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Version Information kRS B

1 Version 1 5—fl

Version 1 was released on 31st December, 2018.

SH—MURARRT Ry 2018 4 12 H 31 H.

2 Version 2 55 i)

2 Version 2 was released on 1 st January, 2020.

S KMURARET IRy 2020 4 01 H 01 H.

3 Version 3 5 =hR

3.1 Version 3 was released on 23th April, 2021. Version '3 revised the following contents in
Version 2 and updated the corresponding numbers:

S RURATI ]y 2021 4E.04 1238 H, BB IR EB KU NN, HFERHENF .
3.1.1 Revise Contents- 121 Py %¥

3.1.1.1 Clause 5.2.2.4 revised to “Male applicants must not be over 50 years old, and female
applicants must not be over 45 years old. The age restriction may be loosened for PhD holder
applicant and applicant with a senior professional title or with a senior technician qualification.”
5.2.2.4 B8 “FRIRHIE B LAY 50 MY, LA 45%, Wk TR Z5] 2
ot B E g bh B ERRR el 2 B PA B RNV SRS TR 5 RG] & 2 i v

3.1.1.2 Clause 5.5.2.1 revised to " Imorder-to improve work efficiency and effectively utilize and
develop the potential of employees; the.company may adjust positions and ranks according to
their performance, work attitude, and ability. Post adjustment may be conducted through post
competition or organization’s allocation. "

5.5.2.1 &1 0 “ i m TAERER, A BRI HFRSE R T, Ar A TSR, TAES
FE. TARREIEEREAT KIAL. HREI LR e o b o7 1 8 W] R B ar s el 2L e 45 07 2. 7
3.1.2 Create New Contents #7447

3.1.2.1 Clause 5.6.3.2 added " The ecompany has the right to terminate the labor contract: If the
employee, after the first unpaid leave, within 12months, accumulated more than 1-month
natural calendar days unpaid leave. If female employee needs to be extended due to special
reasons such as pregnancy and childbirth, it shall not exceed three months with company’s
approval” content.

5.6.3.2 JCHTIN “ R LHERFEMRLE 12 AW, RirFEREAH L REES LA, A
ARG HMRERTT AR, L i TR PR A 7P S5 IR T D] 7 A 1Y, 8 Al v 5 B KA
3MH” W

3.1.2.2 Clause 5.6.3.3 added "If an emplayee who has retired early and who is an inactive
employee have reached their legal retirement age, in principle, the contract is terminated. If a
special post needs to be renewed due to actual work needs or other reasons, the department
shall submit application for company’s approval " content.

5.6.3.3 2R “ A RIS ANIR . 55 B H . SRATIBIREE N 5L, TR B3 E IR ] 2%
b, R B AT DR SEp AR 7 B AR R A 7 4510, T 3R I R, ARl NA.
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n Hengyi Industries Sdn Bhd {H&EW (OC3K) BRAH

1 Purpose

=[:y

The Regulations are hereby formulated to strengthen the'human resource management of the
Company, establish a good mechanism 0f selection,and .employment, give full play to the
enthusiasm and initiative ef\employees,-and standardize the labor contract management.
ISR T N Ay G VRE P AL WP N NS, 7870 A5 R THIRARVERN T8 1t MYEsy
B RV E L, ] EAFLE -

2 Scope of Application
ERSEE

The Regulations are applicable to all\departments and employees of the Company.
ARRNETE T~ 7 &3] S i s

3 Terms and Definitions
RIBFEN

N/A.
T

4 Management Responsibilities

EERR

4.1 Primary Management Department
PAOEIEERI]

The HR Dept. is the Primary. Management Department of Human Resource Allocation
Management and it is responsible for preparation of the human resource demand plan,
organization of recruitment, management of new entrants, optimized allocation of human
resource, termination of labor contract, and management of personnel archives.

N FJFUEIR R (N JTBIRRC B EAE) B, Frdmm A BIRFR KRR, 54
SRS IR BB A BIR R E L RRERZ LS A R A FRREE TS,
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Human Resource Allocation Management HYBN-T3-02-0002-2021-3

4.2 Collaborative management departments

HEEEEER]

All functional departments shall be responsible for implementation of the Regulations and
relevant work for assisting the HR Dept..

FHAREER I ST PATAIUE BB N T3 BB A A HR T AH 5 AT

4.3 Executive departments
PATEBI

All departments shall be responsible for.implementation of the Regulations and daily work of
human resource management.

F AR ATAT AIE A ASHR TN 0 B B B H AR

5 Management Content

EENE

5.1 Manpower Request and allogation

ANZFIRFR

5.1.1 The HR Dept. shall ask for the human resource demand of each department at the
end of the year according to the needs of production and operation as well as human resource
stock structure and employee turnover condition of the Company,.organize to prepare the
human resource demand plan, and implement the\plan after. discussion approval by the board
of directors.

NI B AR Y A 7 8 Ut 2 R TR &% A T IR N oK, ARYE A m) N B A 2 454
AN RREAREDL, AGRG N TR R, fE R bl 5 5.

5.1.2  The HR Dept. shall organize to recruit new employees irregularly as per the human
resource demand plan and actual employee turnover condition of the Company.

N TR VEEBRRYE 2~ w) NG5 R SRt RIASZ R N A2 B0, A g A SRR A B T
5.1.3  All departments shall allocate post holders, meeting the jobirequirements such as
education background, experience and business skKills specified in the Job Description. In case
of job qualification requirements for the post holders in relevant laws and regulations, the post
holders shall have the corresponding qualifications.

FARIIRAR R (RN BT BB T SIS H RS AT IR B R A %% RN 01, itk
FRHEIRN AR GO ML BT BT EER Y, Bo s A O3 B 75 H & AR B 58 5T

514 In case of job vacancy in the Company, priority is given to allocating the post holder
through internal recruitment (competition). When there is no suitable candidate in the Company,

external recruitment may be conducted.
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A a] NS IR AL A B, AR Rl AR (GE) IR E AL Ny, BTG A iE ik
W, S AR .

