
 

 

 

2023 年 3 月 21 日  
討論文件  
 
 

立法會人力事務委員會  
 

檢討《職業介紹所實務守則》  
 
 
目的  
 
 本文件向委員簡介勞工處就檢討《職業介紹所實務守則》（下

稱《實務守則》）提出的初步建議，並徵詢委員的意見。  
 
 
背景資料  
 
2 .  勞工處負責執行《僱傭條例》（第 57 章）第 XII 部、《職

業介紹所規例》（第 57A 章）及《實務守則》，從而監管本港職

業介紹所，並透過發牌、巡查、調查投訴及檢控，保障使用本港職

業介紹所服務求職者及僱主的利益。  
 
3 .  根據《僱傭條例》，「職業介紹所」指為他人覓取職位或向

僱 主 提 供 員 工 為目 的 的 機 構 或 人 士 。 所 有 在 香 港 經 營 的 職 業 介 紹

所，不論經營模式或所介紹的職務類別（包括提供外籍家庭傭工職

業介紹服務的職業介紹所（下稱「外傭職業介紹所」）），必須事

先領有勞工處發出的牌照，並受到規管。截至 2023 年 1 月，本港

共有 3  223 間持牌職業介紹所，其中包括 1 397 間外傭職業介紹所。 
 
4 .  為促進業界的專業水平和服務質素，勞工處於 2017 年 1 月

以行政方式頒布《實務守則》，規範職業介紹所。《實務守則》載

列職業介紹所必須遵守的主要法定要求 1及勞工處處長（下稱「處

長」）期望職業介紹所達到的標準 2。《 2018 年僱傭（修訂）條例》

                                                 
1
 例如不得濫收求職者佣金、不得扣押求職者的個人財物如護照、僱傭合約、銀行提

款卡等。  

2 例如保持具透明度的營運手法、與求職者和僱主擬訂書面服務協議、提供付款收據、

避免牽涉在求職者的財務事宜等。  
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於 2018 年 2 月 9 日生效，為《實務守則》提供法律基礎。勞工處

同時根據《僱傭條例》第 62A(1)條 3，發布新修訂的《實務守 則》。

現行的《實務守則》載於附件。  
 
5 .  勞工處一直嚴厲打擊職業介紹所的違規行為。勞工處人員巡

查職業介紹所，向職業介紹所負責人詳細查問運作情況，並查閱相

關紀錄及文件，確定職業介紹所依從各項法例及《實務守則》所訂

的 40 多項要求。如接獲對職業介紹所的投訴，勞工處會展開調查。

如職業介紹所違反《實務守則》，處長可考慮撤銷或拒絕發出╱續

發其牌照，或發出警告以敦促其糾正。  
 
6 .  2018 年至 2022 年，勞工處撤銷、拒絕發出╱續發牌照以及

就職業介紹所違反《實務守則》而發出的書面及口頭警告數字載於

下表。撤銷、拒絕發出╱續發牌照的主要理由包括持牌人因濫收求

職者佣金 4而被定罪、持牌人沒有遵從《實務守則》，以及持牌人

並非經辦職業介紹所的適當人選。  
 

 2018 年 2019 年 2020 年 2021 年 2022 年 

撤銷、拒絕

發 出 ╱ 續

發 牌 照 數

目  

11 (10) 13 (12) 7 (7) 7 (7) 1 (1)* 

書面警告  
數目  39 (39) 46 (46) 60 (60) 63 (63) 49 (49) 

口頭警告  
數目  1 097 (775) 1 057 (638) 635 (532) 1 111 (874) 790 (603) 

註 ： 括 號 (   )內 的 數 字 為 涉 及 外 傭 職 業 介 紹 所 的 數 字 。  

*   ： 勞 工 處 於 2 0 2 2 年 向 另 一 間 職 業 介 紹 所 啟 動 撤 銷 牌 照 程 序 ， 因 為 該 職 業 介 紹 所

職 員 因 濫 收 外 傭 佣 金 而 被 定 罪 。《 職 業 介 紹 所 規 例 》列 明 ，如 職 業 介 紹 所 停 止

經 辦 業 務 並 交 還 牌 照，勞 工 處 須 將 該 牌 照 取 消。由 於 該 職 業 介 紹 所 在 撤 銷 程 序

完 成 前 結 業 並 交 還 牌 照 ， 故 勞 工 處 按 《 職 業 介 紹 所 規 例 》 取 消 其 牌 照 。  

 

                                                 
3   《 2018 年僱傭（修訂）條例》新增該條文。  

4   為保障求職者的利益，《僱傭條例》規定職業介紹所向求職者收取的佣金金額，不

得超過其入職後所賺取第一個月工資的百分之十。  
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7 .  此外，為提高職業介紹所過往經營紀錄的透明度，並讓求

職 者 及 僱 主 在 使 用 職 業 介 紹 所 服 務 時 作 出 知 情 的 決 定 ， 勞 工 處 自

2018 年 10 月起，在職業介紹所專題網站發布職業介紹所因濫收佣

金及無牌經營而被定罪、被撤銷╱拒絶續發牌照，以及因違反《實

務守則》而被書面警告的紀錄。  
 
 
檢討《實務守則》  
 
8 .  自 2017 年頒布《實務守則》後，實施情況大致暢順，大

部分職業介紹所均能依從《實務守則》的要求經營業務。勞工處檢

視《實務守則》的實施情況後，提出初步建議，以期進一步完善有

關規定。勞工處會在諮詢持份者意見後修訂《實務守則》。  
 
9 .  近年社會就職業介紹所服務的主要關注如下：  
 

( a )  《實務守則》規定職業介紹所不應直接或間接牽涉在求職

者的財務事宜。然而，我們留意到有職業介紹所牽涉在外

傭的財務事宜中，例如協助境外招聘代理或中介機構就安

排外傭來港事宜收取費用；亦有職業介紹所安排外傭向財

務機構借貸，當中可能涉及職業介紹所濫收外傭佣金。有

意 見 指 職 業 介 紹 所 不 應 同 時 持 有 放 債 人 牌 照 或 被 持 牌 放

債人委任為批出貸款的第三方，以及職業介紹所不應與持

牌 放 債 人 或 批 出 貸 款 的 第 三 方 在 相 同 或 鄰 近 的 地 點 營

運，防止職業介紹所與財務機構合謀安排外傭借貸；  
 
( b )  《實務守則》訂明，根據《個人資料（私隱）條例》（第

486 章），除非資料當事人明確表明並以書面同意有關指

明目的，否則職業介紹所不應公開張貼、展示或披露求職

者的個人資料、其家庭成員的個人資料，或其前僱主的個

人資料。有意見認為職業介紹所不應在其網站及店舖外的

櫥窗公開展示外傭求職者的個人資料，以免侵犯求職者的

私隱；  
 
( c )  2019 冠狀病毒病疫情影響外傭供應，並引起社會對外傭於

合約期內經常轉換僱主（俗稱「跳工」）的關注。勞工處

及入境事務處（入境處）共同打擊外傭「跳工」，加強溝

通及資訊交流，並採取聯合行動，巡查涉嫌教唆外傭「跳
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工」的職業介紹所，包括仔細監察外傭職業介紹所的營商

手法，並巡查向提早終止合約的外傭及其介紹人提供現金

奬 賞 的 職 業 介 紹 所 。 我 們 多 次 向 所 有 外 傭 職 業 介 紹 所 發

信，警示他們不應透過營商手法鼓勵或教唆外傭「跳工」。

相 關 職 業 介 紹 所 已 停 止 向 提 早 終 止 合 約 的 外 傭 提 供 現 金

奬賞。隨着疫情放緩，外傭人數已逐漸回升，加上上述政

府的審查和巡查行動，外傭「跳工」情況已有顯著改善。

去年，勞工處接獲 47 宗有關職業介紹所教唆外傭「跳工」

的投訴，較 2021 年的 177 宗下跌七成多；  
 
(d )  《僱傭條例》沒有訂明職業介紹所可向僱主收取的費用，

有關收費水平由僱主與職業介紹所商訂。有意見認為應提

高職業介紹所向僱主收取費用的透明度，要求職業介紹所

須 訂 明 每 個 收 費 項 目 的 金 額 ， 保 障 僱 主 作 為 消 費 者 的 權

益；以及  
 
( e )  疫情期間有外傭在臨時居住的住宿設施染疫，引起社會關

注這些住宿設施的環境條件。申訴專員公署（公署）就政

府 規 管 外 傭 宿 舍 展 開 調 查 ， 並 於 2022年 2月 17日 公 布 調 查

報告，向各相關部門提出改善建議。就勞工處而言，公署

建議要求職業介紹所提供其營運外傭住宿設施的資料，增

加資訊透明度；在《實務守則》具體列出相關政府部門就

經營住宿設施必須符合的法規和標準，確保職業介紹所依

從；加強與相關政府部門的聯繫及合作，以便查核和交流

資訊、轉介投訴個案及作出執法行動；以及加強宣傳及教

育，提醒職業介紹所業界遵守政府就經營住宿設施的有關

規定和要求，並改善這些住宿設施的條件。  
 

勞工處接納公署提出的改善建議，隨後已在研討會及簡介

會 發 放 更 多 職 業 介 紹 所 在 領 牌 地 址 進 行 其 他 活 動 須 注 意

事項的資料，並與相關政府部門加強聯繫，轉介個案及交

流資訊。  
 
 
修訂《實務守則》的初步建議  
 
10 .  經檢討《實務守則》後，我們初步建議：  
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 避免牽涉在求職者的財務事宜當中  

 
( a )  要求職業介紹所在提出發牌及續牌申請時，填報他們是否

與任何財務機構在同一地點經營業務；以及職業介紹所的

持 牌 人 或 其 相 關 人 士 是 否 同 時 為 任 何 財 務 機 構 的 負 責

人。我們亦會要求職業介紹所不可向外傭提供個人貸款相

關資訊（例如財務機構的資料）；  
 
(b )  訂明職業介紹所除不應為任何本地或海外招聘公司、代理

或培訓中心等收取相關費用外，亦不可提示、建議、要求

或催促求職者向其海外的招聘代理夥伴機構支付費用；  
 

求職者文件  
 
( c )  訂 明 如 職 業 介 紹 所 需 要 索 取 及 ╱ 或 保 留 求 職 者 的 護 照 或

個人身分證明文件，必須向求職者解釋原因及發出書面確

認書；  
 
(d )  訂 明 職 業 介 紹 所 不 可 索 取 及 ╱ 或 保 留 外 傭 的 標 準 僱 傭 合

約以迫使外傭支付或償還款項；  
 
保障僱主和求職者的個人資料  
 
( e )  訂明職業介紹所不可在其網站或流動應用程式、即時通訊

軟件的廣播功能、社交媒體及店舖外的櫥窗等渠道，公開

展示或廣播求職者的個人資料及其前僱主的資料；  
 

打擊外傭「跳工」  
 
( f )  要求職業介紹所向外傭求職者清楚解釋在現行政策下，除

因原來僱主外調、移民、逝世或經濟原因以致提早終止合

約 ， 或 有 證 據 顯 示 該 外 傭 曾 遭 受 苛 待 或 剝 削 等 特 殊 原 因

外，外傭在兩年合約期內提出在港轉換僱主的申請，通常

都不會獲得批准。外傭如欲受僱於新僱主，須離開香港及

重新申請工作簽證。如有證據證明外傭「跳工」，其工作

簽證申請會被拒絕，而相關紀錄亦會作為政府日後考慮其

將來工作簽證申請的因素之一；  



 

 

6  

 

 
( g )  訂 明 職 業 介 紹 所 不 應 採 用 向 在 職 的 外 傭 提 供 金 錢 誘 因 等

營商手法誘使他／她們提早終止合約；  
 

(h )  修訂《實務守則》內的服務協議範本，要求職業介紹所與

僱主商討如外傭提早終止合約時，相關退款或更換外傭的

安排；  
 
提高職業介紹所收取費用的透明度  
 

( i )  職業介紹所須在服務協議內，就各項服務類別分別訂明金

額，包括處理外傭簽證相關的服務收費、安排外傭抵港相

關的服務收費（例如機票及交通接送）、醫療或保險相關

的服務收費、聘用外傭相關的服務收費（例如翻譯、外傭

在職期間的跟進及輔導服務）等，增加透明度，加強保障

僱主的權益；  
 

職業介紹所經營的住宿設施  
 
( j )  職 業 介 紹 所 須 向 勞 工 處 申 報 有 否 經 營 為 外 傭 求 職 者 而 設

的 住 宿 設 施 ， 並 提 供 這 些 住 宿 設 施 的 基 本 資 料 （ 例 如 地

址、經營者姓名、是否領有民政事務總署發出的牌照（如

適用）、提供的設施等），並確定其住宿設施符合相關法

例或牌照（如適用）的要求及規定；  
 

(k )  公開上述職業介紹所經營住宿設施的基本資料，提高資訊

透明度，並推動職業介紹所改善住宿設施的環境條件；  
 

( l )  在《實務守則》更具體地列出職業介紹所如經營外傭住宿

設施時必須符合的相關法規、標準或指引等，供職業介紹

所參考和遵從；以及  
 
在《實務守則》加入「求職者」的釋義  
 

(m)  將《實務守則》內「求職者」一詞定義為正在尋找工作的

求職者或已透過相關職業介紹所獲聘的人士，指明《實務

守則》某些部分（例如「避牽涉在求職者的財務事宜」及

「求職者護照或個人身分證明文件」的部分）所指的「求



 

 

7  

 

職者」包含已獲聘的人士。  
 
 
諮詢安排  
 
11.  勞工處已於 2023 年 3 月 17 日諮詢勞工顧問委員會轄下

的就業輔導委員會，並會由 2023 年 3 月 21 日起展開為期八星

期的公眾諮詢，邀請公眾提供意見。勞工處會與職業介紹所組

織、外傭組織以及外傭僱主組織會面，聽取他們的意見。  
 
 
徵詢意見  
 
12 .  請委員就勞工處檢討《實務守則》提出的上述初步建議

提供意見。  
 
 
 
勞工及福利局  
勞工處  
2023 年 3 月  
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[Pangalan ng Ahensiyang Pang-empleyo] 

[Address] 

[Numero ng Telepono at Fax/Email Address] 

Halimbawa ng Kasunduansa Pagserbisyo 

(Sa Pagitan ng Ahensiyang Pang-empleyo at FDH) 

Ang kasunduang ito ay ginawa nuong      [Petsa]  sa pagitan ng    [Pangalan ng Ahensiyang 
Pang-empleyo]   at ng dayuhang kasambahay o Foreign Domestic Helper (FDH) na ang mga 
personal na detalye ay naisaad sa I at II bahagi. 
 
 
Bahagi I: Impormasyon ng FDH 

Impormasyon ng  Naghahanap ng Trabaho 
Pangalan  HKID/Pasaporte* Numero  

Nacionalidad  Numero ng Telepono.  

Tirahan at  Email Address  

 
Bahagi II: Kasaysayan ng Pagtratrabaho sa nakaraang Dalawang Taon (FDH ang 
magsusulat)^ 

Pangalan ng Amo Panahon  ng 
Pagtratrabaho 

Paano nagtapos ang  
kontrata 

 
Bahagi III: Uri ng Serbisyong Hanap# 

 Paghahanap ng amo o employer sa HK  Direktang  Pang-Empleyo 
 Iba pa (tukuyin lamang):  Muling pagpirmahan ng Kontrata 

Pangalan ng Amo: _________________ 

 
Bahagi IV: Detalye ng Bayad na Komisyon#  

 Ang [Pangalan ng Ahensiyang Pang-Empleyo] ay hindi maniningil ng anumang bayad mula 
sa FDH. 

 Sa matagumpay na paglalagaysa pwesto, ang [Pangalan ng Ahensiyang Pang-Empleyo] ay 
maniningil ng bayad na komisyong HK$ mula sa FDH. Ang komisyon ay hindi 
dapat sumobra sa 10% ng unang buwang sahod o sweldo na tinanggap ng naghahanap ng 
trabaho sa matagumpay na paglalagay sa puwesto ng trabaho. Ang komisyon ay babayaran 
pagkatapos niyang matanggap ang kanyang unang buwang sahod. Pananda 2 

* Maaring tanggalin kung hindi kinakailangan 
# Lagyan ng “ ” kung kinakailangan 
^ Ang mga impormasyon ay ibibigay ng kusang-loob sa seksyong ito 
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Bahagi V: Pahintulot upang maihayag ang personal na impormasyon potensyal na maging 
amo/employer# 

 Ako si, ________________________________, ay sumasang-ayon na maihayag ng 
[Pangalan ng Ahensiyang Pang-Empleyo]  ang aking mga personal na impormasyon 
(Kalakip ang Apendiks  3) sa sa potensyal na maging amo upang ako ay makahanap ng 
trabaho bilang [Titulo ng Trabaho] . 

_______________________ __________________________ _______________________ 
Lagda ng FDH Lagda ng Kinatawan ng Ahensiyang Selyong Tatak ng 

(Pangalan  ) Pang-Empleyo Ahensiyang Pang-Empleyo 

Petsa   ________________ Kinatawan ng Ahensiya 

(Pangalan  ) 

(Posisyon  ) 

Petsa __________________ 

Pananda 1 : Ito ay isang halimbawa o basehang dokumento lamang. Ang mga partido na tumutunghay 
sa halimbawang ito ay dapat na siguraduhing ang mga nilalaman nito ay angkop sa 
kanilang layunin bago gamitin. Sila rin ay pinaaalalahanan na sumangguni sa isang 
propesyunal kung nararapat.  

