may rescind a labor contract.
Article 48 If an employee is injured on duty (at work) or suffers from occupational disease after medical treatment, and the relevant department confirms that he is incapacitated to work to different degrees, the termination or rescission of his labor contract shall be carried out according to the following provisions:
(1) If the worker is confirmed to be partially disabled due to occupational disease or work-related injury, the enterprise may terminate the contract by paying employment subsidy for disability in accordance with relevant regulations;
(2) The termination of a labor contract in which a worker is confirmed to be completely or partially incapacitated for work due to occupational disease or work-related injury suffered by the company shall be carried out in accordance with the relevant provisions of the State on work-related injury insurance.
Article 49 If an employee is recruited into the army during the term of the labor contract, the management of the contract shall be carried out in accordance with the relevant provisions of the State.
Article 50 A laborer who terminates a labor contract shall notify the employing company in writing 30 days in advance. If a worker terminates the labor contract during the probation period, he shall notify the employing company three days in advance.
Article 51 Procedures and procedures for rescinding labor contracts:
(1) If an employee requests to rescind the labor contract, he shall inform the employing company, and the employing company shall go through the formalities for rescission after agreeing. If the employing company fails to give a clear reply within 30 days, it shall be deemed as consent and the employing company shall handle the cancellation formalities for it;
(2) If the employing company unilaterally proposes to terminate the labor contract, it shall notify the parties and the trade union one month in advance. If the trade union considers it inappropriate, it may propose amendments.
