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1. Purpose H)

In order to standardize the training of employees, No.2 Refinery Department has formulated the
training management rules according to the company’s “HYBN-T3-02-0006-2020-2 Staff
Training Management Regulations”.

DR R THRAITAE, #RHEAF (HYBN-T3-02-0006-2020-2 7t T35 I M E ), gtk Itile
yosliimtiiscal[RE s VIR

2. Scope of Application i& i H
These rules and regulations are applicable to all official employees of No.2 Refinery Department
and the graduates of colleges and secondary technical schools who join the department for

internship.

A BN 3 FH e 3 4 A D 3% TEANEE ] 5 ST (KK R Bl A

3. Definitions & X

3.1 Theoretical knowledge: refers to the basic theoretical knowledge, some professional
knowledge, post safety skills, rules and regulations and other basic knowledge that each post
needs to master.

IR FEAS b A A 7 S AR BRI AR . T AIR . AL R R B A
FiR

3.2 Operative skills: refers to the skills to be mastered for independent operations, including
process operation skills, equipment operation skills, safe operation supervision skKills,
emergency treatment methods that are necessary for safe operation, and work procedures.
igr: B E AR M IR TR RRE . SO R RE . RPN B R Rk
DR SR BTV R TR -
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4. Management Content HEE &

4.1. Management Responsibilities Z i 57

Training Coordinator: the training coordinator of the department is responsible to attend the
company’s training-related meetings, coordinate with Human Resources Department, and
convey and transform the training requirements of the company. Also, to track the training
progress and the needs of employees, to organize team members to sign the mentor-apprentice
agreements, to prepare the annual training plan for the department, to establish training logs of
employees, to assist engineers in formulating training plans of employees, to carry out
acceptance check and assessments, and to maintain training files.

BN TR EIE TRM AT S ARSI R, 5 AR TN, (£ik)F44L
AFFEINER; F4R R TSI TR, AP AT AE AT g5 R
R, S TR Bk TRRMEEAT N IR RH0E . RICEZ . BrlR = 4Ed
Specialty Engineers: establish training plans for corresponding specialty, carry out evaluations
and acceptance checks, fill in the evaluations in the employee training logs, and regularly
compile the acceptance results to the training coordinator.

T TAREN: AL AR IITER], AT L5 PRI, X 53 TR IS 5 rp b 25 AR L 3t 47 35
5, I a RIS BRI TR AL

Team Training Leader: in general, the deputy shift leader of each shift team is appointed as the
head of team training, otherwise will be appointed by the department under special
circumstances. The deputy shift leader is responsible for the training of the shift members,
directly led by the department and each specialty, and has the right to issue and use the team
training fund for the month. The deputy shift leader is fully responsible for the training of the shift
members, and records the actual working condition of the individuals in the training logs, and
evaluates the training effect and competency of the individuals.

PRI TT N BHEH N B2 R PERAE DBEH BN AT, RRRIG O T BB 16 e, &I
KATTHLAN R, 2T BT, 14 2 F BB I3 5 00 A BRI F AL o
R PEAC A 7 DT E S B TR, JRAERS IR S bl sk G B U] SEfn TARTE &L, PRAl S TREI
T O
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4.2. Training Method 35I| 5%

All new employees and interns are required to receive a 2-day departmental training after the
completion of the company training, and then enter respective shift team for modular training
(modular training for school recruited employees lasts for 12 months, and that for social recruited
employees lasts for 6 months). After the Chinese social-recruited employees have joined the
company for 6 months, or after local employees have joined the company for 1 year, the
company will organize the 15t stage post-qualification exam (written test + on-site practical test).
Field Operator ranking can be obtained only after employees pass the modular training and the
1st stage post-qualification exam. For employees that are still not competent as an operator after
the modular training is completed, will enter the competency training stage. For employees who
have obtained the Field Operator post may be arranged to study for panel operations, and
participate the 2" stage post-qualification exam (OTS + panel practical test) and the
competency exam for Panel Operator post. Panel Operator ranking can be obtained after
passing both the exams.

A F IR R TAISES] AT, SERARIRRING, TR ENT] 2 R ERTIEN, B4R 5t
NP R4 5 AR DI 9 12 D H, 48 RO 6 S H D I #fi B
TTNERH 6 AN H 3007 LRI 1 4F, A RSN — BB B K F W CER+ I N 2% 15D .
A TREHAL RIS — B B BB ikl 5, 77 Al 3RS IE AP R R AL . A B BRI S5 TR,
EATH IR A 2 G b AP B3 T, DUHE N T 5B B o SRASFAME DI ALY 51 T, ARG S 22 HEN
Beop SR AR B LB IR (OTS+H N 210D M AR RALT %1k, 25 Jim 75 ml 3k

AR AL
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After obtaining official operator post, employees can voluntarily participate in the “continuing
education” training and self-study according to their own pace. After passing the training and
assessment, if there is a vacant at a higher rank, the individual may replace in turn and promote
to a higher rank.

