Notice on Working from Home Employees in Applying to
Work On PMB
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All Departments:
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According to company's requirements on epidemic prevention and
control along with Brunei's current epidemic situation, in order to ensure
the epidemic risk is within the controlled level and normal operation
within the company during this second wave, the company has made the
following arrangements for Working from Home (WFH) employees who
decide to work on PMB:
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1. All departments are able to arrange volunteered WFH employees

to work on PMB in a planned and orderly manner as per actual
production and human resources situation. This is to ensure the
current essential employees who are accommodated in assigned
dormitories are able to change shift and take leave. In addition, to
fulfill company COVID-19 Management System and current

essential employee’s need.
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2. The above-mentioned application shall take effective from 8
September 2021. All departments are able to apply for their
respective volunteered WFH employees to work on PMB. Once
the application approval has been granted from relevant
departments and the health status of the WFH employee has been
ensured and approved, this employee is to be accommodated in
the company assigned dormitories. Kindly refer to the Appendix
1 for the Application Form.
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3. Once the application for WFH employee has been approved by
company relevant departments, the company will notify the
relevant department and arrange these volunteered WFH
employees to stay in company arranged Isolation Dormitory.
Before they move into the dormitory, they are to be coded green in
Bruhealth Application, provide a recognized negative swab test

report within 3 days and sign off the Commitment Letter as shown



in Appendix 2.
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4. Once the volunteered employees have been accommodated into
company arranged Isolation Dormitory, they are to follow the
company Enclosed Accommodation Management System. After
they have been isolated for 14 days in the Isolation Dormitory,
acquired negative swab test result and has normal health status
they are entitled to work on PMB.
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5. For reference purposes, these volunteered workers can refer to the
Business Continuity Plan released on 9 August 2021 and other
relevant requirements released by Human Resources on 2
September 2021 on essential employees’ accommodation
requirements and allowance allocation.
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All departments are advised to communicate and provide clear

explanations on the above to current WFH employees in order to

ensure smooth coordination and support from them.
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Hope this notice finds everyone well!
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Appendix 1: WFH Employee Application to work on PMB
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Appendix 2: Commitment Letter
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Appendix 1:

B 1
Working from Home Employee Application to Work on PMB
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Department HOD
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Application Date
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Applicant Name Work ID
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Application Reason
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Department HOD signature
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Human Resource signature
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CEOQO’s office signature
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HSE Department signature

HSE & #

CEO signature
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Appendix 2:
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Commitment Letter
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In order to fully support the prevention and control of the new coronavirus infection pneumonia

2019-ncov (COVID-19), and to effectively protect the health and safety of others and myself, as a
member of the company, I (IC: ),

position as (Staff no: ) solemnly assure:
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1. I sign this commitment letter voluntarily and willingly to accept the work arranged by the

company as well as the prevention quarantine procedure required by the company;
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2. Tagree to follow the requirements of the Enclosed Accommodation Management.
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3. After the isolation period, I agree to resume duty at work for not less than 30 days of total stay
while accepting the work arranged by the company and the labor remuneration during this period.
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4.  Within two weeks before the date of signing the commitment letter, my family members and I
have had no close contact with any confirmed COVID-19 patients (the nationally announced list on
the day of signing);

B BT HERTH A A, ANEFEARE SRR R & &F (UBIT2H
KNG NE) AR5 e

5. During the epidemic prevention and control period, I will follow the personal and public
health protection requirements, follow the arrangements from company Management Personnel,

and fully cooperate with the epidemic prevention and control procedures within the company;
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I hereby declared that I fully understand the aforementioned requirements and will adhere to the
rules and regulations of the company.
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Date: Signature:



