(‘ Hengyi Industries Sdn Bhd
wenev BRI (OL3E) HIRAF]

HYBN-T9-11-0036-2024-7

No.2 Refinery Dept. Leave and
Attendance Management Rules

Hem iR BS BaE g

Issued Date: July 2024 miHHEA: 2024 F£7 B



Issued by: Luo Xin

W Wl B K

Reviewer by: Yangfan/Yang Shihai/ A DiLiBuliBuli

o % il Bt PR - AR

Approved by: Sun Jian Huai

it e A J# R



Content

Version INformation AT B ....vviieeccececeeee e I
CONEENE H TR o eae s \Y
1 PUMPOSE H T ettt ettt ettt ss et se st se s enesens 4
2 Scope of application 3T FHTE]........c.cioiieeeeeeee e 4
3 Terms and Definitions ARIEFIIE M .cuvvvirieirieierisieisesiee et 4
4 Management Responsibilities FEFHEHN TT ........ccveviiiiiieiciceeeeee s 4
5 Management Content FFEE PIZE ....ooviiioiieice et 5
6 Inspection and SUPervision Wi S ..., 21
7 Supplementary RUIES BRI ........c.coieiieiieiccceeecee e 21



Hengyi Industries Sdn Bhd {E;&2320 (OC3E) ARA A

Q No.2 Refinery Dept. Leave and Attendance Management Rules
rm— R REEETERAN

Doc. No. HYBN-T9-11-0036-2024-7 Ver. No. 7 Page 4 of 22

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 HTAERRE, EAFMER TS, @AFZHFEHEHA, EIERN TR EKT
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 to the requirements of these rules, responsible for the daily leave management of
shift workers in the team. If team members want to take leave, they must first obtain the approval
of the team leader, and then the team leader can seek the approval of the deputy director in
charge before the person can formally submit the leave application. They must submit the
HYBN-0205 Live Application Process Leave Application Process at least 24 hours before
starting work. After the process approval is completed and archived, the person can take leave
according to the number of days of leave

IRIEAGHNER, DT PEHACPEA L N A B R B BN A EE R, R E RGN
B, e HIEKIE R ERKFEE G, 9FANA R IERIRE I, e LT E/ 24
/NI HRAZ (HYBN-0205-Leave Application Process /M HiE ALY, WMARH e IR 5, 2%
N AR R B,

4.2 Deputy Head of Department £\ F &S
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According to the requirements of these regulations, responsible for approving the leave
management of shift operators and professional technical personnel. Long term shift employees
in the fields of technology, safety, and comprehensive statistics must first obtain the consent of
the deputy department head in charge of the process when requesting leave. For long term shift
employees in the equipment field, they must first obtain the consent of the deputy department
head before submitting the HYBN-0205-Leave Application Process Leave Application Process.
After the process is approved and archived, the parties involved will take leave according to the
number of days of leave. If an employee of the Changbai shift takes a leave of more than 2 days,
they must obtain the approval of the deputy minister in charge before submitting an OA
application
RAEAANN ZEK, DT AP B B R N AT RE . T2, 248, a8ty
WHHKHBEA T, HREEERESE LZRKAER, B&TWHKBIERT, Hks a5k
R R F & 5, 243 A A 4252 (HYBN-0205-Leave Application Process 1#5/1 FH i i F4 ),
WMAESERH LIRS, S F NSRRI K AR TE R 2 KiY, FHSERRTKE
ANERC R S A RERRAE OA R
FENAHE A TEHYE (BSEERER 4:00 FHRE HENME) FIFFEEAES — RIEARK, ik
A5 70 U U SO, IR EAR (REA A RTEIEITEIR), JoF HiE OA WitkE: A R(ESH — K
AMIEHE R ZF—ANERE, TFREPEMTRZGE, 4R35 (HYBN-0205-Leave
Application Process i/ HiE iR ), FF Ui BITEERIER D “EAR”, ARG, M3 ANEERK
HARME

4.3 Integrative Statistician ZR& %t 5R

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.

T B BCE E H B Gt TR, IF B B AR N AT I Ol e FFEER A [m) 00 VAR e 5
HEE L.

4.4 Department Leader B[4S

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

AR A m) i B2 2K, 4 S D01 I I s B AR .

