PRIVACY NOTICE
(FOR EMPLOYEES)

Ye Chiu and its group of companies in Malaysia (‘“'Ye Chiu” or “we” or “our” or “us”) value the employer-
employee relationship we have with you. Your privacy is important to us and we are committed to ensuring
your privacy is protected. This Privacy Notice is required under the Personal Data Protection Act 2010
(“PDPA”) and it explains how we handle your personal data. Please read this Privacy Notice carefully to
understand our privacy practices. This Privacy Notice is also available at our portal website,
https://www.yechiu.com/

For the purposes of this Privacy Notice, please note that:

(@)

(b)

1.

“personal data” means any information which relates directly or indirectly to you, who is identified
or identifiable from that information, and/or your dealings with us. This information may include your
name, NRIC number, address, occupation, contact details, details of your account(s), the type of
products offered to you, your financial information and such other necessary information regarding
yourself and your transaction(s) including sensitive personal data.

“sensitive personal data” means any information relating to your health, political opinions, religious
beliefs or any other personal data prescribed under the PDPA.
The personal data we collect

As our employee, we are required to collect, record, hold, store, use, disclose and/or process your
personal data in the course of your employment with us. In particular, we will process some or all of
the following categories of personal data about you:

@  full name;

(b)  NRIC number/ passport number, as the case may be;

(c)  correspondence address;

(d)  contact number;

()  email address;

()] bank details;

(g)  race and religion;

(n)  past employment history;

(1) health records; and

() any other information as we may require.

The personal data to be submitted may be mandatory or optional. If the personal data required is
mandatory and you fail to provide such information, we may not be able to process your employment
application with us and further, this may affect our ability to ensure that you continue to enjoy and/or

participate in the full employment-related benefits during your course of employment with us. If the
personal data required is optional, you may choose not to provide such information.

How we collect your personal data
The sources of your personal data are as follows:
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(a)

(b)

(©)

Information we obtain when you submit your application: This includes details of your name,
NRIC/ passport number, address, email address and contact number.

Information we obtain through our employer-employee relationship with you: This includes all
information via any written or verbal communications or documents delivered to us prior to and
during the course of our contractual or pre-contractual employment relationship.

Information from other sources: This includes personal data to which you have given your
consent to disclose personal data relating to you and/or where not otherwise restricted.

The purpose for collecting your personal data

Your personal data is collected to allow us and our authorised agents to process your dealings with us,
which may include one or more of the following purposes:

(@)

(b)
(©)
(d)

(€)
()

(9)
(h)

(i)

()

(k)
(1

administration of your employment with us, including recruiting, calculation, determination and
payment of compensation and benefits, calculation and payment of taxes and social security
contributions, calculation and payment of pensions of any description, as well as any similar
entitlements, career and talent development, performance evaluations, training, travel and
expenses, leave and others;

communicate with you, manage, improve and maintain effective human resources administration,
respond to your enquiries or complaints and conduct investigations;

preparation, performance or termination of an employment contract or any other contract or
relationship with an employee;

manage, monitor, improve and facilitate employee performance and salary reviews;

monitor employee’s compliance with our policies, rules and regulations, handbooks and
guidelines, code of conduct;

plan and monitor training requirements, scheduling of work and shifts;

conduct health check on employees and other purposes that are necessary or related to your
employment with us;

perform shared services within our group such as audit, compliance, legal, human resources, risk
management relating to your employment with us;

our preparation of any litigation and defence of pertinent claims related to your employment with
us;

data mining, research, internal audits, business control, insurance purposes; and

any other purposes that is required or permitted by any law, regulations, guidelines and/or
relevant regulatory authorities.

We will seek your consent before processing your personal data for a purpose other than those set out
in this Privacy Notice and/or in the terms of any of your employment contract with us.

How we protect your personal data

We strive to ensure your personal data is accurate, complete, not misleading and kept up-to-date at all

times.

Your personal data is securely stored in our database server in Malaysia to which only our authorised
employees and agents can have access to. The access is given only to the extent necessary to enable
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such persons to process your personal data for the purposes described in paragraph 3 above. To prevent
any loss, misuse, modification, unauthorized or accidental access or disclosure, alteration or destruction
of your personal data, we have put in place adequate technical and organizational security measures
(including regular review and updating our security measures) governing the processing of your
personal data and any authorised employees or agents involved in such processing, in accordance with
the PDPA.

Accessing your personal data

You may make a data access request in writing for information of your personal data that is being
processed by us or request for a copy of your personal data held by us. We will endeavor to comply
with your request within 21 days of receiving your completed form and the relevant processing fees.

If your personal data is inaccurate, incomplete, misleading or not up-to-date, you may make a data
correction request in writing to us and we will make the necessary correction to your personal data.

We may request for documentary evidence to verify your identity. Please note that we may withhold
your access to your personal data to the extent permitted by the PDPA to avoid incidents of fraud and/or
inaccurate information. In such situations, we will notify you in writing of the refusal and reasons for
the refusal.

Disclosure to third parties

We may disclose your personal data to the extent it is necessary and appropriate to process your dealings
with us to the following parties:

(@) our agents, service providers and/or professional advisers who assist us in processing and
administering your employment with us;

(b) any person authorised or appointed by you to give instructions to us on your behalf such as your
agents, accountants, auditors, lawyers and financial advisers;

(c) toany other third party engaged by us; or
(d) with your consent, at your request or as allowed by law.

Your personal data may also be disclosed by us where the disclosure is permitted under the PDPA,
including but not limited, to the following:

(@) where the disclosure is necessary for the purpose of preventing or detecting a crime or for the
purpose of investigations; or

(b)  where the disclosure was required or authorised by or under any law or by the order of a court.

Retention of your personal data

We will retain your personal data for the duration of your employment relationship with us or for the
period as may be necessary to protect your interest and our interest, as allowed by law.

Exercising your choice in respect of disclosure

You may exercise your choice in respect of the disclosure and use of your personal data by us. Please
note that irrespective of the choice you make in relation to the above, you may still contact us
subsequently through the contact details provided below in order for you to change your choice. Your
latest choice communicated to us will apply.



9.

10.

Changes to this Privacy Notice

This Privacy Notice will be governed by and construed in accordance with Malaysian law. We may
update our Privacy Notice from time to time. In the event there are significant changes in the way we
treat your personal data, we will publish a notice on our portal website to inform you on the same and/or
through other means of communications deemed suitable by us. Unless notified as such, our current
Privacy Notice applies to all personal data provided by you to us.

How to contact us

Should you have any enquiries or complaints about this Privacy Notice, you may contact us as below:
Department - Human Resource Department

Designation : Manager

Phone number : 07-2579000

Fax number : 07-2512633

Email address : hr@yechiu.com.my
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