APPLICABLE TO VIETNAM ONLY
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This Policy is written in Vietnamese and in English. Both language versions are considered
to be equally authentic. In the event of any discrepancy between the two aforementioned
versions, the English version shall prevail in determining the spirit, intent, and meaning of this
Policy.
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APPLICABLE TO VIETNAM ONLY

Setia

Code of Conduct and Business Ethics
Executive Summary

S P Setia is committed to maintaining the highest standard of conduct and
business ethics. The values of ethics, honesty and integrity are the cornerstones
of this Code. Hence, this Code encompasses an expression of our commitment
to performance with integrity.

This Code serves as a road map to help guide actions and behaviour while
working for and/or dealing with S P Setia. We expect and require each Employee
and Director, as a representative of S P Setia, to also fulfill our commitment to
the highest ethical behavior.

Third Parties engaged to act on S P Setia’s behalf are also required to adhere to
this Code and to similarly maintain the highest standards of conduct and
business ethics.

S P Setia conducts its business with honesty and integrity, and respects the
integrity of persons with whom we do business. We are committed to fair and
impartial practices and comply with the laws and regulations. The same principle
applies to S P Setia’s business activities in Vietham. We shall conduct our
business operations and activities in full compliance with the applicable laws of
all countries in which we conduct our business and operations.

Defined Terms
AML/CFT means Anti-Money Laundering/Counter Financing of Terrorism.
Code means this Code of Conduct and Business Ethics.

Confidential Information means all or any information, whether of a proprietary
nature or otherwise, relating to the business including assets, product, service,
processes, inventions, improvement or development, corporate structure,
operations, prospects, notes, summaries, commercial and/or financial
information, ideas, data, concepts, know-how, techniques, designs,
specifications, drawings, blueprints, tracings, diagrams, models, samples, flow
charts, computer programs, algorithms, sales and marketing activities, customer
and Employee data, or techniques, budgets, costs, profits, prices, discounts,
mark-ups and any other information whatsoever belonging to or vested in S P
Setia, whether in writing or embodied in data, documents, materials, platforms
and/or other communications or otherwise or whether or not it is so marked as
confidential.
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Director means a Director appointed to a Board of Directors of S P Setia and in
relation to Vietnam only, a Director includes (i) a member of member’s council for
S P Setia’s presence in Vietham in form of limited liability company, or (ii) a
member of the board of management or member of the executive committee for
S P Setia’s presence in Vietnam in the form of joint stock company, or (iii)
Operations Director appointed by S P Setia as the sole owner, or by the
members’ council or by the board of management of the entity in the form of
limited liability company or joint stock company, respectively.

Employee means any individual working at any level or grade under the
management, operation and supervision of S P Setia regardless of the name of
the agreement between the parties, including officers, senior managers, trainees,
secondees, agency staff, volunteers and interns of S P Setia, whether full-time,
part-time, permanent, fixed-term or temporary.

Gifts has the meaning prescribed in the Gifts and Hospitality Policy.

Gifts and Hospitality Policy means the Gifts and Hospitality Policy
implemented by S P Setia in Vietnam as amended and supplemented from time
to time.

Head means, in relation to an Employee, the head of a department, head of a
business unit, Director, General Director, and where applicable as the context
may require, a Divisional General Manager, an Executive Vice President, a
Senior Executive Vice President, Chief Operating Officer or Chief Executive
Officer, Chief Operating Officer of S P Setia or Chief Executive Officer of S P
Setia, within the Employee’s reporting line.

Hospitality has the meaning prescribed in the Gifts and Hospitality Policy.

Integrity and Governance Unit or IGU means the integrity and governance unit
of S P Setia and further details of its establishment are set out in the
Whistleblowing Policy.

Internal Labor Rules means the Internal Labor Rules issued by Setia Lai Thieu
One Member Company Limited and/or SetiaBecamex Joint Stock Company
which has been registered successfully with the competent Department of Labor,
War Invalids and Social Affairs.

Manager means, in relation to S P Setia, an Employee carrying the functional
title, “Manager”.

Policies and Procedures mean the S P Setia policies and procedures
implemented by the management in relation to its business and operations and in
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which, the Employees, Directors and/or Third Parties are required to observe and
comply.

Public Official means an individual who: (i) holds a legislative, administrative or
judicial position of any kind; or (ii) who performs public duties or exercises a
public function for or on behalf of a country or territory (or subdivision thereof) or
for any public agency or enterprise (including government linked companies and
enterprises, and state-owned or state-controlled companies and enterprises); or
(ii) is an official or an agent of a public international organization (such as the
United Nations or similar body).

S P Setia means S P Setia Berhad and its subsidiaries and any business entity
which is directly or indirectly (i) wholly or majority owned; or (ii) controlled; or (iii)
managed by S P Setia Berhad, details of which are available at:
https://www.spsetia.com/en-us/corporate/business-performance/investor-
relations.

Third Party / Third Parties includes anyone who at any time performs (or who is
intended to perform) services for or on behalf of any entity in S P Setia, including
anyone who is engaged (by contract or otherwise) or paid to represent any entity
in S P Setia such as suppliers, distributors, business contacts, agents,
representatives, intermediaries, middlemen, introducers, sponsors, consultants,
contractors, advisers, and potentially Public Officials.
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The Code, S P Setia Values and Policies and Procedures

The Code shall be read together with the S P Setia Values and Policies and
Procedures.

Team Setia Integrity
Profit-oriented Caring Employer

Quality as 1% priority Customer-focused

Staff development & growth Social Responsibility

Setia Values — SCRIPT
Setia’s Work Ethics — Respect & Support Each Other
Customers — Serve with Passion & Be Responsive to Needs

Responsibilities — Commitment to Success & Optimize Opportunities to
Learn and Grow

Integrity — Embracing Integrity, Protecting Privacy & Confidential
Information

Professionalism — We work professionally & Embrace Continuous
Improvement

Teamwork — We Work as a Team by Embracing Diversity and
Togetherness

The Integrity

-

Business Ethics
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In essence, all of us at S P Setia are expected to conduct ourselves
professionally in accordance with principles of fair play and based on agreed
contractual obligations between contractual parties. As a matter of principle, we
are not to place ourselves in a position where our professionalism and integrity
may be compromised. We are expected to uphold these values, which are the
cornerstone of S P Setia’s identity and to ensure that they are demonstrated by
every Employee and Director.

Building and maintaining S P Setia’s brand and reputation requires hard work
and commitment from every Employee and Director. It is only with unwavering
dedication in upholding these standards of integrity that S P Setia will remain as
Malaysia’s leading property developer.

1. Responsibility and Accountability
1.1. Directors

The Director of S P Setia is entrusted with the fiduciary duty of
oversight over the business and affairs of S P Setia and shall carry
out their duties in a fair, diligent and ethical manner, within the
scope of authority conferred upon them and in accordance with the
applicable laws, rules, regulations, guidelines and internal Policies
and Procedures. Directors also have a duty to act in good faith,
having regard to the best interests of S P Setia and its shareholders
and stakeholders.

A Director shall act impartially, honestly and responsibly in dealing
with all employees, stakeholders, regulators and public where
he/she shall not:

(@) compete or aid/assist other competitors to compete with S P
Setia;

(b) take unfair advantage of any individual or person through
manipulation, concealment, abuse of privileged or
confidential information or any unfair dealing practice.

Directors will declare that they will abide by this Code and shall also
keep abreast with any changes to the Code, as and when updated
from time to time in accordance with section 15 of this Code.

1.2. Employees
All Employees shall comply with this Code. Ignorance of the

existence or contents of this Code will not be accepted as an
excuse for its breach. Disciplinary action will be initiated against
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those who violate this Code. S P Setia will require all Employees to
declare that they will abide by this Code and it is the responsibility
of the Employees to keep themselves abreast with the Code, as
and when it is updated from time to time in accordance with section
15 of this Code.

1.3. Managers and Heads

Managers and Heads, as business leaders, have the added
responsibility of demonstrating exemplary conduct and act with
integrity. Additionally, they are expected to continuously promote
the highest standards of conduct and business ethics amongst
Employees through ethical behavior, one of the cornerstones of
conduct at S P Setia. This Code will serve as a useful reference
and guide where in doubt. If you need assistance or are unsure
what you should do, please refer to section 13 on Getting Help.

1.4. Third Parties

S P Setia also expects all Third Parties and their respective
subcontractors to comply with this Code in dealing with S P Setia.
The selection of Third Parties shall be based on objective
benchmarks, such as past track record, a commitment to our values
and ethical standards as well as the quality of products and
services. Our relationship with Third Parties will be kept strictly
professional in order to maintain independence in our business
judgment.

1.5. Interpretation of This Code

The Code cannot anticipate every situation that may arise in today’s
complex and dynamic business environment. Hence, where
relevant, this Code should be read in conjunction with the Policies
and Procedures. Where any provision in this Code may be
interpreted as differing from an applicable law, or other Policies or
Procedures, the more stringent provision should prevail. In the
event of uncertainty, seek help and clarification before taking action.
If you need assistance or are unsure what you should do, please
refer to section 13 on Getting Help.

2. S P Setia and Its People
2.1. S P Setia’s Commitment

2.1.1. S P Setia is committed to treating everyone with respect and
dignity, valuing individual and cultural differences. S P Setia
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2.2.

will empower its people to use individual and collective
capabilities to deliver quality products and services to both
internal and external clients.

2.1.2. S P Setia is also committed to the well-being of its people by
providing a conducive environment that is free from
discrimination or harassment and conducting its business in
compliance with regulatory requirements.

2.1.3. S P Setia seeks to fulfill its corporate social responsibility
through activities undertaken by its Employees, Directors
and/or the S P Setia Foundation.

People’s Commitment

2.2.1. All Employees and Directors are expected to reciprocate the
commitment to treating everyone with respect and dignity,
valuing individual and cultural differences. Verbal abuse,
threats or physical acts of violence or intimidation of fellow
Employees and Directors will not be tolerated.

2.2.2. All Employees and Directors are expected to preserve S P
Setia’s brand and reputation as representatives of S P Setia.
Due care should be exercised at all times.

2.2.3. All Employees must avoid situations where their personal
interests might, or might appear to be in conflict with the
interests of S P Setia. Where this occurs, Employees must
disclose the actual or potential conflict of interests.
Employees must not take up employment beyond S P Setia
or engage in any outside business or service which may be
in competition with S P Setia or give rise to actual or potential
conflict of interest with his or her duties in S P Setia.

