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1.0 H FJPurpose
FPRUEA E] G TR IRIEREY, 5] SN R TAHE AP NSRRI TR, FEN s THRUr &7
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1.0 Purpose
This procedure is designed to establish clear communication channels for employee complaints. It is meant to
guide employees in effectively using these complaint tools, and to standardize the handling and resolution of
internal complaints and whistleblowing.

2.075 | Scope
2.0 Scope
KAEFERTAARIAR T &7 BERIp & HAMAE T

This procedure applies to all employees, clients, suppliers, and other relevant parties of the company.

3.0ER 3 Duties

3.0 Duties
NI BER R A 5T A B R PR G T 4R S5 26
The Human Resources Department is responsible for handling and tracking employee complaints and
whistleblowing.

4.0EF Charts
4.0 Charts
"

None

5,04 Z& Content
5.0 Content
5.1, #iFak:
5.1. Complaint categories:
511 3. il NS R A B BT E B S BRI
5.1.1 Category 1: Complaints regarding violations of the company’s current management policies
by other parties
5111 e A HNE L .
5.1.1.1 Violations of national laws and regulations.
5.1.1.2 A m L o

5.1.1.2 Violations of the company's rules and regulations.

512 B3R AR AR R BT AR

5.1.2 Category 2: Complaints regarding actions that harm the company’s interests
5.1.2.1 MUS B w) SO BRI A m A B
5.1.2.1 Deliberate falsification of the company's documents or damage to the company's property.
5122 ETAEPAFAER IR eEAR . DB FRREAEIREEAT N,
5.1.2.2 Abuse of power, unfair treatment, private gain from authority, or fraudulent actions in the
workplace
5.1.2.3 HABBIR A G R HIAT N (P RLZRIEH R .
5.1.2.3 Other actions that harm the company’s interests (refer to the company’s reward and
punishment system).

513 =K. Xt RTHSNEEREHEEIF.
5.1.3 Category 3: Complaints regarding actions that infringe on employee rights and interests
5.1.3.1 fE AR AR 52 3586155 5) .
5.1.3.1 Forced labor in the workplace.
5.1.3.2 £ TAFEREF 32 BB
5.1.3.2 Discrimination in the workplace.

5.1.3.3 fETAFEREF 22190, FEFFEUATT .
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5.1.3.3 Harassment, abuse, or physical punishment in the workplace.

5.1.3.4 HHSHFEERFIBZ BIPiHT .

5.1.3.4 Obstruction of freedom of association and collective bargaining rights.

5.1.3.5 AR B EAE -

5.1.3.5 Exceeding legal working hours.

5.1.3.6 LHARFIS AR RUEATT

5.1.3.6 Non-compliance with the company's policies on wages and benefits.

5.1.3.7 X T TAEBTTVEE A AR H FE A TUBRE L (AR RERE BRI,

5.1.3.7 Failure to respond actively to inquiries within the scope of work responsibilities (except when
dealing with confidential company information).

5.1.3.8 Hofthoxd 3 T2 SRR i B U5 T (P AR IE IR .

5.1.3.8 Other actions that infringe on employee rights and interests (refer to the company’s reward
and punishment system).

5.1.4 K. BILRAREF.
5.1.4 Category 4: Employee relationship-related complaints
5141 HEHHR R T 2K A&
5.1.4.1 Deliberate instigation of conflicts between employees.
5142 MAFEREE. BE, HliEER.
5.1.4.2 Malicious slander or entrapment of colleagues which create unnecessary disputes.
5.1.4.3 FIFHIRBUEAMES:E . FrAELEIR. B0 [R5 I 29470 IR AR T+ i 2 55
5.1.4.3 Abuse of authority to engage in favoritism, forming cliques, or retaliating against colleagues
who exercise their legitimate rights.

5.1.5 R W ERTAERFRBIF

5.1.5 Category 5: Complaints regarding decisions made by superiors

5151 ERATG. M. B85, BGEFASEHRIERLLZIT N .

5.1.5.1 Superior’s involvement in corruption, bribery, theft, or abuse of power for personal gain.

5152 B, MEEaHAWATN.

5.1.5.2 Superior’s actions involving the sale or leakage of confidential information, or actions that
otherwise endanger the company.

5.1.5.3 LG HIEL XBOFEH ERAD BTN,

5.1.5.3 Superior’s abuse of authority and unjust actions towards the complainant.

5.1.5.4 b 204 RS B EH R A

5.1.5.4 Superior’s unlawful command leading to significant safety risks.

5.1.5.5 O HATBUE MZIBIR TAvERG -

5.1.5.5 Superior’s actions infringing on employees' legal rights through administrative penalties.

5.1.5.6 HABEAGHIT N,

5.1.5.6 Other grievous unreasonable actions.

5.1.6 {AK: WAFERTERM. LHFRITAREVF.

5.1.6 Category 6: Complaints regarding actions that significantly impact or harm the company

5.1.7 BBk HAMRARIRK
5.1.7 Category 7: Other types of complaints

5.2, YRR BOF AL RUFA B H L1, PARGEECEE S KL, madsk5H
SEAFF, AFRERFA T BAAL T

5.2. Complaint principles: Complainants must be accountable for the veracity of their complaints.
Fabricating or exaggerating complaints is strictly prohibited. If, after investigation, the complaint is
found to be untrue, the company will impose penalties on the complainant.

5.3. HiFTTa:
5.3. Complaint methods:
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5.3.1 HiE: 0512-86669288%%: 51118789 ;

5.3.1 Phone: 0512-86669288, Extension 8789

5.3.2 4. hr@innolight.com ;

5.3.2 Email: hr@innolight.com

5.3.3 Official WeChat: Complaints and suggestions can be submitted directly in the "Basic
Applications" section and will receive a response within two days

534 BWA. WEARKERTRN, EWEE2RWIE—X, fAEE M T AR
=

5.3.4 Suggestion Box: Located in the restrooms on each floor. These are collected every two weeks,
with regular responses posted on WeChat monthly.

