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Policy Objectives 

1. Nippon Sanso (Thailand) Co., Ltd (hereafter referred to as the “Company”) aim(s) to build a 
culture of openness, integrity and accountability. In line with this, this Whistle-Blowing Policy 
and Procedure (hereafter referred to as this “Policy”) is intended to encourage staff to raise 
concerns or complaints about actual or suspected misconduct, wrongdoing or improper 
behaviour of employees, management and directors of the Company (i.e., whistle-blow) at an 
early stage without fear of harassment and/or victimization and with an assurance that their 
concerns will be taken seriously and investigated.  
 

Scope of this Policy  

2. This Policy applies to all full-time, part-time, permanent and temporary employees (including 
freelance workers, contract staff, interns and staff seconded from affiliated companies to the 
Company), management members and directors of the Company. For the purpose of this 
Policy, a reference to an employee means any of the aforementioned persons and in this 
Policy, “you” or “whistle-blower” refers to an employee, management member or director of 
the Company who whistle blows in accordance with this Policy.  
 

What to report? 

3. Before reporting through the Whistle-Blowing System (defined below), you should review 
carefully what matters may be reported. In cases of doubt, you should, as appropriate, seek 
to speak to your immediate superior or to the Compliance Manager. 
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Some examples of reportable concerns or complaints that you may report via the Whistle-
Blowing System include (this list is non-exhaustive): 

• Violation of the Nippon Sanso Group Code of Conduct or the Company’s policies or 
procedures; 

• Non-compliance with any legal obligation (e.g., breach of a contractual obligation), 
statutory or regulatory requirements;  

• Impropriety, fraud, corruption, bribery, theft or misuse of the Company’s assets or 
resources; 

• Concerns about the Company’s accounting or internal control matters; 
• Any action detrimental to health and safety or the work environment; 
• Abuse and misrepresentation of power and authority; 
• Workplace harassment or discrimination; 
• Conflict of interest without disclosure; 
• Attempt to conceal any of the above acts. 

 
4. This Policy does not apply to individual staff grievances concerning an individual’s terms and 

conditions of employment and other employee-related matters already covered under the 
Company’s human resource regulations, staff handbook, and related policies and procedures. 
 

Making a Report 

5. You may wish to first consider raising your concern internally to your line manager (or his or 
her superior) within the department. 

If you feel uncomfortable doing this, for example, your line manager has declined to handle 
your case or it is the line manager who is the subject of the report, then you should contact 
the Compliance Manager. 

6. In case you feel uncomfortable reporting it internally, you could report through the whistle-
blowing system set out below (the “Whistle-Blowing System”): 

Contact of internal hotline 
(Regional CCO route） 
 

Clara Teo (Ms) 
Regional Chief Compliance Officer 
Senior Vice President – Legal & Compliance 
Nippon Sanso Holdings Singapore Pte. Ltd. 
Phone: (65) 6804 6251 
E-mail: clara.teo@nshs.sg 
Languages: English & Mandarin 

External contact 
(External Attorney route） 
 

Rajah & Tann Singapore LLP 
9 Straits View, Marina One West Tower  
#06-07, Singapore 018937 
E-mail: nshs.hotline@rajahtann.com 
Language: Burmese, English, French, 
German, Hindi, Indonesian, Japanese, 
Khmer, Laotian, Malay, Malayalam, 
Mandarin, Punjabi, Tagalog, Tamil, Thai, 
Urdu, Vietnamese, various Chinese dialects 
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7. Concerns or complaints should preferably be provided in writing although you may also raise 
your concerns or complaints verbally. 
 

What should you include in the Report? 

8. In order for the Company to evaluate and investigate your report, it is essential that you report 
promptly and provide us with: 
• Nature of the misconduct, wrongdoing or improper behavior (e.g., corruption or bribery); 
• Details of the parties involved and names of any witnesses; 
• Dates or period of time of action(s) and/or transaction(s);  
• Details as to the background and history of your concern or complaint; 
• When the incident was first noticed; 
• Evidence substantiating the concern or complaint raised (where possible); 
• Any other relevant information; 
• Contact details in case further information is required.  

 

Identity of Whistle-blower 

9. The Company encourages you to put your name and contact details to your report whenever 
possible in order to enable appropriate follow up and investigation. Nonetheless we respect 
that sometimes you may wish to file the report anonymously. However, an anonymous report 
will be much more difficult for us to follow up simply because we may not be able to obtain 
further information from you, give you feedback or ascertain whether your report was made in 
good faith. 
 
 

Confidentiality 
 
10. If a whistle-blower makes a report pursuant to this Policy, the Company will take every 

reasonable effort to keep the whistle-blower’s identity confidential or protect the anonymity of 
the whistle-blower to the extent permissible under the law. Reports of violations or suspected 
violations will be kept confidential to the extent possible, consistent with the need to conduct 
an adequate investigation. 
 

