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Abbreviations 

This Policy & Guidelines, the following abbreviations shall have the following meaning 
unless otherwise stated: 

 
 

  
 

 
 

 
 

 
 

 

Senior Management Senior Manager and Above 

  Board  Board of Directors 

  COCE   Code of Conduct and Code of  Ethics 

  CEO   Chief Executive Officer 

Polyon Group Polyon Food Packaging Sdn Bhd  and its subsidiaries 



 

 
 

 
 

 

 
 

  
 

 

 
 

  
 

  
 

  
 

 
 

 
  

 
  

 
 

 
 

 
 

  
 

  
 

  
 

  
 

  
 
 
 



 

 
 

 
 

 

  
 

  
 

 
 

 
 

 
 
 

  
 

 
 
 

  
 

 
 

 

 
 

 
 

 
 

 



 

 
 

 
 

 

 
 

 
 

  
 

 
 

 
 

 
 
 

  
 

 
 

 
 

 
 

 

 
 

 

 
 

 
  

 
 

 
 



 

 
 

 
 

 

  
 

 
 

 
 

 
 

 
  

 
 

 
 

 

 
 

 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

  
 

  



 

 
 

 
 

 

 
  

 
  

 
  

 
  

 
 

 
 

 
 

 
 

  
 

 

 
 

  
 

  
 

  
 

  
 

  
 

  
 

  
 

  



 

 
 

 
 

 

 
  

 
 

 
 

 
 

 
 

 
 

 
 

 
  

 
  

 
 

 
 

  
 

 
 

 
  

 

 
 

 

 



 

 
 

 
 

 

 

 
 
 

  
 

 

 
 

 

 
 
 

  
 

 
 
 

  
 

 

 
 

 

 
 

 



 

 
 

 
 

 

 
 

 

 
 

 

 
 

 
  

 
 

 
 

 
 

 
 

 

 
 

 

 



 

 
 

 
 

 

 

 
 
 

  
 

 

 
 

 

 
 

 

 
 

 
  

 
  

 
 

 
 

 
 

 
  

 



 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 

 
 

  
 

 

 
 

 

 



 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 

 
 

 

 
 
 

  
 

 

 
 

 

 
 

 



 

 
 

 
 

 

 
 

 
 

 
   

 
   

 
   

 
   

 
 

 
 

 
 

 
 
 
 
 
 

 

 
 

 

Reporting Contents 

Communicate to the Board and Chairman 
within 7 days 

Category A & B rated cases 

Communicate to Chairman / HR  Department 
within 12 days 

Category C rated cases 



 

 
 

 
 

 

 
 

 
 

 
 

 
 
 

  
 

 
 

 
  

 
  

 
 

 
 

  
 

  
 

 
 

 
 

 
 



 

 
 

 
 

 

 
 

 
 

 
 

  
 

 
 

 

 
 

 
 

 

 
 
 

  
 

 

 
 

 
 

 



 

 
 

 
 

 

 

 
 

 

 
 

 
 

 
  

 
  

 
 

 
 

 

 
 

 

 
 

 

 
 



 

 
 

 
 

 

 
 

 
 

  
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 
 
 
 
 



 

 
 

 
 

 

  
 

 

 
 

 

 
 

  
 
 

  
 

 

 
 

 

 
 

 

 
 



 

 
 

 
 

 

 

 
 

 

 
 
 

  
 

 

 
 

 
 

 
 

 
 

 

 
 
 

  
 

 
 
 
 



 

 
 

 
 

 

 

No. Questionnaires  Remark 

1. General   

a) Do you wish to remain anonymous 
within  Polyon Group 

: Yes / No 

2. Personal information   

a) Your name :  

b) Your preferred phone number :  

c) Your preferred e-mail address :  

d) Best time and method for communication 
with  you 

: Time: 
Method: Phone / E-mail / Physical 

3. Report of contravention   

a) What is the concern you want to report / 
nature of the wrong doing 

:  

b) Do you have a serious suspicion or are you 
sure 

: Serious suspicion / I am sure 

c) Date of the wrongdoing occur or may occur :  

d) Where did it occur / time and place of its 
occurrence 

:  

e) Who is, in your opinion, the person 
involved / the identity of the alleged 
wrongdoer 

