	[COMPANY NAME]
…………………………………


No.: …… /QD-……
	SOCIALIST REPUBLIC OF VIETNAM
Independence - Freedom - Happiness

                  Dong Nai, … …, … [date]


DECISION
On promulgation of Regulations on workplace democracy

DIRECTOR OF …………………………
Pursuant to the Labour Code 2012;

Decree No. 149/2018/ND-CP dated November 07, 2018 elaboration of Clause 3 Article 63 of the Labour Code regarding application of workplace democracy;
Pursuant to the Charter (Operating Regulation) of [Company name]……..;

Upon suggestion of …………………..;
HEREY DECIDES:
Article 1. Issued together with this Decision is “Regulations on Workplace Democracy” of [Company name]……………………………………….;
Article 2. This Decision takes effect on the date of its signing.

Article 3. Mr. (Ms.): Director; The Executive Committee of the Grassroots-level Trade Union; Heads of divisions, Departments, Workshops of the Company and the collective of employees of the Company shall implement this Decision./.
	Recipients:
- Board of Directors, Executive Committee of Grassroots-level Trade Union;
- District-level Labor Federation (For reporting)
- Archived in documents.

	DIRECTOR
(signature and seal)




	[COMPANY NAME]
………………
	SOCIALIST REPUBLIC OF VIETNAM
Independence - Freedom - Happiness



REGULATIONS 
ON WORKPLACE DEMORACY
(Issued together with Decision No.……/QD-…… dated … …,…
of the Director of [Company name] …………)

Chapter I

GENERAL PROVISIONS
Article 1. Scope of Application
This Regulation prescribes the rights and responsibilities of the Employer, the Employee and the Labor Collective Representative (The Executive Committee of the Grassroots-level Trade Union) in exercising grassroots democracy at [Company name]................................in accordance with the law.
Article 2. Subject of Application
1. Employees who are working under labour contracts at the Company (hereinafter collectively referred to as “The Employee”).
2. Chairman, Director of [Company name]................................ (hereinafter collectively referred to as “The Employer”).
3. The Executive Committee of the Grassroots-level Trade Union of [Company name]................................ (hereinafter collectively referred to as “Trade Union”).
Article 3. Principles of exercising Workplace democracy
1. Ensuring goodwill, cooperation, honesty, equality, publicity and transparency.
2. Respecting lawful rights and interests of employers and employees.
3. Not contravening law and social ethics. 
Article 4. Prohibited acts when exercising Workplace democracy
1. Taking actions that are contrary to the provisions of law.
2. Infringing upon national security, social order and safety, state interests.
3. Infringing upon the lawful rights and interests of employers and employees.
4. Victimizing and discriminating against participants in dialogues, complainants and denunciations.
Chapter II

WORKPLACE DEMORACY CONTENTS
Article 5. Information to be disclosed by Employers 
1. Task performance and production and business activities, (Including: ...).

2. Internal rules, regulations and other regulating documents of enterprises regarding obligations and lawful rights and interests of employees, (Including: ...).
3. Collective labour agreements of the enterprise.
4. Resolutions of Employees’ Conferences.

5. Setting-up and use of commendation funds, welfare funds and funds (if any) with contributions from employees.
6. Payment of trade union dues and social insurance, health insurance and unemployment insurance premiums.
7. Implementation of regulations on emulation, commendation, disciplining, and settlement of complaints and denunciations related to lawful rights and interests of employees.
Article 6. Forms of Disclosure 
(Annually, enterprises may select one, several or all forms of disclosure suitable to their particular characteristics to include in this Regulation):
1. Listing boards (At the message board, cafeteria, resting house for shifts, etc.).
2. Notice at the Employees’ Conference.
3. Written notice to all employees.
4. Notice for the person-in-charge of the departments.
5. Written notice to the Trade Union.

6. Posts on the internal information page of the enterprise.

7. Listing deadline date (At least ... continuous days).
Article 7. Issues on which Employees are entitled to give opinions 
1. Employee opinion survey items
a. Formulation, amendment and supplementation of internal rules, regulations and other regulating documents of enterprises regarding obligations and lawful rights and interests of employees.
b. Formulation, amendment and supplementation of wage scales, wage tables and labour norms; and proposal of contents put for collective negotiation.
c. Proposal and implementation of solutions for saving costs, increasing labour productivity; Occupational safety and sanitation.
d. Other issues relating to employees’ rights and obligations as prescribed by law.

