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Version Information RRA{EE

1. Version1 ZE—hR

Version 1 was released on 18th September, 2020.

F—hREMEEA 20209 B 18 H,

2. Version2, 3 F_i. B=k

Version 2 was released on 1" February, 2022, as compared with the version 1, the version 2
mainly modifies the following contents and updates the corresponding serial numbers.
FIREMREA2022F2 18, E=AMNEIAN2022F12 8 31 H, F=REEZIR
FTEBUMTAR HEFENFS.

3. Amendments {&iTAR

3.1. Terms of revised {&iTHI&HEA:

5.1.3.5 The clause is revised as "If the annual leave of the current year is not used up due to
work arrangement, it can be retained for 5 days to March of the next year."

5135 £FREITH HEEFRBRALIERHRERERATN, TRESXKEXFEIA. 7
Article 5.1.4.2 is revised as "During personal leave, the salary is deducted by day, and the legal
salary days are 21.75 days";

5142 ZFEITHERIE, FHBHRRITN, ZEITHREA 21.75 X7

5.1.5.1 The clause is revised to read: "If an employee falls ill after the probation period, he/she
can enjoy 14 days of paid non hospitalization sick leave (natural calendar days) throughout the
year. If the employee falls ill after the probation period, he/she will be entitled to 14 days of paid
non hospitalization sick leave. If the employee falls ill after the probation period, the employee
will be entitled to 14 days of paid non hospitalization sick leave (natural calendar days).

5.1.5.1 FKFIETT A o Tk FH I o Ui, ] %2 14 Kt AR EBe iR B 2R H RO,
A 14 RIGFARE, FHHZ RN 7.

5.1.5.4 The article is revised to read: "If employees arranged by the company to work in other
places, go on business trips or return home for vacation need to ask for sick leave, they should
take the public hospital (Level Ill) The sick leave certificate, medical record card and medical
expense receipt issued shall be approved according to the specified procedures before rest; In
case of hypertension, lumbar/cervical vertebra, gastrointestinal/digestive disease, vision
correction, joint bone pain, soft tissue/muscle sprain or contusion, inflammation, skin disease or
other chronic diseases, non hospitalization sick leave is not allowed. Generally, hospitalization
sick leave is not allowed to exceed 14 days (natural calendar days). In case of special
circumstances, the rest can only be taken after the relevant certificates are provided and
approved according to the specified procedures. "

5.1.5.4 KB A “ARIHHESML TAE. e, BIEWRRK R T, T[EFREK, REA
BBt (=20 JFEAPH MIEN . WmpiR. Bl e rafttta 4R was
M REEE. BIAE sk S IE. RO E. ALV BT . RAE. JEER
TR ESABIEVER 1, A RVAEIRE ORI, ERRR AR vEEY 14 R (BRHPIRED,



ARG OLRIR B RIEM G, U ERE P b e A Bk .7
5.1.6.2 The clause is revised to read: "If a female employee gives birth with the hospital
certificate, she can take 105 days of maternity leave (natural calendar days) after being
confirmed by the department and approved by the Human Resources Department. The
maternity leave can only be applied for two weeks before the expected date of birth. After the
expiration, promotion and salary adjustment will not be affected, and the length of service will
be calculated.";
5.1.6.2 5B N “L R TAFMAEERUEY, WmEsrIHA. A DB AL Al /R~ 105 R
CHAAHPIREO, FRAETG=IARTHE 7/ B, e AN . B TE, AT
k.
5.1.6.5 The clause is revised as "If a female employee has miscarriage, she will be treated as
sick leave if the miscarriage is less than 24 weeks; if the miscarriage is more than 24 weeks,
she will be entitled to 8 weeks of minor maternity leave (natural calendar days), and her salary
will be paid as usual during the period of minor maternity leave."
5.1.6.5 BT “LRIT/NZH), A2 24 B, kb, @i 24 Fr, =% 8 JH/h
PR CHSRE PIREO, AR H e A .
5.1.8.1 The clause is revised to read: "Chinese employees can enjoy one leave for returning
home every six months, and the single leave for returning home shall not exceed 20 days
(natural calendar days, including compensatory leave, annual leave, statutory holidays and
public holidays). The total leave for returning home within the leave year shall not exceed 40
days (natural calendar days, including compensatory leave, annual leave, statutory holidays
and public holidays), and the interval between two leaves is required to be more than 5
months.";
5.1.8.1 MBIy “ I R TAEER R 1 RIERE, SRiEERMEAGET 20 K
CEHARHIRE, &R, FRER. EETREMAKRED, RAERE RN SR EAREA RS 40
K (BRHRE, SR BARME SR EMARED, ZERPIRRE EIERE 5 S H
PAE."
5.1.8.8 The clause is revised to read: "On the premise of not affecting work, with the consent
of the department, the number of times of returning home leave can be increased, and the
maximum number of times of returning home leave can be increased by 2 when the total
number of days of returning home leave does not exceed 40 in the year of keeping leave, and
the transportation expenses shall be borne by themselves.";
5.1.8.8 JKIETA “HEAM LARRTIR T, K& TR, w30 EARR A, EORFFIRRAE
FEA B EARERA L 40 RGO, wEZAIHIN 2 X, @A E . 7
5.3.1.2 The article is revised to read: "Employees' overtime work should have clear content.
Except for the deputy shift of shift operators on the rest day according to the shift schedule, all
overtime work should be applied in advance according to HYBN-0204-Overtime Application
Process Overtime Application Process and copied to the comprehensive statistician. If it is
really impossible to apply in time, it should be done on the next working day. If it is not applied

