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ACTIONS & METHODS

1. Receive complaint

1. fudadaatun

ml!ﬂ rocsived fmmﬂﬂt by
Suggestion box

= Teleghone

*  Lleter

= E-mail

= Othar

HR Officer has to recoed 2 new in camplaint

ot Comalaint Record (F-HRO3-G01)

uhalsfriataaduuiunatasmedesatud
« sfutafoedoy

o T

. SRMI

= Eqmal

= i

HR  Cfcer dasduiindayanelu Complant
Record (F-HROI-001)

| IF the compéaint Is the same of peoblem with &
in the process, they may were cencluded
together without releasing the rew eampiaint's
rumber

ma‘uau'hqs‘mnm(ﬁunum! aawmnqad
Teuln
'I.nu‘hmwaanu\nm«nw:ltm!uu'[m

Remark:
Complaint number “I-YYYYNNT ar "E-YYYYNN"
is consist of I- or - aad 6 numeric which
means as failows:

1- meang Insermal complaint

E- maans External complaint

WYY misans yaar of complant recalved
1.2, 2011 would be 2011

KN means yearly nunning number of
complaint received, aways restart to 01 for

MR
TRt "IN W B Y YN
tizmaudin I+ wia B wanaz Gwidn 0
AT

1 wnfls mataatounniy

E- winafia vatesluunivuan

WYY wanefs 0 e AlEfugsadaaton
#ogauiu 9 2001 Wy 2011

e mnuﬁn mx:lnmmw:lwafamw

A

e nevi year 01 1aua
2. Consider complaint 2. Avamviadantou

| HR Officer has to mvestgate relevant data in HA Officer daaamisRavzayamiciiad ia
onder to make 3 decsion whather the #wdulan sefaettvududuiyasiuutdn

complaint is related with comgany. When tha
| outcome can be concuced, record on
| Cn‘mlamt Log (F-HROZ-00L) a4 fellows
Ir the complaink is urrelated with

utaly wWamtwysnaTeadweldlvdudnntg
faartou (F-HRO3-001) datl

Ty raefunt

— Infarm complainans in witing and close
it.

If the complaint s related with campany -
proceed next. Where the complaint is in
the scepe and meaning of the Erwvnn:: "

- = uday
faatrunsuduatodneolines ussgdng
sndunTs

+ wimiatoatemfiina it sn— duguns
Jungudeld  onuiu nsEYRftaLA e
wnuwun.n:wununmmﬂamn: Tu

i maad 8 Tihsha

Cormparmy’'s Wark Rules &
Chapter 9, fallow the grevance process.

ML nudaidys

3. Define solving measure(s)

3. vt lrdados o

iR officer & to submit the complaint to
responside parties in orcer to find measures Lo
resciva the complaint,

HR  officer  sasassafaadouldueiosui
Fulmuau slanimuns el

4. Approve to 1l

The refevant degartrment propose Lhe
ogrrective measures in fine of cammand ard
nalify the progress of HR Officer

nurwudiinaaiauan e yesais
thafulngn aamudaardunint HR Officer

v 310 aRa da i)

7-HRO3_COMPLAINT HANGLING
Rirv 1= Pagn 2

Tassnidaaiuanans

Tilsmsgwarsiufiasovudadanm [CSR-DPIM)

ARATMNTIHAWETW

CER-DPIM Network
81 SEmsmeTmitasonow
afaniounelusasmouan
S e Crakny ety s
P-HRO3_COMPLAINT HANDLING

Revision 1

PURPOSE & SCOFE
Ta define procecuns for intemal comgiast
‘hardding and extamal complaint harding

This procedure oovers mlmiaﬂt harfng in all
a8pacty fram rierasted partisd axcluding
proguct-related commlant from customer,

RESPONSIBILITY

Department Mansger -HR & resporsdie far
eomalsmt handing sccording 1o 1hs procedure.

3
i

Uszans
Wit ARA IR

riment Manager -HR fufmtaunisisn
tatzatouliiuTa et fou g Tad

REVIEW & APPROVAL
_ Proparation | Reviewer | Approver
| HR Dfficer - Deparimeant Manager |
HE |
AMENDMENT RECORD
Revision  Effective Date | i - 1
1 18 Mar 2020 |« Change persen wha is in chare; |
= VP-HRE fAdmin b Manager -#R
2 mmau Mgr. t Gepartment Managar -
9 Swenw Admin o bR Officer
+ Change rams of oem, F-HAB3-001 Camaisit g o |
G netord
«  Add new form F-MRO3-002 Compraint

statls g
Revise TEAMS & DEFINITIONS; delete “Internal complaint”,
“Eaternal complaint” ard "Committee”; ingert "Comgplant”
Revise tem 3 Find out method for W\IW ‘cmplaint
I'!Msu item 4 wanm 1 rescive mlaml

o

Iwel cf complaint

| Fird issue

TERMS & DEFINITIONS
Complalnt means informalion that has a
NGOs,

=

ddeaiti uannl\‘-o I‘Juaﬂlﬂunnnﬂnmu
iz, NGOS, wienu

anmn'& Subcontract, Sharehalter and
Supplier

DOCUMENTATION & REFERENCE

1. F-HROG-DO1_Complairt Recoed
2. F-HROJ-0O2_Compiyint status log

vt § 12wl S (e

YR, dfnan, -Jnm uanﬁauau

PNEDZ_COMPLAINT RANDLING
e 2= Page 1

Tassnadaaiugaans

Wiilmigwareiufinsaudadiau (CSR-DPIM)

CSR DPIM Neatwork

x
BATTMATINALE I

GJS

5. Resolve of complaint

5. sndunsuitefadeatiu

6. Follow up progress and effectiveness

The recpcnsibie person resclve complain a5
per appeoval methed by person as item 4,

HR Cfficar has o moniar implementation and
effectivensss of related comective action(s) and
mlr.rn regvant parties periodicalty.
Ff action has obstruction or ineffactiveness
= back io aparations fram Clause 3

ifudadandeduniudlzdaiaaton s
sraned I un sl @ s saswia 4

m rnih-wm-nuﬁnnfwanhnin&w

MR Officer  WaaRemiamaiiwinas
izdnuavsanirlasfunintatuthuasuda
tfermlnavndusos 4

= nnnsdnfun

= nduldifuinduntuidauada 3

1f actlon is completed with effecti -
indorm comglainant in wriling and record
Tesut into Comgraing Recard (F-HRO3-001)

HR Officer has to record all Comptaint to F-
HRO3-002 and repart to Department Manager -
HR at orce a month.

o wwnmsanun
wiarasSonluniudngcidngs umim’n
manely F-HRO3-001-Corrplaint Hecord

M Officer daaduiindatastvudaniaasiy
F-HAD3-002  uasmnauaniea  Depatment
Manager -HR (Aauns 1 Afy |
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3 (v afo S (wwinw)
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