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I. GIA TRI COT LOI CUA NHAN VIEN CONG TY SIAM BROTHERS VIET NAM:
THE CORE VALUES OF SIAM BROTHERS VIETNAM JSC.:
» Tén trong sy khic biét ctia mdi ca nhan.
We value differences in people.
« Ludn dam bao loi ich déi tac vi su ton tai va phat trién.
Ensuring the benefit of partners for the existence and development.
« Xay dung —phat trién quan hé ddi tac 1au dai —bén vimg.
Building — develop a long — lasting partnership.
« Phat trién bén viing.
Steadily growth.
« Luén dam bao loi ich d6i tac vi su ton tai va phat trién.
Ensuring the benefit of pariners for the existence and development.
+ Xay dung —phat trién quan hé ddi tac 1au dai —bén vimg.
Building — develop a long — lasting partnership.

1. CHINH SACH CONG TY

COMPANY’S POLICY
« Phat trién bén viing.
Steadily growth.
« Luén dam bao loi ich d6i tac vi su ton tai va phat trién.
Ensuring the benefit of pariners for the existence and development.
« Xay dung —phat trién quan hé ddi tac 1au dai —bén vimg.
Building — develop a long — lasting partnership.

2. VAN HOA CONG TY

COMPANY’S CULTURE
« Luén xdy dung va phat trién méi quan hé ddi tac giira cong ty—ban thin-dong nghiép.
Continually develop the partnership between company — ourselves — colleagues.
* Ho trg dong nghiép la trach nhiém.
Supporting the colleagues is the main responsibility.
* Ton trong ky ludt 1a ton trong chinh ban than.
Respecting the mutual discipline is respecting ourselves.
» Tu khang dinh bang chat lwong cong viéc.
Self — assertion by the work quality.
« Dimg n6i “khong thé” trude khi lam.
Do not say “I can't” before doing someing.

3. TRACH NHIEM CUA CB - CNV
EMPLOYEES RESPONSIBILITY
« Khi su viéc xay ra, nguyén nhan du tién chinh 1a TOI (TRACH NHIEM).
When an incident happens, first one to hold the responsibility is myself (RESPONSIBILITY).
« Hiy n6i chuyén véi nhau bing lwong héa (CHAT LUGNG).
Communicate in the language of efficiency, quality (QUALITY).
« Dimg néi KHONG, hiy chon hai giai phap trude khi chon (SANG TAO, CHU PONG).
Stop saying NO, sellect 2 solutions prior.(ACTIVE, CREATIVE).
« Nguoi 16n khong cin ngudi 16n hon giam sat (HOP TAC).
Adults will not need supervision from a superiors (COOPERATION).
« Ban 14 161 n6i ciia ban (CHINH TRUC).
You are your words (INTEGRITY).
« Ban la chuyén gia trong linh vue ctia ban (XUAT SAC).
You are the professional in what you do (EXECELLENCY).

Van 1&i nhic nhd khéng béang § chi tu than
you can not push anyone up the ladder unless he is willing to climb




4. TRIET LY KINH DOANH
BUSINESS MOTTO

*» Khach hang ludn ding.
The customers are always right.
* Pam bao lgi ich gitra khach hang va cong ty.

Maintaining the benefit between customers and the company.
« Trach nhiém véi cam két, dap tmg diing yéu cau cia khach hang.
Being responsible to the commitment, fulfilling the request of customers.
« Tur van dem lai 1oi ich 16n nhét cho khach hang 1a trach nhiém.
Holding the responsibility to advise the client, provide them with the most profit.

II. PHAM VI AP DUNG

SCOOP OF APPLICATION

» Toan thé CB-CNV SBV.

All the employees of Siam Brothers Vietnam JSC.

III. NOI DUNG - CACH UNG XU

CODES OF CONDUCT
1. Viin hoa img xit véi dong nghiép
Company’s policy
TINH HUONG CACH GIAI QUYET
EXAMPLES SOLUTIONS

a. Trong qua trinh 1am viéc, ban va dong nghiép khéng
thdng nhét quan diém, cach giai quyét:

During the work, you and your colleagues cannot find a
mutual agreement in certain matters:

« Hay béo ngay cho c4p trén quan Iy truc tiép.

Report to your direct supervisor:

« Tuyét d6i khong to tiéng, giy gb. tranh cai véi dong
nghiép.

Must not loudly argue, fighting with your colleagues.

b. Trong qua trinh 1am viéc, ban biét ddng nghiép sai sot
ma ho chua tu nhan ra:

During the worlk, you find out about a certain mistake of
vour colleague that they haven I realized yet:

« Hay béo cho dong nghiép biét 151 dé tu sira chita va
gitip d& ho hét kha nang ciia minh.