2.2.4. All Employees and Directors are personally responsible to
adhere to the legal and ethical standards that apply to their
job function. No Employee and Director shall take advantage
of information or opportunities gained from their position at S
P Setia.

3. Policies and Procedures

3.1.
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Policies and Procedures are implemented to achieve business
objectives through effective and efficient operations. Therefore, all
Policies and Procedures must be strictly adhered to. Failure to
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observe these Policies and Procedures may result in disciplinary
action.

3.2. Managers and Heads should exercise due care to ensure that an
effective system of business control is in place. This can be
achieved in the following manner:

3.2.1 Assignment of the appropriate authority and responsibility to
individuals.

3.2.2 Ensuring that transactions entered into are properly
authorized.

3.2.3 Maintenance of accurate and adequate records.
3.2.4 Disclosure of information on a need-to-know basis.

3.2.5 Adequate segregation of duties and avoidance of conflict of
interests.

If an Employee or Director requires further clarification or guidance on any
Policies or Procedures, Employees may discuss their concerns with their
Managers or Heads and in the case of Directors, with the Management of
S P Setia or the IGU. The same will apply if an Employee or Director
considers any point in the Policies and Procedures to be inappropriate or
outdated.

4. Confidential Information

4.1. Employees and Directors are prohibited from directly or indirectly
disclosing, distributing, disseminating, or otherwise making
available in any form, Confidential Information to family, friends or
any party, unless otherwise authorized by S P Setia or mandatorily
required by law. Examples of such Confidential Information include
financial and business forecasts, details of competitive bids,
proposed mergers or acquisitions and any information that may
affect S P Setia’s business or share price.

4.2. Employees and Directors who have left S P Setia, Directors who
have ceased to serve on the board of directors of S P Setia or have
not been re-appointed by S P Setia or the competent corporate
bodies in such capacity are required to continue to maintain
confidentiality of S P Setia’s Confidential Information they acquired
in the course of employment with S P Setia. The copying and
retention of S P Setia’s Confidential Information is not permitted on
personal devices.
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4.3. All queries received from the media, analysts or shareholders on S
P Setia’s corporate matters should be directed to the Investors
Relations Department or Group Branding and Corporate
Communications Department for a consistent and professional
approach in addressing matters. Project related queries in respect
of products and/or sales and marketing promotions may be
addressed by the respective business units. If an Employee is
uncertain about the nature or intention of any queries received, they
should seek guidance from their Managers or relevant Heads and,
in the case of Directors, to confer with the Management of S P
Setia.

4.4. Insider trading is a violation of securities laws and regulations in the
countries where S P Setia operates. It can take many forms.
Directors may, in the course of their appointment, and Employees
may, in the course of employment, become aware of price sensitive
information about S P Setia or its business or joint venture partners
that is not publicly available. The use of such information for
personal financial benefit, including their spouses, (biological and
adoptive) parents, (biological and adopted) children, siblings, sons
in-law, daughters in-law, brother in-law, sisters in-law and siblings
of the spouse is unlawful and strictly prohibited. Civil and criminal
penalties, disciplinary action and/or the termination of employment,
may result from the insider trading of price sensitive information
regarding S P Setia or its business or joint venture partners.

4.5. Employees and Directors who have authorized access to price
sensitive information (whether on a permanent or temporary basis)
shall observe all applicable laws and regulations in respect of
trading in the securities of S P Setia or its business or joint venture
partners.

4.6. Non-disclosure agreements must be signed by Third Parties or
other potential business associates before S P Setia’s Confidential
Information is disclosed by any Employee and/or Director to such
parties.

5. Assets, Properties and Facilities

Employees and Directors are to exercise reasonable care to safeguard S
P Setia’s assets to avoid any loss, damage, misuse, misappropriation or
theft. Where loss, damage, misuse, misappropriation or theft has
occurred, Employees shall report it immediately to their Heads, and
Directors shall report it to the Management of S P Setia or alternatively in
accordance with the Internal Labor Rules and Whistleblowing Policy.
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5.1. All claims properly incurred for expenses, vouchers, bills and
invoices must be accurate and submitted in a timely manner.

5.2. S P Setia will provide Internet and e-mail access to Employees and
Directors who need such facilities and corporate mobile lines and
corporate issued devices to Employees and Directors that are
entitled to the same. Such facilities are primarily for business
purposes.

5.3.  Employees and Directors with internet, corporate data access or for
corporate mobile devices should not use such access or corporate
mobile devices, through social media platforms or otherwise, to
engage in unlawful activities, unprofessional conduct or any other
inappropriate activity which may damage S P Setia’s brand and
reputation. S P Setia shall have the right to access to all
Employees/Directors’ facilities provided by S P Setia to such
Employees in the course of their employment, including but not
limited to, corporate mobile, corporate laptop or other corporate
devices to facilitate investigations for fraud or employment
disciplinary purposes or otherwise.

5.4. Employees and Directors are required to protect the intellectual
property rights of S P Setia and ensure compliance with applicable
laws and regulations. This includes but not limited to S P Setia’s
name, trademarks, logo, taglines and innovations. Any intellectual
property created by the Employees in the performance of their job
responsibilities shall vest in S P Setia.

6. S P Setia and Its Customers
6.1 External Customers

6.1.1. S P Setia is committed to delivering quality products and
services to customers. Employees shall treat customers
professionally in all business transactions, and provide high
standards of customer experience.

6.1.2. S P Setia is also committed to protecting the privacy of its
customers’ personal information. No Employee should
disclose customers’ personal information to any party without
authority and the consent of the customer.

6.2 Internal Customers

6.2.1. S P Setia is committed to treating all of our internal
customers with respect and dignity by demonstrating a high
level of professionalism.

10
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6.2.2. S P Setia will not condone any form or act of harassment.
Harassment includes verbal, physical, sexual, visual or any
other inappropriate conduct that creates an offensive,
intimidating and/or hostile work environment. Any Employee
who believes that he or she has been subjected to
harassment may report or complaint in accordance with the
procedure specified in Internal Labor Rules. If an Employee
or Director genuinely believes that another Employee or
another person is being subjected to harassment by another
Employee and/or a Third Party, the Employee or Director
may also report or complaint in accordance with the
procedure specified in Internal Labor Rules. The person
authorized to handle sexual harassment shall handle such
reports or complaints according to the procedure specified in
Internal Labor Rules. If you need assistance or are unsure
what you should do, please refer to section 13 and 14 on
Getting Help and Reporting Concerns.

6.2.3. All Employees and Directors shall nurture a conducive
environment that promotes the culture of cooperation and
collaboration, and having pride in what we do.

6.2.4. Managers and respective Heads are to ensure that
achievements are recognized and Employees are given the
opportunity to realize their full potential.

7. S P Setia and Third Parties
7.1. Business Dealing With Others
7.1.1. In order to protect the interest of S P Setia

a) All business decisions are taken based on objective
and independent judgment in the best interest of S P
Setia, and must not be motivated by personal
considerations or relationships, whether real or
perceived.

b) Adequate due diligence shall be conducted by S P
Setia before engaging any Third Parties as required
under the Policies and Procedures. Employees and
Directors should refer to the Third Party Engagement
Policy for guidance and comply accordingly.

C) All business negotiations are to be on an arms-length
basis and S P Setia adopts the principle of integrity
and fairness in its business dealings. Reciprocal
treatment is expected from Third Parties and other
parties.

11
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d) The solicitation and acceptance of bribes or the giving
of bribes in any form or manner is a criminal offence
and serious misconduct which may result in the
termination of employment. Employees, Directors and
Third Parties are to comply strictly with the Anti-
Bribery and Corruption Policy.

7.2. Conflict of Interest

7.2.1. A conflict of interest occurs when an Employee or Director
has a personal or outside interest (and not that of S P Setia)
that affects or could potentially affect that Employee’s or
Director’s judgment or in any way, interfere with his or her
duty to act, in the best interest of S P Setia (Conflict of
Interest). An outside interest is considered a conflict when it:

a) affects an Employee’s or Director’s ability to make
decisions based on what is best for S P Setia;

b) affects an Employee’s or Director's ability to be
impartial and objective when performing their duties;
and/or

C) introduces personal or non-business issues or
considerations into what should be a purely business
decision that would be in S P Setia’s interest.

7.2.2. To avoid Conflicts of Interest, whether real or perceived, S P
Setia discourages its Employees from participating in any
activities that might affect or appear to affect the S P Setia’s
decisions or business interests. Such activities may include
any outside business activities for personal gain.

7.2.3. All Employees must take steps to avoid situations which may
give rise to real or perceived Conflicts of Interest.

7.2.4. In the event of an actual or perceived Conflict of Interest
arising, the relevant Employee with the actual or potential
Conflict of Interest shall notify his or her Head in writing.

7.2.5. 1t is important for Employees to disclose to their Head as
soon as they are aware of matters that may appear to be a
Conflict of Interest so that the S P Setia can decide on such
matters immediately, including the relevant Employee taking
steps to remove or mitigate the Conflict of Interest after
discussion with his or her Head. The relevant Employee
must abide by the suggested actions in order to remove or
mitigate the Conflict of Interest.

12
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7.2.6. In any event, all Employees are required to declare on an
annual basis that they have not participated in activities that
involve or may be reasonably construed as giving rise to a
Conflict of Interest against S P Setia’s interests.

7.2.7. Directors should avoid Conflicts of Interest where possible
and will declare at all times the nature and extent of any
Conflict of Interests, whether direct or indirect, or whether
actual or potential, with the relevant S P Setia’s company,
and if required by the relevant Board of Directors or Board
Committee, to recuse themselves from participation in any
deliberations or decisions related thereto. Where a potential
or actual Conflict of Interest arises, every Director shall
adhere to all relevant laws of the relevant jurisdiction,
including but not limited to the main market listing
requirements in Malaysia, and any other Policies or
Procedures.

7.2.8. This paragraph sets out (nhon-exhaustive) examples of what
may constitute a Conflict of Interest:

a) Diversion of business opportunities:  Taking
advantage, whether directly or indirectly, of any
business opportunities that may otherwise be taken up
by S P Setia, by diverting such opportunities to
another party or any direct or indirect business
interests that the Employee or Director is engaged in
without the approval of S P Setia;

b) Direct or indirect business interests: Engaging in a
business relationship, financial or otherwise, outside
the scope of the Employee’s employment at S P Setia,
or participating, directly or indirectly in other non S P
Setia business ventures as an officer, director, owner,
employee, agent, consultant, advisor, representative
or agent or whilst participating, directly or indirectly in
other non S P Setia business ventures, doing or
seeking to do any business with S P Setia for the
benefit and/or gain of the non S P Setia business
ventures;

C) Personal benefit or gain: Using his or her employment
or position at S P Setia to further his or her own
personal benefit or the personal benefit of his or her
spouses, (biological and adoptive) parents, (biological
and adopted) children, siblings, sons in-law, daughters
in-law, brother in-law, sisters in-law and siblings of the
spouse or using S P Setia’s personnel, facilities,
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equipment, supplies or other resources to further his
or her own personal benefit or personal gain or
spouses, (biological and adoptive) parents, (biological
and adopted) children, siblings, sons in-law, daughters
in-law, brother in-law, sisters in-law and siblings of the
spouse.

7.3. Receiving and Giving Gifts and Hospitality

7.3.1 As a rule of thumb, no Employee or Director shall accept
Gifts and Hospitality from Third Parties unless permitted by
the Gifts and Hospitality Policy. This is because the receipt of
Gifts and Hospitality may compromise our integrity, interfere
with our assessment of product, pricing and performance by
Third Parties or affect our professional judgment in
discharging our full responsibilities to S P Setia. Similarly,
Employees and Directors are not permitted to offer or give
Gifts and Hospitality unless permitted by the Gifts &
Hospitality Policy.

Employees, Directors and Third Parties are to comply
strictly withthe Anti-Bribery and Corruption Policy.

7.4. Anti-Money Laundering / Anti-Terrorism Financing

7.4.1 Money laundering is any act or attempted act to conceal or
disguise the identity of illegally obtained proceeds and
passing it through legitimate business channels so that they
appear to have originated from legitimate sources.
Employees and Directors shall comply with any local
provisions as well as any other applicable laws and
regulations pertaining to AML/CFT in countries the Group
operates and conducts its business dealings, in order to
prevent legitimate businesses from being used as mediums
for any anti-money laundering activities by criminals.

7.4.2 Each Employee and Director has a responsibility to ensure
that suspected AML/CFT activities are reported promptly.
The Integrity and Governance Unit (IGU) should be
consulted if there are any uncertainties concerning AML/CFT
laws and regulations which relate to Setia Group’s business
transactions or dealings.

7.4.3 Any Employee and Director who is found to have engaged or
assisted in AML/CFT activity may be liable to criminal
penalties in accordance with the local provisions as well as
any other applicable laws and regulations pertaining to
AML/CFT in countries where the Group operates and
conducts its business dealings. Any Employee found to have
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engaged or assisted in AML/CFT activity shall also face
disciplinary action, including but not limited to dismissal.

8. Purchasing and Procurement

8.1

8.2

Revision No.: 00

Acting in the best interests of S P Setia:

8.1.1 All procurement and purchasing decisions should be based
solely on S P Setia’s best interest. Consideration may be
had to the suitability of the product or service, price, delivery
and quality. The pre-qualification process should be closely
adhered to such that assessments of potential bidders are
first assessed internally by the relevant departments,
including project implementation, finance and procurement
departments.

8.1.2 S P Setia shall treat all suppliers, contractors or service
providers fairly and ensure that confidentiality obligations are
at all times maintained, in particular during the tendering
stage.

8.1.3 S P Setia shall consider more than one supplier, contractor
or service provider. Employees of S P Setia may act as a
check and balance in ensuring that an objective independent
and reasoned conclusion is arrived at. Bribes in whatever
form should not be requested or accepted by any Employee
and/or Director. If any bribes are made or offered, any
Employee and/or Director shall report this to the relevant
Head or submit a report under S P Setia’s Whistleblowing
Policy.

8.1.4 All procurement or purchasing agreements should document
services or products to be provided with specific deliverable
milestones to enable independent verification.

8.1.5 Employees are to adhere strictly to the Policies and
Procedures in relation to the purchasing and procurement of
services from Third Parties.

Commitment on behalf of S P Setia:

8.2.1 All monetary commitments should be made strictly in
accordance with the approved limits of authority.

8.2.2 Authorization and approval of the budget or operating plan is
not equivalent to authorization to incur expenditure under the
budget or operating plan. Approval to incur the expenditure is
still required even though it is budgeted for.

15
Effective: 1 January 2022



8.2.3 No Employee is allowed to:
a) approve their own claims or expenses;

b) approve a requisition, place an order, receive goods
and approve invoice for payment all by him or herself;
and/or

C) breakdown the total value of the procurement into
multiple purchases requisitions to evade limits of
authority established by management.

8.3  An Employee, who has resigned and is serving notice of resignation
or who are under period of temporary suspension of performance of
the labor contract for any reason, is not permitted to continue to
make any financial or contractual commitments or to exercise any
other authority on behalf of the S P Setia, unless prior written
approval of the Head is obtained. If such written approval is not
obtained, the Employee’s Manager or Head is required to notify the
relevant departments and transfer as soon as practicable, the
duties and responsibilities to another Employee.

9. Community and Society

9.1 S P Setia is committed to making a positive difference in the society
by contributing to the improvement in the quality of life of our
community.

9.2 S P Setia and its Employees shall be mindful of the consequences
of S P Setia’s operations within the surrounding community and
shall make every effort to conduct business that will benefit the
economy and society and continue our effort in carrying out our
corporate social responsibilities.

9.3 These efforts may extend beyond the requirements stipulated by
law.

10. The Environment

10.1 S P Setia believes in building a sustainable future. All Employees
shall endeavor to work together with Third Parties to ensure our
products and services are delivered in a socially and
environmentally friendly manner.

10.2 Utilities shall be used in a responsible and efficient manner; and all
of us at S P Setia shall ensure that the disposal of site waste takes
place in a proper and environmentally friendly manner.
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11. Ethics Checklist

11.1 When making a decision or following a directive made to you, an
Employee or Director must ask themselves:

11.1.1 Does my decision or action comply with the spirit of the Code,
the relevant Policies and Procedures and applicable laws?

11.1.2 Is my behavior consistent with S P Setia’s values and its
standards on ethics, honesty and integrity?

11.1.3 Does my decision or action reflect integrity i.e. is it the right
thing to do?

11.1.4 Is my decision or action being driven by responsible
professional judgment?

11.1.5 Would | feel confident if the basis or reasons for my decision
or actions are made public?

11.2 Embracing good practices:

11.2.1 Keep abreast of the ethical and legal standards that apply to
your duties and responsibilities or areas of specialization.

11.2.2 |Initiate discussion during department meetings on issues
pertaining to the Code or the Policies and Procedures.

11.2.3 Know who to consult if you are unsure of the right thing to do.
11.2.4 Speak up if you have a genuine concern.
11.2.5 Get help if you need it.

12. Compliance with this Code

12.1 Employees who violate this Code, regardless of position or title,
may be subject to disciplinary action, including termination of
employment in accordance with applicable laws and the Internal
Labor Rules. The following are some of the examples of conduct
that may result in disciplinary action:

12.1.1 violating and/ or instigating others to violate applicable
laws and regulations, this Code and/or other Policies and
Procedures;

12.1.2 failing to report known or genuine suspected violations of
applicable laws and regulations, this Code and/or other
Policies and Procedures;
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12.1.3 retaliating against other Employees or Third Parties for
reporting a concern or violation.

In the event of any violation of this Code by any Director, the
Board of Directors of S P Setia Berhad shall determine the
appropriate actions to be taken after considering all relevant
information and circumstances.

13. Getting Help

13.1 Seek advice or assistance when you are unsure of an appropriate
legal or ethical course of action.

13.2 This may occur when applicable Policies and Procedures seem
difficult to understand or interpret or when you have limited
experience in dealing with the subject matter or are facing
difficulties. Differences in opinion may also make the proper course
of action unclear.

13.3 Select an appropriate avenue for getting help given the situation at
hand. A good place to start is your immediate supervisor. If it
remains unresolved, escalate it to the relevant Head or the IGU.

14. Reporting Concerns

14.1 Employees are strongly encouraged to report genuine concerns
without fear of retaliation. S P Setia’s Whistleblowing Policy sets out
in detail the procedure and protection afforded to whistleblowers.
Directors must immediately report any genuine concerns about
potential or actual breaches of this Code by any Director and strictly
observe the reporting procedure set out in the Whistleblowing
Policy.

14.2 S P Setia will take appropriate action against anyone engaging in
retaliatory conduct.

14.3 The submission of malicious or defamatory reports without basis or
knowingly making a false report, is a breach of this Code and the
Whistleblowing Policy and may result in disciplinary proceedings.
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15. Review

15.1 This Code will be reviewed periodically by the IGU, assessed by the
Risk Management Committee and thereafter recommended for
approval to the Board of Directors. The Code will be updated from
time to time as and when necessary to ensure that it remains
current and relevant in addressing any ethical issues that may arise
at S P Setia. The Code, when updated, will be disseminated
through S P Setia’s communication channels.
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Template of Acceptance of Code of Conduct and Business Ethics

l, (NRIC No. / Passport No. / Employment
Contract No. ) hereby acknowledge that | have read
and understood the Code of Conduct and Business Ethics and | further agree to

abide by the provisions herein.

Signature Date

20
Revision No.: 00 Effective: 1 January 2022



CHI AP DUNG CHO VIET NAM

Setia

Bo quy tac rng xtr va dao dirc
trong kinh doanh

Chinh sach nay duoc viét bang tiéng Viét va tiéng Anh. C4 hai phién ban ngon ngi¥ déu co
gia trj nhw nhau. Trong triromg hop khong c6 sw nhat quan gicra hai phién ban dwoc dé cép &
trén, phién ban tiéng Anh sé dwoc wu tién ap dung trong viéc xac dinh tinh than, muc dich va

y nghia cda Chinh sach nay.
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CHI AP DUNG CHO VIET NAM

Setia

B6 quy tac trng xtr va dao dirc trong kinh doanh
Tom tat so bd

S P Setia cam két duy tri tiéu chuan cao nhét vé& hanh vi rng x& va dao dirc kinh
doanh. CAc gia tri dao ditrc, trung thwe va liém chinh la nén tang cta Bo quy tac
nay. Do d6, B quy tac nay bao gdm thé hién cam két cta chdng téi trong viéc
hoat déng mot cach liém chinh.

B& quy tdc nay déng vai trd nhw moét 16 trinh gitp dinh hinh cac hanh déng va
hanh vi trong khi lam viéc va/hoac giao dich v&i S P Setia. Chung t6i mong doi
va yéu cdu méi modt Nhan vién va Giam dbc, véi tw cach |a dai dién cia S P
Setia, cling phai thyc hién cam két clia chiing t6i bang hanh vi dao dic cao nhét.

