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1 Purpose B

These management rules are formulated to standardize the leave and attendance management
of the department’s employees based on the actual production
FGEES T A TSR B, 5640 5Lhr, FEHIT A0 .

2 Scope of application iEFIEE

These management rules are applicable to all the employees and intern of No.2 Refinery Dept.

AR DD FH T I R A A R TR S S

3 Terms and Definitions RiEFIE X

Overtime work: When employees are required to work in company-designated workplaces as
arranged and approved by the company, and extend their working hours on regular working
days, this is referred to as Extended Overtime; For cases other than working on the company’s
designated working days, it is classified as overtime on rest days or statutory holidays.

¥t R TAERR, EARFGER TIES, @A R ZHFEe ft, M TEHEKT
PRI TR B B, FROM AR e 72w HUE ) LAE H 2 AT TAERI SO0, AT a0 RS H i
YE R R AL

4 Management Responsibilities B IEIA ST

4.1 Shift Leader ¥t

According to the requirements of these regulations, shift leader is 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 from the shift leader, and the shift leader shall seek approval from the
Deputy Head of Department in charge. Only after this approval can the individual formally submit
a leave application. They must submit the ‘HYBN-0205-Leave Application Process’ at least 12
hours in advance before the scheduled shift. Once the process is approved and archived, the
individual may take leave for the approved duration.

IRIEAGHNELR, DT EHACPEA L N A B R B BN A EE R, R E RGN
B, RGP R ERIHKFEEE, BFANARIERSEH R AW, HHE LY 2D 12
/NI HRAZ (HYBN-0205-Leave Application Process &/ HiE ALY, WMARH e IR 5, 2%
N HEEBRR B

4. 2 Deputy Head of Department |3+
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According to the requirements of these regulations, Deputy Head of Department is responsible
for approving leave for shift workers and professional technical personnel. For office-hour
personnel in process, safety, and training fields, leave requests must first be approved by the
Deputy Head of Process. For office-hour personnel in equipment field, leave requests must first
be approved by the Deputy Head of Equipment. For office-hour personnel in integrative statistics
field, leave requests must first be approved by the Head of Department. Upon receiving leave
approval, personnel must submit the ‘HYBN-0205-Leave Application Process’ at least 12 hours
in advance. Once the process is approved and archived, the personnel may take leave for the
approved duration. If an office-hour employee’s leave exceeds 3 days, approval must first be
obtained from the Deputy Head of Department, then report to the Head of Department, before
submitting the OA application.

IRIEAGR N ER, A7 7 F AP N R RV BOR N BB RE B, T2, 24, Bl
KHMRT, HREELEHFESE LZRMKER, "&THKAIER T, 1RGSR
FEEKFEE, SGZENKER T, G EEREHKEARE, JFEATRT 12 )
232 (HYBN-0205-Leave Application Process i/ HiE ALY, WiFE e B LR 5, 2 A
B BROR BRI . K AR Tig R 3 R, 750 E RS KR &5 4 #3258 OA H

i#.

For office-hour employees who are on duty (including duty until after 4:00 AM and duty on rest
days or holidays), if they choose to take the following day off as rest from duty, they may explain
the situation to their supervisor in advance and use Rest from Duty leave (using the leave gained
from previous on-duty) without the need to apply for OA process.
If the Rest from Duty leave is taken on the day after the next day or within one month, approval
from the supervisor is required, and the leave application must be submitted at least 12 hours
in advance through ‘HYBN-0205-Leave Application Process,’ selecting the type of leave as ‘Rest
from Duty.” Once the process is approved and archived, the individual may take leave for the
approved duration.
HRNKAYER TEYE (BEEHEEER 4:00 FAREH LR EEID JRERESE ZRIEKR
(7, PISRAT S E MU RS, ERER (A RTEIEITERAR), o/ il OA il
HHREH R MEHE R ZF—HNEKRE, FEPEWFREZE, TR 12 NNHRAL
(HYBN-0205-Leave Application Process 15/t G ALY, HEFHHRIEAy “EIR”, FifLH
YN TGN 8

4.3 Integrative Statistician %:%&4iit i

Integrative statistician is responsible for the monthly statistics | of leave and attendance,
supervising and inspecting the implementation of these rules, and reporting any abnormal
attendance to the department leader in time.

GUBTERT 1 RE B0 H LGt A, JF B 2 A W A PRAT 1 100, R K I ) 40V S
HENH L

4.4 Department Leader #f#

According to the company's system requirements, department leader is fully responsible for
managing the department's leave and attendance.
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5 Management Content EIERA
5. 1Days off and Holidays &1 5 £
5.1.1 Days off /K& H

The office-hour employees of the company have days off on Saturdays and Sundays each week;
shift employees’ rest days are arranged according to the shift schedule; employees attending
external training and learning shall take days off as per the working system regulations of the
organizations providing the training.

ATV AR TARE H R ESI/S. By S8R TR ZHAIR S #5112 5] N 3% B
U 1R 55 Bl AR IR E BT -

5.1.2 Statutory Holiday % 7& i H

According to Brunei Laws and Regulations, employees’ statutory holiday rest days are arranged
according to the notice from Human Resources Department. Shift employees shall work as per
the original scheduled shift during statutory holidays (see Table 1), and if any shift employee’s
rest day coincides with the holiday, an equivalent number of in-lieu will be given.
FRIE SORANE 22 HE A TR R RS, AREI TR DL ) B an g, e BIBE 53 TAEVE
TEE (R D BEEEIER EPE, BRI, 4T RS RE IR

Table 1 Statutory Holiday in Brunei

®1 CEEENRE
o A Number of holidays
No. J¥%5 Festival 7 H o

1 New Year jtH 1

2 Chinese New Year 4 J[Jj ¥4 1

3 Brunei Darussalam National Day C3E[E fk 1

4 Isra, Mi,raj 2 Hi PR ECT HRATE S 1

5 1st Day of Ramadhan 7 H 1

6 Nuzul Al-Quran 7] > £ &4t H 1

7 Hari Raya Aidil Fitri 7515 3

8 Royal Brunei Armed Force Day 3¢ & 5K 41 1

His Majesty The Sultan and Yang Di-Pertuan of Brunei
9 . N . 1
Darussalam Birthday 3¢ 75 S E T

10 Hari Raya Aidil Adha SC3E 244 1

11 1st Day of Muharam /2% JJ; i 4F 1

1 Prophet Muhammad(PBUH) Birthday Anniversary = A 2% '
PR fz H

13 Christmas Day &5 1
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5.1.3 Annual Leave 7 # R

5.1.3.1 Upon the completion of the probationary period, employees are entitled to annual leave
in accordance with the law, and any unused annual leave from the probationary period will be
reinstated.