AL IEXER O G, R4 8150, AESSHSHERI, A1, BEZEdE,

A RN Bk, ATRIRAML, T S R

4.2.1. Departmental Training 81351l

New employees and interns shall receive departmental training upon completion of company-
level education/training. The departmental training lasts for 2 days. Department management
personnel will explain on the department overview, management regulations and department
culture etc., and HSE engineer will conduct safety training before employees first enter the units.
After the completion of departmental training, HSE professions will organize a training
assessment (written test) for the new employees. Employees that pass the test will then be
assigned to operation shift team, and the shift leader will conduct the team safety training.

WA TEFEL LT, BRATRME G, S GIIEIIT 2 K, i EsA
YRR THESL . A BERE AR SO N, i HSE TARIMEAT R E AT 22 e85l &R 18I
FeJE, HSE TbAHLNIR THEAUIFER (i), S5 MR 2P, I gk
BEAT PR 2RI

4.2.2. Modular Training 535l

The department carries out on-site modular training for new employees. The training period of
school recruitment staff is 12 months, while the training period of social recruitment staff is 6
months. Employees can complete the modular training content in advance and apply for
acceptance check according to their own learning situation.

PRI ARAR T, i IF BB I RGH R TEINDY 12 DA, AR & TEI Y
6 M, TATBURYE B &2 2500, AT 5 R B Il N 2 0 F B B

The training takes the team as the main focus. The trainees sign the mentor-apprentice
agreement with the designated personnel of the department, and carry out the daily operation

skills and theoretical knowledge training for the new employees and local employees according

Hengyi Industries Sdn Bhd  fEi& Ik (X3) HFRA Page 5 of 20



No.2 Refinery Dept. Employee Training Management Rules HYBN-T9-11-0009-2025

to the modular training plan of the department. The detailed training content can be found in the
Modular Training Plan for No.2 Refinery Department Employees (2025 Edition). Trainees should
timely complete the learning content of the month and hand in the work assigned by the engineer
on time, and combine it with daily operation, and learn the theoretical knowledge and operative
skills. Every month, the paired mentor will first complete the acceptance test of the apprentice.
Those who pass the test (Chinese employees 280 points, local employees =270 points) will then
be tested by specialty engineers. From the end of the month to the beginning of the following
month, engineers of each specialty shall conduct monthly training acceptance check in the form
of written test or simulated operation. The training coordinator shall compile the acceptance
results of process, equipment and HSE specialty; if the assessment result is unsatisfactory, the
team shall continue with the current training stage and halt any new content training until a
passing score is achieved.

FIN LA N TR, A0 5 ETHRE N R IGER L, ARG T AR BAL RS DI TR, X AR
T ANASH 7 TR R H B R RE A B KR A B o ELIRE I P 25 LI 358 B3 AR 5511
THRI (2025 il . 57 BN I SE Rk H 52 2] AR IR A TREIMAT B ARk, RS H 1k
PERGS &, NS ST RN 2 R . B 8 50 e G000 I8 58 BNt A 28 B B e 5 i Al IG5 i
() Ch77 T 80 73 VA by AHLGE T 70 43U B FHASLE TREITHIE L. &L TRINE
2 H R ZE K H HIEAT H FEESIGN 3o 2O8 B BB D84k, S5 TR R T2, Be% A HSE
AN R GTHATIC S, BRSNS A% B el PR Sk ST e AT OB AL B N 2, e
WA EEE .

After the completion of the modular training, the department will determine whether the
employees are qualified according to the previous training and acceptance results of each
specialty and the independent operation ability evaluation results of the team. If they are not
qualified, they need to move on to the “competency training” stage.

