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Version Information RRA{EER

1. Versionl HF—
Version 1 was released in November 2023. It has been revised for 5 times since then.
FRORATR N 2023 4 11 H, R4 5 )IEIT .

2. Current Version IfRA

This is the sixth version, which is released and implemented in October 2025, and repeals the
previous edition “HYBN-T9-11-0050-2024-3_No.2 Refinery Dept. Employee Training
Management Rules”.
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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 A TRAITAE, MRHE AR (HYBN-T3-02-0006-2020-2 it TH5 I #AE ), A1k HHi e

PR — R I B

2. Scope of Application & AT 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.

AT ERAN I 3E FH i — 0 A e 3o TORIEE AT 56 > R L Bl

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.

REAT: FRA R B A 7R SR BRI . A TR, KA e RiRe . M ESIEEEEA
HR.

3.2 Operative skills: refers to the skills to be mastered for independent operations, including
process operation skills, equipment operation skills, safe operation supervision skills,
emergency treatment methods that are necessary for safe operation, and work procedures.
IS VA S K (VA% = 0 Pk B 5 AN . X (B 5 N o | A 0 5 AN i VA7 G o 4
W I B AL BT R S AR o

Hengyi Industries Sdn Bhd  fHi& Ik (X3) ARA Page 1 of 20



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

4. Management Content HHE &

4.1. Management Responsibilities &R 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.

FUI AR FITEI TR A ST SN A B IAHR S W, 5 NIRRT TAER %, ALk IF i
NFVRPEDR . B3R A TIRNBSMT R, HEPE RBAT I GE P AETT s Gl &B AR E I
X, AL G RIS Pk TREIWREAT N BB )I7 RlE . BB . IR S 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.

TV TR LA LAERUITR, AT BT, X R TSI S b 5 PG B AT 4E
5, RIS RIS B I TARNAL .

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.

YRR A DTN BBEH RN 2 AR PR A N BEH BN A TTN, RGO T BB 16 e, &Ik
WATTHEHN B, RIS L BT, I = ) BEALR5 I3 <5 0 AU P AL
R PEAC A 1 7 5 PR S 5 AR, IRAEREUIRS S bl s G TS UIYI ) sefm TAEAS L, Pl G2 CREI
IR -

N

X

=
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4.2. Training Method 35I| /7%

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 1%t 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.

P F NI R TAISES] AT, SERA R IIG, FRR32aR] 2 R ERTRE I, FE 450K it
NPEAFEZ AP O AR 7 TRHEEID ) 12 4>, A+ 4H R T8 6 A ). I #k4 i
TNERH 6 AN H 3007 SUENIRTE 14, A" HAS M — B E R F R CER+ I N2 %1 .
A RSS2 — B B B b 5 i 8l ad Je, 77 AT RIS IESUAP R A o A BEERAL B )11 45
BTSSR AT B &R B ALK IR 3 L, e N TR B IR B . SRAFAMER BRI 52 1, AIE O 2 HE
B SRR T B B (OTS+i 1) LN RALT R, Kl f5 75 T3k

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.

RTHAFIERER KA G, RiE S BN, BAESE5%EHFHII, B35, BilEEd)E,

RN AR, ATHIRAML, T S R

4.2.1. Departmental Training ¥ 7551l

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 TEEL N T, ERATREH G, TR &R 2 %, mElTEEA
YRS TRESL . & BERE AR SO N, i HSE TRRIMREAT R Bl 2 455l BI85
FERUG, HSE TSN TROINFE (i), S5 il 1K 2srstd, JFhtdk
BEAT PR 2RI

4.2.2. Modular Training R 4LERI

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.

I ANIRA L, S IF RIS I R A TR 12 AN H, 48 5 TR A
6 MH, STTATLURSE B 552200, 20 58 ARSIl 3 28 5F F g 36U

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
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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.

