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PURPOSE OF THE MANUAL

This manual summarizes all major human resources policies and procedures that are currently in
force in Hong Kong Exchanges and Clearing Limited (HKEX) and its subsidiaries. Any terms
and conditions of employment not covered, in part or in whole, in this manual shall be subject to
the provisions of labour legislation in force in Hong Kong.

The manual is intended to serve as a reference guide to full-time employees on the human
resources policies and procedures of HKEx as well as the rationale and principles of how they
should be implemented and enforced. The provisions stipulated in this manual shall be subject to
change from time to time at the discretion of HKEX.

Where appropriate and specified, certain sections of this Manual, in particular Sections 10 and 11
on House Rules & Ethical & Legal Responsibilities, are also applicable to temporary employees.
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HUMAN RESOURCES PHILOSOPHY

HKEX recognizes the contributions of its employees and treats each individual employee fairly
and consistently in all matters, with a uniform application of the following human resources
philosophies:

e Human resources are best allocated to achieve optimum productivity and efficiency.
e Pay and benefits offered are fair, equitable and competitive.

e Employees are always encouraged to well-equip themselves for the present job and future
development of HKEX.

e Reward is based on merit. High performers are given priority to take up more responsible
positions.

e Two-way communications between employees and the management are promoted as a
means of building mutual understanding and trust.

e Workplace safety is given top priority to protect human health and enable employees to
deliver their best performance.

e The protection of human rights in employment is supported, as guided by relevant
internationally accepted principles such as those in the Universal Declaration of Human
Rights (http://www.un.org/en/documents/udhr/), and is reflected in our Employment Policy
and Equal Opportunities Policy. Employees’ freedom of speech and association are
respected as long as they are within the legal boundaries.
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EMPLOYMENT POLICY

It is the policy of HKEX to recruit the best qualified people and to maintain a pool of human
resources according to the manpower requirement and planning of HKEX.

It is also the policy of HKEX to transfer or promote well performing and capable employees to
fill vacancies so that employees are provided with opportunities to widen their exposure and
further their career development within HKEX.

All applicants have equal opportunities of employment irrespective of their age, sex, marital
status, pregnancy, family status, disability, race, nationality or religion (provided that these do
not impede the abilities of the prospective appointees to carry out normal job duties or affect the
health and safety of fellow employees).

Job applicants are treated fairly and equally. Employment is offered only to the best qualified
applicants with reference to their merits and abilities to meet the requirements of the jobs
irrespective of whether they are referrals or direct applicants.

The Human Resources Department provides recruitment advice and services to all
Divisions/Departments and is responsible for the entire process leading to employment. HKEXx
will not be bound by offers of employment other than by the Human Resources Department.
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MANPOWER PLAN & CONTROL

1. PURPOSE
The aims of manpower planning of HKEX are:

e to ensure that HKEX acquires and retains the optimum number of employees with the
required skills, expertise and competence;

e to exercise effective control of staffing and the associated cost; and

e to assist in optimum resources allocation so that potential manpower surplus or
shortage can be anticipated and alleviated as much as possible.

2. MANPOWER PLAN

Heads of Division/Department are required to conduct a thorough review of the
operations, structure and manpower of their Divisions/Departments each year, and
furnish recommendations of manpower plan for the following financial year to the
Human Resources Department.

The Human Resources Department is responsible for reviewing the recommendations
and compiling a corporate manpower plan for the financial year. The manpower plan sets
out the number of posts by level and by Division /Department.

3. CHANGES TO APPROVED MANPOWER PLAN

The manpower plan for the financial year, once approved by the Executive
Committee/Board, is regarded as official. No change is permitted unless major
developments or functional requirements emerge. Any requisition of unbudgeted
headcount needs the approval of the Chief Executive.

4. MANPOWER CONTROL

In order to optimize human resources utilization and to maintain cost effectiveness,
stringent manpower control should be exercised. Recruitment should only be carried out
in accordance with the bases of operational needs and approved manpower plan.

Whenever an employee leaves HKEX, the Head of Division/Department should assess
the manpower of his Division/Department to see if a replacement is necessary. Where a
replacement is required, internal transfer or promotion should be considered before
pursuing external recruitment.
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RECRUITMENT

PURPOSE

The purpose of recruitment of HKEX is to acquire, in a cost effective manner, the
optimum number of high quality employees for the operations and development of
HKEX. In order to appoint the most appropriate persons for the positions, it is crucial
that potential candidates are drawn from a wide pool and equal opportunities are
ensured for all candidates. The following guidelines seek to ensure transparency and
fairness throughout the recruitment process and maximize the diversity of applicants.

RECRUITMENT FOR THE CHIEF EXECUTIVE, THE SENIOR
MANAGEMENT STAFF, THE COMPANY SECRETARY AND THE HEAD
OF INTERNAL AUDIT

2.1

2.2

Definition of Senior Management Staff

Senior management staff herein refer to the Chief Operating Officer (“COQ”),
the Chief Executive of SEHK (“CE of SEHK?”), the Chief Executive of HKFE
(“CE of HKFE”), the Chief Executive of HKSCC (“CE of HKSCC”) and the
Executive Vice Presidents (“EVP”) which include the Chief Financial Officer
(“CFQ”), the Chief Technology Officer (“CTQO”), the Chief Counsel, the Chief
Marketing Officer (“CMOQO”), the Head of Listing, the Head of Market
Development and, the Head of Corporate Communications.

Selection Committee

Selection Committees of different compositions shall be constituted by the
Board to shortlist and interview the prospective candidates for the positions of
CE and senior management staff. The Selection Committee shall consist of a
minimum of 5 members.

2.2.1 For the position of CE, the Selection Committee shall comprise:

the Chairman of HKEx (Chairman of the Selection Committee);

the Chairman of the Remuneration Committee;

the Chairman of the Nomination Committee;

two other directors appointed by the Board. However, if any of the
above happens to be the same person, three more directors shall be
appointed by the Board.

oo
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2.2.2 For the position of COO and DCOO, the Selection Committee shall
comprise:

the Chairman of HKEx (Chairman of the Selection Committee);
the CE of HKEX;

a member of the Remuneration Committee;

a member of the EXCO; and

one other director appointed by the Board.

Po0 o

2.2.3 For the position of other senior management staff, the Company
Secretary and the Head of Internal Audit, the Selection Committee
shall comprise:

a. a member of the Remuneration Committee (Chairman of the
Selection Committee);

the CE of HKEX;

a member of the EXCO;

the Chairman of the relevant Board committee!; and

one or two other director(s) appointed by the Board.

®oo0o

2.3 Sourcing Methods
Generally, one or more of the following recruitment approaches, to be decided
by the Selection Committee, can be adopted to identify interested and suitable
candidates.

2.3.1 Advertising the Post

Advertising the post helps communicate clearly and openly to the public
the requirements of the position and the selection criteria which apply.
The methods for advertising the post shall include:

a. advertising in the local and international press and journals; and/or
b. advertising on HKEx website and/or recruitment websites.

2.3.2 Executive Search

Recruitment consultants can tap into private sector networks and are
skilled at promoting opportunities to potential candidates. They can
reach a wide pool of candidates, and can reduce the time burden on the
Selection Committee. In using executive search, the following points
shall be considered:

1 For instance, Chairman of the Investment Advisory Committee should be a member of the Selection
Committee for the CFO.
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2.4

2.3.3

234

a. in selecting the search consultant, international search firm with
good reputation, extensive global search experience and proven
track record shall be considered;

b. the consultant should show a commitment to diversity and equality
issues, and demonstrate how such commitment is reflected in its
practice and approach; and

c. precise job descriptions and person specifications should be agreed
between the consultant and the Selection Committee.

Network Referrals

Referral is one of the widely used methods for identifying potential
candidates in both the public and private sectors. Possible referral
sources may include senior executives of other business and public
organizations.

Internal Candidates

Given that having continuity at the senior management level can be
beneficial to the operation of HKEX, internal candidates with the
relevant technical expertise and management experience may be
recommended for the consideration of the Selection Committee, by the
Chairman for the CE position, and by the CE in consultation with the
Senior Management Committee for other senior management positions.
Any internal candidates will be evaluated on the same basis vis-a-vis
other candidates. Where an internal candidate and an external candidate
for the same position are deemed to have comparable qualifications,
experience, and competencies, etc., the internal candidate will be given
preference.

Selection Criteria

The following two sets of selection criteria shall be considered in the
recruitment process:

24.1

Shortlist Criteria

The shortlist criteria shall focus on the factual requirements of the
person specification. In short-listing candidates for interview, the
following factors shall be considered:

a. academic, professional and technical qualifications;
b. relevant work experience; and
c. leadership and management experience.
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2.5

2.6

There shall be no discrimination on the grounds of age, sex, marital
status, family status, sexual orientation, disability, race, nationality or
religion in any circumstances. All candidates shall be assessed fairly
and equally irrespective of the sources they come from.

2.4.2 Final Selection Criteria

The final selection criteria are applied to evaluate the evidence gathered
through interviews and discussions following the initial shortlist. The
final selection criteria shall focus on, inter alia, personal qualities,
attributes and competencies, past performance, aspirations, potentials,
communication and interpersonal skills, professional and personal
integrity.

Reference Check

Reference check shall be conducted at the final stage of the selection process
with prior permission of the selected candidate or shall be conducted
immediately after the candidate has accepted HKEXx's offer of employment,
whichever is practicable. All offers shall only be finalised subject to the receipt
of satisfactory references. If a candidate is found to have provided false
information or have misrepresented any information or have not disclosed any
material facts in his or her application, it shall be deemed to be sufficient
grounds for HKEx to withdraw the offer or terminate his or her service
summarily, as the case may be.

Offer and Approval
2.6.1 Offer

Remuneration packages for the CE and the senior management staff
shall be negotiated and set on an individual basis.

2.6.2 Approval

a. The appointments of the CE of HKEX, the COO of HKEX, the CE of
SEHK and the CE of HKFE are subject to the approval of the Board
and the Securities and Futures Commission (“SFC™).

b. The appointments of other senior management staff, the Company
Secretary and the Head of Internal Audit are subject to the approval
of the Selection Committee.
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RECRUITMENT FOR THE OTHER STAFF

3.1

3.2

Staff Requisition

Where replacement or additional employee(s) is required, the Head of
Division/Department should complete and forward a Staff Requisition Form to
the Human Resources Department to initiate recruitment. The form should
specify clearly the job summary and job requirements of the vacant position
and be endorsed by the Head of Division/Department.

If the request for additional employee(s) is unbudgeted, the Chief Executive’s
approval has to be sought. For Divisions/Departments which are reporting to
the Chief Operating Officer, the request has to be endorsed by the Chief
Operating Officer before submitting to the Chief Executive for final approval.

Where the headcount is approved, the Head of Division/Department should
first consider internal transfer or promotion before pursuing external
recruitment.

Sourcing

3.2.1 Internal Sourcing

The Human Resources Department will issue an internal vacancy
announcement to invite applications from employees. Employees may
apply to the Human Resources Department in accordance with the
policy for Transfer as provided in Section 2-5 or Promotion as
provided in Section 2-6. Employees may also refer their friends or
relatives to the Human Resources Department if they are interested in
the vacant position. The referrals will be considered together with
other candidates and undergo the same selection process.