Cac Bén thir ba dwoc thué thay méat cho S P Setia cling phai tuan tha Bo quy téc
nay va duy tri cac tiéu chuan cao nhat vé hanh vi trng xt& va dao dirc trong kinh
doanh twong tw.

S P Setia tién hanh cac hoat déng kinh doanh ctia minh vé&i sw trung thuc va
liém chinh, déng thai ton trong tinh chinh trwc cda nhirng ca nhan cung lam viéc
v&i chang téi. Chiing tdi cam két thwe hién cac hoat ddng kinh doanh céng bang,
khach quan va tuan tha luat phap va cac quy dinh. Nguyén tac twong tw cling ap
dung cho céac hoat ddng kinh doanh ctia S P Setia tai Viét Nam. Chuing t6i sé tién
hanh céac hoat déng thwong mai va hoat ddng kinh doanh ctia minh trong tam thé
hoan toan tuan tha luat hién hanh tai tit ca cac qudc gia ma chang t6i dang tién
hanh céng viéc kinh doanh va hoat dong.

Céac thuat ngir dwore dinh nghia
AML/CFT nghia la Chéng rira ti&n/Chdng tai tro' khiing bé.
B6 quy tac nghia la B quy tac (rng x& va dao dirc trong kinh doanh nay.

Thong tin bi mat nghia la tat ca hoac bat ky thong tin nao, di mang tinh chat
doc quyén hay tinh chéat khac, lién quan den doanh nghiép bao gom tai san, san
pham, dich vu, quy trinh, phat minh, cai tién hoac phat trién, cau tric cong ty,
hoat déng, trién vong, ghi chd, tom tét, thong tin thwong mai va/hoac thong tin tai
chinh, y twéng, di liéu, khai niém, bi quyét, cong nghé, thlet ké, thong sb ky
thuat, ban vé, ban thiét k&, ban can vé, so d5, mé hinh, mau lwu d6, chwong
trinh may tinh, thuat toan, cac hoat déng ban hang va tiép thi, di¥ liéu khach
hang va Nhan vién, hoac céng nghé, ngan sach, chi phi, loi nhuan, gia ca, chiét
khau, gia cong 1&i vao von va bat ky théng tin nao khac thudc vé hodc dwoc cung
cép trong S P Setia, du dwdi hinh thirc van ban hay nam trong div liéu, gidy to,
tai liéu, nén tadng va/hodc céc thdng tin lién lac khac hay nhirng théng tin khac,
du c6 dwoc danh dau la bi mat hay khéng.
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Giam déc nghia 1a mét Giam déc dwoc bd nhiém vao Hoi déng quan tri cta S P
Setia va chi hién dién trong pham vi Viét Nam, Giam déc bao gém (i) thanh vién
héi déng thanh vién néu S P Setia xuat hién tai Viét Nam dwai hinh thire cong ty
trach nhiém hiru han hodac (ii) thanh vién héi déng quan tri hoac thanh vién ban
diéu hanh néu S P Setia xuét hién tai Viét Nam dwéi hinh thirc cdng ty ¢d phan,
hoéc (iii) Giam dbc van hanh do S P Setia chi dinh lam chd s& hiru duy nhét,
hodc do héi déng thanh vién hodc ban quan Iy cta phap nhan chi dinh néu S P
Setia xuét hién tai Viét Nam dwéi hinh thire twong wng la céng ty trdch nhiém
hiru han hodc céng ty cd phan.

Nhan vién nghia 14 bat ky ca nhan nao lam viéc & bét ky cAp d6 nao dudi sw
qguan ly, van hanh va giam sat ctia S P Setia, khong phan biét tén théa thuan
gitra cac bén, bao gdbm can bd, quan ly cap cao, thuc tap sinh, nhan vién duwoc
biét phai, nhan vién dai ly, tinh nguyén vién va sinh vién thyc tap cia S P Setia,
du ky hop déng lao déng toan thdi gian, lao ddng ban thdi gian, lao dong cb
dinh, lao déng c6 thdi han hay lao ddng tam thoii.

Y nghia ctia Qua tang dwoc quy dinh trong Chinh sach Qua téng va chiéu dai.

Chinh sach Qua tang va chiéu dai nghia la Chinh sach Qua tang va chiéu dai
doSP Setig tai Viét Nam thwc hién tai Viét Nam, duwgc stra doi va bo sung tuy
trng thoi diem.

Trwéng bd phan, khi lién quan dén mét Nhan vién, nghta la ngwoi dirng déu b6
phan, nguoi ding dau don vi kinh doanh, Giam déc, Tong giam dbc, va néu bbi
canh yéu cau, la Tbng giam dbéc bd phan Pho cha tich diéu hanh, Phé cha tich
diéu hanh clp cao, Giam dbéc Khéi van hanh hodc Giam dbc diéu hanh, Giam
dbc Khdi van hanh clia S P Setia hodc Giam dbc diéu hanh cta S P Setia trong
trach nhiém bao céo cta Nhan vién.

Y nghia ctia Chiéu dai dwoc quy dinh trong Chinh sach Qua tang va chiéu dai.

DPon vi Quan tri va Liém chinh hoac IGU nghta la don vi phu trach quan tri va
liém chinh cia S P Setia va nhirng chi tiét khac ve viéc thanh 1ap don vi nay
dwoc quy dinh trong Chinh sach To giac.

NoOi quy lao ddng la Nbi quy lao dong do Céng ty TNHH mét thanh vién Setia
Lai Thiéu va/hoac Cong ty cé phan SetiaBecamex ban hanh, da duogc dang ky
thanh céng véi S& Lao ddng, Thwong binh va Xa hoi c6 thdm quyén.

Quan ly trong mdi quan hé véi S P Setia nghia l1a mét Nhan vién mang chire danh
cu thé 1a “Quan ly”.

Chinh sach va Thua tuc nghia la cac chinh sach va tha tuc ctia S P Setia duwoc
ban quan ly thwc hién !ién quan dén hoat dong kinh doanh va van hanh va trong
dé Nhan vién, Giam doc va/hoac Bén th&r ba dwoc yéu cau phai theo doéi va tuan
tha.
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Cbéng chwc nghia la mot ca nhan: (i) gilr vi tri trong bé phan lap phap, hanh
chinh ho&c tw phap dwéi bat ky hinh thirc nao; hoac (i) thuc thi cong vu hoac
thwc hién cac hoat déng cong cong cho hay thay mat cho mét quoc gia hoac
vung lanh thé (ho&c phan khu cua nhirng quoc gia hogc vung lanh tho nay) hoac
cho bat ky co quan céng quyen hodc doanh nghiép cdng nao (bao gém cac cong
ty va doanh nghiép lién két véi chinh phi va cac cong ty va doanh nghiép thudc
s& hiru nha nwéc hodc do nha nwédc kiém soat); hodc

(iii) 1a quan chirc ho&c dai dién ctia mét td chirc qudc té cong cong (chang han
nhw Lién Hop Quéc hodc co quan twong tw).

S P Setia nghia la S P Setia Berhad va cac cong ty con cia S P Setia Berhad va
bét ky thwc thé kinh doanh nao dwoc S P Setia Berhad tryc tiép hoac gian tiép (i)
s& hiru toan bd hodc da sb; hodc (i) kiém soat; hoac (iii) chiu sw quan Iy cta S P
Setia Berhad, théng tin chi tiét c6 tai: https://www.spsetia.com/en-
us/corporate/business-performance/investor- relations.

Bén thtr ba/Cac bén th ba bao gdm tat ca cac c& nhan tai b4t ky thdi diém
nao thwe hién (hoac cé y dinh thwc hién) céac dich vu cho ho&c thay mét cho béat
ky phap nhan nao trong S P Setia, bao gdbm moi phap nhan dwoc thué (theo hop
dong hoac theo cach khac) hodc dwoc thanh toan dé dai dién cho bat ky thuwc
thé ndo trong S P Setia nhw nha cung cap, nha phan phdi, dbi tac kinh doanh,
dai ly, dai dién, bén trung gian, bén mai gi¢i, ngwoi gidi thiéu, nha tai trg, nha tw
van, nha thau, ¢ van va cac Cong chirc tiém nang.
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Bé quy tac, Gia tri, Chinh sach va Tha tuc S P Setia

B& quy téc nén dwoc doc cling véi cac Gia tri, Chinh sach va Tha tuc cia S P
Setia.

Chét lwong Liém chinh
mang dinh hwéng o Trach nhiém xa hoi
nhuan la wu tién sé1 tap trung vao khach

cua Doi nhom Setia hang ctia chd sé hivu

Phét trién va tang trwéng clia nhan vién lao déng quan tam

Gia tri Setia — SCRIPT
DPao dlrc lam viéc cha Setia — Ton trong va hé tro 1an nhau
Khach hang — Phuc vu bang niém dam mé & Dap &ng cac nhu cau

Trach nhigm — Cam két thanh cong & t6i wu co hoi hoc héi va
phat trien

Liém chinh — D& cao tinh liém chinh, bao vé quyén riéng tw
& théng tin bi mat

Tinh chuyén nghiép — Chung toi lam viéc chuyén nghiép & bi
theo dwdng 16i lién tuc cai tién

Lam viéc theo nhom — Ching t6i lam viéc theo nhdm thong qua
dé cao tinh da dang va
hop tac cung nhau

ddec trong kinh doanh
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V& ban chét, tat ca ching t6i tai S P Setia déu phai hanh x(r chuyén nghiép theo
nguyén tac thwc thi cong bang va dwa trén cac nghia vu hop déng da théa thuan
gitra cac bén trong hop ddng. V& nguyén tac, ching téi khdng dwoc dat ban than
vao vj tri gay tén hai dén tinh chuyén nghiép va tinh liém chinh cta ching toi.
Chung tdi phai duy tri nhi¥ng gia tri nay, day vén 1a nén tang tao nén ban séc cla
S P Setia va d&m bao moi Nhan vién va Giam dbc cta cong ty déu thé hién céac
gia tri nay.

Xay dwng va duy tri thwong hiéu va danh tiéng ctia S P Setia doi hdi qua trinh
lam viéc chadm chi va cam két tir méi Nhan vién va Giam dbc. Chi véi quyét tam
cbng hién khéng ngirng nghi trong viéc duy tri cac tiéu chuan vé tinh liém chinh,
S P Setia s& van la nha phat trién bt ddong san hang dau cta Malaysia.

