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COLLECTIVE AGREEMENT FOR CLERICAL EMPLOYEES IN TRAEL AGENCIES

1. GENERAL REGULATIONS

Section 1 Scope of the agreement

1. This agreement shall govern the terms and donditof service
of clerical employees working for travel agencies.

2. This agreement shall not apply to members oferpnte
management such as Managing Directors, deputy neanagffice
managers, heads of independent departments orandept office
managers, who represent the employer when detergnthie terms
and conditions of employment and remuneration oérichl
employees.

Minuted Note:
Independent office managers are defined in the pay

agreement.

Section 2 Direction and assignment of work and the
right to organise

1. The employer shall be entitled to direct andgass/ork, and to
engage and dismiss clerical employees without teg@arwhether
they are organised.

2. Both sides shall enjoy the unfettered rightriganise.

Section 3 Inter-federation agreements

The current EK-SAK national labour and employer federation
agreements shall be observed as part of this tiwkeagreement
insofar as their validity has been separately afjraed the ETL-
AKT agreements shall apply except where otherwiseulated
herein. The following agreements are in force aglofune 2010:
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EK-SAK agreement on co-operation

EK-SAK agreement on shop stewards

EK-SAK recommendation on reducing the harm causedltohol
and narcotics in the workplace

EK-SAK agreement on improving meals at workplaces

The parties shall arrange the courses referrech tthe training
agreement by the calendar year in advance.

2. EMPLOYMENT

Section 4 Conclusion of employment contract and trial
period

1. The employment contract of a new clerical emgéognay include
a trial period not exceeding four months, duringolkheither party

may rescind the employment with immediate effectheT
employment shall then expire at the end of the wgriday when

the rescission was announced. In the case of tempemployment

for less than eight months the trial period may fasno more than
half of the agreed duration of employment.

2. The employment contract shall be concluded itirvg.

Minuted note;

A model employment contract jointly approved by the
signatory organisations is attached to this callect
agreement. (Appendix 8)

3. The clerical employee shall comply with the eutrrules of
procedure and standing orders of the enterprisgfanss these do
not conflict with statutes or with this agreemeértte employer shall
explain the rules and regulations to the clericalpl®yee when
concluding the employment contract.



4. A new clerical employee shall be advised of identity of the
shop steward for the office or establishment at time of
recruitment.

5. A clerical employee engaged for work of a certgtpe shall also
be obliged to perform other work within the emple\ge sector
where so required.

6. If a clerical employee has agreed to work ortlyome of the
employer's establishments, then any transfer to thamo
establishment of the same employer shall requirapt@ance with
the period of notice referred to in this collecti@greement unless
the employer and the clerical employee otherwiseag

Minuted note:

This subsection shall not apply to temporary trarssiot
exceeding one week arising from cases of acutesdirand
equivalent temporary absences.

Section 5 Temporary employment contract

1. No employment contract shall be deemed tempanacpncluded
in a substitute capacity unless so agreed fortdiggsreason.

2. A temporary employment contract governed onlyabgalendar
period may only be concluded in special circumstancThe
grounds for the fixed period must be specifiedhia employment
contract.

3. The overall need for temporary clerical empleyaad the main
principles governing their use shall be stipuldatethe staffing plan
of the enterprise.

4. The employment of a temporary clerical emploghall expire
without notice at the end of the agreed workingquerThe clerical
employee shall be advised of the end of such empoy well in
advance.



If the expiry date of temporary employment is noiown when
concluding the employment contract, then the enwloghall
endeavour to notify the clerical employee theremflater than two
weeks before the employment ends.

Section 6 Induction

1. A person shall be appointed to be responsilsléhivinduction of
a new clerical employee, and the work of the sa&ds@n shall be
arranged to allow for the time required for thigluation. The
induction period shall be agreed separately in eash.

Section 7 Termination of employment

1. Unless otherwise stipulated in this agreemesrinination of
employment, layoff and the associated compensapagable shall
be governed by the Employment Contracts.Act

2. The employer shall observe the following periaafs notice
graduated according to length of continuous empkrymunless a
longer period of notice has been agreed:

2 months if the employment has continued for no
longer than 5 years,

« 3 months if the employment has continued for longer
than 5 years but no longer than 9 years,

* 4 months if the employment has continued for longer
than 9 years but no longer than 12 years,

5 months if the employment has continued for longer
than 12 years but no longer than 15 years, and

6 months if the employment has continued for longer
than 15 years.



The clerical employee shall observe a one-montiog@esf notice
when terminating an employment contract. The saiibd of notice
shall be 2 months if the employment has continwgddnger than
10 years.

The period of notice of termination shall begintba day following
the day of serving notice of termination.

3. An employee who discontinues employment witholserving
the period of notice shall be required to pay thgpleyer a sum
corresponding to the salary for the period of reotibat was not
observed. This compensation may be withheld froenetimployee’s
salary to the extent that wages may be set offnagabunterclaims
pursuant to section 17 of chapter 2 of the Employntontracts
Act' and to the Enforcement Act

4. An employer who fails to observe the foregoimgigd of notice
shall be required to pay the employee full salanythe period of
notice or part thereof in question. The end of@éh®mloyment shall
be the end of the period of notice in such cases.

5. Either party may rescind an employment contrant the
conditions prescribed in section 1 of chapter &8ef Employment
Contracts Act

Rescission of employment contract during a trialqukis governed
by section 1 of chapter 4 of the said Act.

6. All outstanding receivables from the employmestich as
holiday compensation and any overtime compensatisinall fall
due for payment on the last day of employment.

Section 8 L ayoff

1.A clerical employee may be laid off at 14 days’ioeton the
grounds prescribed in section 2 of chapter 5 oBmployment
Contracts Act



Negotiations on layoffs shall be conducted betwberemployer
and the shop steward after the employer has foureskd for layoff.

2.A clerical employee who has been laid off may tewate the
employment in the manner prescribed in sectiondhapter 5 of
the Employment Contracts Act

3.A new layoff notice shall be required in order tmtinue the
layoff after the employer has called an employe@ndefinite
layoff into temporary work for a period exceedir@days.

3. WORKING TIME

Section 9 Hour s of work

1. Regular working hours shall not exceed 8 hoarsday and 38
hours per week.

2. Regular working hours on ordinary weekdays dbedjin no
earlier than 08.00 and end by no later than 17786.additional
time and overtime regulations in subsection 1 ofisa 10 of this
collective agreement shall apply if working hours gemporarily
exceeded in customer service.

Regular working hours forming a continuous perietiAeen 08.00
and 19.00 on ordinary weekdays (Mon-Fri) may beadrn
employment that began on 1 April 2000 or thereafter

Morning, evening, night and Saturday work bonusaallsbe
increased as of 1 July 2010. The increased moramd) evening
work bonus shall be EUR 4.44 per hour, and theeBmed night and
Saturday work bonus shall be EUR 5.43 per hour.

3. Regular working hours shall nevertheless endG®0 on the
eves of church festivals, Finnish Independence (Baipecember)
and 1 May.



4. Saturdays and the eves of New Year, MidsummerGlhiristmas
shall be days off.

An employer and a clerical employee may agree galag work to
be performed on New Year’s Eve. This agreement als specify
the time of a corresponding day off. Regular wogkimours shall
end at 16.00 on New Year's Eve.

5. For every weekday public holiday not falling anSaturday,
weekly working hours shall be reduced by the nundfdrours that
would have been worked on the day that fell onvikekday public
holiday.

6. There shall be a daily rest period of not Idemnthalf an hour,
during which the clerical employee shall be entitte vacate the
workplace. The rest period may be reduced or ehteith by local
agreement.

Minuted note:
Any change shall be agreed with the shop stewdarde
implementation.

7. The employer and clerical employee may agre¢henduration
and scheduling of regular working hours accordm@ fprotocol on
individual working time. The average hours of wanky then be 10
hours a day and 48 hours a week, provided that ingrkme does
not exceed 40 hours a week over an averaging period

No conversion to individual working time shall beoposed by the
employer during the trial period of a clerical eoy#e.

The protocol on individual working time is attached this
agreement as Appendix 2.

Minuted note:
The employee association shall not be hostile ® th
foregoing agreements, provided that they are enterte

voluntarily. Changes in the working hours and opgni
times of an enterprise or establishment thereofl $lea
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negotiated with the shop steward in accordance thigh
Act on Co-operation in Undertakinys

8. Inexpediently short working shifts must be aenidNo shifts of
less than 4 hours may be used unless this is eztjinr order to
meet the needs of the clerical employee or for sother justified
reason such as the nature or short duration of/thk.

9. The employer and the employee may agree comgeomn-duty
time outside of regular working hours.

The compensation for on-duty time shall be agreealdvance. The
collective agreement salary, morning, evening, neyid Saturday
work bonuses, compensation for working on Sundays @ublic

holidays, and overtime bonus element shall be paicany work

done during on-duty time.

10. The employer and employee may agree that distework will

be done. The principal terms and conditions gowerndistance
work shall then be agreed in writing in accordawaé the protocol
in Appendix 6 hereto.

Section 10 Additional work and overtimein traditional
hour s of wor k

1. The basic hourly salary for the number of haarguestion shall
be paid for additional work, meaning work done s behest or
with the prior consent of the employer on an ordinaeekday in
addition to regular working hours, that does natstidute the work
done in addition to or outside of the regular wogkhours referred
to in section 9 of this agreement.

2. Scheduling of working time shall allow for the fresntly
repeated overstepping of regular working hours theturs in
customer service, or corresponding time off or rizal
compensation for this time shall alternatively hesd.



3. A clerical employee who participates on the psgb of the
employer in an industry-related training, advisany information

event held outside of regular working hours anahas otherwise
compensated for this time in accordance with thdectve

agreement shall be compensated by paying the hasidy salary
for the time spent at the event or by grantingesponding time off
from regular working hours.

Compensation shall only be paid for the time spanthe event
proper (the business component). The current tragelegulations
of the enterprise shall also apply with respeckewents that are
arranged in other districts.

4. Work done in addition to or outside of the reguworking hours
referred to in section 9 of this agreement shalktitute overtime.

The hourly salary rate shall be increased by 50cpat (“time-and-
a-half”) for the first two hours of daily overtimend by 100 per
cent (“double time”) for subsequent hours.

The salary for weekly overtime shall be increasgdbb per cent
(“time-and-a-half’) for the first eight hours andO@ per cent
(“double time”) for subsequent hours. A clerical@ayee shall be
compensated in accordance with weekly overtime ladigns for
any work done on a day off.

The hourly salary for overtime done on Sundaysrdndestivals,
Finnish Independence Day (6 December) and 1 Mayl $®
increased by 150 per cent for the first two hourd 200 per cent
for subsequent hours.

5. An increase of 100 per cent on the hourly sastuall be paid for
all hours worked on Sundays that do not constitwertime. The
compensation stipulated for overtime done on a Surghall be
paid for hours of work done in excess of eight lsour

Work may be assigned on a Sunday that is the alesimployee’s
weekly rest period in exceptional circumstances] arhen the
clerical employee is needed to work on a tempadbpasjis in order to
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maintain the regular flow of work at the enterprige addition to
the salary increase for Sunday work or overtimeneti off
corresponding to the hours worked during the weekbt period
shall be granted from regular working hours on soonginary
weekday of the working week following the Sundaygirestion. If
this time off cannot be granted, then the basiali@alary shall be
paid for each hour of work done.