5.15 Based on the development need of production and operation of the Company, the
increase of total number of labors required shall be reported to the board of directors for

approval.

I AR EFEE RERE, HWMAH TEER, REFSH AR,

5.2 Employee recruitment and employment
RITiBERA

5.2.1 Recruitment Target
RIS -

5.2.1.1 Based on the need of production and operation, senior and middle-level management
personnel, technical and skilled talents to be introduced.

AR ERE, &9l g E, SRR AL .

5.2.1.2 Graduating students from relevant majors of:full-time colleges and universities and
graduates from local vocational-technical schools ‘of Brunei.

G F G 1 b S e A Ge R A B R AR L SO =t PN R S A Bk A

5.2.2 Basic Requirement of Applicants

RiBS AR B &R BEARFM

5.2.2.1 Observe laws and disciplines and be imoral.. Non-Bruneian-applicants shall accept
overseas work, pass the physical:examination as ‘per the requirement of Entry and Exit
Administration Bureau of Brunei and meet the visa processing conditions. Operators shall
adapt to the shift work.

AR, W ATIRIE, ARSORFERIIEN RN B RERZ AN TAE, OO M NREORIE R &%, H
FEERRUE B2, AN B3 REIE MLV EE TAF .

5.2.2.2 Have good teamwork interpersonal communication abilities.

Bt RUFHIBIAME . AFRiEERE )

5.2.2.3 Graduating students must obtainithe corresponding graduation certificate and diploma
(bachelor degree or higher).

o Jeit Bl 2B 25X A A B ) EEV AR A 22 AR CRRL A DL ).

5.2.2.4 Male applicants must not be over 50 years old, and female applicants must not be
over 45 years old. The age restriction may be loosened for PhD holder applicant and applicant
with a senior professional title or with a senior technician qualification.

RS IR B LAV 50 M2, b ARl 45 &, W CAERE I L. B ER
A HRAR Bl 2R s I DA ROV BEAR B N 04, 4RI P 2 0
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5.2.3 Recruitment Channels
BEERE

The Company recruits new employees mainly through campus recruitment, online recruitment,
job fairs on talent markets, headhunting companies. The HR Dept. shall be responsible for
establishment and maintenance of the recruitment channels.

A EEIEE RIS . PIEIHES . ANA IS . B SR A RISERIEIE i T, N BRI
B DTHH IS SR TE SN

524 Recruitment Procedures
RISt F

5.2.4.1 Preliminary Screening

pad e

(1) Release of recruitment information: The HR Dept. shallirelease relevant recruitment
information based on job vacancy, including company-profile, posts and number of vacancies,
job requirements, job responsibilities\and contact information.
RATFRAE . NI B FBRRYE b L% S DU R AT A RIS E R, B8 AR T IS RALZA
. ARHRZOR . AR 5T BRR T UEENE.

(2) Preliminary screening of resumes: Applicants shall fill in the Application Registration Form
and provide application materials such as academic certificate, diploma, ID. card, professional
title or skill level certificate, and qualification certificate.

a0 NS R ISEIHS (NS EICRD), JHRHEE AR S . HRRREH RESE K
UEF . B (B0 MEBRRIE S5 NS ARk

(3) The HR Dept. shall review and preliminarily screen the resumes and related certificates of
applicants. For social recruitment, the application materials of personnel passing the
preliminary screening shall be submitted to the employment department for initial
communication.

N FIBRIFEEB TN MRS 53 ) 187 P AR SRUE A BEEEAT B0 L o S AR IR, TR AL I,
R iy WNATI ALY vp Sy S NG R 7P 7 Ta b i 8

5.2.4.2 Written test

£l

(1) The HR Dept. shall organize tests on professional knowledge and skills of applicants.

N FIBHIF B 5T GO0 RIS N GdEAT b R B RE S5 B

(2) The HR Dept. shall test the comprehensive quality, value orientation, personality trait and
occupational orientation of applicants.

AN DIBHIEFBAA TS RSN AT SR G R W EIR]  Mt5T DA S HRY A ) 25 B X

(3) If there are many applicants, applicants who scored best in their test may proceed to the

Hengyi Industries Sdn Bhd B3 520k (5C3E) AR H Page 4 of 20
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next stage for interview.

LRI N2 ], A AR M et AN e B AR o 14E N TR (e N

5.2.4.3 The HR Dept. shall organize the interview team to conduct interview. The interview for
main operators and junior staff of the skill operation sequence shall be organized by each
department; the interview for deputy team leader and senior staff shall be organized by the HR
Dept. and the respective department to participate in the interview; the interview for the
professional skill and operation management sequence shall be organized by the HR Dept. and
the respective department to participate in the interview; for the interview of engineers and
senior staff, the deputy general manager (deputy chief engineer) must participate; and for the
interview for deputy department heads-and senior_staff,, CEO must participate. After the
interview, the interviewer- shall \complete the’ Interview Assessment Form and write down
interview comments.

1 N 3B AR A ST N BEAT T o FRERRAE PP 21 45 S AR N G i &80T B AT A
B BIPEC LA BN A SEIA L, IS, TR, 2888 h AT
SRS R, HNERTIZ N, Hoh TR & BL BN Az s (RLE T S5, mK
AL G2 CEO Z 5. MilE RGN HIHE (il HiaR), =—EmiEi.
5.2.4.4 Approval: The HR Dept. shall summatrize relevant:materials of the interviewers,
confirm personnel to be employed;.and report to,CEO for approval.

Btk AT BIR AL N ARG BE B N BL, i CEO Hidtt.

5.2.4.5 Physical examination: The applicants shall go to the corresponding physical
examination organization for physical examination as per requirements of the Company and
the HR Dept. shall review the physical examination results.