Article 52 Where an employing company is required to make economic compensation to its employees for rescinding or terminating the labor contract, it shall handle the matter in accordance with the relevant laws, regulations, rules and policies of the State. Where compensation is stipulated in the labor contract, such stipulation shall prevail; If there is no agreement, the agreement is unclear, or the content of the agreement violates the provisions of national laws, regulations, rules and policies, it shall be implemented in accordance with the provisions of national laws, regulations, rules and policies.
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聘用和劳动用工管理办法
第一节 总 则
第一条 为规范公司聘用和劳动用工行为，完善公司与员工双向选择聘用和用工 制度，促进公司聘用和劳动关系的和谐稳定、有序流动，增强公司活力，保障员工合 法权益，调动广大员工的积极性。根据国家有关法律、法规、规章和政策等规定，结 合浙江猎人特卫保安服务有限公司实际情况，制定本管理办法。
第二条 公司所属分公司、子公司、合资公司 (以下统称用人公司) 应适用本管理办法。
第三条 用人公司应根据不同的用工形式，在符合国家法律、法规、规章和政策 的基础上，经与员工自愿平等、协商一致签订聘用合同、劳动合同。用人公司可根据 公司实际情况及内部管理需要，签订人事代理合同、人事委派合同、人事外派合同、人员借调合同、劳务合同等书面合同， 以适应公司人事聘用、劳动用工的实际需要。
第四条 各公司应根据本办法，  结合公司实际情况制定相应的规章制度，规范合 同管理、岗位管理及绩效考核管理。公司的规章制度涉及员工利益的，需经员工代表 大会或全体员工大会讨论通过后执行。并报上级公司备案。总公司对所属公司与员工 建立用工关系负有指导和监督检查的职责。
第二节 聘用合同
第五条 用人公司应根据总公司机构编制部门核定的编制数额，按照岗位设置要 求与员工订立聘用合同。招聘录用编制人员，并与其签订聘用工合同的，须报总公司 行政管理部审查批准。
第六条 应聘人员应具备下列条件：
（一）具有中华人民共和国国籍；
    （二）遵守宪法和法律；
（三）无违法违纪等不良记录；
（四）岗位所需的专业或技能条件；
（五）适应岗位要求的身体条件；
（六）岗位所需要的其他条件
 第七条 聘用工作的程序：
A、招聘录用程序：
（一）制定招聘计划；
（二）发布招聘信息；
（三）受理应聘人员的申请，对资格条件进行审查；
（四）考试、考核；
（五）身体检查 (县级以上医院体检报告)；
（六）根据考试、考核结果，确定拟聘人员；
（七）公示招聘结果；
（八）聘用公司法定代表人或者委托人需与受聘人员就工作岗位、工资报酬、劳动 保障、合同终止和解除等主要合同内容，经充分协商并达成一致后签订聘用合同，办 理聘用手续。
B、续聘程序：
聘用合同期满，因岗位需要、考核合格、本人愿意，可以续签聘用合同。续签聘用合同，应在聘用合同期满前30天提出，经双方协商一致，可续签聘用合同。续签聘用合同不得约定试用期。特殊岗位聘用需报批备案的，应向总公司行政管理部办理报批备案手续。
第八条 与公司领导成员有夫妻关系、直系血亲关系、三代以内旁系血亲以及近姻亲关系的，不得聘用从事秘书、组织人事、财务审计、纪检监察等岗位工作，不得在同本公司领导干部有直接上下级领导关系的岗位工作。人力资源部门工作人员在从事聘用工作时，遇有与自己有上述亲属关系的，应当回避。
第九条 聘用合同应采用书面形式，经公司法人签字、加盖公司印章及受聘人签字后成立。聘用合同应一式两份，双方各执 1 份。
第十条 聘用合同必须具备下列条款：
（一）公司名称、公司地址、法定代表人并盖公司印章；
（二）被聘用人姓名、住址、居民身份证号码；
（三）聘用合同期限；
（四）岗位及其职责要求；
（五）岗位纪律；
（六）岗位工作条件；
（七）工资福利待遇；
（八）聘用合同变更和终止的条件；
（九）违反聘用合同的责任。
经双方协商一致，可以在聘用合同中约定试用期、培训和继续教育、知识产权保护、解聘提前通知时限等其他条款。
第十一条 受聘人员聘用岗位涉及公司知识产权、商业技术秘密，聘用公司可在聘用合同中就有关权益予以具体规定或可与聘用人员另行单独订立相关协议。
第十二条 对于特殊岗位，用人公司有特殊要求提出特殊限制性条款的，应与受聘人员充分协商，在聘用合同中明确规定。
