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1.

4.

HH#Y Purpose

EARN AN B Z RS ~ A RAZBUEEARTEE - BB AR H5EEN IR RATIZ

FE T KIRERES AT FrElERIE -

This procedure is prepared for the following purpose: for regulating the process of recruiting new staffs

and new employees through public channels, by lean management in cost and manpower.

Hi[E Scope

KR E AN SR TEXEZ NTTFKHEE -

The regulation applies to the application of manpower requirement under authority approvement.

HEE Responsibility

3.1 ﬁﬁ NEAL : BEAERFIZ ATITHERSE WA TR TEFEERI 2 A Bk

TEREEEE) -
Department of employer: responsible for preparing departmental manpower budgeting, and
responsible for the interview and other selection activities of approved departmental manpower
requirements.

3.2. NNEFETE B ANBELAEZEE ~ M - WE R E NIRRT EE  Z{2 BT -
Human Resources and Administration (HRA): responsible for mastering and for conducting the
selection, evaluation, interview and other tests/selections of personnel recruitment.

23 %EE Definition

4t None
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5. EZEmFE Process Flow
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6. {E£ANZ Process Description
6.1. }\jﬁﬁkﬁ Manpower budget :

EINRSTESERIE S 5‘*%&%&?@“ Z DT WdRH N EEATTEE > &SRR EEXAE

{ﬁf’ﬁ%)\gi%ﬁZﬁ@@ o FEHSF R REBRIR TR K - B IGRE R Z FEEE5] R
B AR IF Ry R 1R 2 N BRI -

Each department should plan the manpower requirement and manpower budget for the next year

according to business needs. The authority-approved plan will be used as the basis for adjusting

departmental human resource. The manpower budget should be revised when organization

amendment or special mission needs occur. After approving by the general manager, the revised

budget will be used as the basis of manpower adjustment.
6.1.1. A AHEZ5 Application

6.1.2.

6.1.3.

6.1.1.1.

6.1.1.2.

6.1.1.3.

BHEAMRATETEHE  HEBTEEER " AT 5 1 (P-AD-005-01) »
ACARARHIZ R - —(EH VAR AR ER T -

According to the approved manpower budget, the direct supervisor of each
department should fill in the “Manpower application form” (P-AD-005-01). The
form is effective in three months since the approval by the general manager, and it
should be reapplied when overdue.

JEHER RS ~ BTSRRI SN ~ RHASURS R R B -

The cause of human requirements must be filled out if due to resignation
vacancies, newly established inside/outside preparations, short-term appointments,
etc..

ANE#HE &% FeE ERIER - AIREERL - S SR Z A TR R =N
ERER

The application form of recruiting is completed after staff report-in. A new

procedure will be needed to initiate if a staff would be resigned or reallocated.

Z1% HR review
ANNTERETHEZAARM 2 HARGFES BHEEAANT  FBRERRFARR

NP3

ﬁ% o

HRA is responsible to verify the following terms: Has the budget of recruiting being

approved? Has the prerequisite of recruiting being qualified?
#4 Recruiting
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6.1.3.1. ANERETHANTEIFRETEUE BN EEE - 4950 - FCHEE. S8R
BAEEEFENT] -
HRA is responsible to recruit human resource through the following channels:
internal transfer, website recruitment, peer recommendation, etc..

6.1.3.2. M EEES R TEE) 2 BRI T A S EE -
The recruitment should process with evaluation to actual efficacy of each
advertising media and recruitment activities.

6.1.3.3. HA RENEMRA AN EERAL Y &R I -
The terms of recruitment should base on the application information provided by
the supervisor of the employer department.

6.1.4. Ef#E Selection

6.1.4.1. fEFFEREE @ FOKEU EE MATERE TEHEEE B PR -
Filtering of candidates: The supervisor of the request department and HRA select
the appropriate candidates to arrange interview.

6.1.4.2. HizEA - HEA FEZIHRBHANERETE O B ATTERE THE
HAHE -
Interview notification: the interview should be arranged in either ways: by the
departmental supervisor and inform HRA to attend, or by HRA to assist the
departmental supervisor.

6.1.4.3. Mk © EENTEEREAETEE K T HsEiskE (P-AD-005-02) ;-
FratHIsREE IR ~ Vel K AT H B -
Interview: The supervisor should conduct an interview before a specified date,
and the "Interview Record Form (P-AD-005-02)" should be completed, including
the endorsement of the interview result, supervisor’s comment, and the
registration date.

6.1.4.4. AESBUESUTHZERER - Bk - 2S00 - BUGIDS - Ffe ~ MR ~ M
[~ REEFAE - 16 - B0 0HEIE - TE A IR A A FEE -
The selection and appointment should prohibit discrimination and unfair treatment
due to race, ethnicity, religious belief, political position, age, gender, sexual
orientation, family responsibility, marriage, physical and mental disability, and to

members of trade union.
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6.1.5.

6.1.6.

6.1.7.

FH Appointment

6.1.5.1. 1%« &KCEBESHSIRMEITEA - FTORBEM R AN ERETBUAS TEFAR
MR (P-AD-005-03) > I ANEFRETERZEZIERE Z &8k
PRIl RER S AR T TGy - S ARAE A
Salary approval: the applicant will be employed after qualifying the selection
process. The requesting department and HRA should fill out the “Applicant's
Examination Table Appointment Form (P-AD-005-03)”. Applicant’s salary will
be suggested by HRA, based on the evaluated qualification and the education and
experience of the applicant. The applicant’s salary will be finalized by the
general manager.