BB SE AT, EB TR 25 b py DR B85 I B S 15 B AN BIEAL 0 53 TR S ST 4V E e 1 vPA 45 R,
FIE A TREBACER NI WOR 54, B, TR

The employees who participate in the modular training directly accept the training arrangement
of the deputy monitor. The deputy monitor carries out all-round training, with the modular training

plan and independent operation as the goal. If the deputy shift leader is in CCR, he/she may
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switch with the shift leader to site according to the requirements of the modular training content.
When the deputy shift leader is on leave, the shift leader will take over the training work. If the
deputy shift leader is not able to carry out the training responsibilities due to objective reasons,
the department will appoint an individual to ensure the implementation of on-site training.
ZEBYNEIN R T, EREERIPEREE 21 BIPEC DUSSA R IR RIS ST b 2 4F
N EBR, MIERIT TR BIPEHCE R, RIS RR, SPEREHREIY;
B PEAABIYIIA), R B N LA AR BEOA R R ], ARG ABAER I AR %A, )
HETIEE T N, W R I 55 1E 5 L0

4.2.3. Competency Training Tl x5l

Participants in the competency training are employees who have completed the modular training
program but are unable to work independently. Based on the skill requirements of Field Operator
2 in the "List of Operating Skills for Kerosene and Diesel Hydrogenation Unit" and "List of
Operating Skills for Hydrocracking Unit & LPG Fractionation Unit", employees continue to self-
learn and exercise their independent operation ability in combination with daily operations.

Z 5RO GOy 7e P RIG, EXTREMAITRR K G2 T TR (R S ina s
BB ERRETE ) A (AR B B D L E S BETE 5 rhAhRI R 2 PRI REER Y H r,
REEZ B BITHRIEAT B3R 2], JFgha B eE, 8%k S ML EERE ).

At the end of each quarter of the year, the process and equipment professions will conduct an
acceptance check for the employees participating in the competency training. The acceptance
results of each specialty will be converted at a ratio of 60% and 40%, and the overall passing
score is 70 points. After the employees pass this acceptance check, they will end the
competency training and officially promoted to “operator 2”.

T2 W& Z 5T 5 L7 — kI, &2 Eeiios il 60%. 40%HH)
ECBIBEAT IS, STk E) 70 70 Eks . Tl AR UEIG U S, B a5 I TR, IR IR
NGB 2 KA.

Employees shall take the competency exam every quarter of the year. After one year of
competency training, if the employee still fails to pass the acceptance check, starting from the
first acceptance check of the following year, the department will give a warning letter for each

failure and report it to the Human Resources Department. The employee is required to provide
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an explanation if he/she is unable to participate in the quarterly exam; however, only 2
withdrawals from the exam are allowed for each year.

RTAEL P — TG, AR TcsaEd e, MIMNEE — 4R 58 — RSO 4R, 2R
SRR, B IRAER, BT S T— k&S E IR LIRSS, 5 R Tl oi%
ZH5RELEER, FRAARDEY, E8FEABED 2 KFE%.

The training coordinator is responsible for the archiving of competency examination papers and
scoresheets.

B TR0 B T2 R o2 VR 17

4.2.4. Post-rotation Training % X551l

Field operators that are capable of independent operations and show excellent performance can
be arranged by the shift leader to learn the control operations of main operator in CCR according
to the situation of the shift team. The deputy and main operators that are capable of independent
operations of a unit or section can rotate to another unit or section according to the work
arrangement in the shift team. These trainees first learn the various management regulations of
control operations and the three major disciplines of the central control room, and pass the
“Panel Operators Theoretical & Practical Knowledge Assessment” test (test score greater than
90 points) and the Post-rotation OTS exam (test score greater than 80 points), and then learn
the operations of the unit. Employees will undergo modular training for central control operations
based on job requirements, modular training for school recruited employees shall last for 12
months, and that for social recruited employees shall last for 6 months. Main field operators
must undergo the rotation training, and apply to the engineers of corresponding specialty for the
“Main Operator Competency Exam” according to his/her learning progress.

HAIMSL TR G AT HARBE A 15, Al T RARIE ST AL S DL, ZHRE A2 5e 3] B 4dRaE, B
ST ARAE P B B TR R B, ATARIRBIA TR 228, #EAT HAf ke B B o 48 1
ol FOE G PR R BRI E EAE . R EE (R ERE NN IRE 1) T (5
WEGTRT 90 70) RERGEHE R GFRlMEiRT 80 70) Ja, FHATHREREY]. RATRE
i SR R A AL B, B 5 TRy 12 S H, AR R TEIy 6 MH . AhE#E AR
WA R BRI, JRARAE B B2 B, L TR S (FR b ALae k) Hik.