Reminding yvour colleague about such mistake for them
to correct it and fully support them during that process.

c. Trong qua trinh 1am viéc, ddng nghiép cua ban thuce
hién cong viéc sai sét 1am anh hwéng dén céng viée ctia
ban va muc tiéu cong ty:

During the work, your colleagues making mistake
affecting your work and the company’s goal:

« Can gip ngay dong nghiép trao ddi va béo cho cép
trén quan 1y truc tiép biét.

Must having immediate conversation with that
colleague and report to the direct supervisor.

d. Khi déng nghiép nhé ban mét viée trong kha ning
cua ban:

When a colleague ask you to do something beyond your
capabilities:

« Néu khong dnh hudng dén tién do cdng viéc ctia ban,
ban gitip d& ho hét kha ning ctia minh.

If it does not affect your work progess, fully support
them.

« Néu anh huwéng dén tién dd cong viéc cla ban, hay dé
nghi ddng nghiép bao véi cép trén truc tiép cua ho va
ban s€ giip d& néu nhén dwoc sy chi dao tir cép trén cua
ban.

If it affect your work progress, politely recommend the
colleagues to report directly to their supervisor for help
and you will provide your assistance should it is
required from your supervisor.

Nghiém tiic trong su phat trién dé dugc ton trong
The more seriously you take your growth, the more seriously your people will take you




e. Khi nghe thiy mét déng nghiép trong céng ty vang tuc
trong khi giao tiép:

When you notice that a colleague of yours are swearing
in the conversation:

« Hay nhic ho khong nén néi tuc béi vi van héa céng ty
khong cho phép.

Reminding them fo stop doing so since it goes against the
company s cultures.

* Hoic bao phu trach HCNS.

Or report to the one in charge of the HR Dept.

f. Khi thay ddng nghiép khong giit vé sinh chung:
When you notice a colleague not keeping the public
hygiene:

« Hiy nhéic nhé va @ nghi ddng nghiép thuc hién.
Reminding them to follow the regulations.

* Hoac bao phu trach HCNS.

Or report to the one in charge of the HR Dept.

g. Khi ¢6 dong nghiép héi thu nhip cia ban hodc nhing
nguoi khac:
When a colleague asks you about your salary or other’s:

» Béo v6i dong nghiép la khong duge bai day 14 qui dinh
cua cong ty.

Decline him since under the company s policy, this infor-
mation is confidential.

h. Khi thiy dong nghiép khong lam viée mé chi 1én mang
chot game, chat, doc bao va cac viéc riéng khac:

When you notice that your colleague not working and
plaving games, chatting, reading newspaper and other
kinds of personal stuffs:

« Hay nhic nhé dong nghiép khong duge 1am viée riéng
trong gio lam theo qui dinh.

Remind your colleagues to not do personal stuff during
work hours.

* Hoac bao phu trach HCNS.

Or report to the one in charge of the HR Dept.

i. C6 mdt dong nghiép ndi véi ban rang thang t6i ho sé
nghi viéc:
A colleague says to you that they will quit next month:

» Tim hiéu xem ly do tai sao ho nghi viéc va béo cdo ngay
v6i phu trach HCNS dé biét tinh hinh.

Find out about their reasons for quitting and report to
the one in charge of the HR Dept immediately for them to
aware about the situation.

j. Khi phat hién dong nghiép lam sai qui dinh cta cong ty:

When you notice a colleaguie violate company’s policy:

« Hay nhic nhé va dé nghi déng nghiép thuc hién theo
dlng qui dinh.

Remind them and suggest them to follow the policy.

* Hoic bao phu trach HCNS.

Or report to the one in charge of the HR Dept.

k. C6 médt s6 dong nghiép tAm su vdi ban ring ho ¢6 ¥
dinh nghi viéc vi cach quan Iy ciia TBP ctia ho:

Some colleagues tell you that they have the intention of
quitting in mind due to the management of their Head of
Department.

« Khuyén bao déng nghiép nén suy nghi k¥ trude khi
quyét dinh va bao cédo ngay véi phu trach HCNS c6
huéng giai quyét trude khi sw viée xay ra.

Advise them to think it through before making any
decision and report to the one in charge of the HR Dept
to find a solution before the matter happens.

1. Khi ban phat hién déng nhiép ¢6 hanh vi tiéu cuc trong
cong ty:

When you notice your colleague having negative behavior
in the company:

« Nhic nhé dong nghiép chdm dirt ngay hanh vi trén.
Reminding them to stop such behaviors.