TSR, PRS2, RN IR AT AR AR R

An employee’s initial annual leave is determined based on the job rank, with an additional 2
days granted for every 2 years of service. Upon reaching the 7™ year of service, an additional 1
day shall be granted, after which the annual leave entitlement will be capped, as shown in Table2.
For illustrative purposes:

Year(s) of
0 1 2 3 4 5 6 7
Service
Rank
15 15 17 17 19 19 21 22
1-3
Rank
20 20 22 22 24 24 26 27
4-6
Rank
25 25 27 27 29 29 31 32
7-10
Min Annual Leave Entitlement Max

A THRIGFERBAZIAG BT, & 2 8N 2 %, 28 7 80 1 RIaETH, W& 2.

Table 2 Job Ranks vs. Annual Leave

2 NGAFERBRT IR

Job Rank Initial Annual Leave Capped Annual Leave
IR, EIEFEAR B TFERAR
Rank 1-3
15 22
1-3
Rank 4-6
20 27
4-6
Rank 7-1
ank 7-10 25 32
7-10

5.1.3.2 The number of annual leave days for an employee in a given year shall be calculated
based on the actual working days within the company’s annual calendar. Any working hour less
than half a day shall be disregarded, while any working hours equal to or greater than half a day
shall be considered as a full day.

AL AR R, 42 M8 03 LA m) AR AR H R BER S e, s B/ T2 RN
IIEUNL T 2, T H I EON R BB B, AU — K.

5.1.3.3 If an employee takes sick leave for more than 2 months in a given year, the annual leave
days for that year shall be adjusted based on the number of months the employee attended
Hengyi Industries Sdn Bhd {855\ (33€) HFR/A T Page 4 of 23
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work.
TS BT HE ARG 2 AN H KL R, RS 1 AN A &L ER, SRR E A B A
YA NARFEARR R EL

5.1.3.4 If local employees are unable to fully utilize their annual leave for the current year due to
work arrangements, they may submit an application to the department and the company by
December 15 every year, specifying the reason for retaining up to 5 days of annual leave and
the estimated time of use. Upon approval by the department and the company, up to 5 days of
annual leave may be carried forward to March of the following year. This policy may vary
annually based on HR guidance. Any unused leave not taken within the stipulated period will be
automatically reset to zero.

B EAAR A TAE 22 HE R R 58 1, SC07 R DB AERRAE 12 7 15 HAj R #81] A w52 i H
i, HEYELZIRE 5 REMAH R E A TG LI ], 2807 A miitEm T REEL 5K
BUFE 3 H, BEFBUTRESAZNL, BAARUANT W HE, RAEA 7 ZR IR AR 52 R
HaiE%E,

For Chinese employees applying to return to their home country for annual leave between
January and June, leave days must be utilized in the following order:

First, use 50% of the current year’s annual leave entitlement, along with accumulated
compensatory leave days and travel days from the current year.

If the above days are insufficient, employees may apply to their department and the company
before December 15 of the previous year to utilize unused annual leave days from the previous
year to meet the required leave duration for returning home.

If all available leave days still cannot fulfill the leave requirement, any excess days will be treated
as unpaid leave in accordance with company policies.

HhJ7 R TAERESE 1 0 A 6 7 I1A) BRI (el EE AR, A5 LR A AR R B 5 Je i A
PEARFARREL) 50% S A FE R AR R B B AR R B i B KRB AR, wIfE E—4F 12
H 15 HATIEETT Mo m f i, A b4 BRSO AEOR AR OR 25 ATk 2135 2 a] [ R A T
KRB 25 A AT AR R B AN B AR 7 SR 1), B R B 20 e SR v b 3

Except for the above scenario, all unused annual leave and compensatory leave days from the
previous year will be reset at the end of the calendar year.

ERVESISIIL P w1 KR IN AL G E i D i

5.1.3.5 A portion of annual leave must be used consecutively. Employees at job rank 1-3, 4-6,
and 7-10 are required to take consecutive annual leave of 5 days, 10 days, and 15 days,
respectively.

Grade/ | Consecutive Number of Annual Leave Days to be
Rank Taken Each Year (Core Leave)
1-3 Five (5) Working Days
4-6 Ten (10) Working Days
7-10 Fifteen (15) Working Days

AR P SRS, HRZ 1-3 24, 4-6 2. 7-10 e a1, SR F AR R Bk ik
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5 K. 10 k. 15 K.

5.1.3.6 The minimum duration of a single leave period shall be no less than 1 day.

BRI R NALT 1 K.
5.1.4 Unpaid Leave 1%

5. 1. 4. 1After completing the probation period, if an employee has used up their annual leave
and in-lieu and encounters an emergency matter requiring attention, they may apply for unpaid
leave. Such applications must be submitted in advance, in accordance with the relevant
regulations, and approved through the prescribed procedures before the employee is permitted
to leave their post. However, if the employee still has remaining annual leave or in-lieu, unpaid
leave shall not be permitted.

SRR ARUE, 25 A T AT BRI O 6 05, 1I8F B 2 F G AR, WEHR,
TG FBR AL E F P EIE T2, IR F S G T Re s KA b A v] SR AR
SR, AR SR

5.1.4.2 Salaries will be deducted on a daily basis during unpaid leave, with the statutory salary
calculation based on 21.75 days per month.

FARMIE, BRI, POETHEHREON 21.75 K.

5.1.4.3 If an employee’s cumulative unpaid leave exceeds 1 month within 12 months after their
first instance of unpaid leave, the company reserves the right to terminate employment contract.
In the case of female employees requiring an extension due to special circumstances such as
pregnancy and childbirth, the extension may be granted with company approval, but shall not
exceed a maximum of 3 months.

ALHBERFERZE 12 AW, BitSEEaR b REoEE 1 DMAK, ARARS HERRD75)
EIF, R TR A P AR R SR R 7 BEE A, 2wl e i AL 3 M H

5.1.5 Sick Leave Jifi

5.1.5.1 If an employee falls ill after probation period, he/she is granted 14 days of paid sick leave
(non-hospitalized) per calendar year. Any sick leave more than 14 days will be counted as
unpaid leave, and the salary will be deducted on a daily basis.

S U 0 i RO I, T 252 14 Rl B AR BT R (AR HIRED, HH 14 RIZFR
S HZ R T

5.1.5.2 If an employee falls ill and is hospitalized, he/she is granted 3 months of paid hospitalized
leave (calculated in calendar days, including the 14 days of non-hospitalized sick leave).
RTARTEARR, 5% 3 MW FERK (BREHRE, & 14 RAEBHED.

5.1.5.3 Employees who need to take sick leave must provide a sick leave diagnosis or
hospitalization certificate issued by a company-designated medical institution or a public
hospital (Level 3). Sick leave can only be granted after the application is processed and
approved according to the prescribed procedures.