6. The working week shall begin on Monday.

7. The hourly salary forming the basis for reckgn@ompensation
for additional work and overtime shall be obtairsddividing the
monthly salary by 156.

8. The salary payable for overtime may be exchanfmd
corresponding time off from regular working hourghathe consent
of the employer and the clerical employee. The saldry shall
nevertheless be increased by the percentages tbald whave
applied to bonus compensation. The said time ofien shall be
granted and taken as follows:

Overtime may be taken as time off in lieu wherageeed so that:
[ time off in lieu of overtime accruing in JanuaryRduis
granted and taken by the end of August
[ time off in lieu of overtime accruing in July-Decbear is
taken by the end of February in the following year.

Time off in lieu of overtime may also be grantedotlter times by
special agreement. The federations recommend that saich
agreement be concluded in writing.

9. A local agreement may be concluded in writingween the
employer and the shop steward on the performanagpatio 250
hours of overtime in a calendar year notwithstagdinbsection 1 of
section 19 of the Working Hours ActThe same tracking period
may also apply when the opportunity for 80 addaionvertime
hours has been agreed at an enterprise.
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4. ABSENCES
Section 11 Sick leave pay

1. If a clerical employee hired by the employeragmermanent basis
is prevented from working due to illness or acctdand has not
brought about the disease or accident wilfully brotigh gross
negligence, then the employer shall pay sick lesatary to the
clerical employee for each occasion of illness.

2. The duration of the salaried period shall depemdhe length of
the employee’s continuous employment as follows:

e under 3 years 28 days
» atleast 3 years but under 5 years 35 days
o atleast5 years but under 10 years 42 days
e over 10 years 56 days

Notwithstanding the provisions of the precedingagaaph, salary
in temporary employment that has continued forlaoger than 3
months shall be paid in accordance with sectiomfldhapter 2 of
the Employment Contracts Aets follows:

« employment of less than 1 month: 50 % of the sdiaryhe
day of onset of illness and the following 7 ordinar
weekdays

 employment of 1 — 3 months: the salary for the dlagnset
of iliness and the following 7 ordinary weekdays

3. Sick leave salary shall be paid as follows & game illness of a
clerical employee recurs within 30 calendar dayseatfirning to
work:

« the periods of absence shall be added togethertlzand

salary payable for them shall be paid as for alsipgriod
of illness

11



» the salary shall nevertheless be paid for the mgigeriod
under the Sickness Insurance Acte. for the day of onset
of illness when this is a working day.

4. If no per diem allowance referred to in the 8&$s Insurance
Act’ is paid for reasons due to the individual cleriaployee, or if

the sum paid is less than the employee’s statueniytiement

pursuant to sections 16 and 17 of the said Act) the employer
shall be entitled to deduct from the sick leaveigahny per diem
allowance or portion thereof under the said Act thas not paid in

whole or in part due to the clerical employee’sduxt.

5. Any per diem allowance or comparable compensatat the
clerical employee receives for the same periochodpacity to work
from a sickness insurance fund supported financidly the
employer, or pursuant to the Employment Accidentsutance
Act”, the Employment Pensions Acbr the Motor Insurance ACt

shall be deducted from the sick leave salary.

If sick leave salary has been paid before any ef fitregoing

compensations was paid, then the employer shahbted to draw
the compensation or to reclaim the said sum from c¢lerical

employee to the extent that this does not excemgdum paid by the
employer.

6. A clerical employee shall be required to anneuatcthe earliest
opportunity that an iliness has prevented the epg@drom coming
to work.

7. The incapacity to work shall be authenticated request by
means of a certificate issued by a medical praci designated by
the employer and procured at the employer’s expense

Minuted note:
An incapacity to work lasting from 1 to 3 days araturring
during an epidemic of influenza, common cold etayralso
be authenticated on request by some reliable atauther
than a medical certificate.
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Section 12 M edical examinations

The employer shall make no deduction from the gadhra clerical
employee for regular working hours in the casegifipd below. It
shall be a condition of applying these regulatioimat the
examinations or tests have been arranged withcedless loss of
working hours, that the examinations could not hdween
conducted outside of working hours, and that theleyer was
notified of them in advance.

1. Non-statutory medical examinations

The clerical employee attends the medical exanunatand
associated laboratory tests and X-ray examinatanaered by a
medical practitioner that are essential for diagmpsan illness. This
shall also apply to incapacity to work caused by diced

examinations and to monitoring or examinations asgital due to
symptoms of iliness.

The clerical employee attends a medical examinagioccount of
a previously diagnosed illness. This will concehe tfollowing
cases:

a substantial aggravation of the illness requirbe t

employee to seek a medical examination

e a chronic illness requires a medical examinatioriopmed
by a competent consultant medical practitioner rigieo to
prescribe treatment

e« an examination conducted by a competent consultant
medical practitioner is required in order to prdser
treatment involving the issuing of a prescriptioor f
procurement of some instrument such as spectacles

* a medical examination required to prescribe treatnfier
some other previously diagnosed illness if the iserwas
not available outside of working hours

 incapacity to work arising from cancer treatmentmges.

2. Medical examinations and checkups involved agpancy
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The clerical employee attends an examination thassential for
obtaining the medical or health centre certificegeuring the said
employee’s entitlement to maternity benefit.

A pregnant employee attends prenatal medical exatioims and
essential checkups at a maternity clinic duringkivay hours if the
said services must be provided during working hours

3. Statutory medical examinations

The clerical employee attends a medical examinatioat is

required for a new job or otherwise for statutogasons. The
employer will then compensate the employee for edbential
travelling costs. The employer shall also pay agiem allowance
if an examination of this kind or an associated teperformed in
another district. If the examination takes placerirdu the

employee’s time off, then the employee shall bel pae minimum

per diem allowance provided in the Sickness Insteahct. These
compensations shall only be payable if the emplaye®t entitled
to sick leave salary at the same time.

Section 13 Special mater nity, mater nity, paternity,
parental and child careleave

1. The employee’s rights to special maternity, mmatg, paternity
and parental leave and child care leave shall berged by the
Employment Contracts Acand the Sickness Insurance Act

Minuted note:
The length of maternity leave is 105 ordinary wesjs]
beginning no later than 50-30 ordinary weekday®teethe
estimated date of confinement and ending no latam 65-75
ordinary weekdays thereafter. The clerical emploggall
thereafter be entitled to 158 ordinary weekdaygafental
leave.

The employer shall be notified of parental leave amonth
before the estimated date of confinement whereilplesdut

14



no later than two months after the birth. Any claltre leave
to be taken after parental leave shall be announcelter
than two months before the parental leave ends, aaryd
further periods of child care leave shall be anmedmo later
than two months in advance.

2. The employer shall pay salary to the clericaplyee for three
months of a maternity leave period and for thet f#ig paternity
leave days (no more than five working days) of teqty leave
period.

3. In enterprises with no more than 9 clerical aypés the
employer shall have the option of paying the ddfere between the
salary and the maternity benefit payable under $#iekness
Insurance Act for three months after determining the size of the
said benefit.

4. The maternity benefit for the period for whitte temployer pays
maternity leave salary shall be paid to the emplgyarsuant to
section 28 of the Sickness Insurance’Aitthe maternity benefit is
lost owing to default on the part of the clericah@oyee, then a
corresponding sum shall be lost from the salary.

5. Toimihenkil6n ollessa hoitovapaalla, ei hanelk oikeutta
aitiysvapaan palkkaan, eika tallaista poissaoletadiuomioon
tyossaoloajan veroisena maariteltaessa tyosuhestodtkaan
sidottuja etuuksia, ellei muuta ole laissa saadattgrikseen
sovittu.

Section 14 Temporary leave of absence

1. A clerical employee shall be entitled to sherporary unpaid
leave of absence due to a case of acute illnesise@in the family.
The clerical employee shall lose no annual holidatitlement in
respect of such an absence.

2. A clerical employee shall be entitled to no mahan four

working days of temporary child care leave in orttecare for, or

to arrange care for the clerical employee’s chidier ten years of

age, or for another child under ten years of agadi permanently
15



in the clerical employee’s home who has sudderlgrfall. Salary

shall be paid to the clerical employee in accordanith sick leave
salary regulations for no more than three daysy ©nk parent may
take temporary child care leave at a time. Theicdéremployee
must notify the employer at once when taking terapochild care
leave, and of the reason for doing so. A non-custauiardian shall
also be entitled to temporary child care leave.

3. A clerical employee shall be given an opporturitt attend
diagnostic laboratory tests or hospital examinaioaf the
employee’s child aged under 10 years or handicapp#d without
loss of earnings. A non-custodial guardian shalb de entitled to
temporary child care leave.

4. Efforts shall be made to arrange an opportufotya clerical
employee to take a brief and temporary leave oérmdxs due to the
death and funeral of a close relative. The cleraaployee shall
lose no annual holiday entitlement or earningsespect of such an
absence.

Minuted note:
A close relative in this context shall chiefly dém@ parent,
grandparent or parent-in-law, child, spouse otirsipl

5. A clerical employee shall be granted paid leafvabsence for the
day of the employee’s marriage or registrationartmership.

6. A clerical employee whose employment has coetinfor not
less than one year shall be granted paid leavesdrae for the day
of the employee’s 8band 6@ birthday if the said birthday falls on
the employee’s working day.

7. A clerical employee shall lose no earnings wparticipating in
voluntary or conscripted military service or an eqlent event held
for volunteers.

8. A clerical employee who participates in militagserve training
shall be paid the difference between the employsa&lary and the
reservist pay for the days of this participation.
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9. A clerical employee serving as a member of allaouncil or
executive board, or of an election board or comimmsdawfully
appointed for the purpose of national or local goweent elections
shall suffer no loss of annual holiday entittiemanthe event that
the meetings of the said organs are held duringetingloyee’s
working hours. If a meeting of the said organs eédhduring the
employee’s working hours, then the employee shallphid the
difference between the employee’s salary and tinepemsation for
lost earnings paid by the local authority to théeak that the said
compensation may fall short of the said salary. difference shall
be paid when the clerical employee has rendereacaount of the
compensation for lost earnings paid by the loc#t@nity.

10. The clerical employee shall agree with the eygl on the
leaves of absence referred to in the foregoingguapds 1-8 of this
section.

11. Any established practices in the enterprise&eonng the
temporary leaves of absence referred to in thisseshall
nevertheless not be impaired on account of sigtinisgcollective
agreement.

5. ANNUAL HOLIDAY S, HOLIDAY BONUSAND
SAVED LEAVE

Section 15 Annual holidays

1. Annual holidays and the salary or compensatayaple for them
shall be governed by annual holidays legislatiofess otherwise
stipulated by collective agreement.

Minuted note:
The daily salary or compensation payable for anhoétlays
shall be obtained by dividing the monthly wage By 2
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2. A clerical employee shall be entitled to twoinedty weekdays of
holiday for each full leave-earning month.

3. A clerical employee whose employment has coetinfor not
less than one year without interruption by the efdhe leave-
earning year preceding the holiday period shallebstled to 2.5
ordinary weekdays of holiday for each full leaver#ag month.

Minuted note:
As prescribed in section 5 of chapter 1 of the Eypient
Contracts Act a brief discontinuation of employment between
several consecutive periods of temporary employnagmeed
with a clerical employee shall not diminish the doype’s
entittement to accrued annual holiday and to thiargaor
compensation payable in respect thereof.

4. Unless otherwise agreed between the employertlandlerical

employee, a period of 24 days of annual holidayammy shorter

period that is the entire annual holiday, shallgbented as a single
continuous holiday period at some time between 3/ Mad 30

September including these days.

