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Introduction     
                                           
As HR practices become more and more complex
hence HR personnel must be equipped with the
necessary knowledge and understanding of the HR
Laws and policies. Due to lack of understanding and
skills in dealing with employees and staff’s
organizations tend to get into unnecessary trouble
and that could cause the company thousands of
Ringgits in claims and legal suits. With the additional
regulations and mandatory deductions on SOCSO,
EPF and EIS, companies must ensure compliance to
avoid enquiry and penalties. 
This course is specially designed to equip all Human
Resource Practitioners and Owners of SMEs with
the necessary legal and procedural knowledge in
applying the relevant provisions of the Employment
Laws. You will also learn about the latest updates on
Employment (Amendment) Bill 2022 and its impacts
on business. 

Course Objective

By the end of this course, you will be able to: 

 Understand the full spectrum of 
Employment Act 1955 

 Interpretation of the Definition 
 Record keeping in the Organization 
 Understand the Employment Act 2022 and 

the rights of employees. 

Who Should Attend?

Head of Departments , Human Resource Managers,
Executives , Team Leaders, Supervisors & all those
who are keen in learning and mastering the
Employment Laws

Methodology

PowerPoint presentations, discussions and case
studies.

Course Outline

The Employment Act and Related Act 1955 & LO 
(2004/2005)

 Introduction
 Individual Employment Contract
 Written and oral Contracts
 Terms & Conditions of the Contract of 

Employment
 Express Terms in a Contract of Employment
 Changing the Terms of a Contract
 Duration of the Employment Contract

CONTRACT OF SERVICE AGAINST CONTRACT 
FOR SERVICE 

 Contract of service means any agreement
 Agreement can be in writing, verbal, 

expressed or implied
 Key Employment Terms (KET)
 Factors to be considered in identifying a 

contract of service
 Legal Position of Probationers

WORKING DAYS AND HOURS
 An employees shall not be required under his

contract of service to work
 Flexible Working Hours Arrangement (New 

Amendment 2022)
 Hours of work
 Subsection 60A (2)
 Shift work
 Split Shift
 Double Day Shift
 Three Shift Work
 Overtime
 Section 60A(3)(c) of the EA
 Employees earning up to RM4,000/month will

be entitled to overtime payments. Here’s 
what employers need to know (New 
Amendment 2022)

 Calculation of Overtime (New Amendment 
2022) 
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EMPLOYEE BENEFITS & PAYMENTS
EA 1955 – MINIMUM REQUIREMENTS FOR 
ANNUAL LEAVE

 Maximum Working Hours
 Overtime
 Annual Leave - Terms & Conditions
 Rest Day
 Holidays
 Sudden Public Holidays
 Sick Leave & Payment (Section 60F)
 Sick Leave & Unpaid

COVERAGE OF THE EMPLOYMENT ACT 1955
 Wages and Manual work
 Employees Right to join Union
 Notice to Terminate a contract
 Termination for Misconduct
 Breach of Contract

EMPLOYMENT OF FEMALE WORKERS
 Women & Night Work Section 9
 Women and Underground work 

PAID & UNPAID MATERNITY LEAVE
 Maternity Protection Section 37(New 

Amendment 2022)
 Session 93
 New Section 41A
 Payment of allowance to nominee
 Section 42 of the principal Act is amended 

in the shoulder note by substituting for the 
word “dismissal” the word “termination”

 Maternity Leave @Paid
 Maternity Leave @ Unpaid
 Maternity Leave @ Public Holiday
 Maternity Leave @ Contract Staffs
 Maternity Leave @ Commencement
 Maternity Leave @ Protection from 

Dismissal
 Section 60F “Paternity leave” his ordinary 

rate of pay for a period of seven 
consecutive days

 Approved amendments to Employment Act 
increase maternity leave

WAGES & SALARY
 Wages - Definition Section 2)
 New Section 18A (New Amendment 2022)
 Act Section 18 - Calculation of wages for

incomplete month’s work and employee who
is employed on a monthly rate of pay and
has not completed a whole month of service
(New Amendment 2022)

 Non-payment of Wages
 Minimum Wages
 Wage Period
 Wages @Termination of Service
 Amendment of Section 22(2)
 Limited Advance to employee (SECTION

22) New Amendment 2022
 Unpaid Wages @ Jail / Court
 Wages / Ages / Law-full Deduction
 Priority of Wages

SEXUAL HARASSMENT
 What is Sexual Harassment? VERBAL& 

NON-VERBAL 
 Sexual Harassment means any complaint 

relating to sexual harassment made
 New Section 81-The principal Act is 

amended by inserting after section 81G the 
following section: “Notice on sexual 
harassment”

 DG and his Decisions in Sexual Harassment
 Sexual Harassment Inquiries
 Sexual Harassment findings by the Employer
 Sexual Harassment Penalties
 Police & Sexual Harassment

Trainer’s Profile

Sivanathan Rajaratnam (Robert Siva)
(NRIC: 640313-10-7235) 

Robert Siva has obtained his professional education
in Management and Logistics Management and
Operations UK and holds an MBA in Business
Administration majoring in Logistics Management &
Administration. He holds other certifications, which
includes, Purchasing & Material Management. 