Pk SIS B2 I 23w FIE SR BN N AR R HLA BEAT (A4S, A BRI Bz A 4 R
5.2.4.6 Employment: The HR Dept. shall send,a.formal‘letter ofrfemployment to the applicants
through mails. If the new employees‘are: graduating students, an invitation letter will be sent,
and an employment agreement will:be 'signed. At the same time, the liquidated damages (RMB
2,000 yuan for junior college students and RMB 3,000 yuan for graduates with bachelor’s
degree or above) shall be stipulated.

s NI BRUEERIR AR AR IE S B, SN O 2E 1Y, GRS B, T2k P,
AN £y id2) e CREANRT 2000 7o, AR LA 507 Bk AR A IR 1323000 7).

5.2.4.7 Background investigation: The HR Dept. shall~conduct background-investigation for
key post holders.

B NS UEER CBE B Ar A R BEAT T

5.3 Employees Induction Management
MNBRAGRERE

53.1 Induction procedure and requirements

NERF4
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5.3.1.1 New employees shall bring along with the following materials to the HR Dept. for
handling entry procedures.
MNBRA BIEHE A TR ZE A A SFRIREDIEANIR
(1) Original and copy of ID card;
S B S5 K B EN
(2) Four one-inch recent bareheaded photos and electronic photo (picture format, smaller than
120k);
Psk—~FiE et i . I (BR8N, /T 120k
(3) Original and copy of graduation certificate/diploma;
YEVAIE / 207 30E A R P
(4) Original and copy 'of other.professional qualification certificates (such as English certificate,
vocational qualification certificate, technical title certificate and registered qualification
certificate);
FoAt Ll B JFOUE AR W IR S BN Cnseids . WAL BT RS . TR BER& . POl SR IE ),
(5) Physical examination report of assigned hospital (organization' with the exit and entry
physical examination qualification);
o€ EBT AR R CHL A& NS5 R 5% 0T O LA e HD
(6) Certificate of contract termination-of the former employer (for non-graduating students);
JR AL B FIE B IR s 2E)
(7) Salary certificate or individual tax clearance certificate of the former company (for
non-graduating students);
JE 22 w3 GRUE B B N e BE ] CIER A2 )
(8) Passport (please apply for the passport in advance);
tHE IR (BT /D,
(9) Other specified documents.
HoAth 4 52 A
5.3.1.2 The HR Dept. shall review materials of the new employees and copy and file these
materials. In case of any falsification, it shall be handled based on the severity until the labor
contract is terminated.

NGRS AN R BOR AT s k%, T R EN R, \ IR BRI BT i, LT
TEE T LA, B R EE RS 5T
5.3.1.3 See Induction Guidance for detailed procedures.

NIRTFEEAARN CNIRIRS] ).

5.3.2 Induction training and procedures

NERE=)

5.3.2.1 The induction training of new employees (including trainees signing an employment
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agreement with the Company) shall be arranged by the HR Dept.; the training time shall be 3-5
workdays; and the training shall be completed within one week from the day when the new
employees report for duty.

BT (5 AR AP SE T4 NERERUI A 77 B8 67 55 22 4E, 55l a) 3-5 A4~
TER, fEH 0 TR S| Z HE— A 58

5.3.2.2 Contents of the induction training shall include company profile, enterprise culture,
management system, job responsibilities and three-level safety training.
NIREFI A AR AE: ARG, bt EHEMIEE. RAERTT. =9 aasils,
5.3.2.3 After the induction training, new employees: are distributed to the respective
department.

AP EEH G, N R o B PEae T .

5.3.3 Probation period
i FHA

5.3.3.1 While the new employees sign the labor contract/labor agreement for the first time, the
agreed probation period shall be six months.

WA LE RS 57 3 & [F)157 55 Prstind, 29 WU 6 1>

5.3.3.2 During the probation. period, the respective department shall track the working
competence and performance of the new employees and then record and give feedback timely.
TR, RSP ERERH TAERE ) RIIE Kl R f5te

5.3.3.3 Two weeks before the probation period expires, the HR Dept. shall issue the
Assessment Form of Probation Period for Employees to. the ‘respective department for
assessment and propose assessment comments ‘as ‘per the background investigation and
report to the Company for approval If the assessment-fails, the labor relation will be severed.
SCTHINET 2 F, NSt R Tl E 238D, el 158, AN JIsis
SEHEIHEENRNEZENL, Ram s, ERAGKE, BRITEh57 5 KA.

5.4 Employee secondment
RIE

5.4.1 Employee secondment refers to, due.to ' ‘work reasons, the employees of Hengyi
Industries are seconded (loaned) to the shareholders, headquarters or other units to perform
the designated work, or the employees of shareholders, headquarters or other units are
seconded (borrowed) to Hengyi Industries to perform the designated work. . [X] T.1F 75 28 i
NSl B TSR CfEFH) BUMRAR. MmHA B BT 4 5 TAEMAT N, B IR, MRt
fl B N AR (D BIME R S A " HUAT 1R 8 TIERAT .

5.4.2 Procedures for Secondment f& 125

5.4.2.1 Approval itk

Hengyi Industries Sdn Bhd B3 520k (5C3E) AR H Page 7 of 20
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The human resources department must negotiate the terms of the agreement with the lending
or borrowing organization (shareholders, headquarters or other units) to prepare a secondment
agreement, which should include compensation and benefits, insurance, annual leave, travel,
secondment period, termination clause, etc., seconded to staff services. Subject to the terms
and conditions set forth in the Agreement. A JJ SR T2 5 15 B NHER (AR ek
HA s PSR, WATHE RS, WA AR R GHIAER R . M2 &
VIR b 50, (5T 53 TR S5 SZ S TR E R SR SRR 20T
5.4.2.2 Agreement review and signature i i £ Fl125 7
Prior to signing, the agreement must be reviewed ,by: the company's legal counsel and
approved by the CEO, The two units will-take effect after signing and stamping.
FEREZE 2T, MUSCA 20T EH 28 vl WOV ) e e eh o TR AT B AL HE, X7 B R i R T e
5.4.2.3 Daily management of seconded personnel &1 A 52 i) H & & £

