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Preface jij &

The management rule is drafted and formulated by No. 2 Refinery Department.
AR TN ) ey — A B AN E .

This rule is effective as of Mar 26, 2021.

AN 2021 4 3 H 26 FE5 i

The management rule is-prepared by: Zheng Yue Ling

AN I N HEERFY
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1 Purpose BRY

In order to promptly understand the thoughts and needs of employees as well as pay attention
to employees’ mental health, No.2 Refinery Department has established a staff grid
managementteam and formulated the following plan in order to clearly define the range of
responsibilities-carried out by each individual staff position.

O AR T EARENAS, R R T O PR, MRl T ST R TR AL BN, IR E A
D5 B % B 2 N SRR STV

2 Scope of Application i&RBIEE

Applicable to all personnel of all positions within Refinery Department No. 2.

3G TR AR B AL A AN R

3 Management Responsibilities EIEIH 5T

3.1 Head of Department #B4<

3.1.1 Fully responsible for the grid management work of all department workers and is the
primary person responsible for the management of-all-department workers. Also responsible for
the supervision and inspection of the simplementation of the staff grid management
responsibilities by each individual staff-position.

TR TR T A TRMRACE B TR, &R TEHERE —TEN, WERE 75 R TR
BRI RN B TR RS2 L

3.1.2 Responsible for taking the lead in organizing the preparation, revision, improvement and
implementation of the department’s staff grid management system and assessment regulations.
T A A GUAER ] 0 T AR A BRI . B E S B9 BT 7838 MR R

3.1.3 Establish and improve the grid management mechanism of the‘department, guide and
support the staff grid management activities in the department, .and fully utilize the role of grid
management personnel at all levels

FENLANSE B AFR T MRS AL S BENLH], $85 . SCREAERT] S TR B AR IF 78 70 A5 % Z s
WAEFE N RABIER

3.1.4 Responsible for leading the organization to mobilize employees to actively participate in

the grid management of the department, regularly understand the ideological trends of
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department employees through grid management personnel at all levels, and take the lead in

organizing department and shift development team building activities to enrich employees' spare

time.
S AR LUK BN R T AN S SARE T WAL E B, 5 BRI 25 2 RS BEN 1 T 5611 3R
TRAEEE, kAR T R AT R g s, F8 m T RAE.

3.1.5 Fully utilize the leadership role, regularly understand the ideological trends of employees
through the deputy heads, various professional and technical personnel, and shift supervisors,
and carry out corresponding management work according to the information and actual needs.
FEOF RAFT A s SEMINEIR . BEALER A G BERALIAEE T 0 TREAESAS, R
2 H15 S 55 bRl ST AR LA B A

3.1.6 . Communicate relevant company policies and information to employees in a timely manner,
and actively coordinate and solve problems encountered by employees in work and life.
L) R TARIE A AR R B S A5 B, B R AR R A A AR P 21 i e L

3.1.7 Encourage employees to face up to their mental health problems and work hard to provide
psychological counseling for employees.

o) AT N o WIS 2R e o ST R /5 A =13 M WS LT

3.2 Deputy Head of Process T Z&l&B4

3.2.1 Responsible for the grid management activities of site employees, supervise and inspect
the implementation of the responsibilities of site personnel in each position for the grid
management of the employees, grasp the ideological status of the employees of the device in
real time, and maintain good communication with the department-head.

ATTALEE TIPS ALE B TAE, B B Ak B 7 03 LT AR A B 5 B AL R TR 7%
SABL, S ERASE N TEAARE, ISR R e

3.2.2 Regularly understand the ideological trends of employees through the professional and
technical personnel on site and carry out corresponding management work according to the
information and actual needs.

TEIMALEE LAV HER N G PR AL T g 5 TRAEBNES, IR F 48 015 B Sk bR R 22T FeAH
A B T AE.

3.2.3 Communicate relevant company policies and information to employees in a timely manner,
and actively coordinate and solve problems encountered by employees in work and life.

St ) R TARIE A AR BUR S AE B, B R AR R I AR A AR R 8 3] Y el

3.2.4 Assist the department head in establishing and improving the grid management
mechanism for employees of the department, and carry>out the preparation, revision,
improvement and implementation of the grid management system and assessment regulations
for employees of the department.

