Q Hengyi Industries Sdn Bhd
wenov  TEIRINL. (OC3E) FHRRAH]

HYBN-T3-02-0006-2020-2

Staff Training Management .Regulations

HTHEYIEEN 2

Issued in Jan. 2020 m#m HER: 2020 £ 01 A



Version Information MAES

1 Versionl ZFH—fk

Version 1 was released on 31st December, 2018.

SH—MURATRT Ry 2018 4 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.

SRR AN ] 2020 4F 01 H 01 H, 28 ZRREBCE —RFZEB S T NS, FFEHMHNT 5.
2.1.1 Create New Contents #7144

2.1.1.1 Clause 5.8.3.3, create new “For: those- who-—are' unqualified for the induction
examination, will receive the first warning-letter. After 3 months of intensive training, the
department submits-a‘re-examination-application to the HR dept., then HR dept. conducts the
retest for the staff. But the staff fail in the retest, will receive the second warning letter. After 1
months of re-training, the staff who fail in the second retest, will receive the violation of the labor
contract warning letter”.

5.8.3.3 5k, N “X T ERFERAAGH AR, & TH - REEE LRI 3 MHE,
HIEE 1T ) N SR ER S A B B, BT E A SR ANE . AhERERE, ST IRES
Fo FHRZLSBAEEIN L AH, X128 TNEA Jekg ¥, 0 TR s & R E S5 7 WA .
2.1.1.2 Clause 5.10.2 created new-contents “Special jobs (such as welders) need to go to the
company's designated institution for qualification before entering the job, only the staff obtain
the qualification, then they can be allowed to join the company. The qualification fee is verified
by the company”.

5.10.2 258N “Hpik LAE (0D S Ar N 5 NHRET 75 200 E A ml 38 R LA 34T BE R A E
WEM F 7 AT HEN A F AR B, BEA%IAE 9 F 2 ) SEARERe . AL

2.1.2. Revise Contents 1&iT A%

2.1.2.1 Clause 5.7.1, revised to “Identification of scope of special operation personnel”.

5.7.1 5Ny “Reialk N\ B3 BRI 7

2.1.2.2 Clause 5.8.3 , revised to “Pre-work assessment”

5.7.1 %k MBITN “ LRBEZEM” NE.
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HENGYI

1 Purpose

=[iy

The Regulations is hereby formulated in order to regulate training in the Company and promote
corporate human resource development.

NITEA T EINTAR, AT N AT BT R TARRUE .

2 Scope of Application
EHSEE

The Regulations is applicable to employees signing labor contract or.labor agreement with the
Company and vocational school and college students signing-employment agreement with the
Company and practicing in the Company.

A& T 5w AT 55 Bl R BT 55 P AR T BT SR A w) S 2 K B
A

3 Terms and Definitions

RIBFIEN

None.

Too

4 Management Responsibilities

EERBR

4.1 Designated administrative department
VPFOELRER]

4.1.1 HR Dept., as the designated administrative department in charge of training work in
the Company, shall be responsible for preparing staff training management regulations and
supervise its implementation.

N RVEHE A F B TAERIH D BT, SAOSThT & TR EAE, IR AT .

41.2 It shall be responsible for organizing the preparation and implementation of the

Company’s annual training plan and also shall be responsible for unified management of
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training expenses.

H 5T H LG ) > WA EERE I RIIE BAR S, 5Tk B g — B B

4.1.3 It shall be responsible for approval of external training and signing of training service
agreement.

PTTEANE IRt B IIRSS Wl e

41.4 It shall be responsible for estabhshing and improving all types of test and assessment
question banks and organizing the training, assessment and issuance regarding acquisition
(review) of various job qualification certificates.

PITENAE R X FRERE L ATTASUTE ERBAREICR) IEREIIL &, Kik.
4.2 Coordinated management departments

M EEERERI]

421 HSE Dept. shall be responsible for level 1 safety training provided for new employees
and supervision of level 2 and level 3 safety training conducted by all departments.

HSE & B D0 ik i T —Zez il XTI =% =R el T mE.

4.2.2 Functional departments including Mechanical Dept:: 'and HSE Dept. shall be
responsible for identification and assessment of-special'operation personnel within the scope of
their responsibilities as well as_training implementation.

BUbEN 73  HSE & B A5 RS B PREE IT1 D R 53 BBl R ARV E N B3 ) ARU31 o R A 8 )1 S e

4.3 Executive departments
PATERI]

43.1 It is necessary to prepare and organize-the-implementation'of training plans for their
own employees, establish training; standing book, 'submit training demands to HR Dept. and
recommend employees for external training.
PABTHITAER ] 52 TEMTFRIF A SE, @Bl Gk, Aot A ISR IR . HE
FIEAMEIIN A
4.3.2 It is necessary to specifically implement level 2 and level 3 safety training and
assessment of new employees and assess operative skill of operatarsiat the end of each
traning conducted for acquisition (review) of job qualification certificate .