(1) The seconded personnel perform the corresponding job functions according to the duties
of the seconded company, and are supervised and managed by the respective unit.f&1H A\ 713%
MM N m) B ALHR DT R AT A S B AR IRAE, I H A NS B L ok B 3

(2) The seconded personnel shall abide by ithe rules and ‘regulations of the seconded
company, obey the management, conscientiously complete the tasks, and do a good job of
confidentiality, integrity and self-discipline.
ER N A R SFAE A J] R B BEAI A, IRANE B, NS CTARAESS, Il fro AR
i

(3) The daily assessment of the seconded personnel is carried out by the respective unit. The
assessment results are executed according to the relevant: assessment system of the
seconded company, and the assessment results-are promptly fed back to the original unit.f&
N G HH B R AR TS N BALEA T R G R AR N A R A R B AL AT, RN =5 A% 45
I s 2 S A

(4) After the secondmentis over, the respective unit will make a comprehensive assessment
of the actual situation of the worksheet during the secondment period, issue an evaluation
report, and feedback the evaluation report to the original unit.
BN GRS IS A N B AL P A T ST1A) 0 A S B S 3 SR A il PP -t B ki
FRE PG R T S bt 2 R B
5.4.3 Termination 2% 11
Under reasonable circumstances, if a seconded person commits a disciplinary infraction or
because a person is unable to perform his duties, he or she must be assessed according to the
relevant system of the borrowing unit. If the assessment result is unsatisfactory, the seconded
employee may be returned or terminated according to the secondment agreement. Hengyi
Industries will negotiate with the publishing organization to determine appropriate follow-up
actions. These provisions should be determined in the agreement.
FEEHBIE T, E A R A ST B A N R BIAGEJEAT b AL B BT, 75 F IR N B
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(AR DG BEEAT R, A1 77 B PR PR A 8 53 08 [ B A5 R BN o EIR SV 5 R AT
R, PAREE A R ERATE) . X EEHE SAE PR i e

5.5 Optimization of Manpower Allocation

RALECE

551 Internal Recruitment
AERIBEE (I zEEE)

5.5.1.1 In case of job vacancy in the.Company, the respéctive department shall put forward
the recruitment need, the HR'Dept:-and.company leader shall approve the need, and priority is
given to allocating the post holder-through internal recruitment or post competition.

LA NGB I AW, FNERT IR R, 2 N BRI A m] S s it ILde % it
PR Bl b 7 B 1 7 UG

5.5.1.2 While the HR Dept. organizes internal recruitment or post competition, it shall set up a
recruitment (competition) assessment team and issue a recruitment,(competition) method.
NI BERFRL R P F AR S B AL SIS, B plard G B BTN IR R AR (GR) SR,
HEFF R (G5 WA,

5.5.1.3 Information release. The HR-Dept. shall draft the notice of internal recruitment or post
competition, specify.the recruitment (competition) method, object and post as well as main
responsibilities, job requirements and occupational contraindications, and issue the information
on the intranet of the Company.

RATAE B NI BIRAE ST B N R AH B B A S I8 0, AR (G I, MR RIALLL
K FEIRT ARPESR . BRSNS, JREAFNN MR A

5.5.1.4 Signing up. The applicants:shallisign up at the-HR Dept. within the specified time and
the assessment team shall exam the qualification of applicants.

4. NS N ATESRE AN 2 DI 5L Rk 44, BTN ST N IS N S BEAT BEA% W AT .
5.5.1.5 Preliminary screening. As per the signing-up condition, the assessment team shall
screen the applicants preliminarily as per the recruitment conditions.

Wik . MRAEARANE DL, 25T INAR Y SIS 2 A0 N S AT 4] 2 i a2k

5.5.1.6 Written test. The assessment team shall rank the applicants as per the test score and
confirm the personnel participating in the interview as per the'number of vacancy.

Zl. BB VRN E RSN s 2K HESE TREE 5 H I N0 & BE T 1T BN
5.5.1.7 Interview. The interview process shall be divided into two parts generally. The first part
refers to that the candidate gives a speech and explains his/her competition reason and
working assumptions. The second part is onsite response and the assessment team will ask
guestions at site.

T T AR — B NPT, BB ER o R i N R RSENSE U, 3R S 08 3 ey A0 A 04
W ER o NI, BTN BT IS IR )
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5.5.1.8 Employment. The assessment team shall release the competition condition and
confirm the employed personnel through comprehensive consideration. The HR Dept. shall
give the approval of post adjustment.

KH . B NAREE AT, SREHREHE RN R . BN B I3 5 A7 1 8w 41k
5.5.1.9 If the post adjustment is within the same department, the respective department shall

organize post competition and confirm the employed personnel.

SEHSXT GO AT, P e BATHLERS, B Rk AN .

5.5.2 Post Adjustment Approval Process

RIIFEE Bt

5.5.2.1 In order to improve work-efficiency and effectively utilize and develop the potential of
employees, the company may adjust positions and ranks according to their performance, work
attitude, and ability. Post adjustment may be conducted through post competition or
organization’s allocation. Post adjustment may be conducted through post competition or
organization's allocation.

e TARRER, AR AR L TR, AFm e TRbSERI. TS, TR
BEATRIAL R PR BE . o ol 4 WTSR X bior SE RSB ZA A e 55 7 =X

5.5.2.2 For post adjustment .within- the department, the Approval Form of Internal Post
Adjustment shall be filled in before 25" of each month, reviewed by the HR Dept., and reported
to CEO for approval before 10" of the next month.

TN AL, & H 25 SRS (AERACRBH AR, mABEMEZE, TIKH
10 57k CEO Hilt.

5.5.2.3 For trans-department post adjustment, ;the ‘Approval Ferm of Trans-department Post
Adjustment shall be filled in before: 25" of each month by the HR Dept., countersigned by
relevant departments, and reported to-CEO for approval before 10" of the next month.
Thereafter, an adjustment notice is issued.