According to the main operator skills evaluation, the evaluation results of engineers and the
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competency evaluation as a main operator submitted by the shift team, the department
comprehensively inspects the individual's competency as a main operator, and takes this as the
condition for the promotion of operator to main operator. After passing the assessment, the
operator can perform independent operations and be promoted first when there is a vacant. If
the main field operator fails to pass the assessment, he/she will be demoted to operator.
FOTTARSE E R RE M L R IT 2 1P 25 SR AN 2 52 1 AR ML T R e I 1P AL, SR BB %L
H BB AT EE S, JEAAE RS T 8, PPAE G, W HEAT B SL T R I S 3k
FRALEANGI RS, AN FARACSE L BRI AR R B

The daily rotation training mechanism is practiced within the shift team, where the main field
operators and field operators 1 & 2 will participate in the central control operation, so as to
ensure that in each shift team, the number of operators capable of CCR operations in the
Hydrogenation Unit central control room is not less than 3 people, and not less than 4 people
for Hydrocracking Unit.

PEH W ETE R H H RN, Ah T8, ShEIERIE N b5 5 ) B AE, wira N PEd S, Ak
FERGIRENBONEADT 3N, MEADST 4 AN,

Shift leaders should be capable of both panel and field operating skills, be familiar with the
department's management systems and operating procedures, and pass the “Shift Leaders Post
Competency” test (with a score of greater than 80 points).

PEAC R [FI Iy EL A ) T4 FI AP T BRI ERERE . RAGKER T & 008 L BE AR AR /7, JRiEd (PEdl
KRALAESD) WX (RESTR T 80 73).

4.2.5. OTS Training OTS EHE

Simulation system learning is conducted on new employees and employees undergoing
rotational training. Employees in Kerosene & Diesel Hydrogenation Unit practice on the
simulation system of “Liquid-phase Diesel Hydrogenation Unit’, while employees in the
Hydrocracking Unit and LPG Fractionation Unit practice on the simulation system of
“Hydrocracking Unit”.

BEXSHT R LA B R LI RRATE RG>, B SN B A A S GRAHSEM NS R D)
THRRGIATHS; MRADPRERMARY ONERNEE) THRAGHITH.

Employees practice self-learning on OTS trainings. Trainees who are at the stage of Modular
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Training are required to log in for OTS practice every month. The Training Coordinator will check
on the practice and examination results of the trainees, and feedback to the Scheduling &
Dispatch Department and the Human Resources Department. After completing the one-month
simulation training and passing the exam, the trainees can enter CCR for rotational training. The
new employees will carry out a 6-month or 12-month OTS practice of a single unit (until one
completed the company post-qualification exam), and the engineer will check on the practice
records of the employees. The simulation exam questions of each stage are randomly selected
from the question bank by the engineers, and the trainees are required to complete the exam
guestions on the specified date.
OTS ¥l T HI A, ERBALER NI B 0, B H &8 2], Bl TRt o A 2k
IMIEAIE I, FER i B A A BRI . 6 B o 5 58 O AN H I SR B BRI
ORI RS, PR RS B R AT 9 6 2 12 S AR B 0 H I 2R
(HEZN7EAR R, TR B2 G TS, S BRNEE RS, H
BB TR MR EE TR BEA LI, 2 SRR AE RN H e s R H

4.2.5.1.0TS Training Content %)l I &

HC & LPG Fractionation Unit New Employees OTS Training Plan
INZES R BN A THANZR I/ H

No. %5 OTS Topics i H % #x Remarks %
Month 1 Utilities System And HP-Tightness AHRGHRA . =R
F1A LP-Pressurize and Cold Oil Transportation KERGSE. Az
Month 2 Hot Qil Transportation iz
®2H Vulcanizing and Switch VGO To Normal JE BT
Month 3 Sulfur Injection and Ammonia Injection LRI . PifL
®3H Normal Start-up BT

Accident Handllirr::;e ;JrL I:;a:;tion Feedstock ULl

Month 4

¥4 H Treatment of Injection Water Interruption VEK R B
Handling of Unit Power Failure 1AL E
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Accident Handling of Temperature Excursion -
W KyE A
Month 5 of Reactor SN KR Ab B
$5H
Handling of Makeup Hydrogen Interruption Frarh it E
Month 6 3.5MPa Steam Interruption 3.5MPa Z&iH T b B
$6H Normal Shutdown BT
KHT & DHT New Employees OTS Training Plan
PSS SRS BB N T 2R )8 H
No. %5 OTS Topics I H 4 Fx Remarks 7%
Nitrogen Pressure and Hydrogen Airtightness U e T ot e
Month 1 of Reaction System RNASAIIEANNE
F1HA
Feed Interruption JE Ak H
Month 2 | Catalyst Pre-sulphuration via DMDS Injection | X DMDS {4k 710 ik
$2H
Fuel Gas Interruption BRRL T
Month 3 Diesel Circulation and Pre-sulphuration SEH A A B AL
H#3A Make-Up Hydrogen Cut-Off HrE b
Cold Diesel Circulation, Hot Oil Transportation b AN
RGA iz
Month 4 of Fractionation System AHRRZR\H
H4HA -
P-102 Shutdown P-102 {55
Month 5 Hot Start-Up HEITL
#5H Electricity Cut-Off 5 FeL e By
Month 6 Normal Start-Up IEHIFT
6 A P-205 Pump Shutdown P-205 {54

