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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.
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2.1.1 Create New Contents #7144

2.1.1.1 Clause 5.2.3.4, create new “The HSE-management department shall make risk
assessment in a timely manner'after approval and increase of preparation”.
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Q Hengyi Industries Sdn Bhd {H&EW (OCK) BRAH

1 Purpose

=[:y

Based on the laws and regulations of Brunei and_the actual situation of the Company, the
Regulations are hereby formulated in.erder {0 standardize*the organization structure, post
setting of the Company and clarification-of job responsibility and working time.

NINTE 2> 7 55 B 2R RN B A e B, IR I R B S AR R, AR SCRAH DGR, 456
2 F) bR, ARk E A E o

2 Scope of Application
EHSEE

The Regulations are applicable to-the posts and.employees of all departments of the Company.
KRN E TG T Al &3] AL o s

3 Terms and Definitions

RIBFIEN

N/A.
T

4 Management Responsibilities

EERBR

4.1 Primary Management Department
PPFOEERER]

411 The HR Dept. is the primary management department of Regulations of Labor
Organization Management, which shall be responsible for formulating (revising) the
Regulations of Labor Organization Management;

NI BRI 7 B A SVE B E i) H DV BERT), S se] (2D 11978 SVE BE

41.2 Be responsible for preparing and organizing to implement the Company's employment
plan and demand schedule according to the development strategy and practical situation of the

Company, carrying out the evaluation and optimization of employment conditions, and
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organizing the post assessment;

TSRS 2~ 7 R S iR AN S PRG0S il 23 &) P RN TG SR R FH S, JF e TR TE
fliARAL,  ZHZR 5 A oF

4.1.3 Be responsible for organizational management including organization structuring,
merger, revocation and renaming; and be responsible for determining the form of labor
organization, mode of work in shifts, work standards and labor hour adjustment.

AN R &FF. . EASVER T, AotfiEsish 8080 FIE. TIER
A T %

4.1.4  Be responsible for the preparation and release of the job descriptions of chief leaders
of each department; be responsible. for) ‘post determination, personnel quota, personnel
allocation and job categoery ‘management; and be responsible for handling reports on the
organizations, labor organizations-and job adjustments of all departments.

P DT &R IR S R AL U B B AR AT, ATTE R . 2. e RO E B, Tkt
e S RS S VIR AN T S R AN i E VAT -3 DE S

4.2 Collaborative management departments

HEEIEERI]

Be responsible for implementing-the labor organization setting scheme and the form of working
system for labor approved by the Company and proposing the labor organization setting
scheme and the form of working system for labor of the department; and be responsible for
preparing the job descriptions of posts other than chief leaders of the department and submit
them to the HR Dept. for review and release.

P STHAT 2~ F HEHER 55 Sh2H 2B B 7 SN 57 3l LARGIB . Do ARHET 157 3 H A1 & T AN
Fi s TAERIE; D59l A< ] RIS Aoz A R B B F R N SRR i A% . Ao

4.3 Executive departments
PATERI]

Be responsible for implementing the labor organization setting scheme and the form-of working
system for labor approved by the Company and propesing the .labor organization setting
scheme and the form of working systemfor labor of,the department; and be responsible for
preparing the job descriptions of posts other than chief leaders of the department and submit
them to the HR Dept. for review and release.

P BTHAT 2~ F R 55 ShAH B8 7 A 57 ) TAERIE N, SSTR M AHR 157 3 H A8 B 7 = AN
s TAERIEI; DTGl A5 30T Bk IR A0S i S f0 B A2 U BH P AR N T BRI i A% . A
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5 Management Content
EEAR

5.1 Manpower planning

AN BRI

The HR Dept. shall conduct a systematic analysis of the Company’s manpower conditions and
formulate the Company’s manpower planning on a regular basis according to factors like the
Company’s production and operation development strategy, regional environment, industry
environment and policy environment.

N TR VFEBIRYE 2~ 7] 7 G E SRR it . AT e, BURMIRER R, @A R A
JIBHIRAE DLIEAT 22 G 7 Hr = T m) N B o

&l

5.2 Organization structure which covers Position Management and Staff Allocation
% s 2R 4R 5 B TE 5 RE

The Company sets positions according to threeisequences.of operating and management,
professional technology and skill-operation, sets the labor organization structure and positions
on the principle. of simplification, thighefficiency and clear hierarchy, and determines the
personnel allocation.on the basis of factors such as work content and workload.
NAHRBAE G, AR SRR = AP AI B E R, IR R =R 2 B B 5
B 7L S B, AR A A RN A 5 5 R 2R 5 7 i

5.2.1 Position Setting

RO E

5.2.1.1 Post of operating and management. The Company has posts including GM, Deputy
General Manager and General Manager Assistant. And the departments are provided with
operating and management posts including department leader, deputy department leader,
director and deputy director.