B AR BIAL I RE R, B 25 ST H A BRIEERIAS (B ERTT R AL R AR ), MRS A,
TXH 10 SHEiHk CEO #iltf5, NEHaER.

5.5.2.4 The post adjustment shall be implemented within the monthcwhere ‘the_approval is
completed.

P i B # e A AT

5.5.3  Trans-department Secondment
EEERIIE Nt

5.5.3.1 The department applying for secondment shall initiate the Secondment Application
Procedure through OA, indicating the secondment reason and secondment period. After

approval by the department applying for secondment, original department, HR Dept. and CEO,
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the HR Dept. shall issue the secondment notice to the original department.

M N OA ke (i NHHETARY, TEIMEASh . AR, 2EMET. FEr. AN
BRUHR. CEO Hifttsgi)m, A BTl g 5 il R ik i A &

5.5.3.2 The department applying for secondment shall check attendance of the personnel on
secondment.

fif N AL ST RS PN AT 580 .

5.5.3.3 If the department applying for secondment asks for extension of the secondment
period, it shall handle the extension procedure as per 5.4.3.1 two weeks before the
secondment period expires.

i N AL AN TR SRAE I, LR FI 36 T #5599 5.4.3. 1 A S 7 B AE T4

5.5.4  Trans-company-Secondment (within Hengyi Group)

BARIEE (EEA) =it

The secondment process shall be initiated by Hengyi headquarters and it shall be approved by
CEO of the borrowing company before reporting to the headquartersfo record.
A AR CEO I m e B,  Hh e S5 Aok T Shi At

5.6 Employment Contract

HEIERE

5.6.1 Employment Contract and Procedures

FEEEIRITAL

5.6.1.1 The Company shall conclude a‘labor contract with the employee based on principles
of legality, fairness, equity and free will, consensus and honesty and credibility. The labor
contract concluded according to the law is legally binding.

AR5 RTS8 & E, X7 NIEIEEE. A FEARE. a8 wsE R EL . K
AT SR 5T B & R BB AW ).

5.6.1.2 The Company shall establish labor relation with-the:employee on and from the date of
employment and both parties shall conclude a.written Jlabor-contract within one month. If the
employee refuses to conclude the writtenilabor-contract with the Company, the Company will
terminate the labor relation with the employee through a written notice and handle relevant
procedures.

AR AT HE S R TR R, R —DHWIT LB SER. & TAS AT
ST ST B A FI, A R THE A 0 L2057 300 RIF I EA KT8

5.6.1.3 The person in charge of the Company or his/her authorized agent shall represent the

Company to conclude a labor contract with the employee. The labor contract shall come into
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force upon seal of the Company and signature or seal of both parties.

AGINONE B S E S ALY v /N RSl S I A VA 27 ol P 7 e T B PESSP/ARST B & AN i
el e AR AL

5.6.1.4 There shall be at least two copies of labor contract, one for the Company and the
other for the employee.

AN G EBADT 24y, ARFA TSI, H&EHZERE.

5.6.1.5 The labor contract is divided into fixed-term labor contract, open-term labor contract
and labor contract with a period to complete the prescribed work.

55 s IRl 73 9 e IR 57 sl & R Tl € WIRR 57 31 & [R AR — € TAFAE 55 IR I 55 3h &
[ o

5.6.1.6 The term of a fixed:term'labor_contract shall be negotiated between the Company and
the employee. Generally,.the.Company shall sign a labor contract with a term not less than 5
years with the employee for the first time.

It € JIPR 55 2h & R IR A =) 5 B TXUT g . AF 8RS
T 5 4.

5.6.1.7 The Company may conclude an open-term labor contract'with the employee through

A LA 57 20 & R ER — e A

psi

negotiation.

AR SR T8, wTRAT 376 B IR 57 sl 1

5.6.1.8 For the employee' ‘engaged ‘in- staged and temporary work, the Company shall
conclude a labor contract with a period to complete the prescribed work. After completing the
work, the labor contract will be terminated.

Xf NI B S miE TAR R A T, AR S HATSLATE € TAME S IR 57 sh & F, AR
1255 5E UG 57 Bh & TR 24 1

5.6.1.9 The labor contract shall include the company-name,_person incharge of the Company,
employee reference number, name and'address, labor‘eontract term, post, labor remuneration,
working time, rest and vacation, probation period, provident fund and social insurance, physical
examination, contract dissolution, confidentiality, gift policy, compensation, information, and
property return.

T EFEABROR: AR, NN AL S . AR STEha R, TiERAL: 57
SR AR AR SRR A ARG KAt REG: K, SRIRR: IR 4L EBUK;
Wz R W iRESEHARF I,

5.6.1.10 Based on the actual condition;: the: Company. may sign the following special
agreements with the employee as an attachment to the labor contract, which have the same
effect as the labor contract:

AE ARSI S 5 TR A U v 57 sh & R A, 5557 3h & R BA R 5200 :

(1) Study and training agreement: The Company shall provide special training expense to
train the employees and it shall sign the Study and Training Agreement with the employees
under training. The agreement shall include the training period, training content, service period

and liabilities for breach of contract. While the labor contract expires but the service period
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agreed by both parties is unexpired, unless otherwise specified by both parties, the labor
contract shall be renewed until the service period expires.

FAIRNRS ML A RS IR I X A TREAT D, A s 5320150 T (CF IR
FZHU. AR INYIR. BElNE . IRFWIGEA THESE . 5780 & R, XUT4)5E
MRS AR B, 57306 [FI R 258 2 IR XU A LER, MHLAE.

(2) Confidentiality statement: The Company shall sign the Confidentiality Statement with the
employee, clarifying the rights and obligations of both parties.

REFEY]: AR5 RTE (REAPERD), IO BB LSS .

5.6.1.11 While the Company concludes a labor contract with'the employee for the first time, the
probation period of six months shall be_specified.

A F5 G TTE R AL FE Ay, 2E 6 ASHAA .

