
Labor Practices Program 2024
Work Hours Monitoring, Overtime Management, 

and Annual Leave Compliance



Labor Practices Program : monitor working hours including 
overtime management

Example of Monitoring Working Hours, Including Overtime Management
The Company reports cases where employees work overtime exceeding 36 hours per week 
to the Lead team for review and management. This process ensures proper supervision and 

control to prevent employees from working more than the legal limit.



Labor Practices Program : monitor working hours including 
overtime management

This is an email to the Leads to submit the report on employees working more than 36 hours 
of overtime per week, for their review to ensure that employees do not work beyond the 
legal limit.

Dear Leads,
I would like to submit the overtime report for OSP_HM employees who have worked 
more than 36 hours of overtime per week, for your review and management to ensure 
that employees do not work beyond the legal limit. Details are as follows:
• Employees who worked more than 36 hours of overtime per week (Data for 

August 2024)



Labor Practices Program : Ensure employees are taking their paid 
annual leave entitlements

Ensure employees are taking their paid annual leave entitlements
The Company reminds all employees to use their accumulated 
annual leave carried over from the previous year. Leave must be 
taken by June 30, 2025. Employees are required to submit a leave 
request to their supervisor at least 3 days in advance, with a 
minimum of half-day leave per request.



Labor Practices Program : Ensure employees are taking their paid 
annual leave entitlements

These are emails to all employees reminding them 
to use their accumulated annual leave.
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