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Version Information MAES

1 Version1l —fR

Version 1 was released on 31st December, 2018.

SRR AT E Y 2018 4F 12 H 31 H.

2 \Version2 kR

2.1 \Version 2 was released on 1%t January, 2020. Version 2 revised the following contents in
Version 1 and updated the corresponding numbers.

S RRURATI )Y 2020 4F 01 7 01 H, 88 “hECE — IR EB S P NS, HEEHHENF .
2.1.1 Revise Contents f&iT A%

2.1.1.1 Clause 5.3.5.2 Revised to Content “For-employees-whose annual appraisal results
are Unqualified, the Company shall'give. demotion/removal to them or exchange them to posts
of lower categories forpost-waiting or warning letter etc.”.

5.3.5.2 FRIEITN “XFEHE LRGN 7 T, ARG TR RS AL TR 15

KBS ALEE,



Management Regulations for Annual Performance Appraisal of
Employees

HENGYI BT EESERIE

Doc. No. HYBN-T3-02-0008-2020-2 Ver. No. 2 Page 1 of 8

Q Hengyi Industries Sdn Bhd fE:&3£0 (OC3€) BRA A

1 Purpose

HAY

The Regulations are hereby formulated in order to.comprehensively assess and evaluate the
employees’ annual performance and ability, mobilize the employees’ enthusiasm and initiative,
comprehensively improve their quality, establish the incentive and restraint mechanisms for the
employees, and smooth:the employees’ growth channel.

RNERGFEREVEN 01 T BE TAR GO RE JJ R R I, 2N TR 330, Amigrt i T
BAEER T, AL S TR A 2 R, 4708 0 TRCKIETE, R A HE -

2 Scope of Application
EREHE

The Regulations-are applicable:to. employees below the CEO of the Company.
AR EEH T A% CEO BAR A 5 L

3 Terms and Definitions

ARIEFEX

N/A.
T

4 Management Responsibilities

ERRABR

4.1 Specified administrative department
JAOEEERI]

The HR Dept. is the specified administrative department of the Management Regulations for
Annual Performance Appraisal of Employees, which shall be responsible for formulating
(revising) the management measures for performance appraisal of employees, and
organizing to implement the daily appraisal and annual performance appraisal for employees;

and shall be responsible for talents selection and training, etc.
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NI TG 2 A A BE ST R FLIME I DA BT, A 5eh] (18D 1T A TE S % T
€, S 01 T H W B ST AR ot NA IR R A 5 4% A

4.2 Collaborative management departments
hEIEEERI]

Be responsible for the daily appraisal of employees in the department; and cooperate in the
performance appraisal of employees of the Company.
PTIAHT ] THE % TR BA WA n & Lok

4.3 Executive departments
BUTERI)

Be responsible for the daily appraisal of employees in the department; and cooperate in the
performance appraisal of employees of the Company.
PTTATT ] R THE % TR BAWEA R & L% T

5 Management Content
ERANR

5.1 Appraisal objects
EZ 3OS

5.1.1  The Company’s on-the-job employees who have.been employed for at least 6 months
in the current year or have performeditheir.duties for at'least 6 months throughout the year.

A E) BRI 6 AN B4R IR AR EN 6 1> H RI7EHR 52 T

5.1.2  The annual appraisal shall be carried out in the respective department of appraisal
objects. And for employees who have a trans-department job transfer and have worked in the
original department for 6 months and more in the appraisal year, the current department of the
appraisal objects may perform the annual appraisal related work jeintly. with'the original
department. The original department shall actively cooperate;and for-employees who have
been seconded to another department in,the: Company and-have worked there for at least 6
months by the time of appraisal, by the consent of the department that offers the secondment,
the appraisal can be carried outin the department to which the employees are seconded.
EREEIAEERLNS RITEES T IREAT . o, XS BAZAE L NS R ARl HARJRET T 6
HABVA BRI, B RTAERR T AT 2 [R50 T IS A 5% A AR LB AR, TR T ARG
By X EAZINA B 2w A E AR ST CAE 6 AN H R UL B R T, AR AT FE S, AIEE
R e 73
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5.2 Appraisal method
ERRFE

5.2.1  The employees’ annual appraisal shall be performed by the means of combination of
gquantitative appraisal and qualitative appraisal. The annual appraisal for personnel of
management and professional technology shall cover three aspects, i.e. job performance,
working competence and working attitude. See the Evaluation Form of Annual Performance of
Management Personnel for details of all indexes and the weight of each index. And the annual
appraisal for personnel of skill operation shall cover five aspécts, i.e. working attitude, skill level,
learning ability, teamwork and adherence, to regulations and 'discipline. See the Evaluation
Form of Annual Performance of Skill Operation Personnel for details of all indexes and the
weight of each index.

AT EERCRH E R EZ S MBS G T7 EHAN RMEAHE RN AR EEZ N
NITAEGR TAERE VM TAESE=AT 1, S abn SAUE B AW, CB RN R E SR vFELD,
HEREERAE N VR R N A5 N AR E . HiRe/KL 22216870 HIBAME . &S0 AN J7 1,
FAEAR P VE W (ECRedRAE N R SN TER ) .