2. Opinion-gathering methods
a. Get opinions directly from employees.

b. Get opinions via Trade Union.

c. Get opinions for approval at the Employees’ Conference.
d. Distribute ‘Direct opinion polls’, send a draft document to the employee for comment.
e. Organize the Conference to collect employees’ opinions.
(Enterprises may select one, several or other forms of opinion gathering of the above employees, suitable to the basic characteristics and the number of employees to be included in the Regulation).

Article 8. Issues on which Employees are entitled to decide 
1. Conclusion and negotiation on the amendment, supplementation and termination of labour contracts in accordance with law.
2. Voting on collective negotiations achieved in accordance with law.
3. Voting on contents of resolutions of Employees’ Conferences.
4. Joining or not joining grassroots-level representative organizations of employees’ collectives.

5. Participating or not participating in strikes in accordance with law.
6. Other issues as prescribed by law.
(Acts of coercing workers, violating employees’ right to decision are strictly prohibited, according to the provisions of law).
Article 9. Issues on which Employees are entitled to examine and supervise 
1. Issues to be supervised by Employees
a. Performance of the Company’s production plan.
b. Performance of labour contracts and policies for employees as prescribed by law.
c. Performance of the Company’s internal rules and regulations.
d. Performance of Company’s collective labour agreements (if any); Resolution of the Employees’ Conferences, Trade Union Conferences of the Company.
dd. Use of commendation funds, welfare funds and funds with contributions from employees; Payment of trade union dues and social insurance, health insurance and unemployment insurance premiums by Employers.

e. Implementation of regulations on emulation, commendation, disciplining, and settlement of complaints and denunciations related to lawful rights and interests of employees; Results of collective labor dispute settlement; conclusions of inspectors, auditors and implementation of recommendations of inspectors related to the rights and interests of employees under the responsibility of the Company.
g. Comply with the Company’s Charter and other issues as prescribed by law.
2. Form of supervision
a. Employees exercise the right to supervise through the supervisory function of the trade union.

b. Supervision through Annual Employees’ Conferences.

c. Supervision through the form of disclosure and democracy.

d. Supervision through dialogue activities at workplace.

Employees are entitled to supervise the contents according to Clause 1, Article 9 hereof (Except for the content of technology secrets, business secrets as prescribed in the Company’s Labor Regulations).
Article 10. Dialogue at Workplace 
Dialogue at workplace is conducted through direct exchange between the representatives of Employee and the Trade Union and Employer. Dialogue at workplace shall be held at the Company at least once every 3 months, or upon request by either party. The enterprise is not required to hold a periodical dialogue if such dialogue coincides with the Employees’ Conference.
1. Content of periodic dialogue
The Employer shall preside and coordinate with Trade Union to conduct periodic dialogue at workplace to discuss the following contents:

a. Business and production situation of the Company.
b. Implementation of the employment contract, collective bargaining agreement, internal rules, regulations and other commitments and agreements at the workplace.
c. Working conditions.
d. Requirements of employees, trade union for employers.
dd. Requirements of the employer for employees and the trade union.
e. Other issues of concern to the two parties.
2. Quantity and participants in periodical dialogues
a. Each party participating in the dialogue shall decide its member to participate in the dialogue (Each party must have at least 03 people, and maximum 11 people).

b. Compulsory participants include:

- The Employer:  The Employer (or the authorized person in writing), Head of Human Resources Dept., Chief Accountant of the Company (Selected by the Employer and made a written decision on the election to participate in the dialogue).
- Collective of Employees: President or Vice Chairman of Trade Union (as the Leader), members of Executive Committee of the Grassroots-level Trade Union, representatives of employees in some divisions (Selected by the Trade Union and made decision to establish dialogue group).
- Dialogue Secretary: Selected by the Employer and the Trade Union, Secretary of the Dialogue Conference is not part of the discussion of both parties. The said Secretary is responsible for preparing documents, recording honestly and fully the contents of the dialogue into the minutes of the dialogue.
The Employer is responsible for directing the relevant departments in the Company to prepare necessary material conditions and to arrange the venue for holding dialogues.
3. Time of organization
Periodic dialogues shall be held at least every 3 months on the second week of the last month of the quarter. When there is an unexpected event (Force majeures), the time for holding the dialogue must be changed, the Employer and the Trade Union must agree on the postponement (Change the time for which the dialogue is held), but no later than 15 working days from the date of postponement, the parties must hold a new dialogue.
4. Process of organizing periodic dialogue
4.1. Preparation
a. After 60 days from the end of the previous preceding dialogue, the Chairman of Trade Union shall send a written request to the Employer to hold a periodic dialogue. The Trade Union and Employer shall summarize and send the content of the dialogue request to the dialogue parties.
b. Within 07 working days after receiving the request for dialogue, the Employer and the Chairman of Grassroots-level Trade Union shall agree on the contents, time and place, and participants of the periodic dialogue. (The content of the dialogue request is based on the result of collecting opinions, recommendations of employees, the production and business situation of the enterprise. The consultation can be carried out through the Trade Union meeting and Trade Union leaders or directly from employees in production and business departments, depending on the characteristics of the establishment and the number of employees).
c. Within 05 working days from the date the two parties agreed on the content, time and place and participants in the periodical dialogue, the Employer shall issue a written decision (plan) on the organization of the dialogue, which specify the program, time, location, contents, participants and prepare necessary facilities for the dialogue. Decisions to hold periodic dialogues at the workplace must be sent to the Chairman of the grassroots level at least 5 working days before the date of the dialogue.
d. The Employer and the Chairman of Trade Union shall assign the members to participate in the dialogue of each party to prepare relevant content and documents for the dialogue.
4.2. Organization of dialogue
a. Periodic dialogue at workplace is conducted with the presence of at least 2/3 of the members representing each party, according to Clause 2, Article 10 of this Regulation. In case the Dialogue Conference does not have enough members as mentioned above, The employer shall decide to postpone the dialogue at a later time, and the parties must hold a new dialogue at the time specified in Clause 3, Article 10 hereof.
b. Process of holding
- The Employer and the Chairman of Trade Union shall co-chair and nominate the secretary to record the minutes of the dialogue.
- Declare the reason and introduction of delegates.

- Approve the results of the previous dialogue.
- Representatives of each side shall present the content of the dialogue (currently).
- The Employer and the Chairman of Trade Union shall conduct discussions, unanimously answer each content of each party’s dialogue (In case of necessity, the parties may ask for consultations to agree on the opinion, then return to the next dialogue).
- Unify the opinions of the parties, conclude each content of dialogue.
- Approve the minutes of the dialogue. The content of the minutes of a dialogue must contain the following main contents:
   + The contents of the dialogue agreed by both parties must be made public for employees to know and organize implementation.
   + The content at the dialogue that the two parties have not agreed will continue to be included in the next dialogue or resolution of labor disputes.
   + Issues (if any) beyond the content of dialogue agreed upon by the two parties.
During the dialogue, participants in the dialogue are responsible for analyzing, explaining, criticizing, providing information, data and documents, exchanging and discussing in the spirit of building, solidarity, democracy, publicity, transparency and respect.

4.3. End of dialogue
- Representatives shall sign and seal the content of the minutes.
- The minutes of periodic dialogue at workplace are made into 04 copies, each party participating in the dialogue holds one copy, 01 internal listing (notice), and 01 copy shall be kept at the Company’s office.
- Disclose the results of the dialogue to employees and organize the implementation.
5. Dialogue upon request of a Party (Unexpected dialogue)
a. In case one party requests to hold an unexpected dialogue, within 10 working days after receiving the content of the dialogue request, the Employer is responsible for presiding over and coordinating with the Trade Union to organize the dialogue.
b. The quantity, participants, responsibilities of the parties, the dialogue program, etc., are similar to the periodic conversations.

Article 11. Employees’ Conferences
As an annual meeting hosted by the Employer with the participation of employees and the grassroots trade union in order to exchange information and exercise the democratic rights of the Employee and Employer in the Company.
1. Time, form of organization
a. Time: The Company’s Employees’ Conferences shall be held at least once a year, in the first quarter of each year.
b. Form of organization: Plenary conference (or Delegates’ conference). (The form of organization is unanimously decided by the Employer and the Trade Union in accordance with the characteristics of production and business, the number of employees working at the enterprise, which to be included in the Regulation).
For example: Enterprise with less than 100 employees shall hold a plenary conference; over 100 employees or due to the characteristics of scattered production, the delegates’ conference shall be organized.
2. Participants
a. Participants in the Plenary Conference: All employees in the Company.

b. Participants in the Delegates’ Conference: The Employer shall agree with the Trade Union to allocate the number and structure to the departments. Based on the number, trade union teams shall choose representatives to participate in the Conference, then send the Trade Union for synthesis of list of conference participants.
c. Delegates shall include the Directors, Deputy Directors, Chief Accountant, Head of Human Resources and the Company’s Executive Committee of the Grassroots-level Trade Union.
3. Conference’s content 
The Employees’ Conference of the Company shall focus on discussing the following issues:

- Business and production situation of the Company.