6.1.5.2. @Al : NJTERBETEMER BN A B 2 #HE H TS s ICakE - TmAE
FE -
Notification: The acceptance date of the HR and administrative confirmation
hiring personnel shall be sent to the supervisor and notified to the supervisor
Notice: HRA should confirm the report-in date of the new staff, to send
notification to the new staff, and to inform the supervisor of requesting
department.

#2 Report-in

NTTETRETBOR RS T4 - I E A ISR - AT ABRA e saia 55 8) -

HIFEOR B TEZ ERRAIN I “Irid e "EEFFa i lF - AR E T

&~ @A) M EEEE -

HRA will handle the registration procedures and the training courses for new staff.

Compulsive work is unadopted and unsupported by the company. Requesting employees

to pay “guarantee” or to deposit identity documents since employment are also inhabited.

Employee’s salary, benefits, properties, or files will be protected, and any detainment or

restraint should conform with formal regulations.

=% © Trial of probationary period

HriE N Bt =0 A s mA AT E R TR E B B A T E R TE S

% 8B ERETLIEREN » BEAERE - TLEER -

New employee will be assessed during the probation period of three months. HRA will

notify the departmental supervisor for evaluating the trial. For those who passed the
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assessment shall be formally appointed, and for those who failed it will be dismissed.

6.2. HEINAEIRESAEREHEHER] @ Regulation of hiring former employee

6.2.1.

6.2.2.

6.3. EIT:
6.3.1.

6.3.2.

IER AN B IREE ST H B AR SRR

For employees on leave of absence, a recruitment should conform with relevant provision.
I R ~ B R R HLAth [ PR BN S R HS R AT N & - ZH1E B REE TR ~ BfEiads
(E&E I HREE = A 1% - S ST MERBRE - HIE B RS - BEREUs
IHEEBELIFIFE - INEHXEME » A TEiETE -

For employees whose employment contract are formally terminated due to their voluntary
resignation, dismissal or for other reasons, a decision of their recruitment should be
inhibited in the period of three months since the termination of previous contract. The
seniority of the previous employment should not be combined in new recruitment.

Child Labor

Fyfrbe 5o B (R S S B2 B S R N E RS Bt e - ARm 15 5%~ 3R
EFRFGHET ~ NZBE R M E R EFCEFRI AL (ZHF IR E TR &R
—IH) o FFEFTAAGELERE & B2 E BRI EES] -

To protect children’s health and the right to education, the company does not hire employ
anyone under the age of 15, or under the age for completing compulsory education, or
under the minimum age for employment in the country, whichever is greatest. The use of
legitimate workplace learning programs, which comply with all laws and regulations, is
supported.

— HEHRE T R RIREZ A TR TR - R Tk R e S B R E ik
TG Ml A TIEafE P R ZF SRR E AR ERE  EAARR
A EE A E 2 FHEE -

If child labor is found in the workplace, the company must immediately remove the child
from the workplace. The company where the child labor was found must send the child to
have special labor health check to make sure his/her health is not affected by the work. If
affected, all the fees, including medical treatment cost and living cost, must be covered by

the company.

6.4. #0558} - Forced Labor

6.4.1.

N EIANGERAUHIFIAY F-Fe5RiE B THIHE - Br TERERY TIES4Y > AFAGHI B
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6.4.2.

A 5 =2oR IR & TRV R AR - SIS a8 B - TR E AR
T~ BLHEA E RSB RER] -

The company will not use exploitative practices, including the use of compulsory overtime.
Beyond standard work contracts, the company will not utilize any employment methods
that financially or otherwise bond the employee to the company, including lodging of
deposits or identity papers with the company. In compliance with laws and regulations,
employees have the right to freely terminate the labor contract.

N FEESTA R AR 205 RBUOR » ABFPRIERIMA S T hg e 8 LR
B EITHIE - WERE TREDAE RIS -

The company complies with laws and policies of working hours. When using overtime, the

al

company ensures to obtain employees’ permission and fully compensate employees

according to local law.

6.5. E T %iH : Employee Communication

6.5.1.

ANFEIFTABSREELVERLTEE T T# - BTN R 220y TR R AGE R A F]
B 5 T AR H B En#E - ETMELHERE - ARELZEHENET T
AR ZEMFTETHY A EIAYESE ~ BORSR TR - A SIS R 15550 - HIvE ER
HELREEEL © 03-6008999#333 K H FHE F(Z%5 - hr@richwave.com.tw - [l » /\E| 2
B B THBE R TR R -

All company policies should be made accessible to employees in a transparent manner, and
where are committed to providing a safe working space to achieve effective and
constructive communication between the company and employees. The employees will
have the opportunity to present their suggestions and problems to management in
confidential methods, without fear of retaliation against employees in any way. The
company provides a dedicated telephone line and mail for workplace violence consultation.

The company will respect the right of employees to freedom of association.

7. FHBEESCE Related Document

it NA

VARYY

8. FHEH Form

8.1. A EMEHHEZF Manpower application form (P-AD-005-01)

8.2. MHI#KE

C#t7= Candidate evaluation form (P-AD-005-02)

8.3. JEFIAEEF(TEHFE Recruiting form (P-AD-005-03)
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