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1. Message from the Executive Chairman
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2. Our Mission, Corporate Objectives, Core Values & Brand Promise

OUR MISSION
To be recognized as the leading bank in Myanmar through pursuit of excellent and long term

sustainable growth for the bank and its stakeholders.

CORPORATE OBJECTIVES

For Customers: To achieve a high level of customer satisfaction by:
1+ providing honest, efficient and courteous service
1+ offering of the full range of products and services
1+ providing easy accessibility in terms of reach and delivery channels

'+ employing technology as the enabler for all its customer service endeavours

For the Community: To discharge its responsibility as a good corporate citizen through long term and

active engagement with the community it serves.

For Staff: To ensure a highly competent and dedicated workforce by promoting the well being of our

employees through job enrichment and fostering goodwill among the staff.

For Shareholders: To generate adequate profits and promote the long term, sustainable growth of the

Bank through internationally accepted standards in governance, risk and compliance.

CORE VALUES E-T-H-I-C-S

We pursues our objectives with EXCELLENCE

We progress as a TEAM

We think and act in all HONESTY

We maintain INTEGRITY in our dealings

We CARE for our customers, our colleagues and the people we interact with and in all our actions, we

always act with SINCERITY

BRAND PROMISE - Your Trusted Partner

Your Trusted Partner is a declaration to our customers that:

“Ayeyarwady Bank is the bank of choice for anyone who is looking for fast, reliable, honest banking
relationships at reasonable cost. Ayeyarwady Bank offers the full range of retail and commercial banking
products and services and is in tune with domestic customs and international standards in its governance

and operations. For your long term banking needs, AYA bank is your trusted partner in Myanmar.”
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3. AYA Bank - A Brief Introduction

AYA Bank received its banking license from the Central Bank of Myanmar on 2 July 2010 and began
operations on 11 August 2010 with the opening of the Naypyitaw Head Office. The bank is authorized to
operate as an investment or development bank for the domestic market and the approved banking
activities include:

' Borrowing or Raising of money

' Lending or Advancing of Money either secured or unsecured

' Receiving Securities or Valuables for Safe Custody

' Collecting and Transmitting money and Securities

' Providing International Banking Services including international remittance, payment and trade
services

Ayeyarwady Bank subscribes to global standards in governance, risk and compliance in its management
and operations. The bank has engaged talents with both domestic and international exposures and has
invested significantly in training and technology as a way to ensure long term sustainable growth for

the bank and for the community it serves.

Since its inception, the bank has grown steadily in its network of branches as well as customer

deposits, signifying increased confidence among the public in the bank.

For the years ahead, the bank will continue to extend its branch network throughout Myanmar. It will
continue to focus on building relationship with customers, providing excellent customer service, and
leverage on technology as the enabler to enhance its customer base. At the same time, the bank aims to
strengthen its governance, risk and compliance structure as a measure to ensure balance and sustain

growth.
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Workplace Commitment

() Non-Discrimination Declaration

AYA Bank is committed to a work environment in which all individuals are treated with respect
and dignity and to ensure that all its employees can work in an environment free from unlawful

harassment, discrimination and retaliation. AYA Bank will make every reasonable effort to ensure
that all concerned are familiar with these policies and are aware that any complaint in violation of such

policies will be investigated and resolved appropriately.

Non-Discrimination Policy applies to all applicants and employees of AYA Bank and covers the
followings (Not exhaustive): -

' Equal Employment Opportunity
1 Retaliation

v Sexual Harassment/ Harassment

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting
outside the workplace, such as during business trips, business meetings and business- related social

events.

(i) Open Door Statement
AYA Bank understands that not all employees feel comfortable in contacting their immediate
Supervisor or are satisfied with their immediate Supervisor's response towards a certain issue.
Therefore, we practice an Open Door Policy whereby our staff may contact the People Department for

further suggestions or to raise their concerns.

While the Bank provides employees with the opportunity to communicate their views, all employees
must understand that no all concerns can be resolved to full satisfaction. The People Team however

believes that open communication is essential to successful work environment and Employees



should feel free to raise their issues/ concerns without fear of reprisal.