PP SN SE A ER ) G T AR AL B BN, BEATASEST T A TR PRI T . B AL E S
HIgmh] . ABTT 8 FITE S

3.2.5 Assist the department head in organizing team building activities for departments and
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teams, and put forward feasible suggestions that are beneficial to the physical and mental health

of employees, and enrich their spare-time.

PP SR SRR B N BE 5), 1R AR T R T e OB AT AT W, FE A Tk
RA .

3.2.6 Regularly understand the staff's ideological dynamics from the staff grid management
personnel on site, timely and appropriately intervene in staff with mental health problems, and
promptly report to the department head if the problem is serious.

5E HH AR 256 B R T S AGAE BN SR AE T DR T RARBNAS, S HA 300 Co B0 B2 Il Y 03 T B I LASE 2
77 FCBEAT T, R Il RS ™ H A A I [ AT

3.3, Deputy Head of Equipment i& & BIER

3.3.1 Responsible for the management of the equipment and technical personnel of the
department and the employees of external contractors, strengthen the communication with the
contractor team leaders, and ensure that the contractor's employees enter the installation
operation with a normal and peaceful-mind.

G5 B HA TR A BRSSO AR GRS 51 L, s 5 7K L B 1 52 N varid, A DR i A L
PLIEH . PRI O E k.

3.3.2 Regularly understand the ideological trends of employees from the professional equipment
and technical personnelon site and carry out corresponding management work according to the
information and actual needs.

TEIIMA LG BB T HEOR N G JEKAE T 3 TRAEZhES, IR B RIS B bR 2T/
FH L) B A

3.3.3 Regularly understand the ideological trends of the construction personnel entering the
department installation site from the leaders of the external contractor, and carry out
corresponding management work according to the information and actual needs, and promptly
remove the construction personnel who do'not meet the requirements.

SEHIMI KA T AL T AEENER TR E Dt TN AR AR BN, JRARYE F AR A B SEhr
i ST AR BT A, WA & ZER A TN 53 R #EAT TR .

3.4 Engineer TZ. #&#&. HSE AR ILFzIM

3.4.1 Assist the deputy head of department in the grid management of site employees under his
jurisdiction, with one engineer being in charge of one team. The -engineer in charge should
maintain good communication with the shift supervisor, understand the ideological trends of the
team members through the shift supervisor, and assist the shift supervisor in performing his
duties.

PP AT H RO T B A T T R E BT, — AR E — . 8T
PRI S P OR ST R A, P 7RI TSNS, JFh B R .

3.4.2 Assist the deputy head of department to carry out team building activities, put forward
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constructive opinions, and actively encourage employees to participate in outdoor team building

activities, broaden their horizons, exercise, and relax.

DB EREKCIT R BINE BE3h, RN EIEE N, R sh R T2 5 R AN s s, JT
FEHR T, BB A, TS

3.4.3 After self-observation or receiving feedback from the team on the abnormal situation of
employees, promptly adopt appropriate methods to guide employees' psychology, and actively
guide employees to obtain professional psychological counseling through formal channels; if the
situation is serious, reportto department leaders in a timely manner

75 B AT WS B BIPRS00t B3 AR DU W e, M SR 2 B 7 VA 3 5 T FE, BURS S A T
I E FCRE AT LAV A o PR s 15 100 7™ B AR RIS g F ) AVAR

3.5 Shift Monitor ¥ (¢B) &

3.5.1 The shift supervisor is the first person responsible for the management of the shift’s
employees, and is fully responsible for the management of the shift's employees.

PP R TR S — SN, SR ST AR R 5 TR

3.5.2 Pay attention to the emotions and thoughts of shift members, and report to the supervisor
or other leaders regularly. After self-observation or receiving feedback from other shift members
on the abnormal 'situation of employees, promptly adopt appropriate methods to educate
employees, and actively guide employees to obtain professional psychological consultation
through formal channels; if the situation is serious, report to department leaders in a timely
manner.

BOEYEH 1 TE 265 ) B AR A, T8 W) b 20 BOHAR AT R 72 B AT 8% s ) H AR B
B A TAOLR o Jn R SREBUE 24 75 V58 % o0 B, AR 51 5 5 i 1E sURIE RS F k.
RO B s O T A7 00 7 PR S R [ 8 D 4 VAR

3.5.3 Organize team building activities at least once a month, actively organize various activities
such as dinner parties, sports, outdoor-travel, etc., while ensuring high participation of shift
members.

