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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 1st 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 5.1.9.1 revised to “Chinese employees shall be granted a home-return leave
very 6 months. A single home-return leave shall not be longer than 20 days (calendar days,
including leave in lieu, annual leave, statutory holidays and public holidays), and the total
number of days for annual home-return leave shall not be longerithan 40 days (calendar days,
including leave in lieu, annual leave, statutory helidays and public. holidays). If the number of
days exceeds the above-mentioned number-of.days, it can be extended after approval by the
company. Holidays are treated .as personal leave or sick leave, and sick leave must be
provided with a sick leave certificate or hospitalization/sick leave certificate issued by a public
hospital (level 3).”

5.1.9.1 &1 “ P R TAEFER 52 1 kb EARE, SR EEREAEED 20 K (ARET
REG EIRS MR EE TR EAMARHD, REEE N SEIEREAED 40 K (BB
REG GRS FEREL 2 TR HAAKR H O b R RE, TE A m #E J5 7 vl ZE 14,
B S R AR A 3, PO A R R R 2 SR Bt (=20 I HL B AR 2 W F B3 e A AR B
3.1.2 Create New Contents #7 Iz

3.1.2.1 Clause 5.1.4.3 added " The company 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.

5.1.4.3 0TI “ A L HE RERZE L2, St FERE A H I R8N 1A A, A
ARG HMRRTTBE R, Lo TH PR PSR R IR R 7 EE K, 2wt e s KAV
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1 Purpose

=[:y

The Regulations are hereby formulated to maintain good werking order based on the
Company’s production and operation practices.
NYES A F) IEH B TAERR R s G A v LR aa S2hy, Rl e A RUE -

2 Scope of Application
ERSEE

The Regulations are applicable to all departments and employees ‘of the Company.
AREEH T A7 &I AR R T,

3 Terms and Definitions
RIBFEN

Overtime work: for business causes, in the workplace specified by the Company, working hours
extended on prescribed working days after the arrangement and approval of the Company, is
called overtime work by extending the workingdays; ‘for cases'other than working days
prescribed by the Company, there- areiovertime work ‘'on weekend and overtime work on
statutory holidays.

n¥t: R TAEERR, fEARBER TIEST, SA R ZHH e fit, e TIEHEKT
PRI TR AR IE B0, FRONIER AR HINPE: 722w € 19 LAE H 2 AT DA &L, AT o0 k8 H
TINBIE B i € 1 i H N

4 Management Responsibilities

EERR

4.1 Specified management department
VAOEIERRI]

The HR Dept. is the specified management department for employee leave and attendance, is
responsible for the formulating and revising of the Regulations on Employee Leave and

Attendance Management, managing leave and attendance and inspecting the execution of
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leave and attendance system of each department, and incorporate the execution status into the
Company’s performance assessment.

N TR PEER R R B H DV HEE ], 75 (R DI REEEEME) WHEMET, M5TAH
HRF R TR, AT & 15 S BT IS, PRI N A R S5

4.2 Collaborative management departments

HEEIEER]

Collaborative management departments shall be  responsible for their own leave and
attendance management.The CEQO’s Office'shall be responsible for booking round trip tickets
for employees between airports in‘Brunei and China and accommodation reservation for their
family members.

DT ASER T 136 155 B0 B AR, R Ppa s057 A TARR SO LE WAL IHLE . K&
SRAAE I TIUE -

4.3 Executive departments

HITERI)

The executive departments” shall .be responsible for employee leave and attendance
management of their.respective departments.

BT ASHR 1S (R B B AT

5 Management Content

EEAE

5.1 Days off and holidays
LNEEREEE

5.1.1 Days off
KEH

The day-shift employees of the Company take ‘days off “on” Saturday and Sunday; shift
employees take rest as per their working:schedules; employees leaving for other places for
training and learning shall take days off as per the working system regulations of the
organizations where they are trained.

