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Shift Handover/Takeover Implementation Details HYBN-T9-11-0017-2018-1

1 Objectives/HEY
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2 Scope of Application/i&F3EE
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3 Reference System Document/5|FHIE T

(Hengyi Industries Sdn BhdProcess Technology Management System fEi& 52k (3038) HIR
nE L EHARE S E HYBN-T3-06-0005-2018-1)

(Hengyi Industries Sdn BhdProcess Shift Record 18 i 52\l (3238 BR A & 32 ¥ H & Record
No.: HYBN-T6- -5041- -2018%

4 Management Contents/EHERA
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5 Shift Handover/Takeover Record Requirement 323 HREE &k

5.1 Shift Takeover Situation/{ZHFE R

5.1.1 Includes the main operating parameters such as reaction temperature, pressure, feed
inlet quantity, oil type and etc.; Incomplete task from previous shift that requires the current shift
to continue in carry out the task’s content and other matters that require attention; Equipment
status mainly refers to the standby equipment that cannot be used or equipment which need to
be repaired; Production auxiliary tools required for this shift handover/takeover (Such as
walkie-talkie, explosion-proof lamp, etc.); Other content as required by the operation
department managers during the shift handover/takeover (Ends after all four shift has
acknowledged the content information).
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5.1.2 Attendance of current shift situation, including planned number of personnel present,
actual number of personnel present, number of absentees, and the reason for being absent.
AYEHENENL, AFEN B AR, SeRNH. ShE) NBOR kB S5 A .

5.2 Current Shift Situation / ZA&AITIE N

5.2.1 Current shift's product quality situation, processed quantity, product quantity & utilities
consumption, injected chemical material amount, environmental monitoring data & analysis. If
there is no description, fill according to actual situation.
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5.2.2 It is required to make a detailed record for interlocking alarm & exceeded process
standard situation of the current shift, to indicate the exceeded standard instrument’s number,
and to state the reason and solution for such exceeds in process standard.
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5.2.3 Alteration Situation/ZZzj 1%

5.2.3.1 It is required to make a detailed records of process operation adjustment by current
shift and the completion progress of the task issued by the supervisor, as well as
implementation situation during the actual operation (such as operating time, reason of
adjustment, switching mode of process control, reason of switching, adjustment range, and
etc.).
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5.2.3.2 For issues found in the table, it is required to state the time found, name of the
identifier, and handling methods carry out by current shift clearly, if it has to be carried into the
next shift, it is required to state the working progress as well as matters that require attention.
XPHT e B 1), B IERIAII [a] . AL AP AT Ab i) 4 N EIERS 4k S b P B 5 1
TARRERE S e S

5.2.3.3 It is required to state clearly the reason, time, and operation adjustment situation of
any production condition alteration, changes in process flow, and etc.

XA LIRS AR R T SR R IR BRI RS .

5.2.3.4 The handling situation of unsolved issue handed down from previous shift to the
current shift, etc.  FIEAR AL B 58 1 I EAE A P A3 76 B 055

5.2.3.5 Interlock system is in good condition and is in-service status. B8 58 - 1ML -
5.3 Communication between Field Operator & Panel Operator/ R 5MEEE F

5.3.1 State clearly the detailed time, content, implementation of specific operation, and etc.,
during communication with field operator.

I SR R BT AR I TR) . N AT VR S LA

5.3.2 Field and panel parameters verification works, including the verification of time, issues
found after verification and the handling situation.
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5.4 Shift Handover Situation/A2 ¥ 1% it

5.4.1 Main parameters such as unit’s loads, pressure, temperature, liquid level and etc., shall
be stated in the operating parameters section.

BITSHUHE EORS FERESH. REAS B). R A

5.4.2 If there is no description for equipment status and control status, please state according
to the actual situation.
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5.4.3 State any unsolved issues handled by current shift that are required to be handled by
the next shift, as well as issues that needs extra attention.
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Date / / Shift:

Handover Person: Takeover Person:

6 Inspection and Assessment/#&ESE#
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7 Additional Remarks/pf i
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