B H 2DHL - OIA B N Bn s, PIRASUIRE. hFizsh. PANRITETE R+ 5 RS,
[l ER R A K s 2 5 .

3.5.4 During the normal work period, pay attention to the emotional state of the shift members
to ensure that employees enter the working state with a peaceful and stable mood: If there are
emotional problems, employees should be reminded to adjust in time. If employees cannot calm
down in a short period of time, the on-site work arrangements should-be temporarily suspended.
If the team cannot solve it by themselves, the responsible engineer or department leader should
be notified.

B EYEIE], SGEPEA B TR GOIRA, TRIER TRLRPFR. BREMEE AN TIERS . HIE4A
R, SR PR Y TR, A B AR LR RIS M OeikE R, WS g TR 24, kA
AR, U35 78 AR B AR ] 40
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3.6  Deputy Monitor ¥

3.6.1 Assist the shift supervisor to manage the shift members, pay attention to the emotions and
thoughts of the employees, and maintain good communication with the shift supervisor.
PPENPERAE FRYELE 02 T, OV G A48 EARBhAE, AP IR RIFVA0E.

3.6.2 Assist the shift supervisor to_solve any abnormal psychology of shift employees, adopt
appropriate methods to provide psychological counseling, and actively guide employees to
obtain professional psychological consultation through formal channels.

PP AR PE AT 3 0 B, SRBBGE 2 1077 R A O HE T, BN 515 4 il 1E sCRE SR
138k o B 4.

3.6.3 Assist the shift supervisor to organize team building activities and strive to increase the
participation of shift members.

PP SUT R PE A I N Bt 5, 35 iR m Pt i R S 5

3.6.4 During the normal work period, pay attention to'the emotional state of shift employees and
ensure that the employees enter the working state in a peaceful and stable mood. If there are
emotional problems, employees should be reminded to adjust in time. If employees cannot calm
down in a short period of time, the on-site work arrangements should be temporarily suspended.
If it cannot be resolved by themselves, the shift supervisor should be notified in time.

B EYEIE], OGP R TEGOIRA, TRIE R TRCFRL, REMIEE A TIERS . HIE4A
WA, SR PR Y TR, A B AR LRI ek R, WS s TR 2 HE, ik air
FRUL, ) B B B

3.7 Operator #{ERT

3.7.1 Take care of yourself, maintain a good mental state, face up to mental health problems,
and seek help from colleagues or professionals in a timely manner.

KEBS, REFE S RFFREHIRES, EUOBMERE S, iR FEFEE A L.
3.7.2 Care for others, detect that colleagues' mental state is wrong, adopt appropriate and gentle
methods to help colleagues to ease their psychology, encourage colleagues to overcome
difficulties, encourage colleagues to seek professional psychological counseling if necessary,
and inform the supervisor in time.

KRN, BRG] F O BRARZS AT, SRHUE A I 5 13 B [F) S O 3, 8l () = S ek DR
A B ERE S R TR TR OB, JE R S AR .

3.7.3 Actively participate in team building activities organized by-departments and shifts to
broaden your horizons, exercise, and relax.

PRSI, PEHA LR BN BOES), TR B S A, ok ot .

3.7.4 Actively put forward feasibility opinions and suggestions on team building activities that
are beneficial to everyone's physical and mental health.

BRI A 2 T KK SO e A AT AT 1 B B BB s s
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4 Management Content AR

4.1 Grid Management Requirements &4t EIEEK

4.1.1 The department sets up a psychological counseling team, with the department head as
the team leader, process and equipment deputy heads as the deputy team leader. The members
include professional engineers<and shift supervisors(see Annex 1). The members of the
psychological counseling team should pay attention to and receive feedback regarding the
psychological state‘of the'department employees and coordinate to solve existing problems in
a timely manner.