AT AR TARE H R BRSNS Hy S8R THRAPER2HAR S Ehahs5 22 5] N Rz
B B 55 B TAESIRE AT -

5.1.2  Statutory holidays
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EETRA

5.1.21

Arrange the rest of employees on statutory holidays of Brunei and the rest time

shall be subject to naotifications from the HR Dept. The shift employees shall work as per the

original scheduled shifts on statutory holidays (see Table 1) and off-duty employees will be

granted with the same amount of days off .
FRIE SORANE 22 HE A TR R HARE, AREI TE] LL ) By an g, P BIBE 53 TAEVE
FEE (R D AR EIER EYE, BRIER, 45T RSB

Table 1 Statutory holidays in'Brunei
R 1 SRR T RA

) Number of
Festival _
NO.F 5 N holidays
W H .
ETS
1 New Year 1
2 Chinese New Year; 1
3 Brunei Darussalam National Day 1
4 Isra, Mi,raj 1
5 1st Day of Ramadhan 1
6 Royal Brunei Armed:Force Day 1
7 Nuzul'Al-Quran 1
8 Hari Raya Aidil Fitri 3
9 His Majesty The Sultan and Yang Di-Pertuan of Brunei Darussalam 1
Birthday
10 Hari Raya Aidil'Adha 1
11 1st Day of Muharam 1440 1
12 Prophet Muhammad(PBUH) Birthday Anniversary 1
13 Christmas Day 1
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513 Paid annual leave

o IR

5.13.1 After the probation period, employees shall be granted annual leave according to
laws, and meanwhile, the corresponding number of days of annual leave for the probation
period shall be calculated in the total number of days of annual leave after probation.
Employees enjoy the same amount of salaries during annual leave as during the normal
working period.
N LIRS NG, AIHIE 2R, FI RIS R R . 3 TR 2 5
AW AR SR AR [ 3 T A7 8
5.1.3.2 The floor of annual leave is_subject to the classification of post ranks. Two days are
added to the annual leave every'two years, only one day is added in the seventh year and the
annual leave.is capped. See Table 2.
RTRIGFERBAZIRE AT, & 2 190 2 K, 38 7 390 1 RIS, Wk 2

Table 2 Post ranks vs. annual leave

K2 BFEANERBEEE

Post rank Floor of annual leave Ceiling of annual leave
TR IR AR B TFEMRAR
Rank 1-3
15 22
1-3 %%
Rank 4-6
20 27
4-6
Rank 7-10
25 32
7-10 %

5.1.3.3 An employee’s annual leave days (Gregorian calendar, hereinafter inclusive) shall
be determined by converting working calendar days attended by theemployee in the Company
in that year. For the conversion result, working hours less than half a day shall not be counted
while working hours equal to or more than half a day shall be taken as one day.

ALHERE FEAHEE, FED EMRBRE, =R T A ] 29 B TR PR B SiE
oI5 BN T2 R 70 H8 T 200, 1T H B0 BN RSN EE, G0~ K.

5134

If an employee has taken sick leave for more than one month in a certain calendar year, the
number of days of annual leave in the that year shall be prorated according to the number of
annual working months attended by that employee.

AL ZUHE RGN 14 H R CAER, #5040 R B A B 55 N AR AR AR R R B

5.1.35 For the untaken annual leave in the current year, 5 days can be reserved till March,

the next year.

BEEFERERMEA TN, ATRE S REXFE3H.
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5.1.3.6

Part of the annual leave must be used consecutively; Grade 1-3, Grade 4-6, and Grade 7-10
are to use their annual leave for a consecutive of 5 days, 10 days and 15 days respectively.
FERBH LA IESAE A, R 1-3 . 4-6 ¢ 7-10 R 51 T, FELRAE FH AR R EUK IR
HN5K. 10 K. 15K

5.1.3.7 A single leave shall not be less than one day.

BRI RENAD T 1K

514 Personal leave

ER

5.1.4.1 After probation,period, employees can ask for personal leave for emergency cases,
provided the leave will not affect production and their responsibilities. When asking for personal
leave, the employee must go through the leave application formalities and can only leave
his/her post after the application is approved.