BT HARSERR A T = =R g2, ARk NGUERUER (52 IR IR 5

5 Management Content

EEAE

5.1 Training object and requirement

FUFRFIER
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5.1.1 Employees have the right and obligation to receive training.

LA B2 ER I BIRCRI AN X5

5.1.2 New employees (including interns signing employment agreement with the Company)
shall participate in a 3-5-business day induction training.

Wt AR AT (5 ARETHM R SE 4D 2 3-6 A LAE H I AEREE .

5.1.3 Employees shall participate in post qualification training before taking their posts and
shall spend some time on post adaptability training every year after taking their posts. In case
of special requirements for post qualification (competence) training, it is imperative to take their
posts after acquisition of work licenses.

700 O s 1 s A2 - O e = =22 2 e e 1= o s R el A e [N s i e S G
Ji0) ISR RFIR R I - NRCHEE L JE L

5.2 Training content and method
ZINRESHR

5.2.1  Training shall cover corporate culture, occupational, quality,.business knowledge and
skill, and safety education at three levels.

Tl AR SO B R« SRR B el = 2 U E %

5.2.2  Training can be conductedby various means based on realities like on-the-job training,
internal training, external training and self study. It also can be implemented by combining
actual working conditions with forum discussion and skill competition.

IR SEFRAF O PR AR BB I AEREE I 3RAME I B 252 R, Al R R AT
TRETE AR5 AR SEhr B3 45 & IS RIT e

523 It shall promote employees to conduct,self-study and encourage and support them to
spend their spare time on study andtraining.

PABR T A, SUhFE3CRR TR LA 18] 2 n s ) 8531

5.3 Preparation of training work plan

U AR R it

531 HR Dept. shall issue Request for Proposal-in'Annual .Employee Training to all
departments in the fourth quarter of eachiyear:to’ consult on-employee training assessment
demands in next year.

NI BHIEAE R DY R B M TR R R LA EERR I CARGE MR ), AR MR A TR %75
5.3.2  After intensive consultation, investigation and analysis, all departments shall submit
training assessment demands regarding employee training and acquisition (review) of work
licenses of special operation personnel by the end of each November.

FEIE Z A AT A AT R b, A 11 FRATER R TERIL R R BB ERS
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WAL K

5.3.3 HR Dept. Shall, based on department training demands, corporate development
strategy, personnel quality and structure of the Company and annual line of effort, prepare
corporate training work plan for next year and issue and implement it after approval by CEO.
NIRRT IR TR, 456 A 7R IS FI A J] N R R S50 LR TAE 28, il
TEEA R TAE TR, CEO #t#EfE T A& Sk

5.3.4  As for training plan subject to any change or cancellation, proposing department shall
complete List of Change in Employee Training Plan and such training plan shall not be changed
or cancelled until it is reviewed and approved by HR Dept.

X AR BHOE G YR, AR R BES CR IR IR TR ), FFE N I B AR A
)5 75 A AR B B

5.4 Internal trainings
AEBLEEI

5.4.1 As for training which can be completed relying .ontinternal teachers or internal
resources of the Company or training which requires.external teachers and has a wide range of
audiences (in general, more than-20'people), it-shall. employ internal training.

WREE 2> ) A BRI 5 B Ay 38 e R R FE R RS I, R TR LA B . (2802 (—MRHE 20 A
PAED By IR P &R 551 75 5

5.4.2 Internal training is conducted mainly by means of training class as well as actual or
simulation operation, emergency drill, forum exchange, skill competition or skill examination
(contest). Internal training class shall be organized by proposing:department.and implemented
after reviewed by HR Dept. Prior to implementation, it shall prepare training scheme and
determine such training preparation: work ‘including teaching material, trainees, teachers and
training place. As for startup of training class, it shall issue class startup notice which can
employ written notice or online notice.

AR E SR RN P PETT 30, AR A SEpRe it Bt . NG R JRIRASTR . BOR ek
BeaeEi (GE38) F. WEERIAPE IR BRI TS, Ny B ok A% Ja St , St i A )
SERNTT S, WSEEHE . 0 ISR S B e A TR . TN BERI R pPEIE A, FpBEIE
VAT SR A5 T 0 =k _Eod En 25T 2.

5.4.3 The Company shall establish its iinternal training teacher resources and set up the
part-time lecturer team for employee training. Part-time lecturers are classified as internal
part-time lecturers of the Company and external lecturers specially invited by the Company. HR
Dept. shall provide the opportunity for training of internal part-time lecturers so as to improve
their teaching competence.

