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L MUC PICH/PURPOSE:

I1.

II1.

IV.

Pé tao diéu kién cho tit ca cong nhén vién tai nha may c6 thé déng gop y kién hodic cac thic
méc, khidu nai ddng thoi biét duoc tim tu nguyén vong cta ngudi lao dong hoidic phat hién
nhirng ti€u cyc tai by phan va céc van dé lién quan dén an toan méi trudng, strc khoe ciia nguoi
lao ddng tai Cong ty. Giai quyét cac yéu cau, thic mac khiéu nai cta cong dong xung quanh
cong ty nhim huéng t6i mot cong ty bén viing tao nidm tin cho ngudi lao dong, dbi tac va
khach hang din dén viéc thit chit hon trong quan h¢ giira 2 bén.

To create conditions for all employees at the factory to contribute opinions, questions,
complaints, and at the same time know the thoughts and aspirations of employees or detect
particularly at the factory. department and issues related to environmental safety and health of
employees at the Company. Resolve requests, questions, and complaints firom the community
around the company towards a sustainable company, creating trust for employees, pariners
and customers, leading to tighter control relationship between the two parties.

Muc dich cna quy trinh nay 1a dam bao sy khiéu nai dugc xu ly thédu ddo cang nhanh cang tdt
dam bao cho viée khiéu nai dwoc giai quyét trong 1 thoi gian gi6i han hop ly.

The purpose of this process is to ensure that the complaint is thoroughly handled as quickly as
possible, ensuring that the complaint is resolved within a reasonable time limit.

PHAM VI AP DUNG/ SCOPE

Ap dung cho toan thé cong nhan vién Céng Ty TNHH Thap Gié O-SUNG VINA/ Applies to
all employees of O-SUNG VINA Wind Tower Company Limited

Cong dong xa hoi chiu sy anh huong tir cdc yeu to an toan strc khdée moi trudng cua cong ty/
The social community is influenced by the company's environmental health and safety factors .

TRACH NHIEM THU'C HIEN/ RESPONSIBILITIES

Ban gidm doc Cong ty, Cong doan Co s&, Trudng Cac bo phén va ngudi lao dong./ Company
Board of Directors, Trade Union and employees, Team Managers and emloyees

DINH NGHIA/ DIFINITIONS

Khiéu nai ciia nguoilao dfng: La nhimg thac méc, d& xuat va déng gop ¥ kién clia ngudi lao
dong lién quan dén quyén loi cua ngudi lao ddng bao gbm luong, thudng, phu chp, tro cip,
BHXH, BHYT, ky luat, khen thudng, cac van dé lién quan dén an toan, moi trudmg, sirc khoe
clia ngudi lao dong khi lam viée tai Cong Ty va céc van dé khac. Cac khiéu nai c6 thé & dang
vin ban hoic khong béng van ban.

Employee complaints: questions, suggestions and comments from employees related to
employee benefits including salary, bonuses, allowances, allowances, social insurance, health
insurance, and discipline. laws, rewards, and issues related to safety, environment, health of
employees and others when working at the Company. Complaints may be in written or
umwrilten form.

Céc khiéu nai dugc chia 1am hai loai/ Complaints are divided into two types:

+ Nhiing khiéu nai hop ly: 1a nhiing khiéu nai ma trach nhiém thudc vé Coéng Ty ma chura thue
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hién ding cdc quy dinh cia phap luét, cac diéu ma hai bén d3 ki két va cac quy dinh cua cong
ty.
Reasonable complaints: complaints for which the responsibility belongs to the Company but

uncorrect with committed in the contract, collective labor agreement or agreement benhveen the
hwo parties.

+ Nhirng khiéu nai khong hop ly/ Unreasonable complaints:

Khiéu nai khong lién quan tryc tiép dén quyén, lgi ich hop phép cia ngudi khiéu nai/ The
complaint is not directly related to the complainant's legitimate rights and interests;

Pon khiéu nai khong cé chit ky hozc diém chi cha ngudi khi€u nai/ The complaint does not
contain the complainant's signature or fingerprini;

Thei han khidu nai d& hét ma khong c6 ly do chinh déng/ The complaint deadline has expired
without a justifiable reason;

- Khiéu nai tir cong ddng: 1a nhing khiéu nai vé cac yeu t6 moi trudng ma cong ty gly tc
dong anh hudng dén mdi truong bén ngoai nhu: tiéng on, khoi, bui, 6 nhiém nudc, khong
khi...