RIS G, B0 8 SRR, AL TARREL T, WiEFR. 1H5FR
PR E TIPS R T8E, e AR A R TT RER T DL

5.1.4.2 Salaries will be deducted'on a daily-basis during personal leave.

FARMIE, Bz R

5.1.4.3 The company 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.
RITHEXRSEHRZE 1240 AW, Rt EA I REEE 1 YA, A GBS KRR 57 5)
IR, 2 A TR PR A P SR R R TR EE K, BRI bE S ok AR 31 H .

5.15 Sick leave
w1

5151 If an employee falls ill after probation period,he/she is granted 14 'days of sick leave
as an outpatient. (calendar days). Over 14dayswill be counted as unpaid leave. 51 T.i:{ f {45
WG B, AR 2 14 R ARG CEAH JIRED ., Ml 14 RIZFRE, Hiliz
Kit#le

5.1.5.2 If an employee falls ill and is hospitalized, he/she is granted 3 months of
hospitalization leave (calendar days, including the 14 days of sick leave as an outpatient).
RTAR TR EAERE R, =52 3 AW HER MR (ERHRE, & 14 RAMERHED .

5.1.5.3 Employees who ask for sick leave shall hold medical diagnosis or doctor’s note for

sick leave issued by public hospitals and/or Third level public hospital (China) )and are entitled
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to corresponding sick leave after going through prescribed procedures and being granted
approval.
W LFAAERRA, NMIFAILER (=40 RSB B B Am e, 20 e 2tk
J& 75 T ZE A2 0 NP AR o
5.1.54 If an employee is asking for sick leave while working at another place or on
business trip arranged by the Company, he/she can have his/her rest after going through
prescribed procedures and being granted approval with doctor’s note for sick leave, case
history and the receipt of medical expenses from the local hospital; if the employee is
developing a chronic disease or is identified as developing @ chronic disease, the doctor’s note
for sick leave shall be deemed invalid for-asick’leave.
N ZHMESN AR 28 0L T, 5 ZEE AR, MR R BOWARIE ] . R BT BRI
5, HAERFEIAES A RIS W IR sl g e, RRIE TE L
5.1.5.5 During hospital stay, employees’ salary standards are shown in Table 3. Employees
shall be granted 6 months of sick leave for hospitalization at most and the Company can
terminate the labor contract as appropriate if it is more than 6 months.
RTAEBER], FHAsAER R 3, 5 T2k 6 A ER R, G 6 A H 2 = o] MLs DL g
Fro7 sl A o

Table 3 Salary-standards for hospitalized employees

&3 A THRFHMIAE

Cumulative time for hospital stay Salary standard
£ B Z 1A TA] bR AE
Less than 3 months (inclusive)
100%
3SMHURW (%)

4" month

o 50%

E41MH
From 5t month 0

%5 Ak

5.1.6 During employee sick leave, overseas allowance or allowances will not be paid.

O IR ABYIE] AN AN T R

5.1.7 Maternity Leave
TE5R®

5171 The maternity leave mainly includes the maternity leave and the paternity leave.
Maternity leave can be enjoyed after the employee's probation period.
ABEFECTE R RS, A TSR E T E2 A F R
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5.1.7.2 When it's time for a female employee to give birth, the employee can be granted
with 105 days of maternity leave testified by a hospital, confirmed by her department and
approved the HR Dept.. Maternity leave can only be applied two weeks before the expected
date of delivery. When the maternity leave expires, her promotion, salary adjustment and length
of service will not be affected.

LRATAFR, ZEGRIEY, BTN NG IR LT DR R 105 K, 7 RAE T 391 iy
PIE TP RS, S AN S g, R R, IR RS .

5.1.7.3 A male employee will be granted with 2 consecutive working days of paternity leave
with his marriage certificate and the birth certificate if-his' spouse gives a birth. The paternity
leave shall be taken within one month:after the delivery of the spouse. Special cases will be
separately examined and'approved.

BATRRERTR, AR CEISIE) MEZT (HARIE) E21ELE 2 R EMR. B RAERCE 7>
wiE 1N HWHSE, ARG DU 5347 H .