A AL N ER RN TS 8, BOL 53 TRE ISR UFIT AT, SRER DI 7309 23 =) A S8 HR PRI A 2
A AN RIS BT SE . A BRI SR AL N IR P RS JIbL &, SR vRIm gF Rk

5.4.5 Expenses incurred by internal training can be disbursed from training expenses of the
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Company. Internal training expenses mainly include class start-up expense, part-time teaching
(lecture) fee, awards for skill competition or skill contest, and training site use fee. Class
start-up expense is mainly used for printing teaching materials and purchasing stationery and
training aids required by training. Part-time teaching (lecture) fee is used for payment of lecture
remuneration and traffic and accommodation fees of lecturers. Part-time teaching (lecture) fee
shall be paid to lecturers at the end of internal training class; see Table 1 for payment standards
for part-time teaching (lecture) fee.

WIS IR L S I AT AE A w2 S b 8150, ERRIE I 2 ) 2 AR T IE SR S (B iR %k,
BORLE B RETE 38 Bl 955, JT P2 32 2 T Bl Bobs, T BE BT ISCR . #
HAE, 3 (U R T ST IR YRR S B 16 255 .. WS R, ST ERITE
A (B BRI e (R BRI ST I 1.

Table 1 ‘Standard.for (pre-tax) part-time teaching (lecture) fee of lecturer
R LYPEFR Bp) RFRbnE (Bia)
Standard for part-time

Category of lecturer teaching (lecture) fee Remarks
9o ¥ D B

N ] \ >, “E‘E
YRI5 (Unit: BND/class hour) il

(Ffro SCARE)

Part-time teaching by,

employees of the Company 10
in working hours

AL EREERIIF §7S

Part-time teaching by

employees of the Company 16

in spare time

23 ) S DAV AR I ] 3R

As for extremely important
lecturers, such fee shall be

Lecture given by external 100 paid according to the
personnel agreement concluded by
AF) AN SR A F YRR both parties
i ol B Y VR T2 X077 2517
I ST

5.4.6  After training class is over, it shall assess ‘training participants and determine their
assessment results. Such assessment can be conducted by means of examination or
comprehensive appraisal. Assessment result employs hundred-mark system and 60 points or

above means pass. Training assessment result shall be included in trainees’ training files.
F PRG5BS 15 N BOREATH %, W B RSt BRI 25 1B ER & YA B 07 53T
FRMGCR AT E 3, 60 73 AL Bed o ISR STHE N S I 2

5.4.7  Within one month after the training class, implementation departments shall complete

Hengyi Industries Sdn Bhd  Hi&320 (3C3E) HIRAF Page 5 of 17



Staff Training Management Regulations HYBN-T3-02-0006-2020-2

List of Information about Training Class Startup and sort out and archive various training class
startup materials. List of Information about Training Class Startup shall be submitted to HR
Dept. for the record. Meanwhile, class startup information shall be entered into HR information
database.

TIPS ARG —DH W, SRS R PEAPEER 7, B & 2R PR IE A
Mo “FNPEAIEF L BN ST R IR P IERE O AN NS B8 .

5.4.8  Training effects evaluation

e Sagn

5.4.8.1 After key class training is over, HR Dept. shall conduct teaching evaluation of training
course quality and general training effectIt:shall analyze problems found and propose opinions
on continuous improvement, Teaching evaluation can be conducted by means of trainee forum
and questionnaire.

H YRR YIS SE B, N B B YIRS I AN Z2 & BOR AT B ol . A7 AE
WA, SE R . B P R A R 1T A A T AT .

5.4.8.2 At the end of each internal training, implementation departments shall select
examination, actual field operation, training tips or other ways hased on realities to conduct
effect evaluation of trainees. Those with non-ideal evaluation result:shall be subject to make-up
examination; as for those failing to-pass make-up examination, it shall cancel their employment
qualification (for new employees).or operation qualification or demote them.

BRI G0 HSERE AR T AR S PR B DL #6550 37 SE PR A B 1045 55 77 300 32
B BAT ROVl . X PP A BEAR B RN, AME A S 2 BUH s B3R CFr 2 0 Rk
DM BRI B

5.4.8.3 HR Dept. can, together with trainee departments, investigate-behavior change and
performance improvement of employees before and'after training-and interview them at the end
of some training courses, in order, to-evaluate training effect.

NI BT 1k 5 3 B RARAE BRI A )S 23[R 32 IR T 10 B3 TSR I T S HA7 9 BSC An
TAENSHRTHE AT A Ui, DAL IIRER

5.5 External training
ESMEII

55.1 If it is difficult to complete trainingrelying on internal'teachers or internal resources of
the Company or such training has a narrow range of audiences, it shall employ external
training.

MREE 2 ) A PRI % 0 PN 50 70 8 e DA 58 i 2 A e b B S5 IR TR A 117 5K

5.5.2 Personnel subject to external training shall meet the basic condition for training
participation, acknowledge corporate culture of the Company, be willing to service the
Company, and have a certain post-related expertise and development potential.

EAMFUIR RNFF G S NN B FEARZZ AT, IR AR R, BERS A, Bg—Er K
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B BEAN R FE I8 BE o

5.5.3  Training objects shall submit their applications via “training management process” in
OA system at least 15 days earlier and deal with related approval formalities.