Pananda 2 : Ayon sa EO at EAR,  ang pinakamataas na komisyon na maaaring matanggap ng isang EA 
mula sa isang aplikante ng trabaho ay halagang hindi dapat lalampas sa halagang 
katumbas na 10% ng unang buwang sahod ng kasambahay o manggagawa sa bawat o 
tuwing matagumpay na pag-eempleyo ng EA. Ang probisyong ito ay angkop sa lahat ng 
aplikante ng trabaho. 

# Lagyan ng “ ” kung kinakailangan 
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[Nama Agensi Penempatan Tenaga Kerja] 

[Alamat] 
[Nomor Telepon dan Fax/Alamat Email] 

Contoh Persetujuan Layanan 

(Antara agensi penempatan tenaga kerja dan PLRTA) 

Persetujuan ini dibuat pada tanggal      [Tanggal]  antara [Nama Agensi Penempatan Kerja] 
dan Penata Laksana Rumah Tangga Asing (PLRTA) yang data-data pribadi nya dicantumkan di 
dalam Bagian I dan II. 

Bagian I: Informasi PLRTA 
Informasi Pencari Kerja 

Nama  No. KTP HK/Paspor*  

Kewarganeraan  No. Telepon  

Alamat and Alamat Email  

Bagian II: Riwayat Kerja dalam masa Dua Tahun terakhir ini (untuk diisi oleh PLRTA)^ 

Nama Majikan Masa Kerja Bagaimana Kontrak Berakhir 

Bagian III: Jenis Layanan yang Dicari# 

 Mencari majikan di HK dari APK  Cari Majikan Sendiri 
 Lain nya (harap sebutkan):              Perpanjangan Kontrak 

________________________________ Nama majikan : ____________________ 

Bagian IV: Detil Biaya Komisi# 

 [Nama Agensi Penempatan Kerja] tidak akan menarik biaya apa pun dari PLRT tersebut 
di atas. 

 Jika berhasil menempatkan pekerja, [Nama Agensi Penempatan Kerja] akan menarik 
biaya komisi sebesar HK$  dari PLRT tersebut di atas. Komisi nya tidak boleh 
lebih dari 10% gaji bulan pertama yang diterima sang pencari kerja jika dia berhasil 
ditempatkan. Komisi nya akan dibayar setelah dia menerima gaji pertama dia. Catatan 2  

* Harap coret yang tidak perlu 
# Harap beri tanda “ ” di kotak yang sesuai 
^ Informasi di bagian ini disediakan secara sukarela 
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_______________________   ________________________ _______________________ 

Bagian V: Izin untuk mengungkapkan profil pribadi kepada para calon majikan# 

 Saya, ________________________________, setuju bahwa ___[Nama Agensi 
Penempatan Kerja]___ boleh memberitahukan profil pribadi saya (Lampiran 3 yg 
terlampir) kepada para calon majikan untuk tujuan mencari pekerjaan sebagai   [nama 
jabatan/pekerjaan]     bagi saya. 

Td Tangan PLRT Td Tangan Wakil Agensi Cap Perusahaan dari Agensi 
(Nama  ) Penempatan Kerja Penempatan Kerja 

(Nama  )Tanggal  
(Jabatan  ) 
Tgl ___________________ 

Catatan 1:  Ini adalah contoh dokumen untuk rujukan saja. Para pihak yg merujuk ke contoh ini harus 
memastikan agar isi nya cocok untuk dipakai mereka sebelum mereka menggunakannya. 
Mereka juga diingatkan untuk mencari advis professional yg independen bila dirasa perlu. 

Catatan 2: Menurut UU Tenaga Kerja  (UU TK) dan Peraturan Agensi Penempatan Kerja (PAPK), 
komisi maksimum yg boleh didapatkan oleh APK dari pencari kerja adalah jumlah yg tidak 
boleh lebihdari 10% dari gaji bulan pertama yg diterima oleh pencari kerja untuk tiap 
penempatan kerja dimana dia telah berhasil ditempatkan oleh APK. Ketentuan ini berlaku 
untuk semua pencari kerja. 

# Harap beri tanda “ ” di kotak yang sesuai 
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  2c  [Name of Employment Agency] 
[  ] 

[Address] 
[  ] 

[Telephone and Fax Number/Email Address] 
[  /  ] 

Sample Service Agreement 
(Between employment agency and Job-seeker) 

 

[ ] 
[For non-FDH Job-seeker] 

This Agreement is made on  [Date]  between        [Name of Employment Agency]  and 
the job-seeker whose personal particulars are set out in Part I. 

 [  ]     

Part I: Information of Job-seeker 
 

Name 
 

Nationality 
 

Address and email address 
 

Part II: Type of Services Sought# 

HKID/Passport* No. 
 /  *  

Telephone No. 
 

# 

Vacancies Title 
 

Vacancies Nature 
 

 Part time   Full time  

Employment Terms 
 

 Permanent   Temporary  

 Summer Job   Others (please specify) : 
___________________________________ 

 Employment in Hong Kong / outside Hong Kong* 
/ * 

* Please delete where appropriate 
* 
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Part III: Commission Fee Details# 

# 

 

 

[Name of Employment Agency] will not charge any fees from the above-stated job-seeker. 
[  ]  

After successful placement, [Name of Employment Agency] will charge a commission fee of 
HK$______________from the above-mentioned job-seeker. The commission is not more than 10% 
of the job-seeker’s first-month’s wages received for successful job placement. The commission will 
be paid after the job-seeker has received the first-month’s wages. Note2 

[  ]  

_____________  
  

Part IV: Consent for Disclosing Personal Profile to Potential Employers# 

# 

 I, _________________, agree that [Name of Employment Agency] may disclose my personal 
profile to potential employers for the purpose of seeking employment as             [post title]______     
for me. 

 _______________________  [  ]  [  ]  

 

__________________________    ____________________________   ________________________  
Signature of Job-seeker Signature of Employment Company Chop of 

 Agency Representative Employment Agency 
  

( Name of Job-seeker ( Name :________________ ) 
:__________________) ( Position : _____________ ) 

Date :___________________ Date :___________________ 

Note 1: This is a sample document for reference only. Parties referring to this sample should ensure that its contents are 
 appropriate for their use before adoption. They are also reminded to seek independent professional advice where 

appropriate. 
 

Note 2: According to EO and EAR, the maximum commission which may be received by an EA from a job-seeker shall be an 
 amount not exceeding a sum equal to 10% of the first-month’s wages received by the job-seeker for each employment 

that he/she has been successfully placed by the EA. The provisions are applicable to all job-seekers. 
 

 

# Please “ ” as appropriate 
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 Appendix 2d
[Name of Employment Agency] 

[  ] 
[Address] 
[  ] 

[Telephone and Fax Number/Email Address] 
[  /  ] 

Sample Service Agreement 
(Between employment agency and employer) 

  

 

[ ] 
[For non-FDH employer] 

This Agreement is made on  [Date]  between        [Name of Employment Agency]  and 
the undersigned client (i.e. employer) whose particulars are set out in Part I. 

 [  ]  ( )     
 

Part I: Information of Employer 
 

Name in Chinese  / : 

Name in English  / : 

Telephone No. : 

Address and email address : 

Part II: Type of Services Sought# 

# 

Vacancies Title 
 

Job Description 
 

Requirements of 
candidates 

 

Vacancies Nature 
 

 Part time   Full time  

Employment Terms 
 

 Permanent  

 Summer Job  

 Temporary  

 Others (please specify) : 
____________________________________ 

# Please “ ” as appropriate 
# 
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______________________________________________________________________________________________ 

______________________________________________________________________________________________ 

  Part III: Service Charge Details 

Agency fee : $ , which covers the following services: 

$ 

Part IV: Payment Schedule# 

# 

 Payment in full upon completion of recruitment 
service 

 Other (please specify):  _____________________ 
 ( ) __________________________ 

 By _____________installments: 

 1st installment ($_____________________)  
       due by(date) ( ) ___________________ 

 2nd installment ($____________________) 
       due by(date) ( ) ___________________ 

Part V: Other Terms and Conditions of this Service Agreement 

<List other terms and conditions of this Service Agreement here eg. guarantee period, refund arrangement, etc.> 
< > 

__________________________    ____________________________   ________________________  
Signature of Client (Employer) Signature of Employment Company Chop of 

( ) Agency Representative Employment Agency 

Name of Client (Employer) ( Name :________________ ) 
( ) :_______________ ( Position : _____________ ) 

Date :___________________ Date :___________________ 
Note 1: According to the Code of Practice on Employment under the Disability Discrimination Ordinance published by Equal 

Opportunities Commission, employers should ensure that the medical information is relevant to the particular duties 
and responsibilities of the job and should be obtained only if it is necessary to ascertain that the person is able to carry 
out the inherent requirements of the job. 

Note 2: This is a sample document for reference only. Parties referring to this sample should ensure that its contents are 
appropriate for their use before adoption. They are also reminded to seek independent professional advice where 
appropriate. 

# Please “ ” as appropriate 
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[Pangalan ng Ahensiyang Pang-empleyo] 

[Address] 
[Numero ng Telepono at Fax Number/Email Address] 

Halimbawa ng Form para sa Personal na Impormasyon ng Dayuhang Kasambahay 

 
 

 
Idikit ditto ang  

pinakabagong litrato  
  

** Paalala sa mga ahensiyang pang-empleyo : Pinaaalalahanan ang 
mga ahensiyang pang-empleyo na sundin ang Kautusan sa 
Personal na (Pampribadong) Datos (PDPO) at mga kautusang 
kontra-diskriminasyon na inilalapat ng Equal Opportunities 
Commission (EOC) kapag kumukuha, humahawak at naghahayag 
ng  mga impormasyong personal ng dayuhang kasambahay, 
halimbawa: relihiyon, edad, estadong matrimonyal. 

 
 

    

    

Napakagaling Magaling Tama 
lang 

Mahina Mga dagdag na 
Impormasyon/Pahayag/

Komentong Beripikasyon ng
EA 

 
Intsik (Canton) 

   Ingles 
   Instsik (Mandarin) 
   Iba pa (Tukuyin lamang): 

 
Pag-aalaga ng Sanggol 

   Pag-aalaga ng Bata 
   Pag-aalaga ng Matanda 
   Pag-aalaga ng Taong May 

Kapansanan o Imbalido 
   Pag-aalaga ng Taong

Nakaratay sa higaan 
   Pag-aalaga ng Alagang 

Hayop 
   Pagluluto 

Pangkalahatang Gawaing
Bahay
(hal. Paglilinis, Paglalaba 
at Pamamalantsa) 

 

 

 

 

 

 

 

Paglilinis ng Sasakyan 
   Iba pa 

(Isalaysay):__________ 
   Iba pa 

(Isalaysay):__________ 

* Maaring tanggalin kung hindi kinakailangan 
# Lagyan ng “ ” kung kinakailangan 
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Pangalan at  
lugar ng 

nagkaloob na 
Institusyon 

Petsa ng 
Ipinagkaloob 

Petsa ng 
Pagkapaso 

(kung mayroon) 
Kakayahan 

Komentong 
Beripikasyon ng 

EA 

 
-  

 
Lugar na 

Pinagtrabahuhan 
Panahon ng 

Pagtratrabaho 
Mga tungkulin Komentong 

Beripikasyon ng 
EA 

 
 

-  
Lugar na 

Pinagtrabahuhan 
Panahon ng 

Pagtratrabaho 
Mga tungkulin Komentong 

Beripikasyon ng 
EA 
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_______________________ 

 
Nilalaman ng Pagtratrabaho Komentong 

Beripikasyon ng 
EA 

Mga trabahong kung saan 
mahusay at mas gugustuhin: 
Trabahong hindi gusto 
(kung mayroon man): 
Pipiliing uri ng pamilya at 
laki (bilang ng miyembro ng 
pamilya): 
Iba pa: 
Mga sahod at benepisyo 
Suweldo: 
Akomodasyon: 
Iba pa: 

 
Mga Komentong 

Beripikasyon ng EA 
[Magbigay ng iba pang kaugnay na impormasyon dito, kung mayroon 
man] 

-  
.  

 Ang kinatawan ng ahensiyang pang-empleyo ay ipinaliwanag sa akin ang mga nilalaman 
ng SEC at pinatotohanan ko ang pagkakaunawa sa mga kundisyon dito 

Lagda ng FDH / Petsa     

Lagda ng FDH 
(Pangalan: ) 
Petsa: 

#  Lagyan ng “ ” kung kinakailangan 
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(Lagyan ng “ ” bilang pagpapahiwatig na kung hanggang saan ang pagkakaberipika ng 
Ahensiyang Pang-empleyo sa mga impormasyong naibigay.) 

 Lahat ng impormasyon na may kaugnayan sa dayuhang kasambahay na naisulat sa form na 

 
ito ay bineripika ng EA na ito. 
Ang EA na ito ay bineripika ang Bahagi I/II/III/IV/V/VI/VII* ng profile na ito habang ang 
iba sa profile na ito ay ibinigay ng dayuhang kasambahay/ahensiyang pang-empleyo sa 
ibayong dagat/eskwelahang tagapagsanay/pamahalaan* . 

 Iba pa (isalaysay)________________________________________ 

 

Ang mga EA ay dapat magbigay ng salaysay sa pagkuha ng personal na impormasyon Pananda 1 

base sa impormasyon na kukunin nila mula sa FDH. 

Pananda 1: Ang salaysay sa Pagkuha ng Personal na Impormasyon ay dapat na maglalaman ng ( gaya ng bilang 
mula i hangang iv sa ibaba) Kung ang EAs ay nagnanais na gamitin ang personal na imormasyon ng 
FDHs sa direktang pagpapakilala, ang EAs ay dapat ding ikonsidera na ipaalam sa FDHs ang 
tungkol sa item bilang v. 

(i) Salaysay ng layunin 
Mungkahing teksto : 
Ang mga impormasyon na nakuha mula sa inyo ay gagamitin sa mga sumusunod na mga layunin: 
[Isingit dito ang layon ng pagkuha ng EA]. Ang inyong larawan, [Isingit dito ang mga impormasyon 
na ipapaskel o iaanunsiyo ng EA sa website] ay maaaring ilagay sa website ng EA upang 
makatulong sa mabilisang desisyon ng potensyal na amo/employer. 

(ii) Salaysay kung ang mga aplikante ng trabaho ay obligado o hindi na magbigay ng  personal 
na datos 

Mungkahing ng teksto : 
Tandaan lamang na kinakailangang kayo ay magbigay ng personal na datos sa sumusunod na mga 
seksyon sa form na ito: [Ipasok dito ang mga kaugnay na seksyon]. Maaaring hindi kami 
makahanap ng trabaho para sa inyo kung wala ang mga nasabing impormasyon. Tandaan lamang 
na maaari kayong mamili kung ibibigay ninyo ang inyong personal na datos sa [Ipasok dito ang 
kaugnay na seksyon] form na ito. 

(iii) Salaysay ng posibleng magsisilipat 
Mungkahing teksto : 
Para sa layunin ng pagbibigay ng nasabing (mga) serbisyo sa inyo, ang mga impormasyon na 
kinuha mula sa inyo ay maaaring mailipat sa/kay [Ipasok ang mga paglalarawan ng mga uri ng 
mga nagsisilipat ayon sa kanilang mga natatanging pagkakakilanlan]. 

* Maaring tanggalin kung hindi kinakailangan 
# Lagyan ng “ ” kung kinakailangan 
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_______________________ 

(iv) Salaysay ng karapatang makita, pagwawasto at mga detalyeng pangkontak 
Mungkahing teksto : 
Kayo ay may karapatang humiling na makita at pagwawasto ng impormasyon na nasa aming pag-
iingat tungkol sa inyo.  Kung nais ninyong makita o maiwasto ang inyong personal na datos, 
mangyari lamang na makipag-ugnayan sa [Ipasok dito ang pangalan at/o ang posisyon, mga 
detalyeng pangkontak (gaya ng tirahan, numero ng telepono, email, atbp.)]. 

(v) Direktahang pagpapakilala (ng aplikante sa trabaho) 
Ang mgaEA ay dapat magbigay ng isang pagpapabatid at kumuha ng pahintulot mula sa kinuhanang 
nagmamay-ari ng mga datos bago ito magamit o sa pagbibigay ng kanilang mga pampersonal na 
datos para sa paggamit sa mga direkatahang aktibidades ng pagpapakilala (sa aplikante sa trabaho.) 
Mungkahing halimbawa ng teksto : 
Ang inyong pangalan, numero ng telepono at lugar na tirahan na aming kinuha ay gagamitin para 
kayo ay mabigyan ng mga impormasyon tungkol sa aming serbisyo [ang iba pang layunin para sa 
pagpapakilala ng aplikante ng trabaho ay maaaring isaad dito kung nararapat]. Hindi namin 
maaaring magamit ang inyong personal na datos maliban lamang kung matanggap namin ang 
iyong pahintulot o pahiwatig ng hindi pagtutol.  Kung kayo ay sumasang-ayon sa nasa itaas, 
pakilagyan ng tsek ang kahon na nasa ibaba: 

 Wala akong tutol sa mungkahing paggamit ng aking personal na datos gaya ng nakasaad sa 
itaas. 
(Kung ang mga personal na impormasyon o datos ay maiibigay o maililipat sa ibang tao o 
partido maliban sa naunang EA, karagdagang impormasyon (tulad ng nasusulat sa Part 6a ng 
PDPO) ay kailangang idagdag sa mungkahing teksto.) 