5.1.7.4 Salaries will be paid as usual during the maternity leave and paternity leave.

PR P BRI S I T A

5.1.7.5 For a miscarriage of a less than 24 weeks pregnancy, a female employee’s off days
shall be treated as a sick leave; for.aimiscarriage of a more than 24 weeks pregnancy, a female
employees will be entitled 8 weeksof maternity leave, and her salary will be paid as usual.
2R TN, AR 24 R, w24 R, 552 8 RN, AN AR R T
K.

5.1.8 Matrimonial and bereavement leave
&R
5.1.8.1 After a employee has registered for marriage, he/she can take 3 days of

matrimonial leave. The matrimonial leave shall be taken within 3 months of the registration. If in
special circumstances the matrimonial leave need to be extended, it shall be approved
separately. For any marriage before probation period is over or remarriage before entering the
company, the application for matrimonial leave will not be approved.

ALEISEICE, AR 3 RIASMR . B RBLAE B AL 8 AN AL o AR 0 7 238 K, AT s it
AW AT O G TR A AT RLUE IS R RS

5.1.8.2 After the probation period ends ,an employees shall be granted 3 days of
bereavement leave in case their children (including stepchildren or legally adopted children),
spouses or parents or Spouse's parents pass away;

WS RE, RTHTZ (RS LGN T2 BEEERE, ECRSET,
AR 3 R

Employees shall be granted 2 days of bereavement leave if their grandparents, grandchildren,
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siblings related by blood pass away.

MWACEE, FhFohie. SEBIHRIE TN, AR 2 R,

5.1.8.3 Salaries will be paid as usual during the marriage and the bereavement leave.
USR], B A

5.1.9 Home-return leave
[EIESLY 5

5.1.9.1 Chinese employees shall be granted:a home-return leave very 6 months. A single
home-return leave shall not be longer:than 20 days'(calendar days, including leave in lieu,
annual leave, statutory holidaysiand ‘public holidays), and the total number of days for annual
home-return leave shall'not be longer than 40 days (calendar days, including leave in lieu,
annual leave, statutory holidays and public holidays). If the number of days exceeds the
above-mentioned number of days, it can be extended after approval by the company. Holidays
are treated as personal leave or sick leave, and sick leave must-be provided with a sick leave
certificate or hospitalization/sick leave certificate-issued by a public:hospital (level 3)

o 3 TR AR R A2 1 ok e [ R, R B EMEA T 20 X CHARE IRE, &Rk,

ARG R TR B AR ARED , AREEEEE A L B E AR AN 40 K CHARH RS, &K,
R EETTRBEM AR, B IR R, FaAmAtHEE Ty, o R
AR, HAP R R A ERE (=) FFEBRARE W 84: Be A AR B .

5.1.9.2 The home-return leave can be postponed to the next year,for causes such as
overhaul and startup of process units.

RS . BB ITF TRRR IR, S S B BRI e 2 R 4 .

5.1.9.3 For special reasons such as majar family events or the state of a particular illness,
as well as other special causes needing to be handled or treated, the home-return leave can be
applied and taken in advance. If an employee’s attendance time is not as required and he/she
resigns during a leave cycle, the additional days of leave will be deducted from the indicators of
annual leave as per the regulations on personal leave.

PRIRF IR R R, 2 5 Jo B RS B AR SR 17 DA At o R S 81 i 2 ) (R AE By Y, 7 FR g
PEFTAEH [ E RS AR, A— MRS B B A A EAR B IR, 2 B # 0 2R
ARSEFT -

5194 The Company “will ‘provide round-trip airline tickets for each employee’s
home-return leave every six months as well as the transportation allowance for going home.
The round-trip airline tickets refer to the tickets between the airports in Brunei and China, which
are booked by the CEO’s Office, and the standard flight is from the Brunei to Xiaoshan.
Employees shall bear the price difference caused by the delay in booking tickets or changing