4.2.5.2.0TS Training Requirement 1%7)|[ 23k

New employees shall practice according to the topics set in the simulation training plan. The
number of times an employee logs into the simulation system to practice shall be not less than
2 times per month, and the duration of each practice shall not be less than 30 minutes. At the
end of each month, they will take the simulation test. The management personnel will set the
test online, where the test questions are set according to the monthly training content. The

passing score for the simulation test is 60 points.

TR (L) ARAR
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WA THZ IR A BT BN A BT SRS], R TEA SR ARRET R RBAGDT 2 0k, Bk
ZRA KAGAD T 30min; HMHAAKRSEHAEER, SRS BHIIAERES RS H
AL B kA, Hllsi=60 7 hEat.

Employees on post-rotation will take a simulation test at the end of the month. The test questions
are picked from the learning content (3 questions) by the management personnel, published
online and tested. Employees obtaining more than 80 points are qualified to enter CCR for DCS
learning.

HARELA AR50 EEN, HEE NG EEH M ER =8, EEAN RFEYHE, 2
ERATHHEIR, HilmEi=80 7y, WHEAESE DCS #iF>.

4.2.6. Professional Development Class E|#t35ill

Engineers of each specialty will conduct a professional development class monthly for all shift
team members, and the training content of each specialty mainly includes:

XS ARBEALN 0L, S BN R SUT et A BIBES: 2153, & LIk e ] BERIPEIE] A 55
NAELEA:

1) Process: analysis of production and operation problems, unit operation bottleneck, operation
adjustment, shutdown, startup and emergency handling of each unit; sort out and report the
process management of each team according to the daily, weekly and monthly inspection
activities of the month, and publicize and explain the management regulations according to the
management requirement.

1) TELN: TZHXSREA ST, 3B ISIT SRR BRI T, Na
oty At H HEAARES), MEEREIEH TZE RGN, JFREE TR, HATE
JE & BT .

2) Equipment: explain the structure, principle, operation, maintenance, corrosion mechanism
and protection of all kinds of equipment corresponding to the actual situation of each unit;
analyze the causes of hot spots and problems for the month and their improvement measures;
sort out and report the equipment management of each team according to the daily, weekly and
monthly inspection activities of the month, and publicize and explain the equipment

management regulations according to the management requirement.
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2) Wk A RE IR KRR MG SRR R 4R DL A S T LB R B 4 AT
P A a R s T R R, 0] ] AR AR SR AT 0 b S5 A HR RS 3h,
FELIE R & PP Ve PR O, JRIRYEE AR, B B e i BLEOR

3) HSE: organize team members to learn the HSE training content released by the company
every quarter; learn about recent accidents in the industry; explain the relevant regulations to
the shift teams according to the HSE daily, weekly and monthly inspection problems.

3) HSE %ll: HEZHE 51 % ) A ml R ZR B R AT ) HSE S5l N4 5 03 AT W g Sl s iR
HSE H & A el e, o B2 AT R 5 ] 2 A o

4) Training: organize employees of all shift teams to conduct bilingual training and acceptance

check according to the Chinese and English learning plan released every month.

4) . HLARYRM AT, $ R AR hesr s S ik, AT XUE R IR .

4.2.7. Emergency Drill R 2JE%%

With shift team as the main focus, “unannounced” emergency drills are carried out by process
and HSE specialty according to the department’s annual plan. Drill topics are selected by the
engineers from the annual plan, ensuring that each team covers all kinds of typical emergency
treatment in this year’s drill. Process, equipment and HSE professions comment on the drills,
and the comprehensive results of the on-site drills are included in the monthly emergency drill
evaluation.