1. Trach nhiém chic vu va trach nhiém giai trinh
1.1. Giam dbc

Giam dbc S P Setia dwoc giao trong trach giam sat hoat déng kinh
doanh va cac hoat déng cua S P Setia, va sé thyc hién cac nhiém
vu clia ban than mét cach céng bang, can cu va cé dao dirc, trong
pham vi quyén han dwoc giao va phu hop véi phap luat, quy tac,
quy dinh, hwéng dan hién hanh va cac Chinh sach va Tha tuc noi
bd. Cac giam dbc ciing cé trach nhiém hanh dong hét minh, quan
tam dén loi ich tot nhat ctia S P Setia ciing nhw cac cb ddng va cac
bén lién quan.

Giam dbc phai hanh xq’ khong thién vi, trung thwc va co trach
nhiém khi lam viéc véi tat ca nhan vién, cac bén lién quan, cac co
guan quan ly va céng chung trong trwong hop ho khéng:

(@)  canh tranh hodc giup d&/hé tro cac dbi tht khac canh tranh
v&i S P Setia;

(b) loi dung céac loi thé khdng cdng bang cua béat ky ca nhan
hoac ngudi nao thdng qua cac hanh déng thao ting, che
giau, lam dung théng tin d&c quyén hodc théng tin bi mat
ho&c bét ky hanh vi giao dich khéng cdng bang nao.

Cac giam dbc sé tuyén bd rang minh sé& tuan tha Bd quy tac nay va
cling sé& theo sat moi thay dbi ciia Quy tac, nhw va khi Bo quy tac
dwoc cap nhat theo thei gian theo muc 15 cGa B6 quy tac nay.

1.2. Nhanvién

T4t ca Nhan vién phai tuan tha Bo quy tac nay. L&i bao chiva rang
do thiéu hiéu biét vé sy tén tai hoac ndi dung cta Bo quy tac nay
nén m&i vi pham BG quy tac sé khong duwoc chap nhan. Nhivng ca
nhan vi pham Bo quy tdc nay sé phai chiu bién phap ky luat. S P
Setia s& y&u cau tat cd Nhan vién tuyén bd rang ban than tuan theo
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2.

1.3.

1.4.

1.5.

BO quy tac nay va co trach nhiém theo sat Bo quy tac, nhw va khi
BO quy tac dugc cap nhéat theo thoi gian theo muc 15 cua B quy
tac nay.

Quan ly va trwdng bd phan

Quan ly va trwédng bd phan, v&i tw cach la nha lanh dao doanh
nghiép, c6 thém trach nhiém la phai lam gwong va hanh dong liém
chinh. Ngoai ra, ho dwoc ky vong sé lién tuc thic day céac tiéu
chuan cao nhéat vé hanh vi va dao dic kinh doanh gitra cAc Nhan
vién théng qua hanh vi dao drc, mét trong nhirng nén tang tao nén
hanh vi irng x& tai S P Setia. B& quy tac nay sé dong vai tro la tai
liéu tham khao va hwéng dan hiru ich trong trwérng hop khéng chac
chén. Néu ban can hd tro hoac khdng chac minh phai lam gi, vui
long tham khao phan 13 vé Nhan tro gidp.

Cac bén thr ba

S P Setia cing mong mudn t4t c& cac Bén tht ba va cac nha thau
phu twong (rng cia Bén th& ba tuan thd Bd quy tac nay khi giao
dich v&i S P Setia. Cong tac lwa chon Bén th&r ba sé dwa trén cac
tiéu chuan khach quan, chdng han nhu thanh tich trong qua khir,
cam két vé cac gia tri va tiéu chuan dao d&rc cta ching t6i ciing
nhw chat lwong cta san phadm va dich vu. Méi quan hé cuta ching
t6i v&i cAc Bén th ba sé& ludn hét strc chuyén nghiép dé duy tri tinh
doc lap trong phan doan kinh doanh cua ching téi.

Dién gidi B6 quy tic nay

B& quy tac khong thé doan trwdc moi tinh hudng cé thé phat sinh
trong mai trrd'ng kinh doanh phirc tap va nang déng ngay nay. Do
do, néu cé lién quan, B quy téc nay nén duoc doc cing véi Chinh
sach va Tha tuc. Trong trwdng hop béat ky diéu khoan nao trong Bo
quy tac nay co thé dwoc dién giadi khac véi luat phap hién hanh
hodc cac Chinh sach hodc Thd tuc khac, thi diéu khodn nao
nghiém ngat hon sé dwoc wu tién ap dung. Trong trwdong hop
khéng chac chan, hay tim kiém sw tro giup va lam rd trwdce khi
hanh déng. Néu ban can hé tro hoac khéng chac minh phai lam gi,
vui long tham khao phan 13 vé Nhan tro giap.

S P Setia va Nhan vién cta S P Setia

2.1.

Cam két clia S P Setia

2.1.1. S P Setia cam két déi xtr v&i moi ngwdi ton trong va dang
hoang, coi trong sw khac biét ca nhan va van héa. S P Setia
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sé cho nhan vién cta minh quyén st dung nang lwc ca nhan
va tap thé, nham cung cap cac san pham va dich vu chat
lwgng cho ca khach hang ndi bd va bén ngoai.

2.1.2. S P Setia cling cam két dem dén phac lgi cho nhan vién
bang cach cung cap mét méi trwong thuan loi, khéng bi phan
biét dbi x&r hodc quay réi, va tién hanh hoat déng kinh doanh
tuan tha cac yéu cau phéap ly.

2.1.3. S P Setia tim cach hoan thanh trach nhiém xa hoi cia doar]h
nghiép thdng qua cac hoat dong do Nhan vién, Giam doc
va’hoac TO chire S P Setia thwe hién.

2.2. Cam két cia moi nguoi

2.2.1. Tat ca Nhan vién va Giam déc duwoc ky vong sé dap lai cam
két d6i xtr v&i moi ngudi bang long ton trong va dang hoang,
coi trong sy khac biét ca nhan va van hoa. Cac I&i lang ma,
de doa hodc cac hanh vi bao lwc hodc de doa thé chat dbi
véi ddng nghiép 1a Nhan vién va Giam dbéc sé khong dwoc
dung thtr.

2.2.2. Tat cad Nhan vién va Giam dbc phai giv gin thwong hiéu va
danh tiéng clia S P Setia v&i tw cach la dai dién cla S P
Setia. T4t ca Nhan vién va Giam déc can ludn thé hién sy
tan tuy véi nghé nghiép.

2.2.3. Tt ca Nhan vién phai tranh nhirng tinh huéng ma loi ich ca
nhan cla ban than co thé hodc c6 vé mau thuan véi loi ich
cta S P Setia. Khi cac tinh hudng nay xay ra, Nhan vién phai
khai bao cac xung dét lgi ich thuwc té hodc tiém an. Nhan
vién khéng dwgc nhan viéc lam ngoai S P Setia hoac tham
gia vao bat ky hoat ddng kinh doanh hoéc dich vu bén ngoai
nao c6 thé canh tranh véi S P Setia hodc khién phat sinh
xung dét loi ich thwe té hoac tiém an véi nhiém vu cla ban
than tai S P Setia.

2.2.4. Tt ca Nhan vién va Giam déc phai tw chiu trach nhiém trong
viéc tuan thi cac tiéu chuan phap ly va dao dirc ap dung cho
chrc nang céng viéc cta ho. Khdng mot Nhan vién va Giam
déc nao dwoc tan dung thdng tin hodc co hodi cé dwoc tir vi
tri cia ban than tai S P Setia.

3. Chinh sach va Thu tuc

3.1. Céac Chinh sach va Tha tuc dwoc thwe hién nham dat dwoc cac
muc tiéu kinh doanh théng qua cac hoat déng nhanh chéng va hiéu
qua. Vi vay, tat ca cac Chinh sach va Thu tuc phai dwoc tuan tha
nghiém ngat. Viéc khéng tuan thd cac Chinh sach va Thu tuc nay co
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3.2.

thé dan dén hinh thirc ky luat.

Cac quan ly va Trwedng bo phan phai tan tuy df’a dam bao cé mét hé
thong kiém soat kinh doanh hiéu qua. C6 thé dat dwgc muc tiéu
nay theo cach sau:

3.2.1 Phan c6ng quyén han va trach nhiém phu hop cho trng ca
nhan.

3.2.2 Dam bao céac giao dich da ky két dwoc Gy quyén thich hop.
3.2.3 Duy tri hd so chinh xac va day du.
3.2.4 Tiét 16 thoéng tin cho nhitng ca nhan can biét.

3.2.5 Phan tach thich dang cac nhiém vu va tranh xung dét lgi ich.

Néu Nhan vién hodc Giam dbc yéu cau lam rd hodc huwéng dan rd hon vé
bat ky Chinh sach ho&c Thu tuc nao, Nhan vién c6 thé thao luan cac quan
ngai cta minh v&i Quan ly hoac Trwdng bé phan va trong trwdng hop la
Giam dbc, hay thdo luan véi Ban quan ly ciia S P Setia hoac IGU. Thyc
hién twong tw néu mdt Nhan vién hodc Giam dbc phat hién ra bat ky diém
khéng pht hop hodc 16i théi nao trong Chinh sach va Tha tuc.

4. Théng tin bi mat

4.1.

4.2.

Nghiém cAm Nhan vién va Giam déc trwc tiép hodc gian tiép tiét 16,
phan phdi, phd bién hodc cung cp Théng tin bi mat, dwdi bat ky
hinh thirc ndo, cho gia dinh, ban bé hodc bat ky bén nao, trir khi
dwoc S P Setia cho phép hoac trong tinh thé bat budc theo yéu ciu
cta phap luat. Cac vi du vé Thong tin bi mat bao gdbm dw bao tai
chinh va kinh doanh, chi tiét vé gia thdu canh tranh, d& xuét sap
nhap hodc mua lai, va b4t ky théng tin nao cé thé anh huwéng dén
doanh nghiép ho&c gia cb phiéu ctia S P Setia.