routes for personal reasons. The Company will notify if there is any change to the standard
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flight.
O ) R 5 TR AR A — R [ AR BT it A 3R L2 A [l SRS A o AR AR AR SR L
EE AN AR, BRSNS AOTUE, PRfELs ORI, B N BEIABE ST
SEECE R AR R sy, BT E, JEeEAR R BRI, A AT A
5.1.95 Transportation allowance for going home refers to the allowance for the round-trip
transportation between the Hangzhou Xiaoshan International airport and home. The allowance
is made as per the ceiling of three levels of allowance standards: level 1: RMB 300; level 2:
RMB 800; level 3: RMB 1200 (see Table 4 for specifics). The company pays in the form of
subsidies according to the above standards, and grants subsidies to those who meet the leave
conditions twice a year in June, and'December. The principle of determining the location of the
family is for married:employees;to find-spouses, unmarried employees and double-employed
parents. To apply to.'change home-return leave location, a employee needs to present the
documentary evidence related to the application. After the department has signed the review, it
will be submitted to the Human Resources Department for registration.
[ X S AMU G TR LA 2 SR BE i AE AR A8, BARZ = 0 L IRPRAEHEAT AN : —Z%: 300
JG, —%%: 800 Jt; —Z: 1200 jt (EAE MK 4)s AT _LIFsHERLENUS 078 278 158 ok
TR B4E 6 H. 12 H 70 IR AR AN G AN . SCRE BirCE 1 0 72 Ji Dy 245
TARTCAE, RS 7 TAOWHATIR S B A5 S U K E T AE L), T FRAHSGIER], & EfTEF i
Ja, BNl I
Table 4 Standards for transportation allowance of going home
R4 EZFEZEAMNERHE
Classification Specific provineces
e NN
Level 1 Zhejiang, Shanghai; Jiangsu, Anhui, Fujian, Jiangxi
—% Wit B YOV ZER. mid, YLV
Beijing, Tianjin, Hebei, Shandong, Shanxi, Henan, Hubei, Hunan,

Level 2 Guangdong, Guangxi, Guizhou, Chongging, Shaanxi, Liaoning
—% Jemts REE Wby AR, v, WEE. WG WIE. TR T e B E
IR BRIE. T

Jilin, Heilongjian, Inner Mongolia,, Ningxia, -Xinjiang, Tibet, Gansu, Sichuan,

Level 3

Yunnan, Hainan, Qinghai
—5 o

jl:l_f*di\ ﬁ?:[\ W%E\ ?E\ %ﬁ%%\ ﬁ—{i;’ﬁ\ —H;ﬁ\ m}ll\ {:E‘é\ ?@E‘é\ %E?%

5.1.9.6 If an employee applies for changing his/her routes, the Company will reimburse
his/her round-trip plane tickets and travelling expenses after approval. The reimbursement will
be capped as per the above regulations and the reimbursement will be made according to the

actual ticket price if it is below the allowance standards.
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R HTE AR LR, @A mtiitE, AHREIEIRILE A ASE o, btz iR RUE BT, T HE
A 32 SR SR AN AR

5.1.9.7 If an employee has not used up the indicators for home-return leave for business
cause in the current year, the employee himself/herself can file an application for a family
member (spouses, parents, or children only) visit (one indicator for one person). During the visit,
if accommodations are required additionally, the CEQ’s Office shall assist in reservation and
relevant expenses caused shall be borne by the employee. If the visit by a family member isn’t
made on an indicator of home-return leave, the employee can file an application and the cost
caused shall be borne by the employee himself/herself,

WA AR BRI, 24 A [l [ AR A i 1o ARHE B 80 5 PR DA St H e, 2R (AUPRAT
BEACRE, T2 BB G NE —IREER s REWIE, @ Ao ERER, o hasg
ISP BhTE, MR B T . A T A A T e E AR R AR I KB R, A T
W, RAH R T EH B,

5.1.9.8 Under the premise of not affecting the work, employees can increase the times of
home-return leave provided that the days for annual home-return leave does not exceed 40
days. Two times can be added at most and the travelling expenses shall be borne by
himself/herself.

