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Top Form Social Policy
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Top Form International Limited and its subsidiaries (“Top Form”) is committed to the
highest standards of business and ethical behaviour and recognises our corporate
responsibility to uphold and protect our people at the workplace. This Social Policy
provides a coherent guideline that states the requirements of our employment process
and expectation for our employee to ensure ethical labor practices are embedded in our
daily operation. This policy is guided by the United Nations Guiding Principles on
Business and Human Rights and the principles contained in the International Bill of
Human Rights and the International Labour Organization Declaration on Fundamental
Principles and Rights at Work.
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Compliance with
Local Laws
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Health & Safety
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Working Hours
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Pay & Benefits
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Freedom of
Association
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No Forced Labor
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Top Form policies and procedures are regularly reviewed and
updated to ensure in compliance with relevant laws, rules and
regulations.
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A healthy and safe work environment is provided to our
employees. Top Form’s Health & Safety Standard is enforced in
all operating countries.
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Employee’s working hours are in compliance with local laws.
Employee’s overtime is self-voluntary and sufficient time-off to
rest is provided.
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Top Form provides employees with wages, and benefits are in
accordance to applicable laws.
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The lawful exercise of employees’ right of free association and
collective bargaining are respected and not restricted or
interfered in, and employees lawfully exercising those rights are
not threatened or penalized.
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Any forms of forced and compulsory labor are prohibited,
including but not limited to prison labor, indentured, bonded,
involuntary or slave labor, and recruitment fee is not borne by
migrant workers.
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No Child Labor To ensure the development, health and safety of young people,

BIFET Top Form employs people who are at least 18 years of age in
our operating countries. Some exceptions are accepted for
individuals between the age of 15 and 17 only when workplace
learning or profession with on-the-job training is part of their
education path (e.g. internship, apprenticeship).
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No Discrimination Discrimination in employment is prohibited. Discrimination
k> 5% includes but not limited to gender, race, religion, age, physical
or mental disability, sexual orientation, nationality, political
opinion, social class or ethnic origin. Due to the nature of our
industry, no specific workforce gender ratio target has been set.
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Anti-Violence No violence or threat of violence, corporal punishment, or any
COSE YA other form of physical or psychological coercion against

employees is allowed.
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Anti-Harassment All forms of harassment and abuse to employees are prohibited.
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Anti-Corruption All forms of corruption, including extortion and bribery are
R W prohibited. Top Form’s Code of Conduct is in place for all

employees, agencies and suppliers to comply with.
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