5.6.2Change and Renewal of Employees’ Contract
HaNAEFEREIT. TEMEIT

5.6.2.1 The Company and the employee shall fully perform- their own obligations in
accordance with the labor contract.

AT A LI ST A IR I 24 58 4 M B AT 5 5.

5.6.2.2 If the employee is ‘detained or arrested for suspected crimes, the Company may
temporarily suspend. the performance of the labor contract during the period when the
employee is restricted from personal freedom. In this period, the Company will not bear
corresponding obligations specified in the labor contract.

ST GE RN AR AR B B, 7E 5 AR I B B e 1], ) w1 157 30 & R O R AT
B BT 57 A S RIE, AR A KIS 3l 5 [RIAE R R 55

5.6.2.3 The Company and the,employee' may change the contents of the labor contract
through negotiation.

A5 T — B DR 55 5 & [ 21 E KN 2

5.6.2.4 If the Company cannot perform the labor contract due to major changes to the
objective conditions as the basis for conclusion of the labor contract, and the content of the
labor contract shall be changed, the Company shall send the change natice to the.employee
and the employee shall give a written response within-seven ‘workdays upon receipt of the
change notice.

2w PRI IL57 8 & R A s i 2 WG OURE BRAR AL, BUT I3l & Rk AT, 2R E I E)
ERABR, ~F RO E N AFEBEE A TAN, ATARRIZRE S 7 A TAEH A A5
B

5.6.2.5 The labor contract may be changed by filling in the labor contract or signing a relevant
supplementary agreement.

A B 55 ) R A AR BUR S 55 3 [R] A5 56 P 2 BAETT A S b 78 DL 77 3K

5.6.2.6 The changed labor contract or signed agreement shall be received and kept as per.

Hengyi Industries Sdn Bhd & 520k (3C3E) HFRA &) Page 13 of 20



Human Resource Allocation Management HYBN-T3-02-0002-2021-3

AR 5 K55 3 & A FER BT IR R P, 4% ARE 5.6.1.4 HIRUE AT B T80T 238 R E
5.6.2.7 The Company shall conduct daily assessments of employee's performance of the
labor contract as per the labor contract and relevant rules and regulations.

A FNRHE D7 3G R A S = | BT 53 T8 AT 95 3 & RIS L AT H 3 E % .

5.6.2.8 Upon expiration of the labor contract, the HR Dept. shall issue the Labor Contract
Renewal Opinion Form in advance, and the employee shall submit the opinion on renewal.
Upon approval by the relevant department and HR Dept., the contract shall be renewed or
terminated.

i E RN, NIRRT kg (O7aha RS ), WA TARNRH R HEEEEN,
ZPAERRIT NIRRT SEH LG, 7% et A .

&l

5.6.3  Termination'of Employees’ Contract of Employment

HEN & RIHIRRERFNL I

5.6.3.1 During the probation period, both parties may terminate the labor contract upon the
notice seven days in advance; after the probation period, for,the:employees of position level 3
and lower , the Company or employee may terminate the labor-contract upon the notice 30
days in advance; for the employees of position.level4,'5 and 6, the Company or employee may
terminate the labor contract upon-the notice three months in advance; and for the employees of
position level 7 and higher, the Company or employee may terminate the labor contract upon
the notice six months in advance or economic compensation. However, in case of violation
against the provision on service period, liquidated damages shall be paid to the Company as
specified. The termination of the employment labour contract of Chinese employees shall be
implemented in accordance with their employmentilabour‘contract.

I, X7 5ERT 7 FE e fbn e b 55 zh & | U s i e, IR 3 U LU B2 T,
A A EL G THRAT 30 Hl AN TR/ SR S R HRZ 4. 5. 6 I L, AwELR THET 3 4
FE AT RIS BE R IR 7 RSV BRI, A S THERT 6 N H A BT 2 5
WM PR RRIZ 1B 5T 3 & R o H 3 SUIRS5 I 58 B R AL RIRE ) 24 W) SR 20 . B 5 T 573 &
[5] FR)fEE R A& AR A 55 3 & R Sk AT

5.6.3.2 The Company may dissolve the labor contract immediately if thelemployee.is in any of
the following circumstances:

RITHNINEIRZ —H), A A LLSZE AR FEh & 1A -

(1) Be absent from work for three continuous days for no reason, or be absent from work for
six accumulated days in a month or ten accumulated days in a year;

TGRS T=H. H R LN HEE Rtk +H#H;

(2) Failure to pass the annual assessment for two continuous years;
BB LB A G

(3) Be accused of committing crimes according to laws;

(AP =W E A agasiuF
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(4) Severely breaching the rules and regulations of the Company;

7 E 3 5 A ) R A P

(5) Causing damage and loss to the Company due to gross negligence or jobbery;

P RHR, ERLARE, 40 F) A KA

(6) Comply with the provisions of the "Regulations on the Administration of Disciplinary
Punishments" regarding termination of labor contracts.

e (OB HIME) A RAMER ST 3) & R 5K .

(7) In the event that the employee meets the requirement of working for at least thirty (30)
consecutive working days within the nine (7) months succeeding the diagnosis of the prolonged
illnessl/injury, the Company has the right:to-retire thesemployee on medical grounds if the
employee fails to work for-at least thirty-(30) consecutive working days in the three (3) months
succeeding the initial nine.(7):months.
RTAERFFAMEZIZ 500 7 AN AW, T RUERES: B3 30 N TAEH, A7ERE S 3 ANH W
Vi gk i 30 N ITAFH R, FTEBeEd, ARAERE MR & .