3.2.2 External Sourcing

If it is decided that an external recruitment advertisement is necessary,
the Human Resources Department will adopt one or a combination of
the following external sources of recruitment which is/are considered
to be appropriate and cost effective. The Head of Division/Department
may suggest other sources if he/she thinks appropriate.

a. Media

The Human Resources Department will liaise with the
Division/Department to prepare the recruitment advertisement and
place it in the:
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3.3

e Job Opportunities Section of HKEx's Web Site or other
recruitment web site(s) as appropriate; and

e most appropriate and effective newspaper(s) and/or other
publication(s).

b.  University/College Recruitment

For fresh graduate or summer job vacancies, the Human
Resources Department will approach the Appointment Services of
universities or colleges.

c. Recruitment Consultant

Where there are genuine difficulties in finding suitable
candidates, a recruitment consultant may be used with the
approval of the Head of Human Resources.

Selection Guideline and Criteria

33.1

3.3.2

Shortlist Criteria

In shortlisting candidates for interviews, the following factors should be
considered:

e academic, professional and technical qualifications;
e working experience;

e job knowledge and technical know-how; and

e management experience for managerial positions.

There should be no discrimination on the grounds of age, sex, marital
status, pregnancy, family status, disability, race, nationality or religion
unless these will impede the prospective appointees' abilities to carry
out normal job duties. All candidates will be assessed fairly and
equally irrespective of whether they are referrals or direct applicants.

Information Gathering during Interviews

During the interviews, interviewers should only ask questions that relate
directly to the job requirements. Where it is necessary to assess whether
personal circumstances will affect job performance, interviewers should
discuss these objectively without questioning the candidates about their
age, marital status, pregnancy, family status, race, nationality or religion.

In case of a disabled applicant, job-related information on disability
and medical history can be asked to determine the applicant's ability,
and the need for special services and facilities, to carry out normal
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duties. It is however unlawful to request medical information for the
purpose of discriminating against applicants on the basis of pregnancy
or disability.

Assessment of the candidates and due recommendation of the
interviewers should be properly documented on the Interview
Assessment Form after interviews. All forms and documents containing
personal data of applicants should be returned to Human Resources
Department for further handling, irrespective of whether the applicants
are appointed.

3.3.3 Final Selection Criteria

Judging from information gathered through interviews, the final
selection criteria including desirable personal attributes, potential for
further development, past performance, job expectation and career
aspiration are applied to further evaluate the suitability of the
candidates to the job.

If all things are equal, preference will be given to internal candidates
taking into consideration the recommendation of their Heads of
Division/Department in addition to all other criteria.

3.4  Offer and Approval
3.4.1 Offer

When a suitable candidate is identified, the Human Resources
Department will discuss with the recruiting officer and/or the Head of
Division/Department, as appropriate, on the terms and conditions to be
offered to the candidate. In determining the entry grade and salary of a
prospective employee, the following factors will be considered:

e academic, professional and technical qualifications and working
experience;

e job knowledge and technical know-how;

e recent earnings;

e prevailing market rate of the vacant position;

e availability of suitable candidates in the market;

e internal relativity of HKEX; and

e job grade and salary range of the vacant position.
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3.4.2

Approval

The selection process and approval authority for the recruitment of all
positions should involve at least two levels to ensure that a fair
selection process has taken place.

Positions Approval Authority

Heads of Division/Department Chief Executive
reporting to the Chief Executive * | gnd

Chairman/Executive Committee

Heads of Division/Department Chief Operating Officer
reporting to the Chief Operating and

Officer * Chief Executive

Employees reporting to Heads of | Head of Division/Department
Division/Department and

Chief Executive/Chief
Operating Officer

Other Employees Recruiting officers
and
Heads of Division/Department

*  Except for senior management staff, the Company Secretary or the
Head of Internal Audit Department where the approval authority
mentioned in Clause 2.6.2 should apply

3.5  Employment Formalities

3.5.1

3.5.2

Vetting of Documents

Prior to confirmation of appointment, the Human Resources
Department will ensure that the candidates are lawfully employable
and hold a valid Hong Kong Identity Card or other valid identity
documents that are acceptable to the Immigration Department.
Candidates are required to certify their qualifications and working
experience by producing the original copies of their academic and
professional credentials, reference letters from previous employers and
other relevant documentation.

Employment Visa

For prospective employees who require an employment visa to work in
Hong Kong, the offer of appointments will be subject to their obtaining
a valid employment visa from the Government of the Hong Kong
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3.6

3.5.3

Special Administrative Region. The Human Resources Department
will assist in the process of visa application when necessary.

Reference Check

With the written authorization of the new employees, HKEx will
conduct reference checks with their previous employer as far as
practicable, immediately after they have accepted HKEX's offer of
employment. This is to ensure that the information provided by
employees in their applications is correct and that their supervisors are
alert at an early stage to any adverse comments about them. If it is
impracticable to make a reference check with their latest employers, a
reference check with their second latest employers will be conducted
first while the reference check with the latest employers will be
processed immediately after the employees have reported for duty.

If an employee is found to have provided false information,
misrepresented or not disclosed any material facts in his application, it
shall be deemed to be sufficient grounds for HKEX to terminate the
employee’'s service summarily, unless the employee can give a
satisfactory explanation.

Reporting Duty

On their first day of employment, new recruits will usually report to the
Human Resources Department to complete the engagement formalities and
attend a brief company induction before they report for duty to the designated
Division/Department.

Heads of Division/Department should arrange for new employees' job
induction once they have reported for duty. New employees will also be
invited to attend a Staff Orientation Program conducted by the Human
Resources Department to help them better understand the mission, objectives
and organization structure of HKEX, as well as its rules and regulations, and
code of conduct.
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PROBATIONARY PERIOD

PURPOSE

The purpose of the probationary period is to allow time for new employees and HKEx
to ensure their expectations on employment and job performance are met.

POLICY

2.1.

2.2.

2.3.

2.4.

Unless otherwise stated in the contract of employment, all employees are
required to undergo a probationary period of three months.

If a resigned employee rejoins HKEX in the same Division/Department or in a
capacity in which the job nature is similar to his previous position with HKEX,
the probationary period may be waived at the discretion of HKEx. However,
if an employee rejoins HKEx in a different Division/Department or in a
position where the job nature is different from his previous position, a
probationary period may be required in order to ensure that the employee is
suitable for the job.

Subject to satisfactory performance, employees will be confirmed after the
probationary period as permanent employees of HKEx and eligible for
employee benefits as appropriate.

During the probationary period, the notice period required to terminate
employment by either HKEX or the employees is as follows:

Notice Period

Grade Within the first month After the first month but before
of probationary period | confirmation as permanent employee
Manager level Nil 1 month
and above
Other staff Nil 7 days

EXTENSION OF PROBATIONARY PERIOD OR TERMINATION OF
EMPLOYMENT

If the Head of Division/Department considers that the performance or working
attitude of a new employee is not satisfactory and a longer period of observation is
required, the employee will be requested to undergo an extended probationary period,
normally for another three months. Employees who perform unsatisfactorily or are
not suitable for the job may be terminated at any time in accordance with the policy
for Termination.
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TRANSFER

PURPOSE

Internal transfer is encouraged by HKEX as it gives employees opportunities to widen
their exposure and pursue development in other streams within HKEx. It also enables
HKEXx to deploy employees to areas where they can best contribute to and meet the
manpower requirement and planning of HKEX.

POLICY

2.1.

2.2.

2.3.

2.4.

2.5.

It is the policy of HKEX to consider internal transfer for existing employees
whenever a suitable job opportunity arises. All things being equal, preference
will be given to internal candidates so that employees are provided with
opportunities to widen their exposure and further their career development
within HKEX.

All employees should have equal opportunities for transfer. It should be non-
discriminatory and based on job related factors. Age, sex, marital status,
pregnancy, family status, disability, race, nationality or religion should not be
considerations for transfer.

Employees may be transferred from one post to another or from one
Division/Department  to  another  for  career  development  or
operational/structural reasons. Requests for transfer may be made either by
Heads of Division/Department or by employees. Transfer should not,
however, be used as a means to shift undesirable or problem employees to
another Division/Department. Neither should it be used for internal staff
poaching.

Transfer can only be successful if agreed by both the releasing and the
recruiting Heads of Division/Department. A waiting period is normally
required to enable the releasing Division/Department to find a replacement.

In principle, no probationary period is necessary for transfer. Termination
notice will be adjusted, if applicable, to the employment conditions of the new
position. If a probationary period is deemed necessary and the termination
notice differs from that of the previous position, the new termination notice
will apply only upon completion of probation.

As one of the main reasons for transfer is career development, frequent
transfer is not encouraged. Employees should remain in their positions for at
least one year before any transfer is considered.
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PROMOTION

PURPOSE

HKEXx aims to provide career advancement opportunities for employees to develop
and utilize their potential whenever possible, while at the same time recognizing their
outstanding performance.

POLICY

2.1.

2.2.

2.3.

2.4.

2.5.

It is in the interest of both the Company and the individual that employees be
encouraged to seek and gain advancement within the Company. Whilst the
management reserves the right to appoint the most suitable person to any
particular post, whether an internal candidate or external one, it is the
Company’s policy to promote from within whenever and wherever possible.

The basic principles of promotion in HKEx are equal opportunities, non-
discriminatory and the best person for the job. Selection for promotion should
be based on merit with due consideration of the following factors:

e job knowledge and technical know-how;

e competence and potential;

e performance and quality of work;

e academic/professional/technical qualifications;
e honesty, integrity and commitment to work;

e working attitude and interpersonal skills; and
e personal attributes and tact.

Age, sex, marital status, pregnancy, family status, disability, race, nationality
or religion should not be considerations for promotion.

Promotion based on merit provides pathways or potential avenues for
employees to aspire for higher grades, so as to maintain a clear and stable
career development structure enabling the advancement and retention of
quality staff.

Whenever vacancies arise, the Heads of Division/Department should consider
the possibility of promoting existing employees from within before recruiting
externally.

Under normal circumstances, Heads of Division/Department may recommend
promotion for their employees, if they meet the requirements of and are
suitable for the vacant positions.
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2.6.

2.7.

2.8.

2.9.

2.10.

2.11.

Alternatively, employees who fulfill the requirements of and consider
themselves suitable for the vacant positions may apply for the positions by
responding to internal vacancy announcements.

Under exceptional circumstances, promotions driven by business/operational
needs, individual merit and competency, and/or added responsibilities will be
considered on a case-by-case basis. Heads of Division/Department should
provide full justifications when making recommendation of the promotion.

To be eligible for promotion to the next higher grade, employees should have
demonstrated potential for further development and possess relevant
experience, qualifications and attributes prescribed for the position. As a
general rule, they should have served in their present job for a minimum of 12
months.

In general, promotion driven by vacancy is subject to approval of the Heads of
Division/Department. In the case of employees reporting directly to the Heads
of  Division/Department, approval from both the Heads of
Division/Department and the Chief Executive/Chief Operating Officer has to
be sought. Promotions other than vacancy driven are subject to approval of the
Chief Executive.

Normally, employees will be promoted to positions which are one grade
higher than their current ones, and their new job titles have to be in line with
HKEX's titles.