5.3.5 TR

5.3.5 Face-to-Face

5.4, ALHVRZIREFE
5.4. Employee complaint handling procedure:

541 AREIERNFATEGS R REE BT, ST SRR 28R 0 52 2R g5 R 5

5.4.1 The company's management and Human Resources & Administration Department are
responsible for overseeing the complaint channels, handling all complaints and whistleblowing,
and providing feedback on the results.

542 ZEANAEREPGEL R EAE RS, RE . ZURRMBEAT, FHRITTLBRRE A
o NAGHERIN SLA AR HIE, FF0 A F IR .

5.4.2 When investigating and collecting evidence, the handler should act swiftly, confidentially, and
impartially, and relevant departments should be proactive in their cooperation. All parties
involved in the investigation should provide truthful evidence and maintain confidentiality.

543 BFZEATERNBIAH IR, RE=ATAE H WARERARE LA 2T Bk, HH4h
S R N2 B R T ISR e N, 255,

5.4.3 Upon receiving a complaint, the handler should determine within three working days whether it
warrants escalation and provide a clear response to the complainant about the legitimacy of the
complaint and whether it will be accepted.

544 AFEHRERNFATEERZ Y, AR R TR R S R AT 1A A
T, ELNCAAE R AR AR, SRR AR 0 2T AT

5.4.4 The company's management and Human Resources & Administration Department have the
authority to request relevant details from the complainant’s direct supervisor or department, and
should make a mediated decision within two weeks. If the complainant agrees to the mediation,
it must be implemented.

5.4.5 BOFRNRALE EEAIRET, FIAE— & A ELRE R S PEES TR Y R

5.4.5 If the complainant disagrees with the handling or mediation results, they may appeal directly to
the responsible department within one week.

5.5. B LILURAE B DA
5.5. Complaint and handling responsibilities
5.5.1 HUF NI BFNE R ELER T, ARG SRS KL,
5.5.1 The complainant is responsible for the veracity of the content of their complaint and is
prohibited from fabricating or exaggerating the facts.
5.5.2 PN AL BE BRI R AN G R A1 5T
5.5.2 The handler is responsible for the process and result regarding the complaint.
5.5.3 BoHE N AT A DS IESCE Rl . AT
5.5.3 The investigated parties should not provide false evidence or conceal/leak any relevant
information.
5.5.4 AR AAER A LEEBRES TATEH IR
5.5.4 No one may retaliate against an employee for filing a legitimate complaint.
5.5.5 3 A B e AR S5 R TC A BUEABAT Y, 2 =) R H i AT .
5.5.5 If an agreed-upon handling or mediation result is not implemented, the company may enforce
the decision.
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6. RN BERL K AR
5.6. Confidentiality and protection of whistleblowers

5.6.1 A RS RAP R IR AN NG BHINUE TEM N & 224, %3 v] DL R 2w e SR
\%ﬁﬁ\ﬁﬂﬁﬁﬁ\ﬁﬁmﬁTEéﬁﬁMEﬁkAT IR

5.6.1 The company should protect the confidentiality and personal safety of whistleblowers.
Whistleblowers may include company employees, management, government officials, or any
individuals disclosing improper actions.

5.6.2 EEREOR. BRI NS BARZR A B I8 F 40 e BOF NAIREUR B, Bz E
[, Rige T, MIRIUARRT, KRB SRS T E.

5.6.2 Personal information and the content of complaints or whistleblowing should not be disclosed to
the accused party or their organization. Any violation of this rule will result in disciplinary
action, and criminal charges may be pursued if applicable.

5.6.3 ZEAMAYF. 2N HMIEREB IR RIS T LT, T NFEAF, ToR N NS S50 Al ]

5.6.3 Complaint materials should be handled in a confidential space, with a designated person
responsible for receiving them. Unauthorized personnel should not be present or make
inquiries.

5.6.4 FUREARATRIANHERA B DAL, 77 By i 8 A0 R AR 25 4R N 2

5.6.4 Complaint materials should not be copied or kept privately, and measures should be taken to
prevent leaks or loss of information.

5.6.5 HERIUREEIRNIN, NAERUIF PR TAF, AREBOFEMAN S A IHEO T T, A5
RS F R AR -

5.6.5 Confidentiality should be maintained during the investigation, and the whistleblower’s identity
should not be revealed.

5.6.6 fEEAL . MFABEGHFLFEIRNANS, BRAESHARZIMA IR ZE I, DEAFFRFZRA
B ANER.

5.6.6 When promoting or rewarding whistleblowers, their personal information should not be
disclosed without their consent.

5.6.7 HUFRANZBFTHak S0F, AR RET IR, HERK, N TN BLatn

o il (e NRILANENG 228 FALTHED) 1, HRERENIRSG TATEUL T HIK
ﬂ%% WIEIBTUMF . A BREBCE. R AR BRI BEATIT 4l
2, &HHTREE .

5.6.7 If a whistleblower faces retaliation, they have the right to report it to the relevant authorities. If
retaliation is minor, internal disciplinary action should be taken. If it violates the Public
Security Administration Punishment Law of the People’s Republic of China, administrative
penalties will be imposed. If it constitutes a criminal offense, criminal liability will be
pursued. Individuals who tolerate, cover up, or encourage retaliation against the whistleblower
will face the same consequences.

6. Offff-Appendices
6.0 Appendices
x

None

7. 0% X {4:Reference documents
7.0 Reference documents

x

None

8. 05 X Definitions
8.0 Definitions
.

None
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