* Hoiac bao phu trach HCNS.

Or report to the one in charge of the HR Dept.

m. Khi phét hién c6 mau thudn xay ra giita cc dong
nghiép trong cong ty:

When you notice a conflict between colleagues in the
company:

« Hoa giai mau thudn gitta cac dong nghiép.
Try to mediate the situation between them.

* Hoac bao phu trach HCNS.

Or report to the one in charge of the HR Dept.

n. Khi phat hién déng nghiép str dung vat t. thiét
bi...gay lang phi cho cong ty:

When you notice that your colleagues are waisting tools
and appliances of the company:

« Hay nhéic nhé ho thue hién tiét kiém va sir dung ding
muc dich.

Remind them to be frugal and use such tools with the
right purpose.

* Hoic bao phu trach HCNS.

Or report to the one in charge of the HR Dept.

Nhan sur khéng phai chi 12 mét céng viéc, nhan su van hanh doanh nghiép
Human resources is not a thing we do, it's the thing that runs our business




2. Vin hoa img xi v6i cap trén
Codes of conducts towards the superiors

TINH HUONG
EXAMPLES

CACH GIAI QUYET
SOLUTIONS

a. Giao tiép voi cap trén:
Conversation with your superiors:

« Céch xung hé: Goi 14 Sép / Anh / Chi va xung T6i / Em.
The way to address: Call your superior Boss / Mr./ Mrs.
and call yourself me.

« Khéng ngodc, vay tay goi cap trén.

Do not wave to call your superior.

* Khi ¢6 khach va Cé:lp trén, phuc vu cho khach trude roi
méi dén cap trén.

In cases there are the presensences of both your superior
and a guest, serve the guest first.

b. Khi thay TBP dénh gid HTCV thap vi nhiing sai s6t
trong cong viéc:

When the Head of your Department low grade your
work efficiency due to your mistakes in the worlk:

* Ban nén ghi nhan lai va xem xét viéc minh lam 1ol sita
chita khic phuc cho 1an sau tot hon.

Taking note, reviewing on your work and learning from
your mistake for a better result next iime.

* Hoac bao phu trach HCNS.

Or report to the one in charge of the human resources
department.

c. Khi ban dang thuc hién céng viée co trudéng bo phan
khac yéu cAu ban 1am mot viée gi d6 phuc vu cong viéc
clia cty ma truémg bo phan truc tiép cia ban khong biét:
When you are working and a Head of another Department
requests you to do some tasks for the company without
your direct manager’s acknowledge:

« D& nghi TBP d6 bao v6i cap trén ctia minh va ban s&
thue hién néu nhin duoc su chi dao tir cép trén cua ban.
Request such Head of Department notify your superior
and you will conduct such given tasks should a clear
instruction from your superior is given.

» Hoac bao vén C?ip trén clia ban va thue hién theo chi dao.
Or notify your direct officer and act under the instruction.

d. Khi cdp trén giao cong viée ma ban chua lam bao gior
hoidc chua hiéu 13

When your superior gives you a task which is completely
new to you or too complicated for you to do:

« Ban nhén cong viéc d6 va nhd cap trén huéng dan roi
tim hiéu thém dé thwc hién cong viéc.

Acceplt the given task and ask for the instruction from
your superior then do some research to conduct the work.

e. Két qua thuc hién céng viée theo ban 13 tot nhung cép
trén danh gia chua dat theo yéu cu duoc giao:
According to your judgement, your work result is
positive. However, the superior feels that your work is
insufficient:

« Ban ghi nhan lai két qua va gip cap trén nhd néu ra
nhitng diém dat va chwa dat @& ban mt kinh nghiém cho
lin sau tét hon.

Take note on the result and ask your superior to explain
the mistakes for you to learn for a better result nexi time.
* Hoac bao phu trach HCNS.

Or report to the one in charge of the human resources
department.

f. Khi ban dwoc cdp trén giao nhidu cong viée ciing mot
Iac:
When your superior gives you multiple tasks at once:

« Hoi rd cap trén thi tuc vu tién cong viée.

Ask your superior for the priority of your work.

* Nhan cong viéc va tu lap ké hoach cho ¢4 nhén, wu tién,
viéc nao quan trong thi lam trude va phai dat ra muc tiéu
hoan thanh.

Receive the work and make a plan for yourself. The tasks
will be conducted in order of their importance and the
goal is always to complete such tasks.

g. Trong khi thue hién cong vide & bén ngoai ma quyén
han ciia ban khong tur giai quyét duoc:

While working outside the area of your office and your
authority not allowing you to perform the work:

+ Béo céo trung thue su viée véi cép trén va xin ¥ kién chi
dao.