第十三条 普通岗位首次签订合同一般为2年；重要岗位或者职业需要合同期限签订 2 至 3 年；以完成一定工作为期限的合同，根据工作任务需要确定合同期限。续签聘用合同的可为1至5年。合同期限最长不得超过应聘人员达到国家规定的退休年龄的年限。公司招聘引进的特殊人才的聘用合同期限，可由双方协商约定。
第十四条 合同中可以约定试用期，试用期包括在聘用合同期限内。聘用合同期限满1年不满3年的，试用期不得超过3个月；满3年的，试用期不得超过6个月。
第十五条 聘用合同当事人可以对由聘用公司出资招聘、提供其他特殊待遇的受聘人员的服务期作出约定。凡由公司资助一定费用参加培训或教育的员工，所在公司应与其签订相关合同，明确服务年限、赔偿责任等条款。此类合同赔偿责任有约定的从其约定，约定内容违反国家法律、法规、规章和政策规定的，按国家法律、法规、规章和政策规定执行；没有约定的，不得对员工收取赔偿费用。
第十六条  对负有保守用人公司商业技术秘密义务的受聘者，聘用合同当事人可以在聘用合同或者保密合同中约定竞业限制条款，并约定在终止或者解除聘用合同后，给予受聘者因竞业限制所应得的经济补偿。竞业限制的范围仅限于受聘者在离开用人公司一定期限内不得自营或者为他人经营与原用人公司有竞争的业务。竞业限制的期限由聘用合同当事人约定，最长不超过三年，但法律、法规、规章和政策等另有规定的除外。
第十七条 公司对受聘人员按公司规定进行定期考核。主要考核受聘人员履行岗位职责、工作业绩和表现等情况，并根据考核结果实现奖惩。考核结果分为 A 级、B 级、C 级、D 级、E 级五个等次。考核为 D 级以下的，聘用公司可以调整该受聘人员的岗位或者安排其离岗接受必要的培训后调整岗位，受聘人员无正当理由不同意调整或 同意调整但在新岗位上考核仍不合格的，聘用公司有权单方面解除聘用合同，但应当提前30天以书面形式通知对方。
第十八条 受聘人员考核D级以下的，公司调整其工作岗位或者安排其接受必要的脱产培训后调整岗位的，合同应当同时变更。除前款规定的情形外，当事人需变更聘用合同的，应当经双方协商一致，并采用书面形式；双方协商不成的，原聘用合同应当继续履行。
第十九条 经聘用合同当事人协商一致，聘用合同可以解除。
第二十条 出现下列情形之一，可以中止履行聘用合同：
（一）受聘人员应征入伍或者为履行国家规定的其他义务的；
（二）受聘人员暂时无法履行聘用合同的义务，但仍有继续履行的条件和可能的；
（三）法律、法规规定或双方约定的其他情形。聘用合同中止情形消除后，聘用 合同可继续履行，但法律、法规、规章和政策另有规定的除外。
第二十一条 受聘人员有下列情形之一的，公司可以随时解除与受聘人员的聘用合同：
（一）试用期内被证明不符合本岗位要求又不同意调整岗位的；
（二） 连续旷工超过 10 个工作日，  或者一年内累计旷工超过 20 个工作日的；
（三） 违反工作规定或者操作规程，发生责任事故，或者失职、渎职，给公司造成严重后果的；
（四） 严重扰乱工作秩序，致使聘用公司、其他公司工作不能正常进行的；
(五) 法律、法规规定的其他情形。
第二十二条 受聘人员在聘期内被判处有期徒刑以上刑罚并收监执行的、被劳动 教养的，必须解除聘用合同。国家另有规定的除外。
第二十三条 有下列情况之一的，公司可以解除与受聘人员的聘用合同。解除聘用合同须由所在部门出具意见，经人事管理部门审核，报公司总经理批准，并提前 30 天以书面形式通知受聘人员。
（1） 受聘人员患病或非因公(工)负伤，国家规定的医疗期满后不能从事原工作，也不能从事或不服从公司另行安排工作的；
（2） 受聘人员年度考核或者聘期考核为 E 级者，又不同意聘用公司调整其工作 岗位的，  或者虽同意调整工作岗位，  但到新岗位后考核仍不合格的；
（3） 聘用公司发生重大客观情况变化，致使组织结构调整或工作岗位减少，原聘用合同无法继续履行的。
第二十四条 受聘人员有下列情形之一的，公司不得终止或者解除聘用合同；
（一） 患病或者负伤在规定医疗期内的；
（二） 患职业病、难以治愈的严重疾病或者精神病的；
（三） 女员工在国家规定的孕期、产期和哺乳期内的；
（四） 因公 (工) 负伤，治疗终结后经劳动能力鉴定机构鉴定为1至4级丧失劳动能力的；
（五）受聘人员正在接受纪律审查尚未作出结论的；
（六）政策性安置的军转干部及现役军队干部的配偶；
（七）国家规定的其他不得终止或者解除聘用合同的情况。
第二十五条 有下列情形之一的，受聘人员可以随时单方面解除聘用合同，并以书 面方式通知公司：
（一）在试用期内的；
（二）考入普通高等院校的；
（三）被录用或者选调到国家机关工作的；
（四）依法服兵役的；
（五）公司未按照聘用合同约定支付工资报酬、提供工作条件和福利待遇的；
（六）公司使用暴力、威胁或者非法限制人身自 由的手段强迫工作的。
  第二十六条 
受聘人员因本管理办法第二十五条规定情形以外的原因向公司提出解除聘用合同的，应当提前30天书面通知公司。受聘人员未能与聘用公司协商一致的，应坚持正常工作，继续履行聘用合同；6个月后再次提出解除聘用合同仍未 能与聘用公司协商一致的，即可单方面解除聘用合同。法律、法规、规章和政策另有规定的，从其规定。公司应当自受聘人员提出解除聘用合同之日起20日内予以答复：未予答复的，视为同意解除聘用合同。
第二十七条 有下列情形之一的，聘用合同终止：
（一）聘用合同期满；
（二）当事人约定的聘用合同终止条件出现的；
（三）受聘人员因公 (工) 负伤，经劳动能力鉴定机构鉴定确认，符合有关规定 退休或退养的；
（四）聘用公司被撤销、解散的；
（五）受聘人员退休、退职、死亡的。聘用合同当事人实际不履行聘用合同满3个月又不属于本管理办法第十七条规定的中止情形的，聘用合同可以终止。
第二十八条 公司受聘人员应当遵守职业道德和公司的规章制度，全面履行聘用合同。公司规章制度中与受聘人员有直接关联的内容，应在签订聘用合同时告知受聘人 员或作为合同附件。
第二十九条 变更、中止聘用合同，需采取书面形式，由当事人双方签字、加盖印章，各保存壹份。聘用合同期满终止或者解除时，公司应当按照国家规定向有关部门 移交当事人个人的人事档案。
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第三十条 公司解除聘用合同须对解聘人员进行经济补偿的，应按照国家有关法律、法规、规章和政策规定办理。聘用公司分立、合并、撤销、解散的，应当妥善安置受 聘人员，不能安置受聘人员就业或者接收安置公司重新计算本公司工作年限的，应根 据相关规定给予受聘人员经济补偿。
第三节 劳动合同
第三十一条 用人公司与员工建立劳动关系的必须与员工签订立书面劳动合同。
第三十二条 劳动合同由用人公司法定代表人或委托人与劳动者签订。法定代表人变更后， 已签订的劳动合同继续有效。
第三十三条 劳动合同的基本内容：
（一）用人公司名称、住所、法定代表人或者主要负责人；
（二）劳动者姓名、住所、居民身份证号码；
（三）劳动合同期限；
（四）工作内容和工作地点；
（五）工作时间和休假；
（六）劳动报酬；
（七）社会保险；
（八）劳动保护、劳动条件和职业危害防护；
（九）法律、法规规定应当纳入劳动合同的其他事项。
第三十四条 劳动者工作岗位涉及公司知识产权、商业技术秘密，用人公司可在劳动合同中就有关权益予以具体规定或可与劳动者另行单独订立相关协议。
第三十五条 对于特殊岗位，用人公司有特殊要求提出特殊限制性条款的，应与劳动者充分协商，在劳动合同中明确规定。
第三十六条 劳动合同期限和签订条件：
（一）企业与员工签订的劳动合同期限分为无固定期限、有固定期限和以完成一定工作为期限，具体期限由用工公司和受聘者协商确定。其中：
1、无固定期限劳动合同，是指企业与劳动者约定无确定终止时间的劳动合同；
2、有固定期限劳动合同，是指企业与劳动者以书面形式约定合同终止时间的劳动合同；
3、以完成一定工作为期限的劳动合同，是指企业与劳动者以书面形式约定以某项工作的完成为合同终止条件的劳动合同。
（二）企业与劳动者初订、续签劳动合同时，签订何种期限劳动合同，劳动合同期限 多长可视工作需要双方协商确定，基本原则为：
1、企业在员工入职前，先与劳动者签订劳动合同，劳动者不签订劳动合同，企业 可视作劳动者放弃被企业录用；
2、以完成一定工作为期限的合同，根据工作任务确定合同期限。合同期限最长得超过应聘人员达到国家规定的退休年龄的年限。
3、合同期满前一个月，企业和员工均可对是否续签合同作出表示。

（三）在企业连续工作满 10 年以上的员工，员工可书面提出签订无固定期限合同的 申请，经双方协商一致同意续签合同的，企业应与其签订无固定期限的合同。
（四）员工连续订立二次固定期限劳动合同，且劳动者没有法定不可续签劳动合同情 形的，员工书面提出订立无固定期限劳动合同的，企业应与其签订无固定期限的合同。
（五）用人公司原则上不招用男性 55 周岁以上、女性 50 周岁以上的劳动者。但对 有特殊技能的劳动者，经报总公司批准的可以招用。
第三十七条 劳动合同自双方当事人签字之日起生效，当事人对生效的期限或者条 件有约定的，从其约定。劳动合同期满，经当事人协商一致，可以续签劳动合同。
第三十八条 劳动合同当事人可以约定试用期。劳动合同期限不满三个月的，不得 设试用期；满三个月不满一年的，试用期不得超过一个月；满一年不满三年的，试用期不得超过二个月；三年以上固定期限和无固定期限的劳动合同，试用期不得超过六个月。续签劳动合同不得约定试用期。
第三十九条 劳动合同当事人可以对由用人公司出资招用、提供其他特殊待遇的劳动 者的服务期作出约定。凡由公司资助一定费用参加培训或教育的员工，所在公司应与其签订相关合同，明确服务年限、赔偿责任等条款。此类合同赔偿责任有约定的从其约定；约定内容违反国家法律、法规、规章和政策规定的，按国家法律、法规、规章和政策规定执行；没有约定的，不得对员工收取赔偿费用。