Minuted note:

Should the employer and the clerical employee atipaepart
of the annual holiday will be taken outside of kbave-taking
period proper, then a mutually binding agreemesil skiso
be concluded at the request of either party comugrihe
time when the clerical employee will take the agreart of
the annual holiday. This agreement may only besiele if it
occasions exceptionally severe difficulties for kng
arrangements.

5. Unless otherwise agreed between the employerttandlerical

employee, the part of the annual holiday exceedihgays shall be
granted as a single continuous holiday period atestme between
1 October and 30 April.

6. Before the leave-taking period begins the engloghall
endeavour to arrange an opportunity for a newly leysul clerical
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employee to take unpaid job release in additioarny paid annual
holiday so that the period of paid and unpaid laglitbtals not less
than 1 week.

7. The federations have concluded a separate lotmc the
collection of a saved leave period pursuant toieect6 of the
Annual Holidays Act. This protocol is attached as Appendix 4 to
this collective agreement.

Section 16 Holiday bonus

1. A clerical employee shall be paid a holiday ®al50 per
cent of the salary for the employee’s statutoryuahholiday.
The holiday bonus shall be paid together with tbidiay salary
before the annual holiday or part thereof commences

An enterprise may pay the holiday bonus for theerinnual
holiday at a separately notified time. If the enyphent ends
before part of the holiday has been granted, thgrhaliday
bonus that has been paid in advance may be redainhen the
employment ends.

2. The clerical employee and the employer may agnethe
exchange of all or part of the holiday bonus faresponding
time off to be taken during the calendar year iaggion or by no
later than the beginning of the next summer holigagod. Any
such agreement shall be concluded in writing.

The federations have concluded a separate protappendix
4) on the conversion of holiday bonus into paid/éeand its
combination as saved leave.

3. Holiday bonus shall also be paid in respectatiiay
compensation to a clerical employee who retiresldrage or
other pension or takes child care leave, and teri&al
employee departing to perform compulsory or volontailitary
service.
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4. If the employment ends during the leave-takiagqul for
reasons that are not due to the clerical emplay@eilison, then
holiday bonus shall be paid in respect of the ahnoleday
compensation that has accrued for the completeg{earning
year.

Section 17 Saved leave

1. The clerical employee and the employer may agneethe
collection of paid saved leave in accordance witk protocol
appended to this agreement. The protocol and a Inampleement
are set out in Appendices 4 and 10.

6. OTHER REGULATIONS

Section 18 Travelling

1. The travelling regulations agreed between thaerigions are
attached hereto as Appendix 1.

Section 19 Group lifeinsurance

The employer shall arrange and defray the cost roum life
insurance for clerical employees in the manneredjf@etween the
national labour and employer confederations.

Section 20 Rationalisation measures

In the event that automation or other rational@atneasures bring
about a change in the duties or terms and conditodrservice of
clerical employees, any measures shall be precduedthe
associated negotiations and notifications thatracgired by law
and by the inter-federation agreement on co-opmerati
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View of the feder ations:

The adoption of new booking and information systémthe travel
agency sector brings changes in the duties of ltragency
employees and in the skills that they are requingabssess.

It is essential for travel agencies to forecashglea and to pursue a
systematic, long-term human resources policy ineort ensure
staff job security. Change must be managed thraxggbperation
between the employer and staff representativexcordance with
co-operation agreements. Local co-operation is iquaarly
important.

The federations stress the importance of maintgiamd enhancing
the skills of travel agency employees for restruoty the travel
agency sector. The impact of new booking and infdiom systems
on the content of duties, on working arrangements @ training
should be investigated before these systems aceigw and taken
into use. Efforts should also be made to plan imginogether with
users and implement it at the right time.

7. SHOP STEWARD AND BARGAINING SYSTEM,
INDUSTRIAL PEACE

Section 21 Shop steward

1. The clerical employees shall be entitled to tete or more of
their number to serve as shop stewards to représemt in matters
concerning the interpretation of this agreement #&mons and
conditions of employment in general, and to supendompliance
with this collective agreement on the part of thadsclerical
employees. The employer shall be notified in wgtof the election
of a shop steward without delay.

21



Shop steward elections shall allow for the sizéhefworkplace, for
its geographical location, and for the structuretloé enterprise
operating unit.

2. A chief shop steward may be elected for an pntr in which
no fewer than 30 clerical employees work regularly.

3. A person elected to serve as shop steward mayenlearassed or
dismissed on account of the said function.

4. Suitable premises shall be assigned where peswba shop
steward who serves in customer service duties ootherwise
unable to attend to the duties of shop stewarchatworkplace
proper.

A shop steward shall be granted adequate timeregudar weekly
job release where necessary, for the purpose chaliging shop
steward duties as locally agreed. Unless otherluisally agreed,
the job release of a chief shop steward shall keraened as
follows:

Number of employees Job release
aver age weekly
31-70 3 hours per week
71-120 5 hours per week
121 - 260 8 hours per week
261 — 15 hours per week

5. Shop steward fee

The following compensation shall be paid to a shigward as of 1
July 2010:

Number of employees:

10-30 19.34 €/month

31-70 42.42 €/month, 52.41 €/month for a chiefpssteward
71 -150 73.29 €/month

151 — 106.06 €/month
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The compensation shall be paid to one shop stewarml travel
agency or establishment.

6. The other regulations governing the rights shap steward are
attached hereto as Appendix 3.

7. The Shop Stewards Agreement concluded between th
Confederation of Finnish Industry — EK and the ant
Organisation of Finnish Trade Unions — SAK shalplgpn other
respects.

Minuted note:
The regulation on chief shop steward dismissals lapoiffs
also applies in enterprises with fewer than 30 ichér
employees.

Section 22 L abour protection delegate

The regulations governing the rights of a labowtgetion delegate
are attached hereto as Appendix 3.

The following compensation shall be paid to no nthe:n one
labour protection delegate representing all ofdleeical employees
of an enterprise as of 1 July 2010 for dischargimegduties of
labour protection delegate:

Number of employees:
20-99 20 €/month
100 — 44 €/month

Section 23 Meetings at the workplace

1. The Finnish Transport Workers’ Union — AKT andegistered
affiliated association and branch thereof may ayeameetings
outside of working hours to discuss matters of @ymplent at the
workplace, provided that:

a) holding of the meeting is agreed in advance thighemployer
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b) the employer designates a suitable venue fomieting
c) the organiser is responsible for order and dileass

d) the organiser is entitled to invite represem&siof the union to
the meeting.

Section 24 Job security of a deputy shop steward

If the employer dismisses a deputy chief shop stéwadeputy
shop steward at a time when the latter does noyehg status of
shop steward, then the said measure shall be dedueeit the
employee’s shop steward duties unless the emptareprove that
it was due to some other reason.

Section 25 Payment of member ship subscriptions

The employer shall withhold trade union membershipscriptions

from the salary of a clerical employee who has augled the

employer to do so, and shall furnish the clericabmyee with a

certificate of the sum withheld for taxation purpssfter the end of
the year. The employer shall remit the membershissriptions so
accruing to the bank account designated by theishnfiransport

Workers’ Union — AKT at the separately agreed times

Section 26 Settlement of disputes

1. Any disputes over the application, interpretator infringement
of this agreement and its incorporated appendidesll sbe
negotiated initially between the employer or repraative thereof
and the clerical employee or competent shop steward

2. If no common understanding is achieved in lauagjotiations,

then a memorandum of the points of dispute andefviews and

justifications of the parties shall be prepared mghpossible. The

memorandum shall be drawn up and signed in duplicaith one
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copy retained by each party. After the memoranduam heen
completed either party may submit the dispute &féaerations for
settlement.

3. Efforts shall be made to commence negotiatioosh bat
enterprise and federation level at the earliestodppity and to
conduct these negotiations without unwarrantedydela

4. If no common understanding is achieved in iféeleration or
possible inter-confederation negotiations, then rieter may be
submitted to the Labour Court for settlement.

Section 27 Industrial peace obligation and consequences
of breaching the agreement

1. All industrial action directed against this agrent as a whole or
in respect of any individual regulation thereoflsba prohibited.

2. The sanctions for infringing the collective agreent shall be
determined pursuant to the Collective Agreements ikcforce at
the time of signing the agreement, having regardséparate
provisions agreed between the national labour amglayers’
confederations.

Section 28 Validity of agreement and negotiating
procedure

1. The agreement shall remain in force from 22 ROHED until 30
April 2012, and thereafter for one year at a tinmdess written
notice of its termination is served by either oé ttederations no
later than two months before the said terminataies$ effect.

2. The terminating party shall furnish the othertypdereto with a
memorandum of amendment proposals when terminatimg
agreement. The termination shall be null and vordess this
procedure has been observed.
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3. The regulations of this agreement shall remairfiorce until a
new agreement has taken effect or until eitherhef negotiating
parties declares that negotiations between thera based.

Helsinki, 21 June 2010

Employers’ Association of the Special Branches — ET

Finnish Transport Workers’ Union — AKT
Finnish Transport Workers’ Union — AKT / Tourism rees
Section — MAILI

8. PAY AGREEMENT

Section 1 Scope of the agreement

1. This agreement shall govern the pay of clecaployees of full
working capacity aged 17 years and over working fi@vel
agencies.

2. This agreement shall not apply to members oferpnte
management such as Managing Directors, deputy neamagffice
managers, heads of independent departments orandept office
managers, who represent the employer when detergithie terms
and conditions of employment and remuneration oérichl
employees.

Section 2 Salaries

1. The salaries paid to the clerical employeesayval agencies shall
at least comply with the salary groups and scagipe@ded hereto,
and with the following regulations.
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Minuted note:
The minimum salary of a messenger aged 17 year®aed
shall be 85 per cent in the first year, 90 per aethe second
year and 95 per cent in the third year of the fpestr salary
scale for salary group A in the Helsinki cost @frig area.

Messengers who have served in the sector for rharethree
years shall be assigned, where the service peoagdaiires,
to the Al scale for the cost of living area coneérand then
to the A6 scale as service continues.

Section 3 Hourly pay

1. A clerical employee whose employment lasts &sslthan one
month or who works in a part-time capacity witregular hours of
work may work on hourly pay. The hourly wage oflswcclerical

employee is then obtained by dividing the scalargatoncerned by
156.

The minimum weekly or monthly working time shall lsettled
when agreeing on hourly work and an effort shalhtzde to agree
on the main principles governing the schedulinghafirs of work.
Hourly work shall also comply with the regulatiomfsan individual
working time agreement.

Minuted note:
Part-time employees enjoy the right of first refugsdien an
employer is in a position to offer full-time wor&s stipulated in
section 5 of chapter 2 of the Employment Contracts

3. Weekday public holidays shall not reduce the kiyegorking
time of an hourly paid clerical employee that haerb agreed in
advance.

Section 4 Daily pay

1. The daily pay of a clerical employee shall beaoted by
dividing the monthly salary by 21.
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2. The daily pay shall be used when deducting wuhgays of
absence from the monthly salary. If a salary paymenth has
fewer than 13 paid days, however, the monthly gahall be
reckoned by multiplying the daily pay by the numbé&working
days. The provision governing the reckoning ofydpay shall be
introduced by no later than 1 January 2011.

3. If a clerical employee works for less than a thothen salary
shall nevertheless be paid for not less than ewerking day or day
that is equivalent to a working day.