SEEHEKMN. AFRELSHE, BOSH., DABBEERAL. BB IRE K RS BT,
Rl FAEELEE KA

5.2.1.2 Posts of professional technology.:-The:Company has-posts including chief engineer
and deputy chief engineer. And. the departments are provided with posts including module
manager, chief technical director, deputy technical director, engineer, director and staff.
BAFARRKAL . Ar B E AT RS TERA. BT EBEREME, TR, @ AR, TR,
FE RRERA.

5.2.1.3 Posts of skill operation. In the basic framewaork of labor organization for skill operation
post of the production unit, four basic positions, i.e. team leader, deputy team leader, control

room operator and field operator are set, and a training position is set according to personnel
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quality and holiday factor. In the basic framework of labor organization for Electrical Operation
Dept., Instrument Control Dept. and Equipment Maintenance Dept., four basic positions, i.e.
team leader, deputy team leader, chief shift supervisor/chief repairman and assistant shift
supervisor/assistant repairman, and a training position is set according to personnel quality and
holiday factor.

TR ERAE BRI o A7 2 E T BEPRAE DI 57 ShAH SR AR QM R . RIFEAC. e. AMRBCE DDA
FEARBINAL, FEARAE N R U R R E I B . BB AT 8 DORIEHIE . s B sy
SNHLEAR G AL I, EE/ B AUEEME R E A KA, JFRYE N AR R
B 2R B E B

5.2.2  Staff’s Position Allecation

EREE

Referring to relevant personnel quota standards and advanced industry practice, the Company
determines the post personnel allocation in combination with the reality and on the scientific
and advanced principle.

NS WEAHRE BAAE AT S HE, G55 SERr, MRS BER IR AR 7E )57 72 9 o

5.2.3  Work procedures

T1E¥ERF

5.2.3.1 The first approval. Each department puts forward a labor organization setting plan
according to its responsibilities. And the HR Dept. adopts methods such as investigation for
reality and analysis and assessment on the basis of relevant manpower quota standards and
the actual situation of the department, and seeks for opinions from relevant functional
departments and the head of each division of the Company.after reviewing the plan and then
submits it to the CEO for approval. {The personnel allocation of the new unit shall be approved 6
months before the interim hand-over and take-over of the new unit. Where there is no similar
unit in the Company, it shall be approved a year before the interim hand-over and take-over.
HUME « BB RIEIR DT HE 1 57 ShA AR B T7 58, NI SIS AARYE AH < 57 B0 % B AR e A 8 [ T s
PRI&OL, KARESSE. HrPrEEINE, S HITREEZ)E, MR A 08 9l
BN, &k CEO #it#E. FriEEMPMAFKE DL 6 MHETZE, Hip AFAWTIRSEE B 1N A
HHAZET 1A% E -

5.2.3.2 Adjustment of approval. The Company shall,check*and ratify the labor organization
setting of each department again in accordance with practical situation of production and
operation, development, etc. and follow the procedures of 5.2.3.1.

WERME . ArRYEA G E LR RESERIGE L, X &5 HG BT E, %
5.2.3.1 FEfF/pH.

5.2.3.3 Dalily adjustment. All departments may fill in and submit the Application Form for
Changes of Post Determination and Personnel Allocation according to changes in function

adjustment, labor organization and job responsibility. And the HR Dept. shall process it within
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10 working days upon receipt and follow the procedures of 5.2.3.1.

H %, B3 AR PR IR RS L . 55 shZH SURI s A ER DT ARG 0 %, JEH 8 I e 4 A8 T i
) NREHAWEE 10 M TIEH AR, 4% 5.2.3.1 IRFF 703

5.2.4  Miscellaneous

HE

5.2.4.1 All departments shall determine the spectrum of duty before the organizations and the
workload before the personnel, and shall not create a job in order to accommodate a person or
set position by employee. They shall strictly implement the personnel quota of the post and
keep it relatively stable, which shall not be changed randamly.