On promotion to a higher grade, employees will normally receive the entry
pay of the new grade or a promotional increase which is equitable to other
employees of the new grade. They will also be eligible for benefits applicable
to the new grade.

PROCEDURE

3.1.

3.2.

3.3

For promotion recommendation, the Head of Division/Department should
complete and forward a Personnel Movement/Contract Renewal/Salary
Revision Form with full justification to the Human Resources Department.

The Human Resources Department will review the recommendation and
ensure that appropriate approval is granted.

Upon approval of the promotion, the Human Resources Department will
prepare a letter incorporating all changes in terms and conditions of
employment and send the letter to the promoted employees. They are required
to sign and return a copy of the letter to the Human Resources Department,
signifying acceptance of the new terms and conditions.
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TERMINATION

PURPOSE

This policy sets out the conditions and procedures relating to termination of employment
with HKEX. It aims to ensure that HKEX is in line with good employment practice and
complies with the statutory requirements.

RESIGNATION

2.1.

Notice Period

A contract of employment may be terminated by either party giving notice in
writing or payment in lieu as specified in the contract of employment. Unless
otherwise specified in the contract of employment, the notice or payment in lieu
to be given by either party for termination of employment is as follows:

Notice Period
Grade During Probation After Confirmation
Grade 6 and e No notice required in the first month 3 months
above e 1 month in subsequent months
Grade 7 and e No notice required in the first month 1 month
below e 7 days in subsequent months

The length of notice to be given by either party in the event of an extended
probationary period shall be the same as during probation.

Employees who fail to fulfill the required notice period will have their final
payment deducted in proportion to the period of short notice.

Employees may not extend their notice period to take advantage of rest days or
public holidays falling immediately after the expiry of their required notice
period. Extended notice is only accepted with valid reasons and the approval of
their Heads of Division/Department and the Head of Human Resources
Department.

Employees are not allowed to use outstanding compensation leave or annual
leave in lieu of termination notice without the approval of their Heads of
Division/Department. Similarly, maternity leave cannot be served as notice for
termination of employment.

If an employee has applied for annual leave prior to submission of his resignation
and the approved leave falls within the notice period, he must obtain re-approval
from his Head of Division/Department.

Any request to waive the whole or part of the termination notice must be
provided with justification and approved by the Head of Division/Department.
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2.2.

Procedure

2.2.1.

2.2.2.

2.2.3.

2.2.4.

Submission of Resignation

e An employee who wishes to terminate his employment must submit a
letter of resignation to the Human Resources Department with a copy
to his Head of Division/Department. The Head of
Division/Department should endorse the letter to signify his
acknowledgement of the resignation and send his copy to the Human
Resources Department.

e Upon receipt of the letter of resignation, the Human Resources
Department will acknowledge the resignation in writing and confirm
with the employee the last working day and the effective date of his
resignation with a copy to his Head of Division/Department.

Return of Company Property

e Upon leaving the service with HKEX, the employee must handover to
his Head of Division/Department or designated officer all accounts,
contacts, data, records and documents, whether in paper, tape,
diskette or electronic form, related to his job.

e On his last working day, the employee is required to return all
company property (please refer to Section 10-2 on House Rules for
the definition of company property) to his Head of
Division/Department, the Administration Department, the Exchange
Library and/or the Human Resources Department as appropriate.
HKEX reserves the right to deduct from the resigned employee’s final
payment an amount equivalent to the value of any property which is
not returned or is damaged and any amount due to HKEX.

Exit Interview

e The Human Resources Department will normally conduct an exit
interview with the resigning employee to obtain a better
understanding of his needs and to solicit his feedback in HKEX's
policies and practices so as to improve the overall working
environment and conditions.

Final Payment

e The final payment including basic salary, job related payments or
reimbursements, payment in lieu of accrued annual leave and money
due to the employee, if any, will be paid to the resigned employee by
cheque or autopay into his bank account within seven days from his
effective date of resignation.
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2.3.

2.4.

2.5.

2.6.

Calculation of Salaries

2.3.1. Salary payment in lieu of termination notice (calculated on the basis of
calendar days)

Monthly basic salary X No. of calendar day(s) in lieu of notice
No. of calendar days in the month

2.3.2. Final salary payment (calculated on the basis of calendar days)

Monthly basic salary X No. of day(s) employed in that month
No. of calendar days in the month

2.3.3. Salary payment in lieu of accrued annual leave or salary deduction for
advanced annual leave (calculated on the basis of working days)

Monthly basic salary x  No. of working day(s) of
21 accrued/advanced annual leave

Reference Letters

Reference letters will be issued by the Human Resources Department to former
employees who have completed their probationary periods. Employees who wish
to have their reference letters made under the official titles of their Heads of
Division/Department can apply direct to their Divisions/Departments. A copy of
the reference letter should be sent to the Human Resources Department for record
purpose.

Leaving Hong Kong upon Resignation

In accordance with the statutory requirements of the Inland Revenue Department,
employees are required to notify HKEX if they are going to leave Hong Kong for
more than one month following their resignation. The Human Resources
Department is responsible for filing an IR56G Form for settlement of salaries tax
with the Inland Revenue Department. Employees are required to settle their
outstanding salaries tax with the Inland Revenue Department before leaving
Hong Kong. Final payment will only be made to employees upon submission of
a letter of release issued by the Inland Revenue Department.

Withdrawal of Resignation

Withdrawal of resignation must be made in writing by employees and approved
by their Heads of Division/Department. A copy of the approved withdrawal
should be sent immediately to the Human Resources Department.
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3. DISMISSAL

While the law recognises an employer's right to terminate the employment of an
employee with legitimate reasons, Heads of Division/Department must cautiously
exercise the right in order to minimize the adverse impact on other employees, their
Divisions/Departments or HKEX.

Unless the subject matter is of a very serious nature where termination of employment is
inevitable, Heads of Division/Department are advised to adopt the disciplinary
procedures as specified in Section 12.

3.1.  Approach

If a Head of Division/Department wishes to terminate the employment of an
employee, he should consult the Human Resources Department about the
approach to be adopted.

3.1.1. Termination by Notice or Payment in lieu

If an employee's performance is unsatisfactory or not up to the required
standard; or his working attitude is poor; or he is found to be unsuitable
for the job; or under any other circumstances other than those specified
for Summary Dismissal in Clause 3.1.2, HKEx may lawfully terminate
his contract of employment with notice in writing or payment in lieu as
specified in the contract of employment.

This is the most common approach to termination of employment by an
employer for minor and/or trivial transgressions.

3.1.2.  Summary Dismissal (Without Notice or Payment in lieu)
If an employee, in relation to his employment:
o wilfully disobeys a lawful and reasonable order;

e misconducts himself, such misconduct being inconsistent with the
due and faithful discharge of his duties;

e isguilty of fraud or dishonesty;
e is habitually neglectful in his duties;

e Dbecomes involved in improper securities transactions, or without
approval discloses to a third party any confidential information
obtained from his employment; or

on any other grounds which would entitle HKEx to terminate the
employment without notice, HKEx may lawfully terminate his contract of
employment without notice or payment in lieu.
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3.2.

3.3.

This approach of termination of employment by an employer should only
be applied to cases where an employee has committed very serious
misconduct or fails to improve himself after the employer's repeated
warnings.

Suspension of Employment

If an employee is suspected of a violation that could lead to summary dismissal,
HKEx may, during the investigation, suspend his employment for a period not
exceeding 14 days. However, where the investigation is of a criminal nature and
proper criminal proceedings cannot be concluded within 14 days, the suspension
may be extended till the conclusion of the criminal proceedings.

During the period of suspension, the employee will be paid salary as normal and
will be given an opportunity to state his case. During the hearing of the case, he
may be accompanied by a colleague if he so wishes. In exceptional cases,
suspension without pay may be warranted but such a decision can only be made
by the approval of the Head of Division/Department and Head of Human
Resources Department.

Prohibition against Termination
The Employment Ordinance imposes the following limitations on termination:
3.3.1. Maternity Protection

After an employee's pregnancy has been confirmed by a medical
certificate and has served notice of her pregnancy, termination of
employment, on grounds other than summary dismissal due to the
employee's serious misconduct, is prohibited from the date on which she
gives notice of her intention to take maternity leave until the date on
which she is due to return to work.

If a pregnant employee is dismissed before she has served notice of
pregnancy, she may serve notice immediately after being informed of her
dismissal. Under these circumstances, the dismissal or notice of dismissal
must be withdrawn.

Where it has been explicitly agreed that the employment is on probation,
dismissal during the probationary period is not prohibited. However, the
employee cannot be dismissed by reason of her pregnancy.

3.3.2. Sick Leave Protection

An employer shall not dismiss an employee whilst the employee is on
paid sick leave. This restriction does not apply to summary dismissal due
to the employee’s serious misconduct.
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3.4.

3.3.3.

3.34

3.35

Annual Leave

When an employee is taking accrued statutory annual leave, neither
HKEX nor the employee is permitted to terminate employment by giving
the other party notice of termination during the period which is being
taken as annual leave. This restriction does not apply to annual leave
which is in excess of the provisions under the Employment Ordinance.

Giving Evidence or Information to the Labour Department

An employer shall not dismiss an employee for giving evidence or
information in any proceedings or inquiry in connection with the
enforcement of labour legislation, industrial accidents or breach of work
safety regulations.

Injury at Work

An employer shall not dismiss an injured employee before having entered
into an agreement with the employee for his compensation or before the
issue of a certificate of assessment.

Procedure

3.4.1.

3.4.2.

3.4.3.

3.4.4.

Before any dismissal decision is made, the Head of Division/Department
is advised to study all the facts leading to dismissal and seek advice from
the Human Resources Department with regard to the approach and action
to be taken.

If dismissal is deemed necessary, the Head of Division/Department
should complete and forward a Personnel Movement/Contract
Renewal/Salary Revision Form with reason(s) to the Human Resources
Department.

The Human Resources Department is responsible for determining the
approach to be taken, issuing the dismissal letter and final payment.

A dismissal interview should be conducted by the Head of
Division/Department or his designated officer and the Human Resources
Department, if required.
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RETIREMENT

PURPOSE

HKEx values the contributions made by its employees during their service with
HKEXx and provides benefits at their retirement.

POLICY

2.1.

2.2.

Normal Retirement

The retirement age for employees of HKEX is 60. Employees will normally
retire on the last day of the calendar month in which they attain age 60.

Retirees are entitled to the normal retirement benefits of the Staff Provident
Fund Scheme upon retirement. The normal retirement benefits will include a
lump sum equal to the full amount of the member's balance, employer's
balance and any prior service balance. Details of the normal retirement
benefits are provided in Section 5-2, Clause 2.6.1.

If the amount of the employer's balance plus prior service balance under the
Scheme is less than the long service payment to which the retirees would be
entitled under the Employment Ordinance, they will receive the retirement
benefits under the Scheme plus the difference between their statutory long
service payment and their employer's balance plus prior service balance under
the Scheme.

As a recognition of retirees' contributions to HKEx, a gold medal will be
presented to them on their last working day.

Post-Retirement Employment

Under the following special circumstances, where it is mutually agreed
between the employees and HKEX, post-retirement employment may be
considered, provided that the health of the retiring employees and their
performance are satisfactory, subject to:

e needs of HKEX;

e difficulty of finding a replacement; and

e special skills and knowledge of the job.
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Post-retirement employment must be recommended by Heads of
Division/Department and approved by the Head of Human Resources
Department, and is subject to the retirees' health and fitness for employment.