Hengyi Industries Sdn Bhd {855\ (33€) HFR/A T Page 6 of 23
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ALTHFRFREA, MR AFHRE R BA L ER (=40 JFRKRKZ S sdE B ey,
EERE P A Ja 7 AT 320 R R

5.1.5.4 Employees who are assigned to work in other locations, on business trips, or return back
to China vacation, and need to take sick leave, must provide a sick leave certificate, medical
records, and receipts for medical expenses issued by a public hospital (Level 3). Sick leave can
only be granted after the application is processed and approved according to the prescribed
procedures. For conditions such as high blood pressure, lumbar/cervical spine issue,
gastrointestinal/digestive diseases, vision correction, joint and bone pain, soft tissue/muscle
sprain or contusion, inflammation, skin disease or other chronic conditions, non-hospitalized
sick leave is not allowed. Hospitalized sick leave is generally not allowed to exceed 14 days
(natural calendar days), unless there are special circumstances, in which case relevant proof
must be provided and approved through the prescribed procedures before the leave can be
granted.

ARV ZAAESM AR 2 BIEREW AT, FEERRR, NEAER (=20 FFRPR
PRUEH S RPIR BEIT s, e R P At 5 A Re R e wJd s . /A . B anE b
PR MAFFIE. RATER . WALV R . RAE . B BOm B SR ), A R vFs
AAEBER, AR — ARV 14 K CEARHIRED, AR DL SE A SGIE 5,
T R AU E A REIR R .

5.1.5.5During an employee’s hospitalization, the salary standard is outlined in Table 3.
Employees are entitled to a maximum of 6 months of paid hospitalized sick leave. If the leave
exceeds 6 months, the company may consider terminating the employment contract based on
the circumstances.

SRTAEREIIN), HiArdE W3R 3, 7 THRZ WK 6 N HERHE, i 6 A H I = LS IR
bR57 s [ o

Table 3 Salary Standards for Hospitalized Employees
3 A TR R bR v

Cumulative hospitalization period Salary standards
R B[] B b it
Within 3 months (inclusive)
100%
3AMABA B °
4th month
50%
%44H ’
From 5th month
PN 0%
H 5k

During an employee's sick leave, overseas allowances will not be provided, and deductions will
be based on the natural calendar days.

GLRARIIE], WEANENEAS T RIEG  4% B8 H D R 5K
5.1.6 Maternity Leave 4 & %

5.1.6.1 Maternity leave primarily includes maternity leave and paternity leave. After completing
probation period, employees are entitled to maternity leave. For employees who have been
employed for more than 180 days, full salary will be paid during maternity leave. For employees

Hengyi Industries Sdn Bhd {855\ (33€) HFR/A T Page 7 of 23



No.2 Refinery Dept. Leave and Attendance Management Rules HYBN-T9-11-0002-2025

who have been employed between 90 and 180 days, 50% of their salary will only be paid during
maternity leave. Employees employed less than 90 days will not receive salary during maternity
leave.

AEREECT R PEASE, A TS RETEZ AT/ AR 180 R LM AT
BIWE, BB ANBR 90-180 K i T~ EHIA], #Hilii% 50% &8 AHR 90 R
AT, 7 SR AN R o

5.1.6.2 Female employees are entitled to 105 days of maternity leave (natural calendar days)
upon providing hospital certification, with departmental confirmation and approval from HR
Department. Maternity leave can only be applied two weeks before the expected date of delivery.
Upon completion of maternity leave, it will not affect her promotion or salary adjustments, and
her service tenure will continue to be counted.

2R TABRAERUEY], BTN AN BRI 105 K (HRHLRED, ™
AL T SR & J7 T R, R AR . AR LY, R TR

5.1.6.3 Male employees are entitled to 2 consecutive working days of paternity leave upon
providing a marriage certificate and the child’s birth certificate. The paternity leave must be taken
within one month after the delivery of the spouse. Any exceptions due to special circumstances
must be approved separately.

5 R TRAEAFR, & (EIIEY 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 Female employees who experience a miscarriage before 24 weeks will be treated as
sick leave. If the miscarriage occurs after 24 weeks, they are entitled to 8 weeks of maternity
leave (natural calendar days), during which their salary will be fully paid.

LR TN, A2 24 AW, fomRabss; i 24 Fr, =532 8 F/AN R CERH T RED,
/N ) 3 T K

5.1.7 Marriage and Compassionate Leave &1

5.1.7.1 After the completion of probation period, he/she who get married is entitled to 3 days of
marriage leave. Marriage leave must be taken within 3 months of the marriage registration. In
case of special circumstances requiring an extension, prior approval is required. For employees
who have not completed probation period and have already registered his/her marriage before
joining the company, or re-marriage, are not eligible for marriage leave.

ST 5 S5 0500, TR 3 RIS . SR AESS IS S0 )G 3 N H WA, ReikIE Il ZAE
1, SATHER. BN AR BB F A A, A TR IS R i .

5.1.7.2 After the completion of probation period, employees are entitled to 3 days of
compassionate leave in the event of the death of their children (including stepchildren or legally
adopted children), spouse, parents, or parents-in-law.

WIS RE, BT R L EERGR 720 BOBESCRE, BUS QB E T, AT
R 3 KRR

Hengyi Industries Sdn Bhd {855\ (33€) HFR/A T Page 8 of 23



No.2 Refinery Dept. Leave and Attendance Management Rules HYBN-T9-11-0002-2025

In the event of the death of an employee’s grandparents, grandchildren, or biological siblings,
the employee is entitled to 2 days of compassionate leave.

HACEE, INVT AL RILRIHIRIE TR, AR 2 Rl

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

USR], FEIE R .
5.1.8 Return-to-Home Leave [A] [E k1%

5.1.8.11is revised to: Mainland employees are entitled to 1 time return-to-home leave every six
months. The duration of single return-to-home leave should not exceed 20 days (natural
calendar days, including in-lieu, annual leave, statutory holidays, and public holidays). The total
return-to-home leave within a calendar year should not exceed 40 days (natural calendar days,
including in-lieu, annual leave, statutory holidays, and public holidays). Any days exceeding the
aforementioned limits must be approved by the company before an extension is granted. The
additional leave will be treated as unpaid leave or sick leave. For sick leave, a medical certificate
or hospitalization/sick leave certificate issued by a public hospital (Level 3) is required.

R TR ERZ 1 RIEIEARMER, kel EREASEDT 20 K CEREREL SRR,
A VTR AR ED, RREE NS R EREAEDT 40 R (HRHRE, &Kk,
AR BOETTERAMAKRE, i ER RN, TeArdEETT ey, g R e
AT, HAP R ERRAEA S ERE (=) FFEBRAARE W s a4: Be A ARIIE B .

5.1.8.2is revised to: Due to special reasons such as major maintenance or unit startup, return-
to-home leave may be extended to the following year with the approval of the department. The
department shall review the employee's vacation quota based on the first half of the year
(January June) and the second half of the year (July December). The vacation time shall
correspond to the corresponding vacation quota month. In principle, a single vacation shall not
be earlier than 1.5 months before the quota, and a combined vacation shall not be earlier than
2 months before the quota; If the employee’s return to Brunei is delayed beyond 1 month due
to postponed return from the return-to-home leave (including domestic work, self-fund leave,
unpaid leave, sick leave, or maternity leave), the extended leave period will also be carried
forward and deducted from the employee’s subsequent return-to-home leave quota for the
relevant month.

