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Human Resources Position Inspection Briefing
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The Human Resources Department conducted a job inspection focused
on visa-related matters. Several departments were randomly chosen,
including the Instrument Control Department, No. 4 Refinery Department, Port
and Storage Department, and Power Department. During this inspection, new
staff applications and existing staff visa related work tasks and liaison between

departments have been conducted.

Overall, departments have basic understanding on the current guidelines

of the visa application process flow. However, some issues were identified as:
1. New Staff Application and Other Issue

During the inspection, it was found that all departments generally
understood the visa application process for new employees, but experienced

issues while filling in the application materials:

e Not aware that the "local employee succession" item no longer needed
to be filled in. Instead, the "local employee competency tracking” form
is now required to be submitted.

e Lack of understanding whereas departments did not include internship

years for new employees with less than 5 years of working experience.
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2.

Lack of understanding on the requirement for English certificates shall
be inclusive of English transcripts of the highest academic
qualifications or internationally recognized English certificates, such
as CET-4/6, IELTS, TOEFL, etc.

Physical examination medical report of newcomers was found to be
incomplete such as missing of X-ray report, X-ray films and Chinese
physical examination reports. Thus, lead to delays in medical
arrangement and high medical examination costs. During the
inspection has since been highlighted that any additional fees incurred

due to this issue will be borne by the individual.

Existing staff employment pass and Brunei identification card
iIssues
Employees were unaware of their visa expiration dates and led to
issues such as delayed visa renewals, affecting employees’ vacation
return to the home country and causing other related problems.
Departments did not remind employees to submit their passports on
time, resulting in delays in the renewal process. Additionally, some
departments failed to submit expired green cards promptly, leading to
further delays in renewal and incurring penalty.
Departments were unfamiliar with the visa cancellation procedures and
did not submit the passports of resigned employees on time, causing

delays in processing work visa cancellation procedures.
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3. Other Existing Issues

e There is a need to enhance understanding of the recently revised "
Regulations of Employee Visa Management" as it was noticed that
department administrators have lacked clarity on the newly revised visa
management regulations, resulting in challenges providing guidance
on visa-related matters for employees.

e Frequent turnover among visa processing staff, leading to inadequate
handover of responsibilities and unfamiliarity with departmental
operations by new staff. All departments are reminded to ensure

thorough handovers between outgoing and incoming personnel.

In light of the issues identified during the inspection, it is recommended
that all departments enhance their understanding of the visa system,
familiarize themselves with visa procedures, and promptly communicate with
the Human Resources Department's visa team when encountering
challenges. Additionally, departments should actively monitor the visa
progress for new employees and facilitate their onboarding process
effectively. The Human Resources Department will intensify and broaden its
inspections to ensure ongoing improvements in visa-related operations

across all departments.
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