(8) The company has the right to terminate the labor contract: If the employee, after the first
unpaid leave, within 12months, accumulated more than 1-monthnatural calendar days unpaid
leave. If female employee leave needs to be textended due to ‘special reasons such as
pregnancy and childbirth, it shall net ‘'exceed three months with company’s approval.
RITHEXRSEHRZE 12 MW, S A8 0 REoEE 1 A, ARARS AR5
EIF, R T AR P R R SR R R B ), 22 R HE fE R K AR L 3N H

5.6.3.3 The labor contract shall be terminated if the employee is in any of the following
circumstances:

RITA TINERL —1, 578)&RA&IL:

(1) Labor contract expires;

57 3l [T

(2) If an employee who has retired;early-and who is an inactive employee have reached their
legal retirement age, in principle, the contract is terminated. If a special post needs to be
renewed due to actual work needs or other reasons, the department shall submit application for
company’s approval.

AFEEAIAR . R R PRATIRARAE NGy, TR b 3 L SR AR AR R Tk, AR R L K]
SEBR AR e B4R IR DR 7R SR RE 1, ST s, 2 e i

(3) The employee dies or is pronounced dead'or'missing by-the court;

RTAETS, B R B 5 AU L B B R

(4) The Company is declared bankrupt according to law;

ARIE {RPRER=E iR

(5) Business license of the Company is revoked, the Company is ordered to close down or
dissolve, or the Company decides to disband itself in advance;

AT ED IR DT B A ] YuE S AT AR ;

(6) Other situations as stipulated by laws and administrative regulations.
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A ATBUEIRLE R AR L .

5.7 Resignation procedures
BRFE

5.7.1  When the labor relation is dissolved or terminated, the employee shall handle

resignation procedures as per relevant provisions. If the employee signing the Study and

Training Agreement, dissolve the labor relation with the Company before the service period

expires or his/her labor relation is dissolved -by~the ‘Company for his/her own reason, the

employee shall pay the liquidated, damages to the:Company as per the agreement.

B 2% 1155 B Ok FRig B T N I IR T AL . B CE IR D MR T, ek

55 WIIRABE T 5 A FIARERZT N0 2 B T A N R R A R RERR 57 3k 2R, MR IMLZDE ] 2

CIFZ NP AE B

5.7.2 If the employee proposes to dissolve the labor relation, the resignation report shall be

submitted in advance according to 5.6.3.1, reviewed by the relevant department and HR Dept.,

and approved by CEO; if the Company proposes to dissolve, or terminate the labor relation, the

HR Dept. shall issue the Notice of Dissolution/Tefmination of:abor Relation in advance as per

5.6.3.1, and the employee shall-handle“the hand-over procedure for resignation three days

before the termination date.

RTAR I AERR DTSR AR K, 4% 5.6.3.1 MUCIRATIRASFE IR, 2P Eftl 1. NI Bl e %,

CEO ®Hflb/5 /pH i, A FFEHARBRE & 38 R R/, 1% 5.6.3.1 M, AJJBUHenr ke
(RFRIZAESF R BRI, T HZIEZ HAT 3 RIAPE SR

5.7.3  Work Hand-over before resignation

N

(1) Complete the transfer of work ;

TAERAL

(2) Return all work materials, articles from the Company and various certificates;

STIE T TAERRE . A Rl RTEA N AR H 5 BAACA A N T3 BRI - SAIE A

(3) Settle the remuneration, personal loan and travel expense;

ZRmEHM. DA, ZEIRE

(4) Deactivate the Company’s email and OA account;

BUH A\ AR AT OA TK ™ 5

(5) Settle the social insurance/provident fund‘and-suspend the payment;

AR ARG W 255

(6) Transfer the personnel archive and CCP organization relation;

NFEME, ALK RHER,

(7) If the Study and Training Agreement is signed, settle the compensation for investment in

education;

BT (ARSI 1), S5 B AME O

(8) Settle the annual leave;
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e

(9) Remove out of the dormitory and settle the relevant fee.

IBIETE & AR

5.7.4  Hand-over before resignation shall be completed within 1-3 workdays in general. The
Hand-over Form for Resignation shall be submitted to the HR Dept. for filing. The HR Dept.
shall issue the Certificate on Termination (Dissolution) of Labor Relation.

BIRASHE—RAE 1-3 N TAEH N B, SCHE il CRIRAsie i) Sl NI BRI AR, At
PEERIT R (&b GRBRD 578 R R ).

5.8 Miscellaneous
Hitn

5.8.1 The written,-notice-specified herein shall be delivered from the Company to the
Employee directly for receipt. If it is hard to deliver or the employee refuses to receive, it shall
be delivered by mail or notarization. If the above means fails, it shall be delivered by a public
notice.

AFNE P K HEEN T, A A BAEIRIE R TAR NN MERLIRIEBAS NAE 4a 250, SRR
kL AMEIRIRSFEABIEE T . DBk R IE ISR AT ik .

5.8.2 Unless otherwise specified in'laws ‘and.regulations, the laws and regulations shall be
met; in case of any uncovered matters herein or any nonconformity to the laws and regulations,
the relevant laws and regulations shall be complied with.

P EAAERER), EIEPUT AMERREEEEEE. BB, e A
FIEHAT -

5.9 Management of Employees’ archives

AEHRER

59.1 Personnel archives of the'employees of the Company shall be taken care of by the
Career Centre.

AF R TN ER- RIS TS —RE

5.9.2 Materials to be included in the personnel archives of employees.mainly include
academic degree and diploma materials, resume materials, CCP-materials, professional and
technical job qualification review materials, identification; inspection and .assessment materials,
recruitment materials, and employment registration certificates.

AN R TN HR R R AR MR AR st RIARL T HEORER % 5%
PEHAPEL 2. BHE. BB MR ALk BHESE

5.9.3 Materials to be filed shall be originals in general. For special materials such as
certificates which shall be copied to be filed, the copying time must be indicated and an official
seal shall be stamped.

IARSA R — R IR A UEFS . R SRR R 0 T B A B AR, B0 A S (R), IR NG

NE,
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5.9.4  Materials of the personnel archives shall be collected, sorted, identified and filed by
the relevant post holders of HR Dept. as per the principle of “the one who forms the material is
in charge of filing”.

