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1 Purpose BHY

This regulation is specially formulated to ensure that all personnel involved in direct operations
clearly understand their work tasks, clarify responsibilities, identify risks, avoid injuries and
mistakes, and ensure the safe and stable operation of the equipment.
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2 Scope of application & F3EEl

A pre-job meeting must be held before performing any work task. Depending on the actual
content and nature of the work, either a simple or detailed pre-job meeting can be conducted.
All key staff members must participate and engage in discussions and exchange ideas related
to the task to ensure everyone fully understands the work, clarifies responsibilities, identifies
risks, and avoids injuries or operational mistakes.
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3 Risk Classification and Division of Responsible Personnels R&E4% K& A= A XI5

According to the actual work content and the risk level of its nature, the corresponding person
in charge of the pre-work meeting shall be assigned (the responsible persons shall be
department head, deputy head, engineer, shift monitor, etc.).
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3.1 Special high-risk operations: organized by the department head. (Such as special hot
work, radiation, etc.)
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3.2 High-risk operations: organized by the deputy director in charge. (Such as working at
heights, confined spaces, primary hot work, excavation, power trip, blind plates, lift operations,
large unit switching and maintenance, key process switching, etc.)
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3.3 Medium-risk operations: organized by the chief engineer. (Such as secondary hot work,
temporary power supply, key machine pump switching, safety valve calibration, etc.)
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3.4 Other work: Organized by shift monitor (or shift assistant monitor) according to needs .
FERME: BEARK (I R ALkl

4 Pre-Job Meeting: Timing, Participants, and Location TRI&ZFHIAHE. AR, MEME

4.1 Time: The pre-job meeting must be held promptly. Implementation of the operation should
begin soon after the meeting. The interval between the meeting and the start of the operation
should generally not exceed 1 hour. Otherwise, the task must be re-evaluated and a new
pre-job meeting held.
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4.2 Participants: All key personnel involved in the task (generally those who sign off on the
work permit: such as the deputy head( for special grade task, both head and deputy ),process
engineer, equipment engineer, HSE engineer, shift monitor, guardian, operators, etc.) must
attend the pre-job meeting and be familiar with the task and related procedures in advance. If
key personnel are replaced, a new pre-job meeting must be organized. For simpler tasks, work
handover must be done carefully during personnel changes.
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4.3 Location: The person in charge of the operation should organize the meeting at the actual
job site (if central control personnel cannot attend on-site, it can be held in the control room by
the management personnel or central control room monitor). The surrounding environment
should be relatively quiet during the meeting.
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5 Main Contents of the Pre-Job Meeting THISTERE

5.1 Clarify the work content and purpose.
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5.2 Clarify the work procedure
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5.3 Personal protective equipment required for the job.
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5.4 Division of roles and communication methods.
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5.5 Define limits for stopping work or taking corrective actions.
B 45 L AR BCR B IEAT B I PRE .

5.6 Clarify the impact on and restrictions of other work.
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5.7 Identify potential safety risks and implement preventive measures.
WU H P REAFAE I 224 KU, ) s B SEE T 4 it o

6 Precautions ;¥=ZEIN

6.1 Familiarize with the procedures in advance.
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6.2 Full participation is mandatory—solo presentations are prohibited.
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6.3 Discussion unrelated to pre-work meeting are strictly prohibited.
RIS S TR R A TEE .

6.4 Be familiar with emergency measures and emergency contact numbers.
FAGEAE SRR A 2 R L S Tt N SR L

6.5 Strengthen communication between field operators and control room; communication
must be clear and accurate.

IaE N AR RV, A 2RI TAER .

6.6 Leaving the operation site without permission is strictly prohibited.
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7  Supplementary Provisions Bffl
7.1 This regulation is under the jurisdiction of the Refining Department Il. Any matters not

covered shall follow the company's relevant management systems.
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7.2 Version compilation and approval information for this regulation is listed in Table 1.
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Jiang Zhining Yang Fan Yang Shi Hai
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