within the same month, it will be done according to the Performance Assessment Rules of

v



Refinery Department II." The actual overtime hours shall be confirmed after overtime work,
and clear work achievements or progress shall be made. Overtime without clear work content
or application without approval shall not be counted. "

5.3.1.2 FKMET N “ ATTIMPEN A MHINE, BRECHEIE A AR AR S H R RIPESN,
HANPEH %% (HYBN-0204-Overtime Application Process- ¥t S HAE) ot 702 Bl
HIIRGEGT e WHSEIIE AN BB, BESERH T AN, RS H NHER, 5
MRAE Rl a8 R A ML, INPEE RO SEBRINBER [B3EAT RN, FERAE B
TAERUREGHE . TC W A A 2 s 5 AR SRAS AL HE A E T3 7

4. Newly Added Content FiEHE

4.2 The new content of the article: "If the long day shift employees of all disciplines are on duty
(including the deputy shift personnel who are on duty until 4:00 a.m. and on the rest day) and
choose to take the next day off, they can explain the situation with the leader in charge in
advance and choose to take the day off (using the current shift income) without applying for the
OA process; if they need to take the day off within one week after the next day (excluding the
second day), they can submit it only after obtaining the consent of the leader in charge HYBN-
0205-Leave Application Process Request/Leave Application Process, stating that the reason for
asking for leave is "on duty". After the Process is archived, the person concerned will take leave
according to the number of days of Leave.

4.2 %N “H K APEA THEE (BEEPEEER 4:00 AR EHENE B
FESE “RAEARE, AIHERT 570 S GO0, Rk CREF A REI IS MR, o/ il
OA Jfithg: AR R (MEHE R ZE—HANERY, TREIENTFRZE, 4R
%2 {HYBN-0205-Leave Application Process /M FHERAEY, FEUEIHEMRIRECA “fEK”, W
PRGN BRORERER 7.
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HENGYI

1 Purpose HEY

This management rules is formulated to standardize the leave and attendance management of
the department’s employees based on the actual production
FGEES T A TSR B, 45640 5Lhs, FEHT A0 .

2 Scope of application &35 E

This management rules is applicable to all the employees of No.2 Refinery Dept.

A2 N3 T — A Ak 5 T

3 Terms and Definitions RiEFIE X

Overtime work: for business causes, in the workplace specified by the Company, the working
hours is extended on prescribed working days after the arrangement and approval from the
Company, which is known as overtime work by extending the working days; for cases other than
working days prescribed by the Company, there are overtime work on weekend and overtime
work on statutory holidays.

e WTAERRE, EAFMER TS, @A 7 ZHFEIEHA, EERN TR KT
PRI TR BB B, FROMK AR HINYE: 2w HUE K TAE B Z 83T TARRIEOL, T2 9k S H
YE R R AL

4 Management Responsibilities SR 55

4.1 Shift Supervisor i<

According the requirement of this rules, shift supervisor is responsible for the daily leave
management of the shift members. Within 2 consecutive days of leaves for shift members
(based on the actual attendance required), after obtaining approval from the shift supervisor, the
personnel can directly submit the OA application "HYBN-0205-Leave Application Process". If
the shift member is to take leave for more than 2 days in a row, the shift supervisor needs to
inform the Deputy HOD/HOD, and after approval is obtained then he/she can submit the "HYBN-
0205-Leave Application Process".

AR AGE N ER, DT PR AR HEAE ML N A ) B B BRSO BHE R R E (LR
i) £ 2 RUKN, @¥EKFEEE, 4% A HERZ (HYBN-0205-Leave Application
Process /MR HEAE), WARAMG, JHEANFEEBRREBURMER. BEAN RESHEBROREAE 2 K
DAL, BERHEMEEWT, KERSE, ZFAS R (HYBN-0205-Leave Application
Process 15/ FHFHLEE) -
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No.2 Refinery Dept. Leave and Management Rules HYBN-T9-11-0036-2021-2

4.2 Deputy Head of Department &\l F &E501S

According to the requirements of this rules, Deputy HOD is responsible for reviewing and
approving the leave of shift member that is more than 2 days in a row as well as the leave
application of management staff. Before applying the OA application "HYBN-0205-Leave
Application Process", the office hours employees under process, HSE and integrative statistics
discipline need to obtain leave approval from the Process Deputy HOD, and the office hours
employees under equipment discipline need to obtain leave approval from Equipment Deputy
HOD and after the OA application is archived then he/she can take leave according to the
number of days apply.
If the day shift staff of each discipline are on duty (including the deputy shift staff who are on
duty until 4:00 a.m. and on the rest day) and choose to take the next day off, they can explain
the situation with the leader in charge in advance and choose to take the day off (using the
current shift income), without applying for the OA process; If it is necessary to take a week off
after the next day (excluding the second day), the application process for leave in HYBN-0205-
Leave Application Process can be submitted only after the approval of the leader in charge, and
the reason for the leave is explained as "on duty leave". After the process is filed, the person
concerned will take a leave according to the number of days off.
FRAE AR W ELK , 7 D7 i LA HEAE ML N B 2 RIIE LRI R A R N G e B T2,
LA ARG K AR T, HEFRE LZRFEKERAEE, &M KAsER T, EiR
PRI KFERE, 4% AL % (HYBN-0205-Leave Application Process i/ H i it
), MRS, HFNIEE R B
FN K AYER TEE (ESEYERE%R 4:00 J5 RS HEMED KIFIEFAESE — RIERE), AT
AT 508 WU U SO, IEREAR (EA AR EIET SRR, JoF Tl OA itk A ifEs% — K
(AMLEHE R ZJa—HAEKRE, HFREPEMIFRRE, 453 (HYBN-0205-Leave
Application Process &/ G, FHULHIERERE Y “ER7, mEEME, SFEANLEER
AR

4.3 Integrative Statistician Z&%it 5

Integrative statistician is responsible for the monthly statistical of leave and attendance,
supervise and inspect the implementation of these rules, as well as report any abnormal
attendance to the department leader in time.

PSR RE B A BEGE i TAE, IR E R A A U B SRAT 1B 0 o R 2SR R I g 40V ik e o
H BN

4.4 Department Leader | 141%

According to the company's system requirements, department leader is fully responsible for the
department's leave and attendance management.

WRAE ARG EOR, A i TR s B E B AR .

5 Management Content EHAZE

5.1 Days off and Holidays 1K1 5Bz HA
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No.2 Refinery Dept. Leave and Management Rules HYBN-T9-11-0036-2021-2

5.1.1 Days off k2 H

The office hours 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.
AFNE AR TAREE AR RIS, B SR THAPER ZHMR R BN 2] N e
I LA 1857 Bl A R RLE AT

5.1.2 Statutory Holiday & 5% H

Arrange the office hours employees to rest on the statutory holiday, 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 in-lieu.

ZAHFE AL R TAEE TR ARE, IR REEE TR (WER 1) WAk LY,
B EPENZS T INPEAM, BIRIER), 45T RS KRB k.

Table 1 Statutory Holiday in Brunei
R 1 JCREETRB

No. /7% Festival i H Number of holidays
AR R E
1 New Year jtH 1
2 Chinese New Year ‘& )5 #i 4= 1
3 Brunei Darussalam National Day 3 3¢ kX 1
4 Isra, Mi,raj B2 MR R 307 H %478 & 1
5 1st Day of Ramadhan # H 1
6 Nuzul Al-Quran 7] > £: [ {1 H 1
7 Hari Raya Aidil Fitri 7575 3
8 Royal Brunei Armed Force Day (3¢ 2 58 i 7 i 1
9 His Majesty The Sultan and Yang Di-Pertuan of Brunei ’
Darussalam Birthday 375/} fiit
10 Hari Raya Aidil Adha SC3E 324445 1
11 1st Day of Muharam f #f % J7; ¥4 1
19 Prophet Muhammad(PBUH) Birthday Anniversary & A f2 %% 1
PR JR
13 Christmas Day S #E7 1

5.1.3 Annual Leave HEFEIRR

5.1.3.1 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.