Section 5 Regional cost of living classification

1. The salary payable shall comply with the geneast of living
classification of local authority districts confieth by the
government resolution issued on 7 October 1983 waitd the
division of local authority districts that is cunteat the time of
signing the agreement.

Minuted note:
A separate salary scale has nevertheless beendagrethe
Helsinki Metropolitan Area (Helsinki, Espoo, Kauiman,
Vantaa).

2. The foregoing regional cost of living classifioa is appended to
this collective agreement.

Section 6 Trainees

1. The trainee period in the sector shall be onar yand the
minimum salary of a trainee shall be 90 per centhef first year
salary on the salary scale concerned.

2. There is no trainee period on salary scale A.
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3. The organisation of trainee work at the workplaball seek to
allow sufficiently for training objectives that falmarise the trainee
with vocational practices and conditions in theteeand prepare
the trainee for the profession, and for labourgutibn aspects.

Section 7 Vocational training

1. If a clerical employee has completed a tourisagramme of not
less than 2 years approved by the National Boakdotation, then
this programme together with the traineeship pematuded in the
associated syllabus shall be deemed equivalentrtoreee period in
the sector.

The value of other trainee periods at tourism itrgusducational
institutions for reducing the trainee period sha&llagreed separately
in each case between the employer and the clemsployee.

Minuted note:
The federations have agreed that the foregoingtipeam
relation to the trainee period shall also apply cterical
employees who are in the sector at the time ofisggthe
agreement unless other arrangements concerningydinee
period have been agreed between the employer amd th
clerical employee.

2. A clerical employee who has completed a 3.5-ysmacialised
travel agency programme approved by the Nationahr@oof
Education at a university of applied sciences,uditlg a trainee
period of not less than 3 months in travel agendyed proper, shall
be assigned directly to the second year of semmipay scales.

3. If a clerical employee has completed and paasgthgramme at
a commercial school or college, then this shall deemed
equivalent to the trainee period for office dutreshe sector.

4. One year shall be added to the sector seniofrigyclerical
employee who has completed a further qualificaitioinavel
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services, provided that the said employee hasneeiqusly been
credited with seniority on educational grounds.

Section 8 Wage classification

1. The salary scale shall be determined accordntihé group to
which most (at least 50 per cent) of the dutiedgpered by the
clerical employee belong.

2. It shall be a condition of attaining a seniolayel specified in a
salary scale that, in addition to the trainee mkrtbe employee has
been on the salary scale concerned for long endoghthe

minimum salary under the salary scale to becomalgayas of the
start of the salary payment period following the ehthe said year.

Minuted note:
No salary scale seniority shall accrue for a penbdinpaid
absence or leave following an uninterrupted absence
exceeding 3 months unless the absence is deemealeqt
to working time under the Annual Holidays Act

3. A clerical employee shall be subject to a fouwrnth period of

familiarisation on transferring to a higher salagale. During the
said period, the employee shall be paid the saladger the previous
salary scale plus half of the difference betweendglary under the
new salary scale and under the appropriate sgnitvel of the

previous salary scale.

4. The salary of a clerical employee entering #&a@, who works
in travel agency duties proper, shall allow to asmnable degree for
previous work of the clerical employee in corresgiog duties.
This allowance shall be made when determining émeosity period
on the salary scale concerned.

Minuted note:
Examples of duties of this kind include serving agour
director or tour guide, sales and bookings, pricamg sales
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promotion duties in an airline or shipping linelesasecretary
duties in hotels, and hotel reservation duties imaRd and

abroad.

Assessments of previous experience shall allow tfe
correspondence between duties and the time at wihieh
previous work was performed.

If a clerical employee entering the sector is ergam non-travel
agency duties and has served in the same capaatyother sector,
then the employee shall be credited for the timweskin these
duties when determining seniority under the satagte concerned.

Minuted note:
Examples of such duties include duties on salaales&, and

management of accounts payable and receivable,irmpok
centre and cashier services.

Section 9 Wage classification definitions

A. Definitions of travel agency duties proper

1. Salary scale C+
General customer service clerical staff regulaelirsy and pricing
international flight tickets fall under salary se&l+.

- A tour manager or operations clerk falls unddarsascale C+.
These staff take care of changes and cancellaiionsookings
(quotas) made for various tour departures in acood with
booking situations and agreed deadlines, and ingrrfoperate)
the practical arrangements involved in tour progreas. They also
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communicate with travel service providers and agjanform target
staff, and commission and check travel documents.

2. Salary scaleD

Businesstravel saleswork
These staff work in a special business travel depart or have
been appointed to some other unit to take caraeisihlbss travel.

- The function of these staff is to take comprehensare of
business travel arrangements independently, whielans taking
responsibility for performing the measures requiladincoming
bookings. Such measures include receiving bookireysd
communicating with enterprise staff responsible tfavel affairs,
explaining alternative routes, accommodation ofgtiand available
price bands, placing the required reservationsngakare of other
travel arrangements, preparing tickets and otheumhentation and
taking responsibility for their accuracy, and emsgirthat they are
sent to the customer and that invoicing is arranged

- This kind of sales work characteristically inve$scontinual travel
on international scheduled services and the hargaton of various
special prices arising.

Group travel saleswork
- These staff serve in a separate group travelrttapat or they are
appointed to some other unit that takes care afgtcavel.

- The function of these staff is to take care obuyr travel
arrangements independently, which means takingoresipility for

performing the measures required by incoming reguies offers
and bookings. These duties include preparing qffdesining travel
programs, explaining optional transport and traagbhngements,
pricing offers and bookings, placing the requirezbearvations,
implementing (operating) and supervising travelaagements,
ensuring that tickets and other documentation eepgred correctly
and dispatched, examining incoming invoices andntpkcare of
invoicing, and communicating with the customer.
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- This kind of sales work characteristically inve$v individually
planned foreign travel comprising several traveVise elements.

Production work

- These staff independently plan and price towelrgrogrammes
in accordance with general guidelines. Their dutieslude
participating in service package planning, obtajnthe necessary
information on various travel services and seryiaekage elements
and on their prices, and designing travel prograsingalculating
price options, pricing travel programmes accordiioag general
guidelines provided, and participating in the pragan of travel
brochures.

- This kind of production work characteristicallpvblves tour
travel programmes to several foreign destinatiomsnarising
several travel service elements.

Ticket pricing
- These staff work in a specialised ticket pricdepartment or have
been assigned to some other unit to take carelddttpricing.

- The function of these staff working independentyto price
international scheduled flight, shipping, train atfdis tickets
applying the associated special rates. This workstmaovolve
pricing of journeys to several destinations abrd&icing of direct
train, bus and shipping tickets departing from &md is
nevertheless not counted as demanding work onysstate D.

Sales promotion

- Staff appointed to engage in sales promotion.

- These staff independently plan and implementasust visits and
work to secure new customer accounts in accordasbegeneral
guidelines. Their duties also include offering eptse products to
separately determined target groups.

| ncoming wor k
- These staff work in a specialised incoming departt or have
been assigned to some other unit to take carecomimg duties.
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- In accordance with general guidelines, thesd staependently
plan, price and prepare offers and implement grdtgvel
programmes comprising several travel service elésnat include
overnight stays at several locations, and/or assesmonsibility for
planning, pricing and administering the travel sgr\elements and
technical arrangements for international confersnce

- Incoming work of this kind characteristically ibives
administering accommodation, transportation, taurend other
travel programmes and designing printed products.

Working group supervisor or unit leader
- The clerical employee is appointed to serve sservisor or unit
leader.

- The function of a supervisor and unit leadewisakke independent
responsibility for assigning the duties of the wogk group, to

supervise the performance of duties within the waylgroup, to be

responsible for planning with respect to the assgm and

performance of duties, and to issue implementatstructions to

the working group in accordance with given gengrstructions.

- It is also typical for a supervisor and unit leadlo participate in
duties performed by the working group.

3. Salary scale D+

- An Office Manager and Head of Department fallwghin the
scope of this agreement, and a departmental marthgesupervisor
or unit leader of a working group that mainly (@s$t 50 per cent)
performs duties referred to in salary scale D, @rdcal employees
who perform training, advertising or public relatsoduties on a
full-time basis shall be deemed to belong to sakogle D+ and
shall be paid in accordance with the nature ofdtes and their
personal competencies, and not less than the sdtarythe
appropriate seniority level of salary scale D+.

4. Per sons falling beyond the scope of the collective agreement
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The termindependent Office Manager falling beyond the scope of
the collective agreement and the pay agreement s#fal to the
following persons:

- The duties are mainly to perform supervisory, atgarial,
planning and administrative work, and to secure retomer
accounts.

They characteristically involve:
- Spending less than half of all working time or@age involved in
performing travel agency staff duties of a routtharacter.

- Taking responsibility for office operations, résuand new
customer procurement, and preparing a budget pabdos the
office on the basis of given general guidelines.

- Exercising the employer’'s right to direct and ewyse in the
office with respect to subordinate staff and takipgrt in the
selection of new clerical employees for the office.

B. Definitions for office duties

1. Salary scale C

Demanding settlement work

- Demanding settlement work characteristically ines the ability
to work independently on the basis of given genguadelines. The
duties must include international settlements arettiesnent
summaries. Demanding settlement work calls for igpexpertise
and familiarity with the tourism sector.

2. Salary scale C+

General office staff

- Beginning from the second year seniority levéhffsworking in
financial and administrative functions in a traagency are deemed
general office staff, on the condition that thegeatedly discharge
at least three functions referred to in salaryes€al General office
staff of this kind are assigned to salary scale C+.
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3. Salary scale D

Demanding bookkeeping work

- Demanding bookkeeping work characteristicallyoives wide-
ranging vocational skills and the ability to workdependently on
the basis of given general guidelines in such fonstas posting
items to accounts and assisting in the compilatdnfinancial

statements. Special expertise acquired throughtieoed training or
work experience is required to discharge theseeduti

Demanding secretarial work

- Demanding secretarial work characteristicallyolres the ability

to take care of a diversity of secretarial funcsiandependently.
Extensive familiarity with the tourism sector amhguage skills are
required to perform these duties.

4. Salary scale D+
Chief bookkeeper
Chief cashier

Chief IT operator

Definition:

The main function of the clerical employee is torbsponsible for
operating and maintaining the enterprise IT systetmh within the
enterprise and externally.

Section 10 Temporary transfers

1. If a clerical employee is assigned to temporaryes that belong
to a higher salary scale than the employee’s regluéies, or if a
substantial portion (30 per cent) of such dutiestamporarily

assigned to the employee, then the employee’s ysathall

correspondingly allow for the said duties.

The said duties shall be taken into consideratosailary insofar as
they are performed for longer than two weeks, arlémger than
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one month if attendance to the said duties is dusgnhual holiday
arrangements.

2. A clerical employee who is temporarily transéerito duties for
which the salary payable is lower than the emplsyesgular salary
shall continue to receive the salary correspontinipe employee’s
regular duties.

3. A temporary transfer order shall be issued tteacal employee
in a verifiable manner.

Section 11 M eal benefit

1. The employer shall arrange an opportunity ferical employees
to take a hot meal during the working day. Lunchgoachers (1
voucher per working day) of an annually agreed eadnd price
shall be sold to clerical employees.

2. The sale of luncheon vouchers shall comply wité current
guidelines and regulations of the National Board aftes.

3. A clerical employee shall pay EUR 2 for a lunmteroucher (1
voucher per working day). The value of a luncheoancher shall be
EUR 8.20 as of 1 February 2010.