Post-retirement employment will be offered to retirees on a contract basis,
normally for a period of one year subject to renewal by mutual consent on an
annual basis until age 65.

The terms and conditions including fringe benefits of the post-retirement
employment may not be the same as those of employment under age 60.
Retirees should refer to their contracts of employment for the specific terms
and conditions applicable to their post-retirement employment.
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HOURS OF WORK

1. Normal Working Hours

The normal office hours of HKEx are Monday to Friday, between 8:30 a.m. and 6:00
p.m. with lunch hour from 1:00 p.m. to 2:00 p.m.

Employees will work either one of the following staggered office hours depending on
the job requirements and subject to Head of Division/Department's approval:

8:30 a.m. to 5:30 p.m.
or
9:00 a.m. to 6:00 p.m.

2. Lunch Hour

By arrangement with Heads of Division/Department, employees may have lunch, not
exceeding one hour, at flexible times.

3. Shift Duties

Employees who are required to work on shift owing to the nature of their duties
should refer to their supervisors of grade 4 or above for their shift schedules and
should comply with the duty roster. Supervisors who are responsible for setting the
schedules should inform the employees well in advance of any changes in the roster.

4. Overtime Work

Employees may be required to work additional hours when operational or
contingency needs arise, or during typhoons or rainstorms, to carry out their duties.
The policy and procedure governing overtime compensation are detailed in Section 4-
6.

5. On-call Duties

In exceptional cases, there may be a need for employees to be on-call outside normal
working hours to handle operational or contingency matters. If the matters cannot be
dealt with over the telephone, HKEx may require the employees to return to the
workplace for emergency action. Extra hours worked may be compensated in
accordance with the policy and procedure governing overtime compensation as
detailed in Section 4-6.
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REST DAYS

The rest days are generally Sundays for employees with normal working hours. For
employees on shift work, rest days will be in accordance with the shift schedules arranged by
their supervisors above Senior Manager grade. Supervisors should inform them of the
appointed rest days before the beginning of each month.

In case of urgent business needs, employees may be required to work on their rest days. The
extra hours worked may be compensated in accordance with the policy on overtime
compensation as detailed in the Section of Job Related Payments and Reimbursements.
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PUBLIC HOLIDAYS

Employees are granted paid public holidays as gazetted by the Government of Hong Kong
Special Administrative Region. These gazetted holidays are inclusive of statutory holidays.

For employees on shift work, if the normal shift working hours fall on public holidays, they

are required to report for duty on these days. They will be compensated by time-off on other
working days.
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TYPHOON ARRANGEMENTS

The work arrangements of employees in times of typhoons are set out below:

1.

TYPHOON SIGNAL NO.10R 3

When Typhoon Signal No. 1 or 3 is hoisted, employees shall observe working hours
to report for duty or continue their duties as usual.

When a warning being broadcasted that Typhoon Signal No. 8 will be hoisted within
two hours and public transport services will be suspended shortly, Heads of
Division/Department should begin a staggered release of employees, giving priority
to those who live in remote areas or places where public transport is not easily

accessible.

TYPHOON SIGNAL NO. 8 OR ABOVE

Signal Status

Arrangements

Signal is hoisted
before working hours

Employees (except those essential staff who are required to perform duties
necessary for operational or contingency matters or special incidental duties
during the typhoon period) are not required to report for duty.

Signal is hoisted
during working hours

Employees (except those essential staff who are required to perform duties
necessary for operational or contingency matters or special incidental duties
during the typhoon period) shall be released.

If weather condition is so adverse that it is unsafe for employees to leave
after their work, supervisors above Senior Manager grade should liaise with
the Administration Department to ensure that the office remains open as
shelter for them until weather conditions have improved.

Signal is lowered at or
before 1:00 p.m. on
weekdays

Employees have to return to work as soon as practicable within two hours.

Employees should call their supervisors above Senior Manager grade if they
have difficulties in returning to work.

Employees who are required to report for duty during typhoons are covered by the
Employee Compensation Insurance Scheme.
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RAINSTORM WARNING ARRANGEMENTS

The work arrangements of employees in times of rainstorm warnings are set out below:

Warning Status

Arrangements

Amber or Red Rainstorm Warning

Black Rainstorm Warning

Warning is in force
before working hours

Employees shall observe normal
working hours and report for duty as
usual.

Should an employee be unable to report
for duty on time due to circumstances
arising from rainstorm (e.g. disruption
of public transport), he shall report his
situation to his supervisors above
Senior Manager grade as soon as
practicable.

Employees (except those who are
required to perform duties necessary
for operational or contingency matters
or special incidental duties during the
rainstorm period) shall stay home until
the warning is lowered and traffic
conditions have improved.

Warning is in force
during working hours

Employees working in the office shall
continue their duties.

Outdoor work in exposed areas shall be
suspended as far as practicable if
weather  conditions so  warrant.
Supervisors above Senior Manager
grade shall arrange for employees to
take shelter temporarily and resume
duties when weather conditions permit.

Employees working in the office shall
continue their duties.

Outdoor work in exposed areas shall be
suspended as far as practicable.
Supervisors above Senior Manager
grade shall arrange for employees to
take shelter and resume duties when
weather conditions permit.

Warning is lowered at
or before 1:00 p.m. on
weekdays

Employees should work as normal.

Employees should return to workplace
and resume duties as soon as
practicable within two hours.

Employees should call their supervisors
above Senior Manager grade if they
have difficulties in returning to work.

Warning is in force by
the end of the working
hours

Employees shall be released as usual.

Employees shall be released as usual.
However, in case any employee
chooses to stay in the company

premises due to bad weather,
supervisors above Senior Manager
grade should liaise  with the

Administration Department to ensure
that the office remains open as shelter
for them.

Employees who are required to report for duty during rainstorm warnings are covered by the
Employee Compensation Insurance Scheme.
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SALARY POLICY

PURPOSE

HKEXx aims to provide employment which offers fair and equitable remuneration in
relation to responsibility and performance. The salary policy of HKEX is designed to
attract, motivate and retain a high-calibre workforce.

This policy sets out the guidelines for salary administration in HKEx. It should be
noted that while the Human Resources Department formulates the salary policy and
oversees the salary administration, it is primarily the responsibility of Heads of
Division/Department to execute the policy in accordance with the principles set out.

PRINCIPLES

HKEX's salary policy is governed by the following principles:

2.1.

2.2.

2.3.

2.4.

2.5.

External Competitiveness

HKEXx aims to pay salaries which are competitive in the market for similar jobs.
Consideration is given to the market pay levels, pay trend and supply and demand
in the labour market.

Internal Equity

All jobs are categorised into job grades with reference to the job contents and job
sizes. The same salary range should apply to individuals of the same job grade.

Individual Profile

Salary should commensurate with the individual employee's qualifications and
experience.

Performance

Results achieved and personal effort are prime factors in determining the salary
progression of individual employees.

Cost Efficiency

HKEXx aims to achieve these principles at a reasonable cost and within budget.



Remuneration - Salary Policy

Section 4-1 Page 2 of 2 September 2004

3. SALARY ON TRANSFER AND REDEPLOYMENT

Employees transferring between divisions/departments on the same grade or to a
different professional business stream without taking up a higher level of responsibility
will not receive a salary increase.

4. SALARY ON PROMOTION

On promotion to a higher grade, a promotional increase which is equitable to other
employees of the new grade, or a salary progression scheme will be worked out by their
Heads of Division/Department and the Human Resources Department.

S. SALARY FOR TEMPORARY APPOINTMENTS

The salaries to be offered for temporary appointments such as student trainees, temporary
assistants, part-time employees or secondees, do not fit into the salary structure for
permanent employees. Their salaries will be determined by taking into consideration the
prevailing market rates and cost-planning of HKEX.

6. CONFIDENTIALITY OF SALARY INFORMATION

Salary information is strictly confidential. Only the individual employee, his Head of
Division/Department or his designated officer and employees who process salary and
benefit administration will have access to the employee's salary information. Employees
should not disclose their salaries to persons other than their Heads of
Division/Department or his designated officer. Employees who have access to salary
information in the course of their duties must handle the information with extreme care to
ensure confidentiality.
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PAY REVIEW

PURPOSE

The objectives of pay review are to reward employees in accordance with their
responsibilities and performance throughout the year, and to review their remuneration
against the market so that they are rewarded equitably internally and competitively with
the market.

ELIGIBILITY

It is not mandatory for HKEXx to conduct pay review for individual employees. Generally,
employees who have successfully completed the probationary period on 31 December of
the year may be considered for pay review.

Employees who are not entitled to pay review or have submitted their resignation letters
prior to the formal notification of the pay adjustment will not be granted any increase.

PAY REVIEW
The pay review will normally be conducted on 1 January each year.

In order to ensure that reasonable and equitable pay adjustments are made, the Human
Resources Department will issue guidelines to all Heads of Division/Department. Heads
of Division/Department are required to make their recommendations in accordance with
the guidelines.

The Human Resources Department may provide indicative adjustment rates for specific
job grades or positions that require special attention. While the Heads of
Division/Department are to use the guidelines for reference, they should make
adjustments in their recommendations to accommodate specific circumstances in their
division/departments.  However, they should provide justification to the Human
Resources Department for any exceptional pay increase or promotion.

As recommendations for pay review and promotion are subject to final approval of the
Chief Executive and the Executive Committee, Heads of Division/Department should not
make any premature commitment or disclosure to employees.
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JOB RELATED PAYMENTS & REIMBURSEMENTS
1. PURPOSE

This Section sets out the compensation to eligible employees for hours worked in excess
of normal working hours as specified by management in the form of compensation leave,
or job related payments and reimbursements when granting of compensation leave is not
feasible.

2. POLICY

It is the management's responsibility to ensure that overtime work is only performed
when necessary and unavoidable. Regular or perpetual overtime is discouraged and
considered inappropriate. Management should review the circumstances leading to
regular overtime and should look for other means to alleviate the situation.
Consideration should be given to "shift" or staggered working hours. Prior approval
from supervisors of grade 4 or above is required for performance of overtime work
with compensation. Overtime work should be compensated by compensation leave
whenever situation permits.

3. OVERTIME COMPENSATION
3.1. Compensation Leave

Compensation leave is calculated on a one-to-one basis. Eligible employees may
apply for compensation leave provided that they work for at least one hour
beyond normal working hours and without overtime payment or meal allowance
claim. After the first hour of overtime, the compensation leave is calculated on a
half-hourly basis. Compensation leave should be arranged at such times that will
cause minimum interruption to the operations of the Division/Department subject
to approval by supervisors. It should be scheduled on where situation allows.

Compensation leave must be taken within twelve months after overtime work has
been performed, and will be forfeited automatically if not taken within the
specified period of time. A detailed record on the overtime work and
compensation leave of each employee should be maintained by a designated staff
member of each Division/Department.

Unless under very special circumstances where approval of Head of
Division/Department is obtained, compensation leave should not be used for
notice of termination. Under no circumstances shall the accrued compensation
leave be compensated by payment.