F AT R ITTE S e, SeEdFEE T N ARG BB, ST
RIALE 01, DRI RS E o AT IE R AL Bl

5.2.4.2 All departments.shall''strengthen the employee training, enhance the quality of
employee, and continuously improve the personnel quota level.

FETININSE A TREN, S A TR, A s e k.

5.2.4.3 The HSE management department shall make risk assessment in a timely manner after
approval of increasing a post.

KR e IG5, HSE & BEAEE R s WU

5.3 Working hours and Shift Hours
S TAEHIETE

5.3.1  Type of working hours and shift hours

KRR

The Company implements standard labor-hour werking'system and comprehensively

calculated labor-hour working system.

O R SEAT AR HE I AR AN SR A T R R

5.3.1.1 The regular working hour of the Company is subject to a standard labor-hour working
system, i.e. working five days a week, from Monday to Friday, and resting on Saturday
and Sunday. See Table 1 for the reference.

AFVE A YE R PATARE T TAES], fETAERR, B—2 A0 LTE OSEHIRE,

I 1E) & 1.

Table 1 Normali\Working hours'timetable

K1 HEERN TIERER

Working hours
Working time T AEJH] Involved post
LA A a.m. p.m. WAL
IS R
From Monday to Posts of regular
8:00-12:00 13:30-17:30 _
Thursday day shift
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Friday
Ji
5.3.1.2 The skill operation post of the production unit (facility) of the Company is subject to a

8:00-12:00 14:00-17:30

comprehensively calculated labor-hour working system, where the labor hour is calculated on
an annual basis and four-team and two-shift and other modes for work in shifts are
implemented. See Table 2 for details of modes for work in shifts. And for those posts for the
productive and nonproductive purposes, where workers _may.rest on duty after completing the
work tasks, and the rest time on duty shall not be included. in the working hours.

ATV R E (B BREIRERMEHT 28 5 vk B TR TEAER], SR8 TH R AR DAAE 4 A )
THRTR, ST BRI R S Ab@pe oy X, BRI sC0AR 20 Horbe AP AR AR P PR BE
SERMEPERY, AE58RCTARIESS 5 PIAE RRE, 7R RIAR SN A AN TR N AR A

Table 2 Type of Shift Hours
x2 BEHIIRE

Type of Shift Form of

Hours shifts Rest time Involved department
\ : A ] W R
B A I el
Planning &

Dispatching Dept.,
Refining Dept. #1 to

Day shift: 8:30-20:30 -
#4, Utilities Dept.,

Day shift, H: 8:30-20:30
) ) . , Power Dept., Port and
Four-team Night shift, Night shift: 20:30-8:30
. , Storage Department,
and two-shift Rest, W: 20:30-8:30 i
. o = Electrical Dept. and
VUEE 13 and rest | Each shift includes,one hour of dining
, \ Lab Dept.
H AR and'resting on-duty

PR
e NPNERR N
A HEH RIS
L R R

FEYEEE 1 7INIAE B UG PR s (]

On duty: 8: 30 to 8:30 of the next day

On duty, .
Three-team on dut (rest on duty is allowed)
and two-shift ost Y fH 8: 30-7kH 8:30 (1R ARE) HSE Dept.
on duty On duty:: 8: 30 to'8:30 of the next day HSE % 5
=M FMEYE rest on duty is allowed
' ik : ¥ )

ffi: 8: 30-¥XH 8:30 (AI{EXIRE)D

5.3.1.3 The comprehensively calculated labor-hour working system is adopted. And in the
period of comprehensive calculation of working hours, the average daily effective working
hours and the average weekly effective working hours are basically the same with the legal

working hours.

K GEE TR TN TAESIE SR & T R T ARR R YN, P38 A AR [RLRF- 25 J8 A 2 AR
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] 592558 T AR N (] B A AH A o
5.3.1.4 For work on a public holiday, the overtime shall be calculated as per the effective

working hours.

POEMERH BTN, 3% RCTARR )T SENBE a .

5.3.2 Procedures:

HALREF

5.3.2.1 All departments shall strictly implement the working.'system for labor determined by
the Company, and shall not change it without-authorization;-hoewever, if it is required to change
it due to the production and'operation;-they shall fill in the Application Form for Change of
Working System for Labor.and submit it to the HR Dept.