FI AL OHEE S /N, HEKARAK, TEMRSRIEKNEIAR, RSl TR A
P PEER COLBIHAT 1D (Co B AR T /N ZE R SR 2 RN S0 . IR T) B2 T BRRAS A Wb A A7
FEHY T L

4.1.3 The shift supervisor should be concerned.about the physical and psychological state of
the shift members, arrange the work reasonably, and provide psychological counseling to the
shift members in a timely manner. At-the end of each month, the emotional state of the shift
members should be evaluated(see Annex 2), and the results should be fed back to the
department general manager. If an-abnormal situation is found, it should be reported to the
department head in‘time.

PERESG O RVEE U SR SO BIDIRES, BB TR, MR PE R BT O T . B JREER
PEAH RS IS 2R BEAT P-4l (LA 20, JRR AR IR 18 E 5L, an R #1510
BN )R T AT S At

4.1.4 Each dormitory selects a dormitory leader who is responsible for enriching everyone's daily
life. At the same time, he should observe the mental state of dormitory members, coordinate
and solve existing problems in a timely manner. If abnormal situations are found, they should
promptly report to the shift supervisor or leader.

AL -2 EEK, BERKATEE RFKOH ARG, RN EWEE & RO EURES,
S PR PR ORATAE B I L, T SRR IS NG VO R I ) B B A A S

4.1.5 Normal information transmission and communication channels should be established. If
there are opinions or suggestions on daily management, work, life and logistics of the company
or department, the team leader can collect feedback for the department general , manager.
Organize unified replies or discussions, and try to avoid neglecting reports or direct feedback in
the company's WeChat group.

TR NLIEH BAE B SR IEIE, A R A w) R A H R B SR R R AT A
W W BPER HEER G — IR R WA R T ISR 8 B RO TR TH A G — & B it ig,
BRI BRI R B B EAE A WS LS

4.1.6 The head and deputy head of department shall visit the employees' dormitory at least once
a month, care about and pay attention to the work and living conditions of the employees, and
promptly discover and coordinate to solve the problems and difficulties encountered by the
employees in work and life.

Hengyi Industries Sdn Bhd  {Hi&320 (3C3E) HIRAFE Page 6 of 14
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AT K M BT KA A 20 B0E U — IR R LEMRE S, KO E R LR TEKEFRES, &
i A B B U AR R R AR T AR AR A 3 A 38 1) 14 [ AR PR X

4.1.7 All professional engineers are required to go to the dormitory of employees in charge of

shifts and groups at least once a month, pay attention to the living and working conditions of
employees, and promptly discover and coordinate and solve problems existing in work or life of
employees.

FORE TN TR A 20 XU EYEAH R 7 TAEMEE, SERTARE. THERES, Mk
IO A e 01 TAE TAE R B GE FAELE Y ] R

4.1.8 Leaders at all‘levels'and shift supervisors should pay attention to work methods, transmit
more positive energy, adhere to the problem-oriented work, deal with the problem not the person,
avoid:personal attacks, and no retaliation.

FRAF LI BT R TR 07, SAEIEREE, ETEPEREFRBESMN, SHEANAN,
AFRAT NB B, ANRedTHRE .

4.1.9 Colleagues should unite and love each other,care for each other, help each other, and not
deceive others.

Al 2 MR8 K%, MEIO. B, ARFBIA .

4.1.10 Employees who live in dormitories must consciously abide by the company’s dormitory
management system, and mustnot engage in prohibited or illegal activities in the dormitory, and
must not arrange for.the opposite sex to stay in the dormitory; if the employee cannot return to
the dormitory during the normal time for some reason, they should inform the roommate of
whereabouts and time of return.

FEARARTE S A T3 iy A m) SR g S BRI R, AMSAETE & A NFREVE . SRS, A5
TR E 5 RO BEAE I I TALIR [0 1 5 1Y), BRI o s A 25 ) A (BT i )
4.1.10 When an employee leaves Brunei, he should inform the department leader in advance
and obtain consent.

ATTAM BT SCR,  NEFR R & R AR 40 B )

4.1.11 The department or shift must organize team building activities at least once a month, and
try to encourage participate in all members to achieve the purpose of enhancing team cohesion,
relaxing the mood, and enriching leisure life.

BB A A 2D EAL IR B S), REERSY, BRI RENEER ). a0
BRI H.