FIN R EDHERT 15 Kl OA R4 “HIlEBIRAR " SE Hil, JpBREFAHSCHI LT 4.
5.5.3.1 As for overseas training, domestic training in Brunei with training expense over
BND2000 per time per person or off-job training with a duration over 10 days, it shall submit
such training to CEO for approval.

I, SORE 5N 2 T 2000 SCM/RINES B 10 REEIIHE, #i& CEO
B At

5.5.3.2 As for domestic training in Bruneiwithitraining:expense less than BND2000 per time
per person or off-job training/with a-duration’less than 10 days, if such training involves in posts
below deputy department.leader, it shall submit such training to deputy general manager in
charge of this. affair for approval; if such training involves in posts above deputy department
leader, it shall submit such training to CEO for approval.

SR E A BRI ART 2000 SCH/ARINEUE 551 10 RELFHRIENIHE , 81 BN Bk 7>
B R LR AT, B BL_E Rz ik CEO Hidit.

5.5.4  Atthe end of study and training, trainees are required.to prepare their training tips and
experience, and register in their ewn departments with qualified and effective external training
assessment evidences (certificates; transcript and score card) which shall be used as valid
basis for training evaluation.

FABINER G, #AHNARATESEINOE, ek, AROMNEEZIEY QL ERSH
HBEREE), BIAREITECIIR, MRV A RO .

5.5.5  Training expenses shall be subject to charging standards:specified-in training notice,
provided with training expense invoices and reimbursed- after audit'by HR Dept. Traffic and
accommodation fees incurred shall be' implemented” in accordance with Management
Regulations on Administrative Expenses.

Il 9 ARSI ks o bmate, T BB A S, S NS s Az kil . P A B2 i@ o
AT 2 AR A S IR TBUE T E BAE) AT .

5.6 Induction training
NEREEII

5.6.1 Within one month after new employees (including interns singing employment
agreement with the Company, the same below) join the Company, HR Dept. shall arrange them
to participate in induction training which continues for 3-5 business days.

BT (AR E, FED #aa— AN, B EERZ AT AR
B, Bl Ta) 3-56 A TAEH

5.6.2  Contents of induction training shall at least include company profile, corporate culture,

management system, job responsibilities and safety training at three levels.
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NIRERN A A /DRSS ARG oo, BHEGIE., [T, SR 2R)lENE.
5.6.3  Only employees who have passed induction training assessment are allowed to be
assigned to their posts.

KNP IEZ SRR T, T2 E& KA

5.7 Training assessment for special operation personnel

FEME A BEEIE %

5.7.1 Identification of scope of special operation persannel. All departments shall, based on
job content, environment and equipment-within:the scope of their authorities as well as related
policies, laws and regulations, propose. the scope of special operation personnel involved and
submit it to Equipment Management Dept. and HR Dept. to Review.After approval by CEO
Management Team,making the <Special Operations Person Training Evaluation Form > .HR
dept. list the form in annual training plan after review by specified administrative authorities
including Mechanical Dept. and HSE Dept. Intern training program are conducted by Technical
management department, External training programs are conducted following the External
training management clause, for some Chineserstaff- who-have to attend the training in China,
they should finish the training during their-vacation to 'China.ln general, Personnel engaged in
special operations must obtain.relevant qualification certificates before entering the job.
Additionally,if the national laws and regulations and industry norms have other new items,
execute according to regulations

57.1 e EML N GBI . S AT IR E BV A R TR R R BRSEE L, 4%
BB SRR EEK, S H T ed KRR L N VS, Z LRSS HSE & BB S5 5 1
BT, Am g, BRI CRef ek 520 H R D o A5 I5HERE RS Al R b 5 )11 750
HAINAERZETHR: sl i Solk R T DT, AN I, S BIRAM I P
FCSE i, 0T v 6 B R R ] e e I R, R A el AR AR T AT B IR S e . R
AR LA N AT M BAIE B ANBRIR S 554b, o [ SR E AT YA EE R
WH, ZEHAT

5.7.2 Related functional departments (Mechanical Dept. and HSE Dept.) shall, in
combination with identification results, organize internal teachers.to: conduct training and
assessment of special operation personnel regarding-certificate acquisition or review, and
submit them to HR Dept. for audit, registration; numbering and-certificate issuance.

5.7.2  FHRHRREHSTT (WUIbiah /138 HSE & BHITE) 45 GiRm 45, HI N ERIM B R FhE L
N GRATBOESE 550 %, A RES & il fY. Kik.

5.8 Post qualification management
EREEERE

5.8.1  Scope of personnel required to obtain post qualification.
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B LR AEMASEE.

Process unit (including units of Port and Storage Dept. and Power Dept.) operators, personnel
engaged in test & analysis, metering, fire control, M&E instrument operation and maintenance,
and full-time (part-time) special operation personnel shall not take their posts until they
experience orientation training, pass examination and obtain post qualifications.