11. The whistle-blower is expected to keep information pertaining to the allegations and from any 
investigation confidential. 

 
12. The Company will reasonably endeavor to inform the whistle-blower if a referral to an external 

authority, such as a law enforcement authority, a regulatory body, a governmental agency or 
entity, is about to or has taken place. The Company may make such a referral without 
informing the whistle-blower if the Company considers it appropriate or if required by law (e.g., 
to the police or other authorities for criminal investigation).  
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Safeguards 

13. The Company prohibits discrimination, retaliation or harassment of any kind against a whistle-
blower who reports in good faith. If a whistle-blower believes that he or she is being 
discriminated, retaliated or harassed for having made a report under this Policy, he or she 
should immediately report it to the Compliance Manager or through the Whistle-Blowing 
System, as appropriate. 
 

14. If an allegation is made in good faith but is not confirmed by the investigation, no action will 
be taken against the whistle-blower. If the results of an investigation show that the whistle-
blower acted maliciously or with the view to a personal gain or did not act in good faith or 
submitted a feedback/complaint which he or she knew to be false, or without a reasonable 
belief in the truth and accuracy of the information, disciplinary action may be taken against 
the whistle-blower. 

 

What happens after Reporting? 

15. Every allegation, whether or not reported anonymously, will be reviewed or investigated, at 
least to the extent that it is determined whether or not a full investigation should be 
conducted. The ability to investigate depends on the quality and adequacy of the information 
provided by the whistle-blower. 
 

16. Upon receipt of the report received through the Whistle-Blowing System, the South East Asia 
Regional Chief Compliance Officer (the “RCCO”) will: 

• Send or direct the Compliance Manager to send an acknowledgement of receipt to the 
whistle-blower in a timely manner; 

• Direct the initial review of the concerns received. The RCCO may, in consultation with the 
chairman and President & CEO of Nippon Sanso Holdings Singapore Pte. Ltd. (“NSHS”) 
or such other persons as appropriate, include such other members who are independent 
of the matter to carry out such review, and consult with Nippon Sanso Holdings 
Corporation (“NSHD”) if the matter concerns an assignee from Japan; 

• Where preliminary review shows that the concern falls within the whistle-blowing 
reportable concerns as set out under paragraph 3 above, the RCCO may, in consultation 
with the chairman and President & CEO of NSHS and/or such other persons as 
appropriate, including NSHD Internal Control Office, direct any of the following steps to be 
completed within a reasonable timeframe: 
a. instruct the Internal Audit team or relevant management to conduct further 

investigations or review; 
b. instruct the relevant management to take such remedial action as it deems 

appropriate; 
c. engage such third parties as the RCCO or such other person(s) as appropriate may 

determine, to take remedial action, to commence or conduct further investigations or 
review, as may be appropriate; and/or 

d. take any other action as the RCCO may determine in the best interests of NSHD 
group. 
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17. Any person directed to provide assistance or cooperation in the investigation shall provide full 
support and accord priority to the investigation. 
 

What happens after investigation? 

18. The RCCO shall submit the outcome of the investigation report to NSHD as follows: 
 Immediately for pressing and material compliance violation; 
 As part of the biannual reporting for non-pressing and material compliance violation. 

 
If in the course of investigation, there appears to be a reasonable case of a pressing and 
material compliance violation, the RCCO may notify NSHD about the case even if the 
investigation has not been completed. 
 
A pressing and material compliance violation is a case which: 
 may cause loss of JPY30 million or more; 
 may cause or is likely to involve administrative disposition such as arrest, prosecution, 

suspension or revocation of permission or authorization; 
 may cause severe damage to the social reputation of NSHD group; or 
 involves leakage of information. 

 
19. All disciplinary actions relating to the investigation report, if necessary, shall be in accordance 

with the Company’s or NSHD’s disciplinary procedure as appropriate. 
 

20. Any decision to refer the investigation findings to the appropriate external authority, such as 
a law enforcement authority, a regulatory body, a governmental agency or entity, will be 
made in consultation with NSHD.  
 

21. Where appropriate, the RCCO, or someone as he or she may direct, will provide an update 
of the outcome of the whistle-blowing matter to the whistle-blower (if he or she identifies 
himself or herself) as to actions taken or reason(s) should it be decided that no action is to be 
taken. 
 

Compliance 

22. The Compliance Manager will provide training on this Policy for employees on a regular basis 
and for such other persons as may be decided by management. 
 

23. Employees who violate this Policy will be subject to disciplinary action that management 
considers appropriate.  

 
24. Questions relating to this Policy should be addressed to the Compliance Manager. 

 
Version History 
Version Initiated by: Change Description Date 
1.0 Mr. Nobutoshi Hayashi 

Compliance Manager 
Baseline version 1 August 2023 
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