4. Clerical employees working a six-hour day ontiphchild care
leave shall also be eligible to purchase lunchemrchers.

5. Other arrangements for taking meals may alsaghbeed locally.

Section 12 Commission pay

It is not the objective of discontinuing commissipay to exclude
the possibility of commission-like rewards paiddoy external party
(such as insurance commissions) or the paymerdrafrgssions for
promoting sales of certain journeys, for examglat are introduced
by the enterprise itself for a designated period.
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Section 13 Validity of agreement and negotiating
procedure

1. The agreement shall remain in force from 22 ROHEO until 30
April 2012, and thereafter for one year at a tinmdess written
notice of its termination is served by either oé ttederations no
later than two months before the said terminataixes$ effect.

2. The terminating party shall furnish the othertp&ereto with a
memorandum of amendment proposals when terminating
agreement. The termination shall be null and vordess this
procedure has been observed.

Helsinki, 21 June 2010

Employers’ Association of the Special Branches — ET

Finnish Transport Workers’ Union — AKT
Finnish Transport Workers’ Union — AKT / Tourism rees
Section — MAILI
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9. WAGE CLASSIFICATION

Travel agency duties proper Office duties
Salary scale A Salary scale A
- duplicating and posting
- filing and archiving
Salary scale B Salary scale B
- settlement work
- cashier work
- ancillary routine office duties

Salary scaleC Salary scaleC

- sales work - recording

- ticket pricing - ledger management work

- reservations - demanding settlement work
- bookkeeping

- cashier management
- secretarial work
- telephone switchboard operation

Salary scale C+ Salary scale C+

- general international office duties "“Year of general office work in the
sector

- tour administration/operating

Salary scale D Salary scaleD

- serving as office administrator - serving as wagkgroup supervisor or
unit leader

- serving as working group supervisor or payroll accounting

unit leader, and demanding:

- business travel sales work - demanding bookkeepork
- group travel sales work - demanding secretar@akw
- journey production work

- ticket pricing

- sales promaotion

- incoming work

Salary scale D+ Salary scale D+

- office or departmental manager or - chief bookkeeper duties
departmental administrator duties falling- chief cashier duties
within the scope of the agreement - chief IT opmrat

supervisor of a working group or unit
engaged in D-level work, or
corresponding duties

- trainer duties

- advertising and public relations duties
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10. SALARY SCALES

Salary scalesas of 1 July 2010 Salary scales as of 1 December 2010
Salary scale A Helsinki Region| Regionll Salary scale A Helsinki Region| Region Il
€ € € € € €
1 1640 1592 1574 1 1653 1605 1596
2 1667 1619 1600 2 1680 1632 1622
4 1706 1656 1637 4 1719 1669 1659
6 1755 1703 1683 6 1768 1716 1705
Salary scale B Salary scale B
1 1709 1659 1639 1 1722 1672 1661
2 1739 1687 1667 2 1752 1700 1689
4 1810 1756 1735 4 1823 1769 1757
6 1875 1819 1797 6 1888 1832 1819
8 1933 1875 1852 8 1946 1888 1874
11 1995 1934 1909 11 2008 1947 1931
Salary scale C Salary scale C
1 1779 1726 1705 1 1792 1739 1727
2 1810 1756 1735 2 1823 1769 1757
4 1886 1830 1807 4 1899 1843 1829
6 1957 1887 1863 6 1970 1900 1885
8 2033 1970 1944 8 2046 1983 1966
11 2102 2035 2008 11 2115 2048 2030
15 2162 2091 2062 15 2175 2104 2084
Salary scale C+ Salary scale C+
1 1831 1776 1755 1 1844 1789 1777
2 1864 1809 1787 2 1877 1822 1809
4 1945 1887 1863 4 1958 1900 1885
6 2020 1957 1932 6 2033 1970 1954
8 2102 2035 2008 8 2115 2048 2030
11 2177 2105 2075 11 2190 2118 2097
15 2242 2166 2134 15 2255 2179 2156
Salary scale D Salary scale D
1 1884 1828 1805 1 1897 1841 1828
2 1919 1862 1839 2 1932 1875 1862
4 2004 1943 1918 4 2017 1956 1941
6 2084 2019 1992 6 2097 2032 2015
8 2173 2102 2072 8 2186 2115 2095
11 2254 2178 2145 11 2267 2191 2168
15 2323 2244 2210 15 2336 2257 2233
Salary scale D+ Salary scale D+
1 1978 1917 1893 1 1991 1930 1918
2 2017 1954 1930 2 2030 1967 1955
4 2112 2044 2017 4 2125 2057 2042
6 2204 2130 2099 6 2217 2143 2124
8 2304 2225 2192 8 2317 2238 2217
11 2392 2310 2275 11 2405 2323 2300
15 2466 2382 2345 15 2479 2395 2370
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11. PROTOCOL ON REVISION OF THE COLLECTIVE
AGREEMENT FOR TRAVEL AGENCIES

Section 1. The undersigned organisations have agreed to rthase
collective agreement for travel agencies in thiefahg manner:

Section 22 AGREEMENT PERIOD

The new agreement period shall begin on 22 Juné 26d end on 30
April 2012.

Section 3:  PAY INCREASESIN 2010

As of 1 July 2010 salaries shall be increased adtwsboard by EUR
15.00 and no less than 0.6 per cent. The salalgssshall be
increased in line with the general increase. Theegse may be paid
retroactively with the salary payment for Augustécessary.

As of 1 December 2010 salaries shall be increasesathe board by
EUR 13.00 and no less than 0.5 per cent. The sataigs shall be
increased in line with the general increase.

In addition to the general increase, the salariesdar cost of living
region Il shall be increased as of 1 December 21idcreasing
salary scales A, B, C and C+ by EUR 9.00, increpsalary scale D
by EUR 10.00, and increasing salary scale D+ by HARO.

Morning, evening, night and Saturday work bonus$ed| e
increased by 1.1 per cent as of 1 July 2010.

Shop steward compensations shall be increasedlipet .cent as of 1
July 2010.

PAY INCREASESIN 2011
By 31 March 2011 the federations shall negotiakergancreases for

iImplementation as of 1 May 2011 and 1 November 28Epotiations
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shall also take place at this time to eliminate cbdiving region II. If
no settlement on salary increases has been reagh#tdMarch 2011,
then the collective agreement shall be open toitextion with effect
from 30 April 2011.

Section 4. REFORM OF WAGE SYSTEM

Reforming the salary system is a joint objectivéhaf federations.
Negotiations shall continue and a decision on tagenshall be
reached by 30 November 2010.

If a new salary system is agreed, then:

o the associated joint training shall be arrange@barch 2011.

o the salary scale for the job requirement will tekiect by no sooner
than 1 May 2011.

o the personal salary element shall take effect Nyplember 2011.

Section 5: TEXT REVISIONS ASOF 1 JUNE 2010
COLLECTIVE AGREEMENT PART 3: WORKING TIME
Section 9 Hour s of wor k

[Amendment of minuted note in paragraph 6] Any deshall be agreed
with the shop steward before implementation.

[New paragraph 9] The employer and the employee agage on duty
work outside of regular working hours.

The compensation for on-duty work shall be agreeadvance. The
collective agreement salary, morning, evening, nagid Saturday work
bonuses, compensation for working on Sundays ahtictwlidays, and
overtime bonus element shall be paid for any warkedduring on-duty
time.

[uusi 10. kohta] The employer and employee mayetrat distance work
will be done. The principal terms and conditionsgming distance work
shall then be agreed in writing in accordance withprotocol in
Appendix 6 hereto.
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TES 4. ABSENCES
Section 12 M edical examinations

2. Medical examinations and checkupsinvolved in pregnancy

A pregnant employee attends prenatal medical exatmims and essential
checkups at a maternity clinic during working horfithe said services
must be provided during working hours.

Section 13 Special mater nity, mater nity, paternity, parental and child
careleave

Paragraph ZThe employer shall pay salary to the clerical erygéofor
three months of a maternity leave period and ferfifst six paternity
leave days (no more than five working days) of @ aty leave period.

[New paragraph 3] In enterprises with no more thaterical employees
the employer shall have the option of paying th&ence between the
salary and the maternity benefit payable undeibkness Insurance Act
for three months after determining the size ofghiel benefit.

The numbering of the following paragraphs will lenged.
Section 14 Temporary leave of absence

Paragraphs 2 and 3: A non-custodial guardian shslbe entitled to
temporary child care leave.

Paragraph 7. A clerical employee shall lose noiegsnwhen participating
in voluntary or conscripted military service or@guivalent event held for
volunteers.

5. ANNUAL HOLIDAYS, HOLIDAY BONUSAND SAVED LEAVE
Section 15 Annual holidays

[Minuted note at paragraph 3] As prescribed inisadh of chapter 1 of
the Employment Contracts Aca brief discontinuation of employment

between several consecutive periods of temporapt@ment agreed
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with a clerical employee shall not diminish the éogpe’s entitlement to
accrued annual holiday and to the salary or congimmspayable in
respect thereof.

Section 16 Holiday bonus

3. Holiday bonus shall also be paid in respectadiday compensation to a
clerical employee who retires on old-age or otlergion or takes child
care leave, and to a clerical employee departimgptiorm compulsory or
voluntary military service.

8. Shop steward, meetings at the wor kplace and member ship
subscriptions

Section 22 L abour protection delegate

[Addition] The following compensation shall be pano more than one
labour protection delegate representing all ofdleeical employees of an
enterprise as of 1 July 2010 for discharging thieedwof labour protection
delegate:

Number of employees:
20-99 20 €/month
100- 44 €/month

[New section 24] Job security of a deputy shop steward

If the employer dismisses a deputy chief shop stéwadeputy shop
steward at a time when the latter does not enjesthtus of shop steward,
then the said measure shall be deemed due to thieyse’s shop steward
duties unless the employer can prove that it wastdisome other reason.

The numbering of the following sections will be ngad.

9. PAY AGREEMENT

Section 3 Hourly pay

[Paragraph 1, subparagraph 2, new minuted note}tifze employees

enjoy the right of first refusal when an employgm a position to offer
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full-time work, as stipulated in section 5 of chexp2 of the Employment
Contracts Act

Section 4 Daily pay

2. The daily pay shall be used when deducting uhgays of absence
from the monthly salary. If a salary payment madmdls fewer than 13 paid
days, however, the monthly salary shall be reckdrechultiplying the
daily pay by the number of working days. The prmnsyoverning the
reckoning of daily pay shall be introduced by nedahan 1 January 2011.
Appendix 3.

15. Rights of shop stewards and labour protection delegates

Section 1 Information to be provided to a shop steward

The contact details of the shop steward(s) eleatdlde enterprise shall
also be made available via the in-house informatistem (e.g. intranet).
Working group

The federations shall appoint a working group tdgren an investigation
during the current agreement period of any neadddify the shop
steward system and the rights and duties of slepastls, and the role of
the shop steward in enhancing local collective diaigg work.

Collective agreement in other languages

The collective agreement for travel agencies dlatranslated into
Swedish and English.

Helsinki, 21 June 2010
Employers’ Association of the Special Branches — ET
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Finnish Transport Workers’ Union — AKT
Finnish Transport Workers’ Union — AKT / Tourismr8ees Section —
MAILI

12. PROTOCOL ON TRAVELLING REGULATIONS,
Appendix 1

Section 1 Scope

All clerical employees governed by the collectivgreement for
travel agencies concluded between ET and AKT gakNvithin the
scope of a travelling regulation satisfying the imiam stipulations
of this protocol.