4.1.12 In order to enrich everyone's spare time, the department has organizeda number of

N

interest groups and designated supervisors for these groups. Each group< supervisor is
responsible for convening members and forming the group. Each interest group should
formulate the group's annual and monthly activity plans, and organize group members to carry
out activities on a regular basis, and strive to increase their participation in the activities. The
department will reward the groups that have performed well in the activities, and will also
promptly adjust the candidates of the interest group supervisors according to actual needs (see
Annex 3).

NFERFEBNEARAE, B15G—4H@ NI E ALK, B NARKATT HER A IFA
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HEANH. F%

akics

%

BUNH B E AN EERE . A RS TER, IFH SN 51 E DT s B

FEAE AN S S FT RS ST R N HBEAT i, RN R AR S P e %‘&&Eﬁﬂﬁ

AN NIE OB 3D,

4.2 Team Building Activity Requirements FIBA & EENER

4.2.1 The team is required to organize team building activities at least once a month, and the
number of participants should be at least 80% of the number of staff.

EORPEA R A 20U BlEEs), 25 AN RASRD NS 5 AN 80%.

4.2.2 The department or shift that organizes the team building activity must pay attention to the
situation and, attempt to achieve full staff participation as much as possible.

AR ISR A RS sy, BERIE, ERREHIIERSE.

4.2.3 Every quarter, the department must organize at least one team building activity for the
whole department. The organizers are required to issue a proposal for an activity, for which the
department will then provide a certain amount of subsidy in order to fund. The amount of funding
is based on the scope as well as the situation of the activity. & | 184N 25 B 45 /0 4 20— AN 7] 4
BRI DGE NG B)), SR/ RIS, BT IR E SR A E s T s T — & 20
PRI ES & N/

4.2.4 The organizers of the team building activity are the primary people responsible for safety.
The organizers must ensure that the contents of the team building activity are healthy, comply
with local laws and regulations as well as safe, with safety measures in place. 1B\ 2 % & sh 41
LNIEN R — 22 TUEN, E RIS AR L, FFa AR E . AL Fa R
224, DA ORRESE .

5 Supervision and assessment 5B 5%

5.1 The statistics specialty is responsible-for:supervising and inspecting the implementation of
the Responsibility Description of Each Staff Management Member of Refinery Department 2,
and reflecting the inspection results in the performance appraisal.

gra gt Tk s (it AR TR AL BIR ST 1) $AT IS AT I B A, IR A sy
RAEGRE AL

5.2 FZkK

No. Assessment content description Assessment standard

IR FE AR AN

The head and deputy head of department should visit the
employees' dormitory at least once a month, care ‘about

and pay attention to the work and living conditions of the

5541 assess 5 points/time

employees, and promptly discover and coordinate to ‘ B
RAZESRPAT, FH% 5 401Kk

solve the problems and difficulties encountered by the

employees in work and life.

Hengyi Industries Sdn Bhd  {Hi&320 (3C3E) HIRAFE Page 8 of 14
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No.

IR

Assessment content description
EZABER

Assessment standard

FEIAARAE

BATESS S H 2D BE — IR A TERES, b, XK
VE R T AR S A TIRAS, e R I Hh A i ok 3 T8 T
RN AR 35 A8 21 1 r) 2R A HE

5.54.2

All professional engineers go to the dormitory of the staff
in charge of the shift atleast once a month, pay attention
to the life and working status of the staff, and promptly find
and coordinate to solve the problems existing in the work
or life of the staff.

BB TR RE H 20 2 — R E PR 5 AR
KR AN TARIRES, S LT ook 52 T4 T
VB BRAE TP AL R ] L

Fail to carry out as required,

assess 2 points/time
RAZERPAT, FH# 2 731K

5543

The shift supervisor should be concerned’ about the
physical and psychological state cof shift ‘members,
arrange the work reasonably, @nd provide psychological
counseling to the shift membersin atimely manner. At the
end of each month, the emotional state of the shift
members should be evaluated, and the results should be
fed back to the department general manager. If abnormal
situations are found, they should be reported to the
department head in a timely manner.