BB RS AT A T E B 57 30 TARR], AMSEERE, WA 2E R ERER, 1T (55
TAEHIAR S FRIER) AT .

5.3.2.2 After the initial review and approval of the HR Dept., it shall be submitted to the CEO
for approval.

N JIBHE ) o [F) 5 5 4 CEO ik T ik.

5.3.2.3 All departments shall organize specificiimplementation work according to the opinions
approved by the Company.

F AT THRAE A F S Y 2 A SR A St LA

5.4 Job Responsibilities Management

RERSTETE

54.1 Work content
IERARE

The main contents of the job responsibility include but are not limited to post setting,
qualifications (position requirements are minimum requirements for the position), job
descriptions, work relationships, etc.

KA IR 5T £ N A O EA IR T AL B ARER T (RARIREER N S AR SRk . HR 5T 4
®. TERRSE,

5.4.2 Release form of job responsibility

RN AR

The Company releases the job responsibilities in the text form of a Job Description (see
Appendix 1).

A LA CRIAZEE Y PR 1) SCATE U AT R ALER TF
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543 Procedures formulation

TR

5.4.3.1 Drafting. All departments shall break down and implement all the responsibilities to
specific positions according to the Company’s Responsibilities Division Manual and the actual
situation of the department and draft the responsibilities of all positions below the chief leader
of the department. And the job responsibilities of the chief leaders shall be drafted by the HR
Dept.

ARE . AT TR A F) CHRTT R 20 T 0] ) FRASHET 1 S B, oK B ER 51 20 il ANVE S B BAR B Az,
FRFRTTIERA LT BT AL HIER ST, H SR aEHRAIS: <A A 51 e A\ BRI T STk

5.4.3.2 Review. The Deputy.General Manager -in-charge of the Company shall review the job
responsibilities of chief leaders of all departments which shall be responsible for reviewing the
responsibilities of the deputy positions of their own departments. And the head of each division
of each department shall be responsible for reviewing the responsibilities of other positions.

B % o ) 0 RIS A B AL AR T IEER LS I A2 HA DT, &A1 JLE B A A T TR R B AL R IR Bt
BB A A H At AL IR BT

5.4.3.3 Approval. The CEO _shall \approve .the job' responsibilities of chief leaders of all
departments, and the Deputy General Manager shall approve the responsibilities of the deputy
positions of all departments according to the division of labor. And chief leaders of all
departments shall approve the responsibilities of the rest of the positions of the department.
Hitt. CEO fEA T TIEIR KA ER BT, B2 7 THUMES S TRIER RALHR 57, &3 1 IEER
A AL e B AL 5T

5.4.3.4 Releasing for the record. The HR Dept:=shall release the job responsibilities of chief
leaders in all departments. Each department_ shall release the job responsibilities of deputy
positions and below, and. submit them to the HR Dept. for the record within 10 working days
after the release.

RATEER . NIV ARAT AT IR RALIR DT o B-FB 1T A AT BIHR K LAR Bz 0 B AR BF
FAERAT G ) 10 D TAE H AR SR A& 5

5.4.4  Management of Change

THEEHE

5.4.4.1 Each department shall revise the relevant job responsibilities in a timely manner
according to the changes in organization functions, labor organization, business responsibilities,
work content, name of the post, etc. and the job responsibilities shall be revised and released
within 15 working days upon confirmation of the changes.

FETINAREN LIRS . S5 shH gL WSS TAER . R ARG, KRHMEITH
RAZER ST, KA STAER € 0SS 15 AN LAE H W 5e BB IF R AT .«
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5.4.4.2 For posts that are cancelled due to factors such as function cancellation (transfer), the
job responsibility cancellation procedures shall be completed within 15 working days after the
post cancellation.

PIERBEROE (et SRR BUN IR, SRR A0H I 15 A TAEH N5 R AL ER ST E IR T

o,

545 Miscellaneous

HE

5.4.5.1 All departments shall completetrthe formulation ‘ofjob responsibilities as per the
working procedures and-release ‘them-within 10 working days after the issuance of post
determination and personnel.allocation. For post determination and personnel allocation set
due to new unit, etc., it is imperative to complete the release of job responsibilities before the
staff takes the post. And the personnel shall receive the training tasks (responsibilities)
formulated by the Company or the department where he/she is during the period from time
when he/she is transferred to a post till he/she takes the post.