Hengyi Industries Sdn Bhd  {Hi&320 (3C3€) HIRAF Page 3 of 13
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RCAHIIEERE, ATRIE S R, RN i S AT AR AR . AR AR 1) 532 5 TR L
AE S3 TR AH ] F0 385 I A5 26

5.1.3.2 The initial 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

53 TRIGFEMBALIR G AT, & 2 00 2 K, 5 7 SN 1 RJgE0, Wk 2.

Table 2 Post Ranks vs. Annual Leave

% 2 WGAFEMRBRT R

R ey RN TR
1-3 15 22

4-6 20 27
7-10 25 32

5.1.3.3 An employee’s annual leave days shall be determined by converting working calendar
days attended by the employee 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.

TSR R ARBOR B, 42 M8 5 AR A R 4R B TR H IR B B, 8 s BN TR
I3V T 2, T H A O REL o, AT — K.

5.1.3.4 If an employee has taken sick leave for more than one month in a 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.

G4 Bt ok 1 AN A DB, 44 B 8 A R A AR AR AR B OR

5.1.3.5 If the annual leave is not used up due to work arrangement, it can be kept for 5 days
to March of the next year.

YFEEFNRE TIELRHRRAREREN, FIRH 5 REREI3 H.

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.
ERB DT IRESAEH, TR 1-3 . 4-6 Zi. 7-10 i 53 L, FFESAH AR REUK IR
N5 R, 10 R 15 K, BUREREBPMAST 1 K.

5.1.4 Unpaid Leave =&

5.1.4.1 When the annual leave and in-lieu leave of employees are used up, they can ask for
unpaid leave if there is an emergency matter to dealt with. If annual leave and in-lieu leave are
still available, no unpaid leave is used.

24 5 Tl R SR e Ja, B RS F S T B, "R, IS A SRR
LR, AR TEFR.

5.1.4.2 Salaries will be deducted on a daily basis during unpaid leave, The legal salary days
are 21.75 days.

FHEE, BRI, EEIEHRREN 21.75 XK.

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

Hengyi Industries Sdn Bhd  {Hi&320 (3C3€) HIRAF Page 4 of 13
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HRITEHEXFERZE 12 AN, RiFEERARHIREEE 1 MAK, ARAERS AR5
E A, A A TR A P SRR R SR R 7 BE R, 28 0w HEHEHE Jn e K AL 3 M T

5.1.5 Sick Leave ®&

5.1.5.1 If an employee falls ill after probation period, he/she is granted 14 days of sick leave
as an outpatient. (calendar days), More than 14 days will be counted as personal leave, and the
salary will be deducted by day..

U I Ja B Y, R 2 14 R MERS R (BRBIRED, i 14 RigdR
5 HHZ R

5.1.5.2 If an employee falls ill and is hospitalize, he/she is granted 3 months of hospitalized
leave (calendar days, including the 14days of sick leave as outpatient).

WTAWRERR, 32 3N AW R (HRAIREL & 14 RAMEBRED .

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).

RTAEWE, MR AFIRE ERITHERA L ERE (=20 R BPRARS T EEBLIER .
5.1.5.4 “If an employee is asking for sick leave while working at another place or on business
trip or home-return leave arranged by the Company, 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 to corresponding sick leave after going through prescribed procedures and being
granted approval. If it is high blood pressure, lumbar/cervical spine, gastrointestinal/digestive
diseases, vision correction, joint bone pain, soft tissue/muscle sprain or contusion, inflammation,
skin disease or other chronic diseases, non-hospitalization sick leave is not allowed,
hospitalization sick leave is generally not allowed to exceed 14 days (natural calendar days).
AERAEMETE, HZE. BERNMRMAT, FE2EHRRN, RREALER (Z4%) FERN%
KIER. mHR. Brfilie RAEEREMERT RS, MESME. B/EHE. BBIE &
Zm. MAOFIE. XTUEH. WAL/ HAGS G . KiE. REKRHEMEBMERN, SRS
FERRER ERmR—RARTED 14 X (BRBHXRE), BREARERNRHEXIERE,
R ERFEMER T RKS.

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.

RTAEBEIE], FbsE % 3, A THRZ Ak 6 DN AERHIR, @il 6 A H K2 =) al HLE ol
Fr57 s A o

Table 3 Salary Standards for Hospitalized Employees
& 3 G AR R s v

Cumulative time for hospital stay Salary standard
(- Saningle) I b i
Less than 3 months (inclusive) 100%

3PMHUN ()
4th month 50%
% 4H

From 5th month 0%
%5 M Hl
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5.1.6 Maternity Leave £ B 1R

5.1.6.1 The maternity leave mainly includes the maternity leave and the paternity leave.
Maternity leave can be enjoyed after the employee's probation period.