Honestly report the situation to your superior and ask for
instruction.

Nhan sy la mot tai nguyén, khong thé tim thay trén bé mat ma can dao sau tim kiém
Human resources are like natural resources, they are often buried deep.
You have to go looking for them. They‘are not just lying around on the surface.




h. Khi cp trén yéu cau hop cong viée:
When your superior request for a work meeting:

* Hay cb gang cO mit it nhét 5 phut trude khi cude hop bt
dAu, chuan b1 t6t tai liéu lién quan dén ndi dung cude hop.
Try to be there at least 05 minutes early before the
meeting start, well prepare the documentation regarding
the meeting.

« Néu khong c6 mit ding gio, bao cap trén biét.

Should you cannot be on time, notice your superior.

1. Trong cudc hop:
During the meeting:

« Pé dién thoai ché do im ling. Néu cén thiét, xin phép cip
trén va ra ngoai phong hop tra 161 dién thoai.

Put your phone in silence mode. Should it is necessary,
asking your superior for the permission to answer your
phone outside the meeting room.

+ Khong néi chuyén, trao doi riéng.

Do not conduct small talk. o

* Dong gop v kien, deé nghi cap trén giai dap thic méc trirc
tiép hodc sau cudc hop. Tuyét doi khéng noi ngoai cude
hop.

Contribute your ideas, asking for instructions in or after
the meeting. Do not ask such matters outside the meet‘mg

« Khong phd bién nédi dung cude hop téi nhitng ngudi
khong lién quan.

Do not disclose the content of the meeting to irrelevant
individuals.

3. Ung xi¢ véi mdi treong xung quanh.
Codes of conducts towards the external environment.

trong:
In the course of working, to gain everybody s respect:

TINH HUONG CACH GIAI QUYET
EXAMPLES SOLUTIONS
a. Trong qua trinh lam viée, dé duoc moi ngun ton « Lam tdt cong viée ciia minh, ton trong ky luét, quy dinh

ctia cong ty va 1am hai long dong nghiép, cap trén.
Peform well in your job, obey the companys rule, policy
and act in manners towards your colleagues and superi-
OFs.

b. Ban vao nha v¢ sinh phat hién ra voi nude & nha vé
sinh bi hw va chay nu6e rat nhiéu:

You go into the bathroom and find out that there is a
leal in the toilet and water is leaking out a lot:

+ Tim cach khoa néc lai dé nude khong bi chay va bao
ngay cho phu trach HCNS dé xtr Iy.

Find the way to lock the fauget to stop the leakage and
immedialy report to your dirvect officer and act under the
insiruction.

c. Khi di lai cac khu vuce trong cong ty phat hién rac trén
duong di:

When walking in the work area and you find a piece of
trash on your way:

* Tu nhdt va bo vao thing rdc.
Pick it up and put it in the trash bin.

d. Khi ban thay hang cy kiéng né bi thiéu nuée ma
khong duoc tud:

When you see the rows of ornamental plant not getting
enough water:

* Bao ngay cho bao vé thuc hién viée tudi cay déu din va
bao cho phu trach HCNS.

Immediately report to the security department to water
these plants and human resources department personnel.

e. Khi co dong nghlep muon ban chinh cac gidy to phap
1y dé thuc hién cong viée chung ctia cong ty, ban sé&:
When a colleague offers to borrow the original legal
documentation to execute the tasks of the company, you
shall:

« Yéu cdu déng nghiép viét phiéu mwon chimg tir ¢6 xéc
nhan cua TBP ctia ho.

Ask that colleague to write the receipt of borrowing
documentation with the approval of his department s
manager.

f Kh phat hién khu vue bo phin nao do khong co
ngudi nao lam viéc ma may lanh, den thip séang khéng
tat:

When you notice there is light and AC left on a depart-
ment without anyone working:

* Ghi nhé nhitng théng tin xir Iy nén lam.
Memorize advised behaviors.

Giit binh finh va dé bd phan nhan su xira ly
Keep calm and let Human Resources handle it




g. Khi thay hé théng may lanh van phong chay ma cira
ra vao VP van mé:

When you notice the AC is on but the door of the office
is still open:

« Té1 déng ngay cira ra viao VP dé tranh ton thét nhiét ra
ngoai.
Close the door immediately to prevent the heat loss.

h. Khu vuc lam viéc cac bong dién bi chay lam anh
hwéng t61 su chiéu sang cho viée 1am cia ban ban sé&:
Light bulbs broken affecting the lightning of your work
space, you shail:

« Béo cho phu trach HCNS cho ngudi thay thé.
Report to Human Resoures Department personnel for
replacement.