IRRHE . B IT TAERFR IR, S8 ItdE, [ ERBRTIE 22 — 4, &6 1% BB (1 A
-6 A TR (7T H-12 HD Wi 3 TR, ARABI 18] 0 52 M ARERARRE A A7, TR0 b i pk
B AFETHERN 1.5 MH, SIFREEESASETEER 2 NH R E AR E R ]
O CHREEN EE. B, S R ED B 1 AN, RE R S TR fS 2 Bl [
PRABR IR B H At 75 [F) A2 IUE

5.1.8.3 In the case of special circumstances, such as significant family events, personal health
issues, or other exceptional reasons requiring the employee to return to China for treatment,
he/she may apply to use return-to-home leave quota in advance. If, within a given leave cycle,
the employee's attendance does not meet the required standards and he/she resigns, any
excess return-to-home leave and annual leave will be deducted in accordance with unpaid leave

Hengyi Industries Sdn Bhd {855\ (33€) HFR/A T Page 9 of 23
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policy. If there is any concealment or failure to report, those who privately buy tickets to
exchange for vacation and return back to China will be assessed according to the situation, and
the number of vacation days will be included in the annual total vacation quota.

PRIRR IR R R, a0 5 Jo B RS S AR SR 17 DA H Aty A R S5 8] 7 22 (] [ A B B 9 1, 7 FR g
PERTAEF B E R R AR, A5 — AR I A B TR AN A AR B ER ), BRI AT 2 AR ]
E R AR AR SRR bR AN Bl AR, FA B SRR EARR ), B AT B, Ik
PRAB R ECTE N B SR AR A

5.1.8.4 is revised to: The company provides each employee with a round-trip airfare and
transportation subsidy for one return trip to China once every six months. The round-trip airfare
refers to flights between Brunei Airport and domestic airports, with bookings made by the
General Manager’s Office. The standard route is Brunei - Xiaoshan. Any additional costs arising
from personal reasons, such as delays in ticket booking or changes to the route, shall be borne
by the employee. In the case of any changes to the standard route, the company will notify
employees separately. Employees are allowed to take multiple trips back to China within the
same calendar year, provided the total return-to-home leave does not exceed 40 days (natural
calendar days, including in-lieu, annual leave, statutory holidays, and public holidays). The
company provides two round-trip flight entittements per year, and any additional flights beyond
the two entitiements must be paid by the employee himself/herself.

A A B 5 T AR AR A — ) 18] [ AR BT 5 A IR L2 A Bl SR A i A o AR IR LEE AR SN
EE NN R, RSB pABAONTE, SRAELEg ORI, A N R BEAGE B 1T
SR MR A A 2 Ay, I THE. FEARELEE ), AFIRATIER. BRHHE
EN SR EREAEDT 40 K (BREGRE, SR, SRR EESTHRAMAMMRE) KGR
TATRAR ZRIEIE, Ay R T N SR PR IR ML SR AR, B PIRR bR 5 LR o 7
H %%,

5.1.8.5The home transportation subsidy refers to the round-trip transportation between
Xiaoshan Airport and the employee’s hometown. The subsidy is provided according to the
following tiered limits: Level 1: RMB 300, Level 2: RMB800, Level 3: RMB 1200 (see Table 4 for
details). The company will issue the subsidy in the form of an additional payment through the
employee’s salary, which will be disbursed twice a year in July and January, to employees who
meet the vacation criteria. The subsidy will not be granted to employees who resign at the time
of disbursement. The specified hometown is as follows:

e For married employees, refers to hometown of spouse;

e For unmarried employees or dual-career employees, refers to hometown of parents.
If an employee needs to change the registered hometown, relevant documentary evidence must
be provided. After departmental verification and approval, it shall be submitted to Human
Resources Department for record and registration.
[ XA AU FE TR LU B 5K B P AE A R A0, FAR % =2 ERRFRAEEAT AN : —Z%. 300
JG, —%%: 800 Ji; —Z: 1200 jT (HAENEER 4). A FIRME FRbRiE LA )7 2078 188 ok
RIS BE T A1 H PRI R AR AR N F A, A0 C SR AT R KB
FITAE b A e e U0 L8 DR T ARTCAR, SRS R T R OWER TARACEE . Ui B8 UK BEFTE LY, T4
FRIEY, @& rHiZE, ZhARET&EEL.

Table 4 Standards for Transportation Allowance of Going Home

Hengyi Industries Sdn Bhd {855\ (33€) HFR/A T Page 10 of 23
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R 4 BIFZEANEBRHE

Classification 4732 Allowance Specific provinces HAK4E 1y
Zhejiang, Shanghai, Jiangsu, Anhui,
Level 1 —% RMB 300 Fujian, Jiangxi

WL, b, VIR, 2 MR, LU
Beijing, Tianjin, Hebei, Shandong, Shanxi,
Henan, Hubei, Hunan, Guangdong,
Guangxi, Guizhou, Chonggqing, Shaanxi,

Level 2 —%% RMB 800 Liaoning

Jeats R Wby RS v, TR T

Jb WIEGL AR TR BEMIL ER. B
P, LT

Jilin, Heilongjiang, Inner Mongolia, Ningxia,

Xinjiang, Tibet, Gansu, Sichuan, Yunnan,

Level 3 =2 RMB 1200 Hainan, Qinghai

AR BRI, WEE. TR, B 7

. Hl. Wl =/, . 5

5.1.8.6 If an employee applies for a route change, the Company will reimburse his/her round-
trip plane tickets and travel expenses upon approval. The reimbursement will be capped
according to the standards specified above. If the actual cost is lower than the specified
standards, reimbursement will be based on the actual ticket price.

T HEAR R, Znm b, "HREEIRIEE ACE 9, At LAl BT, AT HE
FR 32 SR SEAN R

5.1.8.7 If an employee has not utilized the return-to-home indicators for work reasons within the
current year, the employee may apply to arrange a visit by a family member (limited to spouses,
parents, or children only), with one indicator allocated per person. During the visit, if additional
accommodations are required, the company may assist with reservation, but the related
expenses shall be borne by the employee. If the family member’s visit is not covered by the
return-to-home leave indicators, all expenses incurred shall be borne by the employee. Should
the employee and their family members opt to travel on the Hengyi charter flight (Hangzhou
route) at their own expense, the employee must submit the ‘HYBN-0143-Charter Flight Ticket
Booking Process’ for approval.

WA AR, 458 N al AR R bR R T 5E 8, AT G A AR M AR, s s (PRI
BECEE 720 BIERE (— N E—Ud8hn) . HWEWIE, HHIMLAEE R, 2w ] v
B, R TAHE, WAET R TR ERMEEEFNRERSE, R m R THB, f & AT
F g w5 — A F D AR TE R BTN L), A T 2458 (HYBN-0143- L HLTHENLE FUE HAE) .

