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1. OVERVIEW , .
1. KHAI QUAT

This policy is intended to provide guidelines for
reporting incidents. It is important that incidents
be reported to the appropriate Company
personnel, and if applicable, appropriate
authorities in a timely manner to ensure that
necessary investigations and actions are taken.

2. UNDERLYING PRINCIPLES

e All incidents should be reported to
appropriate Company personnel, and if
applicable, appropriate authorities in a
timely manner.

e All incidents should be investigated to
identify the underlying cause of the
incident to formulate potential control
improvements.

e All incidents should be fully documented
in writing and retained.

3. DEFINITIONS

The term “incident” as used in this policy
includes but is not limited to:

e Property losses

e Property damages

e Property theft

e Fraud

e Work-related / workplace injuries
e System security breaches

Judgment should be used for the reporting
for any other type of incident not listed
above.

4. REQUIREMENT TO REPORT

All employees must immediately report
Incidents to your manager and the Finance
lead of the business so that appropriate
steps can be taken to investigate and
document the incident and forward such
details to the appropriate parties, as
applicable.  All details surrounding the
incident must be retained. Any unionized
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Chinh sach nay nham cung cap cac hwéng dan
dé bao cao cac s cb. Diéu quan trong 1a cac
sy cb phai dwoc bao cdo véi ding ngudi thich
hop ctia Cong ty, va néu cé thé, cac co quan
chirc nédng thich hop kip thoi dé bdo dam rang
cac cudc didu tra va hanh dong can thiét duwoc
thwe hién.

2. CAC NGUYEN TAC CAN BAN

e TAt ca cac sw cb phai dwoc bao cdo cho
nhan vién thich hop ctia Céng ty, va néu co,
cac co quan chwc nang thich ho’p kip thoi.

e TAt ca cac sy cb can duwoc diéu tra dé xac
dinh nguyén nhan co ban cla sw cb dé hinh
thanh cac cai tién kha nang kiém soat.

e TAt ca cac sw cd can dwoc ghi lai day da
bang van ban va lwu gil lai.

3. DINH NGHIA

Tw "sw ¢d" dwoc st dung trong chinh sach nay
bao gébm, nhung khéng gi¢i han, &:
M4t mat tai san
Huw hoéng tai san
Trom cap tai san
Gian lan
Thwong tat lién quan dén cong viéc / tai
noi lam viéc

e Vi pham bdo mat hé théng
Can phai s& dung dén phan doan khi bao céo
béat ct loai sy cb ndo khac khong duoc liét ké &
trén.

4. YEU CAU BAO CAO

Tt ca nhan vién phai bao céo cac Sw cb ngay
lap tlrc cho ngudi quén ly cla minh va nguwoi
lanh dao Tai chinh clia doanh nghiép dé co thé
thiee hién cac bwéc thich hop nham diéu tra va
lap hd so vé sy cb va chuyen cac chi tiét d6 cho
cac bén thich hop, néu cé. T4t ca céac chi tiét
xung quanh sy viéc phai dwoc lwu gilr lai. Moi
nhan vién c6 nghiép doan déu co thé noi
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employee can speak to their union
representative for further guidance.

All injuries occurring in the workplace will be
reported by management to the applicable
worksafe authority as required by applicable
law and in the case of injuries at a
production or manufacturing facility, the
scene of the incident must not be disturbed
until authorized by the applicable worksafe
authority.

All  breaches in information security in
accordance with the Company’'s Use of
Electronic Information Systems Policy (PB-
30060) will also be reported to the
Company’s CIO and the Director of Internal
Audit.

DETAILS TO REPORT

Details to be collected include, but is not
limited to:

e Person(s) involved in the incident
e Time, date and place of incident

e Specific details surrounding the
place of incident (e.g. wet, slippery)

e Hospitalization / injuries incurred
e Nature of incident
¢ Any damage to property

e Name and contacts for any
regulatory authorities that were
informed

0 Any direction reported to /
provided by any regulatory
authority

0 Any case / file number(s)
provided by any regulatory
authority

e Any remediation actions taken

e Name and contact for any witnesses
to the incident

Employees are to include any other details

that are pertinent to the incident.

6. RELATED POLICIES FOR ADDITIONAL

REFERENCE

. PB10000 — Code of Business Conduct
. PB20020 — Fraud Policy

. Ethics Hotline
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chuyén voi daj dién cong doan cla ho dé
dwoc hwdng dan thém.

Moi thwong tich xay ra tai noi lam viéc sé
dwgc ban quan ly bao cado cho co quan an
toan lao ddng hién hanh theo yéu cau cta luat
hién hanh va trong trwd'ng hop thwong tich tai
mot co' s& san xuat hodc ché tao, hién trudng
vy viéc khéng dwgc xao trén cho dén khi
duwoc co quan c6 thdm quyén vé an toan lao
ddng hién hanh cho phép.

Tét ca cac vi pham vé bao mat thong tin theo
Chinh sach st dung hé thdng théng tin dién
tr chia Cong ty (PB-30060) ciing sé dwgc bao
céo cho CIO (Giam déc Céng nghé Théng tin)
clia Cong ty va Giam dbc Kiém toan Noi bo.

5. CAC CHI TIET BE BAO CAO

e Théng tin chi tiét sé& dwoc thu thap
bao gébm, nhung khéng gi¢i han, &:

e (Nhi*ng) nguoi lién quan dén sy viéc

e Thoi gian, ngay thang va dia diém xay
ra sw cd

e Céc chi tiét cu thé xung quanh noi xay

ra sw cb (vi du: am wét, tron truot)

Vao bénh vién / thwong tat phat sinh

Tinh chét cta sw cb

Moi thiét hai vé tai san

Tén va dia chi lién lac cho moi co

quan quan ly da dwgc théng bao

o Moi chi dao da dwoc bao céo /
cung cép bdi bat c co quan
quan ly nao

o Moi trwdng hop / (cac) sbé hd so
do bét clr co quan quan ly nao
cung cap

e Moi hanh déng khéc phuc da dwoc
thwe hién

e Tén va dia chi lién lac ctia moi nhan
chirng s viéc

Nhan vién ciing phai cung cép tat ca céc chi
tiet khac lién quan dén sy co.

6. CAC CHINH SACH LIEN QUAN
DE THAM KHAO THEM
e PB10000 - Quy tdc ng x{& trong kinh
doanh
e PB20020 - Chinh sach gian lan
e DBuwong day Nong Pao dirc
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7. INTERPRETATION AND REVIEW

Any questions regarding the application of
this policy should be first directed to the
Director of Internal Audit. However, the
Company’s Senior Management has final
authority to interpret and resolve any
guestions regarding the application of the
contents, and spirit, of this policy.

The Director of Internal Audit will review this
policy on an annual basis and implement
any changes as necessary.
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7. GIAI THICH VA BDANH GIA

Moi cau hdi lién quan dén viéc ap dung chinh
sach nay trwdc tién can dwoc chuyén dén Giam
doc Kiém toan noi bd. Tuy nhién, Ban quan ly
cap cao cla Cong ty c6 thAm quyén cudi cuing
dé giai thich va giai quyét moi cau hai lién quan
dén viéc ap dung néi dung va tinh than cua
chinh sach nay.

Giam doc Kiém toanNgi bo s& xem xét chinh
sach nay hang nam va thwe hién bat ky thay doi
n&o khi can thiét.
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