Complaints from the community: complaints about environmental factors that the company
impacts on the external environment such as noise, smoke, dust, water and air pollution, efc.

KENH KHIEU NAIL TO CAO/ CHANNEL
a. P6i voi ngudi lao dong/ For employees:

Thung thw gép y kién : Cong ty da lap dit cac thung thu gop y tai cac khu vyc can tin, cong
bao v¢, nha v¢ sinh cua cac phan xuong, nha mdy va tit ca dugc trang bi & b khoa cdn than, Vo
sang thir hai hang tudn phong nhén su s& tap hop cdc thu gép y tir cic thung thu va bat ky
nhitng thong tin déng gép ctia cong nhan vién s& dugc phong Nhén Su cam két tuyét ddi giit
kin thong tin c4 nhén. Thing thu dugc kidm tra vao thtr hai mi tudn,

Suggestion mailboxes: The company has installed suggestion mailboxes in cafeteria areas,
security gates, and restrooms of workshops and factories, all of which are carefully equipped
with locks. Every Monday morning, the Human Resources Department will collect suggestion
letters from the mailboxes and any information contributed by employees will be committed by
the Human Resources Department to absolutely keep personal information confidential. Mail
box will be checked every Monday in week.

Hi nghi ngwoi lao djng: td chirc mot nim mot 1an, Ban Giam dbc Cong ty va Ban chdp Hanh
Cong Doan cong ty va Coéng Poan tinh va dai dién tap thé ngudi lao dong tham gia, hoi nghi s&
tong két cac hoat dong da lam va chua lam dugc trong ndm va dé ra muc tiéu ciia Cong ty va
nguoi lao dong trong ndm tiép theo.

Labor conference: held once a year, the Company's Board of Directors, the Executive
Committee of the company's Trade Union and the Provincial Trade Union and representatives
of the labor collective participate, the conference will summarize the activities. done and not
done during the year and sets the goals of the Company and employees for the next year.

Ngoai ra, ngudi lao ddng cod thé dién thoai tryc tiép trong nhimg trwong hop khin qua s dién
thoai tong dai cong ty 02543923.924
5
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In addition, employees can call directly in urgent cases via the company switchboard phone
number 02543923.924

Ao re A A
b. Doi véi cong dong

- Thong quy email/ via by email
- Thu dudng buu dién/ via by post office
- Goi trye tidp cong ty/ direct to company
5.1 Luwu dd gidi quyét cic khiéu nai/ Flow chart for resolving complaints

- Luu @0 gidi quyét céc thic mac, khiéu nai, gép y nhw sau:/ Flow chart for resolving questions,
complaints, and suggestions as follows:
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Luwu do/ flowchart

WZN £

Két thace/ End

Action
Ngudi lao dong Thu gop y, khicu nai, 6 cdo / Phan hdi ngudi Lao Dong,
Cong dong/ Letters of comments, cong ddng
Employeees, comnlaints and denunciations ;
cusfomer
Kiém tra/Xem xét phin loai/ Check/Review Khéng hop ly
classification Unreasonable
Phong Nhan sy/
HR .4 ; y :
Khiéu nai hop ly/reasonable
Trinh BGD, chuyén ydu ciu khiéu nai, t5 cdo v& cac bén c6
lién quan/ Submit to the Board of Directors, transfer requests
Jor complaints and demunciations to relevant parties
Ban Giam Doc/
BOD 4
N oi xir
Giai dép cac 1?01 “,
P khoéng cong
VLSV bang, qua Vi pham ndi
B6 ohan lién ché do, A PRam oL 1k hiéu nai tir
) phe 3 loi/ roi tinh dyc, quy lao Sng dd
quan/ Relative quycd 100 Gl db cng dong/
Answer hahy Ong/ Complaints
dept . Unfair Violation of P
questions ¥ from
treatment, labor : .
about : community
: sexual regulations
regimes and
harassment,
benefits
drugs
I | | il
B§ phan lién l
quan giai dap/ T . |
Relative Dept Giai quyét, phiic dap khiéu nai (trong vong 7 ngay)
Arisiers Resolve and respond to complaints (within 7 days)
Phong Nhan Theo ddi- ghi nhan két qua, néu ngudi khiéu nai chwa ném 16
sw/HR van de thi phai giai thich lai/ Monitor and record results. If the
) complainant does not clearly understand the issue, it must be
explained again
Phong Nhén e B A
Cép nhat lvu ho sof Update records
suw/HR i o
A
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Néu nhitng khiéu nai @6 14 khong hop 1y thi tra 161 nguoi lao dong ngay bang miéng. Néu
nhiing khiéu nai d6 12 hop 1y thi s& giai quyét théa dang cho ngudi lao dong trong vong 7 ngay.
Dién giai nhw sau:

If the complaints are unreasonable, respond to the employee immediately orally. If those
complaints are reasonable, they will be resolved to the employee's satisfaction within 7 days.
Explained as follows:

Khi ¢6 su khidu nai, t6 cdo, Phong Nhén su nhan thong tin va tién hanh kiém tra, phan loai ndi
dung @& bao cdo Ban Giam ddc, cic khiéu nai hop 1y duoe chuyén dén cac phong ban lién quan
aé xu ly.

When have complaints or denunciations, the Human Resources Department receives
information and conducts inspection and classification of content to report to the Board of
Directors. Reasonable complaints are transferred to relevant departments for handling.

VO’I cac nodi dung khiéu nai tir nguoi lao dong: vé ché do quyén loi, Péi xir khong cong bang,
qudy réi tinh dyc, ma tay, Vi pham ndi quy lao dong, ngay cong, ting ca, BHXH, BHYT, Tién
luong, ...; Phong Nhén sy chiu trach nhiém xu 1y.

With complaints from employees: about benefits, unfair treatment, sexual harassment, drugs,
violations of labor regulations, work days, overtime, social insurance, health insurance, wages
. The responsible of Human Resources Department.

Néu nhing khiéu nai nam trong pham vi trach nhiém cua ngudi lao déng hodic céc phong ban,
bd phan san xudt nao thi bd phan dé c6 trach nhidm tim phwong phap giai quyét thich hop va
théng béo Phong Nhan sur dé két hop thuc hién. Trudng b phan phai chiu trach nhiém gidm sat
hiéu qua cua viée thyc hién va phan héi cho Phong Nhén Sy, Phong Nhan sy chiu trach nhi¢m
giai dap thic méic dé ngudi lao dong thda mén. Sau khi giai dap thic méc, Phong Nhan Su liy
xéc nhan ctia ngudi khiu nai va luu hd so.

If the complaints responsibility of the employee or any department, thal depariment is
responsible for finding an appropriate resolution method and notifying the Human Resources
Department for coordinated implementation. The department head must be responsible for
monitoring the effectiveness of implementation and providing feedback to the Human
Resources Department. The Human Resources Department is responsible for answering
questions to ensure employee satisfaction. After answering questions, the Human Resources
Department obtains confirmation from the complainant and records it.

Déi v6i trudong hop phat hién nhitng hanh vi trgm cap, phé hoai tai san, chay nd thi s& giai
quyét ngay sau khi nhén duoc théng tin/bdo céo/yéu cau.

In case of detecting acts of theft, property destruction, fire or explosion, it will be resolved
immediately after receiving the information/report/request.

Céc trudng hop ma c¢6 anh hudng dén thuong hiéu, uy tin Céng Ty hoic - nghiém trong dén hé
thong An Toan, Moi truong, Strc Khoe thi phong Nhén sw, Ban Giam Péc cong ty va cac ban
nganh lién quan s& phéi hop xem xét va giai quyét.

In cases that affect the Company's brand and reputation or seriously affect the Safety,
Environment, and Health systems, the Human Resources Department, the Board of Directors of
the company and relevant departinents will coordinate to consider review and resolve.

8
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VI

Doi véi cdc khiéu nai hop 1y cua cong dong, Cong ty cd the s& to chirc budi hop vdi cac bd
phén ¢6 lién quan, tim ra nguyén nhén va huéng xir ly. -

For reasonable community complaints, the Company may hold a meeting with relevant
departments to find out the cause and solutions.

Khi céc khiéu nai d& giai quyét xong, cac gidy t& hod so khiéu nai s&€ duge cép nhat theo ddi ho
so khi€u nai.

When the complaints have been resolved, the complaint documents will be updated in the
complaint tracking file.