(iii) Whistle Blowing Policy
Ayeyarwady Bank seeks to conduct its business honestly and with integrity. We expect all staff to
maintain high standards of business conduct and to report any wrongdoing that falls short of these
fundamental principles. It is the responsibility of all employees, contractors and those working on

the Bank’s premises to raise any concerns that they might have about malpractice within the workplace.

AYA Bank's Whistle Blowing Policy sets out the procedure by which staff can report concerns about
workplace practices and any recommendations for action resulting from investigations into complaints
lies with Whistle Blowing Committee. The Committee will ensure that employees are able to raise

concerns without fear of reprisals.

All employees should ensure that they take steps to disclose any wrongdoing or malpractice of which
they become aware. This policy can be found in detail in the Whistle Blowing Policy or the Standard
Operating Procedure. AYA Bank encourages all employees to make your immediate supervisors/ Heads
of Departments/ Branch Managers your first resource should you have any questions. For further
questions or clarifications that you may require, the People team will be glad to help you with your

concerns. Staff concerns or issues can also be raised via email to staffcommittee@ayabank.com.mm.

(iv) Membership in Political Association
AYA Bank employees are required to obtain prior written consent from Management should the staff
wish to take active participation in the affairs of any political associations or stand for election to

any local or legislative body.

All employees should be mindful that active participation in political activities may interfere with the
discharge of their duties and may not be conductive to good relations among staff and customers.
Employees who wish to become mere members of political association does not however require

prior written consent from the Management.

(v) Participation in unlawful activities/ assemblies
AYA Bank employees are not allowed to participate or stimulate in unlawful activities/ assemblies or

act in a manner prejudicial to their position as a staff of the bank.

Should the staff be found in breach of the above and/ or charged/ convicted by the Police/ Courts

for such participation, they are liable for stern disciplinary action.
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5. Policies

(i)

Probation & Confirmation Policy

All new employees will serve minimum probationary period of (3) months, after which the
Employee may be considered for Confirmation. The period of probation may be increased to

additional (1) month and a further (1) month as the discretion of the respective Head of
Department, together with the Head, Human Resource, in individual cases, if it is considered that

more time is needed to determine the suitability of the employee.



(ii)

(ii)

An Employee is deemed a Permanent Employee upon completion of the Probationary Period and
getting a Confirmation Letter.

Uniform

For Branch Employees

All AYA Bank branch employees shall be provided with Company Uniform and must wear designated
Uniforms during all working hours. Employees must ensure that Company Uniform is worn neat and

kept in proper.

AYA Bank has issued Uniforms as follows: -
Mondays — Thursdays: Managerial & Operative Level Fridays: AYA Happy Friday Polo T-shirt (may

change occasionally) + Black/ Dark Blue Jeans (or) Long Skirt/ Longyi.

Male Employees will be given (5) sets of Uniform in their initial year with (4) sets every subsequent
year. Female Employees will be given (3) sets in their initial year, with (2) additional sets every

subsequent year.

All resigned/ dismissed employees should return their uniforms to People Department within (7) days

after last day of service.

For Head Office Employees

All AYA bank head office employees shall follow the office attire policy which is to wear traditional
costume or business formal or smart casual from Monday to Thursday as required. It is the same policy
for Friday which is to wear Friday T-shirt (may change occasionally) and black/dark blue jeans (or) long

skirt/longyi.

Attendance Policy

Working Days : Monday to Friday
Working Hours : 9:00 am to 5:00 pm
Last Working Day of Every Month (Pay Day) : 8:00 am to 4:00 pm

* Forty-Five Minutes Lunch Time (between 11:30 am to 2:30 pm) is accorded. Based on respective
department’s requirements, working hours may be staggered.

Log in upon arrival at work and log off upon leaving work are mandatory. All employees on leave/ on
duty outside of work area should submit Leave within (3) days from date of Leave/ On-Duty. Failure

to do so will result in the staff being regarded as absent without Leave for work on that particular day.

At the end of every month, People Department will review all employee attendance and carry out
appropriate actions when drawing monthly payroll. Salary shall be paid for ALL public holidays

declared by the Government.



(iv) Leave
All AYA Bank employees, either Permanent or during Probationary Period will be entitled to (30)days
Medical Leave per Calendar year on a pro-rated basis on the remaining service months of Calendar
Year (if service is less than a year). All Medical Leave Applications must be accompanied by a Medical

Certificate by a Certified Practicing Physician/ Doctor.