5 Management Content B3R

5.1 Days off and Holidays K 1& 5 HA

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.
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N A YRR TARE HONRE R EIIN. By B0 THRHEER RS s AN SN A%y
I B ) 57 30 A R E AT

5.1.2 Statutory Holiday 5 E TR 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.
ZAFE FE R T E TR ERE, RIEW A REEE T E (WE 1) W LY,
B EPENZS T INPEAME:, BIRIER), 4T RS R B R
Table 1 Statutory Holiday in Brunei
x1 CREERA

Number of holidays

No. 5 Festival 77 H O %

New Year JtH

Chinese New Year 7 JJi §i4F

Brunei Darussalam National Day 3 X

Isra, Mi,raj BHIMRHECTT HRATES

1st Day of Ramadhan # H

Nuzul Al-Quran 7] >= 2[4 4 H

Hari Raya Aidil Fitri 777575

OIN[O|O | W IN|=-
S W ==

Royal Brunei Armed Force Day 3§ 2 5 4 5

His Majesty The Sultan and Yang Di-Pertuan of Brunei
Darussalam Birthday C3E 75} HE it

©

10 Hari Raya Aidil Adha 3C3E 2447 1

11 1st Day of Muharam {7+ % JJj #4F 1

Prophet Muhammad(PBUH) Birthday Anniversary = A 2%

12 \
AR H

13 Christmas Day =& it 7 1

5.1.3 Annual Leave HEEIKRR

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.

AR IS RG, ATHRIE SRR, RIS AT AR AR . AR () 532 5 IR L
A 31 IR AR [7] F0) 35 P A< 38

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

A LEIGFERBHLZIAR AT, B 2 I 2 R, 55 7 F80 1 ReH, W& 2.
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Table 2 Post Ranks vs. Annual Leave

® 2 WRGRIAEARAEON IR

A%k EIRFR B TEEAR AR
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.

DU TR FEARAREOR B, 4= 8 01 AR A RS AR B AR H P R B e, s BN TR
TPENT RN, T H B0 RE 3, I — 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.

AT RV 1 AN H R AR, $24E 5 B A o 5 2 AR R R 2

5.1.3.5 If the annual leave is not used up due to work arrangements, the employees of the
cultural party shall apply to the department and the company before December 15th of each
year, and specify the reasons for retaining up to 5 days of annual leave and the estimated usage
time. After approval, the leave can be retained for up to 5 days until February of the following
year. The situation may change every year, and the specific situation shall be subject to the
opinions of the human resources department. Leave not taken before the required deadline by
the company will be automatically reset to zero.

YEEFARBRELERHRRARERTHN, XHTRIFAEGF 12 B 15 HRiEBII R A TR L H
B HERESRE S RERBRNRERMBULEANE, #HEEHTTREESL S XEXFE2A,
BEBEAUESELH, BRENARRANE, KREASERARITATHNEAKEHNEST
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.
SERBH LA I IESAEH, R 1-3 . 4-6 P, 7-10 i 53 T, FELRAE FH AR R Bk Ik
N5 KR 10 KR 15K, FIRARBERENA DT 1 K.

5.1.4 Unpaid Leave E1&

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.

5 Tl R SR e e, A RS T B, iEHEE, &I SRRk
AR, AFFEFR.

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

FEIIE], Frfi TN, BT ERRECh 21.75 K.

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

7
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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.
RTHEXREHRZE 12 AN, BirE R0 IREoEE 1 DMK, ARARS AR 5)
IR, 2 A TR PR A P AR R S R 7 R, 22w Rt e 5 e KAV 3 M .

5.1.5 Sick Leave &R

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..

ST 5 SRR, R ER2 14 RarF AR Ebow i CERHRED, B 14 RigHk
B B HZ 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).

RTARERN, =52 3N HaHabil (BARHIREL & 14 RAEMERHED.

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).

RTERR, B EAFEE ERITHMEA L ERE (=20 FHEIPPRRS T E B IE
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).
PNERHEMETE. HZE. BENMRMAT, FE2EHRRYN, REAIER (Z4%) FENR
RIERR. wIh~. B filiiE, RAEEFEHERA KRS, mESME. &I, BMIE
. MAOFIE. XTEE. RARRNHAGS A, KiE. REKRKEMBIERN, RARAFE
FERFR, ERBER-RAAFEE 14 X (BARHXRE), BERENRHEEXIERE,
RO ERFEMAERTERR.

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.

UCLAERE AR, FbRAE RLR 3, R TR Z Ik 6 N HAERBOHER, it 6 A H 1A= TG oL
bR57 s [ o

Table 3 Salary Standards for Hospitalized Employees
3 A TAE B bn
Cumulative time for hospital stay Salary standard
(- Saningle) I b i

Less than 3 months (inclusive)

0,
3AHLLA (B 100%
4th th
o 50%
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From 5th month 0%
EE5MHE

5.1.6 Maternity Leave =& 1&

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.

EEREEOTE MR PR, A TR E2AEF K.

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.

LR TAERNEERIER, BN ANFRE R AR R 106 K (ARHBERED, 7
BAE T IR J7 AT R, S AR . AR LR, R

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.

5 TRAEAFR, & (EIFIE) M2 (BAIE) 22084 2 R R P ERAARLE 7 1%
JEAMNHWHTE, ARG 54T H .

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

PR AP BRI T S K

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.
WR TN, A2 24 A, fmRabss; &g 24 Fr, =532 8 F/AN R CERH T RED,
/NP T S T K

5.1.7 Marriage and Compassionate Leave &%}

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.

LT 5 450500, TR 3 RIS . SR AESS IS S0 )5 3 N H WA, ReBkIE Il Z A K
17, SATHE R WHBIARNE . AR R BB T SE A, A TR IS R G .
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.
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B RE, ALTR T (RS TR, 772 FEESCEE BB BB, Al 3 Rk
; HHACEE vy b, SRILBMHIRIETIRS, ATk 2 R
5.1.7.3 Salaries will be paid as usual during the marriage and the compassionate leave.

USR], B IR

5.1.8 Home-Return Leave [E[E/{AK{R

5.1.8.1 The clause was revised to read“Chinese employees can enjoy one return leave every
six months, and a single return leave shall not exceed 20 days (natural calendar days, including
transfer leave, annual leave, legal holidays and public holidays), and the total return leave in the
holiday year shall not exceed 40 days (natural calendar days, Including transfer leave, annual
leave, statutory holidays and public holidays), any excess shall be treated as personal leave,
and the interval between two vacations shall be more than 5 months.”

HERTHFFIEZ 1 REEKRER, £REERRBRASED 20 X (BRABHRE, 218K,
FRER. ZEDBRENAMAE), KMBREERNRAEEREBREAET 40 X (BRBHRE, 218K,
FRR. FEDRBIAKE), BHPRERLE, ERFERARREERS MR L.
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.

EE: BERBRREEELAINEN, FLATIVMARTITES, ERPZEGRIHFERLE,
HRBRFREALER (Z4%) FROKKISHNERSERAAARIER.

[ [ AR S0, 4 szt St SRR 3

5.1.8.2is revised as follows: "Due to special reasons such as major maintenance and equipment
commencement, with the approval of the department, the vacation for returning to Brunei can
be postponed to the next year. If the vacation for returning to Brunei (including domestic work,
self funded vacation, sick leave, maternity leave) is delayed for more than one month, the
extended period of time in the subsequent months of the vacation quota for returning to Brunei
must also be postponed simultaneously."

RS S BT LEERR IR, S80I, [ EAR T IBE 2 —4; J B ERRELRE
Gk (BEERLE. BRAR. Bk &~R&R) &3 1 DA, EEHDEEERSEE AR
ME Rt FBE LI

5.1.8.3 The clause was revised to read "In addition to the requirements specified in the
company's home-return leave system (specifically subject to the annual notice issued by the HR
department), under normal circumstances, employees can use their leave quota up to one
month in advance. If the advanced quota exceeds one month, the employee must submit a
written application and obtain approval from the department before taking the vacation. For
special reasons, such as major family events or personal ilinesses, 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 does not meet the standard and he/she
resign, the home return leave quota and annual leave quota will be deducted. If there is any
concealment or failure to report, those who privately buy tickets to exchange for vacation and
return to China will be assessed according to the situation, and the number of vacation days will
be included in the annual total vacation quota.

10
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BRASHENEERRSEEENERS (REANSFEARLBHNBIAL), BEBLT, RIT
RA—MAEATENRNR, BE—NANDIAHBAARL BEPIFEFELETEHETTTAKIR,
FAFRRERE, NREZEARFHRNAFKRREUAR MR REE FELE SRS EIT M, TTHiE
RAFERABENRER, HE—MEBREEALENERLAFEBRY, $M1ZAKREERERIETRR
FRRIENR, MBERBAR, LEXERKREEKNRDN, BRER#TER, FBKREIEOTA
FEBRRIEIR
5.1.8.4 is revised to: The company provides each employee with a round-trip airfare and
transportation subsidy for returning home for vacation once every six months. The round-trip
airfare refers to the round-trip flight between Brunei Airport and domestic airports, which is
booked by the General Manager's Office on behalf of the employee. The standard route is Brunei
Xiaoshan. Any differences caused by personal reasons that cannot be booked or changed in a
timely manner will be borne by the employee. If there are any changes to the standard route in
the future, the company will notify them separately. The total return to China within the natural
calendar year will be covered by the employee If the leave does not exceed 40 days (natural
calendar days, including compensatory leave, annual leave, statutory holidays, and public
holidays), employees can return to China in multiple installments. The company provides
employees with two round-trip airfare quotas within a year, and the portion of the airfare that
exceeds the quota will be self funded.
O ) R 5 TR AR A — R [ AR BT 5 A 3R L2 A [ S Ak o AR AL SRR SR L
EE NN R, RS PABAONTE, RAEL ORI, A N R BIAGE B 1T
SRR A AR ZE Sy, A T A, R MEZEE AR, AR NATEA. BRBHE
ERREEKEABY 40 X (BABBRXRE, 8K, KR, FEDRBFAMKE) BEL
UM ZREE, REART—FREHFREEVNTER, BERXERENINER 2%
B#.
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.
(3] XA AR LB B 5 g T AE R AR IR S0, 7 = AT AN : —2%: 300 Ju, —Z%: 800
TG =4 1200 76 (MK 4), AFEES A 12 A WHLE T8 PR SEEFT1EH 1) 2 IR
TN LA A TARECAR,  RAS 3 TSR TR A B
Table 4 Standards for Transportation Allowance of Going Home
4 B FIEANERHE
Classification 432% Specific provinces E&%4 17
Zhejiang, Shanghai, Jiangsu, Anhui, Fujian, Jiangxi
WL, Big. VLIR. 2L M. Lo

Beijing, Tianjin, Hebei, Shandong, Shanxi, Henan, Hubei,

Hunan, Guangdong, Guangxi, Guizhou, Chongging,
Level 2 —%k Shaanxi, Liaoning
Jemts REE WAL ZR. WLvE. W, Wb WIEL T

AR TR BN ER. PRVE. LT

Level 1 —%

11
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Jilin, Heilongjian, Inner Mongolia, Ningxia, Xinjiang, Tibet,
Gansu, Sichuan, Yunnan, Hainan, Qinghai

AR BT, NS TE. OHEE. vOmE. HR. D)1,

= . T

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.

RS ARERRR, 2K m i, "THREERLEE R ASE %, drdidz LR RUE BT, (KT HE

AR 42 SE B AN RN o

5.1.8.7 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 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.

WMETERE, HSFARERNRIERERERTN, TJHRIAAREHIE, THRE ((PREC

BERE. F%) FERE (—AH—KIEHR) . REH (8, WMBIOMREEERN, ASTHhEIM

E, BARAIEE. IFETRIBERREGNREBR: #ABATIAE.

Level 2 =%

5.1.8.8 The clause was revised to read "Employees, without affecting their work, after approval
by the department and the company, in addition to the return leave arranged by the company,
they can use the paid leave they have in the current year to appropriately increase the number
of vacations, up to 2 times, and bear all expenses by himself (keep the total number of vacation
days in the year does not exceed 40 days).”

RIGEAZWIERIR T, £807. A8#tER, BRASRANEEAKEKRS, JHHBECHER
BEHNTHRELSBIMARBRRE, &ZTEN 2 X, mAEHAEHE (REFEBRBRREAE
i 40 X).

5.1.9 Journey Leave 218

5.1.9 The clause was revised to read: “Employees with Chinese nationalities are granted with
journey leave as per classifications when having marriage or bereavement leave/ maternity
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, Employees who return to their home country and resign with leave quota will
only be able to use half of their journey leave. ”

FEERTERR/EER (FEEN). BEAR (—FRX), RERNSE A (RE) FE
WEEEHBMEXIER, RS THER —R FR1X, 2% FR2X, 34 FR3IX,
ERBRAEREHERNAT, RuUEA—FEER.

5.2 Leave Approval Principle i& 8= /& M|

12
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5.2.1 Leave Application Requirement i5{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.

WRE T RALRT, IR S LR A =, R0 12 i $HEsE (HYBN-0205-Leave
Application Process /R HIERAEY, VAR S 77 AR

5.2.1.2 The clause was revised to read “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. At present,
employees below the Deputy Head of Department level need to apply for leave to the
department first, specifying the time and method leave usage, and can take leave after approval.
However, there is no need to apply for OA process of returning home for leave.