BE (R, ) BET. Aot thE. W PLROGS T KB T U L% (3 R
FRFMEAL N A LR EHIIF B S S LK Sk e, 7] Rk,

5.8.2  Oirientation training
EtEI

Contents of orientation training shall include: HSE skill, post business and special operation.
RIS NSRS “HSE 88”7, “RALg%" BLE “HpiEl”.

5.8.2.1 “HSE skill” includes safety education at three levels, operational procedures for post
safety, labor protection, occupational health and environmental protection.

“HSE #ifit” B =R L 2HE . KRR D79 TdE < BT A KRR
5.8.2.2 “Post business” includes such two aspects.as “must know” and “must master”. “Must
know” refers to basic theoretical knowledge, expertise and basic knowledge about operational
procedures for: post safety, equipment and instruments required by post operation; “must
master” refers to process operation skill, equipment operation skill, tool (device) use skill
required by independent post operation as well as accident handling plan to be mastered for
operation safety.

“RARLNV S AR CRIER T NI PRSI, COMERT R AR AR B i S A B 1R R
VR R 2 R R A B SR T AR R DN o 7 AR SRST b B R A N IR T
BAERRE . WA RIERRE . T (38D BT RE, DAL I 22 Al b Z0 4 ) T A BE T 56 46
5.8.2.3 As for personnel engaged in special work posts, they shall be subject to training
organized by the Company and pass training examination.

JERFREML B A7 N A A R HZEL N, FEEH

5.8.3 Pre-work assessment
LEEZ

Skilled workers participating in pre-work test shall be trained for more than 6 months, new
graduates(including the trainees and the graduates who have some Internship experience
should be trained for more than 12 months. Those who are learning fast and have outstanding
ability and have joined the company for more than 6 months, with a written application by his or
her department, can take the induction test in advance .At the end of training, it shall organize

examination of qualified employees and summarize and submit examination results to HR Dept.
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after such examination. Such examination shall be composed of two parts, i.e., “must know”
and “must master” examinations (practical operation/on-site Q&A).
AR I _ENHRT 6 A H L E RSN ERER, A AT (Ese 2] 2 AR b Az S > 250 1)
AR T JE N EAEG 12 ASH B BRSNS X T b, g R, AR
6 MHUL EE, SR BB, NE SRS ERE R RIS H U6 A
57 THEATH R, IRl SR 3 CRPREIEIIA ) P R, B IRER e R4 R
RN RIS
5.8.3.1 HSE Dept. shall take charge of “HSE skill” assessment and merely those with a score
of 80 points or above shall be considered qualified.

“HSE $RE” 1% HSE #7157, GWADNA 80 7) ML EOEH# .
5.8.3.2 “Post business” assessment covers such aspects as “must know” and “must master”
and shall be organized by.HR-Dept. and implemented by employment departments. 60 points
means pass. Pass of both items shall be considered as pass of “post business” assessment.

“RIRLNESS” FRZALSE RIS NS AT, AR, RN BARSLE, 15
7y 60 7 LLEN GRS, PG “RALLS " B EH .
5.8.3.3 Related specified administrative functional authorities ~shall organize centralized
theoretical training and assessment regarding-acquisition or,review-of certificates by special
operation personnel and those with ‘assessment scores of more than 60 shall be considered
qualified.
AR 3 BCIE BSR4 A PR B UIAI % A% i AHOC A VIR REAET BRER T TH 2N, B 4%150 60 73 LA
NG
5.8.3.3 For those who are unqualified for the induction examination,a first warning letter will
be issued. After 3 months of intensive training, the department submits-a re-examination
application to the HR dept.,then HR dept. conducts,the retest for-the staff.But the staff fail in the
retest,will receive a second warning:letter.After,1 months of re-training,the staff who fail in the
second retest,will receive the violation of the labor contract warning letter.
YT ERERA SN G T B SE, SR 3 NS, T A ) B
HANEHI, BATHAAGRIIENE . (B ASHE, G758 KESE. HRadEesil
1A, XTI EA LA, 4G TR & RS,

584 Issuance of post qualification certificate

ERERIEL

All departments shall, based on assessment of “HSE skill’, “post business” and “special
operation”, prepare the Assessment Form for Acquisition or Review of Post Qualification of
Operators and submit it to HR Dept. for review, registration, numbering and issuance.