5.2 Hanh ddng khiic phuc va phong ngiva/ Corrective and preventive actions:

Céc khiéu nai hop 1y sau khi duge giai quyét thoa dang, s& dugce ghi nhan va chén chinh trong
hoat dong thudng xuyén, nham rat kinh nghiém va khong dé xay ra tinh trang tuong tu.

Reasonable complaints, after being satisfactorily resolved, will be recorded and rectified in
regular operations, in order to learn from experience and prevent similar situations from
occurring.

Nhitng khiéu nai, phan 4nh mang tinh chét xay dung dugc cong ty xem xét dé dua vao cai tién
cac quy dinh, chat lugng san pham dich vy dé nham céi thién va huéng téi hoan thién cong ty.

Constructive complaints and feedback are considered by the company to improve regulations
and quality of products and services to improve and perfect the company.

HO SO LUU/ SAVE FOLDER
Don khiéu nai/complaint form: OSVN-QMS-PRO-060-BM01
Bién ban kiém tra thung thu: OSVN-QMS-PRO-060-BM02
Bién ban diéu tra/ Minute of investigate
Bién ban cudc hop/ MOM
Quyét dinh xir ly ky ludt/ Decision of disciplinary
Thoi gian luvw/ Time to save: 2 ndm tai Phong Nhén su/ 2 years at HR Dept

b e R P
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A . CONG TY TNHH THAP GIO O-SUNG VINA
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..., hgay... thang .. nam......

PON KHIEU NAI/COMPLAINT FORM

& 1 o e

3 Mileode v PRONG/DEPE: ..eoveveieeieiiieeeeieete ettt e

4. Ngudi bi khiu nai/Complainted t0: .....o.veeueceerierreiieirresseeese e ssss e

................................................................................................................................................................

................................................................................................................................................................

(Tai liéu, chirng cir kém theo — ncu cod)

Toi cam doan nhitng thong tin duoc ké khai trén 13 hoan toan ding su thuc va cam két chiu trach nhiém vé
tinh chinh x4c cia céc thong tin./ I certify that the information declared above is completely true and commit
to take responsibility for the accuracy of the information.

NGUOI KHIEU NAI/the complainant
(ky, ghi rd ho tén)







OSVN-HR-PRO-060-BM02

Cong ty TNHH Thap gio O-SUNG VINA CONG HOA XA HOI CHU NGHIA VIET NAM
O0-SUNG VINA WIND TOWER CO., LTD Poc lap - Tw do - Hanh phie
---------- 000--------- SOCIALIST REPUBLIC OF VIETNAM

Independence- Freedom-Happiness

BIEEN BAN KIEEM TRA THUNG THU
MINUTES OF CHECKING MAIL BOX
Lan thtt/Times:

HOm 8 DAY o v5vs 15 ov 95 spsmssman ana , tai van phong cong ty TNHH théap gio O-SUNG VINa, Chung
tdi gdm ¢6:/ Today, .............c.ce.o... ..., at the office of O-SUNG VINA, we including:

............................................................................................................................................................
............................................................................................................................................................
............................................................................................................................................................
............................................................................................................................................................
............................................................................................................................................................

............................................................................................................................................................

Cong tién hanh kiém tra thing thu nhu sau:

Together checking mail box with the following content:

S6 thu thung thir 1/ The quantity mail of mail box I: ... .. ... ......thu/mail

Sé thu thung thir 2/ The quantity mail of mail box 2: ... ... ... ... ...thu/mail

SH thu hop 1¢/ reasonable mail. ... ... ...... ... ... ....thu/mail

S6 thur khong hop 18/ unreasonable mail: ... ... ... ...thu/mail

Bién ban dugc hoan tit vao luc...... B oo phut cung ngay. Céc thu hop 1¢ dugc giao cho Ban
Giam dbc dé tién hanh xu ly theo quy trinh.

The minutes were completed at... ... hour... ... minute on the same day. The meeting letters are

handed over to the Board of Directors for processing according to the process.

Phong Nhan sw Coéng doan
HR dept Trade Union
(Ky, ghi ré ho tén/ Signature) (Ky, ghi ro ho tén/ Signature)

<OSVN-QMS-PRO-006-BM0S> Lan ban hanh//ssue No.: 00 Ngay hiéu lyc/Effective date:01.11..2021