He s E R T EEKERRIRR 15 Xz (HYBN-0205-Leave Application Process /(A {15
MIE) MASIRERIE, FEBEXTSHAERTIRER (AMREFKENTRIHERE TR
HARREBE, ARANEREEEKERT, @MERTIRE, EXFRIFEEAKER OARE) .
5.2.1.3 In case of an emergency illness and the employee cannot apply the OA in advance, the
employee should first inform their superior leaders. After the emergency leave is used, the
employee must go through the leave formalities, and attach the medical certificate. If the
employee cannot submit the medical certificate, other types of leave will be deducted according
to the following order: annual leave, in-lieu, unpaid leave.

WA S, AR IPEFRTLEN, NS ERST, FEPEAMETE, FEM BRIy,
INTCVEIR SR BGE ], MR IRIZEAR AR R, SFRAL 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.

MARSE, FREFAEDIEFRFTEN, NEAKGRIFEMABR FEHMEMRTFLE E2
R 1 FARVFEIL 5K, FUtAeERNELA FHR, NIRRT ESRT 4L

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.

TIEHEH, NMRANENMEIERFEIEE B RAN, SURHEIRE LY, =y T,
RTFRPESSIEEEDN, Ky TLIE,

5.2.1.6 During their stay in Brunei, Chinese employees who need to travel to regions or
countries outside Brunei must report to their department leaders in advance and obtain their
consent.

FESCRIANE], W7 0 T ANFR AT SO LA M X B 5K, e i A 1m) 1) iR IR 31 [F) =
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.
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PEAHAE B N NN RRIR T 80%, PREEZREE 222,

5.2.1.8 Key personnel in the same position, as well as the team leader, deputy team leader, and
internal chief operator, are not allowed to take leave at the same time. During the leave period,
personnel with the same qualifications must replace them; The total number of Chinese
employees on duty per shift is limited to a minimum of 8 for the cracking gas separation device,
and a minimum of 6 for the coal diesel hydrogenation device

FARE AL R B LN 2 DARIEAG . BB, N T4 AN AT [R5 e, 1 B3 1) 106 250 [R) i Ao B3 5 1)
N AAES s BRIEAE B 5 R TR ANBOINER U 4 B (IR BERR 8 N, RSN U B /IR IR 6 N\
5.2.1.9 All employees shall submit OA application for leave (excluding return leave) in time. If
they fail to submit OA (excluding resubmission) more than 3 times in one year, a warning letter
will be issued; if personal leave exceeds 5 shifts within a year, a warning letter will be issued; if
emergency leave exceeds 5 times a year, a warning letter will be issued.

FrERTER (FEEERXRR) HIFERAREZ OA B, —FRNIERAIRR OA (FE8H%) &
3R, BTR—REEE FHR-FENEI S NIPR, B TR—REEE ERBER—FEBY
5K, BTR—REESE.

5.2.2.0 For interns who have not officially entered the company, during the internship period,
the regulations on the management of leave attendance shall be subject to the notice issued by
human resources every year. Before leaving the post, the company shall first obtain the consent
of the superior leader, explain the reason for leave by email 12 hours in advance, attach relevant
certificates, and send to the attendance officer of the department and copy to the shift class
monitor and department leader. If it is not implemented as required, the corresponding shift
group will be assessed in accordance with the Performance Assessment Rules of the Second
Refining Department.

XHAARERNRNEIE, LI E, BREGEENEUEFEARLXTNBAAE, BRS
FRAB, FEEMTSLENSEER, 128 12 /B IR R BIEERIE E I _E M85
FEREZMIEFGRIFDEAPFIKERIINS, REERNTH, BER (FRh-BRERZ
AN 2B A

5.2.2.1 If he/she leaves his/her post due to emergency or emergency illness during the working
period and cannot apply for leave formalities in advance, he/she shall inform his/her superior
first and apply for make-up leave formalities afterwards with relevant certificates attached; Shift
employees, on duty for less than 4 hours, 1.5 days shall be counted as leave, more than 4 hours
shall be counted as 1.0 days, long shift employees, on duty period shall be counted as 1 day.
e LRI 2. SR E K, ARES A EIE RN, NS EgAS, 5 I EAME
T8, JFM EAHSGUER]: BIBER T, FERINEIZT 4 /NN, i RIZ 1.5 Rit, KT 4 /N,
1.0 Rit, KAMRTL, 7ERBIRERS% 1 Kt