:  

f) What is, in your opinion, the potential damage 
(financially or otherwise) to Polyon Group or 
other interested parties 

:  

g) Do you think it may happen again : Yes, when and why / No, why 

4. Personal action   

a) How did you become aware of the situation :  

b) Do you know of any other person(s) who 
are aware of the situation, not being 
personally involved 

: Yes / No 

c) Do you have any evidence, which can be 
handed over e.g. documentary evidence? 

: Yes / No 

5. Additional information :  



 

 
 

 
 

 

 

 

 

Appendix B: Whistleblowing Reporting Structure 

 

 
 

 
 
 
 

  

Note 
A 

: The whistleblower can also directly write to the Board of Directors when 
he or she has a reasonable belief that there is serious malpractice relating to 
any of the wrongful activities or wrongdoings specified in paragraph 2.8.a 
and it may not be adequately dealt with by reporting to the Chairman / Head 
of HR. 

Note B : If the  disclosure implicates any Director, the Chairman / 
Head of HR   shall report directly to another Director. 



 

 
 

 
 

 

Appendix C: Flowchart of Whistleblowing Reporting Process and Procedures 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 
 

 

 
 

Role Responsibilities 
Board of 
Directors 

a) Issue policy and communicating the requirements of the policy; 
 

b) Maintain oversight of any major issue arising from the policy and 
or other enquires into the conduct of this guideline; and 
 

c) Review preliminary reports and establish whether there are any 
grounds for further action. 

 
d) Final decision on the investigation matters. 

(The Board may delegate some of the above responsibilities to any 
Board committees as deemed appropriate). 

Senior 
Management  

a) Act as a support to the Board; 
 
b) Review preliminary reports and establish whether there are any 

grounds for further action; 
 
c) For issues that require immediate attention, make decision on the 

corrective or remedial actions, or (as the case may be) disciplinary 
actions or to pursue any legal actions, to be taken; when required; 

 
d) Provide recommendation of matters to be investigation when required; 

 
e) Be accessible to persons who wish to discuss any matter raised in or in 

connection with a report; 
 
f) Review and report to the Board on the results of the investigations 

and recommendations for corrective or remedial actions, or (as the case 
may be) disciplinary actions or to pursue any legal actions, to be taken; 
and 

 
g) Timely submission of Board Executive Summary reports on a 

quarterly basis to the Board. 
 

h) Maintain awareness on the latest development and trends of 
whistleblowing policy and guidelines; and 

 
i) Provide continuous education to all the employees. 

 



 

 
 

 
 

 

 

 
Role Responsibilities 

Chairman 
/ Head of 

HR 

a) Promptly receive, record (if the disclosure is made orally), and refer 
to the Senior Management, a report and any matter arising there from 
or in connection therewith; 
 

b) Ensure that documents related to reports are retained in a safe, secure 
and proper manner; 

 
c) Attend, in confidence, to inquiries about this policy and provide 

informal advice to persons who are considering making a disclosure 
under this policy; and 

 

d) Timely submission of whistleblowing report with a summary of cases 
received from whistleblower upon obtaining necessary documents & 
evidences. 

 
e) Timely update to the Senior Management/ Board on the status of 

follow-up action and unresolved complaints. 

MD a) Administer and monitor the implementation and compliance of 
the policy  and guidelines; and 

 
b) Ensure that the corrective or remedial actions recommended by the 

Senior Management / Board are promptly executed. 