FIIAPEAOY B4R, 22 DS AR T8 2 N ST IMAE B, 2 AR T RO EAE B IR, X A
AT 02 T R H B E R R A FOR I BRI FEANRT U A 2 Wk — 350 53 TS5 11|
TR (2025 il . 5 BN SE R H 52 2] AR I FHZIN A8 TREIMAT B ARl R RS HF
PERGS &, NS ST RN 2 iR . B 8 50 o G060 D 58 Ot 4 2 R e 5 i Al st i
) ChJ7 R 80 4 BA by AHIGITT 70 43PAED FH& L TREMALNE K, &Ll TRImE
4 H R ZE X H WIEAT H FEEESIGN 30 oR 208 B BB D4, BRI TR R T2, 8% A HSE
=LA IWRSTEATIC S, RSN B 1 U e BEAL 4R ST e 4 TP B HUL B A, B4
ARSI EEE R,

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.

PP NS ARG, T TR &5 W Py s I 6 W I U AT EIEZE 0T 53 T B ST #R A RE D PRAL 45 1
FIE A TRPAL IO a4, A, TR

Employees participating in the modular training shall directly follow the training arrangements
assigned by their shift monitors. Shift monitors are responsible for providing comprehensive

training aimed at achieving the goals outlined in the modular training plan and enabling
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independent operational proficiency. If the assigned mentor is stationed in the control room,
he/she shall switch positions with relevant on-site personnel as required by the modular training
content. When the assigned mentor is on leave, the shift monitor shall designate a substitute to
continue the training duties.

S 5BEYEIN 5 T, B I KRR HE ;. BRI IS B AR IR AT S T B #4F
NEFR, RMIERIFETTAE SR EA P, RERERAEINANET R, SHRNR TSR
EIYy: FAITEARARRE, BETRIRE N SR8 UITAE.

4.2.3. Competency Training i 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 5 RN GOy 7e AP BRI RIS, B XGEMALTR R G e RTRL (B Sinal
BN BRI FRRETE ) A (I R B D LR E S RETE ) hAhaIR 2 PRI REZR Y H s,
USRI EHRIBET B3RS, JRES A& A B8R, Bk S IERAERE .

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& LR Z 5T 7 T7 — kB, &2 iiosisi bl 60%. 40%H
EEBIBEAT IS, WGTA R 70 73 &k . Tl ARRIGU S, R 8 R TR EI DA, 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

an explanation if he/she is unable to participate in the quarterly exam; however, only 2
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withdrawals from the exam are allowed for each year.

ATAEL P — TR G, AR e, WAEE 4R 8E — I OTIRTHE, B
ZIN— R HE R, B IRAEH, BITRS T RESE I IR AT, 25 A Tl ok
ZHWFEEEK, THANRB U, AEENTEE 2 RAFE.

hsin

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

F I AR A TORE T B 5 il 6 B PP 70 R ARG PR AF

4.2.4. Post-rotation Training # 5 £I

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.
HASLTR G K HARBUR A 1, AT PR IR BRI 00, e HEdE N b o 2 e, B
F AL FAF A B B TR B, ATRIRBIAE TR 22 HE, AT HAl e B R IT 48
¥ FRE G SIS B EE HAE . R RE ChasigiE N RN SRE ) I (G5
WEGTRT 90 70) MR RT RS CGHillsikT 80 70 Ja, FHEATRERMEY. RTRYE
SR J Hp s B BRI, RS O TR 12 AN H, HAE R TRy 6 M H . AbFHEE AR
AR R BRI, JFIRAE B 52 3R, L TARI S (AL RE k) ik
According to the main operator skills evaluation, the evaluation results of engineers and the

competency evaluation as a main operator submitted by the shift team, the department
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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.

AT TARSE RS LMk TTRE T 0 25 PRES SROANPEAH 3R AT ) TR IMSL TR b e J1 PPy, ZREH 5
HEBRRATIEE S, FEOE RIS T F a4, PRl e, BT RSz T i - e 3k
RRALEANGIRE, A7 AN RO E R PP, R R 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.