DAEAH R E A, $IEERT TR BETHRIITT R B Sl Sk . L 2HkA HSE Lk, BL “AdsEn” BT
&5, M0 H B TR S TR TP, IR E IR S PR P IR 2, a5 52k
WRNSALE . T2, k. LT WS 5EGIE, IRIIAEZEE G RGN H N 2IH 2%
PEEE A,

4.2.8. Continuing Education 448 &

After the employees achieve the level of deputy operator by means of modular training and
competency training, employees can carry out “continuing education” independently according
to their own conditions in order to obtain higher positions. The learning content refers to the skill
requirements of each post stipulated in the “List of Operating Skills for Kerosene and Diesel

Hydrogenation Unit” and “List of Operating Skills for Hydrocracking Unit & LPG Fractionation
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Unit”.

e BRI TR R I, R TR RIE R ALK, R AR B S50 i
ITIREEZ A R LMEIRAF B R b A, 2 ] AR SR (L SR in 203 B R A R peid 51 A
A B KBRS ) TPAUE & P AL RE K

According to their own learning progress, employees take the initiative to apply to the training
coordinator for examination and acceptance check after mastering the corresponding
operational skills. After the engineer passes the acceptance, the training coordinator will update
the corresponding training files and submit them to the Human Resources Department
simultaneously.

LR B S 2 oIt B, SEARASERAE R RS, T8l BRI CRM S i me U, Lk TR
WA S, BRI TRRIM R MR YIRS S, FHFEEDIRR N SR IR

In order to consolidate the unit operation skills of employees and strengthen their ability to
implement the management systems, the department will conduct a test on process cards,
interlocking, emergency plans and contact & reporting management requirements for all
employees in the first quarter of each year. Within half a year after the end of the cyclical major
overhaul of the units, a test on the “Main Operator Post Competency” will be conducted for the
position of Main Operator, and a test on the “Shift Leader Post Competency” will be conducted
for the position of Shift Leader.

YL 57 T4 B AR K, dRAHI AT RE Sy, BRI PR RR ARS8 — DN RN Ak R AT T
SRR BB NEaPRAE R R R R E R KRB G N, W R AT —
R CE#RKABES) WK, PR ALdEAT — Ik (PR K RKAZRE ST M.

5. Training Verification 35I| 36:U%

At the beginning of each month, the process, equipment and HSE engineers will carry out the
acceptance check of the employees participating in the modular training program on the learning
content of the previous month. Competency exam will be carried out every quarter of the year.
In principle, the acceptance check for each individual shall not exceed 60 minutes.

TZ. B HSE ML TR, &H YIS 5SS AT, #E47 EA T BN AR
FEZR PN TR b B I 53 BEAT B ik, B eI iy 1) , B N4 0 2% 1k g Aot i) JER 0 b ANi i 60min.

According to the training content of professional development classes, each specialty can check
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the learning and preparation situation of employees in the form of written test or verbal
questioning.

FEARIERI BN A 2, 7T LB ek 5L T, A i TR P S AU A5 0

6. Training Assessment 35I| %1%

6.1 Modular Training acceptance scores: the assessment consists of mentor evaluation and
specialty engineer evaluation. For mentor evaluation, Chinese employees requires a passing
score of 80 points in all specialty, while local employees require a passing score of 70 points in
all specialty. For specialty engineer evaluation, the passing score for process, equipment, HSE
is 60 points each. Employees who failed the modular training acceptance test conducted by the
specialty engineers shall be assessed according to the “No.2 Refinery Dept. Performance
Appraisal Management Rules”

6.1 BB I RS, 70 AT IS b Tk TREITES . I, o7 53 %%k iS5 80 7>
PAb L A 03 T Fll s 70 7 DLEPFE N &R Tl TSR, T2, &, HSE
PITNSU N =60 natk. T TRITE R L, S (Rl S5 ANy 347
E1%.

6.2 The department will issue special training funds for the mentors who participate in the
training. If the employee passes the modular comprehensive performance evaluation, the
department will issue 100 yuan/person/month to the mentor. If the employee passes the modular
training acceptance checks in advance, the mentor will be rewarded according to the content of
the acceptance check. For the rest of the assessment, refer to the “No.2 Refinery Dept.
Performance Appraisal Management Rules”.

6.2 FI T NS ERINRIIIE, RBCEITEIEES . 0 TEIL LS RS TPa ks, 51T IhE
KR 100 TT/NIH, P E R B SAL NG, W IR — RIS S AR R 2, XTITEr AT 4
Jill, HRFESI Chl =S AN ).

6.3 Competency examination results: both process and equipment scores shall be converted
according to the weightage of 60% and 40%, with comprehensive score =70 points is
considered qualified. For the Interlocks Management Requirements test, Contact & Reporting
Management Requirements test, Unit Emergency Plan test, and the specialty exams or

questionings during the professional development class, the passing score is 70 points for
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Brunei employees and 80 points for Chinese employees. The assessment shall be referred to
the “No.2 Refinery Dept. Performance Appraisal Management Rules”.