Remuneration — Job Related Payments & Reimbursements

Section 4-3

Page 2 of 3 September 2004

3.2.

3.3.

3.4.

3.5.

Overtime Payment

Eligible employees may be compensated by overtime payment whenever
compensation leave cannot be granted. Eligible employees may apply for
overtime payment provided that they work for at least one hour beyond the
normal working hours. After the first hour of overtime, the payment is calculated
on a half-hourly basis.

Meal Allowance

On top of overtime or checklog payment, eligible employees will be paid meal
allowance under the following circumstances:

Conditions No. of Overtime Hours

Monday — Saturday 2.5 consecutive hours of
overtime, or more

Sunday/Public Holiday/From 12:00 midnight to 6:00 | 4 consecutive hours of
a.m./The period when Typhoon Signal No. 8 or above is | overtime, or more
hoisted/The period when Black Rainstorm Warning is
issued before or after working hours

Eligible employees who work overtime for eight consecutive hours or more will
be given allowance up to a maximum of two meals.

Shift Allowance

Employees will be granted a shift allowance equivalent to a maximum of 24 per
cent of the monthly basic salary/cash package for performing regular overnight
shift duties on a 24-hour basis. Since shift hours vary due to operational
requirements, different shift allowances will apply. The rate of shift allowances
will be determined by the respective Heads of Division/Department and Human
Resources Department. Employees will not be eligible for reimbursement of
meal or travelling expenses as stipulated in Clauses 3.5 and 3.6 for performing
overnight shift duties in accordance with the duty roster. The allowance will be
automatically withdrawn if they no longer be required to perform overnight shift
duties.

Checklog Payment

Employees in the Information Technology Division may be required to check the
console logs from the trading host systems to ensure the trading systems' integrity
at the end of each trading day. For each checklog performed after normal
working hours, eligible employees will be paid a checklog payment instead of
overtime payment.



Remuneration — Job Related Payments & Reimbursements

Section 4-3

3.6.

Page 3 of 3 September 2004

Reimbursement of Travelling Expenses

Reimbursement of travelling expenses between the employees' residence and
workplace will be given to them if they are required to work overtime before
7:00 a.m., after 10:00 p.m., after Typhoon Signal No. 8 or above is hoisted or
Black Rainstorm Signal is issued, or perform on-call duties after normal
working hours. For employees on shift duties, reimbursement of travelling
expenses will apply for the period from 12:30 a.m. to 6:00 a.m. when they are
required to work overtime at least one hour beyond their normal shift working
hours. Reimbursement of travelling expenses under other circumstances will
be subject to approval of their Heads of Division/Department.

The reimbursement depends on the actual expenses subject to submission of
original receipt.
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LEAVE

1. POLICY

The objectives of providing leave benefits by HKEX are to release its employees from the
pressure of work and to provide them time-off under circumstances such as sickness,
marriage and pregnancy. The leave benefits set out in this Section are applicable to full-
time permanent employees. Application for leave is subject to the approval of HKEx
and must be supported by relevant documents proving the eligibility of the employee
to the satisfaction of HKEX.

Details of the leave policy are set out in the following paragraphs. The policy shall be
subject to change from time to time at the discretion of HKEX.

2. ANNUAL LEAVE
2.1.  Entitlement

Employees are entitled to paid annual leave according to their grade and seniority

as follows:
Number of Working Days of Annual Leave
Grade Under 8 Years Service 8 Years Service or More
Grade 1 (only 33 33
for CE, COO of
HKEx & CE of
SEHK, HKFE or
HKSCC)
Grade 1-5 21 23
6 18 20
7-8 16 18
9 14 16
10-11 12 14

Employees who are employed or promoted during a calendar year will have their
annual leave calculated on a pro-rata basis. Employees are only eligible for
annual leave upon completion of three months' service.
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2.2.

2.3.

Duration of Leave

Employees of grade 5 and below must take their annual leave for a minimum of
seven consecutive days, including rest days and public holidays, at one time and
the remaining days either consecutively or separately at other times. Employees
of grade 4 and above must take their annual leave for a minimum of 14
consecutive days, including rest days and public holidays, at one time and the
remaining days either consecutively or separately at other times. Supervisors
should ensure that their subordinates take leave in such a manner. Nevertheless,
annual leave shall be taken at such time(s) as approved by their supervisors of
grade 4 or above.

If an employee is sick during the approved period of annual leave, the sick days
will be counted as part of the annual leave.

To help arrange work schedules, at the beginning of the year, an employee is
requested to input his provisional annual leave schedule into the HR e-Leave.
The annual leave planner will be available for viewing by Head of
Division/Department, approving manager(s) and leave administrator. Annual
leave should be taken according to the leave planner as far as practicable.

Accumulation of Leave

The maximum annual leave employees can carry forward to the following year
will be their one year's entitlement. If an employee's annual leave entitlement
changes during the year, the maximum annual leave to be accumulated will be his
new entitlement. Leave balance carried forward will be forfeited if it is still not
taken by the end of the following year.

Notwithstanding the above, employees should be encouraged to clear their annual
leave as far as possible during the year. Accumulation of annual leave should be
due to work-related reasons such as:

e The employee is required to work on a major or special project with a
deadline to meet and cannot be released.

e The superior(s), subordinate(s) of the employee or several employees within
the same Division/Department are on leave or absent from the office for a
long period and the presence of the employee is required in the office.

e The workload at the Division/Department is particularly heavy which makes
the employee impossible to be released.
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2.4.  Leave Balance upon Termination of Employment

Employees, upon submitting their resignation letters, are not allowed to use their
outstanding annual leave in lieu of termination notice unless approval is obtained
from their managers in charge of the department or above.

If an employee has applied for annual leave prior to submission of his resignation
letter and the approved leave falls within the period of termination notice, he
must re-obtain approval from his manager in charge of the department or above
before taking leave.

If an employee terminates his employment with HKEXx after completion of three
months' service, he will be paid salary in lieu of any accrued annual leave.
Calculation of salary payment in lieu is as follows:

Monthly basic salary No. of working day(s) of
21 accrued/advanced annual leave

If an employee terminates his employment, he is required to compensate HKEXx
for any advanced leave taken in excess of his annual entitlement, calculated in
accordance with the above formula.

3. SICK LEAVE

Employees will be granted paid sick leave for reasons of physical or dental illness as
certified by registered medical/Chinese medicine/dental practitioners. The maximum sick
leave that can be taken by employees is governed by the provisions as stipulated in the
Employment Ordinance.

Employees are required to notify their supervisors of grade 4 or above by telephone in
the first instance of any illness precluding them from work.

Sick leave applications for half a day or more must be submitted to supervisors of grade 4
or above immediately upon resumption of duties. Sick leave applications for one day or
more must be supported by medical certificates issued by registered medical/ Chinese
medicine/dental practitioners. Otherwise, the leave taken will be counted as annual leave
or no pay leave.

Employees taking sick leave exceeding their statutory entitlement and supported by
medical certificates issued by registered medical/ Chinese medicine/dental practitioners
will have their salaries deducted as follows:

Monthly basic salary X No. of day(s) of sick leave
No. of calendar days in the month exceeding statutory entitlement
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EDUCATION/EXAMINATION LEAVE

4.1.

4.2.

4.3.

44.

Eligibility

Education and Examination leave will be granted to employees subject to the
job relevance of the program and examination, career development, and/or
other conditions specified in Section 7 - Training & Development. For the
avoidance of doubt, an employee who has submitted notice of resignation is
not eligible to apply for education/examination leave. If an employee’s
application for education/examination leave has been approved prior to his
submission of notice of resignation and the approved leave falls within his
notice period, the approved leave will be subject to cancellation.

Education Leave

For training programs that are initiated and/or fully sponsored by HKEX,
employees are not required to apply for leave. They will be granted time-off
to attend the programs.

For training programs that are partially/not sponsored by HKEXx, employees
are required to apply for leave. Time-off will only be granted subject to the job
relevance of the program at the discretion of their supervisors of grade 4 or
above and the Human Resources Department.

For academic programs with regular scheduled sessions or residential sessions
held within office hours, employees are required to apply for annual leave to
cover their time-off.

Applications for Education Leave must be accompanied by supporting
documents including program confirmation notice/timetable and/or the
approved sponsorship notice issued by the Human Resources Department.

Examination Leave

For examinations that are held within office hours, employees are required to
apply for examination leave. For examinations that are held in the morning or
afternoon, only a half day's leave will be granted.

Applications for Examination Leave must be accompanied by supporting
documents including examination notice/timetable and/or the approved
sponsorship notice issued by the Human Resources Department.

Amendment of Leave

Employees granted time-off for training or examination should undertake to
complete the program or to sit for the examination.
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If an employee is absent from the training program or examination due to
operational or contingency needs, he should report for duty and cancel the
applied education/examination leave; otherwise, the leave taken will be
counted as annual leave or no pay leave.

If the absence is due to sickness, the employee should notify the Human
Resources Department for leave cancellation and submit a sick leave
application and doctor's certificate upon resumption of duty.

o. MATERNITY LEAVE
5.1. Eligibility
5.1.1. Unpaid maternity leave will be granted to female employees who

a. have completed four weeks of continuous service with HKEXx
immediately before the commencement of maternity leave;

b. have properly given notice of pregnancy to their supervisors of
grade 4 or above; and

C. have produced a medical certificate issued by a registered
medical/Chinese medicine practitioner specifying the expected
date of confinement.

5.1.2. Paid maternity leave will be granted to employees who have completed
40 weeks of continuous service with HKEx immediately before the
commencement of maternity leave and satisfied conditions as specified in
Clause 5.1.1.b and Clause 5.1.1.c.

5.2.  Entitlement
5.2.1. Paid maternity leave should be a maximum period of 10 weeks:

e With the agreement of her supervisor of grade 4 or above, a pregnant
employee may decide to commence her maternity leave from two to
four weeks before the expected date of confinement. The employee
should, as soon as possible, reach a mutual agreement with her
supervisor on the commencement date of her leave so that appropriate
work arrangement during her absence can be made in advance;

e |f the employee does not decide on the date, or the date is not agreed
between the employee and her supervisor of grade 4 or above, the
employee shall commence her maternity leave four weeks before the
expected date of confinement; or
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e Maternity leave commences on the date of confinement if it occurs
before the scheduled maternity leave. In this case, the employee
should give notice of the date of confinement and her intention to take
10 weeks' maternity leave to her supervisor of grade 4 or above
within seven days of her confinement.

5.2.2. Apart from the 10 weeks paid leave, if confinement occurs later than the
expected date of confinement, the employee may apply annual leave or
no pay leave for a further period equal to the number of days from the day
after the expected date of confinement to the actual date of confinement.
In addition, the employee may apply no pay leave for a further period of
not more than four weeks on grounds of illness or disability due to the
pregnancy or confinement.

Procedure

Application for maternity leave must be made as soon as the expected date of
confinement is known but not later than 12 weeks prior to the expected date of
confinement. The employee must produce a medical certificate issued by a
registered medical/Chinese medicine practitioner, specifying the expected date of
confinement. A copy of the birth certificate must be submitted to the Human
Resources Department upon resumption of duty for enrollment for employee
benefits.