5.1.8.8 is revised to: Employees, without affecting their work, upon approval by the department
and the company, may utilize their annual paid leave to appropriately increase the number of
vacations in addition to the company-arranged return-to-home leave. The increase is limited to
a maximum of 2 additional vacations per year, with all related expenses borne by the employee.
The total number of vacation days in a year must not exceed 40 days.

BTAEAR N TAERTHE N, @801, And#l)E, BARZHR R ERESN, AR E QA ERT
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FA W3 BOE IR B, 2 TGN 2 Ik, BTA S A COREFERE SRR R B @
it 40 K.

5.1.9 Journey/Travel Leave 215

5.1.9.1 For Chinese expatriate employees, journey leave is categorized and granted based on
the distance between the domestic airport and their registered household (family) residence, as
evidenced by relevant documentation, for the following types of leave: marriage and
compassionate leave, maternity leave (requiring a return to China), and return-to-home leave
(twice a year). The travel leave is allocated as follows: - Level 1: One (1) day for round-trip travel;
Level 2: Two (2) days for round-trip travel; Level 3: Three (3) days for round-trip travel.
Employees returning to China for leave and subsequently resigning are entitled to only half of
the aforementioned journey leave.

b E AR 5 TSR AE AR CGRIBIE D BERR CERTO, ZENTUR SR (KR FTE
MR Bt BAHSUE ], s TREAE R — % IR 1R, 2% fHikR2 KR, 3%: iR 3K,
A PRABCERUEE 5 [ 5 B R ) 52 T, R AT d 2 R AR

5.1.10 Special Leave #5ukAR1E

5.1.10.1 Sponsored Leave — An employee shall be entitled to up to two (2) working days of paid
leave under the following circumstance:

PMBR——E UL RO, BTABERZRZM (2) ADTARHEH R

Civic Duty: To fulfill his/her responsibilities within the Brunei community, such as participation in
national events (e.g. National Day).
NS5 JBATH/ AR SCRALIX 5T, BIanZInE ZEsh CnE P

5.1.10.2 Sports Leave: Employees representing Brunei in sports events/competitions, supported
by a letter from Brunei Ministry of Sports or any registered sports organization/institution, are
entitled to two (2) working days of fully paid sports leave.

EERME. 7 TARCESINEEFRE/HEE, B HESCRIRE /S TE N R F BIE /DU
3 OFFRR. R TARCERZ A AR H 2k & IR

5.1.10.3 Haj Pilgrimage Leave — Employees who have completed 10 years of service with
Hengyi Industries are entitled to 30 calendar days of fully paid leave for the Haj Pilgrimage.
ZIMFAEMRAR . FE ARSI 10 4F1, =32 30 AH P H e #iikk.

Note — Official letters from the relevant government authorities must be submitted to support the
above leave requests.

TR R AT AR SCBURF R T 1R X5 bR DA SCHE BRI K

5.2 Leave Approval Principle &1 5 it J5

5.2.1 Leave Application Requirement i 23k
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5.2.1.1 Before taking leave and leaving the post, employees should follow the ‘Leave
Application Process’ as outlined in the ‘HYBN-0205-Leave Application Process’. Leave should
only be taken after obtaining approval from the relevant supervisor and submitting the leave
application at least 12 hours in advance. Once the process is archived, the leave can be taken.
For annual leave, the department will prepare a consecutive leave plan in December, prior to
the start of new year.

RIS S F et GEMRMEHEREY 3, 5 EGMESMHER ERMSREE, #2510 12
/INFHRERE (HYBN-0205-Leave Application Process /(R B TRALY, WALV 5 7 alfARqE, H
AR TIZERT—4F 12 H il R R TR

5.2.1.2is revised to: For Mainland employees taking return-to-home leave, if they have used
their leave quota in advance or are taking self-fund leave, they must complete the ‘Advance
Leave Application Form’ or ‘Self-fund Leave Application Form’ accordingly. After obtaining
approval from Head of Department, the Integrative Statistician will issue ‘No.2 Refinery
Department Return-to-Home Leave Approval Form’ (to be archived by the department). The
leave can only be taken after approval from the shift leader (or deputy shift leader), the
responsible Deputy Head of Department, and the Head of Department. Leave requests must be
submitted at least 15 days in advance, following these procedures: -
1. Upload the ‘Advance Leave Application Form’ or ‘Self-fund Leave Application Form’ as an
attachment to the ‘HYBN-0205-Leave Application Process’
2. Upload the ‘Self-fund Leave Application Form’ as an attachment to the ‘HYBN-0117-
Application For Purchase/Reschedule Flight Ticket Process’
The leave request will only be granted after approval from the relevant leadership.
(Note: Currently, employees at the Deputy Head of Department level and below must first submit
a leave application to their department, specifying the dates and types of leave. Leave can only
be taken after approval, but the return-to-home leave does not need to go through OA process.)
o [ 8 53 T[] [ AR, A R A 40 o] [ AR ) 1 SRR R 75 20 3RS IR AT AR AR I )
B CH BRBHIER), ST FRFEEG, HEEESTH RN R Ol &8 E R D)
CERIIAARSD, 23K (RIBEK). BRI, B #LE 5207 16 Ri%:
1. {HYBN-0205-Leave Application Process i&/MA i HiEHAEY AL C(FRRTIREHIER) 8L
(H A R E )
2. {HYBN-0117-Application for Purchase/Reschedule Flight Ticket-H1 22T /225 i fE)
FRPHE CE PR IR,
) 4 F S T, R AR SHAE 5 7 AT IR
(e BIBT BRI A LAN R TR SE M Es TSR AR i, RO A) S kAT 20, &4 Tt
#E S TT IR, (L TC R HE 1Rl E AR OA ).

5.2.1.3 During employment (including vacation), if an employee intends to travel to regions or
countries outside of Brunei and requires a company-issued letter/certificate, they must report to
their Head of Department in advance and HR Department. Employees are required to comply
with the local laws and regulations of the destination, and all financial, legal, and related
responsibilities during the trip shall be borne by the employee. Shift leaders and management
personnel must also report their travel plans to the Head of Department in advance.

PR CERED, RAFTESCGE AN X B E K, 75 A ]t EuEBa i, D Zisg§ir m s
WU, RN TR R . R LAUE ST S HEENE, P R 250 . VRS OC
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FTH R T EHATA, P BN A 0 205 F1 ) 3 140 34 2% o 0 T BRI 7R 30 S (b

AR R TR SORE AR ), @M1, IR ARSI AL E R, 1%
(PR — SN X 9 NHEAT .

5.2.1.4 Employees who leave their posts without following the proper leave procedures as
outlined in this regulation, or fail to return to work after their leave has expired, will be treated as
as absenteeism. Additionally, employees who engage in illegal activities during the leave will
also be considered as absenteeism.