5.2.3 Each department shall carry out the-appraisal” by. classifying the management
personnel (including the personnel.of professionaltechnology) and personnel of skill operation.
The appraisal results are divided.into fourlevels: excellent, good, qualified and unqualified. The
department heads shall give reasonable scores to employees in the department and rank them
in corresponding levels proportionally according to the appraisal scores. The number of
employees who are ranked at the level of Excellent shall not exceed 20% of the total number of
participants in the annual appraisal of the department. The number of employees who are
ranked at the level of Good shall not exceed 30%.0f the total number of participants.

BRI HE BN G CGERAEHEARN FOVIEERE B E N ITEL, BRE R NIF . RIF. &
W AGHEIIANZAY . TSR AEB TR TR A PP, HARYE B %45 70 1 LA 3R 47 AH 2 2%
PN HER o 075 A ) PO BIAR 1B A 1T 2 I 4E B2 5 42 8 NBU 20%, R A A EL il AN B
30%.

5.2.4  For those being appraised who get the final score of the annual appraisal below 60,
who are under punishment of above Disciplinary Warning due_ to-wiolation' of relevant
regulations of the Company in the same year, who cause heavy'economic losses as a result of
accident caused by his/her own responsibility, ‘and'who waork-passively and fail to perform the
job responsibilities, each department can directly determine the result of the annual appraisal to
be Unqualified in combination with his/her job performance.

WERNFE LB AATHTE 60 7- LU TR B A m) A I E 2B 20 5 W A E AR
PRIA N TR R A s i KA TR I TR IR BEEAT RALER DT i), &1 T T 455 L AR
GURAI TAERIN, BEEEZGSEREEFE N “DEH” 1.

5.2.5 Each department may subdivide the appraisal objects in accordance with the division

of labor in the appraisal and the actual situation of the department, and formulate the specific
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rules for the implementation in combination with the appraisal of monthly economic
responsibility system in the department.

FEBT TG 1% o TAARF ) SEhR, M ENR, SEARMITHEETF TTERIFEZ, HE R
AR S it 4 )

5.3 Appraisal procedures
EZIEF

5.3.1 In December of the same year, the Company shall issue the notice of annual appraisal,
and each department shall arrange the .appraisal ‘work:-Where each department needs to
enrich the content of appraisal elements,_it:shall be implemented subject to the approval of the
HR Dept. within one"'week after'the Company issues the appraisal notice.

HE 12004, AR FREEEZER, SETAMEEZ TE. SN REALERERNE
1, FEAR N REBEZIERE AN, S N5 R =5 St

5.3.2 As for the annual performance appraisal, the individual self-evaluation shall be made
first. Then appraisal scores with different levels shall be given by-the \superior leaders.
FEGRCERBEN NEVE, Bl ERUT )R T E T 307 2

5.3.2.1 Self-evaluation. Accarding to the.completion of annual work objectives and job
responsibilities, the personnelof management and professional technology shall truthfully fill in
the Evaluation Form of Annual Performance of Management Personnel and Annual
Assessment Form of Management Personnel, and the personnel of skill operation shall fill in
the Evaluation Form of Annual Performance of Skill Operation Personnel.

H RPN ARYEAE AR H AR B AL IR BT A 58 BAE 00, A BEN R B ML EOR KR Insf's (e
N REEGRONPEER) 1 CEBN RAE L L), SR RE X R SRR R E N A R G150
MPELED o

5.3.2.2 Appraisal by superior leaders

T HE

(1) The superior leaders, according to the situation of annual work objectives, work task,
performance of job responsibilities, etc. completed by the one being appraised, shall evaluate
the one being appraised as per the appraisal elements and reference standards:

ERFRIE R E N TR L TR B bR LRSS JEATROIIR TS50, B ER . &%
PRAEXI B EAZ NBEAT IV o

(2) The personnel of skill operation shall-be appraised generally by the team leader, the
deputy department head and the chief department head. The team leader shall be appraised
by the deputy department head and the chief department head. The personnel of technical
management shall be appraised stepwise by the deputy department head and the chief
department head; the deputy department head shall be appraised stepwise by the chief
department head, the deputy general manager and the CEO; the department head and the

assistant chief engineer shall be appraised by the deputy general manager and the CEO; and
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the deputy general manager shall be appraised by the CEO.

A REERAE N B PG, M E RIS K FE R, BERK - E R B . SRE A
RESERIEAK . HKEREZ: BIKHEK., 28RS & CEO BRF#; K. FlETH
SMERE. CEO HH%, HIEZLR H CEO 4.

5.3.3 Determination of annual appraisal results
FEERERNATE

The HR Dept. shall collect and summarize the appraisal-results of all posts and report to the
CEO for approval, so as to determine the.annual appraisal results.
NI BRI S 2% R AL BB A il i 1 CEO W 4t 7 8 4F L 1% 45

5.3.4  Appraisal feedback
ERRIR

In line with the principle of continuous improvement @nd incentive to enhancement, the
appraisal results shall be fed back to employees'themselves to affirm their achievements, point
out their deficiencies and put ferward hopes to'them, so as to help them foster strengths and
circumvent weaknesses and improve the job performance.