Prohibition of Assignment of Heavy, Hazardous or Harmful Work

A pregnant employee may, on producing a medical certificate with an opinion as
to her unfitness to handle heavy materials, decline to work in places where gas
injurious to pregnancy is generated, or do other work injurious to pregnancy as
specified in the medical certificate, and request the Head of Division/Department
to refrain from giving her such work during her pregnancy.

After a pregnant employee has produced a medical certificate, the Head of
Division/Department may not allocate such work to the employee. If the
employee is already performing this work, the Head of Division/Department shall
within 14 days remove her from such work.

PATERNITY LEAVE

A male employee who is the expecting father of an expecting child or father of a new
born child will be granted a maximum of five days paid paternity leave subject to the
following criteria:
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e  The male employee has completed not less than 40 weeks of continuous service with
HKEx immediately before the expected date of birth of the child.

e Application for paternity leave must be supported by documents proving the
eligibility of the employee to the satisfaction of HKEx. The supporting documents
include a medical certificate issued by a registered medical/Chinese medicine
practitioner specifying the expected date of birth of the child, a medical certificate
issued by a registered medical practitioner specifying the date of birth of the child if
so required by HKEXx and a copy of the birth certificate of the child showing that the
employee is the father of the child.

e The period within which paternity leave must be taken is one month immediately
before the expected date of birth of the child up to one month immediately following
the birth of the child. Leave can be taken in one single block or in blocks of day or
days during the eligible period.

e  Where more than one child is born as a result of the same pregnancy, the child in
this policy shall refer to the first child born only and a maximum of five days paid
paternity leave will be granted in respect of the same pregnancy.

For the avoidance of doubt, an employee who has submitted notice of resignation is not
eligible to apply for paternity leave. If an employee’s application for paternity leave has
been approved prior to his submission of notice of resignation and the approved leave
falls within his notice period, the approved leave will be subject to cancellation.

7. MARRIAGE LEAVE

Employees who plan to get married will be granted a maximum of five working days
paid marriage leave for their wedding preparations subject to the following criteria:

e completion of one year of service with HKEX at the time of registration of marriage;
and

e resumption of duties with HKEX after the marriage.

Marriage leave, if granted, must be taken within one month before or after the
registration of marriage.

Application for marriage leave must be supported by a copy of the marriage certificate or
marriage notice issued by the marriage registry or authorised body, stating the date of
marriage.
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10.

For the avoidance of doubt, an employee who has submitted notice of resignation is not
eligible to apply for marriage leave. If an employee's application for marriage leave has
been approved prior to his submission of notice of resignation and the approved leave
falls within his notice period, the approved leave will be subject to cancellation.

COMPASSIONATE LEAVE

A maximum of three working days paid compassionate leave will be granted to
employees in the event of death of any close relative including spouse, child, parents,
grandparents, brother, sister, parents-in-law, or grandparents-in-law.

Employees may be requested to supply evidence in support of their applications.

JURY LEAVE

Paid leave will be granted to employees who are summoned for jury service.

Applications for jury leave must be supported by a copy of the Summons To Juror issued
by the Court.

EMPLOYEE VOLUNTEERING LEAVE

Employees will be granted one-day paid leave per annum for the purpose of
participating in community service/volunteering activities for the benefit of our
society subject to the following criteria:

Employee Volunteering Leave is only applicable to community
service/volunteering activities without pay or any tangible rewards. In principle,
Employee Volunteering Leave will apply to employees’ participation in HKEX
sponsored/organised/approved community service/volunteering activities or
other community service/volunteering activities organised by recognised
charitable organisations. For the avoidance of doubt, volunteering service does
not include activities designed to promote religious or political beliefs or in
raising funds to support religious or political activities.

Employees will be entitled to one day or half-day Employee Volunteering Leave/
compensatory time off for performing at least 8 hours or at least 4 hours of
community service/volunteering activities respectively per annum. Pre-event
and post-event briefings and meetings held on other dates before or after the
event date will not be counted as volunteering hours.
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11.

*  Employee Volunteering Leave can be taken as a whole day or two half days.
The Leave, if not taken on the event date, must be taken within 2 months after
the event has taken place or within two months after a whole day’s leave has
been accumulated. In any event, the Leave must be taken before end of each
calendar year.

* Employee Volunteering Leave that is not taken will be forfeited at the
conclusion of each calendar year and will not be carried over into the following
year.

*  Employees must seek the approval of supervisor/Division/Department Head and
apply at least one week in advance for the Leave, so that appropriate work
arrangement during the employee’s absence can be made in advance.

*  Application for Employee Volunteering Leave must be supported by documents
proving the employee’s eligibility to the satisfaction of HKEx. The supporting
documents include written evidence specifying the nature of the community
service/volunteering activity, the date and time of the service/activity held, its
duration as well as certifying the employee’s attendance, issued and signed by
the person in authority  overseeing/supervising the  community
service/volunteering activity.  Failure to provide the appropriate evidence
document will result in the leave being counted as “Annual Leave”

e Under no circumstances shall the Employee Volunteering Leave be compensated
by payment

e For community service/volunteering activities that are initiated and/or fully
sponsored by HKEXx and held during office hours, employees are not required to
apply for Employee Volunteering Leave. They will be granted time-off to attend
the activities subject to the approval of supervisor/Division/Department Head.

e This Employee Volunteering Leave policy is subject to change from time to time
at the full discretion of HKEXx

ADVANCED ANNUAL LEAVE

Employees are not encouraged to apply for advanced annual leave unless they have valid
reasons. In addition, advanced annual leave will only be granted provided that there is
sufficient manpower in their Division/Departments during their absence and approval is
obtained from their supervisors of grade 4 or above. However, if advanced annual leave
exceeds 14 consecutive days, including rest days and public holidays, further approval
from their Heads of Division/Department is required.

Applications for advanced annual leave must not exceed the employees' next calendar
year's annual leave entitlement.
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12.

13.

Salary deduction in lieu of advanced annual leave upon termination of employment is
calculated on the basis of working days in accordance with the following formula:

Monthly basic salary
21

X No. of working day(s) of advanced annual leave

NO PAY LEAVE

Employees are not encouraged to apply for no pay leave unless they have valid reasons.
In addition, no pay leave will only be granted provided that there is sufficient manpower
in their Division/Departments during their absence and approval is obtained from their
supervisors of grade 4 or above. However, if no pay leave exceeds 14 consecutive days,
including rest days and public holidays, further approval from their Heads of
Division/Department is required.

No pay leave taken will result in a salary deduction, calculated on the basis of working
days, in accordance with the following formula:

Monthly basic salary
21

X No. of working day(s) of no pay leave

APPLICATION FOR LEAVE
13.1. HRe-Leave
To apply via e-Leave, the employee :

e should first logon the HR e-Leave system which is available on the
Enterprise Information Portal (EIP);

e should follow the instructions in the HR e-Leave User Guide posted at
HKEX’s EIP and submit a leave application to the approving supervisor(s)
designated by his manager in charge of the department or above; and

e will be notified by e-mail when the application has been approved or
rejected.

If the application is approved, the data will be stored in the leave database.
Complete set of leave record will be maintained centrally by the Human
Resources Department.
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13.2.

Leave Application Form

Employees who do not possess e-mail account should use the paper form for
leave application. The Human Resources Department will maintain their leave
records in the HR e-Leave for viewing purpose.

To apply for leave, the employee should:

e obtain a Leave Application Form from the Human Resources Department or
download it from the homepage on EIP;

e complete and submit the form to his approving supervisor designated by his
manager in charge of the department or above for approval; and

e forward the approved form to the Human Resources Department for record
purpose.

Application for leave of over one week, except sick leave, should be applied
for at least two weeks in advance. HKEx may accept or reject leave
application and make alternative arrangements if necessary.

14. CANCELLATION

14.1.

14.2.

HR e-Leave

The employee can cancel a leave application through HR e-Leave. To cancel an
approved leave application, approval from approving manager(s) is required.

Leave Application Form

Employees who do not possess e-mail account should use the paper form for
leave amendment and cancellation. The Human Resources Department will
maintain their leave records in the HR e-Leave for viewing purpose.

To amend or cancel a leave application, the employee should
e revise the approved leave application, specifying the change;
e obtain approval from his approving manager; and

e re-submit the amended Leave Application Form to the Human Resources
Department as soon as practicable.
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PROVIDENT FUND

HKEXx sponsors a staff provident fund scheme which is registered under the Occupational
Retirement Schemes Ordinance (ORSO) and has obtained Mandatory Provident Fund (MPF)
exemption. The ORSO scheme, being the Hong Kong Exchanges and Clearing Provident Fund
Scheme (the Plan) is for all full-time permanent employees. In compliance with the MPF
Ordinance, HKEX has participated in a MPF master trust scheme namely the AIA-JF Premium
MPF Scheme (the MPF Scheme) to provide retirement benefits for all temporary or part-time
employees who are not eligible to join the ORSO Schemes and new full-time permanent
employees who elect to join the MPF Scheme.
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GROUP MEDICAL INSURANCE SCHEME

1 POLICY

HKEx has established a comprehensive Group Medical Insurance Scheme which
provides 24-hour worldwide medical coverage to employees and their dependants on a
non-contributory basis.

2. ELIGIBILITY

All full-time permanent employees aged below 65 are eligible to join the Group Medical
Insurance Scheme upon joining HKEX.

All dependants will become eligible on the day the employees become eligible. If an
employee or dependant is in hospital on the date that coverage should become effective,
the coverage will commence on the date following discharge from the hospital.

Dependants include the spouse of the employee aged under 65 and unmarried children
from the age of 15 days to 17 years inclusive, or under 23 years old if they are full time
students (copy of student identity card is required upon enrollment).
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GROUP DENTAL INSURANCE SCHEME

1. POLICY
As part of the employee benefits package, HKEXx provides all employees and their

dependants 24-hour worldwide coverage for dental treatment on a non-contributory
basis.

2. ELIGIBILITY

All full-time permanent employees aged below 65 are eligible to join the Group Dental
Insurance Scheme upon joining HKEX.

All dependants will become eligible on the day the employees become eligible.
Dependants include the spouse of the employee aged under 65 and unmarried children

from the age of 4 to 17 years inclusive, or under 23 years old if they are full time students
(copy of student identity card is required upon enrollment).
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GROUP LIFE & PERSONAL ACCIDENT INSURANCE SCHEMES

1. POLICY

HKEX has established Group Life Insurance & Personal Accident Insurance Schemes to
provide 24-hour worldwide coverage to employees on a non-contributory basis. All full-
time employees aged below 65 are covered by the Schemes from the date they join
HKEX.

2. MEDICAL EVIDENCE

Medical evidence will not be required in most cases for enrollment under the Schemes.
However, medical evidence may be required for employees whose sum assured under the
Group Life Insurance exceeds the No-Evidence Limit of the insurance company. No-
Evidence Limit is the maximum sum assured that the insurer will provide automatic
coverage to an eligible employee without requiring medical evidence. If medical
evidence is necessary, the confirmation of the insurance coverage or the maximum sum
assured of the employee will be determined by the insurance company subject to the
assessment result of the medical evidence.

3. BENEFITS
3.1.  Group Life Insurance Scheme With Total & Permanent Disability Benefit

The maximum sum assured for life insurance is at 36 times current monthly basic
salary or cash package. The life benefit will be payable regardless of the cause of
death.

All employees who are covered by the Group Life Insurance Scheme are
simultaneously covered by a supplemental Total & Permanent Disability
insurance benefit.

An insured Member shall be considered totally and permanently disabled (TPD)
when he is and shall presumably be permanently unable to engage in his own
occupation or in any other reasonable occupation in relation to his education,
training or experience for a period of at least 6 months as a result of sickness or
injury. The insurance coverage is also at a maximum of 36 times current monthly
basic salary or cash package and is payable in one lump sum payment.
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3.2.  Group Personal Accident Insurance Scheme

The sum assured for personal accident insurance is at 36 times current monthly
basic salary or cash package. The actual benefit payable will depend on the
severity of any loss or losses directly caused by an accident. Notwithstanding the
above, the benefit payable will be subject to an aggregate limit or the maximum
indemnity payable by the insurance company in any one accident.
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EMPLOYEES' COMPENSATION INSURANCE SCHEME

1. PURPOSE

All employees of HKEXx are covered under an Employees’ Compensation Insurance
Scheme which is required by the Hong Kong Employees' Compensation Ordinance in the
event of temporary or permanent disability or death as a result of accident arising out of
and in the course of employment.

2. ADDITIONAL COVERAGE
The following additional coverage also extends to employees:

e whilst they are travelling directly to and from their place of work by any means of
transport service (excluding motor cycle) if they are instructed to execute duties of
HKEX outside their normal hours of work;

e whose attendance at their place of employment is required by HKEXx during

extraordinary weather conditions whilst proceeding directly to and from their place of
work;

e whilst they are staying within HKEx premises during meal and lunch time;

e when participating in any recreational sport or social activities organised or
sponsored by HKEX; or

e working overseas or in China.

3. COMPENSATION

The amount of compensation will be assessed by the Commissioner for Labour or the
Assessment Board. The Human Resources Department is responsible for forwarding the
payment to the employee.



Benefits — Business Travel Insurance Scheme

Section 5-7 Page 1 of 1 September 2004

BUSINESS TRAVEL INSURANCE SCHEME

HKEX provides a Business Travel Insurance Scheme to all employees who are required to travel
outside Hong Kong on business purposes. The Scheme provides 24-hour worldwide coverage
with an aggregate limit for any one accident. It provides benefits for accidental death/permanent

disablement, medical and hospital expenses for accident and sickness, and claims related to the
business travel.
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MEDICAL CHECK-UP

Eligible employees will be provided with a medical check-up arranged by the appointed
medical service providers of HKEXx every one or two years.



Performance Development
Section 6 Page 1 of 4 September 2009

PERFORMANCE DEVELOPMENT

PURPOSE

HKEX has developed a Performance Development Process which aims at:

e driving HKEX to become a high performance and commercially focused organisation
e aligning individual objectives with HKEX’s objectives and core values

e encouraging employees to think about and communicate their performance
objectives/targets

e focusing on performance improvement
e helping staff to continue self value-adding

e tracking and rewarding high performers

PERFORMANCE DEVELOPMENT PROCESS

Performance Development is a systematic approach to maximizing both individual and
organizational performance. Performance is defined as a combination of Results
(Achievement of Objectives) plus Behaviours (Competency Development).

2.1.  Achievement of Objectives

HKEX uses a “cascading objectives” system, which links individual objectives to
department objectives. In turn, department objectives are linked to HKEX’s strategic
objectives. By linking individual performance to HKEX’s strategic objectives,
HKEX ensures that:

e Individuals at all levels of the organization will work towards achieving HKEX’s
objectives and financial success

e Managers effectively communicate division/department objectives to employees

e Employees learn how to set their performance objectives in direct support of
division/department objectives

e The performance development schedule is aligned with the strategic planning
and budgeting schedule

In  setting individual objectives, employees should follow their
Division/Department’s objectives as set out in the Division/Department’s Annual
Operating Plan.
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Competency Development
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2.2.1 Competencies are observable and applied knowledge, skills and
behaviours important for the success of the organization, personal
performance and enhanced contribution.

2.2.2 HKEXx’s Competency Model is directly linked to its core values and
vision/mission. By linking competencies to HKEx core values, HKEx
ensures that employees are focused on the “right” behaviours. In
summary, the corporate competencies include:

HKEXx Core Values

Core Competencies

Commercial Focus

Commercial Orientation

Work Planning / Organization Skills
Problem Solving

Analytical Skills

Customer Matters

Customer Focus
Technical Excellance
Attention to Details

Team Collaboration

Teamwork and Collaboration
Communication Skills
Interpersonal Skills

People Count

Leadership / Delegation
Supervisory Skills

Fairness and Integrity /
Public Responsibilities

Judgement and Decision Making

Innovation

Innovation / Change Orientation
Initiatives / Motivation

Comepetitive Technology

Technology Literacy

Detailed description of each competency for staff at Grade 1 to 5 and
Grade 6 to 11 can be found in the Competency Matrices in Section 13-3.

Key Phases of The Performance Development Process

HKEx follows four phases to achieving performance development success:
Planning, Leading, Reviewing and Rewarding. Through these phases, HKEx
follows a systematic, scheduled approach, from setting overall corporate objectives
at the beginning of the year to rewarding employees at the end of the year.


http://eip.hkex/HRServices/HRManual/Hrm13p3.doc
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1. Planning
Setting organization-
wide, division/
department-specific
and individual
objectives

/V

4. Rewarding
Determining rewards

2. Leading

On-going coaching and
feedback to employees
about their performance

and incentives

3. Reviewing
Assessing performance
for the year with
individual appraisal
interviews between
employees and their
appraisers

\

2.3.1 Planning

o Set HKEXx Objectives —An organization-level Annual Operating Plan
comprising strategic objectives and initiatives for HKEx will be set
by top management.

e Set Division/Department Objectives — Each Division/Department
will set its own activities and objectives through the preparation of
the Division/Department’s Annual Operating Plan.

e Set Individual Objectives — Division/Department objectives will be
cascaded to individual employees to facilitate their setting of
individual objectives. The objectives should include business
objectives, personal & career development initiatives and training
plan for the upcoming year.

2.3.2 Leading

e It is the on-going process of giving realistic evaluations of
employees' performance, through coaching and performance
feedback throughout the year, to ensure that performance strengths
and needs for improvement are identified and/or corrected.

o Effective feedback should be:
- Supportive which reinforces "excellent™ behaviours

- Constructive which influences change in "unacceptable/poor"
behaviours and encourages better skills/behaviours
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Managers are also expected to review employees’ objectives
throughout the year to ensure alignment with division/department
objectives or modification of objectives.

2.3.3 Reviewing

It is the process of appraising past performance, assigning ratings,
and reviewing the employee’s personal & career development status
and training progress through a performance appraisal exercise. The
process effectively accommodates both the Results and the
Behaviours necessary to achieve performance objectives and provide
information to the management for making informed decisions on
compensation, reward and career planning.

An individual appraisal interview between the employee and
appraiser should be conducted to dicuss the individual achievements.
Previously established performance expectations, and the assessment
of actual performance against the expectations provides a foundation
for a strong link between performance and reward as well as training
and development.

The following should be discussed and recorded:

- Ad hoc project

- Change of job/appraiser

- Change of priority

- Special circumstances that have affected performance
- Special contributions/strengths

- Any disagreement and appeal

2.3.4 Rewarding

It is the process of linking performance with rewards. A strong link
requires maximum effectiveness in planning, leading, and reviewing
individual performance.

Assessment results will influence:

- base pay increases

- variable bonus decisions
- promotions

- transfer and secondment
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TRAINING & DEVELOPMENT GUIDELINES

1. PURPOSE

The main objective of training and development in HKEX is to help develop key
competencies which enable individuals to perform current or future jobs successfully.

In this regard, all training and development programs organized by the Human
Resources Department will be geared towards the following objectives:

e strengthening the job skills/knowledge of employees;
e improving operational efficiency and productivity; and or

e developing the potential of employees for maximizing mutual benefit to
individuals and HKEX.

2. POLICY

The basic policy in administering and implementing any type of training or
development activity is in accordance with the strategic business objectives of HKEX.
The Human Resources Department will work closely with Heads of
Division/Department in assessing areas that need training and development support.

3. TYPES OF TRAINING/DEVELOPMENT ACTIVITIES

3.1.  Staff training/development activities can be employer- or employee-initiated.
In either case, it has to be approved by the manager in charge of the
department or above with additional endorsement from the Human Resources
Department or the Chief Executive.

3.2.  Employee-initiated training/development activities may include external
programs that are organized by external training institutes or by HKEX or with
other institutes for the general public.

3.3.  Employer-initiated programs may take the form of offering sponsorship for
employees to attend external programs or organizing such programs in-house.

3.4. Depending on the nature of needs and operational requirements,
training/development programs may also be implemented as job induction, job
rotation, on-the-job coaching, counseling, individual or group projects, and
secondment.
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CONDITIONS FOR SPONSORSHIP

Employees are eligible to apply for sponsorship under the following conditions:

4.1.

External Training Programs

4.1.1.

4.1.2.

4.1.3.

4.1.4.

4.1.5.

4.1.6.

41.7.

4.1.8.

4.1.09.

They have satisfactorily passed the probationary period. However,
exception can be made if an employee on probation is highly
recommended by his Head of Division/Department to attend a program
urgently required for his job.

They have not previously been sponsored for the same or similar
programs. Refresher programs will normally not be sponsored.

They have the capacity to receive and complete the training and have
satisfactory overall work performance.

They will normally be sponsored for only one program at a time unless
the additional program is a luncheon or short seminar, an in-house
program or a sit-in securities/derivatives-related program that is highly
recommended by their Heads of Division/Department and urgently
required for their jobs.

The program is related to their jobs and/or the operation/development of
their Division/Department.

Private interest or personal career aspirations are not sufficient reasons
for seeking training sponsorship.

If training is conducted after office-hours, the time taken to attend
training will not be considered as overtime.

If the program is initiated by employees and takes place within office
hours, they are required to apply for annual leave to cover their absence.

Their release to attend the program will not adversely affect the
operation of their division/departments.

Overseas training will be granted subject to the following conditions:

- the training is genuinely required and not available locally;

- manager or above with a minimum one year service with the
company;

- staff with consistently good performance record (overall
performance rating “A” or better); and

- flight passage and hotel arrangement should follow HKEXx
Business Travel Guide.
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Prior written approval by Chief Executive is required for all overseas
travel. Overseas training should be approved by Heads of
Division/Department and Head of Human Resources.  Any exceptions
to the above conditions should be approved by the Chief Executive.

4.1.10. A completed Training Sponsorship Form must be submitted to the
Human Resources Department at least two weeks prior to the
commencement of the program or its enrollment deadline, whichever is
earlier. Failure to do so, the applications may not be approved or the
applicants will be required to pay the institute first if the application is
approved.

4.1.11. They must agree to the payment method of sponsorship, undertake to
fulfil the required obligatory service, if any, and refund HKEXx if
circumstances require in accordance with the policies stated in Clause 6,
7and 9.

Academic Programs

In addition to conditions specified under External Training Programs in Clause
4.1, employees applying for sponsorship to pursue academic programs are
required to fulfill the following criteria at the time of program commencement:

- having at least one year services with the company;
- overall performance rating is “A” or better;

Doctoral degrees will not be sponsored.

