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This business document has been written by the China DAF (Donor Advised Fund) Charity. The
copyright of the document is owned by the China DAF (Donor Advised Fund) Charity, which is
protected by law. Without authorization of the China DAF (Donor Advised Fund) Charity, any
organization or individual shall not copy, reprint or release the contents of this business document
through any means. The China DAF (Donor Advised Fund) Charity reserves the right to ascertain
the legal liability of those who use the contents of this business document in violation of laws and

regulations.
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The China DAF (Donor Advised Fund) Charity has the right of ownership, as well as the right to
use and license undermentioned trademarks:
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DAF (Donor Advised Pund) Family Legacy Online Learning Platform DAF (Donor Advised Fund) Family Legacy Office
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KPR Rk AN 548 R, T &K% £ general-office@DAF-charity.org.cn, VA#E—4 T &% LA,
AT LEF O BiE A E AR F .
If you have any comments or suggestions on the content of this document, please send them to general-

office@DAF-charity.org.cn. We value your feedback and help in improving this document. The English translation

has been reviewed by native English speakers.
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Chapter I: General Provisions
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For the purposes of strengthening the management of personnel,
reasonably developing and utilizing human resources, stimulating
an enterprising spirit, enhancing dynamism within the team, and
improving the overall quality of the staff at the China DAF (Donor
Advised Fund) Charity (hereinafter the ‘Charity’), the Personnel
Management Rules (hereinafter the ‘Rules’) are hereby
formulated in accordance with the Notice of the Ministry of Civil
Affairs on Strengthening the Administration of Labor Contracts
between Full-Time Staff and Social Organizations (No. 155 [2011]
of the Ministry of Civil Affairs) , Notice of the Ministry of Labor
and Social Security and the Ministry of Civil Affairs on Issues
Concerning the Inclusion of Full-Time Staff of Social

Organizations into Pension Insurance (No. 11 [2008] of the

Ministry of Labor and Social Security), and other relevant
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regulations, as well as the Articles of Organization of the Charity,
and in consideration of the Charity’s own situation and the

prevailing practices in the industry.

FoF AEE2XAFETHE I, REEIATE KA 77 48 XA RE I,
IR BB ARF BT TAEA R FHE 2,
In addition to strictly complying with relevant regulations of

national and local authorities, the Charity shall manage its staff in

accordance with the Rules.

FF AREA
Chapter II: Employment

F=% AR EMIMEAR, FTHRAH,
The full-time staff of the Charity shall be treated as employees
under the employment system.
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The employment of full-time staff shall abide by the principles of
emphasizing moral qualities, respecting talents, focusing on
practicality, fairness, justice, and the merits of the candidates.
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Full-time staff who are incompetent at work during the period of
probation may be dismissed by the Charity at any time. Staff can
be officially employed after passing an assessment upon expiry of
the probation, followed by the approval of the Chairman of the
Board of Directors. Once officially employed, staff shall sign an
employment contract with the Charity, with which both parties

shall comply.

=% % =
Chapter II1: Management
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The Secretary-General’s Staff Meeting, acting as the personnel
management department of the Charity, is responsible for the
implementation of personnel plan, staff training, and other work
related to salary, insurance and welfare, personnel assessment,
reward and punishment of staff, as well as the management of
procedures regarding the probation, employment, resignation,
dismissal, removal, expulsion, etc., of staff. The Secretary-

General’s Staff Meeting is also responsible for other personnel
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management issues authorized or assigned by the Board of
Directors.
HIHIMEAREXN LR, BEETHTEDN. ZINANEQRE
EReafifoin, Rl e b EXKT ., AT
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Newly recruited staff members shall receive pre-job training
before being officially employed. The content of the training
includes basic knowledge of the Charity, professional ethics and
discipline education, knowledge of the Articles of Organization
and various internal rules of the Charity, knowledge of the

businesses and work processes associated with the position, etc.
& B IS 2 BA 4R 4R HE TAE A R BHAT R AZ BLAE 3153591,

Technical training for staff members shall be arranged on a regular

or irregular basis.

IAEARRETF T I :

Staff members shall comply with the following rules:

(—) MR

Devote themselves to their duties;

mﬁ.

(=) ~MRFEAEARLE 2L REFRTFEALLBE,;
Not misuse the name of the Charity in violation of the
regulations and not damage the reputation of the Charity;
and

(Z) #HeB LT, SRS IAEFREG K, THELETRE,
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Arrive at and leave the office on time and work
efficiently, not delay or have a backlog of work, or be
absent from work without consent.
F+4& FHINEAREBZRLERE, FAFTHBEREATEAR
1 R A R IE B £ BARYE .
The rules on assessment, reward, and punishment shall be
implemented. The result of assessments will be the main basis for

appointment, rewards or punishments.

Ft—% A2 ARERIAGHON T, RIAHRG AN, 1239

N
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The Charity has the right to dismiss any unqualified staff
member. Staff members have the freedom to resign. The
procedures of dismissal and resignation shall be followed in
compliance with the relevant rules.

Ft—% RILMEFEANTHE, LA ERHFZHE THH,

EE2H T ABE ., #i&,

Staff members shall abide by every prescribed rule. If a staff
member violates such rules and repeats their behavior after
being educated, the Charity is entitled to dismiss them.

RIEEHERAFHE, WHESRAEERLEN, Lo
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If a staff member substantially violates the prescribed rules
which then leads to severe consequences or constitutes a
criminal offense, the Charity is entitled to dismiss such a staff
member. If any damages are caused to the Charity, the Charity

shall hold such staff members accountable.

CACE S A1
Chapter IV: Treatment

AL FTIRIEAR IR AAAFERBERFdb T A
AR AT o
The salary and welfare of the full-time staff of the Charity shall

be provided in accordance with the relevant rules of the national

and local authorities.
Aer#HmBERf T A XALEERIEAREIT T
AR, AFRIMEARPEAREKE,

The Charity shall sign labor contracts with its full-time staff and
complete the procedures for social insurance for them in

accordance with the relevant rules of the national and local

authorities.
AEELEHRMLAR, EFELBARKBMRFLITERETS
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All staff of the Charity shall be treated equally with staff of the
same position at state-owned enterprises and social institutions
in terms of the assessment of qualifications of a professional

technique.

FEF M oM
Chapter V: Supplementary Provisions

FrF AFEARFEREH X AR R—8, H XAZIAT,
Matters not covered in the Rules or provisions in conflict with

laws and regulations shall be settled according to those laws

and regulations.

£+X4& A41E8 201849 420 AELFEAL, ANAZH

The Rules came into force following approval by the Board of

Directors on September 20, 2018.
FHANE K EBBERPRELALAEELIITER S
The Executive Committee of the Board of Directors 1is

responsible for the interpretation of the Rules.
FHAFE ALAAFEILPE, WAL —HIL, AP THE.
The Rules are written in both Chinese and English. In case of

inconsistency, the Chinese version shall prevail.
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