With the exceptions specified below, the travellnegulation shall
govern “official journeys”, i.e. traveling undekian at the
employer’s behest.

Section 2 Contentsof atravelling regulation

A travelling regulation shall separately specifye tgrounds for
paying whole and half-day per diem allowances ametling,

accommodation and other compensations, and the ramthereof.
The decision as to the sizes of per diem allowasbad allow for

the duration of the journey (a full or half daytaodvel) and for any
gratuitous meal benefit that the clerical employeay receive
during the journey.

Section 3 Official jour neys

The per diem allowance for an official journey $loa not less than
the sum specified in the decision of the Nationahf8l of Taxes
that is in force at the time of the journey.

Minuted note:
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A per diem allowance shall only be paid in the lidds
Metropolitan Area for official journeys to destirats outside
of the said Area.

Section 4 Sudy trips

This expression refers to the journeys formerlyvnas invitation
and familiarisation journeys.

When engaged in a study trip agreed with the engploy clerical
employee shall be paid a full per diem allowanaelfie study trip if
the study programme exceeds seven hours per day.clEnical
employee shall be paid half of the per diem alloveafor a study
trip when the study programme is 2 — 7 hours pgr da

A guided programme of familiarisation on the joyrnmoncerned
shall be deemed to constitute a study programmghtBl taken
within Europe shall not be included in the studggramme time.

An adequate rest period shall be ensured for #récal employee if
the return from a study trip to the employee’s hatsdrict occurs
on the night preceding a working day. A rest peonbdot less than
10 hours before the start of the next working sélifall be deemed
sufficient. An effort should be made to agree oa thst period
before the journey begins.

Section 5 Special assignments

A clerical employee who is engaged in special dytiezho
temporary performs the duties of a tour leadenvbo serves as a
representative of the enterprise organising thengy with respect
to other journey participants, shall be governedthg official
journey regulations of this application protocohyAother benefits
in such cases shall be separately negotiated bettheeemployer
and the clerical employee.
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Section 6 Application of thetravelling regulation in
individual cases

The travelling regulation or other employer guideb shall clearly
specify that the clerical employee shall be nadiftg the manner in
which the travelling regulation will apply to theuyrney in question
on being assigned to a journey or when the jourseagreed with
the clerical employee.

Section 7 Validity period
This protocol has been drawn up in two verballyiealent copies
and shall have the same force and binding charasttre collective
agreement signed on this day.

Helsinki, 21 June 2010

Employers’ Association of the Special Branches — ET

Finnish Transport Workers’ Union — AKT
Finnish Transport Workers’ Union — AKT / Tourism rees
Section — MAILI
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13. PROTOCOL ON INDIVIDUAL WORKING TIME,
Appendix 2

Section 1 Purpose of individual working time

1. Yksildllisen tybajan tarkoituksena on  mahdodiast
tyoehtosopimuksen 9 8:n saannodllistd tybaikaa keoesita
maarayksestéa poikkeavat tybajat.

2. Yksilollinen tybaika perustuu todelliseen vagaaeuuteen.

Section 2 Individual working time agreement

1. An agreement between the employer and the alezioployee is
required for individual working time. An agreemeant individual
working time must be voluntary, and requires that éstablishment
for which the clerical employee is hired alreadylags individual
working time at the time of the said hiring, or tthiae employer at
an establishment applying conventional working tiex@lains the
meaning of individual working time to the clericanployee when
preparing the employment contract.

2. The agreement shall be concluded in writing gissnworking
time agreement model drafted jointly by the federe.

An agreement on individual working time shall stade the hours
during which the clerical employee may be requicedork.

3. New clerical employees shall fall within the peo of
conventional working time scheduling unless theywehagreed
otherwise. A clerical employee who has agreed adividual
working time shall be entitled to return to a comwenal working
time format after the individual working time hasded.

4. With the consent of the clerical employee, gsfteward shall be
entitled to examine a working time agreement that tbeen
concluded.
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Section 3 Duration of agreement

1. An agreement may be concluded for a fixed pemiatdexceeding
one year, or until further notice.

2. Individual working time concluded for a fixedrfmel shall expire
without notice when the said period ends.

3. An agreement on individual working time may bertinated at
two months’ notice on pressing grounds. The indigidworking
time shall nevertheless continue until the end lé tcurrent
averaging period at the end of the period of notice

Section 4 Working hours

1. An enterprise and a clerical employee shall agme the average
working hours. The clerical employee shall haveagarage of no
more than 5 working days in a calendar week. Thegaaying period
in this respect shall be four weeks.

2. Average working hours shall not be agreed teeedc40 hours
per week.

3. Working hours under a shift list shall not exctd€ hours per day
and 48 hours per week.

4. Individual working time shall be balanced to dgreed average
working time over a period not exceeding three snA longer

averaging period not exceeding 12 months shall miesless be
possible where separately agreed, and shall chieflyapplied in

special circumstances when the summer period aliestucall for

whole-year planning of working time.

Section 5 Plan of working hours and shift lists

1. A plan of working hours shall be prepared foe thntire
averaging period when agreeing on individual wogktime. The
main principles governing scheduling of hours ofrkvduring the
averaging period shall be agreed at this time.
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2. The employer shall draw up a precise shiftfbsta period of not

less than four weeks. The employee shall be ndtdifethe shift list

no later than one week before it takes effect. sA that has been
announced may not be modified except by agreement.

Section 6 Remuner ation

1. Salary shall be determined in proportion to #geeed average
working time and to the working hours specifiedoaragraph 1 of
section 9 of the collective agreement.

Salary refers to the scale salary of the clericapleyee including
any bonuses.

Section 7 Additional work and overtime

1. If the average working time agreed in a workiinge agreement
is 38 hours per week or more, then any work excegthie shift list
shall be eligible for overtime compensation.

2. If the agreed average working time is less B&ihours per week
and less than the maximum working time applicabte tree
enterprise, then overtime shall be any work thatose in addition
to 7 hours and 30 minutes or to a longer periodegtilar working
hours in accordance with the work shift list.

Any work in excess of the work shift list that doest exceed 7
hours and 30 minutes per day shall be additionakwo

3. A clerical employee shall be entitled to declimvertime and
additional work.
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Section 8 Bonuses for mor ning, evening, night and
Saturday work

The following bonus for regular working hours sHadl paid as of 1
July 2010 to a clerical employee who has conclualedndividual
working time agreement:

1. A morning and evening work bonus of EUR 4.44 peur for
regular work done between 06.00 and 08.00, anddsetvi7.00 and
22.00 (16.00 and 22.00 on the eve of public hokjlay

2. A night work (22.00 to 06.00) and Saturday booliEUR 5.43
per hour.

Section 9 Meals

1. A clerical employee shall be entitled to a luemh voucher on
shorter working days when balancing working hours.

Section 10 Effect of days off on individual working time

1. Weekday public holidays falling on an ordinargekday other
than Saturday, days off under the collective agergrand days of
annual holiday shall reduce the working time ofa@eraging period
by the average daily working hours of the saidqueri

2. If annual holiday or a day off under the colieetagreement is
agreed after confirming the shift list, then theseall reduce
working time in accordance with the shift list.

Section 11 Other terms and conditions of employment

1. The other terms and conditions of employmentaotlerical
employee on individual working time shall be deterd in the
same way as for other clerical employees in thtosec
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Section 12 L ocal collective bargaining

1. Provisions extending but not conflicting withsthprotocol may
be negotiated locally between the employer andhtiog steward.

Section 13 Validity of protocol

1. This protocol, which has the same force andibhndharacter as
a collective agreement, shall be in force in thmesavay as the
collective agreement for the sector.

Helsinki, 21 June 2010

Employers’ Association of the Special Branches — ET

Finnish Transport Workers’ Union — AKT
Finnish Transport Workers’ Union — AKT / Tourismr8iees
Section — MAILI
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14. RIGHTS OF SHOP STEWARDSAND LABOUR
PROTECTION DELEGATES, Appendix 3

Section 14 Infor mation to be provided to a shop steward

The shop steward shall be provided with all of itifermation that
is pertinent to resolving any case of confusionddference of
opinion concerning the salary of an employee orapplication of
legislation or agreements to an employment relatign

The competent shop steward shall be entitled teeivecthe
following information on the employees of the eptese in writing
or in some other appropriate manner:

Concerning all employees:

the forenames and surnames, workplace and orgiamaht
department at least once a year, the number ofafdl part-time
employees twice annually, and the number of temgostaff that
have worked over a half-year period.

Concerning new employees:

the forenames and surnames, date of entering sewarkplace or
department, duties and salary scale, and detailgeofporary
employees and the agreed duration of employmethire¢-monthly
intervals. A new employee shall be advised of theniity of the
shop steward for the office or establishment at time of
recruitment. The contact details of the shop std(gxrelected at the
enterprise shall also be made available via thgounse information
system (e.g. intranet).

A shop steward shall be furnished on request with@aount of the
type of information that is collected in the coucd@ecruitment.

The shop steward shall be entitled to examine #ugister of
emergency and overtime work and of the bonuses fmicduch
work.
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The shop steward must maintain the confidentialdly the
information received in order to perform the dutséshop steward.

Section 2 Sorage facilities

Having regard to conditions at the workplace, apssi@ward shall
be provided with adequate facilities for storinge tdocuments
required by the shop steward and shall be entitledre necessary
to use the appropriate office premises and ordinffrge equipment
(including e-mail) that are administered by the &vyer.

Section 3 Training

A shop steward shall be entitled to participatéramning insofar as
this has been agreed between the federations.

Section 4 Negotiating procedure

Employees shall immediately consult their supemg@savhen
guestions arise concerning their remuneration amge and
conditions of employment.

A guestion that is not resolved directly with thgervisor may be
submitted for settlement by negotiation betweendhmployer and
the shop steward. If the matter is not therebylexktthen the said
shop steward may submit it to the chief shop stdwar

If a dispute arising at a workplace cannot be esgttibcally, then the
negotiating procedure under the collective agreensdall be
followed.
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Section 5 Labour protection delegate and labour
protection commission

A labour protection delegate and two deputy dekegyathall be
elected by the staff of any workplace with a regstaff of no fewer
than 10 employees. The staff shall also be entiteclect the
foregoing delegates for smaller workplaces. Theualprotection
delegate shall represent the staff in matters aftheand safety at
work

The employer shall procure the legislation and otkebour

protection regulations and guidelines that are irequor the labour
protection delegate to discharge this function. sehelocuments
shall also be procured as required for use by d#eEur protection
organs as jointly determined by the labour prote&ctommission.

The employer shall arrange a place where the lalpootection

delegate may keep the documents and office matetiadt are

required for discharging the duties of the saidrespentative. The
labour protection delegate shall be entitled to theetelephone and
other office equipment that are required for comioation for the

purpose of administering labour protection affairs.

The employer shall also arrange appropriate presmssel office
equipment for the labour protection delegate wisergvarranted by
the size and nature of the workplace and the sifdallee delegate’s
duties.

A labour protection delegate shall be entitleddecuate job release
in order to discharge the duties involved in laboatection.

A labour protection commission shall be appointed each
enterprise where no fewer than 20 people work @& on more
establishments in the same district, whereupomaglesiworkplace
shall be formed.
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The membership of the labour protection commissball be no
fewer than four clerical employees if the total mnam of clerical
employees at the workplace is 20 or more.

In the event that an enterprise has more than avaut protection
commission, a joint central commission with membsested from
the various commissions may be established by kgaement.