PCTAEAREN TAERTHE S, Sf0 IR g el EARR RS, AE DR 5 B B P9 e ] AR A AN
A 40 RIGEH T, 82 AT N 206 2 3 A 2

5.1.10 Journey leave

BEIER

Employees with Chinese nationalities are granted| with journey leave as per classifications
when having marriage or bereavement leave/ birth leave (for those who need to return to China)
or home-return leave (twice a year) according to documentary materials evidencing distance
from the domestic airportin China to the place of household registration (family): level 1: one
day; level 2: 2 days for a round trip; level 3: 3 days for a round trip.

S A TAseB A E R (RRIRIE D BIERER CFERTO, LENNIE 5 (K e
MR BARSRIERS, ARG TR — % R 1R, 2% 1HiR 22R,08 K 4HiR 3 K.

5.2 Approval principles
EHEREN

5.2.1 Before leaving the post, an employee should apply in advance according to the
“Leave Application Process”. In each year, each department will make a plan for the rest of the
vacation in December of the previous year. The rest of the holidays must be processed one
week in advance. If you are unable to apply for leave in advance due to an emergency, you

should first verbally ask for leave or entrust another person to take time off, and then apply for a
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leave of absence after the event. The emergency leave is not allowed more than 5 times a year.
If it is not expected to return to work on time, the formalities for renewal shall be gone through in
advance.

TR BT AL TN S Se % BRI HERAE) 7088, H AR &5 T IR RT— 4 12 H ek
PARR, HARBITHERET 1 F AR R SRS, AR TN, B kiFR
B NIE R, 5 EAME TS, B 1 FA R 5 K. Tt A gednt [ o rr FIER,
VB IPASLESE RS

5.2.2 If an employee with Chinese nationality is about to\take a home-return leave, he/she
shall file an application to the Company15-days in.advance as per the Leave Application
Procedures, and the leave.is granted only after the approval of relevant leaders.

o [ 4 53 T [ml AR RS AT 45 R4% /AR TS RAE) A mERE HE, MRSt s
Ji I AR

5.2.3 For Matrimonial and bereavement leave, annual leave: applications of employees
rank deputy manager and below are to be approved by their\.respective departments;
applications of employees rank deputy manager and above are*to be reviewed by their
respective departments, human resources department, then approved by CEO. Sick leave,
maternity leave:. Applications .of, deputy’ manager and below are to be reviewed by the
department and _approved by the human resources department; Applications of deputy
manager and above shall be reviewed by their respective departments, human resources
department, then approved by CEO. Those who are on vacation back to China: personnel of
the ranks below the deputy manager are reviewed by the department;" and approved by the
human resources department and the deputy-leaders; deputy managers and above are
reviewed by the department, the human resources department, and the deputy leaders; the
CEO is approved.

JRUSHEAR . EARARA: AP LL IR A AR T T ai it @2 B DL EHRR N A e fR ], A
NI EM S H R, CEO wiflt. WHFHR. LT M BIZLH LU TR G frfe #R] o
B, NGRS HHL: BB L BRG], N8, & 9is i #, .CEO wiflt.
Je 1l [E AR . BB DU N RN Sy T A%, AR B, wlae s DL B
RJNGIHERIT. NBHEH. HE9FH %, CEO Hiflks

5.2.4 With no justified reasons, employees'leave their positions without going through the
leave formalities as per the Regulations or do not come back to work on time after the leave
expires shall be taken as being absent from work without leave. Employees patrticipating in
illegal activities during leave shall be considered as being absent from work without leave.
ToIE S, AEARE IR T 248 5 ST ALK, BB S AN EBER, 20T AR,
RTAE R Z 5A5EShH), 120 TP,

Hengyi Industries Sdn Bhd  fEi&320k (323€) FRRAFE] Page 11 of 16



Regulations on Employee Leave and Attendance Management HYBN-T3-02-0004-2021-3

5.2.5 During the work (including vacation), if an employee needs documentary evidence
issued by the Company when leaving for places or countries other than Brunei for personal
matters, he or she must report to the department leaders and the HR Dept. in advance.