He has also been certified as Pegawai Penilaian (PP)
under the Majlis Latihan Vokasional Kebangsaan
(MLVK). He has vast experience of more than 33
years of working experience in the field of
Manufacturing, Production, Trading and Forwarding
operational activities which including Logistics,
Shipping, Supervisory, Management & Human
Resources.

He was the Head of Logistics & Human Resources   in
the MNC and local companies. He has been in the
Managerial and Senior Managerial position for the
past twenty years and had been responsible for the
entire supply chain operations of the company. He has
vast experience and is an expert in Logistics and
Supply Chain. He has trained numerous participants in
the country and overseas.  He is now the Managing
Consultant and Director of Training and Development
for Quality Minds Academy and Quality Minds Training
& consultancy.

He was awarded a consultancy on re-engineering
logistics and Supply Chain operations for Guinness
Anchor Berhad from 2012 to 2015. He undertook to
audit , implement and reengineer the supply chain
operations for their Distributors nationwide. He has
also completed various consultancy in the Logistics
and Supply Chain Operations and Human Resources
management.



PARTICIPATING FEE (HRD Corp Claimable 
Course)

REGISTER NOW  RM1,350 per person 

# Fee inclusive of Tea-breaks, Lunch, Course Notes,
Certificate of Participation and 8% SST

For registration: 
1. Please email us a copy of your registration form;
2. (HRD Corp Registered Employer) Please apply
via HRDCorp e-TRiS for HRD Corp Claimable
Course scheme before training date (subject to
approval),
Training fee claiming = RM1,350 per person; and
3. (HRD Corp Registered Employer) Upon training
completion, please fill up form PSMB/SBL-
Khas/JD/14 and return it to us immediately. The
delay in returning the form will result in delay of the
employer’s submission of claims.

ORGANISER (MyCoID: 791613A)

Malaysian Export Academy Sdn Bhd
No. 47B, Jalan BP 7/2,
Bandar Bukit Puchong,
47120 Puchong, Selangor
Tel: 019-3109496
Fax: 03 8066 6152
Contact Person: Faruq
Email: faruqrazi.mexa@gmail.com

 
Malaysian Export Academy



(HRD Corp Registered Training Provider)
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REGISTRATION FORM                                                                   (Email:                                       )

        
                       Name                   Designation                                   Handphone no.
1. ___________________________    ___________________________________     __________________________

2. ___________________________    ___________________________________     __________________________

3. ___________________________    ___________________________________     __________________________

Company/Organization:__________________________________________________________________________

Nature of Business: _____________________________________________________________________________

Address: ______________________________________________________________________________________

______________________________________________________________________________________________

Telephone:_______________________________________ Fax: _________________________________________

Email: ___________________________________________ Contact Person: ______________________________

Is your company registered with the HRD Corp?

___ Yes                  ___ No     (please tick)          

Is your company a Small and Medium Enterprise (SME)? 
___ Yes                  ___ No     (please tick)      
    

Participating Fee (HRD Corp Claimable Courses)
RM1, 350.00 per person 

#Fee includes Lunch, Tea-Breaks, Course Notes, Certificate of Attendance and 8% SST)

For registration: 
1. Please email us a copy of your registration form, and
2. (HRD Corp Registered Employer) Please apply via HRD Corp e-TRiS for HRD Corp Claimable Courses scheme 
before training date (subject to approval). Training fee claiming = RM1,350 per person
3. (HRD Corp Registered Employer) Upon training completion, please fill up form PSMB/SBL-Khas/JD/14 and return it
to us immediately. The delay in returning the form will result in delay of the employer’s submission of claims.

Payment / Terms & Conditions
Kindly make bank transfer payment to Account No: 800 221 0777 of CIMB Bank, payable to Malaysian Export
Academy Sdn Bhd. Please email to us the bank transfer slip and registration form as proof of payment.
Any cancellation within one (1) week before the event is not refundable.
The management has the right to change the time / date of the event with notice to be given in advance.  


	REGISTRATION FORM                                                                   (Email:                                       )