The labour protection regulations of the inter-fadien co-
operation agreement shall apply in other respects.

15. SAVED LEAVE IN THE TRAVEL AGENCY
SECTOR, Appendix 4

Principles and purpose of the system

The inter-federation agreement has been concludestcordance
with the enabling provisions in section 16 of thenfal Holidays
(Amendment) Act.

The saved leave system establishes a format f@aderoscheduling
of annual holidays. The aim is to enable longerqguoksr of time off

during the career of a clerical employee and therebfacilitate

maintenance of working capacity and self-improveindnis the

common view of the federations that saved leaveilghioe viewed

in a favourable light if its use causes no sigaificinconvenience to
the operations of an enterprise or business unit.

It is a condition of implementing saved leave tlia¢ clerical
employee has more than 18 ordinary weekdays of alnmliday
and that a saving plan is agreed between the emplagd the
clerical employee. The leave may be used for anpgsae chosen
by the clerical employee. There is no need forcleecal employee
to explain the reason for taking leave to the eygrio
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Agreement on saved leave

A clerical employee and the employer may agree tthatclerical
employee will save all or part of any annual hofigeceeding 18
ordinary weekdays. The leave may be taken no saiiaer in the
calendar year following the time of beginning savend no later
than after five calendar years. The portion of éevbe saved must
be not less than two days of holiday per saving.y&he saving
portion may comprise days of annual holiday, hglidaonus
converted into days of holiday, and other days asfseparately
agreed at each enterprise. No more than 10 dagsastime with
associated bonus time may be saved during a calgeda

Days of holiday shall be treated as ordinary wegkda accordance
with the Annual Holidays A€t when taking saved leave. Holiday
bonus converted into days of holiday shall alsotreated in this
way. This means that Saturday is counted as amamdweekday
when granting leave. The days off to be saved simalespond to
working days.

The clerical employee and the employer shall agresaving plan
when saving begins. This agreement shall be coadluging the
form agreed by the federations and appended toctilective
agreement.

An agreement on saved leave may be precise or gemeral. A
general saving plan should be specified annuallypdyater than 2
May.

A precise agreement will set out the proportionsedaannually, and
the time and duration of any sabbatical. The adddirm provides
an example of a specified agreement of this kind.

Saved leave shall be taken as a continuous pemnodnaay be
combined with the annual holiday of the year wheis taken. The
annual holiday and holiday bonus saving for théofing year may
also be combined with the same period of time off.

A more general agreement will provisionally stigaldhe saving
plan. The duration and time of taking saved leawsy rhe left
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undecided. The proportions of leave saved will tberascertained
annually. A provisional statement of the savingetnand of the
duration and time of taking saved leave should bésmade in such
cases.

Practical impediments and restrictions with respect to taking
saved leave

The working and transfer arrangements caused bydsi@ave must
be planned at the earliest opportunity. An ordepradrity will have
to be settled if several people in a unit are gangeave and the
leaves would be scheduled for the same time. Briorisuch cases
should be given to clerical employees with longerviee and
should also allow for the reason why the leavalken (e.g. studies
that can only occur at a certain time). Other pples governing the
order of priority may also be agreed for the indual enterprise.

If it is not possible to take the saved leave ia #greed manner,
then the parties shall endeavour to agree thatlibevtaken at some
other time.

A saving plan may be modified where so agreed leyphrties or
where there is some other justified reason for smg] such as
changes in the circumstances of the clerical engdogr the
enterprise.

Character of saved leave _
Saved leave shall be governed by the Annual Hosidksst”.

If the incapacity to work of a clerical employeeghes during a
period of saved leave and continues for more tleaers days, then
any period of continued incapacity to work thereafhall not be
counted as saved leave if the clerical employereguires. In such
cases the clerical employee and the employer shgiée on
rescheduling of the saved leave that was convénteda period of
incapacity to work, or on monetary compensatiorttiersaid leave.

The procedure governing annual holiday shall applghe event
that the clerical employee falls ill before the &dvleave
commences. With respect to the incapacity to wiirk,leave shall
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then be deferred to a later time or monetary corsgeon shall be
paid.

If a clerical employee takes leave arising fromiditirth before or
during saved leave, then the leave shall eitheddferred to a later
time or monetary compensation shall be paid.

The taking of saved leave shall not diminish anpdbiés of the
clerical employee based on the collective agreensenbn local
custom and practice. Future annual holiday shadrusc normally
during saved leave. Saved leave shall likewisearoarfitittement to
seniority bonuses.

Monetary compensation shall be paid for all or pAdaved leave if
the employment of a clerical employee ends beftre lave

commences or during the leave so that the cleeicgdloyee cannot
take the saved leave or part thereof. Saved leayebm interrupted
if the clerical employee and the employer so agred,interruption

or the payment of monetary compensation are wadadiue to

unforeseen circumstances. The interruption shalsuigect to not
less than one month’s notice unless the employdrthe clerical

employee otherwise agree.

L ocal agreement
The employer and the shop steward may negotiatelooal
applications of saved leave for an individual gntise.

Return to work after saved leave

A clerical employee shall be entitled to returnthe same work as
before following saved leave in the same way ashan case of
maternity, paternity or parental leave or childeckave.
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16. TRAINING AGREEMENT, Appendix 5

Section 1 Trade union training

Training task force

1. An inter-federation training task force has begpointed for
trade union training under this agreement.

2. The task force shall approve courses fallingwwithe scope of
employer subsidies as follows:

a jointly verified educational need is a conditafrapproval,
courses are approved for a calendar year at a time,

courses may be approved during the calendar yeanwh
necessary,

before approval the task force shall be furnishath van
account of the goals, syllabus, time and placergémisation
and target group of the course,

the approved courses must also include courseisidakss
than a week and local courses.

3. The federations shall announce the courses teo than two
months before the first course begins.

4. The task force may be involved in monitoring rs@uteaching.

Right to participate
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5. A staff representative may take part, with noedbr in

employment, in a course of no longer than 2 webks has been
approved by the training task force if this causessubstantial
inconvenience for the enterprise.

6. A staff representative may participate in:
e one course during the year

e all modules of a multi-module course during theryeaere
the total length of the course does not exceedeksve

e« one course of the same content over a three-yeaodpe
(reckoned from the end of the last course of timeeseontent)

Duty of notification

7. An employee shall announce participation in arse at the
earliest opportunity.

Courses lasting for no longer than one week stakhrimounced no
later than three weeks before the course begins.

8. The employer shall notify the staff represemtatio later than 10
days before a course begins of any reason whycpeation in the
course would cause substantial inconvenience terterprise.

L abour protection training

9. Efforts shall be made to provide federation labprotection
training to labour protection delegates in paracul

Compensations

10. A shop steward and a labour protection delegete take part
in courses approved by the training task force with loss of
earnings.
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11. A shop steward shall be compensated for no mhare 2 weeks
of lost earnings and a labour protection delegatall sbe
compensated for no more than 1 week of lost easnipgovided
that the course is associated with the particiganb-operation
duties in the enterprise.

12. Compensation for lost earnings shall be based tlwe
employee’s basic salary.

No compensation shall be paid for evening and nighrk bonuses
or any other hourly bonuses.

Compensation shall be paid for monthly bonuses.
Other benefits

13. Participation in training under this sectiomalslhot reduce
annual holiday, pension or comparable benefits.

Section 2 Joint training

1. Joint training shall generally be provided atdiwdual
enterprises.

2. Participation in training shall be agreed betwdélee employer
and the employee or shop steward, or in some tblcaily agreed
manner.

3. Examples of joint training include:
 joint training that is required by a co-operatigneement
 training associated with participation systems
 introductory and special courses arranged by thergmse or

by the Centre for Occupational Safety (TTK) thate ar
necessary for labour protection co-operation.

4. The compensations shall be governed by section 3
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Section 3 Vocational further and supplementary training and
retraining

1. The employer shall defray the costs of trainamgl any loss of
earnings when providing vocational training for temployee or
sending the employee to vocational training events.

2. Compensation for lost earnings from regular wagkhours
reckoned according to the employee’s basic salary.

No compensation shall be paid for evening and nigrk bonuses
or other hourly bonuses.

Compensation shall be paid for monthly bonuses.

Compensation for travelling costs shall be reckomedccordance
with the cheapest form of transport.

3. If training takes place outside of working hqutken the
employee shall be compensated for the direct afgtss training.

4. The question of whether training falls withiretecope of this
section shall be settled before enrolling for tiaéning.

Section 4 Validity

This agreement shall remain in force indefinitebybject to 3
months’ notice of termination.

Helsinki, 21 June 2010

Employers’ Association of the Special Branches — ET

Finnish Transport Workers’ Union — AKT
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Finnish Transport Workers’ Union — AKT / Tourism rees
Section — MAILI
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17. PROTOCOL ON DISTANCE WORKING,
Appendix 6

Section 1:This protocol is based on the distanokivg guidelines of the
confederation.

Section 2: An agreement may be concluded on distewacking. The
employer and employee may agree on distance wovkiremn
concluding the employment contract or at a lateetduring the
employment.

Section 3:The terms and conditions of distancekingrshall be agreed in
writing in accordance with the standard distancekwng
contract drafted jointly by the federations.

Section 4:At least the following matters shalldggeed before the
transition to distance working:

Duration
» temporary or until further notice
e an agreement concluded until further notice mugtiktte when
the other party is to be notified of the terminataf distance
working

Procurement and servicing of working equipment @mapensation for
data communication costs
» the employer shall ordinarily procure and servieeworking
equipment
» special arrangements may be required to secumdidtence
working link
» an agreement shall be reached concerning the eagifogight
to use hardware owned by the employer for privarpgses

Organisation of working
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» the volume of work of a distance worker shall be $ame as the
corresponding volume of work of a similar employesrking
on the employer’s premises

« overtime compensation shall be paid for any overtimorked

 the identity of the liaison person of a distancekeo at the
workplace in matters of employment and duties dmakettled

Compensation for travelling expenses
» itis a general principle that no compensationaisl or ordinary
journeys between the home and the workplace

» the agreement shall specify the employee’s worlgtaoper
Section 6:This protocol, which has the same farw binding character as
a collective agreement, shall be in force in theeavay as the
collective agreement for the sector.

Helsinki, 21 June 2010

Employers’ Association of the Special Branches — ET

Finnish Transport Workers’ Union — AKT
Finnish Transport Workers’ Union — AKT / Tourismr8iees Section
— MAILI
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18. AGREEMENT ON DISTANCE WORKING, Appendix 7

Theparties

The employer / employer’s representative

The clerical employee Identity number

Duration of agreement

1. Indefinitely, as of

For a fixed period, ending on the day of

The distance working
agreement is

2.
1. [] Full-time

2. [] Part-time, for ____hours / ___ days perkvee

3. [] in effect when the organisation of work sguires
4. [ ] in effect for other reasons as follows:

Organisation of work

The workplace proper of the clerical employee whegaged in distanc
working shall be

The daily volume of work of the clerical employebem engaged in
distance working is the same as the correspondihgne of work of a
similar employee working on the employer’s premises

A separate agreement concerning any overtime saalbncluded on
each occasion before the overtime is worked. Cosgian for overtime
worked shall comply with the collective agreemeheve agreed.

e

L iaison person

Working equipment

The employer shall procure the equipment that isectly required by
the clerical employee in order to engage in disgamorking and shall bg
liable for servicing this equipment.

The employer shall also be liable for the data comications link that is

required for distance working and for the assodiak&ta security
arrangements.