A REEGE R RS, R TaUH T 2 A T

5.1.6.2 When it’s time for a female employee to give birth, the employee can be granted with
105 days (calendar 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.

LRTARTNEERIER, @BMIFIA. AN FRBEH AR 105 X (AREIRED, 7
ABAE T AT 4 J 5 R FR S AR 2. R LR, R E TR

5.1.6.3 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. % 7 THEUHAF K, £ (LIUEIE) M4 (HAEIE) 252%E
2 2 R PR B RAERCE 2 0005 1 D H WSS, ARG LR 747wt

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

PR P BB I S I T A

5.1.6.5 For a miscarriage of a less than 24 weeks pregnancy, a female employee’s off days
shall be treated as a sick leave; for a miscarriage of a more than 24 weeks pregnancy, a female
employees will be entitled 8 weeks of maternity leave, and her salary will be paid as usual.
LR/, AL 24 1, omfab s, @i 24 1, 252 8 MR/ (B2 H I RED,
ZIN TR ST 57 T I A

5.1.7 Marriage and Compassionate Leave {&3% &

5.1.7.1 After a employee has registered for marriage, he/she can take 3 days of marriage leave.
The matrimonial leave shall be taken within 3 months of the registration. If in special
circumstances the marriage leave need to be extended, it shall be approved separately. For any
marriage before probation period is over or before joining the company or remarriage, the
application for marriage leave will not be approved. it T3l 5 J5 45 08510, ik 3 KOS . 4§
BNAEL IS EFIC S 3 M A, FRIEILREIE R, ATt WlHR . RIS/
HOEL TS, A TR LS R AR

5.1.7.2 After the probation period ends ,an employees shall be granted 3 days of
compassionate leave in case their children (including stepchildren or legally adopted children),
spouses or parents or Spouse's parents pass away, employees shall be granted 2 days of
compassionate leave if their grandparents, grandchildren, siblings related by blood pass away.
WIS RE, RTH T2 (BT L. 77720, IHBESCEE, BUiHQEHETIN, AIik 3 Rk
B MACEE. IhT Pl SRILABIHIRIETIN, ATk 2 R

5.1.7.3 Salaries will be paid as usual during the marriage and the compassionate leave.

DS BOYIIE], Fr I A
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5.1.8 Home-Return Leave [EE{K{&R

5.1.8.1 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 holidays and 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)

TERTISFFTZR 1 XAEKRRKR 2REEKREBEAFED 20 X (BEABBHXRE, &K,
FNR. ZEDRENAKE), KMREERAZEEKRRANED 40 X (BRABHRE, 218K,
FRR. FETRBMAMAR), EXFXAKEN{EERS MAME

Note: If the number of days for home-return leave exceeds the company’s regulations, it can be
extended only after approval by the company. The extended leave shall be treated as personal
leave or sick leave. The sick leave must be provided with a sick leave certificate or
hospitalization/sick leave certificate issued by a public hospital (level 3).

The number of holiday days shall be calculated according to the actual attendance.

HE: BERBREBIATIMNEN, FELRIEFATEL, FTHEIZFRIHFRLE,
HmBRFREAZER (=5) FROKKISHNERSERAKRIER.

(e [ PR S 1) 4 St B SRUABOI R 2

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

PIRAAE . BB TT TR R R IR, 80T IHLHE, (ol EARR AT IBAE 2 F —4F

5.1.8.3 For special reasons, such as major family events or personal illnesses, and other
special reasons that need to return to China for treatment, the return to home leave quota can
be applied in advance. If the attendance time in home-return year is not as required and he/she
resign, the home return leave quota will be deducted as well as annual leave indicators.
PR IR LT, 3 5 B KA A N ARF R 175 DA B AR Aok i R 75 22 [ [ AR BE B 7 ), ) R
SERTAL I 1a] AR AR bR, 27— MR BE A DI TR AN A bR H SRR, #0022 AR [ B AR AR i b 2
ARG

5.1.8.4 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 airports in Brunei and China, which are booked by
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 flight.

PN E) YR 3 TR A — IR [ AR BT AL IR LSRR Bl SR A@ AN » AR IRHLEZR 3R SR L
EE AN E R, dEZBE A SAONHE, TRELEE SO L, R NEEANRE R 1T
SEECH R R R I E R Sy, IR T HE, JEeRbRUELRE AR, AR SATIEAL
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5.1.8.5 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 two batches in June
and December every year through salary payment. The principle of determining the location of
the family is for spouses location for married employees, parent location for unmarried
employees and double-employed.