Lagda ng FDH 
(Pangalan  ) 
Petsa ________________ 

Pananda 2: Ito ay isang halimbawang dokumento lamang. Ang mga partido na tumutunghay sa halimbawang ito 
ay dapat na siguraduhing ang mga nilalaman nito ay angkop sa kanilang layunin bago gamitin. Sila 
rin ay pinaaalalahan na sumangguni sa isang propesyunal kung nararapat. 

Pananda 3: Ayon sa EO at EAR, ang pinakamataas na komisyon na maaaring matanggap ng isang EA mula sa 
isang aplikante ng trabaho ay halagang hindi dapat lalampas sa halagang katumbas na 10% ng unang 
buwang sahod ng kasambahay o manggagawa sa bawat o tuwing matagumpay na pag-eempleyo ng 
EA. Ang probisyong ito ay angkop sa lahat ng aplikante ng trabaho. 
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 [Nama Agensi Penempatan Kerja] 
[Alamat] 

[Nomor Telepon dan Fax/Alamat Email] 
Contoh Formulir untuk Profil Penata Laksana Rumah Tangga Asing 

Bagian I: Data-data Pribadi 
Nama: 
Tanggal Lahir:  (tgl) (bulan)  (tahun) 
Kewarganegaraan: Harap Tempelkan 
Pendidikan: foto yg terkini 
Tinggi: Berat badan: di sini 
** Catatan untuk agensi penempatan kerja : Agensi penempatan 

kerja di-ingatkan untuk mematuhi Ordonansi Data Pribadi 
(Privasi) (ODPP) dan ordonansi anti-diskriminasi yg dikeluarkan 
oleh Komisi Kesetaraan Kesempatan/Equal Opportunities 
Commission (EOC) saat mengum-pulkan, menangani dan 
memasang/menunjukkan informasi pribadi dari penata laksana 
rumah tangga asing, misalnya agama, usia, status perkawinannya. 

Bagian II: Kemampuan# (Harap berikan bukti dokumen misalnya ijazah, sertifikat, dll. 
(jika ada)) 

Baik 
Sekali 

Bagus Sedang Jelek Informasi Tambahan/ 
Catatan/ Komentar ttg 
Verifikasi dari APK 

Bahasa: 
Kanton     
Inggris     
Mandarin     
Lainnya (harap sebutkan):__________     
Ketrampilan: 
Merawat Bayi     
Merawat Anak-anak     
Merawat Orang Lanjut Usia     
Merawat Orang Cacat     
Merawat Orang Yg Harus Di Ranjang Terus     
Merawat Hewan Peliharaan     
Memasak     
Pekerjaan Rumah Tangga Umum 
(misalnya Bersih-bersih, Cuci & Setrika)     

Cuci Mobil     
Lainnya (harap sebutkan):__________     
Lainnya (harap sebutkan):__________     

* Harap coret yang tidak perlu 
# Harap beri tanda “ ” di kotak yang sesuai 
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Bagian III: Kualifikasi (Harap berikan bukti dokumen seperti ijazah, sertifikat, catatan 
kehadian, dll.) 

Nama dan 
Alamat Lembaga 

Yg 
Mengeluarkan 

Tgl Pengeluaran 
Tgl Habis 

Berlakunya 
(jika ada) 

Kualifikasi Komentar 
verifikasi dari APK 

Bagian IV: Pengalaman Kerja di Hong Kong (Harap berikan bukti dokumen seperti 
kontrak kerja, visa kerja, surat referensi dari majikan sebelumnya, dll.) 

Lokasi Masa Bekerja Tugas-tugas nya Komentar 
Kerja verifikasi dari APK 

Bagian V: Pengalaman kerja di luar negeri yg relevan dgn pekerjaan sbg PLRTA (Harap 
berikan dokumen bukti seperti kontrak kerja, visa kerja, surat referensi dari mantan 
majikan, dll.) 

Lokasi Masa Bekerja Tugas-tugas nya Komentar 
Kerja verifikasi dari APK 

Bagian VI: Pekerjaan Yg Diharapkan 
Rincian Pekerjaan Komentar 

verifikasi dari APK 
Tugas-tugas yg anda kuasai 
dan lebih anda sukai: 
Tugas-tugas kurang anda 
sukai (jika ada): 
Jenis & ukuran keluarga yg 
disukai (jumlah anggota 
keluarga): 
Lain nya: 
Gaji dan Tunjangan 
Gaji: 
Akomodasi: 
Lainnya: 
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______________________ 

Bagian VII: Informasi Terkait Lainnya 
Komentar verifikasi 

dari APK 
[Harap berikan informasi terkait lainnya di sini, jika ada] 

Bagian VIII: Menjelaskan kpd PLRTA tentang Kontrak Kerja Standar (KKS) 
(Untuk diberi tanda koreksi dan ditandatangani oleh PLRTA) # 

 Wakil dari agensi penempatan kerja telah menjelaskan kepada saya isi dari KKS dan saya 
konfirmasikan telah mengerti persyaratan di dalamnya. 

Tanda Tangan PLRTA / Tanggal 

Tanda Tangan PLRTA 
(Nama ______________) 
Tgl      ______________ 

Bagian IX: Verifikasi Informasi # 

(Harap beri tanda “ ” untuk menunjukkan sejauh mana informasi yg diberikan di dalam 
formulir ini telah diverifikasi oleh Agensi Penempatan Kerja.) 

 Semua informasi yg berkenaan dengan pelaksana rumah tangga asing yg dipaparkan di 
dalam formulir ini telah diverifikasi oleh APK. 

 APK ini telah melakukan verifikasi terhadap Bagian I/II/III/IV/V/VI/VII* dari profil ini 
sedangkan sisanya diberikan oleh penata laksana rumah tangga asing/agensi penempatan 
kerja luar negeri/lembaga training/pemerintah*. 

 Lainnya (Harap sebutkan) ___________________________________________________ 

Bagian X: Pernyataan Pengumpulan Informasi Pribadi 

APK harus memberi pernyataan pengumpulan informasi pribadi Catatan 1 berdasarkan informasi 
yang akan mereka minta dari PLRTA. 

Catatan 1:   Ketika mempersiapkan Pernyataan Pengumpulan Informasi Pribadi harus mencakup : (yaitu: poin (i) 
sampai poin (iv) dibawah), kalua APK bermaksud untuk melakansakan kegiatan pemasaran langsung 
dengan menggunakan data dari PLRT, APK harus juga mempertimbangkan langkah tambahan untuk 
memberitahukan  PLRT tentang poin (v) 

* Harap coret yang tidak perlu 
# Harap beri tanda “ ” di kotak yang sesuai 
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_______________________ 

(i) Pernyataan Mengenai Tujuan 
Contoh teks yang disarankan : 
Informasi yg dikumpulkan dari anda akan  digunakan untuk tujuan di bawah ini: [Tulis disini tujuan 
pengumpulan informasi oleh APK] . Foto anda, [Tulis di sini informasi yang akan dipasang di laman 
website APK] bisa dipasang di laman website kami untuk tujuan mempermudiah proses penyeleksian 
oleh calon majikan. 

(ii) Pernyataan mengenai apakah memberikan data pribadi merupakan suatu keharusan atau 
pilihan sukarela bagi pencari kerja. 

Teks yang disarankan : 
Harap  dicatatbahwa merupakan keharusan bagi anda untuk memberikan data pribadi di bagian-
bagian dari formulir di bawah ini : [Tulis disini bagian-bagian yg relevan]. Kami mungkin tidak 
akan dapat memberikan jasa penempatankerja jika tidak ada informasi tersebut di atas. Harap 
dicatatbahwa merupakan pilihan sukarela bagi anda apakah mau memberikan data pribadi di [Tulis 
disini bagian-bagian yg relevan] dari formulir ini. 

(iii) Pernyataan mengenai kemungkinan transfer informasi 
Teks yang disarankan : 
Untuk tujuan memberikan jasa yang disebutkan di atas kepada anda, informasi yg didapatkan dari 
anda bisa ditransfer ke [Tulis disini golongan yg akan menerima transfer informasi dan fitur 
jelasnya.]. 

(iv) Pernyataan tentang hak untuk mengakses, membetulkan dan detil kontak 
Teks yang disarankan : 
Anda memiliki hak untuk meminta akses dan membetulkan informasi mengenai anda yg kami simpan. 
Jika anda ingin mengakses atau membetulkan data pribadi anda, harap kontak [Tulis nama dan/ atau 
detil alamat pos atau kontak (misalnya seperti alamat, nomor telepon, email, dll.)]. 

(v) Pemasaran langsung 
APK harus memberi pemberitahuan dahulu dan minta izin dari pemilik data sebelum memakai atau 
memerikan data pribadi mereka untuk dipergunakan dalam aktivitas pemasaran langsung. 
Teks yang disarankan : 
Nama, nomor telepon dan alamat rumah anda yg disimpan oleh kami akan dipakai untuk memberi 
anda informasi mengenai pelayanan dari agensi penempatan kerja kami [ tujuan pemasaran lain nya 
bisa disebutkan di sini jika ada / cocok dengan situasi nya]. Kami tidak dapat memakai data pribadi 
anda kecuali jika kami mendapatkan persetujuan dari anda atau isyarat dari anda bahwa anda tidak 
keberatan. Jika anda setuju dengan yang di atas, harap anda beri tanda koreksi di kotak di bawah 
ini : 

  Saya tidak keberatan terhadap pemakaian data pribadi saya seperti yang diusulkan dan 
disebutkan di atas. 
(kalua data peribadi ini akan dipindahkan ke pihak ketiga untuk tujuan pemasaran langsung, 
informasi tambahan (sebagaimana dinyatakan dalam Bagian 6A dari PDPO) harus disediakan di 
contoh tulisan diatas) 

Td Tangan PLRT 
( Nama  ) 
Tgl   ________________ 

Catatan 2:   Ini adalah contoh dokumen untuk rujukan saja. Pihak-pihak yg merujuk ke contoh ini harusmemastikan 
bahwa isi nya cocok untuk dipakai mereka sebelum mereka menggunakannya. Mereka juga diingatkan 
untuk mencari advis professional yg independen bila dirasa perlu. 

Catatan 3: Menurut UU Tenaga Kerja  (UU TK) dan Peraturan Agensi Penempatan Kerja (PAPK), komisi 
maksimum yg boleh didapatkan oleh APK dari pencari kerja adalah jumlah yg tidak boleh lebihdari 
10% dari gaji bulan pertama yg diterima oleh pencari kerja untuk tiap penempatan kerja dimana dia 
telah berhasil ditempatkan oleh APK. Ketentuan ini berlaku untuk semua pencari kerja. 
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___________________________ ____________________________________ _______________________ 

[Name of Employment Agency] 
[ ] 

[Address ] 
[Telephone and Fax Number/Email Address 

 / ] 

Sample Receipt from EA -  to FDH 

  

 -  

Date ___________________________________________________________________________________ 
Name of Foreign Domestic Helper _______________________________________________________ 
Name of Employer  ___________________________________________________________________ 

Commission fee  
 -  -     

 
 
 

 

 Cash  
 Bank Transfer  

$ _____________________ 

 A copy of the Service Agreement with employment agency and signed by both parties has been provided to 
the FDH 

 

  ______________________ 

Signature of FDH Signature of Employment Company Chop of 
 Agency Representative Employment Agency 

  

( Name _____________ ) ( Name _____________________ ) 
Date _______________ ( Position  ___________________ )

 Date 

Note: This is a sample document for reference only. Parties referring to this sample should ensure that its contents are 
appropriate for their use before adoption. They are also reminded to seek independent professional advice where 
appropriate. 

 

 
 

 

For items with “ ”, please “ ” as appropriate 
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[Pangalan ng Ahensiyang Pang-empleyo] 

[ ] 
[Lokasyon ] 

[Numero ng Telepono at Fax/Email Address 
 / ] 

Halimbawa ng Resibo mula sa EA – para sa FDH 
 

 
Petsa  
Pangalan ng Dayuhang Kasambahay  
Pangalan ng Amo  

Bayad sa Kumisyon (hindi dapat humigit sa 
10% ng unang buwang sahod ng aplikante sa 
trabaho para sa bawat isang matagumpay na 
paglalagay sa pwesto ng trabaho) 

 (  
 

)  

 
 

Pera  

Idinaan sa Bangko  
$ __________ 

 Ang isang kopya ng Kasunduan ng Serbisyo sa ahensiyang pang-empleyo at nilagdaan ng parehong 
partido ay naibigay sa FDH 

 

Lagda ng FDH Lagda ng Kinatawan ng Ahensiyang  Tatak na Selyo ng 
 Pang-empleyo Tanggapan ng Ahensiyang 

(Pangalan  )  
(Pangalan  ) 

Pang-Empleyo 
  

Petsa  
(Posisyon  ) 

Petsa  

Pananda Ito ay isang halimbawang dokumento lamang. Ang mga partido na tumutunghay sa halimbawang ito ay dapat na 
 : siguraduhing ang mga nilalaman nito ay angkop sa kanilang layunin bago gamitin. Sila rin ay pinaaalalahan na sumangguni 

sa isang propesyunal kung ito ay nararapat. 
 

Lagyan ng markang “ ”  ang  kung nararapat 
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Lampiran 4a

 
[Nama Agensi Penempatan Kerja] 

[ ] 
[Alamat ] 

[Nomor Telepon dan Fax/Alamat Email 
 / ] 

Contoh Tanda Terima dari APK – kepada PLRT 
 –  

Tanggal  
Nama Penata Laksana Rumah Tangga Asing  
Nama Majikan  

Biaya komisi (      
       
      

) 
  

 
 

 
 

Uang tunai  
Transfer Bank  

$ __________ 

 Satu salinan dari Surat Persetujuan tentang Pelayanan dengan agensi penempatan kerja dan 
ditandatangani oleh kedua belah pihak telah diberikan kepada PLRTA 

 

Tanda Tangan PLRTA Tanda Tangan Wakil Dari Agensi Cap Kantor dari Agensi 
 Penempatan Kerja Penempatan Kerja 

(Nama  )  
(Nama  ) 

 

Tgl _____________ 
(Jabatan  ) 

Tgl  

Catatan Ini adalah contoh dokumen untuk rujukan saja. Pihak-pihak yg merujuk ke contoh ini harus 
 : memastikan bahwa isi nya cocok untuk dipakai mereka sebelum mereka menggunakannya. Mereka juga diingatkan 

untuk mencari advis professional yg independen bila dirasa perlu . 
 

 

Untuk bagian yg ada “ ”, harap tandai dengan “ ” di jawaban yg cocok 
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 4a 

____________________________ ____________________________________ _______________________ 

 [    ] 
[ ] 

[  ] 
[    /   

 / ] 

    
   

 :____________________________________________________________________________________ 

    :______________________________________________________________ 

   :_______________________________________________________________________ 

  (     
-        10% 

   ) 

 (  
 

) 

  

  
$ _____________________ 

        

   

 

         

      

  

( _____________ ) (  ___________________ ) 

 ______________ (   ____________________ ) 

   ____________________ 

                 
                  

 
 

 

  ,    
 

93     



   
 

 

                                                                                                        
                                                                                                

                                                                                             
                                                                                             

                                                      
 

 
 

  
  

 
   

 
 

  
  

  
 

 
 

   
 

                     

                                           

                                

  
 

                                                 

                                       

                                      

  
 

 
 

 
  
 

    
 

 
 
 

[ ]
[ ] 

[  ]
[  / 

 / ] 

 EA –  
 

 

 

  

    
 

 

 
 

 

 

 

  

  
$ __________ 

    
 

    
    

(   ) (   ) 

  (   ) 

 

    
 : 

 
 

 “ ”  “ ”  
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4a 

[ ]  [ ] 
[  ]

 [  
 / ]  

 
 

 -  

 ____________________________________________________________________________________ 

 ____________________________________________________________ 

 _________________________________________________________________ 

(  
 

) 
 

 

   

   
$ _____________________ 

  
 

 

___________________________ 
 

 

____________________________________ 
 

 
 

_______________________ 
 

 
 

(  _____________) 

 _____________ 

(  ____________________) 

(  _________________ ) 

 ____________________ 

                
                  

 
 

 

 

,   
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Remarks

Remarks

4b

_____________________________ 

[Name of Employment Agency]
 [ ] 

[Address ] 
[Telephone and Fax Number/Email Address 

 / ] 

Sample Receipt from EA -  to FDH Employer 

  

 -  
Date  ___________________________________________________________________________________ 
Name of Employer ____________________________________________________________________ 
Name of Foreign Domestic Helper  _______________________________________________________ 
Expected Date of Reporting Duty  ____________________________________________________ 

Agency fee for employing FDH 
(Please refer to the Service Agreement for the service included in the agency fee) 

 
$______________________ 

Other charges (if applicable) 
 $______________________ 

Total   $______________________ 

 Cash  
Paid amount    EPS  $______________________ 

 Cheque  

Outstanding balance  $______________________ 

 Service Agreement has been provided to the employer 
 

___________________________________________ 
Signature of Employment Agency Representative 

 
( Name  _________________________ ) 
( Position  _________________________ )
 Date  

_________________________
Company Chop of Employ

______________ 
ment Agency 

 

Note 1: This is a sample document for reference only. Parties referring to this sample should ensure that its contents are 
 1: appropriate for their use before adoption. They are also reminded to seek independent professional advice where 

appropriate. 
 