BT TARYE 51 T “HSE Bife”, “RAnLgs” Al “Rpp " MRG0, il “/E A R E i
WEIEERZE”, MANREEEZ. Fid. f5. Kik.
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5.8.5 Post qualification review
tRERER

5.8.5.1 Period of validity of post qualification is not fixed; if there are other discipline-related
requirements, it shall implement such requirements. In case of any of the following
circumstances, it must conduct timely post qualification review:

ERBRRARITIEE E R, Ll EAHER R E AT . HA BN S L2 — I 25 R IS
L

(1) Personnel directly responsible for accidents at Levelilll.or.above must be subject to review
regarding “HSE skill” and “post business?;

RA NS UL R ) H AR PR kAT “HSE £ehe” A “ Rk gy B

(2) Personnel leaving her. ar:his-original post for more than 1 year (including but not limited to
maternity leave and sick leave) must be subject to review regarding “HSE skill” and “post
business”;

i S AL B AL 1 AR DA B CRUFREA IR T ] Wifs), kAT “HSE $iRe” M “ Al g%
I

(3) If special operation personnel leaves her.or his'post for a-period-exceeding that specified
by certificate renewal, she or he must be 'subject to review regarding “special operation”;
REATE PN 53 B3t 8 G i) 2T R e B B SR A e I PR, R4 ARl A

(4) Prior to commissioning of new (renovated and enlarged) unit, startup of unit after shutdown
and overhaul, commissioning of unit after completion of new technical innovation (technical
measures), application of new processes and new equipment and modification of important
management system, it shall, based on actual conditions. of: units ‘and.production safety
demands, conduct review training assessment, \of-related personnel according to all or
individual items required by pre-work assessment;

FERTE (S @) RELRAE GEEFTRBE TS REFHRERS ) % N
BT M et KRB B BB DOt iy, R0 e B S PRGN 2 A2 7 /e 2, A ¢
N G4 52 R o 4 BRI N A AT B BB

(5) Personnel failing to participate in special operation review as required shall be subject to
review regarding “special operation”;

RIGINE EORZ IR AL R 2, FEAT Ml R B ;

(6) Personnel unable to independently work.in*any post requiring post qualification must be
subject to review regarding “HSE skill”, “post business” and “special operation”.

ANBEAE 5 HL & b B TR O I A SEARML Y, A0HEAT “HSE $RE7. “ RIALML S5 A1 “HRpfi k™ #)
S

5.8.5.2 All departments shall conduct post qualification review assessment of operators,
prepare the Assessment Form for Acquisition or Review of Post Qualification of Operators and
submit it to HR Dept. for review, registration, numbering and issuance,

FABIIH N A AT B BTAR E o B, Mg (ML BRI BT () ®HZER),
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NG Fid M. KikE.

5.8.6 Management requirement for Post Qualification Certificate

(EREIE) EEEXR

5.8.6.1 Post Qualification Certificates of employees on duty shall be placed in fixed places
and information about such employees shall be consistent with that in such certificates.

MR T (ERAIE) ROE s E . NEAHRT .

5.8.6.2 If an employee is assigned to other post,, she ‘or.he shall bring her or his Post
Qualification Certificate. Department receiving such employee-shall register work transfer in the
Post Qualification Certificate:

R TR TAE AL, BB AR R SRR Y . AT TR P ARSI DL (LR A A IE) P
Fic.

5.8.6.3 Employees shall keep their Post Qualification Certificates properly. As for damaged or
missed certificates, it shall handle reissuance formalities and pay certificate production cost as
appropriate.

A TRZHRE CEREHIED . MR aist &k 1N BN AR T 5y FEEIRZINHIE TA T

5.9 Training on new units
FEREE

5.9.1 Departments in charge of new units (including renovated or enlarged units, the same
below) and related responsible departments shall propose employee training plans and
demands and submit them to HR Dept. and HR, Dept: shall arganize the preparation of annual
training plan for new units.

W3 E (S @2iE, TFED ST AR TR 15 B 2R A AR IR RN 58
PSS, N JIBTIR AR ST i e B A B R IR

5.9.2  Training contents include: basic theory, professional skill, practices in similar
production units, DCS training and simulation training.

FUIAS R FEEE. Tbiiae. AR ESL>] . DCS Bl s,

5.9.3 Implementation of training plan farnew units
FER BB A

5.9.3.1 Contents of basic theoretical training cover basic knowledge of new units and
specialized knowledge regarding process technology and mechanical equipment. Such training
shall be implemented by unit department and related responsible department by means of
internal training class.

SREISEON, WA EREMEIR, TZHEOR. PSS FiR. e E MR
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SAEFR T AN BRI 3 )IT T e

5.9.3.2 Contents of professional skill training cover process flow, process procedure, post
operation method, emergency plan for accident, and startup and shutdown schemes. Such
training shall be specifically implemented by unit department and related responsible
department.

LA IRER I, NWARBERE TZRE. TZME. RAERER, S, HME T Z2ENE.
H 2 B ) AR DR AR I BAR St

5.9.3.3 Production practice in similar unit

EES LT

(1) If the Company has no.similar-unit.ar-has 'similar unit but with great technical differences,
the Company may select.units employing similar technology from other companies for proper
production practice. Participation in external production practice must be included into annual
training plan of the Company or be approved by CEO of the Company. External production
practice must define specific matters including training content, training time, trainee and
training place and it shall sign training entrustment agreement with internship unit (except when
internship unit refuses to sign such agreement):

) N TG R 2R 2 B R [R] R B AR BORTORZE R, AT H Al 3 7] [F) R B RO 3% B AT
AR 2] o BN RIS AL A5k S AN A w4 A F] CEO diflt. AhE
A2 S ) DA B E R BRI S BRI ] BRI DR, BE il R SE BAR T, 5 o)
REREVT ZEAERE IS (52 2 A B 4R80T ZRAERE I P WU BR A1)

(2) If there are 5 or more personnel engaged in production practice, training request
department shall assign team leader, test and assess traineesand link test,and assessment
results with economic responsibility system_and, ‘competition for ‘post so as to guarantee
practice effect.