[ ZXAZ I AR (LA B SR P e M AR 280, > =0t T 4N —2%: 300 Jt, —%%: 800
JG; —Z%: 1200 7t (WK 4), AFEFE6 A, 12 H4rWHLE TR PR A SR FTTERL R i S
U 45 1 TARBCAE, RUS 03 T RSO T AR B

Table 4 Standards for Transportation Allowance of Going Home
E 4 BIRIEANEARHE
Classification 42} Specific provinces HAK4E 1y
Zhejiang, Shanghai, Jiangsu, Anhui, Fujian, Jiangxi
WL, B, VLIR. 2 MR, LU
Beijing, Tianjin, Hebei, Shandong, Shanxi, Henan, Hubei,
Hunan, Guangdong, Guangxi, Guizhou, Chongqing,
Level 2 —2% Shaanxi, Liaoning
Jemt REE, db. AR P, RS, Wb, IR, T
By TPES BN EER. BRE. T
Jilin, Heilongjian, Inner Mongolia, Ningxia, Xinjiang, Tibet,
Gansu, Sichuan, Yunnan, Hainan, Qinghai
FAKL BB, B TE. FE. PUE. HoN. DU
=M. . B
5.1.8.6 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.
W LHEZRELIEN), S ftdl, FHRERILE L@ %, brfkfi BA e BT, (KT H0E
A2 S R S A o
5.1.8.7 Ifan 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 company 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 cost caused shall be borne by the employee
himself/herself.
W TTAR IR, 24 A [l [ AR s i AR 58 00, wT el 3 DA NS s, 2w (AUPRIT
BERBE, 720 BIARE (— AN b — 360D SREMIR], nFHHSMEMMENE R, A=A
€, WHRTEM. AR T A TR EREERFEHRE, S H bR T a2

Level 1 —2k

Level 2 =%

5.1.8.8 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.
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ATHEATWIERRT, £8NEE, TRMEERERE, ARFHERBREERLSBERER
Bid 40 XIERT, REUEM 2 X, KBEHEH.

5.1.9 Journey Leave B2

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 airport in 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.

HhEEE A TSR m R (REIERD BIEAE CERTO, HENTU2EE (G B
HopE S H BAHRUER], R TR — % IR 1R, 2% 1EiR2 KR, 3% fHR3 K.

5.2 Leave Approval Principle i& B &t /5 M
5.2.1 Leave Application Requirement i&RZE K

5.2.1.1 Before asking for leave and leaving the post, approval from relevant supervisor must
be obtained and then submit the "HYBN-0205-Leave Application Process" 12 hours in advance.
The leave can be taken after the process is archived.

RS I RKALAT, & E GRSk RS F )5, &A1 12 iR sE (HYBN-0205-Leave
Application Process iH//R 1 H G ALY, FAEARS 577 AR

5.2.1.2 Chinese employees must apply "HYBN-0205-Leave Application Process" 15 days in
advance to the company when they wanted to apply for home-return, and then they can take
the leave only after approval by the relevant leaders.

Horp o [ 48 53 T 8 EARB TR 4R ET 15 K% (HYBN-0205-Leave Application Process i/ i H i
TARE) AR SR FTY, JFEA M S v 5 75 rTAR R .

5.2.1.3 If leave procedures cannot be applied in advance due to a sudden illness, he/she shall
verbally request leave first or entrust others for verbally applying leave. Afterwards, he/she shall
applied the leave according to the procedures, and attach a sick leave certificate.

MAEIE, AREFLRDPHEIFMRTEER, B SFEREEEM NG, FnpBEAMRT 2L, JFH
IR ARIE R .

5.2.1.4 If leave procedures cannot be applied in advance due to an emergency, he/she shall
verbally request leave first or entrust others for verbally applying leave. Afterwards, he/she shall
applied the leave according to the procedures. Emergency leave is not allowed to exceed 5
times a year. Those who are not expected to return to work on time should go through the leave
procedures for renewal in advance.

MEEE, ARG R TR, NS REE MmN ER, FEPEMETE, BR
i 1 SEA YRR 5 IR FilTH ANREAZIN ol i EBERG, SR AT IpBESER T4t

5.2.1.5 Those who leave their posts without proper reason and do not go through the leave
procedures in accordance with these regulations, or who do not go to work on time after the
expiration of the holidays shall be treated as absenteeism. Employees who ask to participate in
illegal activities during the holidays shall be treated as absenteeism.