 
Note 2: According to EO and EAR, the maximum commission which may be received by an EA from a job-seeker shall be 

 2: an amount not exceeding a sum equal to 10% of the first-month’s wages received by the job-seeker for each 
employment that he/she has been successfully placed in employment by the EA. The provisions are applicable to all 
job-seekers. 
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Remarks

4c

[Name of Employment Agency] 
[ ] 

[Address ] 
[Telephone and Fax Number/Email Address 

 / ] 

Sample Receipt from EA - to Job-seeker 

  

 -
[For non-FDH Job-seeker] 

Date ___________________________________________________________________________________ 
Name of Job-seeker _________________________________________________________________ 
Name of Employer  / ______________________________________________________________ 

[ ] 

Commission fee  
 -  -     

 
 
 

 

 Cash  
 Bank Transfer  
 Cheque  

$ _____________________

    ____________________________________
Signature of Employment 
Agency Representative 

 

    ______________________________ 
Company Chop of 

Employment Agency 
 

( Name _____________________ ) 
( Position  ___________________ )
 Date   ______________________ 

Note: 
 

 

This is a sample document for reference only. Parties referring to this sample should ensure that its contents are 
appropriate for their use before adoption. They are also reminded to seek independent professional advice where 
appropriate. 
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Remarks

4d

_____________________________ 

[Name of Employment Agency]
 [ ] 

[Address ] 
[Telephone and Fax Number/Email Address 

 / ] 

Sample Receipt from EA - to Employer 

  

 -  
[For non-FDH employer] 

Date  ___________________________________________________________________________________ 
Name of Employer  / ______________________________________________________________ 
Name of Job-seeker  _________________________________________________________________ 

[ ] 

Agency fee for employing the job-seeker 
(Please refer to the Service Agreement for the service included in the agency fee) 

 
$______________________ 

Other charges (if applicable) 
 $______________________ 

Total   $______________________ 

 Cash  
Paid amount   $______________________  Bank Transfer  

 Cheque  

Outstanding balance  $______________________ 

___________________________________________ _______________________________________ 
Signature of Employment Agency Representative Company Chop of Employment Agency 

  
( Name  _________________________ ) 
( Position  _________________________ )
 Date  

Note: This is a sample document for reference only. Parties referring to this sample should ensure that its contents are 
 : appropriate for their use before adoption. They are also reminded to seek independent professional advice where 

appropriate. 
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D. H. Contract No. ______________________ 

EMPLOYMENT CONTRACT 
(For A Domestic Helper recruited from abroad) 

This contract is made between ......................................................................................................................... 

(“the Employer”) and ........................................................................................................................ (“the Helper”) 

on ................................................................... and has the following terms: 

1. The Helper’s place of origin for the purpose of this contract is .............................................................. 
......................................................................................................................................................................................... 
............................................................................................................................... .......................................................... 

(A)† The Helper shall be employed by the Employer as a domestic helper for a period of two yearsperiod of two 
commencing on the date on which the Helper arrives in Hong Kong. 

(B)† The Helper shall be employed by the Employer as a domestic helper for a period of two 
years commencing on ................................................, which is the date following the expiry of D.H. Contract 
No. ............................................... for employment with the same employer. 

(C)† The Helper shall be employed by the Employer as a domestic helper for a period of two years 
commencing on the date on which the Director of Immigration grants the Helper permission to remain in 
Hong Kong to begin employment under this contract. 

The Helper shall work and reside in the Employer’s residence at .......................................................... 
.............................................................................................................. ............................................ 

The Helper shall only perform domestic duties as per the attached Schedule of 
Accommodation and Domestic Duties for the Employer. 

The Helper shall not take up, and shall not be required by the Employer to take up, any other 
employment with any other person. 

The Employer and the Helper hereby acknowledge that Clause 4 ( a) and ( b) will form part of 
the conditions of stay to be imposed on the Helper by the Immigration Department upon the Helper’s 
admission to work in Hong Kong under this contract. A breach of one or both of the said conditions of stay 
will render the Helper and/or any aider and abettor liable to criminal prosecution. 

The Employer shall pay the Helper wages of HK$ ................................... per month. The amount

en
ce 

Only
 

........... 

period of tw 

a period o 
the expiry of D.H. Coexpiry of D.H. Co 

c helper for a periodhelper for a pe 
the Helper permissioHelper per 
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contract. A breach ofract. A breac 
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he Helper wages of Hhe Helper wages 

2. 

3. 

4. ( a) 

( b) 

of wages shall not be less than the minimum allowable wage announced by the Government of the Hong 
Kong Special Administrative Region and prevailing at the date of this contract. An employer who fails to 
pay the wages due under this employment contract shall be liable to criminal prosecution. 

The Employer shall provide the Helper with suitable and furnished accommodation as per the 
attached Schedule of Accommodation and Domestic Duties and food free of charge. If no food is provided, 
a food allowance of HK$ ................... a month shall be paid to the Helper. 

( c) The Employer shall provide a receipt for payment of wages and food allowance and the Helper 
shall acknowledge receipt of the amount under his/her* signature. 

6. The Helper shall be entitled to all rest days, statutory holidays, and paid annual leave as specified 
in the Employment Ordinance, Chapter 57.

Refe
rttor lia 

minimum allowablenimum allow 
on and prevailing atnd prevailin 

mployment contractoyment con 
shall provide the Helpshall provide the 

mmodation and Dommmodation and 
$ ................... a month................... a 

ployer shall provide ashall prov 
receipt of the amoun

lper shall be entitled

( c) 

5. ( a) 

( b) 

7. ( a) The Employer shall provide the Helper with free passage from his/her* place of origin to Hong 
Kong and on termination or expiry of this contract, free return passage to his/her* place of origin. 

ood and travelling allowance of HK$100 per day shall be paid to the Helper from the 
date of his/her* departure from his/her* place of origin until the date of his/her* arrival at Hong Kong if the 
travelling is by the most direct route. The same payment shall be made when the Helper returns to his/her* 
place of origin upon expiry or termination of this contract.For 

he am 

shall 
yment Ordinance, Ch

aa) The Employer sh) The Employe 
nd on termination ornd on terminati 

daily foo 

gin up

nt Ordinan 

(bb) A) A 
his/her* departhis/her* 
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8. The Employer shall be responsible for the following fees and expenses (if any) for the departure of 
the Helper from his/her place of origin and entry into Hong Kong:— 

(i) medical examination fees; 
(ii) authentication fees by the relevant Consulate; 
(iii) visa fee; 
(iv) insurance fee; 
(v) administration fee or fee such as the Philippines Overseas Employment Administration fee, or 

other fees of similar nature imposed by the relevant government authorities; and 
(vi) others: .................................................................................................................................................... 

In the event that the Helper has paid the above costs or fees, the Employer shall fully reimburse the Helper 
forthwith the amount so paid by the Helper upon demand and production of the corresponding receipts or 
documentary evidence of payment. 

* Delete where inappropriate. 
† Use either Clause 2A, 2B or 2C whichever is appropriate. 
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9. ( a) In the event that the Helper is ill or suffers personal injury during the period of employment 
specified in Clause 2, except for the period during which the Helper leaves Hong Kong of his/her* own volition 
and for his/her* own personal purposes, the Employer shall provide free medical treatment to the Helper. 
Free medical treatment includes medical consultation, maintenance in hospital and emergency dental 
treatment. The Helper shall accept medical treatment provided by any registered medical practitioner. 

( b) If the Helper suffers injury by accident or occupational disease arising out of and in the course 
of employment, the Employer shall make payment of compensation in accordance with the Employees’ 
Compensation Ordinance, Chapter 282. 

( c) In the event of a medical practitioner certifying that the Helper is unfit for further service, the 
Employer may subject to the statutory provisions of the relevant Ordinances terminate the employment and 
shall immediately take steps to repatriate the Helper to his/her* place of origin in accordance with Clause 7. 

Either party may terminate this contract by giving one month’s notice in writing or one month’s 

payment in lieu in the circumstances permitted by the Employment Ordinance, Chapter 5 

In the event of termination of this contract, both the Employer and the Helper shall give the Director 
of Immigration notice in writing within seven days of the date of termination. A copy of the other party’s 
written acknowledgement of the termination shall also be forwarded to the Director of Immigration. 

Should both parties agree to enter into new contract upon expiry of the existing contract, the Helper 
shall, before any such further period commences and at the expense of the Employer, return to his/her* place 
of origin for a paid/unpaid* vacation of not less than seven days, unless prior approval for extension of stay 
in Hong Kong is given by the Director of Immigration. 

In the event of the death of the Helper, the Employer shall pay the cost of transporting the Helper’s 
remains and personal property from Hong Kong to his/her* plac 

Save for the following variations, any variation or addition to the terms of this contract (including 
the annexed Schedule of Accommodation and Domestic Duties) during its duration shall be void unless made 

a variation of the period of employment stated in Clause 2 through an extension of the said 
period of not more than one month by mutual agreement and with prior approval obtained from the Director 

a variation of the Employer’s residential address stated in Clause 3 upon notification in writing 

with the prior consent of the Commissioner for Labour: en
ce 

Only
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10. 
wages in lieu of notice. 

11. Notwithstanding Clause 10, either party may in writing terminate this contract without notice orwithout notict without notice o

12. 

13. 

14. 

15. 

being given to the Director of Immigration, provided that the Helper shall continue to work and reside in the 
Employer’s new residential address; 

a variation in the Schedule of Accommodation and Domestic Duties made in such manner as 
prescribed under item 7 of the Schedule of Accommodation and Domestic Duties; and 

a variation of item 4 of the Schedule of Accommodation and Domestic Duties in respect of 
driving of a motor vehicle, whether or not the vehicle belongs to the Employer, by the helper by mutual 
agreement in the form of an Addendum to the Schedule and with permission in writing given by the Director 
of Immigration for the Helper to perform the driving duties. 

The above terms do not preclude the Helper from other entitlements under the Employment 
Ordinance, Chapter 57, the Employees’ Compensation Ordinance, Chapter 282 and any other relevant 
Ordinances. 

The Parties hereby declare that the Helper has been medically examined as to his/her fitness for 
employment as a domestic helper and his/her medical certificate has been produced for inspection by the 
Employer For 
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ron, provided that then, provided that 

edule of Accommodle of Acco 
chedule of Accommoule of Accom 

em 4 of the Scheduem 4 of the Sc 
whether or not thewhether or not 

an Addendum to then Addendum t 
Helper to perform thto perfo 

e terms do not prerms do not 
pter 57, the Employ

he Parties hereby dehe Parties hereby 
ment as a domesticment as a dome 

( a) 

of Immigration; 
( b) 

( c) 

( d ) 

16. 
57, th 

17. 

er.er

Signed by the Employer _______________________________________ 
(Signature of Employer) 

in the presence of ____________________________________ _______________________________________ 
(Name of Witness) (Signature of Witness) 

Signed by the Helper _______________________________________ 
(Signature of Helper) 

in the presence of ____________________________________ _______________________________________ 
(Name of Witness) (Signature of Witness) 

* Delete where inappropriate. 
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Yes

(

Others. Please describe 

 
 

______________________________________ 

______________________________________ 

SCHEDULE OF ACCOMMODATION AND DOMESTIC DUTIES 

1. Both the Employer and the Helper should sign to acknowledge that they have read and agreed to the 
contents of this Schedule, and to confirm their consent for the Immigration Department and other 
relevant government authorities to collect and use the information contained in this Schedule in 
accordance with the provisions of the Personal Data (Privacy) Ordinance. 

2. Employer’s residence and number of persons to be served 

A. Approximate size of flat/house .......... square feet/square metres* 

B. State below the number of persons in the household to be served on a regular basis: 

.......... adult .......... minors (aged between 5 to 18) ........ minors (aged below 5) ........ expecting babies. 

.......... persons in the household requiring constant care or attention (excluding infa 

(Note: Number of Helpers currently employed by the Employer to serve the household ................ )ousehold ............

Accommodation and facilities to be provided to the Helper 

While the average flat size in Hong Kong is relatively small and the availability of separate servant 
room is not common, the Employer should provide the Helper suitable accommodation and with 
reasonable privacy. Examples of unsuitable accommodation are: The Helper having to sleep on 
made-do beds in the corridor with little privacy and sharing a room with an adult/teenager of the 

Yes. Estimated size of the servant room ............................ square feet/square metres* 

Sleeping arrangement for the Help 

Share a room with ............... child/children aged ............... 

Separate partitioned area of .......... square feet/square metres* 

........................................................

en
ce 

Only
 

nfants).ts). 

ousehold ...... 

e availability of sepae availability of 
suitable accommoditable acco 

are: The Helper haThe Helpe 
g a room with an adm with a 

......................... squa.................. 

elper:: 

ect 

3. 

A. Accommodation to the Helper 

opposite sex. 

No. 

.................................................................................................. 

.................................................................................................. 

Facilities to be provided to the Helper: 

(Note: Application for entry visa will normally not be approved if the essential facilities from item 
( a) to ( ed free.) 

nd water supply

Refe
r

.............. child/childre........ child/ch 

ioned area of ..........ed area of .. 

ease describe .........ease describe . 

................................................... 

................................................. 

ovided to the Helper:ovided to the He 

ion for entry visa wn for entry vis

For 

( 

(aa) Light and) 

B. 

f

oilet and bathing facilities 

c) Bed 

( d ) Blankets or quilt 

( e) Pillows 

f ) are not providednot pro 

( Toile 

( c) 

Yes No 

bb)) Yes No 

Yes No 

Yes No 

( f ) Wardrobe Yes No 

( g) Refrigerator Yes No 

( h) Desk Yes No 

( i ) Other facilities (Please specify) _______________________________________ 

Yes No 
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..................

 

 _______________________________ ______________________ ______________ _______________________________ ________________ 

4. The Helper should only perform domestic duties at the Employer’s residence. Domestic duties to be 
performed by the Helper under this contract exclude driving of a motor vehicle of any description for 
whatever purposes, whether or not the vehicle belongs to the Employer. 

5. Domestic duties include the duties listed below. 

Major portion of domestic duties:— 

1. Household chores 

2. Cooking 

3. Looking after aged persons in the household (constant care or attention is required/notreq 

.................................................................................................................. ................... 

............................................................................................................. ........................ 

....................................................................................................... .............................. 

................................................................................................. .................................... 

When requiring the Helper to clean the outside of any window which is not located on the ground level 
or adjacent to a balcony (on which it must be reasonably safe for the Helper to work) or common 
corridor (“exterior window cleaning”), the exterior window cleaning must be performed under the 

the window being cleaned is fitted with a grille which is locked or secured in a manner that 
prevents the grille from being opened; 

no part of the Helper’s body extends beyond the window ledge except the arms. 

The Employer shall inform the Helper and the Director of Immigration of any substantial changes in 
items 2, 3 and 5 by serving a copy of the Revised Schedule of Accommodation and Domestic Duties

en
ce 

Only

..................... ........... 

.................................................. 

.......................................... ....... 

............................... . 

ably safe for the Hesafe for the 
window cleaning mu

h a grille which is loille which 

nds beyond the winbeyond th 

r and the Director ond the Dire 
y of the Revised Schy of the Revised 

required*) 

4. Baby-sitting 

5. Child-minding 

6. Others (please specify) 

6. 

7. 

dow which is not locahich is n 

w clean 
following conditions:— 

(ID 407G) signed by both the Employer and the Helper to the Director of Immigration for record.

Refe
r

d; andnd 

ployer and the Helpoyer and the 

(i) 

(ii) 

Employer’s name and signature 

For 

name and signaturee and signa Date Helper’s name and signature Date 

* delete where inappropriate 

tick as appropriate 
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D.H. Contract No. ___________ 

Kontrata sa Paggawa 
(Para sa kasambahay na nakalap mula sa ibang bansa) 

Ang kontrata na ito ay ginawa sa pagitan nina ___________________________________________ (ang “Amo")  at 
______________________________________ (ang “Kasambahay") noong ______________________________ na may mga 
sumusunod na kondisyon: 

1. Ang pook ng pinagmulan ng Kasambahay, para sa layunin ng kontratang ito ay ______________ 

2. (A) mulaa saa ararawaw nnaa naanngggAng Kasambahay ay kinuha ng Amo bilang kasambahay sa loob ng dalawang taon na magsisimul 
Kasambahay ay dumating sa Hong Kong.yy 

(B) Ang Kasambahay ay kinuha ng Amo upang magtrabaho bilang kasambahay sa loob ng dadallawan ulag taon magmulanng tao magmula 
_____________________, na ang petsa ay kasunod na araw ng pagtatapos ng D.H. Contract No. _______________________________ ppa___ ara 
magtrabaho sa nasabing amo. 

(C) Ang Kasambahay ay kinuha ng Amo bilang kasambahay sa loob ng dalawang taon magmagmulla sa gpe na kunpetsa gna un kailan 
pinahintulutan ng Director of Immigration ang Kasambahay na manatili sa Hong Kong para mmaaggsimulan abahahoo ayon samulangg mmaaggttrra 
kontratang ito. 