第四十条 对负有保守用人公司商业技术秘密义务的劳动者，劳动合同当事人可以在劳动合同或者保密合同中约定竞业限制条款，并约定在终止或者解除劳动合同后，给予劳动者因竞业禁止所应得的经济补偿。竞业限制的范围仅限于劳动者在离开用人公司一定期限内不得自营或者为他人经营与原用人公司有竞争的业务。竞业限制的期 限由劳动合同当事人约定，最长不超过二年，但法律、法规另有规定的除外。
第四十一条 在劳动合同期内的员工，因私出国 (境) 逾期不归，违反公司规章制度，按自动离职解除合同。但遇不可抗力或意外事件的除外。
第四十二条 经劳动合同当事人协商一致，劳动合同可以解除。
第四十三条 员工有下列情形之一的，用人公司可以随时解除劳动合同：
（一）在试用期内发现不符合招用条件
（二）严重违反用人公司的规章制度的；
（三）严重失职，营私舞弊，给用人公司造成重大损害的；
（四）劳动者同时与其他用人公司建立劳动关系，对完成本公司的工作任务造成 严重影响，或者经用人公司提出，拒不改正的；
（五）依法被追究刑事责任或劳动教养的；
（六）法律、法规规定的其他情
第四十四条 有下列情形之一的，企业提前三十日以书面形式通知员工本人或者额外支付员工一个月工资后，可以解除与员工签定的劳动合同：
（一）员工患病或非因工伤，在规定的医疗期满后不能从事原工作，也不能从事 由用人公司另行安排的工作的；
（二）员工不能胜任工作，经调整工作岗位后，仍不能胜任工作的；
（三）用人公司发生重大客观情况变化、组织结构调整或工作岗位减少，致使劳动合同无法继续履行的。
第四十五条 有下列情形之一，需要裁减人员二十人以上或者裁减不足二十人但占企业员工总数百分之十以上的，企业提前三十日向工会或者全体员工大会说明情况，听取工会或者员工的意见后，裁减人员方案报劳动综合管理部门批准后，可以裁减人员：
（一）依照企业破产法规定进行重组的；
（二）生产经营发生严重困难的；
（三）企业转产、重大技术革新或者经营方式调整，经变更劳动合同后，仍需裁减人员的；
（四）其他因劳动合同订立时所依据的客观经济情况发生重大变化，致使劳动合 同无法继续履行的。裁减人员时，应当按下列顺序优先留用员工：
1、与本公司订立较长期限的固定期限劳动合同的；
2、与本公司订立无固定期限劳动合同的；
3、家庭无其他就业人员，有需要扶养的老人或者未成年人的。用人公司依照本条第 一款规定裁减人员，在六个月内重新招用人员的，应在同等条件下优先招用被裁减的人员。
第四十六条 员工有下列情形之一的，企业不得依照第四十五条、四十六条的规定解除与员工签订的劳动合同：
（一）从事接触职业病危害作业的劳动者未进行离岗前职业健康检查，或者疑似职业病病人在诊断或者医学观察期间的；
（二）在本公司患职业病或者因工负伤并被确认丧失或者部分丧失劳动能力的；
（三）患病或者非因工负伤，在规定的医疗期内的；
（四）女员工在孕期、产期、哺乳期内的；
（五）在本公司连续工作满十五年，且距法定退休年龄不足五年的
（六）按国家政策性安置的军队转业干部。
（七）法律、行政法规规定的其他情形。
第四十七条 有下列情况之一的，员工可以在劳动合同期内与企业解除劳动合同：
（一）用人公司未按照劳动合同约定提供劳动保护或者劳动条件的；
（二）用人公司未及时足额支付劳动报酬的；
（三）用人公司未依法为劳动者缴纳社会保险费的；
( 四) 用人公司的规章制度违反法律、法规的规定，损害员工利益的或者未提供 岗位之必要工作条件的；
（五）用人公司以欺诈、胁迫的手段或者乘人之危，使员工在违背真实意思的情 况下订立或者变更劳动合同的；
（六）法律、行政法规规定劳动者可以解除劳动合同的其他情形。
第四十八条 员工因公 (工) 负伤或者患职业病医疗终结，经有关部门确认不同 程度丧失工作能力的，其劳动合同的终止或者解除按以下规定执行：
（一）劳动者患职业病或因公(工)负伤，被确认为部分丧失劳动能力的，企业按照规定支付伤残就业补助金，可以终止合同；
（二）劳动者在本公司患职业病或者因公(工)负伤，被确认为完全或者部分丧失劳动能力的劳动合同的终止，按照国家有关工伤保险的规定执行。
第四十九条 在劳动合同期内员工应征入伍，其合同管理按国家有关规定执行。   
第五十条 劳动者解除劳动合同，应当提前30日以书面形式通知用人公司。劳动者在试用期内解除劳动合同，应当提前3日通知用人公司。
第五十一条 解除劳动合同的程序和手续：
（一）员工要求解除劳动合同，须告知用人公司，用人公司同意后办理解除手续。30天内用人公司未给予明确答复的，视作同意，用人公司为其办理解除手续；
（二）用人公司单方面提出解除劳动合同的，应当提前一个月告知当事人及工会。工会认为不适当的，可以提出修正意见。
第五十二条 用人公司解除或终止劳动合同须对员工进行经济补偿的，应按照国家有关法律、法规、规章和政策规定办理。凡劳动合同中有约定补偿的，从其约定；没有约定、约定不明或约定内容违反国家法律、法规、规章和政策规定的，按国家法律、法规、规章和政策规定执行。



