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Employee Complaint Policy

1.0Objective

This policy aims to encourage employees at all levels to express their
concerns or file complaints regarding workplace conditions, unfair treatment, or any
issues that may affect their well-being and satisfaction at work. Hong Factory Co.,
Ltd. is committed to listening, acting fairly, and maintaining the confidentiality of all

complainants.

2.Scope of Application

This policy applies to all employees of the company, including permanent

staff, temporary employees, and those on probation.

3.Types of Complaints

Employees may file complaints on the following matters:
® \Violation of rights or unfair treatment
® | ack of transparency in operations or management
® Sexual harassment or inappropriate behavior in the workplace
® \/iolation of ethics, codes of conduct, or labor laws

® \Workplace safety or hazardous environments

4.Channels for Filing Complaints

Employees may submit their complaints through the following channels:
1.Directly to supervisors or the Human Resources Department

2.Through suggestion boxes placed at designated areas
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5.Complaint Handling Procedures

1. Receiving Complaints: The company will receive all complaints in strict
confidentiality.

2. Investigation: The party responsible will conduct a thorough and fair
investigation.

3. Response: Results of the investigation will be communicated to the
complainant within a reasonable timeframe.

4. Follow-up: If necessary, corrective action will be taken to prevent

recurrence.

6.Protection of Complainants

The company guarantees full protection for all complainants. No employee
who files a complaint or acts as a witness will be subject to retaliation, intimidation, or

discrimination.

7.Policy Review

This policy will be reviewed and updated at least once a year or as necessary

due to changes in circumstances or legal requirements