5. AMOUNT/LEVEL OF SPONSORSHIP

5.1

5.2.

External Training Program

The level of sponsorship will be 100% or 75% or 50% depending on the job
relevancy of the program.

Academic Programs
5.2.1. Master degree program

e level of sponsorship will be 50 per cent of the program fee with a
maximum reimbursement amount of HK$80,000 for the whole
program.

5.2.2. Bachelor degree program

e level of sponsorship will be 50 per cent of the program fee with a
maximum reimbursement amount of HK$50,000 for the whole
program.
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5.2.3. Other tertiary program

e level of sponsorship will be 75 per cent of the program fee with a
maximum reimbursement amount of HK$25,000 for the whole
program.

For all categories of programs, the sponsored fee will only include tuition fees.
Examination fees, registration fees and expenses incurred for the purchase of books will
not be included. Exceptions, however, are allowed when the associated expenses are
inseparable from the tuition fee.

For sponsorship of examination fees, employees can apply for reimbursement under the
Examination Fee Reimbursement Policy.

6. OBLIGATORY SERVICE

For all categories of programs, if the sponsorship exceeds HK$10,000, the employee will
be required to serve an obligatory service period upon satisfactory completion of the
whole program, counting from the calendar date after the last training session or the
issuance date of result/certificate, whichever is later.

7. REFUND OF SPONSORED FEE

7.1.  Under normal circumstances, employees will be required to refund the
sponsored fees to HKEX by cheque under any of the following conditions:

o failure to attend or complete the program;
e failure to pass the examination of the program;

e tendering resignation before the program commencement and HKEX is
unable to find suitable staff to take the place;

e resigning before completing the program; or

e resigning before completely fulfilling the required obligatory service.

7.2.  The amount of refund will be equivalent to the full amount of pre-payment made
by HKEX or the amount already reimbursed to the employee.
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EXAMINATION FEE REIMBURSEMENT

1. PURPOSE

HKEX encourages and assists employees to further their technical or professional
standards by sponsoring them for relevant public examinations.

2. POLICY

All applications for examination fee reimbursement will be considered on their degree
of importance to employees' jobs and their relevance to the operational requirements
of the employees' Divisions/Departments. Private interest or personal career
aspirations will not be valid grounds for receiving company sponsorship for
examination fee.

3. CONDITIONS FOR REIMBURSEMENT

Employees are eligible to apply for examination fee reimbursement under the following
conditions:

3.1.  They have satisfactorily passed the probationary period. Employees who have
tendered resignation will not be eligible to apply for reimbursement, and the
application they submitted before will be automatically cancelled if it has not
been reimbursed.

3.2.  The qualification acquired is related to their jobs and/or the
operation/development of their divisions/departments.

3.3.  The examination is held by the Hong Kong Examinations Authority or a
recognised examination board/professional institute.

3.4. A completed Examination Fee Reimbursement Form must be submitted to the
Human Resources Department at least two weeks prior to the examination or its
enrollment deadline, whichever is earlier.

The application should have:
e approval from the manager in charge of the department or above ; and

e details on the examination, e.g. the subject and level of examination,
examination/professional body, breakdown of the examination fee for each
subject, examination time table.

Late application will not be processed.

3.5.  Reimbursement will be subject to passing the examination and provision of a
copy of the result slip, certificate and payment supporting documents.
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3.6.  All reimbursement requests should be made within six months of the issuance of
examination results. Late requests will not be processed unless valid
justification is provided.

3.7.  All reimbursements will be paid in Hong Kong dollars. If an employee has paid
the examination institute in foreign currency, the exchange rate indicated on the
bank receipt will be used as the conversion rate to Hong Kong dollars; otherwise
the prevailing rate adopted by HKEx will be used.

4. AMOUNT OF REIMBURSEMENT

The amount will normally be 100 per cent of the examination fee, exclusive of

registration fee and evaluation fee. Exception will be made when associated fees are

inseparable from the examination fee.

Exemption fees will not be reimbursed.

S. METHOD OF REIMBURSEMENT

Reimbursement will be by cheque or deposit in employee payroll account.
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PROFESSIONAL MEMBERSHIP FEE REIMBURSEMENT

1. PURPOSE

HKEXx encourages and assists employees to further their technical or professional
standards by sponsoring them for professional membership.

2. POLICY

All applications for professional membership fee reimbursement will be considered
on their degree of importance to employees' jobs and their direct relevance to the
operational requirements of the employees' divisions/departments. The application
will be reviewed each year based on the prevailing situation. History of
reimbursement of professional membership fee will not be valid grounds for receiving
it again each year.

3. CONDITIONS FOR REIMBURSEMENT

Employees are eligible to apply for reimbursement under the following conditions:

3.1.  They have satisfactorily passed the probationary period. Employees who have
tendered resignation will not be eligible to apply for reimbursement, and the
application they submitted before will be automatically cancelled if it has not
been reimbursed.

3.2.  The professional designation is related to their job and/or operation/development
of their divisions/departments.

3.3.  Annual subscription fee of one professional membership per calendar year can
be applied for reimbursement.

3.4.  The membership must be of a recognized professional institute.

3.5.  Applications for reimbursement must be made within the subscription year,
unless late application is due to the fault of the professional institute.

3.6.  Applications received before the subscription year will not be processed until
the first month of the subscription year.

3.7.  Reimbursement for any two consecutive subscription periods that overlap in
some months is permitted only on condition that the two periods concerned must
designate different subscription years.
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Reimbursement for the second subscription will be processed only upon
completion of the first subscription period.

Example

a. First subscription  : 7/98-6/99 (is regarded as subscription for 1998)

b. Second subscription : 4/99-3/00 (is regarded as subscription for 1999)

In the above example, the second subscription should be processed in July 1999.

A completed Professional Membership Fee Reimbursement Form must be sent
to Human Resources Department.

The application should have:
e approval from the manager in charge of the department or above; and

e a copy of professional designation and original payment supporting
documents.

All reimbursements will be paid in Hong Kong dollars. If an employee has paid
the professional institute in foreign currency, the exchange rate indicated on the
bank receipt will be used as the conversion rate to Hong Kong dollars; otherwise
the prevailing rate adopted by HKEx will be used.

AMOUNT OF REIMBURSEMENT

4.1.

4.2.

The amount reimbursed will include membership/renewal fee but exclude any
penalty fee, bank charges, magazine subscription or other associated expenses,
unless they are inseparable in a lump-sum amount.

Reimbursement will be the full amount of the membership subscription fee
except for the following cases:

e |f the subscription period commenced before the employee joined HKEX,
reimbursement will be pro-rated from the date of joining HKEX.

e As specified in Clause 3.7, where the applications for two different
subscription years have overlapping subscription periods, reimbursement for
the second subscription will be pro-rated from the day after the expiry of the
first subscription.
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o. METHOD OF REIMBURSEMENT

Reimbursement will be by cheque or deposit in employee payroll account.
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STAFF SOCIAL CLUB
1. OBJECTIVES
The objectives of the Staff Social Club are:

e to build and maintain harmonious relationships, and to strengthen communication
and understanding among employees of different divisions/departments;

e to cultivate a sense of belonging; and

e to enhance the morale of employees.

2. ROLES
The Staff Social Club representatives will achieve its objectives by

e proposing, planning and organizing staff social activities for staff members and, if
resources allow, their guests

e promoting the staff social activities for wider participation

e contributing to company events for the well being of staff members

The Human Resources Department will play the following roles in different occasions as
appropriate:

e budget allocation

e driving
e facilitator
e advisor

o official interface between HKEx and external parties in relation to organising
activities

3. COMPOSITION
The Staff Social Club is governed by a committee which comprises representatives from

each Division/Department. The committee members will be nominated by the Heads of
Division/Department once a year.
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4, ELIGIBILITY
All full-time employees will become members of the Staff Social Club automatically
upon joining HKEX.

5. ACTIVITIES
The Staff Social Club organizes social and recreational activities for employees

throughout the year. All employees are informed of the details through internal
announcements and are encouraged to participate in the activities.
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COMMUNICATION

1. PURPOSE

HKEX encourages open and candid two-way communications between employees at
all levels. It believes that effective communication helps build mutual understanding
and trust, and contributes to a constructive and cheerful working environment, high
performance and organizational success.

2. POLICY

2.1  All employees are required to support the communication initiatives
implemented by HKEX.

2.2 All employees have rights and obligations to express their views to their
superiors about HKEX activities and vice versa.

2.3 Views raised by employees should be well respected, listened and considered
carefully.

2.4  Questions raised by employees should be attended to by the management in an
effective and efficient manner and be treated in strict confidence.

2.5  There should not be any prejudice against individuals due to differences in
opinions.

2.6 Employees should be well informed of the development and major events of
HKEX, in particular those that may have an impact on their jobs and/or
welfare.

2.7  Suggestions regarding improvement of communication and staff relations in
HKEXx are most welcome.

3. MANAGEMENT'S ROLE

The management (employees at managerial level and above) of all
divisions/departments are responsible for understanding their staff's concerns at work,
sharing information and encouraging suggestions.

The management should treat communication as equally important to other business
priority.

The management should treat matters raised by employees in a balanced and fair
manner and in strict confidence.
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4, EMPLOYEES' ROLE
Employees are encouraged to discuss their views of HKEx with their immediate
supervisors, Heads of Division/Department, the Human Resources Department and/or
the Chief Executive.

Employees are responsible to clarify with the management about the issues of which
the hearsay may hamper the employee relations and de-motivate the staff morale.

Employee should actively communicate their views, express their opinions, and raise
their concerns verbally or in writing through the following communication channels
as appropriate:

e staff communication groups;

e staff briefing sessions;

e private interviews with superiors or Human Resources personnel;

e HKEX's publication or newsletter;

e training and development activities; and

e lunches, dinners or other company social functions.
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GRIEVANCE PROCEDURE
1. PURPOSE

As a Company policy, HKEXx is committed to ensuring fair treatment of all employees
when dealing with their grievances with a view to addressing problems in the best
possible manner.

2. POLICY
HKEX's policy is that employees should

e Dbe provided a fair treatment on their grievances by the management of the
Company;

e be given a fair hearing concerning any grievances;

e have the right to channel their grievances to the Chief Executive and in the case of
grievances against the Chief Executive to the Chairman; and

e have the right to appeal to the Chairman against a decision made by the Chief
Executive.

The aim of this policy is to establish a proper channel for employees to voice out their
grievances and to settle grievances. Employee grievances may include but are not
limited to management deficiency, unfair treatment to staff, sexual harassment and
concerns about possible improprieties in financial reporting or internal control.
Regardless of the issues and/or individuals involved, no one shall suffer retaliation for
involvement in employee grievances. All grievances shall be handled independently
and treated in strictest confidence. Grievances which are made anonymously shall not
be handled.

3. PROCEDURE

3.1 If an employee considers that his grievance is unlikely to be resolved through
discussions with his supervisor, the Head of Division/Department, the Chief
Operating Officer or the Human Resources Department or is of a very sensitive
or serious nature which requires the attention of the management, he can raise
his grievance direct with the Chief Executive in the form of a signed letter. In
the case of a grievance against the Chief Executive, the employee can lodge it
to the Chairman.
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