ToIE P, AZARNE BT BT 248 H BT R, BB 5 Ay ERERYT, 420 TAREE.
SRTAE R Z 5A5EShE), 120 TP,
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5.2.1.6 During their stay in Brunei, if employees need to travel to regions or countries outside
Brunei, they must report to department leaders in advance and report to the Human Resources
Department.

FESCRIIIE, 53 AN AL SOR A IX BRI 5, iR i [ 11 900 AR, HAE NI BRURER
E{: S

5.2.1.7 The number of people on duty in the shift should not be less than 80% to ensure the
safe production of the unit.

VEAAE R B AEOANREIR T 80%, TRFEZR B 2™,

5.2.1.8 Employees in the same position in key positions cannot apply for leave at the same time.

SR B 11 R B 7 N A AN BE R BN 1R
5.2.2 Leave Application Procedure i&{ii 12

5.2.2.1 Shift Operator ZHHEA A 5

Request for leave

EE YN G

Consecutive

leave> 2 days

HOD or Deputy
HOD approve
KB T 2R K
A& Ja

ELLIHR>2 K

Shift supervisor approve

YK A =

A4

Take leave according to
the number of days
applied
EE YNIATI TN CIN

Apply and submit the OA
application as required
BN ERAE OA 1A
5 RIRIE B R

A\ 4
Archived
TFE VTR

Consecutive leave < 2 days
HEEFR<2 K

Shift records the leave
status on the "No.2
Refinery Dept. Leave
Approval Form"
YELHAE it — 5015 1 o
L) A, R FIE RS

Hengyi Industries Sdn Bhd
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Note: The number of days of leave is calculated based on the actual working hours

VE: EBRRE, & SEhRN B TR KT

5.2.2.2 Office Hours Staff & [A¥F i T.

Request for leave

EE YN/ G

Supervisor approve
FE A

A
Apply and submit the OA
application as required
B NAZEORAE OA LK
BRI IE B R

Archived
TR AR

Take leave according to the
number of days applied

EEIN S CIS

5.3 Overtime Work N3
5.3.1 Approval and management of overtime work HNBTAYERH#E &% &=1E

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.

HWEHON, AFAEA TEN TAE. &R S R T TR, b ABERINYE, 26
SATINBES ) FEORAE 03 TARE . B AR ZnPERy, A THMYISEEAT, Wioik 3 A5 HE
123

5.3.1.2 There shall be specific work contents during overtime, except for shifts member rest
according to the schedule, the rest of the overtime must be in accordance with "HYBN-0204-
Overtime Application Process" and employees who work overtime shall follow the application
procedures for overtime work in advance and send a copy to the department statistician. If an
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employee can not file an application in advance, he/she shall complete the applicant procedures
on the next working day. If the application is not made within the month, it will be assessed
according to the Detailed Rules for Performance Assessment of Refinery Department Il ,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.

DU INBERA B N2, BRACHEAE L N SR HRIERAER S H L EIBESL, AR NBESS 4% (HYBN-
0204-Overtime Application Process-II¥E 15 iAE) TG/ EE IV, FFPELEESH . St
LN A Y, SRR H AR AR, 5RAE 2 A TSI, SRR Ol — i 8ies /% 40 )
FHREEAZ, PG RO SE BRI BE R BEAT RN, IR IR ) CAEOR sk e . oM LAEN A
BRI R SRAF AL AE N PEA T

5.3.2 Overtime Work and Leave In Lieu fn¥Ei0 Sk

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.

INEEAN AT SR, AN AN ST INEE, 3 4 AN R ORTEEL, W 8 /TR 1 R R
5.3.2.2 The company has considered the necessary overtime factors in the remuneration.
Other than 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 whom work overtime
and shift worker whom work during their rest days are given with the same amount of in-lieu
leave in accordance with the overtime hours.

NEEFHM T O F R TR ERINPIE R, BRAm BIEUE R RO IR N 155D fEi%
SE TR H LI AT BB T84k, HR N RngEm s, KEeH/Ek A A iR & e, w7
2[R S5 I ] R R R

5.3.2.3 The primary on-duty staff on duty on weekends can be given 2 days off, the secondary
duty staff on weekends will be given the same number of in-lieu according to the actual working
hours, and the primary on-duty on working days will be given one day off. The staff on duty will
arrange a day off on the next day.