A RS O T R SR, BB A R B A TAN, HEMS fRAL. RliA
9, WEHRKEE. =& LIESRG

5.3.5  Handling and application of the appraisal results

ERAERNLIEMIZA
5.35.1 The results of annual ‘appraisal will serve as an important basis for competition for

a post, pay adjustment, distribution of year-end performance bonus, business training, position
adjustment and excellence appraisal and advancement recommendation.

EREEZAERME TR X AR AT S B TR PP
HEARYE.

5.3.5.2 For employees whose annual appraisal results.are Unqualified, the Company
shall give demotion/removal to them or'exchange' them to posts of lower categories for
post-waiting or warning letter etc.

MAEFEEREE RN “AEH” MR, AnsE RIS R AR k. BEEEAL
H,

5.4 Management for excellence appraisal and advancement recommendation
TR ELR
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5.4.1  The work of excellence appraisal and advancement recommendation shall be based
on the work arrangement of the headquarters. Each department shall select the advanced
individuals and advanced organizations in the department by combining results of the annual
performance appraisal with daily performance, the completion of annual key work, job difficulty,
etc.

PROCHHESG TAERRYE S0 TR e, #1145 G ESUE R RSGHS BRI F R E i TR T
THOL TAEXERESE, PRIk AT T E A NN Se ik A r 44 R
5.4.2  Each department shall submit the list of advanced individuals and advanced
organizations and the written application. materials-tothe HR Dept. The HR Dept. shall organize
the members of excellence appraisal'team-to select the candidates of advanced individuals and
advanced organizations in an;objective and impartial way, and submit the candidate list to the
Company for approval before announcement (for one week). After the announcement without
demur, such candidates will be confirmed as the excellent and advanced individuals and
organizations in the current year; as for those with demur during the announcement, if it is
proved that they don't meet the standard of excellent and'.advanced individuals and
organizations, their advancement qualification shall be-cancelled andno by-election is allowed
any more.

BT TR SEHENN Sk S 4% B NS TDRR Fob R N D SRR, N SRS BB AL 2 PPO0 413 /N

R A AT IR, A TERVTIE e EAN ARk Ak 44 5, IRA R HHE TUAR (—

JD o B TE R B B A SRR TS Je b A AN, X AR, A7 A AR LA S

R F5 et NFIEATBRAERT, TUH JedEBikg, AFiabik.

55 Miscellaneous

5.5.1  All departments shall strictly follow the Company’s requirements, conscientiously
carry out the appraisal, stick to the principle of objectivity and impartiality as well as
truth-seeking, and prevent from going through the motions.

BT AL A A EOR, INEMIF B AL TR, SRR I, SEREREN, B7ibE
3.

5.5.2  Personnel engaged in the appraisal-work shall oliserve the confidentiality provisions,
and organize the work in every link of the appraisal according to the time schedule, so as to
ensure that the appraisal can be conducted orderly.

MFEAZ TAE N B DR E , IR ) o U B % & AT AR, i iREA%
FFiEAT
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6 Inspection and Supervision
KES

HR Dept. shall supervise and inspect the employees’ performance appraisal.
N T UFEB AT R THRCEAZ AT I B

7 Associated Procedures and Records

KXEIEFMICR

7.1 Associated procedures
KEIERF

Procedures for Employees’ Annual Performance Appraisal HYBN-T2-02-0022-2018-1
RTFESUHEEIET  HYBN-T2-02-0022-2018-1

7.2 Associated records
KELIER

7.2.1 Evaluation Form '~ of <Annual = Performance of Management Personnel
HYBN-T6-02-0026-001-2018

BN BUEESUNIEER  HYBN-T6-02-0026-001-2018

7.2.2  Annual Assessment Form of Management Personnel HYBN-T6-02-0027-001-2018
BRI E  HYBN-T6-02-0027-001-2018

7.2.3 Evaluation Form of Annual Performance.'“of .Skill™= Operation Personnel
HYBN-T6-02-0028-001-2018

BRERRAE N UEE S0 TR HYBN-T6-02-0028-001-2018

724  Summary Sheet of Results of Employees’ Annual  Performance
HYBN-T6-02-0029-001-2018

A TAEE GRS EEK  HYBN-T6-02-0029-001-2018

8 Supplementary Rules
B

8.1 The Measures are under the centralized management of HR Dept.
A IMEBR NIV R

8.2 The Measures are drafted by HR Dept.

RINEREFT: NJIJBUEES .

8.3 HR Depit. is responsible for the interpretation of the Measures.

A IPFFERERUAN ST VR INA
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8.4 Revision, preparation and approval of the Measures are shown in table 1:

AR IIERAS G il R LI 00 LR 1

R 1 SRR ARG A B LI U

Table 1 Revision, preparation and approval of the document

Xiang Xuemei Zhao Fuzhen Chen Liancai
2 2020-01-01 i X
RET Lt 3% I
Revision Issued date Prepared by Reviewed by Approved by
A AT H 3 Znitl A HRZN HEAEN
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