3. Ang Kasambahay ay magtatrabaho at maninirahan sa bahay ng Amo na matatagpuanan sa 
____. 

4. (a) Ang Kasambahay ay dapat gumanap lamang ng mga tungkuling panttahanan ayonn ssaa nnakappalahahanan aloob na “Schedule of 
Accommodation and Domestic Duties” for the Employer. 

(b) Ang Kasambahay ay hindi dapat tumanggap, at hindi dapat hilinggaann ng Amo tumanggo na tum ggap ng iba pang trabaho sa 
ibang tao. 

(c) Ang Amo at ang Kasambahay sa pamamagitan nito ay kinikilallaa nna ang Clauang Clause 4 ((a) aatt (b) ay magiging bahagi ng mga 
kondisyon ng pamamalagi na ipapataw ng Immigration Department sa Kasamb ras na ttiinnanggap niya ang trabaho sa Hongasambahayhay ssaa ooras 
Kong ayon sa kontratang ito. Ang Kasambahay at/o sinumang tutulongg a kaannyyaa ssaa papagsgsiirra ssaa isa o kapwa nasabing kondisyon ngg sss 
pamamalagi ay mananagot sa pag uusig na kriminal. 

5. (a) Ang Amo ay dapat bayaran ang sahod ng Kasambahayahay HK _____________ _ bawat buwan.nngg HK$$ Ang halaga ng sahod ay 
hindi maaaring bumaba sa pinakamababang sahod na inihayag n Pamahalalaaaann n ong Kong Special Administrative Region atg ng Pamah ng HHo
umiiral sa petsa ng kontratang ito. Ang Among hindi sumusunonod sd sa agbabayad ng ssaahod na nakasaad sa kontratang ito ay mananagotppagbabayad h 
sa pag uusig na Kriminal. 

(b) Ang Amo ay dapat magbigay sa Kasambahay kapapann at akmang tirahan ayon sa nakapaloob na “Schedule 

_____________ bawat buwan ay dapat bayaran sa KaKassamba
ain. KKung wwaallangg p 

hay ngg mmaayy kaskasaangngk
of Accomodation at Domestic Duties” at ng libreng papagkagka gnu.in

ahay. 
pagkaing ibibigay, ang panggastos sa pagkain na HK$ 

(c) Ang Amo ay dapat magbigay ng resresiibo gba ng ssaahod at panggastos sa pagkain at ang Kasambahay ay dapatssaa ppaagbayyaadd ng 
magpatunay sa pagtanggap ng bayad na may lagdgda. 

6. Ang Kasambahay ay dapat mabigigyyan nngg kkaarrapapatatanan ssaa lalahhlahat ng araw ng pahinga, statutory holidays, at taunang bakasyon na 
may bayad na tahasang sinsabi sa Ordina a anata 57.nsnsa ng PPaaggaggawwaa,, KKaabbananaa 

7. (a) Ang Amo ay dapat magbiagagbigaayy sasa KKasambasambaahayay ng libreng pamasahe mula sa kanyang pook ng pinagmulan papuntang 
Hong Kong, at sa pagputol o pagtapos koonntrtratatangang it libreng pamasahe pabalik sa kanyang pook ng pinagmulan.poposs ngng ito, lib 

(b) Ang gastos sa pangang-arawaraw-ararawaw nnaa p kain at sa paglalakbay sa halagang HK$100 bawat araw ay dapat bayaran saipagka
Kasambahay mula sa araw ng papag alislis ggaalliinngg ssaa kkanyyaang pook ng pinagmulan hanggang sa araw ng kanyang pagdating sa Hong Kong 
kung ang paglalakbay ay saa ppinakadireekktangtang ruta.a. Kasinghalagang bayad ang dapat ibigay sa Kasambahay sa pagbalik sa kanyang 
pook ng pinagmulan sa sand ingg mmatapooss oo maapupu tol ang kontratang ito.andalin 

8. Ang Amo aayy dapapatt mmaananagotgot saa mm ga sumusunod na mga bayarin at gastusin (kung mayroon man) para sa pag alis ng 
Kasambahay mula ssaa kanyyaanngg ppookook ngng ppiipinagmulan at sa pagpasok sa Hong Kong:na 

(i) mgmga bbayyariin parpara s ika ikiksaaa ar n a sa ssamenasyong medikal; 
(ii) bayarin s pagpapatutunt nay (authentication fees) ng nauukol na Konsulado; 
((iii)iii)
iv)v)(i

) 

dbayaring abay mdmaring

ayarin saa pagpa 
bayarin s bisa;ayarin saa bis 
baybay rriin sn saaa  segururoo; 

(v)(v) inistratibo o bayarin gaya ng “Philippine Overseas Employment Administration fee”, o iba pang
nabayarin nabayari

(vi aib)(vi) pa: _a 
magkakahalintulad na pinataw ng kinauukulang sangay ng pamahalaan; at 

unay ng 

kaSa pagag taokaka

nay
an halaganang ha

nay 

Kasambahay ay nagbayad ng mga gastusin at bayarin na nakasaad sa itaas, ang Amo ay dapat agad na bayarangkakatao  na angnn na ang 
ng buo ang agang ibinayad ng Kasambahay sa sandali ng paghingi at pagpapakita ng mga nauukol na resibo  at dokumento  na 
nagpapatu ng bayad. 

* Tanggalin kung kinakailangan. 

Gamitin ang Clause 2A, 2B o 2C kung alin man ang nararapat. 

11/2016 
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9. (a) Sa pagkakataon na ang Kasambahay ay maysakit o magkapinsala sa loob ng panahon ng pagtatrabaho na nakasaad sa 
Clause 2, maliban sa panahon kung kailan ang Kasambahay ay umalis ng Hong Kong sa kanyang sariling kagustuhan at para sa 
kanyang pansariling kadahilanan, ang Amo ay dapat na magbigay ng libreng pagpapagamot sa Kasambahay. Kabilang sa libreng 
pagpapagamot ay ang pagpapakonsulta sa doktor, pamamalagi sa ospital at ang pagpapagamot ng ngipin sa oras ng biglaang 
pangangailangan. Ang Kasambahay ay dapat tanggapin ang pagpapagamot mula sa sinumang rehistradong doktor. 

(b) Kung ang Kasambahay ay mapinsala sanhi ng aksidente o sakit dahil sa pagtrabaho o habang nagtatrabaho, ang Amo ay
dapat na magbayad ng kompensasyong naaayon sa Employees’ Compensation Ordinance, Kabanata 282. 

(c) Sa pagkakataong ang doktor ay nagpapatunay na ang Kasambahay ay wala ng kakayanang maglingkod, angg AAmmo, ayon 
sa mga probisyon ng naangkop na Ordinansa, ay maaaring itigil o  tapusin  ang  pagtatrabaho at  agarang  gumawa ng  m hakbang 
upang ang Kasambahay ay maibalik sa kanyang pook ng pinagmulan ayon sa Clause 7. 

10. Alinmang  panig  ay maaring  tapusin  o  itigil ang kontratang  ito  sa pamamagitan ng pagbibigay ng na ng
buwang abiso o isang buwang suweldo sa halip na abiso. 

11. Sa kabila ng Clause 10, alinmang panig sa pamamagitan ng sulat ay maaring tapusin o itigil ang k lang 
abiso o kabayarang kapalit, ayon sa mga pangyayaring pinapayagan ng Employment Ordinance, Kabanata 5

12. Sa pagkakataong natapos o natigil ang kontrata, ang Amo at ang Kasambahay ay kapwa d Director of 
Immigration ng nakasulat na abiso sa loob ng pitong araw pagkatapos ang pagtigil ng kontrata. Kaila a Director of 
Immigration ang isang kopya ng sulat na nagsasaad na tinanggap ng kabilang panig ang pagtigil 

13. Sakaling ang parehong panig ay magkasundong pumasok sa bagong kontrata matapo a ang kasalukuyang 
kontrata, ang Kasambahay ay, bago mag umpisa ang bagong kontrata at sa kagustuhan ng Am bumalik sa kanyang pook 
ng pinagmulan para sa bakasyon na mayroong/walang* bayad na hindi iikli sa pitong ara mang kung may paunang 
pahintulot mula sa Director of Immigration na dugtungan ang pamamalagi sa Hong Kon 

14. Sa pangyayaring mamatay ang Kasambahay, Ang Amo ay dapat na a ng pagbibiyahe ng labi ng
Kasambahay at mga personal na ari arian nito galing Hong Kong pabalik sa kanya ulan. 

15. Maliban sa mga sumusunod na mga pagbabago, anumang pagbaba g sa mga nakasaad sa kontratang ito 
(maging sa nakalakip na “Schedule of Accomodation and Domestic Duties  ang kontrata ay epektibo pa, ay walang 
bisa maliban na lamang kung may paunang pahintulot mula sa Commis 

(a) pagbabago sa durasyon ng pagtatrabaho na nakasaad pamamagitan ng pagpapahaba ng nasabing 
durasyon na hindi lalampas sa isang buwan na pinagkasunduan ng may paunang pahintulot mula sa Director of 
Immigration; 

(b) pagbabago sa tirahan ng Amo na nakasaad sa Cla ay alam sa Director of Immigration sa pamamagitan 
ng sulat, sa kondisyon na ang Kasambahay ay magpapatuloy  at pagtira sa bagong tirahan ng Amo, 

(c) pagbabago sa “Schedule of Accomodation and  Duties” na ginawa ayon sa item 7 ng “Schedule of 
Accomodation and Domestic Duties”; at 

(d) pagbabago sa item 4 ng “Schedule of d Domestic Duties” na may kinalaman sa pagmamaneho ng
Kasambahay ng isang sasakyang de motor, pag aa Amo ang sasakyan, at  may kasunduan sa pagitan ng parehong 
panig sa pamamagitan ng isang Addendum to he akasulat na pahintulot mula sa Director of Immigration para sa 
Kasambahay na gampanan ang tungkulin na p akyan. 

16. Ang mga nakasaad sa itaas ay ng Kasambahay sa kanyang iba pang karapatan o benepisyo sa ilalim 
ng Employment Ordinance, Kabanata 57 Compensation Ordinance, Kabanata 282 at iba pang naaangkop na mga 
ordinansa. 

17. Pinatutunayan ng pareh Kasambahay ay sumailalim sa isang iksamenasyong medikal upang masiguro na 
siya ay malusog upang magtaba ahay at ang medical certificate ay ipinakita para sa pagsusuri ng Amo. 

Nilagdaan ng Amo 
(Lagda ng Amo) 

Sa harap ni 
(Pangalan ng Saksi) (Lagda ng Saksi) 

Nilagdaan ng Helper 
(Lagda ng Helper) 

Sa 
(Pangalan ng Saksi) (Lagda ng Saksi) 

an
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* Tanggalin kung kinakailangan. 
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Schedule of Accommodation and Domestic Duties 

1. Kapuwa ang Amo at ang Kasambahay ay dapat pumirma bilang pagpapatunay na nabasa at sumasang ayon sila sa mga 
nilalaman ng “Schedule” na ito, at pinapatunayan na kanilang pinahihintulutan ang Immigration Department at iba pang mga 
sangay ng pamahalaan na kumuha at gamitin ang mga impormasyong napapaloob sa “Schedule” na ito alinsunod sa mga 
probisyon ng Personal Data (Privacy) Ordinance. 

2. Tahanan ng Amo at ang bilang ng mga taong pagsisilbihan 

A. Tinatayang sukat ng bahay piye kwadrado/metro kwadrado* 

B. Ipahayag sa ibaba ang bilang ng mga tao sa loob ng tahanan na pagsisilbihan sa regular na batayan:an: 
_____ matanda _____ bata (may edad 5 hanggang 18) ____ bata (may edad 4 pababa) ______ mga inm ang naaasaasahahangang iissiisilan 
bata. _____ mga tao sa tahanan na kinakailangan ng patuloy na pag_ aaruga o pansin (hindi kakassamaa aang mga sa ggol).ng mga sanggol)
(Tandaan: Bilang ng Kasambahay na kasalukuyang nagtatrahaho sa Amo na naninilbihan ssaa tahana _)n hanann _________________ 

3. Tirahan at mga gamit na ibibigay sa Kasambahay 

A. Tirahan para sa Kasambahay 
Habang ang karaniwang laki ng bahay sa Hong Kong kung ikukumpara ay maalliiit t ang pagkakaroonoon ng hiwalay na kwartoaliit aat ang agkak 
para sa mga Kasambahay ay hindi karaniwan, dapat bigyan ng Amo ang

A
ang 

Ang Kasambahambahayay 
KKaasambsambahahayay ng akakmang tirahan na may 

makatuwirang kasarinlan. Halimbawa ng hindi akmang tirahan ay: ayy pinapatulog sa mga hindip 
kuwarartkomportableng kama sa pasilyo na may kakaunting kasarinlan at siya ayay nakakikikitulog ssaa k to ng isang matanda/teenager 

ng hindi kapareho ng kasarian. 

Oo. Tinatayang sukat ng kwarto ng Kasambahay ____________________ pipiyyee kkwwaaddrrado/mdo/metro kwadrado* 

Hindi. Napagkasunduang tulugan ng Kasambahay:: 
na mayMakikitulog sa kwarto ng ____________ bata/mgta/ ga bb aatm ata a na ay gulang na _____________ 

nakahiwalay na lugar na may laki _________________ ppiiyyee kkwaddrara do/metro kwadrado * 
Iba pa. Ilarawan ____________________________________________ 

B. Mga pasilidad na ipapagamit sa Kasambahay:y: 
(Tandaan: Ang pagkuha ng entry visa ay kay kara inahihintulutan kung ang mga kinakailangang pasilidad naniwniwaangng hhiinndidi pinah 

nakalista mula (a) hanggang (f)(f) ayy hhindii ibibiiga libre.)ind ibib gay ngg l

(a) Tubig at ilaw OoO Hindi 

(b) Banyo at mga gami d Hinditt dito Oo 

(c) Kama Oo Hindi 

(d) Kumot o kubkubr krekama Oo Hindi 

(e) Unan Oo Hindi 

(f) DaDamitm Oo Hindi 

(g Hindi(g) Reefrifrigegerarattoorr Oo 

(h) esh) Mesaa Oo Hindi 

I g papasilidad (Pakibanggit)(i(i)) bbaa ppaann s 

kung kkinakailangan.* Tangalini knn kuung 
Lagyan ng check kung alin ang tama..ng ch 
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4. Ang Kasambahay ay dapat gumanap lamang ng mga tungkuling pantahanan sa bahay ng kanyang Amo. Alinsunod sa 
kontratang ito, hindi kasama sa mga tungkuling pangtahanan ng Kasambahay ang pagmamaneho ng mga sasakyang de motor 
ng kahit anong uri para sa kung ano pa mang layunin, pag aari man o hindi ng Amo ang sasakyan. 

Kasama sa mga tungkuling pantahanan ang mga sumusunod. 

Malaking bahagi ng mga tungkuling pantahanan: 

1. Mga gawaing bahay 
2. Pagluluto 
3. Pag alaga sa matanda na kasama sa bahay (patuloy na pag aaruga o pansin ay kailangan/hindi ka 
4. Pag alaga sa bata 
5. Pag tingin sa bata 
6. Iba pa (Pakibanggit) _______________ 

Kapag kinakailangang linisin ng  kasambahay ang labas ng anumang bintana na kung atas agpuan sa pinakaibaba 
ng gusali o tapat sa balkonahe (kung saan ligtas na puedeng magtrabaho ang Kasa wang korridor ( "exterior 
window cleaning"), ang paglilinis ng labas ng bintana ay dapat na gawin lam ng mga sumusunod na mga 
kundisyones: 

(i) Ang bintana ay kinabitan ng rehas na di natatanggal o naka kandado up buksan; at 
(ii) walang bahagi ng katawan ng kasambahay ang nakalabas sa bintan o nito. 

Dapat ipagbigay alam ng Amo sa Helper at sa Director of Immi ng kaukulang pagbabago sa items 2, 3 at 5 sa 
pamamagitan ng pagbigay ng kopya ng “Revised Schedule nd Domestic Duties” (ID 407G) sa Director of 
Immigration na pirmado ng kapwa Amo at Helper para ma 

Pangalan ng Amo at Lagda Pangalan ng Kasambahay at Lagda Petsa 

* Tangalin kung kinakailangan. 
Lagyan ng check kung alin

Bilan
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Kontrak PRT (D.H. Contract) No. _____________ 

Perjanjian Kerja
(Untuk Penata Rumah Tangga yang direkrut dari luar Hong Kong) 

Kontrak ini dibuat antara _______________________________________________ (“Majikan”) dan 
_______________________________ (“Pembantu”) pada tanggal ______________ dengan ketentuan ketentuan sebagai berikut: 

1. Tempat asal Pembantu untuk tujuan kontrak ini adalah _______________________________________________ 

2. (A)† Pembantu akan dipekerjakan oleh Majikan sebagai pembantu rumah tangga untuk jangka waktu dua tahun dimulai sejak 
tanggal kedatangan Pembantu di Hong Kong. 
(B)† Pembantu akan dipekerjakan oleh Majikan sebagai seorang pembantu rumah tangga untuk jangka w u dua tahun 

berakhirnya Kontr No. 