- Implementation of the employment contract, collective bargaining agreement, internal rules, regulations and other commitments and agreements at the workplace.
- Working conditions.
- Proposals (requirements) of employees, trade union for employers.
- Proposals (requirements) of the employer for employees and the trade union.
- Other issues of concern to the two parties.
4. Preparation
a. 15 days before the scheduled time for the Employees’ Conference, Directors who preside over, convene meetings, prepare conferences, and participate in meeting preparation shall include: Director, Chairman of the Trade Union, representatives of the relevant departments.

b. The content of the meeting should be agreed on the plan, content, time and place; quantity and structure of delegates (as a Delegates’ Conference), assignment of preparation and administration of the Conference.
c. Assignment of responsibilities: 
-  Preparation part of the Employer: Report on Business and production situation; implementation of labor contracts; collective bargaining agreement, internal rules, regulations; working conditions; OSH; results of resolving recommendations of employees; the implementation of association resolutions last employee conference, etc.
-  Preparation part of the Trade Union: Summary report on emulation movement; activities of grassroots labor union; summary of recommendations and suggestions of employees, etc.

d. The Employer and the chairman of the grassroots labor union shall agree on the contents of publicity, the content of collecting opinions at the conference, amendment of the Company’s regulations.

5. Conference Program
The Company’s Employees’ Conference only takes place when two-thirds of participants attend. The conference program shall take place as follows:
- Flag-raising (if any)

- Electing the Presidium, then such Presidium will nominate the Conference Secretary (voting by show of hands). (The Presidium is the Employer and the Chairman of the Trade Union).
- Summary of the Conference Program.

- Representatives of the parties shall present the following documents and reports:
+ Report of employer (According to the prepared content).
+ Report of the grassroots-level Trade Union: (According to the prepared content).
- Delegates attending the meeting will discuss and propose proposals.
- The Employer: Answering questions; Discussing measures to improve working conditions, improve the life of employees.
- Signing, amending and supplementing the Collective Labor Agreement (if any).
- Organization of commendation, launching emulation, signing emulation covenants.

- Adopting Conference Resolution.
6. Dissemination, deployment and supervision of the implementation of the Conference Resolution.
a. The Employer is responsible for leading and coordinating with the Grassroots-Level Trade Union in organizing the dissemination, guidance, and urging the implementation of the Conference of the Employees’ Conference to all employees of the Company.
b. The Executive Committee ofGrassroots-Level Trade Union is responsible for organizing the inspection and supervision of the implementation of the Employees’ Conference Resolution.

c. Every 6 months, the Employer shall coordinate with the Grassroots-Level Trade Union to organize the inspection and evaluation of the results of implementation of the Employees’ Conference Resolution; performance results, recommendations of employees.
Article 12. Other forms of democracy exercise
1. Providing and exchanging information at key leadership meetings or meetings from teams to the whole unit or at professional meetings of departments, divisions, and production & business teams.
2. Public listing posts at favorable locations at the enterprise.
3. Providing information via internal information system, internet or in writing, publications, books and newspapers to each employee, department, sub-department, division, team, production and business team.
4. Mailboxes for receiving comments.

Chapter III
IMPLEMENTATION PROVISIONS
Article 13. Implementation responsibility
1. Dependent units, employees in the Company shall base on this Regulation and current legal documents of the State to implement, promote democratic rights at workplace, contribute to the development of the Company and ensure the legitimate legal rights and interests of the employees’ collective.
2. The heads of the units attached to the Company are responsible for coordinating with the Trade Union of the same level to disseminate to the entire employees of the Company to implement this Regulation. In the course of implementation, should any problem arises, the Director (Chairman) and the Executive Committee of the Grassroots-level Trade Union shall consider consider amendments and supplements accordingly./.
	
	DIRECTOR

(signature and seal)


PAGE  
1