A S NBIE 5 AL WY, IRBEEREIRATE E SN, XSS N B T K B, e RS
LT DT R A SIS L 5 HE, ARSI ROR

(3) At the end of production practice, it shall conduct training appraisal and summary of
trainees, submit routine test and assessment information and training appraisal and summary
to HR Dept. for filing within one month. Expenses including accommodation fee-and meal
subsidy shall be in accordance with price level in training:place and be properly reduced based
on reimbursement standard for business;trip.

APPSR )G, MlFsESI N RIS @M SS, 1 DA R A ERE R, FRE. &
BB SNBSS IR HES B RN K-F, 7 H ZE 44l
PRl B R .

(4) As for external training programs continuing for one month or more, HR Dept. shall
organize on-site inspection and assessment to guarantee training quality. It shall carry out
irregular random inspection and assessment of the implementation of other external training

programs.
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NFIBRIEHERS 1A F R L ERIIE AN B ARk &5 8%, #RE IR . X HAhg A 55
T H B SERIE LT A 2 M A .

59.4 Internal training class and DCS training set out in training plan shall be implemented in
accordance with requirements in the System for related types of training.

FHRI T AT A FESIPE. DCS 15 I S5 A AR 1 I R AL A EER T

5.9.5 As for units with simulation training system, it shall complete full-flow simulation

training assessment before interim hand-over and take-over.

A H B R G )2 BN AE AT T 58 AR O HE I B %A 55

5.10Management of acquisition of professional:(practice) qualification certificate
R AR EGEETE

5.10.1 " As for acquisition of professional (practice) qualification certificate specified by laws
and regulations and required by production operation of the Company or specified by higher
competent authority, competent functional department in the Company shall propose the scope
of post required to obtain such certificate; after checked by HR-Dept., the Company shall
organize employees to participate in the first) certificate,cacquisition training, certificate
registration and continuing education in a_unified” manner. Training expenses shall be
reimbursed in accordance with Management Regulations on Administrative Expenses.

JE AR E AR A 28 Frs i BB A8 AT THE BB R (PR BEAR BGIE, i 2y
a] EEIRAE AT IS N BGIER AL YE ], 2 NSRRI E, mA RS —AASInE KBGESIL &
MAGSZE, R HRESE ATBE S RE) 1T,

5.10.2 As for acquisition of certificates for self improvement. of:one-employee, if confirmation
opinion provided by the Company is required, ,department where such employee belongs to
and HR Dept. shall jointly review and. give ‘consent. However, time and expense required by
test, registration and training shall be borne by applicants.

JEA N B IR =R BOESE, R EA R IR A S LK, TR TR ) B R A% [
B, HIEFERL M BRI A 2 ks B

5.10.2 Special jobs (such as welders) need to go to the company's designated institution for
qualification before entering the job, only the staff obtain the qualification, then they can be
allowed to join the company. The qualification fee will, be provided by the Company on a
reimbursable basis.

Rk TAE (AR S RIALN GO\ IRHT 7 SR A 7] i € RN T B E, Nl 577 ]
BENAFRE], AN E 2 H) HT AW SR SEHS .

5.11 Signing of study and training agreement
F S IEUIIL N ZETT

5.11.1 If employees participate in off-job training continuing for 10 or more days, training
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requiring BND2000 or more from the Company and other types of important training, they shall
sign training service agreement used as a supplement or attachment to labor contact.

LS INES L™ 10 K I LA EBLA B H Bk 2000 3 & PAE 5 I B HoAh BRI, Ri%s
WERNARST UL, FEAE 57 3h & R B Ah 78 B

5.11.2 Main content and expense of study and training agreement include training and
business trip expenses incurred during the period of off-job training, production practice training
and domestic and overseas technical exchange. Meanwhile, such agreement shall specify the
term of service.

RPNIRSS M EZE A AR BB A rE s Bl BN AN S IR R I
WA, R 2)5E 55 IR .

5.11.3 Term of service.ofigeneral training program is 5 years and begins when the entire
training program is'over-and.completed. As for the following circumstances, term of service
shall be:

— I H Bk HIR Dy 5 48, RS HATHEEC AR [A] 5 Il 300 H A AOF e s i o LU
DL AR S5 HARR 730 9 -

(1) Personnel engaged in training on new units or renovated orienlarged units are required to
sign study and training agreement. Term of service of.study and training agreement shall start
with participation in first training .or/éxchange regarding new units and ends with the 3 year
after successful commissioning. of new units.