(C)† Pembantu akan dipekerjakan oleh Majikan sebagai seorang pembantu rumah tangga untuk j ahun 
dimulai sejak tanggal saat Direktur Imigrasi menyetujui permintaan Pembantu untuk tetap tingga untuk 
memulai pekerjaan atas dasar kontrak ini. 
Pembantu akan bekerja dan bertempat tinggal di kediaman Majikan di ________ ______________nsiwaktu daktu 

ontrakk 

k jangka waktu dua tahugka waktu dua 
inggal di Hong Kong unl di Hong Ko 

__________________________________ 
___________ 

dimulai sejak tanggal __________________, yang merupakan tanggal 
______________________ untuk pekerjaan dengan majikan yang sama. 

RTRTPRT 

modasi  dan  Tugas(a) Pembantu hanya akan menjalankan tugas tugas rumah tangga seperti yang ter
tugas Rumah Tangga terlampir bagi Majikan. 
(b) Pembantu tidak akan menjalankan, atau tidak akan diharuskan oleh Majikan segala bentuk pekerjaan 
lain dengan pihak lain. 
(c) Majikan dan Pembantu dengan ini memahami, bahwa Klausa 4 (a) dan k bagian dari persyaratan untuk 
tinggal yang akan dikenakan terhadap Pembantu oleh Departemen Imigra tu diizinkan untuk bekerja di Hong 
Kong berdasarkan kontrak ini. Pelanggaran atas satu atau kedua per ebut, akan mengakibatkan Pembantu 
dan/atau yang bersekongkol melakukan pelanggaran dapat dikenaka 

(a) Majikan harus membayar gaji Pembantu sebesar HK$ ____ umlah gaji tidak boleh kurang dari jumlah 
gaji minimum yang diizinkan dan diumumkan oleh Pemerinta cial Administrative Region dan yang berlaku 
pada tanggal kontrak ini. Majikan yang tidak membayar gaji s trak kerja ini akan dikenakan tuntutan pidana. 

(b) Majikan harus menyediakan akomodasi yang layak gi Pembantu sesuai Daftar  Akomodasi dan  Tugas 
tugas Rumah Tangga terlampir serta nan secara gratis. Jika tidak menyediakan makanan, 
tunjangan makan sebesar HK$ __ ibayarkan kepada Pembantu. 

(c) Majikan harus menyediakan tanda terima pem tunjangan makan dan Pembantu harus mengakui jumlah yang 
diterimanya dengan membubuh gannya*. 

Pembantu berhak atas seluruh hari istirah dan cuti tahunan yang dibayar sebagaimana ditentukan dalam UU 
Ketenagakerjaan (Employment Ordina 

(a) Majikan harus menanggung b embantu dari tempat daerah asalnya* ke Hong Kong dan pada saat 
berakhirnya kontrak dan biaya pe tempat daerah asalnya*. 

(b) Tunjangan uang makan besar HK$100 per hari harus dibayarkan kepada Pembantu dari tanggal 
keberangk pat asalnya sampai tanggal kedatangannya* di Hong Kong jika menempuh rute 
perj Pembayaran yang sama harus diberikan ketika Pembantu pulang ke tempat daerah 
asalny hirnya atau pemutusan kontrak ini. 

Majikan harus be as biaya dan ongkos ongkos (jika ada) berikut, untuk keberangkatan Pembantu dari tempat 
asalnya dan un  Kong: 

biay ;
nsulat terkait; 

(iv) biaya 
(v) biaya adm tau biaya lainnya seperti biaya Indonesian Overseas Employment Administration, atau biaya lain yang 

serupa yang kenakan oleh pihak pemerintah yang berwenang; dan 
(vi) lainnya: ___Hanya 

untuk Refe
rapat pada Daftar Akoapa pada Daftar mo 

kan untuk anlanjme kan sentuk menjalan 

an (b) akan membentuk ban (b) a an m mben
grasi setelah Pemb tu digrasi setelah Pemba 

ersyaratan tinggal tersebusyaratan tinggal 
akan tuntutan pidana.tutan pidana. 

________ per bulan. Jum________ bulan 
inta ngh Ho Kong Specialntah Hong Sp 

gaji se kontrak 

ak dan berperabot bagi Pan berpe abot 
erta kaibemem r n makanaa memberikan ma

______ sebu urahal n s diba_ sebulan haru 

pembayaran gaji n tunjaayaran gaji d 
bubuhkan tandatangannyakan tandatang 

rahat, hari libur resmi, dahari libur resm
inance), Ba 7.5b), Bab 57. 

g biaya perjalanan Pembalanan 
a perjala pulang ke tempul k 

an dan perjalanan sebesan perjalanan 
ngkata ria*aynn d tempatannya* ari t 

langsung. Pe 
alnya* se akah beet l r hirnysetelah berak 
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untuk m uksame i Hong Kun memasuki Ho 
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ya srusa in

3. 

4. 

5. 

6. 

7. 

8. 

suai dengansuai dengan k 
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alanalanan palingpaling lan 

(i) mpepemmee ksksaaaann kekesseehathat 
(ii) biaya peyaa ppenengesgesaahh oleholeh KKy 
(iii) bi 

a asuraa si;; 
ayay isa;aya visa; 

aadm nistrasi atadministra 
yang dikenang di

Jika Pembantu telah membayar ongkos ongkos atau biaya tersebut di atas, Majikan harus membayar kembali kepada Pembantu 
dengan mengganti sepenuhnya jumlah pengeluaran yang dibayar oleh Pembantu, sesuai dengan bukti pembayaran yang dapat
ditunjukkan/diberikan oleh Pembantu. 

* Coret yang tidak perlu 
† Terapkan salah satu Klausa 2A, 2B atau 2C, mana saja yang sesuai 
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9. (a) Jika Pembantu sakit atau mengalami cedera selama masa kerja sebagaimana ditentukan dalam Klausa 2, kecuali untuk 
periode di mana Pembantu meninggalkan Hong Kong atas keinginannya* sendiri dan untuk keperluan pribadinya*, Majikan 
harus menyediakan perawatan medis gratis kepada Pembantu. Perawatan medis bebas biaya ini termasuk konsultasi medis,
perawatan di rumah sakit dan perawatan gigi darurat. Pembantu akan menerima perawatan medis yang diberikan oleh praktisi 
medis yang terdaftar. 
(b) Jika Pembantu menderita cedera akibat kecelakaan kerja atau penyakit yang ditimbulkan oleh pekerjaan dan dalam masa 
kerjanya, Majikan harus membayar kompensasi yang sesuai dengan UU Kompensasi Karyawan, Bab 282. 
(c) Jika praktisi medis menyatakan, bahwa Pembantu tidak dalam kondisi yang baik untuk melanjutkan pekerjaan, maka 
berdasarkan ketetapan hukum dari Undang Undang terkait, Majikan dapat memutuskan hubungan kerja dan segera mengambil 
langkah untuk memulangkan Pembantu ke tempat asalnya* sesuai dengan Klausa 7. 

10. 

11. 

Salah satu pihak dapat memutuskan kontrak ini dengan memberikan satu bulan pemberitahuan di muka sec tertulis atau 
membayar satu bulan gaji sebagai pengganti tidak adanya pemberitahuan tertulis satu bulan di muka. 
Tanpa ada Klausa 10 pun, salah satu pihak dapat memutuskan kontrak ini tanpa pemberitahuan tertuli emba
satu bulan gaji sebagai pengganti tidak adanya pemberitahuan tertulis satu bulan di muka dalam ko n oleh 

te ulis dalam 
a pemutusan 

bantu harus pulang 
juh hari, sebelum mulai

ensi 

a secara tercara te

tulis atau emanpt a m bau tanpa mem 
kondissi y ziang dii nkan oyan diizi 

yar 

12. 

13. 

14. 

15. 

16. 

17. 

UU Ketenagakerjaan, Bab 57. 
Dalam hal pemutusan kontrak ini, baik Majikan maupun Pembantu, harus memberitahu Direkt rt
waktu tujuh hari dari tanggal pemutusan. Salinan pengakuan secara tertulis dari pihak l m
kontrak dimaksud, juga harus disampaikan kepada Direktur Imigrasi. 
Jika kedua pihak sepakat untuk mengikat kontrak baru setelah berakhirnya kontrrak m
lebih dahulu ke tempat asalnya* untuk liburan yang dibayar/tak dibayar* selama tid
melanjutkan masa kontrak yang baru, kecuali jika permohonan perpanjangan ong Kong sudah disetujui 
sebelumnya oleh Direktur Imigrasi. 
Dalam hal Pembantu meninggal dunia, Majikan harus membayar biaya pe  dan barang barang pribadi milik 
Pembantu dari Hong Kong ke tempat asalnya*. 
Kecuali perubahan berikut, segala perubahan atau tambahan ap aratan kontrak ini (termasuk 
Akomodasi dan Tugas tugas Rumah Tangga terlampir) selama ma menjadi batal kecuali dibuat dengan izin 
sebelumnya dari Commissioner for Labour (Menteri Tenaga Ke 
(a) perubahan masa kerja yang dinyatakan dalam Klausa 2 masa kerja tersebut yang tidak lebih dari satu 
bulan berdasarkan kesepakatan bersama dan dengan perset ang diperoleh dari Direktur Imigrasi; 
(b) perubahan alamat kediaman Majikan sebagaimana di ausa 3, setelah diberitahukan secara tertulis kepada 
Direktur Imigrasi, asalkan Pembantu dimaksud teta erja dan tinggal di alamat kediaman baru Majikan 
dimaksud; 
(c) perubahan dalam Daftar Akomodasi dan Tug ngga yang dibuat sedemikian rupa sebagaimana ditentukan 
dalam poin 7 dari Daftar Akomodasi dan Tuga gga dimaksud; 
(d) perubahan dalam poin 4 dari Daftar ugas tugas Rumah Tangga sehubungan dengan pengemudian 
kendaraan bermotor oleh Pembantu, te daraan itu milik Majikan atau bukan, berdasarkan kesepakatan 
bersama dalam bentuk Adendum Da dengan izin tertulis yang diberikan oleh Direktor Imigrasi yang 
mengizinkan Pembantu untuk melak engemudi. 
Persyaratan di atas tidak mengecual dari hak hak lain menurut UU Ketenagakerjaan, Bab 57, UU Kompensasi 
Karyawan, Bab 282 dan Unda innya yang terkait. 
Para pihak dengan ini m Pembantu telah menjalani pemeriksaan medis sehubungan dengan kondisi 
kebugarannya untuk dapat pembantu rumah tangga dan sertifikat kesehatannya telah diperiksa oleh Majikan. 

Ditandatangani oleh Majikan 
(Tanda tangan Majikan) 

disa 
(Nama Saksi) (Tanda tangan Saksi) 

Ditandatangani oleh Pembantu

Hanya 
untuk Refe

rektur Im raecsiagi r s a tertumigrasi secara 
k lainnya yang menerimanya yang men
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tetap ak ekbertan us erjaakan terus be 

Tugas tu mRusga ah Tanggugas Rumah T
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gecualikan Pembantu daremban
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isaks kanaksikaH 

Daftar 

mm lalui perpanjmelalui p

gasn tugas-tugas mengtugas 

Unda g (UU) lainnUndang 

disaksikan 
(Nama Saksi) 

(Tanda tangan Pembantu) 

(Tanda tangan Saksi) 

* Coret yang tidak perlu 
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((e) Ban le) Bantal 
(f) LemariLe

Daftar Akomodasi dan TuT gas TTu T gaT T gas Rumah TTang

1. Maajikaan maaaupun Pemmbm aaanttut , keduanya harrur s membuubuhkan tandataaangaan unttut k mengakkui, baahwa mereka telah membaca daan 
menyetuuujui isi dari Dafftar ini, daan menegaskan persetuuujuaannya kepada Deparrtemen IIImigrasi dan otoritas pemerintaah terrkait 
lainnya unttuk mengummmpulkaan daana menggunakaan inforrmasi yang terrmuat dalam Dafftar ini sesuai dengan ketetapaaan UU 
mengenai Perattut raana Data Pribadi (Privasi). 

2. Tempat kediaman Maaajikaan daan jumlaah oraaang yang akan dilayani 

A. Perrkiraaan luas fflat/rrur maaah kaki//meter persegi* 

B. Caantummmkaan di bawah ini, jumlaah aanggota keluarga yang akaaan dilayani secara teratut r
dewasa __ __ _ anak (usia aantara 5 s/d 18) 

akaan laahir. 
terrmast ukorang di dalam rrur maah yang memerlukan perawataan ataau 

bayi/b/ alita). 
(Catatana : JuJ mlah Pembana tut yang sekara ang dipekerjrr akana oleh Maja ikanaa untutt k men rrr
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Lainnya. Harap jelaskan . 

B . Fasilitas yang disediakana untuk P 

(Catatana : Permr ohonan visa k akan disetut ju ui jika faf silitas pokok dari poin (a) s
secara cuma cuma.) 
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4. Pembantu hanya boleh mengerjakan tugas tugas rumah tanga tangga di kediaman Majikan. Tugas rumah tangga  yang
dikerjakan oleh Pembantu berdasarkan kontrak ini tidak termasuk mengemudikan kendaraan bermotor dalam bentuk apa_pun 
untuk maksud apa pun, baik kendaraan itu milik Majikan atau bukan. 

5. Tugas tugas rumah tangga antara lain seperti tercantum di bawah. 

Sebagian besar tugas tugas rumah tangga: 

1. Membereskan rumah 

2. Memasak 

3. Menjaga orang tua usia yang tinggal di rumah (perawatan atau perhatian terus menerus diperl

ensi ukaukan/tidak diperlukan*an*))ak diperluka 

Menjaga bayi 

Menjaga/mengurus anak 

Lainnya (harap jelaskan) __________________________________________ 

Ketika meminta Penata Laksana Rumah Tangga untuk membersihkan bagian ndela yang tidak terletak di 
lantai dasar atau berdekatan dengan balkon (dimana harus cukup aman bag Rumah Tangga untuk bekerja) 
atau koridor umum (“pembersihan jendela bagian luar”), pembersiha an lun ar harus dilakukan sesuai dengan 
ketentuan sebagai berikut: 

(i) Jendela yang sedang dibersihkan dilengkapi dengan teralis am keadaan aman untuk mencegah 
teralis besi terbuka; 

(ii) TTidak ada bagian tubuh dari Penata Laksana R lua rmelampaui pinggiran jendela, kecuali 
tangan/lengan. 

Majikan harus memberitahu Pembantu dan Direk segala perubahan penting dalam butir 2, 3 dan 5 dengan 
memberikan salinan Revisi Daftar Akomodasi umah Tangga (ID 407G) yang ditandatangani oleh Majikan 
dan Pembantu, keduanya, dan ditujukan kepa  untuk arsip. 

Nama dan tanda tangan Majikan Nama dan tanda tangan Pembantu Tanggal 

* Coret yang tidak perlu
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required to work more than the normal number of hours as stated in Clause 7 of this employment contract; and 

of the wage rate per hour of Clause 5(a) of this employment contract if he/she* is 

 

 

 

 

 

 

 

 

 

  

 

  

 

 

 

 

  

                         

    

___ 

The wage period shall be one month/half-a-month*. WagesWages (including overtime pay payable, if any) shall become due on 

the expiry of the last day of the wage period and shall be paid as soon as is practicable but in any case not later than seven 

Similarly, wages and other sums due in respect of this employment contract, if any, must be paid within 

seven days upon completion or termination of the contract. 

Normal hours of work excluding meal break shall be _________________________________ per day. 

The employee shall not be required to work for more than 12 hours, overtime work included, in a continuous period of 24 

hours. Where relevant, the employer shall comply with the Employment of Young Persons (Industry) Regulations made 

under the Employment Ordinance, Chapter 57. 

Kong, such other sum. 

if any other sum is payable to the employee under other pr

3%
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oyment Ordinance, Cha

  
No. : SLS 

EMPLOYMENT CONTRACT 

(For an employee recruited from outside Hong Kong under the Supplementary Labour Scheme) 

This employment contract is made between _____________________________________________________of 

_____________________________________________________________________________________ (“the employer”) and 

________________________________________ of _______________________________________________________ 

______________________________ (“the employee”) as follows. The employer and employee understand and agree that this 

contract is governed by Hong Kong law. In particular, the Employment Ordinance, Chapter 57, and the Employees’ 

Compensation Ordinance, Chapter 282, apply. 

1. The employee’s place of origin1 for the purposes of this employment contract is _____________________________. 

2. 

3. 

The employee shall be employed by the employer and only work for the employer as _________________________ for____ 

_____________________ months2

Hong Kong*. 

commencing on ______________________/the day on which the employee arrives inthe employee arr

The employer shall not require the employee to work for any other person or to take up any other post.ake up any other post. 

Employment for a further period not exceeding 24 months may be agreed between the employee and the employer provided 

that the employer is able to obtain a new approval for importing workers, that a new Employment Contract (For an employee 

recruited from outside Hong Kong under the Supplementary Labour Scheme) is signed and that before any such further 

period commences the employee shall at the expense of the employer return to his gin for a paid/unpaid* 

Such vacation shall be in addition to the rest days, statutory holidays and annual leave 

days which the employee is entitled to under this employment contract. 