PR B0 RIEYE 51 (0 S SO RS, L2 HE AT,
SRR EE A AT OB T o R R EE BELH AR 5 ) IS 2R
AHATEAL, IR RSB SRG B HOL . AR R
e R E =R

Fail to carry out as required,

assess 2 points/time
RGBSR AT, % 2 401K

5.54.4

Each dormitory selects a dormitory  head, who is
responsible for enriching everyone's daily life. At the same
time, he should observe the mental state of the dormitory
members, coordinate and solve existing problems in a
timely manner. If abnormal situations are found, they
should promptly give feedback to the supervisor or leader.
BAME L -2 EEK, HERATEESREXBH L
s[RI LS AE & L (PO EDIRES I PR A A LR
T R, SRR B AR O R e B B A S R IR

Fail to carry out as (required,

assess 2 points/time
RAZER AT 4% 2 731K

5.54.5

It is necessary to establish normal information
transmission and communication channels. If there are
opinions and suggestions on the company or department
in daily management, work, life and logistics, the shift
supervisor can collect feedback to the department general
manager, and the department will organize a unified reply.
Or discuss, try to avoid neglecting reports or direct

Fail to carry out as required,

assess 2~5 points/time

RIELERPAT, % 2~5 731K

Hengyi Industries Sdn Bhd  fEi 520 (X3€) HHR/AF

Page 9 of 14




No.2 Refinery Dept. Staff Management Rules

HYBN-T9-11-0047-2021-1

No.

IR

Assessment content description
EZABER

Assessment standard

FEIAARAE

feedback in the company's WeChat group.

LN S BRI SO iR, W R A ] BT R
HHEEE, TAF. EEEEETma s il #FI
KGR BRI GESGRS B, JRHETIH %
—E LS, B R AR R B E A A W UE B
B

55406

Leaders at all levels ‘and shift supervisors should pay
attention to work methods, transmit more positive energy,
adhere <to -the problem-oriented work, deal with the
problem not the person, avoid personal attacks, and no
retaliation.

HRF RIKEER TAE T 0%, 6B IEREE, £
TAEh SRR R T ), X HAN N, AATEEAT NS B,
AREFT Rk E

Fail to carry out as required,

assess 2~5 points/time

RIEZERPAT, % 2~5 731K

5.54.7

Employees who live in dormitories must consciously abide
by the company’s dormitory management system, and
must not engage in prohibited or illegal activities in the
dormitory, and must not arrange for the opposite sex to
stay in the dormitory; if the employee cannot return to the
dormitory during the normal time for some reason, they
should inform the roommate of whereabouts and time of
return.

FEARARTE & (Y 52 T2 1y A m AR S A R, O
HEfE & WL SSRGS, M ARERTE, BT
PR ACAS BE AE I I T 3% [0 475 <5 ), NEBR o 2R 8 A 25 [l A
IR [ B [

Fail to carry out as required,

assess 2~5 points/time

RIZERPAT, % 2~5 731K

55.4.8

Each interest group should formulate the group's annual
and quarterly activity plans, and organize group members
to carry out activities on a regular basis, and strive to
increase their participation in the activities.# >4 /N 2H %
il E AN . ZREESNTER, A SV R G E
THEES), S hitmiEsiZ 5.

Fail to carry out as-‘required,

assess 2~5 points/time

RIELERPAT, 1% 2~5 731K

5.54.9

The team is required to organize team building activities
at least once a month, and the number of participants
should be at least 80% of the number of staff.

ORI A 2AOHLN - R ES), 25N RAEST
25 NEH) 80%-

Fail to carry out as required,
assess 5 points/time
RAZERIAT, HRIK 2 731K,
FIEYEA 5 431K
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No. Assessment content description Assessment standard
ERE AN AR A
Led by the HSE major and the comprehensive Fail t t ired
management major, at least one interest group will be all to carry out as required,
arranged every quarter to organize a department-wide | assess 5 points/time
5.5.4.10 | activity. N
o e . RAZERPAT, FH# 5 711K
t HSE Bl Rk & BB b ek, GAFRE 24 | T i
Yol /N A A T 1) A R T B
The organizers ofthe team building activity are the
primary people responsible for safety. The organizers
must ensure that the contents of the team building activity | Fail to carry out as required,
5.5.4.11 | are healthy, comply with local laws and regulations as well | assess 5 points/time

as safe, with safety measures in place. [#] b\ 3 535 5h 2H 21
NIBTESN R — 24T RN, B s 5 o 2 1)
b, FFAE AR B, A R A AR i .