Employee’s right to use distance working equipnoemied by the
employer for private purposes: [ ] entitled to ptr use; [ ] not entitled
to private use.

A\Y1”4

D

Travel expenses

The employer shall pay compensation for traveltogts incurred in
distance working in accordance with Appendix 1ha tollective
agreement. No compensation shall be paid for ordijpairneys betwee
home and the workplace proper.

Period of notice

This agreement may be terminated by serving ther gtarty with notice
of termination months before the terminatidwesaeffect.

Place and date

Signatures

Employer’s representative | Clerical employee
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19. EMPLOYMENT CONTRACT, Appendix 8

Tybsopimus
Matkatoimistot

1. Tyosuhteen Tyonantaja Koti- tai liikepaikka

osapuolet

Toimihenkild Henkilotunnus

Ylla mainittu toimihenkild sitoutuu korvausta vastaan tekemaan tyota yllamainitulle tydonantajalle
taman johdon ja valvonnan alaisena ja seuraavin ehdoin

2. Tyosopimuksen |Tydsuhteen alkamispaiva
voimassaolo Tydsuhde on voimassa:

[ Toistaiseksi (] masraajan __ asti

D Kunnes:

Maaraaikaisuuden peruste

Lisdaselvitys liitteessa nro

3. Koeaika Tyosuhteen alkamispaivasta lukien noudatetaan kuukauden koeaikaa (Enintaan 4 kk), jonka
kuluessa tama sopimus voidaan molemmin puolin purkaa irtisanomisaikaa noudattamatta
4. Tyopaikka ja Tyopaikka (osasto ja toimipiste):
l1&hin esimies Esimies:

5. TyOaika seké lis&{Tysaika keskiméaérin enintaéan:
ja ylityot

[ ]8h/ vrk ja 38h L] Muu:
Lis&- ja ylitydn teettamisesta ja korvaamisesta noudatetaan lain ja tybehtosopimuksen maarayksia
6. Tyotehtava Tehtavanimike (myos harjoittelijoista):
Tehtava:
Mahdollinen harjoitteluaika (enintéan 1 vuosi):
7. Palkkaus Tydsuhteen alussa toimihenkilén palkka maaraytyy seuraavasti:
Palkkaryhma: Vuosiporras: Kalleusluokka:
LA (.. ] Harj (6. vuosi [ Helsinki
e [ Jc+ [ ]1.vuosi []s8. vuosi (J1
[b. [ Jb+ []2.vuosi [ ]11. vuosi Cl1r
(I viap. [ J4. vuosi  []15. vuosi
Palkan maara € / kk tai h
8. Noudatettava Tyobsuhteessa noudatetaan puolin ja toisin palkka- ja muiden ty6ehtojen osalta voimassa olevia lakeja
tydehtosopimus |ja alan tydehtosopimusta silté osin kuin tassa sopimuksessa ei ole sovittu toimihenkildlle paremmista
ehdoista
9. Muut ehdot Poikkeavat ehdot:

(Mahd. luontaisedut,
vuosiloma jarjestelyt,
irtisanomisaika, yms.)

10 Paivays ja Tata sopimusta on tehty kaksi yhtapitavaa kappaletta, joista yksi annetaan toimihenkil6lle ja yksi jaa tydnantajalle.
allekirjoitus Paikka: Aika:
Tyonantajan edustajan allekirjoitus Toimihenkilon allekirjoitus

© Matkailun ammattiliitto - Maili ry
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20. AGREEMENT ON INDIVIDUAL WORKING
TIME, Appendix 9

Sopimus yksildllisesta tybajasta

Yksilollisesté tybajasta sovitaan talla lomakkeella tydbehtosopimuksen, liittojen valisten yksildllisen
tybajan poytakirjan ja mahdollisesti sovittujen yrityskohtaistensovellusten mukaisesti

Sopijapuolet:

Tybnantaja:

Toimihenkild:

Toimihenkilén syntymaaika:

Sopimuksen voimassaolo:

1. Maaraajan . . -

2. Maaraajan kuukautta . . -

3. Toistaiseksi . . lukien

Keskiméaarainen tydaika

tuntia / viikko

Palkka

Palkka maaraytyy keskimaaraisen tybajan ja 38 tunnin viikkotybajansuhteesta.

Palkan suuruus on yksiléllisen tydajan alussa € / kuukausi

Tasoittumisjakson pituus:

Tybaikasuunnitelma:
Tyobaika sijoitetaan seuraavien periaatteiden mukaisesti:

Paikka ja paivays:

Tyobnantajan edustajan allekirjoitus Toimihenkilon allekirjoitus

Tata sopimusta on tehty kaksi yhtapitavaa kappaletta, joista yksi jaa tydnantajalle ja toinen toimihenkilélle.

© Matkailun ammattiliitto - Maili ry
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21. AGREEMENT ON SAVED LEAVE, Appendix 10

Saastdvapaasopimus

Sopijapuolet Tydnantajan edustaja

Toimihenkild Henkilétunnus
Taustatiedot Tybsuhteen alkamispaiva: |Saastamissuunnitelma:

- - |:| Alustava |:| Kiintea
Vuosilomaoikeus:
pv / Vuosi
Alustava ( valkoisella pohjalla ) Toteutunut ( harmaalla pohjalla )
Vuosiloma Lomaraha Muut sovitut paivat Yht

1. vuosi
2. VUOSI
3. vuosi
4. vuosi
5. vuosi
Toteutunut
yht:
Vapaata saastetaan vuosien - vélisena aikana.

Niiden vuosien osalta, joilta ei ole laadittu saastamissuunnitelmaa, osapuolten tulisi laatia se
kunakin vuonna 2. toukokuuta mennessa. Tehtyyn sdastamissuunnitelmaan voidaan tehda muutoksia
sovittaessa tai perustellusta syysta, jolloin muutos on yhdessa todettava hyvissa ajoin.

Saastovapaan kaytto:

Loma sovittu pidettavaksi - vélisena aikana.
TyOnantaja pitda saastetyista paivista erillista kirjanpitoa.

Mikali tydsuhde péaattyy, ennen vapaan pitamista, korvataan pitamattémat vapaat.

Paivays ja Paikka: Paivays:
allekirjoitukset:

Tybnantajan edustajan allekirjoitus: Toimihenkilon allekirjoitus:

Tata sopimusta on tehty kaksi yhtapitadvad kappaletta, joista yksi jda tydnantajalle ja yksi annetaan toimihenkildlle.

© Matkailun ammattiliitto - Maili ry
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22. SCHEME FOR EMPLOYMENT AND FOR
EMPLOYEE SECURITY IN ENTERPRISE
DOWNSIZING, Appendix 11

The new scheme formulated between the employerenmaoyees
and the employment authorities seeks to improvepsration and
find work for employees with optimal dispatch.

Procedure for co-operation and ter mination of employment

The employer shall present an action plan at the sf any co-

operation negotiations that affect at least 10 eww®s. The
contents of this plan shall be negotiated withfstapresentatives.
The plan shall set out the manner and proceduredgotiating, the
envisaged timetable, and the intended principlesatdion during

the period of notice with respect to job seekingining and the use
of labour administration services. The plan shldivafor current

norms regarding the procedure for workforce downgizlf the co-

operation negotiations affect fewer than 10 empdgy¢hen the co-
operation procedure shall involve presenting inéehdrinciples for

action during the period of notice with respectjod seeking,

training and the use of labour administration s=yi

Negotiations on the contents of the action planlishat be

prevented by the restriction that prevents the idenation of

alternatives to dismissal from beginning, in co{apien

negotiations arising from large scale dismissatssa@oner than after
seven days have elapsed following the consideratigmounds and
impacts.

The necessary amendments to the staff plan sisallbel considered

at the time of the co-operation procedure concegrranplanned
reduction.
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The employer and the employment authority shatitjgireview the
necessary public employment services without del&ign a co-
operation procedure or small enterprise dismissatedure has
begun. Efforts shall be made with the employmenthauty to

agree on the type of services to be provided, entithetable for
their execution, and on co-operation in their impdatation. The
staff representatives shall participate in the peration.

The employment programme and its implementationinduthe
period of notice

The employer shall be required to advise the engaaoyf the right
to an employment programme and increased trainibgidies.

The employer shall notify the employment authoofydismissals
due to redundancy if a dismissed employee has kimgphistory of
not less than three years. The duty of notificasball also apply
when terminating the employment of a temporary eyge whose
employment has comprised one continuous periodenfporary
employment, or several such periods with only bmg&rruptions,
totalling not less than three years with the sampleyer. With the
employee’s consent, the employer shall be requioeddvise the
employment authorities of the employee’s educatiomprk

experience and duties at work immediately after éhgployee is
dismissed. Where so agreed, the employer shall ldsotherwise
involved in preparing the employment programme.

The employee shall be given an opportunity to tgdeet in
preparing the employment programme. The employment
programme may be supplemented at a later datecassay.

Unless otherwise agreed following the dismissa,employee shall
be entitled to time off without loss of earnings order to
participate, during the period of notice, in prepgr the
employment programme, spontaneous or officially ivadéd
jobseeking and job interviews, redeployment tragnion-the-job
training and industrial training, or employment ipgl training
according to the individual employment programmbke Tength of
the said time off shall depend on the duration mp®yment as
follows:
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1) up to 5 days if the employee’s period of noig&o more than
one month;

2) up to 10 days if the employee’s period of notecenore than one
month but no more than four months;

3) up to 20 days if the employee’s period of notgcenore than four
months.

It shall also be a condition that the time off a0 substantial
difficulties for the employer.

The employee shall notify the employer of the tiofé without

delay and shall present a reliable account of ¢asans for the time
off when so requested.
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23. DISTRICT WEIGHTING BY COST OF LIVING

General cost of living classification of districtsnfirmed by the Council of State

District
Enonteki®
Espoo
Helsinki
Houtskari
Hyrynsalmi
Hyvinkaa
Hameenlinna
Inari

Ini6
Joensuu
Jyvaskyla
Jarvenpaa
Kauniainen
Kemi
Kemijarvi
Keminmaa
Kerava
Kirkkonummi
Kittila
Kolari
Korppoo
Kuhmo
Kuivaniemi
Kuopio
Kuusamo
Muonio
Nauvo

All other districts are in cost of living classekcept the districts of the Aland Islands in cdst o

living class |.

Cost of livingclass  District

Oulu
Pelkosenniemi
Pello

Posio

Ranua
Ristijarvi

Rovaniemen mlk
Rovaniemi
Salla

Savukoski
Simo

Sodankyla
Tampere
Tervola
Tornio

Utsjoki

Vaasa

Vantaa
Ylitornio
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Reprinting prohibited

' Tydsopimuslaki, no. 55 of 2001.

" The Enforcement Act (ulosottolaki, no. 37 of 1895) was repealed on 1 January 2008 by a
new Enforcement Code (ulosottokaari, no. 705 of 2007).
" Laki yhteistoiminnasta yrityksissa, no. 334 of 2007.

v Tyoaikalaki, no. 605 of 1996.

¥ Sairausvakuutuslaki, no. 1224 of 2004.

¥ Tapaturmavakuutuslaki, no. 608 of 1948.

" Tyontekijan elakelaki, no. 395 of 2006.

" Liikennevakuutuslaki, no. 279 of 1959.

" Vuosilomalaki, no. 162 of 2005.

X Tydehtosopimuslaki, no. 436 of 1946.

X Laki vuosilomalain muuttamisesta, no. 530 of 1991.