The employee shall work as directed by the employer at the address of 

_______________________________________________________ ment). 

wages (excluding any overtime pay) of HK$ shall be employed on a full-time basis; 

overtime pay at 

ovisions of this employment contract or the laws of Hongen
ce 

Only
 

_________

the employee 

up any other po 

oyee and the employerand the employer 

ployment Contract (For aoyment Contract 

igned and that before agned and that bef 

igin 

e rest days, statutory hoys, statutor 

ce ___ (place of employmelace of emplo 

per month and shaper month 

per hour of Clause 5(ahour of Claus 

r of hours as stated in Clhours as stated 

yee under other provisionder other pro 

his/her* plher* ace of orce o 

vacation of not less than seven days. 

4. 

5. The employee shall receive: 

(a) 

(b) 

(c) 

6. 

days thereafter. 

7. 

8. 

9. 

10. 

All wages (including overtime pay payable) shall be paid directly by the employer by way of automatic payment into a bank 

account in the employee’s name with a bank licensed under the Banking Ordinance, Chapter 155. 

on payment of wages require the written consent of the employee and them

Labour. No deductions may be made by the employer from the wages of the employee other than pursuant to this 

employment contract or under the Employment Ordinance, Chapter 57. 

The employee shall be entitled to not less than one rest day in every period of seven days and 12 statutory holidays in a year 

For 

ent Or 

including overtime payuding overtim 

in the employee’s namin the employee’s 

payment of wages requipayment of wages 

ur. deductionr. 

ee sh 

Any other arrangements 

acceptance in writing by the Commissioner for 

NoNo d 

ment contracnt con 

in accordance with the Employment Ordinance, Chapter 57. The employee shall be entitled to at least seven days’ paid 

annual leave for every period of 12 months’ service following completion of the first and of the second year of service. 

Thereafter, the number of annual leave days shall be increased as stipulated in the Employment Ordinance. 

11. The employer shall grant paid leave at the rate of Clause 5(a) of this employment contract to the employee to attend a 

compulsory briefing arranged by the Labour Department, the purpose of which is to brief the employee on his/her* rights and 

benefits under the employment contract and the conditions of the Supplementary Labour Scheme. Such paid leave shall be 

in addition to the rest days, statutory holidays and annual leave days which the employee is entitled to under this employment 

contract. 

1 Fill in the employee’s town and country of origin. 
2 Must be less than or equal to 24 months. 
3 Must not be less than 100%. 

*Delete whichever is inapplicable. 
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Kong of his/her* own vo

 

 

    

 

 

 

 

 

  

   

 

 

 

 

12. The employer shall provide the employee with suitable, furnished accommodation of a standard specified in the Schedule to 

this employment contract. The Commissioner for Labour or his authorised representative is the authority in interpreting the 

Schedule. The accommodation shall be provided free of charge. /In respect of the period that the employee occupies the 

said accommodation, the employer may deduct 10% of the employee’s wages payable to the employee for the corresponding 

period calculated in accordance with Clause 5(a) of this employment contract or the actual cost of accommodation whichever 

is the less from the employee’s wages.* 

13. If meals are provided by the employer, they shall be provided free of charge. 

14. The employer and employee shall allow officers of the Labour Department to enter and inspect the accommodation. 

15. Prior to the signing of this employment contract the employee shall, at the expense of the employer, have been medically 

examined, including chest X-ray, as to his/her* fitness to perform the work contemplated by this employment contract, andment 

the medical certificate to this effect shall be produced to the Director of Immigration, Hong Kong, for inspection. 

(a) In the event that the employee is ill or suffers personal injury during the period of employment specified in Clause 2t specified in Clau of 

this employment contract, except for the period during which the employee leaves Hong Kong of his/her* own volition 

and for his/her* own personal purposes, the employer shall provide free medical treatment to the employee. 

medical treatment includes medical consultation, maintenance in hospital and emergency dental treatment. 

employee shall accept medical treatment provided by any registered medical practit 

(b) If the employee suffers personal injury by accident or occupational disease arising out of and in the course of 

employment, the employer shall make payment of compensation in accordance with the Employees’ Compensation 

(c) In the event of a medical practitioner certifying that the employee is unfit for further service, the employer may, subject 

to the statutory provisions of the relevant Ordinances, terminate the employment and shall immediately take steps to 

The employer shall provide the employee with free passage yee’s place of origin to Hong Kong and, on 

termination or expiry of this employment contract, free retu The employer shall also pay, or reimburse the 

employee for, the entry permit / visa fees and the subsequent extension fees incurred in relation to this employment contract. 

The employer shall pay the levy referred to in Part IV of the Employees Retraining Ordinance, Chapter 423. 

In the event of the death of the employee, the employer shall pay the cost of transporting the employee’s remains and

en
ce 

Only
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16. 

Free 

The 

ctitioner.titioner. 

Ordinance, Chapter 282. 

repatriate the employee. 

17. 

18. 

19. 

20. 

personal property from Hong Kong to his/h 

Either party may terminate this employment contract by giving to the other party ___________ days’/months’*4

writing or by paying to the other party wages in lieu of notice to be calculated in accordance with the provisions of the 

Employment Ordinance, Chapter 57. Notwithstanding this, the employment contract may be terminated without notice or 

payment in lieu of notice in the circumstances permitted by the said Ordinance. 

(a) Subject to Clause 21(b) and (c), this is the only employment contract signed between the employer and the employee. 

(b) Any variation, amendment, cancellation or addition to any terms of this employment contract, which purports to alter the 

position of the employee in terms less favourable than this employment contract, shall be void unless such variation,

Refe
r

age from 

s/her* place ofher* place of orf

ployment contract by gint contract b 

er party wages in lieu oy wages in l 

pter 57. Notwithstandapter 57. Notwith 

in the circumstances pern the circumstanc 

, amendment, cancellatindment, canc 

f the employee in term

rom the employeethe emp 

notice in 

amendment, cancellation or addition is accepted in writing by the Commissioner for Labour. 

(c) Should there be any legislative amendment to the relevant laws subsequent to the signing of this employment contract 

which in effect confers more favourable term on the employee than he/she* is entitled to under this employment contract, 

the provision of the law will prevail and the employment contract will be taken to be varied accordingly. 

All references to “Hong Kong” in this employment contract shall mean the ‘Hong Kong Special Administrative Region of 

the People’s Republic of China’.

For 

21(b) and (c), this is thed (c), thi 

ment, cancellation or at, cancellation d 

ould there be any legislould there be an 

which in effect conferswhich in effect co 

Rep 

21. 

22. 

emplo 

he provision of theprovisio 

nces to “Hces 

SCHEDULE 

(1) Clean, self-contained accommodation with minimum net usable floor area of 3.4 square metres per person should be 

provided; 

(2) toilet, bathing and cooking facilities should be provided; 

(3) electricity and potable water supply should be provided; 

(4) bedrooms and common/living rooms should be separated; 

(5) there should be no more than six beds in one bedroom; and 

(6) essential furniture, appliances and supplies including beds, blankets, pillows, electric fans, refrigerator should be provided. 

4 Must not be less than seven days. 
* Delete whichever is inapplicable. 
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For 
Dated ___________________________________ 

SIGNED by for and on behalf of the Employer ___________________________________________ 

in the presence of _____________________________ ___________________________________________ 

(Name of Witness) (Signature of Witness) 

___________________________________________ 

in the presence of _______________________________ ___________________________________________ 

(Signature 

en
ce 

Only
 

_______________ 

_________________________________ 

re of Witness)f Witness) 

SIGNED by the Employee 

(Name of Witness) 
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Appendiks 7 

 
Halimbawa ng mga Resibo para sa mga FDH 

Ako si, ____________________________, HKID/Pasaporte Num. _________________, 

ay kinikilala ang pagtanggap ng kabayaran ng mga sumusunod na mga bagay mula  sa aking  

pinaglilingkuran/amo/employer ____________________________ noong (petsa) 

__________________________ *sa cash/tseke/sa awtomatikong pagbayad sa bangko (by bank 

autopay). 

1. Mga sahod            (mula ____________hanggang ____________)  $_____________ 

2. Panggastos sa Pagkain       (mula ____________hanggang ____________)  $_____________

    (kung walang ibinibigay na pagkain)

 Tinanggap ni (Lagda): ______________________________________ 

(Pangalan): ( )

  Nasaksihan ni (kung mayroon man)(Lagda) : _____________________________ 

(Pangalan): ( ) 

Pananda 1: Ang mga sahod ng isang FDH ay hindi dapat kukulangin sa umiiral na pinakamababang 
pinapahintulutang sahod (Minimum Allowable Wage) (MAW) ayon sa basehan na 
kontratang pang-empleyo  (standard employment contract) (SEC) na nilagdaan. 

Pananda 2:  Punan ang talaan ng pamamahinga (leave record) sa likod na pahina para sa nakuhang leave 
ng FDH sa kaukulang buwan.  

Pananda 3: Basahin at pag-aralan ang “Praktikong Gabay Para sa Pagtratrabaho ng mga Kasambahay – 
Ano ang Kailangang malaman ng mga Dayuhang Kasambahay at nang Kanilang mga Amo” 
(“Practical Guide for Employment of FDHs – What FDHs and their Employers Should 
Know”) para sa mga karapatan at obligasyon ng mga pinaglilingkuran at FDH. 

Pananda 4: Ito ay isang halimbawang dokumento lamang. Ang mga partido na tumutunghay sa 
halimbawang ito ay dapat na siguraduhing ang mga nilalaman nito ay angkop sa kanilang 
layunin bago gamitin. Sila rin ay pinaaalalahan na sumangguni sa isang propesyunal kung 
ito ay nararapat. 

* Maaring tanggalin kung hindi kinakailangan 
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Talaan ng Pamamahinga ng FDH 

____________(buwan)_____________(taon) 

Pangalan ng FDH: ___________________ 

(I) (Mga) Araw ng Pamamahinga Pananda 5 

Araw ng Pamamahingang kinuha nuong 
(petsa) 

Lagda ng FDH 

(II) (Mga) Pista Opisyal Pananda 6 

Pista Opisyal na kinuha 
nuong (petsa) 

Ngalan ng Pista Opisyal 
(Mangyaring tukuyin) 

Lagda ng FDH 

(III) Bayad na taunang bakasyon Pananda 7 

Panahon ng nakuhang taunang bakasyon (mga petsa) 
Lagda ng FDH 

Mula Hanggang 
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(IV) Iba pa (hal. bayad na pamamahinga sa pagkakasakit.) 

Pamamahinga na kinuha 
noong (petsa) 

Uri ng pamamahinga 
(Tukuyin lamang) 

Lagda ng FDH 

Pananda 5: Ang isang FDH ay may karapatan sa hindi kukulangin sa 1 araw na pamamahinga sa bawat 
7 araw. Basahin at pag aralan ang “Praktikong Gabay Para sa Pagtratrabaho ng mga 
Kasambahay – Ano ang Kailangang malaman ng mga Dayuhang Kasambahay at nang 
Kanilang mga Amo” para sa mga detalye.  

Pananda 6: Ang isang FDH, anuman ang haba ng kanyang serbisyo, ay may karapatan sa 12 Pista 
Opisyal bawat taon, ang mga ito ay: 

Ang unang araw ng Pista ng Ching Ming Araw na Kasunod ng Pista 
Enero (1 Enero) ng Chinese Mid-autumn 

Unang araw ng Bagong Araw ng Manggagawa Pista ng Chung Yeung 
Taon ng Intsik (1 ng Mayo) 

Pangalawang araw ng Pista ng Tuen Ng Pambansang Araw 
Bagong Taon ng Intsik (1 ng Oktubre) 

Pangatlong araw ng Pagtatatag ng Hong Kong Pista ng Chinese Winter 
Bagong Taon ng Intsik Special Administrative Region Solstice o Araw ng Pasko 

(1 ng Hulyo) (ayon sa pinili ng amo) 

Basahin at pag-aralan ang “Praktikong Gabay Para sa Pagtratrabaho ng mga Kasambahay – Ano ang 
Kailangang malaman ng mga Dayuhang Kasambahay at nang Kanilang mga Amo” para sa mga 
detalye. 

Pananda 7:   Ang isang FDH ay may karapatan sa taunang bakasyong may bayad kada ika-12 buwan ng 
pagseserbisyo sa iisang amo.  Ang karapatan ng isang FDH para sa taunang bakasyong may 
bayad ay progresibong tataas mula 7 araw hanggang sa pinakamataas na 14 na araw ayon 
sa haba ng kanyang serbisyo. Basahin at pag-aralan ang “Praktikong Gabay Para  sa  
Pagtratrabaho ng mga Kasambahay – Ano ang Kailangang malaman ng mga Dayuhang 
Kasambahay at nang Kanilang mga Amo” para sa mga detalye. 

Pananda 8: Ito ay isang halimbawang dokumento lamang. Ang mga partido na tumutunghay sa 
halimbawang ito ay dapat na siguraduhing ang mga nilalaman nito ay angkop sa kanilang 
layunin bago gamitin. Sila rin ay pinaaalalahan na sumangguni sa isang propesyunal kung 
ito ay nararapat. 
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 Lampiran 7

 
Contoh Tanda Terima Gaji untuk PRTA 

Saya, __________________________, No. KTP HK/Paspor _________________, 

menyatakan telah menerima pembayaran untuk hal-hal berikut ini dari majikan saya  

_________________________ pada (tgl) __________________________ *dalam bentuk tunai/ 

cek/ melalui pembayaran otomatis dari bank. 

1. Gaji                          (dari ____________ s/d ____________) $_____________ 

2. Tunjangan makan              (dari ____________ s/d ____________) $_____________

  (jika tidak diberi makan) 

Diterima oleh (Td Tangan):  ________________________ 

(Nama):  ( ) 

Disaksikan oleh (jika ada)(Td Tangan): ________________________ 

(Nama):  ( ) 

Catatan 1: Gaji dari PLRTA tidak boleh kurang dari gaji minimum yg diperbolehkan (GMD) yg berlaku 
pada waktu Kontrak Kerja Standar (KKS) nya di tandatangani. 

Catatan 2:  Harap isi catatan cuti di belakang untuk cuti yang diambil oleh PLRTA dalam bulan itu. 

Catatan 3: Harap merujuk ke buku “Pedoman Praktis Untuk Pramuwisma Asing Apa Yang Harus 
Diketahui Para Penata Laksana Rumah Tangga Asing Dan Majikan Mereka” (“Practical Guide 
for Employment of FDHs What FDHs and their Employers Should Know”) untuk hak-hak 
dan kewajiban-kewajiban dari para majikan dan PLRTA. 

Catatan 4: Ini adalah contoh dokumen untuk rujukan saja. Pihak-pihak yg merujuk ke contoh ini harus 
memastikan bahwa isi nya cocok untuk dipakai mereka sebelum mereka menggunakannya. 
Mereka juga diingatkan untuk mencari advis professional yg independen bila dirasa perlu. 

* Harap coret yg tidak perlu 
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Catatan Cuti PLRTA 

________(bulan)_____(tahun) 

Nama PLRTA: ___________________ 

(I) Libur Mingguan Catatan 5 

Hari Libur Mingguan diambil pada (tgl) Tanda Tangan PLRTA 

(II) Hari Libur Resmi Catatan 6 

Hari Libur Resmi diambil 
pada (tgl) 

Nama dari Hari Libur Resmi nya 
(Harap Sebutkan) 

Tanda Tangan PLRTA 

(III) Cuti Tahunan Yg Dibayar Catatan 7 

Masa waktu dimana cuti tahunan diambil (tgl) 
Td Tangan PLRTA 

Dari Sampai 
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(IV) Lainnya (misalnya cuti sakit yg dibayar, dll.) 

Cuti diambil pada (tgl) Jenis Cuti (Harap sebutkan) Td Tangan PLRTA 

Catatan 5: PLRTA berhak mendapatkan sekurang-kurangnya 1 hari libur mingguan untuk setiap masa 
waktku 7 hari. Harap merujuk ke buklet “Pedoman Praktis Untuk Pramuwisma Asing Apa 
Yang Harus Diketahui Para Penata Laksana Rumah Tangga Asing Dan Majikan Mereka” 
untuk detilnya. 

Catatan 6: PLRTA, tidak peduli telah berapa lama dia bekerja, berhak untuk mendapatkan 12 hari libur 
resmi setiap tahun nya, yaitu: 

Tanggal satu Januari Festival Ching Ming Hari setelah Festival 
Pertengahan Musim 
Gugur China 

Hari Tahun Baru Imlek Hari Buruh (1 Mei) Festival Chung 
Yeung 

Hari Kedua Tahun Baru Festival Tuen Ng Hari Nasional (1 
Imlek Oktober) 

Hari Ketiga Tahun Baru Hari Pendirian Hong Festival Titik Balik 
Imlek Kong SAR (1 Juli) Matahari Musim 

Dingin atau Hari 
Natal (menjadi 
pilihan pemberi 
kerja) 

Harap merujuk ke buku “Pedoman Praktis Untuk Pramuwisma Asing Apa Yang Harus 

Diketahui Para Penata Laksana Rumah Tangga Asing Dan Majikan Mereka” untuk detilnya. 

Catatan 7: PLRT berhak mendapatkan cuti tahunan berbayar untuk tiap masa 12 bulan setelah dia 
bekerja untuk majikan yg sama. Dan cuti tahunan berbayar yg berhak didapat-kan PRTLA 
akan bertambah panjangnya dari 7 hari sampai ke maksimum 14 hari seiring dengan 
panjangnya masa kerjanya. Harap merujuk ke “Pedoman Praktis Untuk Pramuwisma Asing 
– Apa Yang Harus Diketahui Para Penata Laksana Rumah Tangga Asing Dan Majikan 
Mereka” untuk detil lainnya. 