ToIE B, AL A E TP T8 B BT B AL, BBy 5 ANt EBRR, $ TALHE.
SRR Z 5450531, 120 TR,

5.2.1.5 In case of a sudden iliness and the employee cannot apply the OA in advance, the
employee must first inform their superior leaders. Afterward, the employee should complete the
necessary leave formalities and provide a medical certificate. If the medical certificate cannot
be provided, other types of leave will be deducted according to the following order: annual leave,
in-lieu, unpaid leave.

WA S, AR EFRTLEN, Mo ERST, FEIPEAMETEE, FEM BRRIEY,
INTCVEIR SR BGE ], WML E AR R, SFRAL R

5.2.1.6 If leave procedures cannot be applied in advance due to an emergency, the employee
shall first request leave verbally or entrust others to apply verbally. Afterwards, he/she must
follow the proper procedures to complete the leave application. Emergency leave is limited to
no more than 5 times a year (expect sick leave) . Those who are unable to return to work on
time must apply for an extension of leave in advance.

WA EE, ARedtpiE /TR, Bk LiF/RERERMAE R, FEAEAMETFS, B2
B 1 FEA RV 5 K ORARERIN . TTHASRESZINS [ B A7 B HERS, AR AT JpBE 2R T8

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

PEAHAE G ) N B BENR T 80%, PRIFARE 244

5.2.1.8 Personnel in key positions, including those in the same job position, shift leader, deputy
shift leader, and main panel operator, are not allowed to take leave at the same time. During the
leave period, personnel with the same qualifications must replace them. The minimum number
of Mainland employees on duty per shift must be as follows: 7 personnel for Hydrocracking Unit;
and 6 personnel for Hydrotreating Unit.

REEBIOL A BRI R CARBEAG . BIBEAC . P T4 AN AT [F) I T, 135 I TR) 0 2504 () B o7 % J5 1)
N GARES s BEPRAE I P 7 A LR NN 2 B A AICIBR 7 N RSN S e B i IR IR 6 A,

5.2.1.9 All employees shall submit OA application for all types of leave (excluding return-to-home
leave) in a timely manner. If they fail to submit OA more than 3 times within a year (excluding
late submission), a warning letter will be issued; If unpaid leave exceeds 5 shifts within a year,
a warning letter will be issued; If emergency leave exceeds 5 times within a year, a warning
letter will be issued.

B R TR (RS EIEWRED 7 &2 OA Hiih, —HENIERARIEE OA (AEHh0) #
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3, KN R-IREEE: FEEARET S MER, IR RESE: BRER-ERT
5, KR -IKELRE.

5.2.1.10 The leave and attendance management regulations for interns during the internship
period shall be subject to the notices issued by the HR department. Before interns take leave,
they must obtain the consent of the team leader in advance. After approval by the team leader,
they must indicate their name, school (batch), team, and reason for leave by email 12 hours in
advance, and attach any relevant supporting documents (such as sick leave certificates) before
sending them to the department's general manager and training engineer, and copy or
screenshot the email to the team leader. For those who fail to comply with the requirements for
the first time, the corresponding team leader will be assessed according to the "Performance
Assessment Rules for Refinery Department II". If there is still no improvement after the first
assessment and reminder, a warning letter will be issued, which will serve as the basis for the
intern's internship evaluation.

S SR SI2 2] IR AR B8 B E A BE R AT B R e . 52 21 AR T R BT e SR S AEAS PE
HKWF R, SPHKAMES, =257 12 A PR 3 g4 . PR o SR AERIR
PR B L ARART AR SRAIE W S AR BGIE D J5 R R 8 1) S8 58 5 I R T S S 0 14
BIZPEH K . WIORIRESR AT R I IR O S5 24000 B AR, HIRFE X
TR S IR EGER, BRI ESE, B S ERAE S S AR N STVl AR -

5.2.1.11 If an employee needs to leave their post during working hours due to an emergency or
sudden illness and cannot complete the leave procedures in advance, he/she must first inform
their supervisor. Afterward, he/she should complete the leave procedures and provide relevant
documentation. For shift workers, if the on-duty time is less than 4 hours, the leave shall be
counted as 1.5 days; if it exceeds 4 hours, it shall be counted as 1 day. For office-hour
employees, any leave taken during working hours shall be counted as 1 day.

e LRI 2. SRS, ANREFE P EE BTN, P h M ERSS, FE I EAME
T8, JFM EAHSGIER]: BIBEGR T, FERINEIZT 4 /NN, i RIZ 1.5 Rit, KT 4 /N,
1.0 Rit, KAVERAT, ERIARERS% 1 Kit.

5.2.2 Leave Application Procedure i# i 2 Request for leave
M NS G R AE
5.2. 2. 1Shift Operator ¥ HE/E VA 5
Consecutive
HOD or Deputy HOD leave > 2 days
approve HEaER>2 R Shift leader approve
WK CZERKE [ YK )=
=Y

Apply and submit the OA
application as required
HHNILERTE OA LIS
FREIE R IE

v
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AN =2

éé]] ER=]

Approval from relevant department leader
(Deputy Head of Hydrotreating Unit, Deputy

Head of Hydrocracking Unit)

POl HIt B, SN BN 7
HINE L ZRFEKF AL IR E AR
RN T2 R F D

Archived
TFE VAR

Take leave according to
the number of days
applied
EE YN UIN

v

A

Shift records the leave status
on the "No.2 Refinery Dept.
Leave Approval Form"
PEAHAE it ARSI e it
Y, E IR

Note: The number of days of leave is calculated based on the actual required working

hours.

E: EBRRE, HESEhRR ) TR KT

5.2.2.2 Office Hours Staff # [ ¥ & T

Request for leave

EE N/

Approval from relevant Deputy Director and HOD
SERRTK . KRR

Hengyi Industries Sdn Bhd [8;%&

l

Apply and submit the OA
application as required
HH NAZERAE OA BIH
IR G R R E

SRl (3C3K) BRAE]
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OA approved by HOD
ZER K H AL OA

Archived
TFE TR

Take leave according to the
number of days applied

EEIN S CIS

5.3 Overtime Work Jin#t
5.3. 1 Approval and management of overtime work JIHE /) & 41t &% & 3

5.3.1.1In general, the Company does not encourage employees to work overtime. Each
department shall focus on improving employee work efficiency , reducing unnecessary overtime,
controlling overtime hours, and ensuring adequate rest for employees. If an employee is
required to work overtime due to work demands, he/she shall perform duties diligently and shall
not refuse overtime work without justified reasons.

WEHAFOLT, A TS 5 TN T BTN s R T TARRCR, AR ERINIE, 24 57
TINBER (8] ARAE R AR, o WDR A 75 ZmBRR, 5 TN YIse@ AT, e IE 43 NS

5.3.1.2 There shall be specific work contents for overtime work. Except for shifts workers on rest
days according to the schedule, all other overtime must be processed in accordance with
"HYBN-0204-Overtime Application Process". Employees who work overtime shall follow the
overtime application procedure in advance and send a copy to the department statistician. If an
employee is unable to submit the application in advance, he/she shall complete the applicantion
process on the next working day. If the application is not submitted within the same month, it will
be assessed according to the ‘Performance Appraisal Management Rules of No.2 Refinery
Department’. Employees must confirm the overtime worked, and there must be specific work
products or progress associated with it. Overtime without a clear task or without prior approval
will not be considered.