Permanent Employees are further entitled to Leave Benefits as follows outlined by Ministry of labor,
immigration and population

* Annual Leave - 14 Days for each Calendar year of Service
(Entitlement will be pro-rated on the remaining service months of Calendar Year if service is less

than a year)
=  Casual Leave - 10 Days on each Calendar Year (Emergency Purposes Only)

(Entitlement will be pro-rated on the remaining service months of Calendar Year if service is less than a

year

=  Maternity Leave - Total 98 Days before and after child-bearing with Authorized
Medical Recommendation (Miscarriage/ abortive measures will not be considered as Maternity

Leave and it will be substituted with Medical Leave)

" Paternity Leave - Total 15 Days taken within (4) weeks period before or after

spouse's deliver (registered spouse)

=  Compassionate Leave - 3 Days for Funeral affairs and 1 Day for Weekly Funeral Affair for the
demise/death of Employee’ Parents or Parents-in-Laws, Siblings, Children, Spouse,

Grandparents)

= Unpaid Leave - Unpaid leave is discouraged and in exceptional circumstances should be

submitted to People Department, with the recommendation from Head of Department/ Region.

All Leave applications must be made with prescribed methods and shall be made along with proper

recommendation/approval from Head of departments/Divisions.

Leave taken by Employees during Probationary Period will be regarded as Unpaid Leave but must still
seek approval by Head of Departments/Divisions. If any employee is absent for (5) consecutive

working days, the employee may be terminated automatically without any notice period.

Leave application shall be made at least (3) working days (Saturday, Sunday and other holidays are not
included) in advance for Annual Leave, along with proper recommendation/ approval from Head of
Departments/ Divisions. Carry Forward of ONLY Annual Leave is can be made with proper approval

from Head of Department/ Regional.



(v)

(vi)

Leave application shall be made within (3) days after taking the Casual leave and shall not be entitled
to take together with any kind of leave. Casual leave can only take 3 days consecutive in maximum per

application.

Documents are mandatory for Maternity leave, Paternity leave, Compassionate Leave and Medical leave
in leave application along with proper recommendation/ approval from Head of Departments/

Divisions.

Detailed Leave Policies/ Procedures can be found in Leave Policies and Standard Operating Procedures

Provident Fund

The Provident Fund scheme is done with the objective to provide for our employees should they resign/
retire from the services with the Bank. It comprises of the subscription by the Employee and the
contribution by the Employer. All funds under the Provident Fund Scheme will be held under individual
staff members’ Provident Fund Saving Accounts at an interest rate of 8.25% (revisions may be made

to the interest rate based on Central Bank requirements).

A permanent employee of AYA Bank will subscribe a certain percentage of his/ her Basic Salary per
month and an equal amount is contributed to the Provident Fund by the Bank. Employees who have
(5) years or more service years with the bank can withdraw both the subscribed and contributed
amount, together with interest earned, upon resignation. Employees with less than (5) years service
can only withdraw the subscribed amount with interest. Dismissed or

Terminated employees can only claim the subscribed amount with interest earned on that amount.
More details on the Provident Fund can be found in the Provident Fund Policy and the Standard

Operating Procedure for Provident Fund.

Other Allowances and Benefits Policy
AYA Bank employees, apart from allowances and benefits mentioned prior, also enjoy the following

allowances and benefits: -

1 Overtime Allowance (Claimed on a weekly basis)

1+ Charge/ Risk Allowance (Paid on a monthly basis, together with salary)
'+ House Allowance (For employees who are on transfer)

' Transport Benefits

1 Life Insurance

'+ Hire Purchase/ Staff Loan Program

v Welfare Benefits

' Provident Fund



(vii)

Detailed procedures and policies governing the above allowances benefits can be found in respective

policies/ procedures

Pay Day

AYA Bank Employees will be paid on the 28th of every month. Should 28th fall on a Public Holiday;
the salaries will be paid on the Friday before the 28th of the month. Salaries shall be credited on a
monthly basis into staff's accounts and will not be paid by cash. This shall be done after Authorized
Deduction (if any) and credited of any additional sums (if any) have been made. For late records of

more than or equal to (3) times in a month, this will be recorded as (1) day of Unpaid Leave.