Catatan 8:  Ini adalah contoh dokumen untuk rujukan saja. Pihak-pihak yg merujuk ke contoh ini harus 
memastikan bahwa isi nya cocok untuk dipakai mereka sebelum mereka menggunakannya. 
Mereka juga diingatkan untuk mencari advis professional yg independen bila dirasa perlu. 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 
Halimbawa ng Sulat ng Terminasyon ng 

Kontratang Pang-empleyo na FDH ang nagpasimula 

Minamahal na  (pangalan ng pinaglilingkuran) , 

Ako si _____________________________________, ay nagnanais na putulin ang kontratang 

pang-empleyo sa inyo bilang kasambahay sa ilalim ng Kontrata ng Katulong sa Bahay Numero. 

____________________________________, 

(mangyaring lagyan ng “ ” ang naaangkop) 

Sa pagbibigay sa inyo ng ___________________ mga araw/(mga) buwan* abiso. 

Sa pagbibigay sa inyo ng ___________________ mga araw/(mga) buwan* sahod kapalit ng abiso. 

Walang abiso. 

Walang sahod kapalit ng abiso. 

Ang huling araw ng pagtratrabaho ay sa           (petsa)       . 

(Mga) dahilan ng terminasyon (kung mayroon man): 

Sumasainyo ng tapat,

           _______________________(Lagda ng empleyado)
 (               )(Pangalan ng empleyado) 

(Petsa) 

Pinagtitibay ang pagtanggap ng amo_______________________(Lagda) 
(    )(Pangalan) 

             _______________________ (Petsa) 

Pananda 1: Pinatutungkulan ang Kabanata 8 ng “Praktikong Gabay Para sa Pagtratrabaho ng mga Kasambahay – 
Ano ang Kailangang malaman ng mga Dayuhang Kasambahay at nang Kanilang mga Amo” 
(“Practical Guide for Employment of FDHs – What FDHs and their Employers Should Know”) para 
sa mga karapatan at obligasyon ng mga pinaglilingkuran at FDH na may kinalaman sa terminasyon 
ng kontratang pang-empleyo. 

Pananda 2:    Ito ay isang halimbawang dokumento lamang. Ang mga partido na tumutunghay dito sa halimbawa 
ito ay dapat na siguraduhing ang mga nilalaman nito ay angkop sa kanilang layunin bago gamitin.  
Sila rin ay pinaaalalahan na sumangguni sa isang propesyunal kung nararapat. 

* Maaring tanggalin kung hindi kinakailangan 
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_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 

 
Contoh Surat Pemutusan Kontrak 

Kerja atas Inisiatif dari PRLTA 

Yth (nama majikan) , 

Saya, _____________________________________, ingin memutuskan kontrak kerja 

saya sebagai penata laksana rumah tangga dengan anda di bawah Kontrak Penata Laksana 

Rumah Tangga No. ______________________,  

(harap beri tanda “ ” di jawaban yg sesuai) 

 dengan memberi anda pemberitahuan _____________________ hari/bulan* di muka. 

 dengan memberi anda gaji _____________________ hari/bulan* sebagai pengganti 

pemberitahuan di muka. 

 tanpa memberikan pemberitahuan di muka. 

 tanpa memberikan gaji sebagai pengganti pemberitahuan di muka. 

Hari terakhir kerjanya adalah  (tanggal)       . 

Alasan untuk pemutusan kontrak (jika ada): 

Hormat saya,

           _______________________(Td Tangan Karyawan)

 ( )(Nama Karyawan)

        _______________________(Tanggal) 

Surat telah diterima majikan oleh   _______________________(Tanda Tangan)

 ( )(Nama)  

            _______________________(Tanggal) 

Catatan 1 :  Harap merujuk ke Bab 8 dari “Pedoman Praktis Untuk Pramuwisma Asing – Apa Yang Harus Diketahui 
Para Penata Laksana Rumah Tangga Asing Dan Majikan Mereka” (“Practical Guide for Employment of 
FDHs – What FDHs and their Employers Should Know”) untuk hak-hak dan kewajiban-kewajiaban 
para majikan dan PLRTA berkenaan dengan pemutusan kontrak. 

Catatan 2 : Ini adalah contoh dokumen untuk rujukan saja. Pihak-pihak yg merujuk ke contoh ini harus memastikan 
bahwa isi nya cocok untuk dipakai mereka sebelum mereka menggunakannya. Mereka juga diingatkan 
untuk mencari advis professional yg independen bila dirasa perlu. 

* Harap coret yg tidak perlu 
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_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 
Halimbawa ng Sulat ng Terminasyon ng 

Kontratang Pang-empleyo na ang Amo ang nagpasimula  

Mahal na          (pangalan ng empleyado) , 

Ako si, _____________________________________, ay nagnanais putulin ang inyong 

kontratang pang-empleyo bilang isang kasambahay sa ilalim ng Kotrata ng Katulong sa Bahay Nu. 

______________________, 

(mangyaring lagyan ng “ ” ang naaangkop) 

Sa pagbibigay sa inyo ng ___________________ mga araw/(mga) buwan* abiso. 

Sa pagbibigay sa inyo ng ___________________ mga araw/(mga) buwan* sahod kapalit ng abiso. 

Walang abiso. 

Walang sahod kapalit ng abiso. 

Ang huling araw ng pagtratrabaho ay sa            (petsa)      . 

(Mga) dahilan ng terminasyon (kung mayroon man): 

Sumasainyo ng tapat, 

     _______________________(Lagda ng pinaglilingkuran) 
( )(Pangalan ng pinaglilingkuran) 

       _______________________(Petsa) 

Pinagtitibay ang pagtanggap ng empleyado ________________________(Lagda) 
( )(Pangalan) 

________________________(Petsa) 

Pananda 1: Pinatutungkulan ang Kabanata 8 ng “Praktikong Gabay Para sa Pagtratrabaho ng mga Kasambahay – 
Ano ang Kailangang malaman ng mga Dayuhang Kasambahay at nang Kanilang mga Amo” 
(“Practical Guide for Employment of FDHs – What FDHs and their Employers Should Know”) para 
sa mga karapatan at obligasyon ng mga pinaglilingkuran at FDH na may kinalaman sa terminasyon 
ng kontratang pang-empleyo. 

Pananda 2:    Ito ay isang halimbawang dokumento lamang. Ang mga partido na tumutunghay dito sa halimbawa 
ito ay dapat na siguraduhing ang mga nilalaman nito ay angkop sa kanilang layunin bago gamitin.  
Sila rin ay pinaaalalahan na sumangguni sa isang propesyunal kung nararapat. 

* Maaring tanggalin kung hindi kinakailangan 
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_____________________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 

 
Contoh Surat Pemutusan Kontrak 

Kerja Atas Inisiatif dari Majikan PRLTA 

Yth (nama karyawan)  , 

Saya, _________________________________________, ingin memutuskan kontrak 

kerja anda sebagai penata laksana rumah tangga di bawah Kontrak Penata Laksana Rumah 

Tangga No. ______________________,  

(harap beri tanda “ ” di jawaban yg sesuai) 

 dengan memberi anda pemberitahuan _____________________ hari/bulan* di muka. 

 dengan memberi anda gaji _____________________ hari/bulan* sebagai pengganti 

pemberitahuan di muka. 

 tanpa pemberitahuan di muka. 

 tanpa memberikan gaji sebagai pengganti pemberitahuan di muka. 

Hari terakhir kerja anda adalah  (tanggal)     . 

Alasan untuk pemutusan kontrak (jika ada): 

Hormat saya,

             _______________________(Td Tangan Majikan)

 (        )(Nama Majikan)

          _______________________(Tanggal) 

Surat telah diterima oleh karyawan       _______________________ (Tanda Tangan) 

( )(Nama)  

               _______________________ (Tanggal) 

Catatan 1 :  Harap merujuk ke Bab 8 dari “Pedoman Praktis Untuk Pramuwisma Asing – Apa Yang Harus 
Diketahui Para Penata Laksana Rumah Tangga Asing Dan Majikan Mereka” (“Practical 
Guide for Employment of FDHs – What FDHs and their Employers Should Know”) untuk 
hak-hak dan kewajiban-kewajiaban para majikan dan PLRTA berkenaan dengan pemutusan 
kontrak. 

Catatan 2 : Ini adalah contoh dokumen untuk rujukan saja. Pihak-pihak yg merujuk ke contoh ini harus 
memastikan bahwa isi nya cocok untuk dipakai mereka sebelum mereka menggunakannya. 
Mereka juga diingatkan untuk mencari advis professional yg independen bila dirasa perlu. 

* Harap coret yg tidak perlu 
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Halimbawa ng Resibo ng Pagbabayad sa Terminasyon/ 

Pagtatapos ng Kontrata 

Ako si, ______________________________, HKID/Pasaporte Num. __________________, ay 

nagpapatunay na tumanggap ng mga sumusunod mula sa aking pinaglilingkuran ___________________ 

nuong (petsa) ___________________________ *cash/tseke/sa automatikong pagbabayad sa bangko (bank 

auto pay). 

1. Mga sinahod    (mula ___________hanggang ____________)  $_____________ 

Kasama ang mga kabayaran sa sumusunod : 

(a) (mga) pista opisyal    (mga) petsa:  ________________________ 

(b) mga taunang bakasyon   (mula____________ hanggang___________) 

(c) pahinga sa pagkakasakit    (mula ____________ hanggang __________) 

(d) iba pa(tukuyin lamang):           ___________________________________  

2. Panggastos sa Pagkain    (mula ____________ hanggang __________)  $_____________ 

3. Mga sahod kapalit ng abiso  $_____________ 

4. Hindi pa nakukuhang bayad sa taunang bakasyon (____________mga araw)  $_____________ 

5. Kabayaran sa matagal na serbisyo/kabayaran sa pag-alis na walang papalit $_____________ 

6. Panggastos sa Pagkain at Pagbibiyahe  $_____________ 

7. * Kabayaran kapalit na tiket sa eroplano/o tiket na balikan ng 

_______________________________________ (Eroplano) $_____________ 

8. Iba pa  (a) __________________________________ $_____________ 

(b) __________________________________ $_____________ 

Lagda ng Kasambahay: ________________________________ Petsa: 

(Pangalan):  ( ) 

Lagda ng Pinaglilingkuran: _____________________________ Petsa: 

(Pangalan):  ( ) 

Nasaksihan ni (kung mayroon)(Lagda) : __________________ Petsa: 

(Pangalan): (       ) 

Pananda 1: Sumangguni sa “Praktikong Gabay Para sa Pagtratrabaho ng mga Kasambahay – Ano ang Kailangang malaman 
ng mga Dayuhang Kasambahay at nang Kanilang mga Amo” (“Practical Guide for Employment of FDHs – What 
FDHs and their Employers Should Know”) para sa mga karapatan at obligasyon ng mga amo at FDHs. 

Pananda 2: Ito ay isang halimbawang dokumento lamang. Ang mga partido na tumutunghay dito sa halimbawang ito ay dapat 
na siguraduhing ang mga nilalaman nito ay angkop sa kanilang layunin bago gamitin. Sila rin ay pinaaalalahan 
na sumangguni sa isang propesyunal kung nararapat. 

* Maaring tanggalin kung hindi kinakailangan 
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Contoh Tanda Terima Pembayaran karena Pemutusan/ 

Berakhirnya Kontrak 

Saya, ______________________________, No. KTP HK/Paspor 

__________________, sudah menerima pembayaran untuk hal-hal berikut ini dari majikan saya 

_____________________________ pada (tanggal) ___________________________ *dalam 

bentuk tunai/cek/ melalui pembayaran otomatis dari bank. 

1. Gaji                (dari ____________ s/d ____________) $_____________ 

termasuk pembayaran sebagai berikut : 

(a) hari libur resmi    (tanggal: ________________________) 

(b) cuti tahunan    (dari ____________ s/d ____________) 

(c) cuti sakit    (dari ____________ s/d ____________) 

(d) lainnya (harap sebutkan):  _______________________________ 

2. Uang makan    (dari ____________ s/d ____________) $_____________ 

3. Gaji sebagai pengganti pemberitahuan di muka  $_____________ 

4. Cuti tahunan yang belum diambil (____________hari)  $_____________ 

5. Uang masa kerja lama/uang pesangon  $_____________ 

6. Uang Makan dan Perjalanan  $_____________ 

7. *Uang sebagai ganti tiket pesawat/tiket pesawat pulang dgn penerbangan

  _______________________________________ (Maskapai)       $_____________ 

8. Lainnya (a) ____________________________________       $_____________ 

(b) ____________________________________       $_____________ 

Tanda Tangan PLRT:      Tanggal:  

(Nama):  ( ) 

Tanda Tangan Majikan:  Tanggal:  

(Nama):  ( ) 

Disaksikan oleh (jika ada)(Td Tangan) :                 Tanggal:  

(Nama):  ( ) 

Catatan 1 : Harap merujuk ke “Pedoman Praktis Untuk Pramuwisma Asing – Apa Yang Harus Diketahui 
Para Penata Laksana Rumah Tangga Asing Dan Majikan Mereka” (“Practical Guide for 
Employment of FDHs – What FDHs and their Employers Should Know”) untuk hak-hak dan 
kewajiban-kewajiaban para majikan dan PLRTA. 

Catatan 2 : Ini adalah contoh dokumen untuk rujukan saja. Pihak-pihak yg merujuk ke contoh ini harus 
memastikan bahwa isi nya cocok untuk dipakai mereka sebelum mereka menggunakannya. 
Mereka juga diingatkan untuk mencari advis professional yg independen bila dirasa perlu. 

* Harap coret yg tidak perlu 
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____________________________ /  

 ( ) _________________   
* / /
1. (  ____________  ______________) $  

 : 
(a) (  : ___________________________)  

(b) (  ______________)   ____________ 
(c)  (  ____________  ______________) 
(d)  ( )  

2. (  ______________) $    ____________ 
3. $   

4. $   (____________ ) 
5. / $   

6.  $  

7. * /  ( ) 
     _________________________________ $_____________ 
8.  (a) __________________________________   $_____________ 
 (b) __________________________________ $_____________ 

 : ______________________________ : 
( ) : (  ) 

 :        ______________________________  :
( ) : ( ) 

 ( ) : ___________________________ :) (
( ) : ( ) 

– 1 : “  
” (Practical Guide for Employment of FDHs – What FDHs and Their 

Employers Should Know) 

2 :  
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 ______________________________   

__________________     
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[由「偏好設定」>「身分」對話方塊輸入個人與組織資訊。]



摘要



檢查程式發現可能會阻止完全存取文件的問題。





		需要手動檢查: 0



		已通過手動檢查: 2



		未通過手動檢查: 0



		已略過: 5



		已通過: 24



		失敗: 1







詳細報告





		文件





		規則名稱		狀態		描述



		協助工具權限旗標		已通過		必須設定協助工具權限旗標



		純影像 PDF		已通過		文件不是純影像 PDF



		標籤化 PDF		已通過		文件是標籤化 PDF



		邏輯閱讀順序		已通過手動檢查		文件結構提供邏輯閱讀順序



		主要語言		已通過		文字語言已指定



		標題		已通過		文件標題顯示於標題列



		書籤		已通過		書籤存在於大型文件中



		色彩對比		已通過手動檢查		文件包含適當的色彩對比



		頁面內容





		規則名稱		狀態		描述



		標籤化內容		已通過		所有頁面內容皆已標籤化



		標籤化註解		已通過		所有註解皆已標籤化



		跳位順序		已通過		跳位順序和結構順序一致



		字元編碼		已略過		可靠的字元編碼已提供



		標籤化多媒體		已通過		所有多媒體物件皆已標籤化



		螢幕閃爍		已通過		頁面不會導致螢幕閃爍



		程式檔		已通過		沒有不可存取的程式檔



		限時回應		已通過		頁面不需要限時回應



		導覽連結		已通過		導覽連結不重複



		表格





		規則名稱		狀態		描述



		標籤化表格欄位		已通過		所有表格欄位皆已標籤化



		欄位描述		已通過		所有表格欄位都具有描述



		替代文字





		規則名稱		狀態		描述



		插圖替代文字		失敗		插圖要求替代文字



		嵌套的替代文字		已通過		無法讀取的替代文字



		與內容相關		已通過		替代文字必須與若干內容關聯 



		隱藏註解		已通過		替代文字不應隱藏註解



		其它元素替代文字		已通過		其它要求替代文字的元素



		表





		規則名稱		狀態		描述



		列		已通過		TR 必須為 Table、THead、TBody 或 TFoot 子元素



		TH 和 TD		已通過		TH 和 TD 必須為 TR 子元素



		表頭		已略過		表應有表頭



		規則性		已通過		表中每列必須包含相同的欄數，每欄必須包含相同的列數



		摘要		已略過		表中必須有摘要



		清單





		規則名稱		狀態		描述



		清單項目		已略過		LI 必須為 L 子元素



		Lbl 和 LBody		已通過		Lbl 和 LBody 必須為 LI 子元素



		標題





		規則名稱		狀態		描述



		適當的嵌套		已略過		適當的嵌套
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