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N-BASE (SARAWAK) SDN BHD

OCCUPATIONAL SAFETY AND HEALTH POLICY

Policy Statement

N-Base (Sarawak) Sdn Bhd is committed to providing a safe, healthy, and secure workplace
for employees, contractors, customers, visitors, and anyone affected by our work.

As an IT systems integrator, service provider, vendor, and operator, we see safety and health
as an important part of our daily work and responsibility. We aim to build a positive safety
culture where everyone helps prevent injuries, illness, and unsafe conditions.
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To achieve this commitment, N-Base (Sarawak) Sdn Bhd shall:

1. Provide a Safe and Healthy Workplace

We will provide and maintain a workplace, equipment, and work methods that are safe and
do not put health at risk, as far as reasonably possible.

Keep walkways, exits, and staircases clear of boxes, cables, and equipment.
Make sure workstations, chairs, lighting, and ventilation are in good condition.

Check that power sockets, extension cords, and server room equipment are safe and
not overloaded.

Keep office, store, and technical areas neat to prevent slips, trips, and falls.
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RISK MANAGEMENT

2. Identify and Manage Risks

We will identify workplace hazards, assess the risks, and take suitable steps to remove or
reduce them during office work, site visits, equipment handling, and project activities.

e Carry out simple risk checks before site visits, installation work, maintenance, or work
at customer premises.

e Look for hazards such as exposed wires, unstable ladders, poor access, hot work
areas, or tight spaces.

e Use suitable controls such as switching off power, putting up warning signs, setting
barriers, or using personal protective equipment.

e Review incidents and near misses so the same problem does not happen again.
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3. Promote Employee Health and Well-Being

We will support employee physical and mental well-being through good work practices,
health awareness, and a healthy working environment.

e Encourage proper desk setup, screen position, and regular stretching.

e Promote reasonable work schedules to reduce tiredness during projects or
troubleshooting.

e Organize awareness sessions on stress, ergonomics, and healthy living.

e Encourage staff to report discomfort, stress, or health concerns early.
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4. Develop Safety Awareness and Competency

We will provide the information, training, supervision, and resources needed for employees
and contractors to work safely and responsibly.

e Give safety induction to new employees, contractors, and interns before they start
work.

e Provide task briefings before installation, cabling, testing, or equipment work.

e Teach safe lifting and handling when moving UPS units, batteries, servers, or network
equipment.

e Provide proper supervision for higher-risk work at customer sites or after office hours.
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FIRE ALARM

5. Ensure Emergency Preparedness

We will maintain emergency procedures and response plans, including evacuation, fire
safety, first aid, and incident reporting.

¢ Display evacuation routes and assembly points clearly in the office.
e Keep fire extinguishers, smoke detectors, and first aid supplies easy to reach.

o Have clear steps for reporting fire, injury, equipment failure, or other emergencies.

Ground, 1st & 2nd Floor, Lot 12634,

Block 16 KCLD, Cha Yi Goldland, n/N‘BAS E

Jalan Tun Jugah, 93350 Kuching,
Sarawak, Malaysia Page 8 of 11 OSH Policy | V1_JAN 2026



N-BASE (SARAWAK) SDN BHD

6. Encourage Reporting and Consultation

We will encourage open communication on safety and health matters and support timely
reporting of hazards, unsafe conditions, near misses, incidents, and ideas for improvement
without fear.

e Encourage staff to report damaged plugs, blocked exits, loose flooring, or unsafe site
conditions immediately.

o Allow staff to raise safety concerns during meetings, toolbox talks, or project
planning.

¢ Consult staff and contractors before changes that may affect safety and health.
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7. Fulfil Applicable Legal Requirements

We will keep suitable processes and controls in place to meet occupational safety and health
laws, regulations, and other relevant requirements related to our work.

o Keep safety records, inspection results, training attendance, and incident reports up
to date.

o Make sure safety notices, procedures, and emergency information are shared with
staff and contractors.

e Check workplace practices regularly to ensure they meet safety requirements.

o  Work with building management, customers, or main contractors on site safety
requirements before work starts.
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Summary

This policy explains our commitment to keeping the workplace safe and healthy for everyone.
It reminds all employees and contractors to work safely, report hazards and incidents quickly,
follow safety procedures, and help improve safety and health standards at N-Base.

Responsibilities

Management

Management will show leadership by providing enough resources, setting safe work
practices, and making sure this policy is put into action effectively.

Employees and Contractors

All employees and contractors must follow safety rules, use equipment properly, report
hazards and incidents, and help maintain a safe and healthy workplace.

Policy Review

This policy will be shared with employees and relevant stakeholders and reviewed from time
to time to make sure it remains suitable, effective, and in line with legal requirements and
business operations.
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