(viii) Transfer within the Bank

(ix)

(x)

(xi)

Employees within the Bank can request for transfers across branches/ regions or from Head Office
to Branch and vice versa. Transfers can only be affected with available vacancy and after manpower
fulfillment has been done at releasing branch. Transfer will only be effected based on the Bank's

expansion and operational requirements.

The Bank side may also affect transfers as and when the operational requirement arises. For transfers
initiated by the Bank, proper accommodation arrangements or allowances and a transfer allowance will

be given.

Promotion
AYA Bank practices regular Promotion Exercise; based on performance appraisal, and fill up vacancies

prior to using external recruitment.

Resignation
Employees on probation may resign by giving a week's notice and permanent employees may resign
by giving the Bank a month’s notice. When stipulated notice is not given, the resignation may be

treated as dismissal.

Termination/ Dismissal

(Refer to Disciplinary Action Committee and Employee Code of Conduct of AYA Bank)
Employees on probation/ Permanent employees who have in one way or another not performed as per

Employee Code of Conduct may be subject to either termination or dismissal, based on the

seriousness of the misconduct, done in accordance with the Bank's set guidelines.

In cases of continuous cases of failure to perform, there should also be a period allowed for the
employee to address their offending behavior. However, after a recorded and documented series of
verbal and written feedback on the behavior, it does not result in improved behavior, and then the
contract may be terminated.

Failure to do so is a disservice to everyone, from the problematic employee to other employees and

ultimately the success of the business.
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6. Employee Code of Conduct

Staff will be required to carry out such duties and responsibilities as may from time to time as be assigned.

At all times, staff are expected to faithfully, competently and diligently attend to these duties and

responsibilities in compliance with the policy and procedures of the Bank (which may be periodically revised

by the Bank) and will , at all times, protect the interests of the Bank.

Employees should:

Ensure that their conduct and behavior both at work, outside and social media do not damage
the good name/ reputation of AYA Bank.

Report punctually for work at all times in an appropriate attire as stipulated by the Bank.

Show mutual respect to all Customers, Visitors, Superiors and Colleagues at all times.

Ensure all AYA properties entrusted are properly taken care of and maintained as if personal
property.

ALL employee’s hair color must be Black or Dark Brown color. (No other prominent colors allow



dyeing and return to defined color if the hair color is undefined color.)
Respect full confidentiality of AYA Bank’s confidential information and not disclose to any

unauthorized or outside parties except with the written permission where necessary.

Employees should not:

Fail to report any form of incidences to immediate supervisor at all time

Threaten, intimidate and coerce fellow employees or persons for whatever purpose
Willfully neglect and cause damage or mishandle any tools and equipment

Report to work intoxicated or consumes any form of liquor at work place.

Fight or assault at work place

Make false or vicious or malicious statement concerning an employee or spreading rumors to create
discontent or demoralize someone at outside or social media

Gamble within AYA Bank premises
Behave in immoral or indecent conduct on AYA Bank premises
Possess or consume any form of illegal drugs or conduct drug abuse

Cheat, or carry out corruption or dishonest misappropriation of AYA Bank Cash/ Properties/ Public Funds.
Misuse any Company Property or Funds

Accept any cash, gifts or favor from vendors/suppliers or other interested parties that may affect AYA bank's
interests adversely.

Conduct frequent chit-chat or gossip or slackness at work

Give any interviews, issue or make any statements to the press on any matter which concerns their duties or
the policies, decisions or the business of the Bank or on any matter related thereof or as a representative of
the Bank

Should not distribute or disseminate any form of company documentation or information and/or customer
information to any third party or through the social media

Be absent without leave or permission from work for (5) consecutive working days

Involved in any form of criminal act

Bring outsiders/children to the workplace
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Disciplinary Measures in AYA Bank
Employees who broke the code of conduct of AYA Bank will be faced with disciplinary measures based
on the seriousness of the case and as per the step by step procedures as per the Policies and Procedures

set forth by the Disciplinary Committee.