BRI B AL 80 B AL HR 53 BT A . FRPEE 5 E J Pikfa 10 A TAEH A kA . Horbr
PRI a2 S5 s L ) B E i, AN A R R SE ORI IR 5 A AT AR, A SRl 2 2 1 i 3
6], %5228 w] B ERR T I HIVT IR ME ST (57D,

5.4.5.2 When' drafting the job responsibilities, all departments should ensure that the
responsibilities of each department are not omitted or repeated, and they shall organize the
employees to study their job responsibilities so that all employees are familiar with the job
responsibilities of their own positions.

TS B B A HR S S B AL ER B AN AR, FFEEH SR W ST KALIR ST, TR
AR FITLE B 5L F B AR BF

=n

~

6 Inspection and Supervision
KESHE

6.1 The HR Dept. relies on the information system to conduct inspection, supervision and
assessment on the implementation of systems in all departments:.

NI IBARTEAE B R GO &30 1 1) B A TId i BT A . WIS

6.2 The CEO Office shall incorporate the system construction and implementation of all
departments into the performance management for regular inspection and assessment.
BTN FARG IV L B PAT AN GG, 2 AT R B E %

7 Associated Procedures and Records

XEKIEFAICR
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7.1 Associated procedures

KEKREFF

7.1.1 Procedures for Setting/Change of Post Determination and Personnel Allocation
HYBN-T2-02-0001-2018-1

5E 8 g BB AR TR

HYBN-T2-02-0001-2018-1
7.1.2 Procedures for Change of Working System for Labor

T TAERIAEFEF  HYBN-T2-02-0002-2018-1

7.1.3 Procedures

for Formulation

HYBN-T2-02-0003-2018-1

RALHR D] (B TR

7.2 Associated records

KEKIER

HYBN-T2-02-0003-2018-1

(Revision)

of Job

HYBN-T2-02-0002-2018-1

Responsibilities

7.2.1  Application Form for Changes of Post Determination-and Personnel Allocation
HYBN-T6-02-0001-001-2018

ST E AR HiER  HYBN-T6:02-0001-001-2018
7.2.2  Application Form™ ...for.- “'Change of  Working System  for  Labor
HYBN-T6-02-0002-001-2018
8 TAEHAEHE HIiEX  HYBN-T6-02-0002-001-2018
8 Supplementary Rules
oyl
8.1 The Regulations are under theijurisdiction of HR Dept.
AHNTE N BRI TR
8.2 The Regulations are drafted by HR Dept.
AR EREIR T NI
8.3 HR Dept. is responsible for the interpretation of the Regulations,
A E FRAL TN T B IR A
8.4 Revision, preparation and approval of the Regulations are-shown in table 3:
AN T B A G 1] R R AR O LR 3
Table 3 Revision, preparation and approval of document
K3 HRAG I E R
) 90200101 Xiang XueMei Zhao Fuzhen Chen Liancai
RER fetiit it
Revision Issued date Prepared by Reviewed by Approved by

Hengyi Industries Sdn Bhd
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A H

G LN

HIZA

HEHEN

9 Appendices

B

Appendix 1: Sample of Job Description

BEpE 1 AL T I AR

Hengyi Industries Sdn Bhd
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Appendix 1
B 1
Job Description Template
Lt Ji S >
It AR BRI
Hengyi Industries Sdn Bhd {H&LI (OCK) BRAE
“ Template of Job description B ERAP LR
BERG@X! Template No. HYBN-T5-02-0001-2018-1
Position Department
(< o7 44 5 #]
Supervisor's Subordinate
Position Position
Hix L% HIETH
Work Schedules Position No.
T g
Issue Time
o A 1] Page Page 12 of 2

Position Purpose T {/EHEA

Minimum Requirements+ {EER&E %

Education/Experience 5 /2K :

Specific Knowledge & Skills & Competencies & & FIHEE:

Other Requirements HB&ER:
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Hengyi Industries Sdn Bhd fEi&3Mk (3C3€) BRAH
“ Template of Job description F{IitFAHEHR
BN Template No. HYBN-T5-02-0001-2018-1

Job Responsibility . {{LEEFE (6-8items)

Basic
Responsibility

HEARH

Quality
Responsibility

JRERF

HSE
Responsibility

HSE Bl

Additional information: [ Jii5t BH

Responsible Department

LN NE BB s

Drafter Reviewer Approver

A CEEIN e
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