RIGESRIAT, % 5 701k

6 Supplementary Rules P

6.1

This Rules is under the jurisdiction of No.2 Refinery Dept.

AN ER I T
6.2 This Rules is drafted by No.2 Refinery Dept.
AAAL SR T: it .
6.3 No.2 Refinery Dept. is responsible for the interpretation of this Rules.
AR AREAS U et — A

6.4 Preparation and approval of this Rules are shown.inTable 1:

25 8] 2 G ) A0 e LA 0 WL 1 -

Table 1 Document revision number and approval status

A STHRRRA G ) A B Ak L

Zhao Ting Yun. Yang
Zheng Yue Ling S Sun Jian Huai
26/3/2021 RIS Fan. Yang Shi Hai NI
S INEE 'MS
) BEEZ . B Hfhi
Version Issue Date Editor Reviewer Approver
JERA WA H EILIEN HRZA HEAEN

Hengyi Industries Sdn Bhd  fEi 520 (X3€) HHR/AF
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No.2 Refinery Dept. Staff Management Rules

7 Appendices

Appendix 1: Scope of responsibility of staff management team members
SR I AN 2 A== U e N A N |

Table 2 Scope of responsibility of staff management team members

HYBN-T9-11-0047-2021-1

x2 BIMEHWERPNERASRTEE
Chief Sun Jian Huai
HBATA PN PR
Deputy Chief Yang Shi Hai Yang Fan
PERT WAt LN
Engineer Mao Yi Qing Li Wen Tao Miao Jian Gao Jun Jie Sun Wei Feng Adili Bulibuli Lu Xin Bao Liu Shi Xu
o8 TR B2EH B g AR A IV i 1t L g5 Hit: A
Shift HT-1 HT-2 HT-3 HT-4 HC-1 HC-2 HC-3 HC-4
b2 Kot —3E Ko 3t K =3k | DU B Iz —3E hnZE — 3k I =3k pIlIEAJIIESS
Primary Person Che Xiang
eh Zhang Xin Hu Jiang Hai Tong Jin Hui Mi Jiang Hua b Yu Chun Lin Jiao Lei Fu Xu Bo
in Charge ong X .
ik#% BAVL A KILHE REM FEEH (C)1
BAEERFA < 5 "
Secondary . . , . : . : o
p - Liu Xiao Kang Zhang Ning Zhao Wu Lei Yue Rui Dong | Sun Bao Liang | Wang Bing Qiang Feng Wei Li Gui Neng
erson in Charge . _ .
pallin kT feTavT i AR NER ELeoR 15 5% FHERE
YEALBBY A B

Hengyi Industries Sdn Bhd

PRI (OC3) ARAF
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No.2 Refinery Dept. Staff Management Rules HYBN-T9-11-0047-2021-1
Appendix 2: Types and leaders of special interest groups
B 2 D4/ N A J LA K

Table 3 Record of No.2 refinery Department staffs' emotional state

3 B HBRTEEREIERE

, Emotional State 1545 R4
ltem Name Shift Dorm solf-assessment Poor Review Mutual Person Remark
7 IR PEH T . . ERTN SES
H T HiFE

Emotional state is divided into two states: "normal” and "abnormal". If the emotional state is "abnormal”, please note the specific abnormal performance
THERE D Ty “PHEA G EAORES, ARG R, WA &V v B R I

Hengyi Industries Sdn Bhd  JHEI (3C3K) FARRAF Page 13 of 14



Staff Health Management Rules

HYBN-T9-11-0047-2021-1

Appendix 3: Types and leaders of special interest groups
BE 3 RN R R A K

Table 4 Types and leaders of special interest groups

R4 MBPHRBRAAK

Special Interest

Special Interest

Leaders Leaders
Groups W Groups s
Pl NA ) Pl NA )
Basketball Li Dong Bo Frisbee Lu Xin Bao
K R s it 37 5
Football Adili Bulibuli
JRIR ],
Badminton Wang Zheng Feng
HEH VE R
Bodybuilding Jiao LeiFu
g & B
Mountain Climbing Gao Jun Jie
JELL ERA
Cycling Zhu Han Sheng
EoE Ry RIE
Go Fishing Hu Jiang Hai
FELY HHVLIE

Hengyi Industries Sdn Bhd

fHRIOL (5C3€) ARAF
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