AR CERMERD, HEFARTAE SOR UM IX B E 28, 7 A 5] BAER Y, e Z052 A [ 6 T
SUICAR, FFEN TR IR AR A

5.3  Overtime work

hnzE

53.1 Approval and management of-overtime-work

IREERYER LR R

5.3.1.1 In_general, the Company does not encourage employees to work overtime. Each

department shall put efforts in improving the work efficiency of employees and reducing
unnecessary overtime, control the overtime of employees and guarantee their rest. If an
employee is required to work overtime, he/she shall work earnestly and shall not reject the
request of overtime work without justified reasons.

R T /A ST 37 A B O <88 G (S i WPV = W B 3 € SP 5 Z NVA 3 121 P st
SNBSS (8] FE R R CARKE. B RICEARTS ZOmBERy, S T RITISEEAT, WJoik 3 A5 HE
%

5.3.1.2 There shall be specific work contents during overtime and employees who work
overtime shall follow the application procedures for overtime work in advance. If an employee
can not file an application in advance, he/she shall complete.the‘applicant procedures on the
next working day. The employee shall also confirm'the overtime after working and there shall
be specific work products or progress..The overtime shall not be counted if there is no specific
work content or the application is not approved.

GUTIMPERCAA B A2, IF% CMBERERAR) PSe/pB RIS, BhSEIoik O G, N S7ER
HTAEH AN, INPEE RO SEERNBERS W HEATHIN, TN B0 AR sOR Bt e . T AT
PN 5 B R T AR SRAF L HE AN BEANE T 5

5.3.1.3 The maximum overtime for an employee per month shall not exceed 72 hours. In
cases such as emergency shutdown and overhaul of process units,.thesovertime work shall be
separately considered and approved.

RTIPERH 2 AL 72000, BRERRE T KRBSEEIR, 7.

5.3.1.4 Overtime work of personnel below the rank of deputy manager shall be examined
and approved by his/her department; the overtime work of personnel titled as deputy manager
or above shall be reviewed by his/her department and the HR Dept. and the leaders of each
division, and be approved by CEO. Shift employees who work on statutory holidays as per the
working schedule do not need approval.

R LU T ERBN GUINBEE B T A%, Ny it @22 A DL BRSO &) A
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5.3.2 Overtime work and leave in lieu

TRBENN = HRAK

5.3.2.1 The overtime work can be calculated accumulatively. The overtime is not counted if
it is less than 1 hour; the overtime is taken as half a day if it is up to 4 hours; the overtime is
taken as a day if it is up to 8 hours.

D2 251 Fo ) = o A S A N <0 ) B S R A NV £ = o = R R AN N 7 N =
5.3.2.2 The company has considered the necessary overtime factors in the remuneration.
Except for the post personnel clearly specified by the company (such as shift workers, etc.),
they can issue overtime pay during the official holidays. The rest of the staff can work overtime
and can arrange for the same time to change

AFEHTH S CFRE T LERINPER R, B w BIRLE I RALN G AR BE R N G245 1RV
SE TR H LI AR SO T84k, Hor N S BOINBIIN 5, AT 42 iR el S5 i 1) 1 A

5.3.2.3 Each department shall keep accounts for-the overtime work within the department,
summarize the status of overtime work 'at-the_end of each month and submit to the HR Dept.
after the review and approval of department leaders.

R EE S ARBIREE N SR S, FEAE H RIS NI SO, SRR T H RS BRI B

.

5.4 Miscellaneous

Hith

54.1 Employees can be arranged-for proper rest the next day or after the work if they
take part in the activities or training for public good during statutory holidays, days off or other
breaks.

ERE RS H BRI TR SN A R A eSS BrIlE), AIE K H B0 AR R S
& AR

54.2 Employees can have their rest during business, trip in case of statutory holidays and
days off.

RN EZE WA, B 2L J R HAR R E T AT 2 RS

5.4.3 If an employee is sent to another company for training and learning, the overtime

during the period is not counted, he/she will not be granted with leave in lieu and no overtime

wages will be paid.

A TTAEYRAE AN AL 22 ST A TN £, IR BLA RS A TR, tWASTATINPET 5

55 Attendance management
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ZEEE

55.1 If an employee fails to be on his/her post on the prescribed working time or leave
his/her post in advance, he/she will be deemed as being late for work or leaving earlier; if an
employee is late for work or leave his/her post earlier for more than one hour without the
permission from the superior, he/she will be deemed as being absent from work without leave
for one day.