5.2.2 Leave Application Procedure 1512
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5.2.2.1 Shift Operator ZHE{EA A 5

HOD or Deputy
HOD approve

Consecutive
leave> 2 days
R >2 R

Request for leave

EE YN G

Shift supervisor approve

KB T 2R K
A& A

YER A

A4

Apply and submit the OA
application as required

> ASIEREE OA LI
R A T

v
Archived
i

Take leave according to
the number of days
applied
EEYNIATIEPN IS

Shift records the leave status
on the "No.2 Refinery Dept.
Leave Approval Form"
PEAHAE i B R F it
Y o, il aE s

Note: The number of days of leave is calculated based on the actual working hours
e EBRRE HESEER N H B TAER KT
5.2.2.2 Office Hours Staff # ¥t T

Request for leave

EE N/

4

Supervisor approve
FE VR =

A

Apply and submit the OA
application as required
B NHZEORAE OA IR
BIFRIIE R IE
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Archived
TR AR

Take leave according to the
number of days applied

EEPNIALI TS LN

5.3 Overtime Work fin¥t
5.3.1 Approval and management of overtime work SN BERY et K B8

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, A RS A TEN TAE. &ETIRSE S R T TESE, b ABERINYE, 6]
GNP ) FEORAE 2 TARE . B AR ZNPERy, A THRTISEAT, oIk 3 b A7 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
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.

ALINPE R RN 2, BRECBEME L N B AR R AE AR B H BB P, HoRnBEEY 75 4% (HYBN-
0204-Overtime Application Process-II¥E H1iEFAE) WJe/p G, FHPREGEER . ST
2 FE R, NAER H AR H AR, 5 ARAE 2 H N HAE 8, R (Rl — 5 Su8es 4
RN, INPEJG RS SEBRANBE B HEAT BN, IR A BB TAE R sk e . oIl TAE N
B HE AR SR AE I PEAE 5

5.3.1.3 is revised as follows: "For shift operators, the deputy shift on the rest day according to
the schedule (specific deputy shift time shall be subject to departmental notice) must sign the"
Deputy Shift Attendance Sign in Form "on the day of each month's deputy shift before it can be
counted as a change of leave."; Employees who work overtime and require approval from
department leaders can enjoy compensatory leave due to overtime (excluding statutory leave
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for shift workers and overtime pay)

BIHEW A RITHEERENR SR LEIEE (BARZIREMETRMAE), FESAREX
ERIEEELR R LAANEFEAINTARK, ATRTHEFTELRITASEHREING, A
ZZEMPET =LK (FEEA RVEE R EPEABUINIE THEBRIM).

5.3.2 Overtime Work and Leave In Lieu jin¥in S a4k

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.

INFENN AT B, N 1N IR INEE, 5 4 AN RS, 3 8 /N E 1 RitE
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.

AFEFHM T O F R T RERINPEE R, BRAF HHUE R AL R NP N 158D 1Rk
SE TR H HPEIA AR OB T H 48, Hom NSRRI s, KECHE N AR E H gt w7
22 AR [R5 I T R e

5.3.2.3 According to the company's human resources requirements, the on duty rest of
employees should be arranged and used within one week, and all of them should be reset to
zero for the current month. On duty personnel can be given 2 days off on weekends as the main
shift supervisor, while the deputy shift supervisor can be given the same number of days off
based on the actual working hours. On workdays, the main shift supervisor can be given 1 day
off. The department will arrange for duty personnel to rest reasonably based on the actual work
situation, and it is prohibited to pile up a large amount of off on duty

RFEABDARER, ERRTNERKRENE—BAARAFER, SAWES. HIEARRRE
AT 2 REAR, JERENME 1% SEhR TAER RS T A4 REUOHR, TIEH FES T 1 R,
EIRESR LEEA G EHERARNKE, EIFERRKEERK.

5.3.2.4 is revised to: All employees may receive compensatory leave due to overtime, deputy
shifts, and on duty each year, which may vary depending on the opinions of human resources.
Leave not taken before the required deadline by the company will be automatically reset to zero.
Compensatory leave can be used as leave for returning home. If there is a leave quota,
compensatory leave can be arranged within 40 natural calendar days of the total number of
returning home leave days per year. If there is more than 40 days or no leave quota,
compensatory leave will be arranged in Brunei depending on the situation "The following year's
Spring Festival will be cleared to zero in the same month."