ZINHT A B e e B BN AR BT 2 S BRIRSS WMo 2 ST UINIRSS WU 55 T R A 4
H oA E IR S I 38 B R R I Ese e, kb H O g & BOpHl 4 i J5 3 4.

(2) If employees terminate labor or service relations or employment agreements with the
Company prior to expiry of term of service, they shall pay intellectual investment compensation
fee to the Company.

PCTAE IR IBR AR B 5 22 Bl AR BRZFBNA 57 9575 REUHAL PR, i) 2 5] ST st a2t
1) Intellectual investment compensation fee=Ax (1-C+D), where: A refers to all training
expenses and related business trip expense and subsidy paid by Party A during the period of
various kinds of training arranged for Party B; C means time served in the Company(unit:
month) and D means the term of service expected to be provided (unit: month).

B GAMET=AX (1-C+D) , H: A NWITTHEN LT7 2 HEH & RN TR &2 5
AR S INZER Y . AMEEED ] C IR BN (Bh oy D DOIMIAR ISR (i
H>

2) Note: service time shall be deemed to.commence upon successful commissioning of the
unit; in case of demission prior to the end of such period, employee is required to fully pay
intellectual investment compensation fee.

TE: BRSSI B ABORHR G R T AG T 5, R 2 A2 ARG R £ 8 D 5L B A2 3%

5.12Training fund management
Tl 4 2
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5.12.1 Training fund of the Company shall be used for related expenses incurred in the
course of training, such as internal class startup fee, part-time teaching (lecture) fee for lectures,
award for skill competition or skill contest, training place fee, expense used for purchase of
related teaching equipment and facilities, training fee for the mentor, and new unit training fee.
AEEINZ T TR TAES R P R ARSI R, NSRBI, 4 (JF) R, 1%
ARECRE BE T 2R 28 0 B 9 . D B BRBUH O S0t . I bE . By e B BN 248
5.12.2 Training fund, as special fund for training, shall not be used for other purposes.
Bl R I TR Bt e, ASHTHERR.

6 Inspection and Supervision
KRESKR

HR Dept. shall supervise, inspect and assess employee training management.
NIIBHIEA A TN 3 TR B AR AT I B R A 5% .

7 Associated Procedures and Records

KEKFEFAICR

7.1 Associated procedures

KEKFEFF

7.1.1 External Training Procedure HYBN-T2-02-0016-2018-1:

EAMEIFEF  HYBN-T2-02-0016-2018-1

7.1.2 External Training Startup Procedure HYBN-T2-02-0017-2018-1

PEET I EFE Y HYBN-T2-02-0017-2018-1

7.1.3 Procedure for Acquisition or Review of Certificate for Special Work
HYBN-T2-02-0018-2018-1

FefpfEMPEL () IEFE/F  HYBN-T2-02-0018-2018-1

7.1.4  Procedure for Acquisition or Review of Post Qualification.Certificate' of Employees
HYBN-T2-02-0019-2018-1

R EREL (2 WERF  HYBN-T2-02-0019-2018-1

7.2 Associated records

KEXICR

7.2.1 Request for Proposal in Annual Employee Training HYBN-T6-02-0019-001-2018
A TR TAEEZE  HYBN-T6-02-0019-001-2018
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7.2.2 List of Change in Employee Training Plan HYBN-T6-02-0020-001-2018
RITEAIHRIAEFEER  HYBN-T6-02-0020-001-2018

7.2.3 Identification Form  for  Training Assessment of Special Operators
HYBN-T6-02-0021-001-2018

FeRP ML N RS Z 0% HYBN-T6-02-0021-001-2018

7.2.4  Assessment Form for Acquisition and Review of Post Qualification Certificate of
Operators HYBN-T6-02-0022-001-2018

TR A Bt B REU(R)IF% %%  HYBN-T6-02-0022-001-2018

7.2.5 Information Form of Education Training Class Startup HYBN-T6-02-0023-001-2018
HEEIMPENFE  HYBN-T6-02-0023-001-2018

7.2.6  Statement of Account of Intellectual Investment Compensation
HYBN-T6-02-0024-001-2018

B EAMEL H AR HYBN-T6-02-0024-001-2018

8 Supplementary Rules

BRI

8.1 The Regulations is under the jurisdiction of HR Dept.
AFE B N BRI P
8.2 The Regulations is drafted.by.HR Dept.
AR EREIR T NIV A
8.3 HR Dept. is responsible for the interpretation of the Regulations.
A E FERAL AN T B IR A
8.4 Revision, preparation and approval of the Regulations are shown in. Table 1:
AR HE RRAS G 1 R e AR LR 1
Table 1 Revision, preparation and-approval of document

AL SRR g A L L

Xiang Xuemei Zhao Fuzhen Chen Liancai
2 2020-01-01 i X
RERS petiif iz
Revision Issued date Prepared by Reviewed by Approved by
JRA it H 3 EILIDN HIZA fHE A
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