ofe

TAN CHONG MOTOR HOLDINGS BERHAD

Registrat ion N0.197201001333 (12969-P)

SPECIAL COMPLAINT POLICY

TCMH/HQ/GC/P002



%

TCMH GROUP’S SPECIAL COMPLAINT POLICY

Preamble

As part of the initiatives to support the mitigation of the risk of corruption, malpractices
and other wrongdoings, a Special Complaint Policy (“Policy”) has been established to
protect whistleblowers who are either employees, suppliers, vendors, customers or any
other stakeholders of Tan Chong Motor Holdings Berhad (“TCMH”) and its subsidiaries,
jointly controlled companies and associated companies (“TCMH Group”)

The Policy provides a procedure that allows and facilitates the whistleblowers to report
anonymously and confidentially on any improper conduct without fear of any
detrimental action. For the purpose of this Policy, the terms “improper conduct” and
“detrimental action” shall have the same meaning as assigned under the Whistleblower
Protection Act 2010.

Reporting on Improper Conduct

Whistleblowers are encouraged to raise concerns regarding any improper conduct such
as corruption, abuse of power, malpractices and/or irregularities, and other
wrongdoings to the Group Integrity Officer (GIO). In the event that GIO is implicated in
the report, to send the report to the Chairman of the Audit Committee (AC). Improper
conduct shall include but not limited to reporting of fraudulent financial information,
actual or suspected fraud, misappropriation of monies, misrepresentation, concealment
of facts or information with intention to mislead, violation of TCMH Group’s Code of
Business Conduct and Ethics (CBCE), laws and regulations, endangerment of employees
or public health and safety, violation of TCMH Group’s policies, taking or giving
kickbacks, bribes, favours, privileges, criminal offence and blackmailing. Whistleblowers
may raise and submit their concerns via the reporting channels as provided in Appendix
3.

A report of any improper conduct may be made by any whistleblower that has
knowledge of such improper conduct committed by any person of the TCMH Group.

Action shall be taken on such complaint, please refer to the flowchart in Appendix 1.
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If the outcome results in a proven case of improper conduct and confirms the
allegations, disciplinary action or any other actions shall be instituted against the related
person for such improper conduct in accordance with TCMH Group’s policy/policies.

Acting in Good Faith

A whistleblower, who files a complaint concerning an improper conduct, must be acting
in good faith and not for personal gain or motivation, and has reasonable grounds for
believing the information disclosed indicate such violation.

Any whistleblower, who has not acted in good faith and his/her allegations are proved
to be unsubstantiated and/or made with malicious intent, shall not be entitled to any
protection under this Policy, and may be subject to any appropriate action in accordance
with TCMH Group’s policy/policies and where such whistleblower is an employee of the
TCMH Group, he/she will be subject to disciplinary action (which may include
termination of employment).

Protection Against Detrimental Action

No person shall take detrimental action against a whistleblower or any person related to
or associated with the whistleblower in reprisal for reporting an improper conduct in
good faith.

For any employee or officer of the TCMH Group who have committed any detrimental
action against the whistleblower or any person related to or associated with the
whistleblower for reporting an improper conduct in good faith, he/she can be subject to
disciplinary action up to and including termination of employment.

Making a Report

All disclosed information, including the identity of the whistleblower shall be treated
with strictest confidence on a need-to-know basis.

For whistleblowers who are not willing or not able to provide their names when
submitting a report; this Policy permits and recognizes complete anonymity and without
prejudice on the part of the investigator. All complaints can be made through our
Reporting Channels/Details (Appendix 3) using the template given as in Appendix 2.
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6. Validity of this Policy
Until there is any change in or replacement of the Policy that is approved by the Board
of Directors of TCMH, this current Policy shall remain valid and is an official document
for TCMH Group.
Attachment:
Appendix 1: Special Complaint Flowchart

Appendix 2: Complaint/Report (template)
Appendix 3: Reporting Channels/Details
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Appendix 1: Special Complaint Flowchart

COMPLAINANTS/WHISTLEBLOWERS
(Suspect improper conduct e.g. fraud, wrongdoing,
misconduct, non-compliance)

COMPLIANCE HOTLINE/HOTMAIL/HOTFORM/GROUP INTERNAL
AUDIT/SUPERIOR/MANAGER/HEAD OF DEPARTMENT
(reduce into writing)

b

Not TCMH GROUP INTEGRITY OFFICER/CHAIRMAN OF AC (if
KI_Y or Pursuable GIO is implicated)
RliE (Review, distribute, issue mandate to investigative
functions)

INVESTIGATIVE FUNCTIONS
(Commence investigation - interview, collect and substantiate
documentary and verbal evidences)
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Appendix 2: Complaint/Report

TAN CHONG MOTOR HOLDINGS BERHAD
COMPLIANCE HOTFORM

PART A — Details of Person Alleged

Name

Designation/Department /Other

Subsidiary/Company/Other

PART B - Alleged Incident details (you may attach additional pages)

(Please attach any evidence or document, if any that will support your allegation/complaint)

Date of this report (dd) (mm) (vy)

PART C — Details of Parties mentioned in Part B, if available

Party #1

Name

Phone

Email

Party #2

Name

Phone

Email

Page 6 of 9



o
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Your contact details <N

Name:

Contact:

Email: /

Confidentiality and Protection Against Detrimental Action

You are encouraged to provide your identity when a report or disclosure is made to facilitate easy
follow-up and clarifications if and when required. Under the Company’s Special Complaint Policy, your
identity and information received shall be kept confidential. The Company will not tolerate any
detrimental action against you and will take appropriate action to protect you if you raise the concern in
good faith. Any party that takes any detrimental action against the person who has reported any
improper conduct in good faith may be subjected to appropriate disciplinary action, up to and including
dismissal or legal action, where applicable.

Acting in Good Faith

However a person who files a complaint concerning an improper conduct must be acting in good faith
and have reasonable grounds for believing the information disclosed is true. Any allegations that proved
to have been made with malicious intent will be subjected to appropriate action, up to and including
legal actions, where applicable.

Office Use Only
Name:
Received by
Date:
Complaint Ref #:
Concerns warrant further investigation? No( ) Yes( )
Feedback to Complainant/Whistleblower (if requested) | Date:
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Disclaimer
Tan Chong Motor Holdings Berhad Group has the right to reroute all complaints submitted to
respective channel within the Group for further action.

Appendix 3 — Reporting Channels/Details

TCMH Group’s compliance@tanchonggroup.com
Hotmail (E-mail)

TCMH Group’s 1800-888-245

Compliance Hotline

(Toll Free)

TCMH Group’s [TCMH’s official website]

Compliance Hotform
(as provided in

Appendix 2)

Send Report to: The Chairman of AC, c/o Group Secretarial
(if GIO is implicated in at No.62-68, Jalan Sultan Azlan Shah,

the report) 51200 Kuala Lumpur.
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ADMINISTRATION

Document No.: Document Title: Version No. Effective Date
TCMH/HQ/GC/PO02 TCMH Group’s 0 23 January 2013
Special Complaint
Policy
Policy Ownership: Board of Directors
Approval Date: 23 January 2013
Date Version No. Details of Changes
23 January 2013 0 Initial Release
24 May 2021 1 First Revision
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