EHIEAN AR EAE AT T 2 KRR, S RBEMESZ S AR R4 T [F SRRk, TF H 348
47 1 KRR EIEANREEIERH, ZHRRER

5.4 Miscellaneous HAth

5.4.1 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.i%E TR H MRS HECGHARAR SIS TR 20024 7] 2 si VEiEsh . 85I, AT7E R H Bz TAE
SR JEiE 2 AR R

5.4.2 Employees can have their rest during business trip in case of statutory holidays and days
off.
TR A HZEWIE, BEE T IRHAREH, a7 ZHRE .

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
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wages will be paid 51 TAEYRAESMAALEL I ST WA A TP =, IR B2 7 Ja AT HR, A
AL T

5.5 Attendance Management £ # &2

5.5.1 Employees should tag in/tag out at the C8 gate on time. Each shift’s attendants in charge
should fill in the attendance sheet and leave approval form in a timely and accurate manner
every day according to the company's uniformly stipulated attendance symbols. Pay attention
to the writing, neatness and no alteration. The type of leave is strictly written on the attendance
sheet in accordance with the type of leave applied on the OA application by the employee. The
person who fills in the attendance sheet and the shift supervisor will sign and confirm the
accuracy at the end of the month. Keep the leave record form, sick leave certificate and
attendance sheet, and hand it to the integrative statistician at the end of the month. Attendance
sheet and leave application will be inspected randomly and corresponding assessments will be
issued based on the quality of the attendance sheet.

T NVAZINAE C8 KIHT K5 E), #PEB NIZIR ARG — e WHEFT S, BRI HE
HEFZE GG, EEPETE, NTEREG H RS &% 8 6 TIRSHITE R S
REEE, HEREEEAMIRE FiA. REFEERICRE. WIKZES GERD MFEE,
HAEARZ SR GGt e 58I R R i B E B ReR A 2 M A R, AR5 B R IR
5 5 B AR E A%

5.5.2 If an employee fails to attend 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 notified
and obtained permission from the superior, he/she will be deemed as being absent from work
without reason for one day. The person in charge of attendance at all levels should report to the
higher-level supervisors within one day, and the integrative statistician should inform the Human
Resources Department within a day.

G T RAZ N TE A IS 18] 234 b A7 BRAR AT BT RAALIK, AOIE B FIR ;IR B e FaR R — i, H
RN EZOFRAGHEMERT, O™ T — R FHHE DTN 1 RN A m— R EEILR
B0, LG BUNAE 1 RS AN 7 SR

5.5.3 If an employee takes long sick leave or unpaid leave for more than 7 days, the person in
charge of attendance of the shift should report the situation to the higher-level supervisor in a
timely manner, and the integrative statistician should inform the Human Resources Department
before the salary is issued.

WA TR SR 7 R, #2005 8 050 N BRI ) B e — R U IR 0L, 2%
YL G NAE B A B T RN B

5.5.4 The shift's person in charge of attendance should grasp the attendance status of the
employees, understand the employees’ leave status, compile any abnormal attendance, and if
the number of abnormal attendance reaches the upper limit specified in the rules, they should
report the situation to the higher-level supervisors in a timely manner, according to the company
policy and these rules to give out corresponding treatment.

FHFEE ST NN ER AT R TR MBS, 7R TRERE, Gt R TR R HEE L
W B RBOE P A A E PR, U R I e B v 2 R VAR L, MR AR 2 D R S A
DU fif R AR AL
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6 Inspection and Supervision B 5E#

Each shift person in charge of attendance is responsible for supervising and inspecting the
implementation of the management rules by all personnel. For those who fail to comply with the
requirements, the relevant personnel shall be held accountable in accordance with leave and
attendance management rules of the department.

FRHEEE BN G A T I B AR TS RN GO I B AT IS DL, 6 RAZESR AT A G,
FRIRER 115 157 B B A0 ) 25 A% B e 38 7 RN B 54T

The department leader has the final right to interpret these rules.
BT 40T PR A A ) ELAT e AR RAY

7 Supplementary Rules Fl
7.1 The rules are managed by the No.2 Refinery Dept. For the unfinished matters, please refer
to the company's professional management systems AZi It kil 50 OEH, RRHAES

FE 2 ] 25 M A PR R S IAT

7.2 The preparation and approval of the version of these rules are shown in Table 1. A4H i
A G AT RE AL DL AR 1

Table 1 Revision, preparation and approval of document

R SO G ) A0 B LB L
LuoXin Sun Jian Huai Sun Jian Huai
3 2022/12/31
ik FNEPR VPR
Version Issued Date Compiler Reviewer Approval
JRA WA H 3 EILIEN HIZA fEAEA
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