A staff who commits a breach of any of the regulation, directions, orders, instructions or requirements of
the Bank, or who displays negligence, inefficiency or indolence or who knowingly does anything
detrimental to the interests of the Bank or in conflict with its instructions shall be liable to the following
disciplinary actions: -

' Warning (verbal/ written)

'+ Delay or stoppage of increment or promotion; Reduction to a lower post, grade or pay;

'+ Suspension

+  Dismissal

The said staff shall have reasonable opportunity to answer any charge/s against him or her and to appeal
to the Board / Executive Chairman on decisions made against him or her. However, the Bank reserves the
right to suspend staff members, without notice, from service and to exclude the staff from all or any at
the offices, branches or premises of the Bank or its related corporation or any customer of the Bank or

its related corporation as well as withhold all salary and service benefits for such time and reasons as it



may decide in its discretion.

If the contract is terminated due to any serious breaches of the Bank's legal regulations or internal
regulations by a staff member, the staff member shall also be liable for payment of compensation for any

damage or loss, caused to the Bank.

In cases whereby the employee is convicted of a criminal act by a Court of Law, or whereby the employee
is absent from work for (5) consecutive working days, the employee will be subject to immediate dismissal

without any notice and compensation.
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Corporate Health and Safety

AYA Bank has certain safety practices and preventive measures in place as mentioned below (not an
exhaustive list) to keep our workplace a healthy and safety environment. All employees should take note that
the common workplace hazards can be dangerous when ignored and should take precaution for Electrical

Safety, General Safety, Fire Safety, etc.

Many office accidents are caused by poor housekeeping practices and our Employees should take note
to:

' Ensure that office lighting is adequate and available. Replace burned out light bulbs, and have
additional lighting installed, as necessary

' Ensure that electrical cords and phone cords do not cross walkways or otherwise pose a tripping



hazard. Report or repair tripping hazards such as defective tiles, boards, or carpet immediately.
1 Clean spills and pick up fallen debris immediately. Even a loose pencil or paper clip could cause
a serious falling injury.

1 Keep office equipment, facilities, and machines in good condition.
'+ Store items in an approved storage space. Take care to not stack boxes too high or too tight.
Ensure that boxes are clearly labeled with their contents.

1 Compliance with the law and other requirements
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9. Contributions

(i) Income Tax Contribution

All personal income tax on salaries, allowances and service benefits associated with the staff's
employment and any other taxes in connection with the staff's employment will be borne by the staff.
The Bank may deduct salary tax from the staff's emoluments and arrange for payment to the Tax

Department in accordance with the prevailing Laws and regulations.

(ii) Social Security Contributions



Social Security Contributions are made both by the Employer and the Employees monthly. AYA Bank

will make for all staff in accordance with the prevailing Social Security Laws and regulations.

The Bank may deduct salary tax from the staff's emoluments and arrange for payment to the Social
Security Board
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10. AYA Bank as a Responsible Business

Having demonstrated the awareness of Corporate Social Responsibility and sustainability of our business,
AYA Bank undertakes various initiatives to be a Responsible Business in the community that we serve. We
are consistently committed to improve the socio-economic status and provide a better environment for the

society across the country through the improved infrastructure, job creations and boomed economy.

AYA Bank is also an active participant of the United Nations Global Compact (UNGC) and we work under the
(4) Principles of the UNGC, mainly the Human Rights, Labour Standards, Anti-Corruption and Environment. In

this instance, our strategies are geared towards working in compliance with the UNGC Principles.
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Conclusion

The policies and procedures on Employee Allowances and Benefits have only been briefly featured
within this Employee Handbook. By adopting and understanding the Employee Handbook you should

have been able to identify how to follow the Code of Conduct and keep proper instruction of individual

department.

This Employee Handbook will remain the property of AYA Bank and should be returned upon

resignation or termination of service with the Bank.

AYA Bank wishes you a successful journey with the Bank!
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This employee handbook describes important information about AYA Bank and I understand that I should
consult Head of Department/ Branch Manager or Human Resource Manager regarding any questions
not answered in the handbook. I have entered into my employment relationship with AYA Bank and
accordingly, either I or AYA Bank can terminate the relationship at will, with or without cause, at any time,

with stipulated notice given to each party.