Céac nhan vién va cac Giam dbc da roi khdi S P Setia, cac Giam
déc da théi phuc vu trong hdi ddng quan tri cia S P Setia hoac
khéng dwoc S P Setia bd nhiém lai, hodc cac bdé phan chirc nang
c6 thdm quyén ngang véi tw cach Giam déc phai tiép tuc duy tri
tinh bao mat cta Théng tin bi mat cida S P Setia ma ho cé dwoc
trong qua trinh lam viéc véi S P Setia. Khéong dwoc phép sao chép
va lwu gilr Thdng tin bi mat cia S P Setia trén cac thiét bi ca nhan.
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4.3. TAt ca cac cau hdi nhan duwoc tr gidi truyén thdng, cac nha phan
tich hodc cb déng vé cac van dé cta cong ty S P Setia déu phai
dwoc chuyén dén Bo phan Quan hé Nha dau tw hoac Bo phan
Thwong hiéu Tap doan va B phan Truyén théng Doanh nghiép dé
co phuwong thirc t|ep can nhat quan va chuyén nghiép trong viéc
giai quyét cac van dé. Cac cau hai lien quan dén dy an vé san
pham va/hodc cac chuong trinh khuyén mai ban hang va tiép thj co
thé dwoc cac don vi kinh doanh twong &ng gidi quyét. Néu Nhan
vién khéng chac chan vé ban chat hoac y dinh cla béat ky thac mac
nao ma minh nhan dwoc, Nhan vién dé nén tim kiém huéng dan tiy
Quan ly cta ho hoac cac Trwédng bd phan co lién quan va trong
trvdng hop la Giam dbc, hay trao dbi véi Ban quan ly cia S P
Setia.

4.4. Giao dich ndi gian la vi pham luat va quy dinh chirng khoén tai cac
qudc gia noi S P Setia hoat dong. Giao dich néi gian c6 thé dién ra
dwéi nhiéu hinh thirc. Trong thoi gian dwoc bd nhiém cta Giam
déc va trong qué trinh [am viéc cta Nhan vién, ho co thé biét dwoc
théng tin nhay cam vé gia ca khéng dwoc cong bd rong rai cia S P
Setia hodc cac dbi tac kinh doanh hoac cac lién doanh cla S P
Setia. Viéc st dung nhirng théng tin d6 nham muc dich truc loi ca
nhan, bao gém vo/chéng, cha me (rudt va nuéi), con (rudt va nubi),
anh chi em ruét, con ré, con dau, anh em ré, chi em dau va anh chi
em rudt cta bén vo/chéng 1a hanh vi trai phap luat va bi nghiém
cédm. Hau qué cla giao dich ndi gian twr cac thdng tin nhay cam vé
gia ca lién quan dén S P Setia hodc cac dbi tac kinh doanh hoac
lién doanh clia S P Setia c6 thé 1a cac an phat dan sw va hinh sw,
hanh déng ky luat va/hodc chdm dit hop déng lam viéc.

4.5. Cac Nhan vién va Giam dbc c6 quyén truy cap cac théng tin nhay
cam vé gia ca (du thudng xuyén hay tam thdi) phai tuan tha tat ca
cac luat 18 va quy dinh hién hanh lién quan dén giao dich ching
khoan cta S P Setia hodc cac dbi tac kinh doanh hodc lién doanh
cua S P Setia.

4.6. Bén thi ba hodc cac ddi tac kinh doanh tiém nang khac phai ky
th§>a thuan khong tiét 16 trwdc khi bat ky Nhan vién va/hoac Giam
doc nao tiét 16 Théng tin bi mat ctia S P Setia cho cac bén dé.

5. Tai san, bat dong san va co’ sé vat chat

Nhan vién va Giam dbc phai quan tam hop ly dén viéc bao vé tai san cia
S P Setia dé tranh moi sw c6 mat mat, hw héng, lam dung, chiém doat
hodc trom cap. Khi xay ra sy cd mat mat, hw héng, lam dung, chiém doat
hodc trém cap, Nhan vién phai bdo cdo ngay véi Trwdng bd phan cda
minh, va Giam dbc sé bao céo cho Ban quan ly cia S P Setia hodc bod
phan khéac theo Noi quy lao ddng ndi bd va Chinh sach Té giac.
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5.1.

5.2.

5.3.

5.4.

TAt c& cac yéu ciu phat sinh hop & dbi véi cac chi phi, chirng tw,
héa don va bién lai phai chinh xac va dwgc ndp dung thoi gian quy
dinh.

S P Setia sé cung cép quyén truy cap Internet va email cho cac
Nhan vién va Giam déc can cac phwong tién dé va cong ty cling sé
cung cap sb di dong va céc thiét bi cho Nhan vién va Giam déc co
quyén nhw vay. Nhitng co s& vat chat nhw vay chd yéu phuc vu
cho muc dich kinh doanh.

Nhan vién va Giam dbéc cé quyén truy cap internet, di¥ liéu cua
cong ty hoac thiét bj di doéng cta cong ty khong dwoc st dung
quyén truy cap hoac céc thiét bi di déng cta cong ty, qua cac nen
tdng mang x& hoi hodc cac phuong thirc khac, dé tham gia vao céac
hoat déng bat hop phap, hanh vi khéng chuyén nghiép hoac béat ky
hoat dong khong phu hop nao khac co thé gay ton hai den thwong
hiéu va danh tiéng clia S P Setia. S P Setia sé& c6 quyen truy cap
vao tat ca cac co s& vat chat cia Nhan vién/Giam déc do S P Setia
cung cap cho Nhan vién d6 trong qua trinh lam viéc, bao gém
nhwng khoéng gidi han & dién thoai di ddng, may tinh xach tay hoac
cac thiét bj khac cta cong ty dé tao diéu kién thuan loi cho céac
cudc diéu tra vé lra ddo hoac ky luat lao ddng hoac cac muc dich
khac.

Nhan vién va Giam déc phai bdo vé quyén s& hiru tri tué cia S P
Setia va dam bao tuan tha cac luat va quy dinh hién hanh. Quyén
s& hiru tri tué bao gébm nhwng khéng gi¢i han & tén, nhan hiéu,
logo, khau hiéu va cac sang kién ddi méi ciia S P Setia. Bat ky tai
san tri tué nao do Nhan vién tao ra dé thwc hién trdch nhiém cong
viéc clia ho déu thudc vé S P Setia.

6. S P Setia va khach hang

6.1

Khach hang bén ngoai

6.1.1. S P Setia cam két mang dén nhirng sdn phdm va dich vu
chét lwong cho khach hang. Nhan vién phai cw xt v&i khach
hang mét cach chuyén nghiép trong tat ca cac giao dich kinh
doanh va cung cip cho khach hang trai nghiém tiéu chuén
cao.

6.1.2. S P Setia cling cam két bao mat nhitng théng tin c4 nhan
clia khach hang. Nhan vién khéng dwoc tiét 16 thong tin ca
nhan cua khach hang cho bat ky bén nao khac néu khéng
dwoc phép va khong cé sw dong y ctia khach hang.
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6.2  Khach hang néi bd

6.2.1.

6.2.2.

6.2.3.

6.2.4.

S P Setia cam két doi xtr voi tat ca cac khach hang néi bo
cua ching t6i mot cach ton trong va dang hoang qua sy thé
hién chuyén nghiép & cap dé cao.

S P Setia sé khong dung ting cho bat ky hinh thtee hay hanh
dong quéy rbi nao. Quay rbi bao gdm I&i ndi, thé chat, tinh
duc, hinh anh hay b4t ky hanh vi khéng phu hop nao khac
tao ra méi trwong lam viéc mang tinh céng kich, de doa
va’hodc thu dich. B4t ky Nhan vién nao cho rdng minh d3
gap tinh hudng bi qudy rdi c6 thé bao céo hoac khiéu nai
theo thd tuc dwoc quy dinh trong Noi quy lao ddng. Néu mot
Nhan vién hodc Giam dbc thuc sy tin rang moét Nhan vién
khac hoac mét nguwdi khac dang bi mot Nhan vién khac
va/hodc Bén thé ba quéy rbi, thi Nhan vién hodc Giam déc
doé cling c6 thé bao céo hodc khiéu nai theo tha tuc duoc
quy dinh trong N6i quy lao déng. Ngu®i c6 thdm quyén xi ly
quay rdi tinh duc sé& xt ly cac bao cdo hoac khiéu nai dé
theo thd tuc dwoc quy dinh trong Néi quy lao déng. Néu ban
can hé tro hodc khdng chac minh phai lam gi, vui 1dng tham
khao phan 13 va 14 vé Nhan tro gilp va Bao c4o quan ngai.

T4t cd Nhan vién va Giam dbc phai xay dwng mot moi
trwong kinh doanh thuan lgi muc tiéu la thac déy van hoéa
hop tac va codng tac, déng thoi tw hao vé nhirng hanh dong
ma chung ta thyc hién.

Quan ly va Trwdng bd phan twong (ng phai dam bao cac
thanh tl'qh dwoc céng nhén day dd va Nhan vién dwoc tao
co hoi dé phat huy hét tiéem nang cltia ban than minh.

7. S P Setia va cac bén th ba

7.1. Giao dich kinh doanh v&i cac bén khac

7.1.1.

Ban sira ddi sé: 00

Dé bao vé lgi ich clia S P Setia

a) Tat ca cac quyét dinh kinh doanh duoc dua ra dya
trén sw danh gia khach quan va ddc 1ap vi loi ich tbt
nhat ctia S P Setia, va khoéng dwoc thic day tir cac
can nhac hoac mdi quan hé ca nhan, du 1a cé thuc
hay cho la nhuw vay.

b) S P Setia sé tien hanh hoat dong thdm dinh day du
trwéc khi thué bat ky Bén thir ba nao theo yéu cau
trong Chinh sach va Tha tuc. Cac Nhan vién va
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Giam dbc nén tham khao Chinh sach Thué tuyén bén
th&r ba dé dwoc hwdng dan va tuan tha pha hop.

C) Téat c& cac dam phan kinh doanh phai dwa trén co s&
doc lap va S P Setia 4p dung nguyén tac liém chinh
va cbng bang trong cac giao dich kinh doanh cla
minh. Céng ty mong dgi cac Bén thi ba va cac bén
khac cw xtr theo cach doéi bén déu co loi.

d) Hanh ddng ga gdm va nhan hdi 16 hoac dwa hdi 16
dwéi bt ky hinh thirc nao déu l1a hanh vi pham toi va
la hanh vi sai trai nghiém trong cé thé dan dén viéc
cham dut hop ddng lam viéc. Nhan vién, Giam déc va
Bén th(» ba phai tuan thd nghiém ngat Chinh sach
Chéng héi 16 va tham nhiing.

7.2. Xung dét lgi ich

7.2.1.

7.2.2.

7.2.3.