YR A ER IR H R UINLE], AR B, ShEIERIE AR 2a 5] B aRAE, s, Agh
ERGEEANBINEADT 3N, IMEALT 4 A

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 B[R] HL A ) RO TR AR e . RAGRERT & U A FEAERAE AR 7, a4l
KRALRE D) MK (BRGTRT 80 73D

4.2.5. OTS Training OTS & s

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 0 TS B R LIF AT RG>, B SN EER B b A N st GRAHSEM N & &)
TIRRGIATES]; MR RERMAY ONERNEE) TR AGHITH .

Employees practice self-learning on OTS trainings. Trainees who are at the stage of Modular

Training are required to log in for OTS practice every month. The Training Coordinator will check
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on the practice and examination results of the trainees, and feedback to the Production &
Scheduling 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 questions on the specified date.

OTS BIDy M T H I, ERHLERNE B oE i1, B ®ERE, Bl TREMSE o 7 2%
YRR IL, R S 2= A7 R L AR ) BR85S 58 BON I — > H B 5 B 0
FINGR IR s, PTREATER NS> B TREAT O 6 & 12 4N 1 e B 05 155
2:2] (AZRZMEAR LB, TR R 2 I B i dr . & B0 5ol
Ho B3 B TR RN, 22 5 /e RE H I 5E s st H

4.2.5.1.0TS Training Content %)l &

HC & LPG Fractionation Unit New Employees OTS Training Plan
INES I e BRI A TEANZR I - H

No. &% OTS Topics %l H 44 # Remarks %%
Month 1 Utilities System And HP-Tightness NHARGHH R
F1A LP-Pressurize and Cold Oil Transportation KRGS Az
Month 2 Hot Oil Transportation s
®2H Vulcanizing and Switch VGO To Normall JEORHT) e
Month 3 Sulfur Injection and Ammonia Injection AL AR AL . Bl
%3 H Normal Start-up EHHFL
Accident Handllirr:tge :):; I;ei:jr(]:tion Feedstock Uk A
Month 4
4 H Treatment of Injection Water Interruption K KT
Handling of Unit Power Failure 5 AL E
Month 5 | Accident Handling of Temperature Excursion R KR AN

%5 H of Reactor
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Handling of Makeup Hydrogen Interruption HE T E
Month 6 3.5MPa Steam Interruption 3.5MPa ZiH Tk &
#6H Normal Shutdown 1EH s T
KHT & DHT New Employees OTS Training Plan
FESE NS e B AR 3 TR I 45 ) @ H
No. &2 OTS Topics il H 4%k Remarks # %
Nitrogen Pressure and Hydrogen Airtightness A e T A e
Month 1 of Reaction System RNERAARIANE
F1H
Feed Interruption JE ke
Month 2 | Catalyst Pre-sulphuration via DMDS Injection | i A DMDS {4671 Fifim Ak,
*2H
Fuel Gas Interruption PRRES
Month 3 Diesel Circulation and Pre-sulphuration SEIM PR R TR AL
®3A Make-Up Hydrogen Cut-Off B
Cold Diesel Circulation, Hot Oil Transportation s N
pd \é ‘Y/‘\\ %j\;l\“ Z\‘
Month 4 of Fractionation System ARG B
%4 H .
P-102 Shutdown P-102 154
Month 5 Hot Start-Up MESIL
#5H Electricity Cut-Off {52 L r I
Month 6 Normal Start-Up 1EHIT L
$6H

P-205 Pump Shutdown

P-205 2%

4.2.5.2.0TS Training Requirement %)/ 23k

New employees shall practice according to the monthly simulation training content. Each

employee must log into the simulation system at least twice per month, with the total effective

practice duration not less than 2 hours (a single session scoring 60 points or above is considered

one effective practice). At the end of each month, employees will participate in a simulation exam.

Management personnel will set exam questions based on the monthly training content and

release them online. The passing score for the simulation test is 60 points.

WO I BT I N F AT 4], R TR A SR H ARG A NIRRT 2 K A%

Hengyi Industries Sdn Bhd
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5] BN KA T 2 /N (BRI RST 60 73 M LA A H 21D M A RS 5hARE R, &
BN G IR H BRI A B 808 B 18 H IR B RcAl, Hiliisi=60 7 A6k .

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.

RRANRELHHKRS 50 EHFWR, B8 H NG EH P ER =8, BEEA RFEYHI, 2
ERATIER, HlkS5i=80 7, At AP EZSYE DCS #1521,

4.2.6. Professional Development Class E|ZE351Il

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 N, BB BN A SUT R H BIPE: 2153, & Lol re ] RIPEIE R
NEFER:

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 TZHN: TZEX SR EA BT R, FEBTMIL S ERECR BRI, Na
&ors diGRH HEARES), MBS T2 HEN, PRI B R R, AT
JEH SR .

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.

2) e GG R E SRR R RRR SR SR B 4R DL RS SR LB R 4 A T
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PR AP RR S PE O, JPARYEE B R, E UM BB BLER

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 tlk: LHZPE 04 3] N "l B2 AT I HSE B2l 28 2% S Tl N i i o
HSE H A Al F BEA AT A S ] B2 T

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) FrlEk: ALY AT, LIS RATK P9 2], BT OE R IR

4.2.7. Emergency Drill N 2U#%

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.

AEAH Ry E Ak, $EIEER T TR BRI R B Sl gk . L 2HkA HSE Lk, BL “Asn” BT
2%, A H B TRARIMAEE SR B, IR B RS IR RS, %3k
WRNTAEE. T2, W&, LS 5, IFRIIAEARLEE SN H B R SH 2%
PEEEH .

4.2.8. Continuing Education k4 &

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

Unit”.
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HrEE YRR TR IS R AR ALK G, A CARYE B SO0 E FiE
ITIRER A B LMEIRAS B L, 22 ] ARSI (R S in 058 B R AL A B e o) A
BB E MR R RETE ) RS 1% R AL R R

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.

RTTARYE B B2 oIk, FEARARAREREE)S, T3 s Il AR A g5l Ll TR
WAk fE, BB TREIRSE X MR IIRY SR, I RIEB IR F7 505

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.

YU 7 T4 B AR e, A AT RE ST, BRI PR R ARS8 — D RN ik 52 AT T
SRR BRBL NaERME IR R E A KRB AR RN, R R AT

K CEBRNALREST) W, PR RALEAT — K (R MALREST) M.

5. Training Verification 359I 56: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.

TE. B HSE M TN, A AYIXS SEIEII AT, #47 B H BN AR
B NS T e B I B2EAT 308 1k, 285 iR WA 1], B Nk 25 0 WA 8] S U _E AN B i 60min.
According to the training content of professional development classes, each specialty can check

the learning and preparation situation of employees in the form of written test or verbal
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questioning.

BARARERIPERAI N 2, AT LB e e M p s, K ot TIPS S A1l

6. Training Assessment 55l

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 ST, 73 TSI  S B b TREIRSS . IR, s B %&bk 4ids 80 73
PAE L AHE O T& LRSS 70 70 DLEPEE N &% Tl TRIEEREY, TZ. %4, HSE
RIS =60 7rahk. T TRRMH RGN Jekg, S (b — S x40y k47
F %o

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 VNS ERINRIIIE, RBCETEIEES . & 0 THREYUL LS G TFE R, 1100
KIE 100 Jo/ A, R ATE SIS, IR — I AR A A, T AT 34
Jil, HARFHSI Chl iS5 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 are
considered qualified. The passing score for language test is 70 points. 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 Brunei employees and 80 points for
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Chinese employees. The assessment shall be referred to the “No.2 Refinery Dept. Performance
Appraisal Management Rules”.

6.3 TKFZIRKGH, TEMEHTEIE 60%M 40%LLFIHTH, LA mWREi=T70 45, e NE;
EEHALL 70 NG 4: BRBUE BRI, BRI RS B L R E N R SRl
RIBEL A ], RSO AT 70 70 7 611 80 7 W RAE L, H%Z IR (HRilh — 5L
HAZLHN ) o

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 I 01 TEAIESYOES 2 5 PEHE LT EER,  5FE AR RS 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 XA I T, MRAEEIIF N TAERE ), HMBLIRFHAM 5 T3, Il IO A 5
TR A4 A 1 %20 B AR 03 T N0 30% /e A AT Rk, B A 3R 200 JT/ik.