I understand that, except for employment-at-will status, any and all policies and practices may be changed
at any time by AYA Bank and the company reserves the right to change my hours, wages and working
conditions at any time. All such changes will be communicated through official notices, and I understand
that revised information may supersede, modify or eliminate existing policies. I understand and agree
that nothing in the Employee Handbook creates, or is intended to create, a promise or representation of
continued employment and I acknowledge that this handbook is neither a contract of employment nor a

legal document.

I have received the handbook, and I understand that it is my responsibility to read and comply with the

policies contained in this handbook and any revisions made to it.

[ cN_C ¢ 5} C c_C o__¢C C C C C c . C C
gﬁowoe:mmogs?oogc @GT)OO’JO’JGD@TS O?QDSSQPS&)&)(EOJ@CIBQI(DS”BC\)U)QPS?Q 083%880)@3
(N:Q[D:30: 2002:|Qs C00B0§ODNIZ2|MI2C0MYP 0l OOENMVCERIIION 0D

Srqpramggion:(3 béaBfjopaoppmaqirdaaconsypifol BastonaiedGeponaiganods/

) (o} C C COo C 0 C C coc C C "] C
S’)c?ZB?[—Bg:DOO (20 C\)O)@SCS’B’)SS?QCSS?@O)O)@@? 68’) 20 aooosgooees ?2%06@)C2?’33(\)80 &)ell
[o)

5

°O IL

3
g,
3
On
S
on
8
cn

C C 0 0 cocC c(e C C C
SGSO’)CiDg%O e@O?UDLBCSO&G’BGI@‘D[B% OOCU’)?:B’B(\P()O?O)()OO Cs (O%)

5}
oo
[¢]

00 0 C OoC C C [N ce ¢ ¢ cC coc¢ C Q C C (‘0("']
66(7?@0?033(\?0]@%0)08(7)@020833’)2 ?@80?03(9000303390)%]%390808 3’3036()8(\2]00 GW)C&(D%C O OD@II

N [ C "lo "] C ¢ ¢ c_C cC00oC C
gﬁmmogms?oogc Gm@OJGOD’)(IfO 3Q{PSI C\BOC?A)BQ{PSI O?OOGQQ{PS Gmgooc\Pm@qe@:raqjm (ﬂ’)ol

c. . C C C ¢ ¢(® C N¢c ¢ ¢ C C C o¢c ¢

®eotﬂeo® omeoqpooae O%[_Bog,)%? G@?CoC\)BC@OC@S’)?u%(D%oGOTOgC ?meﬁ 39%]:%?(03 3’38@396%3361
Qo C _C N 9 C C. N C C 0 ¢ 00 C
0)(93’[2()%”()??3(3?‘15 &)GUI)O‘?@?GOTO’(%C G@)C&\)O?U)GOQOT)QG@O?C\)QOOJJ (3]008"
gﬁo%ooésmorsgms?&oaé 0)6T)88083396]_[§83$3Cﬂ)2[§63| oooo%ogooep OO(S:G@O’)EG]%G’BUO)(TS

(o} C c _C c_C C C C C C C c ¢ C C
OOOOOOU)@[@C??COI O?OO@?ODGU)’)OI?O)’)%”O:DG?@? 0Dc000D: CS@U)U)G@’)C? C\POC?Z%C:{BU)CS

(0 @)

L L
. 2o 9 o _C c_C C C, C C C C
03’3’39(\30 OJ)OO@?J QB(D?OGSO’)C&OOG]@@ OJO)C&S’BQI(DS?C\)OOCDG?@(OZOJ) O?U)GO

cC C [P \ C _C C ’]o C o C C o C
08]%0396?@(03 gﬁowoe:mmogm:rgoogc G((O[g() ﬂGOD’) 3’38@)033@6{)({]’)33@2 (\P(T)c?’)(’)’.ll(}&?ﬁ&l@@
Co 0

(90)

C
c C Qo0 C C. Co c _C (o} C
ODO?OU) SE{PSS’BG%@C‘; &)ﬂc?’)i(\)@(\) S(S]G@)CS O?SOU)@[(\)OO?U)GGFO?Z(;'OO@II

Employee's Signature Employee’s NRC

Employee's Name Date

TO BE PLACED IN EMPLOYEE'S PERSONNEL FILE



Your Trusted Partner