Whistleblower a) Make a report orally or in writing and submit it to the Chairman 
/ Head of HR, if necessary; 

 
b) To assist in the information/ evidence gathering stage; 

 
c) To assist in the investigation/ domestic inquiry stage if required; and 

 
d) To appear as a witness if required. 

 

 

 

 



 

 
 

 
 

 

 

 
 

Category Complaint 
rating 

                                 Description 

A Extreme a) The complaints if not addressed immediately, could result 
in (but not limited to): 
 

i. material financial losses to the Group; 
ii. negative public image that could disrupt the 

business operations for a long period of time or 
result in long term/ permanent damage to the 
business reputation; 

iii. adverse local and/or international media coverage; 
iv. closure of business operations; 
v. adverse impact to the share price; and 

vi. issues could result in serious reprimand and/or 
material penalty from authority. 

 
b) Sustained significant adverse impact that would require 

hard work from Senior Management to manage the issue. 
 

c) Complaints against Directors. 

B High a) The complaints if not addressed within the reasonable 
period of time, could result in (but not limited to): 
 

i. material financial losses to individual Company 
within the Group; 

ii. negative public image that could disrupt the 
business operations for a certain period of time or 
result in temporary damage  
reputation; 

iii. negative local media coverage; 
iv. temporary closure of business operations; and 
v. issues could result in issuances of warning letters 

from the authority. 
 

b) Sustained negative impact that would require some work 
/ planning from Senior Management to manage the issue. 

 
c) The issue is ongoing. 



 

 
 

 
 

 

 

 

Senior Management
 

 
  

Category Complaints 
rating Description 

C Medium a) The complaints if not addressed within the reasonable 
period of  time, could result in (but not limited to): 
 

i. minimal financial losses; 
ii. unfavourable information that could disrupt the 

business  routine; 
iii. intra-industry knowledge; and 
iv. issues could result in issuances of verbal 

warning from the authority. 
 

b) Impact can be absorbed / managed with minimum 
Senior Management      effort. 

 
Issues can be resolved without the need to have an investigation. 

D Personal 
grievances 

a) Personal grievances concerning an individual's terms and 
conditions of employment, or other aspects of the working 
relationship, complaints of bullying, or disciplinary matters 
 

b) The complainant shall be advised to direct the 
abovementioned issues to the following designated 
personnel: 

i. Head of Human Resource 
ii. Senior Management 



 

 
 

 
 

 

 

 
 

Reporting process 
and procedures 

Respond 
timing 

Category A Category B Category C 
1 Raising a 

complaint 
   

 Acknowledgement 
of receipt of 
complaint via 
letter or email 

Within 3 
working days 

Within 5 working 
days 

Within 5 working 
days 

2 Screening Completed within 
10 working days 
after completion 
of process 1 

Completed within 
15 working days 
after completion of 
process 1 

Completed within 
20 working days 
after completion of 
process 1 

3 Preliminary Decision made by 
the Board within 
10 working days 
after completion of 
process 2 

Decision made by 
the Senior 
Management within 
10 working days 
after 
completion of 
process 2 

Decision made by 
the Senior 
Management within 
15 working days 
after 
completion of 
process 2 

 action 

  
  

 Status update to the Within 5 working 
days after decision 
made by the Senior 
Management / 
Board 

Within 5 working 
days after decision 
made by the Senior 
Management / Board 

Within 5 working 
days after decision 
made by the Senior 
Management / Board 

 whistleblower 

  

4 Investigation Completed within 
1 month after 
completion of 
process 

Completed within 2 
months after 
completion of 
process 

Completed within 2 
months after 
completion of 
process 

  
  

  3. However, 
complex 
investigation that 
requires longer 
period shall be 
notified to the 
Board and Senior 
Management 

3. However, 
complex 
investigation that 
requires longer 
period shall be 
notified to the 
Board / Senior 
Management 

3. However, 
complex 
investigation that 
requires longer 
period shall be 
notified to the 
Board / Senior 
Management 

  
  

  
  


