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| BASIC WORKING CONDITIONS- ENGLISH

RIGHTS OF FOREIGN EMPLOYEES IN MALAYSIA

—_— — CONTRACT OF EMPLOYMENT _—

Every employee shall get one copy of contract of employment containing basic

information such as name & passport detail, position/ job offered, salary, any other
| allowances, working hours, overtime, other benefits, duration on notice of

termination, public holiday and annual leave entittement and duration of wages.

——— P——— PAY SLIP e

| Every employee shall get one copy of pay slip containing detail of payment of |
wages, including any statutory deduction and other deductions (if any).

— WORKING HOURS e e —
Every employee is obliged to comply with working hours set by the employer which
shall not exceed:

a.8 hours in a day

b.45 hours in one week

c.7 hours per day (if young person) aged 15 to below 18

d.6 hours in a day (if children) aged 13 to below 15

.12 hours in a day (if working in shift)

— REST DAY
| Every employee shall get at least ONE rest day, free form work in a week.

I - OVERTIME —
| Any employee who instructed to do overtime shall be paid additional pay of:
MNormal working day : 1.5 times — exceed normal working hours
| Rest Day : Additional % day salary if less than 4 hours, 1 day salary if
more than 4 hours but less full day.
OT on rest Day : 2.0 times
| Public Holiday : 2.0 times (working during normal hours on Public Hollday)
3.0 times (working exceed normal working hours on Public
Haoliday)

PAYMENT OF WAGES ———

| Payment of wages shall not later than 7th day of the wage period. Wages shall be
paid in bank account under the employees’ name.

— ACCOMMODATIONS i —

| Every foreign employee shall be provided with accommodations by the employer or
through a centralised accommodation provider. Basic amenities shall be at least one |
bed, one mattress which shall not be less than 4 inches thickness, one pillow, one
blanket and one locked cupboard for the safekeeping of passport and other valuable

| iterns. Other amenities such as water and electricity, kitchen, living and dining area,
firs aid kit, dustbin, area to hang cloth etc.

— RETENTION OF PASSPORT =
' Passport shall be kept by the holder of the passport (i.e. employee).

[ SAFETY AND HEALTH

| Every foreign employee shall be provided with personal protective equipment(PPE)
| which may include items such as gloves, safety glasses and shoes, earplugs or muffs,
| hard hats, respirators, or coveralls, vests and full body suits (whichever suitable) to
avoid any mishap in the workplace.

—_— GRIEVANCE PROCEDURE —

| Any employee who feels that their rights has been violated may proceed to any
nearest Labour Office branch, or lodge complaint through call to any labour office

| telephone no, email to jtksm@mohr.gov.my, letter, using "Working for Worker” apps,

| social media or any other medium of communication.

| Labour Department of Peninsular Malaysia
Tel: 03-8886 5192
Email jtksm@mohrgovmy
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