6.3 TKBIRMLH, TEMEEII 60%H 40%LFIHTH, 26 mMEi=70 4, VP Al
BBV BRI BRI BEH| EH R, RENEMEHE R, BT IS REEe m, B
ST RIT0 73 I T 80 N Mk, FHRSIR (R BB RZ N ) .

6.4 The training acceptance passing rate of shift team employee is linked to the year-end
evaluation of the team, accounting for 25% of the total performance of the team’s year-end
evaluation.

6.4 PR G CHAIGSSURN R SR FE 2O, SRR S SN 25%.

6.5 For local employees, awards for outstanding local employees are set separately according
to training acceptance and working ability. The number of outstanding local employees in
Hydrogenation and Hydrocracking Unit shall be selected according to about 30% of the total
number of local employees in each unit, and each person shall be rewarded with 200 yuan/time.
6.5 XPAM 1 T, MRIEEUIF RN TAERE S, BIRSIIUTE AR G T4 Ina. InZAR 75 A 5
TR A4 B 0 % 2% B AR D3 T N0 30% A A AT vk, B A 325D 200 JT/iR.

6.6 Monthly excellent shift team selection: assessment for process, equipment, HSE and training
each accounted 25% of the selection.

6.6 HIERFFYEAH WL, LB TE. & HSE. HIFEZL S 25% M E #1717k,

6.7 The vyear-end selection of outstanding trainers: one each for Hydrogenation and
Hydrocracking Unit.

6.7 FLIFEMAHEIHE NG, A L4,

6.8 The department shall optimize the payment method of mentor guidance reward fees
according to the actual situation. None shall be rewarded to those who do not actually play the
role of guidance or have poor guidance effects.

6.8 BT TR S PRl L AR A I T G 22050 9 I AN R T80 SEBR A B AL 5 A Y B G 28R
ZERIAS T RTRIiN B -

6.9 The additional assessment shall comply with the “No.2 Refinery Dept. Performance
Appraisal Management Rules”.

6.9 BN ZEmE Cim —FSucE %40
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7. Interns Management SZ3] A& B

7.1 Upon completion of the company and department inductions, interns are assigned to shift
teams. After entering shift teams, interns must abide by the rules and regulations of the company
and abide by the work arrangements of the department and shift team.
2SR TE RGN B ST RN JE R o FC B AN IR O BE A o 52 >0 AR AERE N PEAL IS 0 50 ST 23 ) R
BB, JRRAYER I AIERA B AR 2

7.2 Throughout the internship, the interns will be directly managed by the shift monitors and will
be monitored by the department Training Coordinator. The assigned shift monitor is responsible
for ensuring the intern's safety during work, facilitating daily training, assigning tasks,
maintaining the intern’s attendance records, and overseeing discipline matters. The Training
Coordinator is responsible for overseeing the training process, maintaining internship-related
records including logbooks and examinations, and facilitating communication between the intern,
the company, and the supervisor to monitor the progress of the internship.

S AAE SE ) SHTADRE R BEZH A B, JF e 1 U AR kAT B B . B SR SR R Sk ) AR
TAEMI R 224, (Lt AW, ECESS, BRI ARHEids, HFELmsE. it
PRI ST B B IR, AR S SE M R iR, B3 HEMER, eI A, AR MEE
IR IE, DA E S IR .

7.3 It is compulsory for the interns to attend the shift handover and takeover meetings. If the
intern cannot attend the handover or takeover meeting in time, the intern is required to inform
his/her shift monitor on shift in advance with appropriate reasons.

SRR ZINAZHYE . A7 SV AT MEN 2 50 HPE, S AR RARAT E A B PEYEG, IR
R A

7.4 If the intern needs to leave his/her post for prayers or other reasons, he/she should report
to the shift monitor in advance. Interns are required to control the time duration for being away
from work, and return to his/her post in a timely manner. Interns who leave their posts without
permission shall be considered as skiving off work.

S S A A 5 4 IR DR 7 B T AL, SEBR AT I BE AR A . BRI ) AR BATIER MBI, A H5E
FAIRHSS Ja B IR Al B ir e 5231 R 28 U VR H BT IR AL 9 4

7.5 The leave and attendance management regulations for interns during the internship period
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are subject to the notice issued by the Human Resources Department. Before taking leave, the
intern must first obtain the consent of his/her shift monitor in advance. After approval by the shift
monitor, the intern shall email at least 12 hours in advance to the statistician and Training
Coordinator of the department, with a carbon copy (CC) or the screenshot of the email sent to
the shift monitor. The email should consist of the full name of the intern, the name of the school
with the batch the intern is in, the shift team the intern is allocated in, and the reason for leave
with any relevant certificates attached (such as medical certificates). If an intern fails to perform
as required for the first time, the corresponding shift monitor will be assessed in accordance with
the "No.2 Refinery Dept. Performance Appraisal Management Rules". If the intern still fails to
comply with the requirements despite the first assessment and repeated reminders, a warning
letter will be issued to the intern. This warning letter will be regarded as the intern's personal
basis for internship evaluation.