AT NFEMEHZIE TR, WA 0 e A DD BEUEES R AR SR N R s liedle . B
SRR

595 Relevant approval procedures shall be handled as per provisions of the archive
management organization for checking or copying materials of the personnel archives.

7 58] B BN SRS G ) L 248 22 8 B B A ORI E 7B o L T 28

5.9.6 If the employee dissolves or terminates the labor contract, the HR Dept. shall assist to
handle the transfer procedure of personnel archive as per relevant requirements of the archive
management organization.

SR AR B2 1B 55 Bl (R0, N 0 9% 0 2 AR 2 8 B B (S AF DG SR D B B 0 TR SR e #8 T8

5.10 RETIREMENT
RIR

5.10.1 Chinese employees are required to apply for retirementor ' retreat in accordance with
relevant state regulations. The retirement.age‘prescribed-by Brunei employees is 60 years old.
When employees are 55 years 'old, 'they can-voluntarily apply for retirement. Only after the
company approves, can they-apply for retirement.

b A 07 AR SO e, TP HLRIRB AR 45, SCEE I THUE B IRERE N 60 %, 4
T 55 %, WLLE IR IR HE, framdtetk)s, J5 BRI S T4k

5.10.2 For the purpose of determining the retirement age, the date of birth"or shall be as that
shown in an employee’s birth certificate and in the absence of.such certificate, the date of birth
as shown in the Employee’s identity card. If only the year of birth'is shown in the identity card,
the date of birth shall be deemed to be the first (1st)-January of that year.

DR IR AR, H AR E AN A AR R BRI H A, WTEIER, A R RS R
R AR H . R S e R BRI AESE Gy, A H N S ERE (1) H .
5.10.3 If upon reaching retirement age, the services of an employee are still required, the
Employee may be offered employment on a year to year basis or for a shorter period. However,
this could be subject to approval of the Executive Committee_and; provide he/she’is'medically
and physically fit as certified by the Medical Officer;from Ministry-of Health.

IR G TH CIRRER, IREAL (REELTILAANFEEA AT &mEEEA D 4IRS,
L PAMEEF N INE, SE@EE. AR RS, SERETREI, FE—1, B
N,

5.10.4 When retired employees are re-employed, the terms and conditions of re-employment
shall be determined by the Company and shall not be assumed to be the same term as that
enjoyed by the employee concerned prior to his retirement.

IRRHER T E ol iy, FE L i 2 A m kg, AR BRBsOY SR RETA R 1 261
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6 Inspection and Supervision
KESH

The HR Dept. shall inspect and supervise implementation of the Regulations.
NI AT AZIE I PAT IR AT B . K.

7 Associated Procedures and Records

KXEIEFMICR

7.1 Associated procedures

KEKREFF

7.1.1 "Recruitment Procedures (HYBN-T2-02-0004-2018-1)

TR HYBN-T2-02-0004-2018-1

7.1.2 Entry Procedures (HYBN-T2-02-0005-2018-1)

B TNFEF  HYBN-T2-02-0005-2018-1

7.1.3  Assessment Procedures during Probation Period (HY.BN-T2-02-0006-2018-1)
RAWHEEIEF  HYBN-T2-02-0006-2018-1

7.1.4 Internal Recruitment-Procedures (HYBN-T2-02-0007-2018-1)

W EBHEEEFER (HYBN-T2-02-0007-2018-1

7.15 Post Adjustment Procedures (HYBN-T2-02-0008-2018-1)
RINLIERER  HYBN-T2-02-0008-2018-1

7.1.6 Renewal Procedures of Labor Contract (HYBN-T2-02-0009-2018-1)
SN A RS FEF  HYBN-T2-02-0009-2018-1

7.1.7 Resignation Procedures (HYBN-T2-02-0010-2018-1)

BT EIREF  HYBN-T2-02-0010-2018-1

7.2 Associated records

KEKIER

7.2.1  Application Registration Form (HYBN-T6-02-0003-001:2018)

MEEIEER  HYBN-T6-02-0003-001-2018

7.2.2 Interview Assessment Form (HYBN-T6-02-0004-001-2018)

X% %% HYBN-T6-02-0004-001-2018

7.2.3  Assessment Form of Probation Period (HYBN-T6-02-0005-001-2018)
WA H %L  HYBN-T6-02-0005-001-2018

7.2.4  Approval Form of Internal Post Adjustment (HYBN-T6-02-0006-001-2018)
PRI A B kR HYBN-T6-02-0006-001-2018

7.2.5  Approval Form of Trans-department Post Adjustment (HYBN-T6-02-0007-001-2018)
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5 F8 1 B A U R LR

HYBN-T6-02-0007-001-2018

7.2.6 Labor Contract Renewal Assessment Form (HYBN-T6-02-0008-001-2018)

5 B B R B 5 R

HYBN-T6-02-0008-001-2018

7.2.7 Notice of Dissolution/Termination of Labor Relation (HYBN-T6-02-0009-001-2018)

it R 125 15 55 B 5% AR B K

~

HYBN-T6-02-0009-001-2018
2.8 Hand-over Form for Resignation (HYBN-T6-02-0010-001-2018)

EHRAE . HYBN-T6-02-0010-001-2018

8 Supplementary Rules

BET

8.1 The Regulations are-under the jurisdiction of HR Dept.

AR E A FHIEAIE S 3L
8.2 The Regulations are drafted by HR Dept.
AR E AT NTTBIRHE
8.3 HR Dept. is responsible for the interpretation of the Regulations.
A E RRALIA N T BRI EA A
8.4 Revision, preparation and approval of.the Regulations are shown in table 1:
AR B A G 1) R B AR DR L

Table 1 Revision, preparation and approval of document

R 1 SO RRA G ) A kA O

Yuan Jundi Zhao Fuzhen Chen Liancai
3 2021-04-23 o ) .
el B2 W3z It
Revision Issued date Preparedihy Reviewed by Approved by
JRA WA H 3 il \ HRZA HEHEN
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