S TERAZ AN E AR I 8] 23k b A7 B HR A BT B2, MOVIR B LR IR B e FLIREE — /i, R
2o Bttt PO T K.

5.5.2 Each department shall attach. great-importance 0. the attendance management and
set a part-time post for checking attendance. The attendance officer shall be highly responsible,
stick to the principles and strictly follow the regulations on the Company’s attendance
management. The leaders of each department shall reinforce the attendance management.
They shall frequently supervise and check the execution of attendance system and follow the
attendance system as models. The handling personnel and department leaders will be held
accountable if there is any breach to the attendance system.

AR R AL B E PR, JFRGRIRE Bt H 8 A S A EERATE L, RN, R
PAT AF BB E BRE . & AR IS SR B B, 22 R A S B BE AT I 0L, RIS
AR I 0 < b R, A ad e BEE S S N SRR 1S DA

55.3 Employees shall “punch in” on time. Attendance officers of each department shall
timely and accurately fill in the attendance sheet every day as per the attendance symbols
specified by the Company, keep all kinds of requests for leave, medical certificates
(documentary evidences) for sick leave and the attendance_sheéts. If 'employees are absent
from work without leave, they should inform the, Human Resources Department within 1 day; if
employees have long sick leave and:leave for moreithan 7 days, they should inform the Human
Resources Department before the pay day; if employees resigns,

AL NAZINAT - REE), MU H AN AR R EREEAT T, BRI . dEfIES %)
x®, WEIFSMESE WIRZIS GERD M58, f BTY TH, RAE 1 RNEMAIT
PSR a0 A TIEOR . R 7 R, SR BTN A H B R R .

5.5.4  The attendance sheets shall not be altered at,will: The' attendance officer shall timely
correct it if there is any mistake and signan'it for confirmation. Each department shall submit
the attendance sheets before 5" of the next month.

FERAIPERIRG, A ZR, BB R LN EIE, IR SETIERA 5 HiT B4k
K.

6 Inspection and Supervision

BESKEE
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6.1 Each department shall summarize the attendance status of the department as per the
Regulations and the HR Dept. shall carry out spot check on each department’ execution of the
attendance management system.

4L AR B H X A ES T )28 A B ATV, N BN #8308 1 D M1 7% A T A
ITIB AT A E N .

6.2 The inspection results shall be assessed as per relevant regulations of the Company.

o A 2 R AL W R A SR E AT

7 Associated Procedures and Records

KEKREFMICR

7.1 Associated procedures

KEKIEF

7.1.1 Procedures for Employees to Ask for Leave (HYBN-T2-02-0012-2018-1)
R TiIHRAET  HYBN-T2-02-0012-2018-1

7.1.2 Procedures for Overtime Work of Employees (HYBN-T2-02-0013-2018-1)
AT NPEEE LR HYBN-T2-02-0013-2018-1

7.2 Associated records

KEKIER

7.2.1  Summary of Attendance (HYBN-T6-02-0013-001-2018)
s %  HYBN-T6-02-0013-001-2018

7.2.2  Statistics of Attendance (HYBN-T6-02-0014-001-2018)
ZE4iit#%  HYBN-T6-02-0014-001-2018

7.2.3 Record of overtime work (HYBN-T6-02-0015-001-2018)
TINEEDN k%€ HYBN-T6-02-0015-001-2018

8 Supplementary Rules

BRI

8.1 The Regulations are under the jurisdiction of HR Dept.
A E BN BRUEER A A P

8.2 The Regulations are drafted by HR Dept.

AR EREIR T NIV

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 5:
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Table 5 Revision, preparation and approval of document
RS5  SUFRRAG A HLIE
Yuan Jundi Zhao Fuzhen Chen Liancai
3 2021-04-23 . X
el R Figeal)
Revision Issued date Prepared by Reviewed by Approved by
A AT H 3 Znitl A HRZN FEHEN

Hengyi Industries Sdn Bhd
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