SR TMBERAA BB N2, BRACHEME L A SRR AR B B RIBESL, AR NS 7 4% (HYBN-
0204-Overtime Application Process-I¥E HiEiAE) TG /pEEHiE, FFPELEESH L. St
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RSN R, BN ERH AR H AN, #5RE A AR, RARYE (Al —#RS08cs iz 4m )
RN A%, INYEJG BT SRR AN [ BEAT#IN,  IF N I A TAE SR Bt e . I AN
B ARSRAGAL I BEAME 5

5.3.1.3 Employees’ overtime shall not exceed 72 hours per month. In the case of emergency
shutdowns, major maintenance, or similar situations, additional approval is required.
RTINPERH 2 AL 72 P, BRERTUE T, RBEHILR, STt

5.3.1.4is revised to: Shift workers are assigned to attend Professional Development Class on
their rest day (specific date shall be notified by department), and must sign personally on the
“Professional Development Class Attendance Sheet’ in exchange for in-lieu. Those who are
unable to attend the class (excluding those who are on return-to-home leave) must apply the
leave via the ‘HYBN-0205-Leave Application Process’ at least 12 hours in advance, selecting
“In-lieu” as the leave type, but no deduction of leave will be made from their actual in-lieu balance.
If an employee is required to work overtime, he/she may gain an in-lieu leave for overtime work
after obtaining approval from department leader (overtime worked on public holidays for shift
workers will be compensated with overtime pay).

YR N RAZHRERAE R B H R EIBE CRAARIPERS [0 DLES T 8 A v i), HER H BIPEE R
TE (EIPE 853K EARNEF I ANSAR, RSP A T (el E RN ARSI
FAARRT 12 /NS (HYBN-0205-Leave Application Process /M Ul iR ), 15 A 16 “H
PR”, SR AR AR s 53 P8 A 75 B 0 1) 400 B 41k 5 DN BE, T DA 52 DRI BT 7 2 f A (£
PEN B8 R EHERTBOMBE T 5t B4

5.3.2 Overtime Work and In Lieu Jn¥Ehn &4 /k

5.3.2.1 Overtime work can be accumulated. The overtime is not counted if
it is less than 1 hour; the overtime is considered half a day if it is up to 4 hours; the overtime is
considered a full day if it is up to 8 hours.

INBEIN AT BRSNS T INEE, 3 4 /NET R R, 3 8 AN 1 RIHEL.

5.3.2.2 The company has considered the necessary overtime factors in the remuneration.
Except for positions explicitly specified by the company (such as shift workers, etc.),
employees working during statutory holidays may receive overtime pay. For other employees
who work overtime, as well as shift workers who work during their rest days, in-lieu of equivalent
duration shall be provided in exchange.

AFEFM T CF R T RERINPEE R, B m HEUE R AL R B N 5158) 1Rk
SE TR H HPEIIA AR BOMBE LB A6, Hox N RnsEm s, KECHE N AR E H gt w7
22 AR [R) S I T (R e

5.3.2.3 Each department should establish an internal record of overtime and additional hours
worked, and summarize the overtime situation at the end of each month. After approval from
department leaders, the records shall be submitted to Human Resources Department.

AT ST N R INEE N LAWK, JFE H RIESUMBEIN S B, ZET 1S H S BN TR IR

5.3.2.4 According to the company's human resources requirements, on-duty personnel must
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use their rest-from-duty leave within one month; any unused rest-from-duty leave will be cleared
at the end of the month. For those who are on-duty as First Contact Person on weekends, they
are entitled to 2 days of Rest-from-Duty leave, whereas those who are on-duty as Second
Contact Person on weekends are granted the Rest-from-Duty leave based on the actual hours
worked. For those who are on-duty as First Contact Person on weekdays, they are granted 1
day of the Rest-from-Duty leave. The department shall reasonably arrange rest days for on-duty
personnel based on actual work conditions, and the accumulation of excessive Rest-from-Duty
leave days is prohibited.

RYE AT ABER, EPER THEIARBRNAE— AN ZH R, R 7R3 A 2MiEE. [E3E
N GARFHE LT 2 REAR, JARENE LR TAERKE 7 RIS R AR, THEH EHES T
1 RIAR, ST TRRYE LR TAES LA B HEIE N AR, 25 IR RUR (AR

5.3.2.5is revised to: All employees are entitled to have in-lieu for overtime, Professional
Development Class, and on-duty each year. The specifics may vary annually, subject to HR
Department’s guidance. Any leave not used within the company’s required time frame will be
automatically cleared. In-lieu can be used for return-to-home leave. For employees with
available leave quota, in-lieu can be arranged within 40 natural calendar days of the return-to-
home leave. If there is no available leave quota or exceeds 40 days, in-lieu shall be arranged to
be used in Brunei depending on the situation. Any unused in-lieu will be cleared in the month of
Chinese New Year of the following year (subject to change based on the decision by HR
Department).

AR TARAFERYE. BIPE. PRI, (BEBOATRES A, ARG & W,
RAE 2> 7 SRR AR 78RBS B 2TEZ) . R AR BB, AR R, R
R ERERE 40 AN BERH I RE N AT 2 R, B 40 RETCHARBUE R, RS BLLE
SORZHMRE, UEERTT S HIETR AR W ME).

5.4 Miscellaneous Hftt

5.4.1is revised to: Those who participate in company public welfare activities or training during
statutory holidays, rest days, or other non-working hours can be compensated with appropriate
rest on the next day or after the completion of the work. However, participating on post-
qualification examination on rest days will not be compensated with in-lieu. Training and learning
do not count as overtime (except for Professional Development Class arranged by the company),
such as DCS simulation training and etc., the department may arrange rest as needed.
PoETERE L RS H B AR R N R 2N A B A SRS S BRI, wIE X H S0ZI AR RS
AR, REHZIN EREFERMA TSR FESIATE NP (2 7] 22 AR R PR
58, it DCS 1 55 IAE, HEITAEAT B AT ZHHA R .

5.4.2 Employees on business trips during statutory holidays and rest days may arrange rest at
their discretion.
WLE AR ZELIE, BEREE T REMRE R, a7 47 ZHHR R .

5.4.3 Employees sent to outside of company for training or learning are not eligible for overtime
compensation. Upon returning to the company, no compensatory leave (in-lieu) and no overtime
pay will be provided.
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A TTAEYRAE A BRI 22 ST A TN £, R ELA RS A TR, ASTATINPET 5

5.4.4 Employees going out to do business for official reasons, please apply in advance for
“HYBN-0212-Application for work outside the office-Field application process”, the process is
filed before going out.