82 > AR AE 52 ST AN R 05 B BRI DA TR R AR R IE O #E o ST AR R AT AL RSB43R
MKW, SPHKAMMES, 5280 12 DR 4 . 8 GO R4 SE R
BRI B AR AR SRR ST CUnBOIE D Ja AR 2R B 114348 D3 S 85 I AR -4 708 i
BIGHEAH K . WIUCRIZ SR PUT IR IR Ol i So8cE il BN IR, HIRE
TR EIAREER), o R ESE, WESERE NS AR NS SIS IR .

7.6 The department has arranged learning tasks for the interns. During the internship period,
interns must submit the assignments to the Training Coordinator within the specified time period.
Please refer to “HC Interns Learning Tasks” and “HT Interns Learning Tasks” for more details of
the learning tasks.

PRI IO SE ST AR 2 ST DS o 5 23 AR 52 ST 75 AE 48 G2 I 18] ALK 0 1 T 22 HE R AR ML 3R 52 28 B I TR
Jile ZESIESSVENL CINZRSESI A2 2 E55) K OMESE A A2 24155

7.7 Interns must comply with all the rules and regulations of the company and department. Any
violations will be included in the evaluation at the end of the internship period, and internship
evaluation opinions shall be issued by the shift monitor of the interns. The department will
evaluate the interns based on the evaluation opinions of the shift team and the completion status
of daily work of the intern. If the overall score is less than 80 points, the intern will be rejected

by the department.
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A S0V b /ANSTDL & WP RBsn RS BRI RV I L A NS S i A A s S M R
FE S >IN AEARAT PR B0 57 R IR S o) B 0P W o 80 ) 4 S IR PP LA S >3 A H W AR
SERIGULEEAT VPG, IRGUIRT 80 2R AS T3

8. Additional Explanations %785

8.1 The assessment mentioned in this plan is in Chinese yuan.

T B EZEH, BYIAART.

8.2 The department shall review the assessment results and have the right to interpret them.
For other matters that are not mentioned in this plan shall follow the company's management

and assessment system.

PRI B AL G R BAT BRI R, B RRHI, A5 A =) 8BRS A% .

9. Attachments <B4

9.1 Human Resources Department “HYBN-T3-02-0006-2020-2 Staff Training Management
Regulations”

9.1 A1t (HYBN-T3-02-0006-2020-2 7 T35l & H R )

9.2 No.2 Refinery Dept. “No.2 Refinery Dept Modular Training Program”

9.2 Bl = Cil — ER AL B IR

9.3 No.2 Refinery Dept. “No.2 Refinery Dept. List of Operating Skills for Kerosene and Diesel
Hydrogenation Unit”

9.3 il i B, SN S B R AR R R )

9.4 No.2 Refinery Dept. “No.2 Refinery Dept. List of Operating Skills for Hydrocracking Unit &
LPG Fractionation Unit”

9.4 il i CInZ % B AL BRAE B RES L)

9.5 No.2 Refinery Dept. “HC Interns Learning Tasks”

9.5 il i ChnZse A2 SIS

9.6 No.2 Refinery Dept. “HT Interns Learning Tasks”

9.6 Ml —i Chnalse A2 SIS

9.7 No.2 Refinery Dept. “No.2 Refinery Dept. Performance Appraisal Management Rules”

9.7 Fril —&B R —HMSRCE AL AN )
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10. Supplementary Rules [

10.1 The rules are managed by the No.2 Refinery Dept. For unfinished matters, please refer to
the company's professional management systems.

AA0N R AR TR, ORREE S A R & A B ST

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

A5 240 YU i A G o R R A 100 LR 1

Table 1 Revision, preparation and approval of document

R SUHFRRA Gthl A S LA AL

Yang Fan.
. Yang Shi Hai.
c o5 /0472025 Wong Yen Shin A Dili BuliBul Sun Jian Huai

ili BuliBuli
B . PR

B, it

Bl 8- 45 145 7

Version Issued Date Compiler Reviewer Approval
FRAS AT H 3 ELHI N HRZN HEHEN
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