1. Khi ban ¢6 nhu cau 4n udng ca nhan:
When you need to eat something:

« Hay dem d6 an va dung tai can tin.
Bring vour own food and have it at the cafeteria.

4. Van hoa #ng xi¥ véi bén ngoai
Codes of conducts in external relationships

TINH HUONG
EXAMPLES

CACH GIAI QUYET
SOLUTIONS

a. Co mot khach hang goi dién vao may Cong ty hoi
mua son, nhét, den, ludi, day thi ban:

A customer calls into your phone to buy paint, oil, bulb,
net, ropes.

« Héi tén khach va xin s6 dién thoai réi tra 161 "Anh/chi
cho chut ¢6 nhan vién ban hang cia cong ty goi lai".
Ask their names and telephone numbers and then reply
“Can you please just wail for a few minutes, a sales
executive of our company shall call back”.

b. Co mot khach hélng go1 dén may Cﬁng ty noi son,
nhét, den, ludi va day cua ho gip van dé va dd bao cho
cty 1o ma chua ¢ ai t6i kiém tra, sira chia:

A customer called and told you that paint, oil, bulb, net
and ropes had issues and they he had already called the
company but no repairman has showed up:

« Cho ho sb dién thoai cia bd phan Chiam soc Khach hang.
Provide them the number of the CRM departmen and
instruct them to call there.

c. C6 01 khach hang dén cong ty va mudn gip Tong
Giam Péc:

A customer comes to the company and request to meet
the General Director:

* Hot xem nguot d6 €n gi ¢ don vi nao ¢6 hen trude v
Tong Giam Dédc hay khong sau d6 mai ho ng01 vao khu vuc
tiép khach va chd ban béo cho Téng Gidm Déc.

Ask his name, the depariment in which he is and if he has
an appointment with the General Director, then ask them to
wait in the guesr are while yo notify the General Director.

d. Khi ¢6 mot nguoi la dén cong ty hoi ban dé lién hé
vl mot nhéan vién trong cong ty:

When a stranger comes to your company to ask for
information of an employee in the company:

« Hoi khéch can gap ai. Néu co nhén vién d6 trong cong ty
thi mo1 ho vao trong sanh VP ngdi chd va théng bao cho
nhdn vién ma anh/chi dé cdn gdp.

Ask him who he wants to meet. Should such employee is in
the company, ask the guest to wait in the hall and notice
such employee regarding a visitor.

e. Khi tlep xuc vo1 khach hang hodc dbi tac ma ban
khong biét tudi cia ho it hay nhiéu hon tudi ctia minh
ban s& xung ho:

When contact with customers or partners without
knowing their age:

* Goti la (Anh/chi) xung “To1i”.
Address them as (Mr. /Ms.) and yourself as me.

Ban c6 biét y nghia ctia chit cai Siam Brothers Viét Nam 1a gi khéng?
Do you know the meaning behind the name of Siam Brothers Vietnam?

= Tuwnghién ciru, Suy nghi ¢6 hé thong

= (Cai tién, di du, chinh truc, cai thién

= Thich tng, dang tin cay, chinh xac, lién két

= Quan tri, c6 dong luc, 161 da hoa uguén Iure

= Chién Irgc trong kinh doanh, ngan quy

= Chu trong thanh qua, phan héi, hinh mau

= Té chitc, san sang tlep thu

= Tinh than lam viéc dong d6i, quan ly thoi gian
= Quan h¢ nhan sy, trung thue, k¥ nang ca nhan
= Sitc bén, viin héa, nd luc

= Trach nhiém, bao cao

= Chu trong an toan, ky luat
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Management, Motivation, Maximize, Resources Management

Self-Learning, Systematic Thinking
Innovation, Initiative, Integrity, Improvement =
Adaptability, Accountsbility, Accuracy, Alignment =

Business Strategic Plan, Bidgeting =
Result Oriented, Respond, Roles Model =
Organizing, Open Minded =

Teamwork, Time Management =

Human Relations, Honesty, Human Skill =
Endurance, Ethics, Effort =
Responsibility, Reporting =

Safety Mind, Self-Discipline =

MEMOHORTZ =~ W0

Dirng deé trdi tim & nha khi dén cho lam
When people go to work, they shouldn’t have to leave their hearts at home
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Coéng Ty C6 Phan Siam Brothers Viét Nam
Dia chi: Téa nha Anna, QTSC, P. Tan Chanh Hiép, Q. 12, Tp. HCM.
Tel: +84 (028) 38.912.889 - Fax: +84 (028) 38.912.789 - Email: info@sbg.vn
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