BTHRASN IR, HRATHE (HYBN-0212-Application for work outside the office-#1 ) Hi
IR, ARSI A

5.5 Attendance Management = &) 1

5.5.1 is revised to: Employees shall clock-in at the C8 gate on time, with the clock-in time subject
to the official time recorded by the C8 gate attendance system. Early departures or tardiness
are strictly prohibited. The shift attendance shall be responsible by the shift leader or deputy
shift leader and shall not be delegated to others. Attendance records must be completed within
a single shift cycle. Any fraudulent practices or significant errors in leave or attendance records
will result in assessments of the shift and the person-in-charge of attendance in accordance with
the ‘Performance Appraisal Management Rules of No.2 Refinery Department’. Those who are
in-charge of attendance of others should complete attendance form promptly and accurately,
according to the company’s standardized attendance regulations. The forms should be neatly
written, without alterations, and the type of leave must strictly comply with the leave application
process submitted by the employee. At the end of the month, the forms must be signed by the
person-in-charge of attendance and the shift leader for confirmation. Leave record forms,
medical leave certificates, and attendance sheets must be properly maintained and submitted
to the integrative statistician at the end of each month. Attendance records will be subject to
random checks, and assessments will be issued based on the quality and accuracy of the
records.

AL NAZINFE C8 KRITHT-RE ), T-RISFAILL C8 KITHT-RALIK A y#E, AFEIR. iBH|; PEA
F Y RKEEIPER A T, A A RAU, SRAE O R TR NN S, XHE
1525 B3 MR AE R E A IR B 2 KL IR O 3B 5 124y B 58 st N, #%9%
o NARB AR G — e E IS, K. ERIESEER, FERE L, AR, 1§
A Ak A% O TR R RIS, H R IR AR N . (REIFERICR
. RRZETT GERD MEEIE, JHEH RZG LG ST R B EFRERIA E B E L,
M5 B RIS b BB A%

5.5.2 If an employee fails to arrive on his/her post within the designated working hours or leave
his/her post early without authorization, he/she will be considered late for work or leaving early;
if an employee is late for work or leave his/her post earlier for more than one hour without
notifying and obtaining approval from their superior, he/she will be considered as 1 day of
absenteeism.

L ARAZHE AR [A) 235 b A7 s Fe B T RIAL A0, PONIE B FIR, BH), iR —/ i, H
AR _E ORI HEERT, MO T — R

5.5.3 Employees are required to clock in and out punctually. Department attendance clerk shall
use the standardized attendance regulations provided by the company to accurately and
promptly complete the attendance each day. They must also ensure the proper management of
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various types of leave requests, medical certificates, and attendance records. In the event of an
employee's unauthorized absence, the HR department should be notified within 1 day. For
employees taking extended sick leave or unpaid leave exceeding 7 days, the HR department
must be informed before the payroll processing date.

TSI FT R 258, 7175 8 5 RAZ I A 7 58— HUE B BT S, B R A TERRIR 'S B 813,
RE LS PR IR GERD MFEEER. WHRTY TH, NE 1 RNSHAIITRHE
B W A TR FEREE 7 ORI, RO A H A R ) BEE S

5.5.4 The attendance sheet must not be modified without proper justification. In the case of any
errors, the attendance clerk must promptly rectify them and provide their signature for
confirmation. The department must submit the attendance sheet by the 5th of the following
month.

FERAFHERIRG, A2, mEERANEIE, TN, BIHERA 5 Hif bk
B}k

5.5.5 The attendance-related records and documents of the department should be retained for
3 years for future reference.

A1 EEIAR R DR KO R 3 SR

5.5.5 The person-in-charge of attendance for each shift should monitor the attendance status of
the employees, understand the employees’ leave situations, track any abnormal attendance. If
the number of abnormal attendance reaches the upper limit specified in the rules, they should
promptly report the situation to the higher-level supervisors and take appropriate actions in
accordance with company policies and these rules.

FRFEE T I NNLESR P 5T R TR BB AS, TR RIS RGO, Giit 5 A S s
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5.6 Resignation Management &5 HH &
5. 6. 1 Employee resignation order Management & RS 555 3

5.6.1.1 Employees with the intention to resign must submit their resignation application at least
30 days before leaving their position, while those on probation must submit theirs at least 1
week in advance. The resignation letter must be signed by the employee and clearly state the
resignation date. The resignation handover procedures must be completed within two weeks
before the final resignation date and submitted to Human Resources..

AR ) (1) IE 2K R AR AR BT AL A 28 /D $R AT 30 RIRAS B ERHIE, XA ] R L REAE ST K Ar
AT 22D ERAT 1 IR RS, BRI S AT ) 7 TAR NS IR S R H Y, BT
232 5 1 B BB L 1) 309799 i) N 703 58 RO R =N B

5.6.2 Management of resignation employee attendance 581 A 512 844

5.6.2.1 Based on the number of days worked in the year, departing employees shall have their
unused annual leave days calculated on a prorated basis. At the time of resignation, Chinese
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employees who have accrued one leave quota of paid leave may take a maximum of 3 weeks
of leave (applicable whether the leave is taken in Brunei or China).

BEHR N SRR 2448 O AR R B BN AR AR AR OR B, 7R BRI A 1 /N300 RE 0 o [ 4 57
TAER A B 2 R MR 3 & (R AE SO sl AR IE D .

5.6.2.2 Chinese employees without leave quota must take their paid leave in Brunei, up to a
maximum of 3 weeks. If they return to China before the resignation date, the remaining days
will be treated as unpaid leave.

TORE B P R B T A SORARAT B Y], AR 3 H,  anIRAE S HR H AT R ml b, )
RREAZFRALRE

5.6.2.3 For Chinese employees with more than one leave quota, the number of leave days
shall be calculated based on the number of leave quota, with each leave quota equivalent to 3
weeks of leave.

2T — AN EEE R T B v B ARBOR B, 1 AN 3 A
6 Inspection and Supervision S EB5%#

Each shift person-in-charge of attendance is responsible for supervising and inspecting the
implementation of the management rules at all levels within the department. 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.

FRFEEEIN G AT B A ]S BN GO BN HAT IGO0, 5 RAIZESRPAT N 52,
P ST % S A PR B A% A 18 FH RN R BT

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 These regulations are managed by the No.2 Refinery Dept. For any unfinished matters not
covered, please refer to the company's specialized management systems and other relevant
policies.

AN A AR AR, R B S A ) B B AT

7.2 The preparation and approval of the version of these rules are shown in Table 1. A4f I

G I AN LI L LR 1
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Table 1 Revision, preparation and approval of document

T XHEAEHFIERER

Yang Fan,
A Dili BuliBuli,
LuoXin Yang Shihai
10 2025/10/1 Sun Weifeng i
D ik Wttt

MR BT L - A
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Version Issued Date Compiler Reviewer Approval
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