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

6.6 HEMFBYIHITIE, BT 2. B&. HSE. Bl b 25% A E AT 1ITiE

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

6.7 FLATREMABIHENA, ME. MRE—4.

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 FB I IHRHE S BL AL T e A 22l 2l FH R TIN5 T30 SR A HA% 35 717 1 ) Bty AR
ZEIAS T RTEENiN B FH -

6.9 The additional assessment shall comply with the “No.2 Refinery Dept. Performance

Appraisal Management Rules”.
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6.9 MN8N (ki — B STE %4 ) .

7. Interns Management 23] 45

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.

LR FE A T SR T TR N JE R L BN R O BE A o 5 3] AR AERE NTEAL S 6 08T o3 7] AR
B, ST B AR ek

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.

SESAEAE S ST R BE A BB 2, I Al 1B AR REAT B . PR R AT IR > 4
TAERSE R 224, (et R, EESS, ERSSIER e s, JFRELmEm. BT
PRI DT B RIS AR, R S S SRR, B HEMHER, JHEstse >34 ArMEE
IRy, DA S Y kR .

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.

S A BRI ZINAC R . A5 S ) A TRV HERN 2 5B e, ST AR AR AT A BEE A, IR
B 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 AR A AT #5 5 JE R R B I AL, SBR AT I B A . TSRS 3] AR BT IR AR K, Ab B 5
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7.5 The leave and attendance management regulations for interns during the internship period
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.

S Y AR AE S S IR AR 1505 B8 BRI E DA BEAAT I8 RO HE . SIEST AR TS R AT b A SR AEAS BE
HEKMFEE, SYHKHAES, 20T 12 AP R B4 . R (O BEAH s R R
PR B _EAR TR SGUE A SO CAm BIE ) J5 R IR B8 1T 2R R 5 I AR - R A 0326 Bl
BIS PR K o WIORIZERPAT R IR i — 3805 12 480)) FBRZAHN PR, HIXRFE %
IR EVIAREER), o R ESE, B S ERAIE NS S AR NS ST PR AR .

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.

IV SE ST AR 7 2RSS o 5 23 AR 52 STIIIAN 75 AE 48 T2 I 18] ALK 0 T T 22 HE R AR ML 3R 52 20 B I AR
e ZESMESSVEN CINERSESI A2 SMESS) Ko CINESE A A2 3 4E55 ).

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
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of daily work of the intern. If the overall score is less than 80 points, the intern will be rejected
by the department.

S I AN ZBE S oy W) SRR T TR BT R R R . A R AR DR NN S ST B LAl . SEST AR
FESE S SEARHT PR A 7 Dt BB S 2] BV WL 81145 G PR 5 P WA 52 30 A8 H A
FERAFOLIEAT VPG, BSHIRT 80 7345 AN T ok H] .

8. Additional Explanations %75 B]

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

T RPEREH, YIAANRT.

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.

FRI I A S R BAT I R, BRI HI, AE 4w B S A% L

9. Attachments B

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

9.1 AABHEH (HYBN-T3-02-0006-2020-2 51 T35l #RL & )

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

9.2 R 3 R B AL ER IR

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

9.3 il Al OB SN2 B b AL RAE S eI L)

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

9.4 il i CInZr % B AL BRAE B RETS 1)

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

9.5 il ¥ ChnZsk >4 SIS

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

9.6 Mt — 8 CINESE L 3ES)
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9.7 No.2 Refinery Dept. “No.2 Refinery Dept. Performance Appraisal Management Rules”
9.7 Frith =B I —IMERCE AL AN )

10. Supplementary Rules [l

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

AN R AR VR, R R H S A ] A A B R AT

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

A 240 YT R A G i R R A VO LR 1

Table 1 Revision, preparation and approval of document

R 1 SRRl A0 B kAR O

Yang Fan.
A Dili BuliBuli.
Wong Yen Shin Sun Weifeng Yang Shihai
6 01/10/2025 .
P Zi1IN LZKARIEE
Pl B4 1A /3.
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Version Issued Date Compiler Reviewer Approval
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