ERRATEHFRMIE. BIZE. EHMZOERKR SEBERATESELL, BEAMNARELANE,
REASDERIRIAARTORPEENER) . PATBERERRER, BREIEN, £FE
SEEIERKRRXE 40 PERBHRBEATLAHRNK, B 40 RFLKREBEIERN, BEARAERE
SCRRHARE, REETHABE
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5.4 Miscellaneous HAt:

5.4.1 is revised as follows: "Those who participate in company public welfare activities or training
during statutory holidays, rest days, or other rest periods can be appropriately arranged for rest
on the next day or after the completion of the work. If they participate in on-the-job exams on
rest days, they will not be counted as rest. Training and learning will not be counted as overtime
(except for deputy shifts arranged by the company), such as DCS simulation training, and the
department can arrange rest on its own."

EEATRE RS H ECHARR B TR 2N A R A s G SL . BRI, AIER H B0 TS RS
B ZHRE, B H S EREE RN AT A AR BIZIRT AN (A SLHEIPIR
5b), Blgn DCS {hEIFZIIF, HITARTBITRHRE.

5.4.2 Employees can have their rest during business trip in case of statutory holidays and days
off.
TR Mz, @3S TR AMRE R, WTEATZHHRE .

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.

P TAEYRAE AN ARG Y22 SR TP £, IR B A R FA TR, AT NPT

5.5 Attendance Management £ #)&18

5.5.1 The clause was revised to read "Employees shall clock-in at the C8 gate on time, and the
clock-in time shall be subject to the C8 gate clock time and shall not leave early or be late; The
team attendance shall be responsible by the monitor or vice monitor and shall not be done by
other personnel. The team attendance record shall be registered within a shift, and the team
and the person in charge of attendance shall be assessed according to the "Rules for the
Performance Assessment of the Second Oil Refining Department” for those who practice fraud
or make more mistakes in attendance. Attendance staff at all levels should fill in the attendance
form in a timely and accurate manner according to the attendance symbols stipulated by the
company, pay attention to the writing neatly, no modification, and fill in the type of leave in strict
accordance with the leave application process submitted by the employee, and be signed by
the form-filler and the monitor at the end of the month. Keep the leave record form, sick leave
diagnosis (certificate) and attendance form, and submit it to the general statistician at the end
of the month. The attendance form will take the form of random checks, and the corresponding
assessment will be issued according to the quality of the attendance form.

AT NAZINFE C8 KRITHTREH), FT-RISFAILL C8 KITHT-RALKF A yHE, A EIR. IBF|; PEA
F K EEIPEK A T, A A AU, SR BB R TR NN SRS, XHE
155 B FEAE R R L HORHZ IR O — iS5 1240 ) BRI LB E st N, #9055
) A NAZIR AR R B IR S, R WEREEE R, TERE L, AnaiR, iE
A A 4% O LIRSS E IR E AR IS, H R R AR 0N . REIFE R
. RRZETTS GERD B8, JHEH RZGEE ST R B ERERIA E M E R E L,
MR % ) RIS B B AR %
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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 ARAZ N E AR 8] B34 b A7 AR AT B IF RALIK, MOMIREIFGR, B3, R —/r, H
AR FN EFIFIRAFHAER), PN T — R SEFE 5T NNAE 1 RN ) 5 i — e AR
THOL, ZRE G RAE 1 RN FIN 5

5.5.3 If an employee takes 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.

A R TR SR 7 R, S5 8 55T AR ) B i — R BRI, ZRE
Gt o LR B I A B A 0 N 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.

FRFEE T I NNLESR P57 R TR B A, TR RIS RGO, Giit 5 TS S
0 B BOA BN FLE B R, DS IS 1 B e — R A IR O, MR A w1 LA
Tt Y A R A

5.6. Resignation Management ZHR&EIE
5.6.1 Employee resignation order Management BEREfFEIE

5.6.1.1 Chinese personnel who intend to resign must submit their resignation application at least

30 days in advance before leaving Brunei. Those who fail to comply with the requirements will

be assessed accordingly in accordance with the Performance Evaluation Rules of the Second

Refinery Department

A B HR R R ) o7 N B TR AE BT SOKHT 2 /05T 30 RIRSSHERHIE, RIZERPATE, Kt
it —FBGAEAZ AN ) AN A o

5.6.1.2 Any person who submits to leave after returning to China for extended leave will be

regarded as absenteeism, and the company will assess the department and terminate the labor

contract according to the violation of discipline.