Ban sira ddi sé: 00

Xung dét lgi ich xay ra khi Nhan vién hodc Giam dbc c6 loi
ich ca nhan hoac lgi ich bén ngoai (khdng phai la lgi ich cha
S P Setia) gay anh hudng hoac c6 kha nang gay anh hwéng
dén phan doan cia Nhan vién hoac Giam dbc dé, hodc theo
b4t ky cach nao gay can tré nhiém vu ho hanh déng vi loi ich
t6t nhat ciia S P Setia (Xung dét lgi ich). Loi ich bén ngoai
dwoc coi la xung dét khi:

a) loi ich anh hwdng dén kha nang ra quyét dinh eda
Nhan vién hodc Giam doéc trén co sé tot nhat cho S P
Setia;

b) loi ich anh huwdng dén kha nang khéng thién vi va

khach quan e&a Nhan vién hodc Giam déc khi thuwc
hién nhiém vu cua ho; va/hoac

c) loi ich 1am nady sinh c&c van dé ca nhan hoac van dé
khong mang tinh kinh doanh, hoac lam phat sinh cac
can nhéc vé moét quyét dinh kinh doanh chi thuan tay
tao ra lgi ich cho S P Setia.

Pé tranh Xung dét loi ich, du 1a c6 thwe hay dwoc cho 1a nhw
vay, S P Setia khéng khuyén khich Nhan vién tham gia vao
b4t ky hoat ddng nao cé thé gay anh hwéng hodc co vé sé
gay anh huéng dén cac quyét dinh hoac loi ich kinh doanh
cta S P Setia. Cac hoat déng dé c6 thé bao gom bét ky hoat
ddng kinh doanh bén ngoai nao vi lgi ich ca nhan.

Tat ca Nhan vién phai thuc hién cac bién phap dé tranh cac
tinh hudng c6 thé gay phat sinh Xung dét loi ich cé thuc
hoac dwgc cho la nhuw vay.
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7.2.4.

7.2.5.

7.2.6.

7.2.7.

7.2.8.

Ban sira ddi sé: 00

Trong trwdng hop phat sinh Xung dét lgi ich c6 thwc hoac
dwoc cho la nhw vay, Nhan vién cé lién quan dén Xung doét
loi ich thwe té hodc tiém an sé théng bao bang van ban cho
Trwdng bd phan cia minh.

Diéu quan trong la Nhan vién phai tiét 16 véi Trudng bo phan
cta ho ngay khi nhan thirc dwoc cac van dé co thé la Xung
dot loi ich d& S P Setia c6 thé quyét dinh xt ly cac van dé do
ngay lap ttrc, bao gdbm ca viéc Nhan vién lién quan thwc hién
cac bién phap dé loai bd hodc gidm thiéu Xung dét loi ich
sau khi thao luan véi Trwédng bd phan cia ho. Nhan vién
lien quan dén vu viéc phai lam theo cac hanh déng dwoc dé
xuat dé loai bd hodc giam thiéu Xung dét loi ich.

Trong b4t ky trwérng hop nao, tat ca Nhan vién phai tuyén bb
hang nam rang minh khéng tham gia vao cac hoat déng lién
quan dén ho&c c6 thé dwoc hiéu mét cach hop ly 1a tao ra
Xung dét loi ich chéng lai lgi ich cla S P Setia.

Cac Giam déc nén tranh Xung dét lgi ich néu c6 thé va sé
ludn khai bao ban chéat va mirc dd ctia moi Xung dét loi ich,
du trwe tiép hay gian tiép, trong thue té hay tiém an, voi cong
ty cla S P Setia co lién quan, va néu duoc yéu cau bdi Hoi
ddng quan tri hodc Uy ban ctia Hoi ddng lién quan, dé& khong
tham gia vao b4t ky qua trinh can nhac hodc quyét dinh nao
lién quan dén vu viéc. Khi phat sinh Xung dét lgi ich thuc té
hoac tiém an, moi Giam déc phai tuan tha tat ca cac luat lién
quan cua pham vi tai phan lién quan, bao gbém nhung khong
gi¢i han & cac yéu cau cla thj trwong niém yét chinh &
Malaysia va moi Chinh sach hoac Thu tuc khac.

DBoan nay dwa ra cac vi du (khong day da) vé nhirng hanh
ddng va tinh hudng c6 thé tao thanh Xung dét loi ich:

a) Chuyen hwéng co héi kinh doanh: Tan dung, du tryc
tiép hay gian tlep bat ky co hoi kinh doanh ndo ma S
P Setia c6 thé dat dwoc, bang cach chuyén cac co hdi
dé sang moét bén khac hay sang bét ky loi ich kinh
doanh tryc tiép hay gian tiép nao ma Nhan vién hoac
Giam dbc dang tham gia ma khéng c6 sw chap thuan
cua S P Setia;

b) Loi ich kinh doanh truc tiép hodc gian tiép: Tham gia
vao mot mdbi quan hé kinh doanh, quan hé tai chinh
hoac cac quan hé khac, ngoai pham vi céng viéc clua
Nhan vién tai S P Setia, hodc tham gia, trwc tiép hodc
gian tiép, vao cac td chic lien doanh khac khéng
thuéc S P Setia v&i tw cach la can bg, giam déc, chd

13
Co hiéu luc: Ngay



s& hiru, nhan vién, dai ly, chuyén gia tw van, cb van,
dai dién hoac dai ly hoac trong khi dang tham gia, tryc
tiép hodc gian tiép, vao cac td chire kinh doanh khéng
phai ctia S P Setia, thic hién, hoac tim cach thyc hién
bat ky hoat ddng kinh doanh nao véi S P Setia vi loi
ich va/hodc thu dwoc lgi ich tr cac t& chic kinh
doanh khong thuéc vé S P Setia;

C) Loi ich hodc thu lgi ca nhan: St dung cong viéc hoac
chirc vu cta ban than tai S P Setia dé gia tang thém
loi ich ca nhan cla ban than hoac lgi ich ca nhan cua
vo/chdng, cha me (rudt va nu6i), con (rudt va nuoi),
anh chi em ruét, con ré, con dau, anh em ré, chi em
dau va anh chj em ruét ctia bén vo/chdng hodc sl
dung nhan sw, co s& vat chat, thiét bi, vat tw hodc céac
nguén lwc khac clia S P Setia nham dat dwoc hodc
thu dwoc lgi ich ca nhan hoac lgi ich cho vg/chdng,
cha me (ruét va nudi), con (rudt va nudi), anh chi em
rudt, con ré, con dau, anh em ré, chi em dau va anh
chi em rudt ctia bén vo/chdng.

7.3.  Nhan va tang qua va chiéu dai

7.3.1 Theo nguyén tac chung, tat cd cac Nhan vién hoac Giam dbc

khéng dwoc nhan Qua tang va chiéu dai tir Bén th ba trir
khi dwoc Chinh sach Qua tang va chiéu dai cho phép. Diéu
nay la do viéc nhan Qua ting va chiéu dai cé thé anh hwéng
dén tinh li@m chinh cda ching tdi, can tré céng tac danh gia
san pham, dinh gi4 va hiéu suét cta cac Bén th(r ba hoac
anh hwédng dén danh gia chuyén mén cua ching tdi trong
viéc hoan thanh toan bo trach nhiém ctia chung téi dbi voi S
P Setia. Twong ty nhw vay, Nhan vién va Giam déc khéng
dwoc phép dé nghi hodc tang Qua téng va chiéu dai trr khi
dwoc Chinh sach Qua tang & chiéu dai cho phép.

Nhén vién, Giam dég va cac Bén thir ba phai tuan tha nghiém
ngat Chinh sach Chong hoi 16 va tham nhiing.

7.4. Chbng rira tién/Chéng tai tro khiing bd

7.4.1 Rea tién 1a moi hanh vi hodc né lwc nham che gidu hoac

Ban sira ddi sé: 00

nguy tao danh tinh cGa cac khoan tién thu dwoc bang con
dwong bat hop phap va chuyén khoan tién dé qua cac kénh
kinh doanh hop phap dé nhirng khodn tién nay cé vé nhw
dén tr cac ngudn hop phap. Nhan vién va Giam déc phai
tuan th moi quy dinh cta dia phwong ciing nhw tat ca luat 1&
va quy dinh hién hanh lién quan dén Chéng rira tién/Chéng tai
trg khang b6 (AML/CFT) & céac qudc gia ma Tap doan hoat dong
va thyc hién cac giao dich kinh doanh ciia minh nham ngan chan
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7.4.2

7.4.3

cac doanh nghiép hop phap bi téi pham lgi dung lam phwong tién
cho bét ky hoat déng chéng rira tién nao.

Moi Nhan vién va Giam dbc co trach nhiém dam bao rang
cac hoat ddng AML/CFT dang nghi dwgc bao céo kip thoi.
Nén tham van Pon vi Quan tri va Liém chinh (IGU) néu cé
bat ky sw khéng chic chan nao lién quan dén luat va quy
dinh vé AML/CFT lién quan dén céac giao dich hoac cong viéc
kinh doanh cta Tap doan Setia.

B4t ky Nhan vién va Giam dbc nao bj phéat hién tivng tham
gia hodc hd tro hoat ddng AML/CFT ¢6 thé phai chju hinh
phat hinh s theo quy dinh cla dia phwong cling nhw bat ky
lugt va quy dinh hién hanh nao khac lién quan dén AML/CFT
& cac quoc gia noi Tap doan hoat déng va tién hanh cac
giao dich kinh doanh ctia minh. B4t ky Nhan vién nao bj phat
hién tirng tham gia hodc hé tro hoat déng AML/CFT ciing sé
phai dbi méat véi hinh thirc ky luat, bao gbm nhwng khéng
gi&i han & viéc sa thai.

Mua sam va cung ng

8.1 Hanh ddng vi loi ich tét nhat clia S P Setia:

8.1.1

8.1.2

8.1.3

8.14

Ban sira ddi sé: 00

Tat ca cac quyét dinh mua sdm va cung tng chi nén dua
trén lgi ich tot nhat cia S P Setia. Can can nhac sw phu
hop cta sa&n phdm hodc dich vu, gia ca, dich vu giao hang
va chét lwong. Can tuan tha chat ché quy trinh so tuyén sao
cho céng tac danh gid cac nha thau tiém nang trwdc tién
phai théng qua qua trinh danh gia ndi b clda cac bd phan
lién quan, bao gdbm bd phan thwc hién dw an, boé phan tai
chinh va bé phén cung wng.

S P Setia sé doi xir cdng bang véi tat ca cac nha cung tng,
nha thau hoéc nha cung cap dich vu va dam bao ludn duy tri
cac nghia vy bao mat, dac biét la trong giai doan dau thau.

S P Setia c6 thé can nhéc nhiéu hon mét nha cung &ng, nha
thdu hodc nha cung cép dich vu. Nhan vién ctia S P Setia c6
thé hoat ddng nhw mét nguwdi can bang va kiém soat trong
viéc ddm bado dwa ra mot két luan doc 1ap va hop ly khach
quan. B4t ky Nhan vién va/hoac Giam déc nao ciing khéng
dwoc yéu cau hoac chap nhan cac khoan hdi 16 dudi bat ky
hinh thirc ndo. Néu c6 béat ky khoan hdi 16 nao dwoc thuc
hién hodc dwa ra, tat cd cac Nhan vién va/hodc Giam dbéc
phai bao céo khoan héi 16 nay VOi Truwdng bo phan lién quan
hodc gt bao cao theo Chinh sach To6 giac ctia S P Setia.

T4t ca cac thda thuan cung tng hodc mua sam déu ghi chép
cac dich vu hodc san pham sé& cung cip véi cac thdi han
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8.2

8.3

giao hang cu thé dé tao diéu kién cho qua trinh xac minh déc
lap.

8.1.5 Nhan vién phai tuan thu nghiém ngat cac Chinh sach va Thu
tuc lién quan dén viéc mua sdm va cung (ng dich vu tlr Bén
thr ba.

Cam két thay mat cho S P Setia:

8.2.1 Can thyc hién tat ca cac cam két tién té theo dung cac gioi
han tham quyén da dwoc phé duyét.

8.2.2 Cho phép va phé duyét ngan sach hoac ké hoach hoat déng
khéng twong dwong véi cho phép phat sinh céc chi tiéu theo
ngan sach hodc ké& hoach hoat déng. Van can phé duyét cho
khoan chi phat sinh mac du chi phi da dwoc lap ngan sach.

8.2.3 Khodng mot Nhan vién nao dugc phép:

a) phé duyét cac yéu cau hoac chi phi cta riéng ban than
minh;

b) tw minh phé duyét don xin mua hang, tién hanh dat
hang, nhan hang va phé duyét héa don thanh toan;
va’hoac

c) chia nho tong gia tri cia 1an mua sam thanh nhiéu don
xin mua hang dé né tranh cac gi¢i han tham quyén do
ban quan ly thiét lap.

Nguw&i lao dong da tr chirc va da giri don thoi viéc hoac dang trong
thdi gian tam hodn thwc hién hop déng lao déng vi bat ky Iy do gi,
khéng dwoc phép tiép tuc thwe hién bat ky cam két tai chinh, hop
ddng nao hoac khéng duoc phép thwe hién bat ky quyén han nao
khac thay mat cho S P Setia, trir khi dwoc sy chap thuan truéc
bang van ban cta Trwdng bd phan. Néu khéng c6 sy chap thuan
bang van ban d6, Quan ly hodc Trwdng bd phan ctia Nhan vién
phai thdng bao cho cac bod phan lién quan va chuyén giao nhiém vu
va trach nhiém cho Nhan vién khac cang sém cang tét.

9. Céng dong va xa hoi

9.1

9.2

S P Setia cam két tao ra sw khac biét tich cuc trong xa hoi bang
cach déng goép vao viéc cai thién chéat lwong cudc sdng cla cong
déng.

S P Setia va Nhan vién cda minh phai lwu tam dén hau qua cua cac
hoat dong cua S P Setia trong cong dong xung quanh va sé no lyc
hét sirc minh dé tién hanh cac hoat déng kinh doanh mang lai loi
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10.

11.

ich cho nén kinh t& va xa hoi, va lién tuc nd lwc thwc hién cac trach
nhiém xa hoi ctia doanh nghiép.

9.3  Nhi*rng nd lwc nay cé thé vwot ra ngoai cac yéu cau do phap luat
quy dinh.

Moi trueéng

10.1 S P Setia tin twéng vao viéc xay dwng mét twong lai bén virng. Tat
ca Nhan vién sé no luc lam viéc ciing v&i Bén thr ba dé dam bao
cac san pham va dich vu cta chung ta dwgc phan phdi theo cach
than thién v&i xa hdi va maoi tredng.

10.2 Cac tién ich nén dwoc st dung moét cach cé trach nhiém va hiéu

qua; va tat ca chling ta tai S P Setia phai dam bao rang cong tac xd
ly rac thai tai co s& dién ra dung cach va than thién véi maéi trvdng.

Danh sach kiém tra dao dirc

111

Khi dwa ra quyét,dinh hoac tuan theo chi thi dwoc dwa ra, Nhan
vién hoac Giam doc phai tw hoi:

11.1.1 Quyét dinh hodc hanh dong cia t6i c6 tuan thd tinh than cla
B6 quy tac, cac Chinh sach va Thu tuc lién quan cling nhw
luat phap hién hanh khéng?

11.1.2 Hanh vi clia t6i c6 phu hop voi cac gia tri cia S P Setia va
cac tiéu chuan cua tap doan vé dao duirc, sw trung thuwc va
tinh liém chinh khéng?

11.1.3 Quyét dinh hodc hanh déng cla tQi c6 phan anh tinh liém
chinh, nghta la day co phai la quyét dinh hay hanh déng
dung dan can thwc hién khéng?

11.1.4 Quyét dinh ho&c hanh déng cla téi cé duoc thic day bdi
phan doan chuyén mén cé trach nhiém khéng?

11.1.5 Tdi c6 cdm thay tu tin néu co sé& hoac ly do cho quyét dinh
hoac hanh déng cuda t6i dwoc cong khai khéng?

11.2 Ap dung céc bién phap thwc hanh tét:

11.2.1 BAm sat cAc tiéu chuan dao dirc va luat phap ap dung cho
nhiém vu va trach nhiém cta ban hoac cac linh vwc chuyén
maon.

11.2.2 Bé&t diu thao luan trong cac cudc hop clia bd phan vé céac

van dé lien quan dén Bo quy tac hoac Chinh sach va Tha
tuc.
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11.2.3 Biét nguwoi dé tham khao y kién néu khéng chac chén vé viéc
phai lam.

11.2.4 Lén tiéng néu thuc sw quan tam.
11.2.5 Nhan tro gitp néu can.
12. Tuén tha B quy tac nay

12.1 Nhan vién vi pham Bd quy tac nay, bat ké& vi tri hodc chirc danh,
c6 thé bi ky luat, bao gém ca chdm dut hop dbng lam viéc theo
luat hién hanh va Noi quy lao déng. Sau day la mét sé vi du vé
cac hanh vi c6 thé dan dén hinh thirc ky luat:

12.1.1 vi pham va/hoac xui giuc nguwoi khac vi pham luat phap va
quy dinh hién hanh, B6 quy tac nay va/hoac cac Chinh
sach va Thu tuc khac;

12.1.2 khong bao cao cac vi pham da biét ho&c nghi nge co can
cr doi v&i luat va quy dinh hién hanh, B6 quy tac nay
va/hodc cac Chinh sach va Tha tuc khac;

12.1.3 tra thu cac Nhan vién hoac Bén th&r ba khac vi da bao céo
guan ngai hoac hanh vi vi pham.

Trong truéng hop cé bat ky Giam déc nao vi pham Bé quy tac
nay, Hoi ddng quan tri cla S P Setia Berhad sé& xac dinh cac hanh
dong thich hop can thuwc hién sau khi xem xét tat c& cac thong tin
va tinh huéng lién quan.

13. Nhan tree gitp

13.1 Tim kiém 15 khuyén hoéc hé trg khi ban khong chac chan vé mot
hanh déng thich hgp vé mat phap ly hoac dao duc.

13.2 Tinh hudng nay c6 thé xay ra khi cac Chinh sach va Tha tuc hién
hanh cé vé khé hiéu hodc kho dién gidi, hodc khi ban coé it kinh
nghiém trong viéc gidi quyét van dé hodc dang gap kho khan. Sw
khac biét v& quan diém ciing c6 thé khién quéa trinh hanh déng
ding dan tré nén khéng rd rang.

13.3 Hay chon mét phwong an thich hop dé nhan duwoc sy tro giup
trong hoan canh hién tai. Bat dau t6t nhat 1a tr quan ly trwe tiép clta
ban. Néu van dé van chwa duwoc gidi quyét, hdy bao céo voi
Trwdng bd phan lién quan hoac IGU.
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14.

15.

Bao cao quan ngai

141

14.2

14.3

Chuang t6i khuyén khich nhan vién bao cdo nhirng quan ngai xac
thwe ma khdng s bi tra dia. Chinh sach Té giac cia S P Setia quy
dinh chi tiét v& cac thu tuc va bién phap bdo vé danh cho ngudi tb
giac. Cac Giam dbc phai bao céo ngay lap tlrc bét ky quan ngai xac
thwe ndo vé cac vi pham thyc té hodc tiém an dbi véi Bd quy tac
nay cla bat ky Giam dbc nao va tuan tha nghiém ngat quy trinh bao
cao duwoc quy dinh trong Chinh sach Té giac.

S P Setia s& c6 hanh dong thich hop déi véi tat ca nhirng ca nhan
c6 hanh vi tra dda.

Hanh vi gt bao cao ac y hoac phi bang ma khéng cd co s¢ hoac
cO y dwa ra bao cao sai sy that la hanh vi vi pham B quy tac nay
va Chinh sach To giac va c6 thé dan dén cac quy trinh ky luat.

Panh gia

15.1 B6 quy tac nay sé& dwoc IGU danh gia dinh ky, dwoc thdm dinh béi

Uy ban Quan ly Rui ro, va sau d6 dwoc dé xuat 1én Hoi déng quan tri
dé dwoc phé duyét. Bd Quy téc s& dwoc cap nhat theo thdi gian va
trong nhirng thdi diém can thiét d& dam bao rang ludn duwoc cap
nhat va thich hop véi cong tac giai quyét bat ky van dé dao dirc nao
c6 thé phat sinh tai S P Setia. Bd quy tac, khi dwoc cap nhat, sé
dwoc phd bién théng qua cac kénh truyén théng ctia S P Setia.
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Mau chap nhan Bé quy tac ng xtr va dao dirc trong kinh doanh

Toi, ‘ (NRIC S6/HG chiéu s6/Hop dong lam viéc
s0 ) tai day xac nhan rang t6i da doc va hiéu B6 quy tac trng x&r va dao drc trong
kinh doanh va t6i dong y tuan tha cac quy dinh dwgc néu ra trong day.

Ngay ky
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