Xof T+ [0 [ PARAR A 9 5 ARt B R ) — AT L, A RPR B RZER T 00 2 3 A 4% S 20 il PR 557 30

AR

5.6.1.3 is revised as follows: "The resignation report must be signed by the employee
themselves and specify the resignation date. The resignation handover procedures must be
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completed and submitted to HR within two weeks of the resignation deadline. If the handover
procedures are not completed in a timely manner, the company will be included in the
assessment, and the department will assess the corresponding teams and individuals. The
company's assessment of the department will be doubled to the device.".

"Those who use their vacation quota for returning to China in advance (including combined
vacation) and submit their resignation will have their vacation quota deducted. The number of
vacation days will be considered as personal leave and personal airfare expenses will be borne."
BRI 6 0 1 AR NS I TR B R 3, B RS R T4 T A6 S MR H I J& A 703 58
BRI BN, R IPBEZ T L0, Ar It ANFEL, BT E AN N, AF
XRI TR  BI B 23 E

REMEADENRGE (26K R) FRUERN, BNERERGE, KMRXEAESR B
BEAENANESEA-

5.6.2 Management of employee attendance and approval BH A\ REH 4 # Chinese
employees with leave quota shall submit the resignation report 30 days in advance based on
the end date of the three-week leave at the latest, and the resignation date shall be the 30th day
after the submission of the resignation report. The maximum vacation can only be 3 weeks,
which can be taken in Brunei or other countries (except China, other countries shall pay their
own expenses), and the exceeding three weeks shall be treated as personal leave;

For resigning Chinese employees without leave quotas, the employees on probation should
submit the resignation report one week in advance at the latest on the day when they do not
work, and the resignation date should be one week later (the resignation handover procedures
can be handled by the agency or by themselves, and the department does not force
arrangements), and the remaining leave should be taken before leaving the company; The staff
who have been transferred to the company without quota should submit the resignation report
at least 30 days in advance based on the day when they do not go to work at the latest, take the
remaining paid leave (up to three weeks), and do not go to work is personal leave;

XA RABREE R 77 R L, #F B D= ARG OIS R 2R, SRR AT =+ R IR B BRI
B WO IR A IR S 5 IS8 =R, AR R TR 3 i, TR SOR A [ AR (B
E Ak, HAREKFERD, =R,

X T BRI T R L, BB VA BRI O dE, A A R AT — AR AT B Rk s, BN
HEPA— G (BIRSS BT E AR N B, RTINS 2D, BIRAT R e R Rk, O
IETHENG, BBUA EPEREME, FRRATED =PRI EIRR Y, KRR R HR (K
Z =D, A RPN HAE:

5.6.2.2 If the second leave quota is not reached, the leave cannot be combined and resigned
ARIBEE AR, ANBe A IR IR

5.6.2.3 After an employee resigns, they should take the remaining paid leave of the year before
leaving Brunei. Otherwise, it will be considered as voluntarily giving up and automatically reset
to zero.

WIS, FERITSORFT AR 58 HAERIR BB B, SR E3h8 3. HEhiE%E.
5.6.2.4Employees of the Company shall write down the resignation application 30 days in
advance, and can only go through the handover procedures after obtaining the approval of the
department and the company. Before leaving the company, they shall use up the remaining
leave and annual leave obtained from actual attendance.

7 R LR RRET 30 RE M EEREIE, K1, AnHHEE T ] S IR T AR, BT R A
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FH 56 Bl 8 AR RN S B 30 i B A I SRR AR

6 Inspection and Supervision 88 5%

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.

FRFETN RSB A AT & PN GO B BRI HAT B, 0 RAZESRPATHIN 5
F R IV B B0 B A% 2 38 FU A RN R 5T E

The department leader has the final right to interpret these rules.
F D403 B 0 A ) BAT B AR o

7 Supplementary Rules iRl

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.

AN A AR AR, KRR E B S A ) H R B A AT

7.2 The preparation and approval of the version of these rules are shown in Table 1. A4

A Gt ) R R AR O LR 1

Table 1 Revision, preparation and approval of document

R SUPFRRA G ) A B A O

Yang Fan. Yang
Shi Hai. ADili
LuoXin Sun Jian Huai
7 2024//7/9 9 i BuliBuli b
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JRA WA H 3 EILIEN HRZA HAEA
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