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CLAUSE 1 - PARTIES TO THE AGREEMENT 
 
This Agreement is made this 2nd August 2007 between the Kesatuan Pekerja-Pekerja 

Kumpulan Shell, Semenanjung Malaysia having its registered office at Bangunan Shell 

Malaysia, Off Jalan Semantan, Damansara Heights, 50490 Kuala Lumpur being a Trade 

Union of Employees registered pursuant to the Trade Union Ordinance No 23 of 1959 

Federation of Malaya (hereinafter called the "Union") of the first part and Shell Malaysia 

Limited, a company incorporated in England, Shell Malaysia Trading Sendirian Berhad, a 

company incorporated in Malaysia and Shell Refining Company (Federation of Malaya) 

Berhad, a Company incorporated in Malaysia, having its place of business at Port Dickson, 

Negeri Sembilan, all these companies operating in Peninsular Malaysia with the two 

companies having their registered offices at Bangunan Shell Malaysia, Off Jalan Semantan, 

Damansara Heights, Kuala Lumpur, Malaysia (hereinafter called the "Company") of the 

second part. 

  
In case either the Company or the Union changes its name or merges with other 

companies or organisation, to the effect that the Company or Union is wholly or partly 

absorbed by the other organisation, the articles of this Agreement shall continue to cover 

the employees to which this Agreement was applicable at the time the change of name or 

merger took place, for the remaining period of validity of this Agreement. 
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CLAUSE 2 – PREAMBLE 

 

The objective of this Agreement is to provide for a clear understanding of the relationship 

between the Company and the Union in matters concerning the terms and conditions of 

service for all employees represented by the Union, to stabilise their terms and conditions 

of service for the period of duration of this Agreement and to provide the means of 

resolving misunderstanding or grievances arising during the life of this Agreement either 

as a result of differences in interpretation or any other matters. 

  

The provisions of this Agreement have been accepted by the Union and the Company in 

full and complete settlement of all claims by either party regarding the general terms and 

conditions of service of employees during the life of this Agreement. In view of the above 

and without prejudice to Clause 7 and 8 provided herein, both parties agree that during 

the life of this Agreement neither party will take unilateral action or present demands that 

will diminish the value of the provisions already agreed upon. 

  

Acknowledging the fact that the well being of the Company as well as its employees is 

dependent upon a common determination to work together with the closest co-operation, 

the parties to this Agreement affirm their desire to create a relationship of mutual respect 

and confidence. 

  

After this Agreement has been signed, all employees covered by the Agreement shall 

receive a copy of this Agreement printed in English or Bahasa Melayu by the Management. 

In the event of any disagreement over the interpretation of the Agreement, the English 

version shall prevail. 

  

The Company and the Union feel the need for a continuing dialogue on various matters of 

mutual interest bearing upon the conditions of employment of the Company's employees. 

To this end, it is agreed to hold regular meetings on dates to be mutually agreed between 

representatives of the Union and the company. It is also agreed that both parties will co-

operate to resolve any issues raised by either party without undue delay. 
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CLAUSE 3 – TITLE 

  

The title of this Agreement shall be known as Shell Malaysia Limited, Shell Malaysia 

Trading Sdn Bhd., Shell Refining Company (FOM) Bhd. and Kesatuan Pekerja-Pekerja 

Kumpulan Shell Semenanjung Malaysia Agreement 2007 

 

 

 

CLAUSE 4 - DURATION OF AGREEMENT 

  

This Agreement shall commence on 1st March 2007 and be valid until 28th February 2010. 

It shall, however, continue to be valid thereafter unless either party gives to the other 

three (3) months notice of its intention to terminate the Agreement. 

  

During the period of this Agreement neither the Company nor the Union shall seek to 

alter, modify, amend or add to any of the provisions in any way except by mutual 

agreement. 

  

Any variation to the terms of this Agreement shall be jointly deposited by both parties with 

the Industrial Court for its cognizance within one month from the date of the written 

agreement of both parties to effect such change. After the Court has given cognizance 

such variation shall be binding on the parties from such date and such period as may be 

specified in the variation agreement provided that such period shall commence not earlier 

than the effective date of this Agreement. 

 

Either party may serve on the other not less than three (3) months' written notice to 

negotiate on new terms and conditions of employment but such notice shall not be served 

earlier than three (3) months before the expiry of this Agreement. This notice shall be 

accompanied by a proposal for a new Collective Agreement. 
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CLAUSE 5 - CHANGES IMPOSED BY LEGISLATION 

  

In the event that any legislation should change any of the provisions of this Agreement, 

then the relevant provisions of this Agreement shall be amended accordingly. However, if 

the relevant provisions of this Agreement are more favourable, they will continue to apply, 

if it is so permitted by law. The effective date of such amendment shall be from the 

effective date of the new law. Further, all modifications and/or amendments arrived at 

mutually shall be in writing, signed by the Company's and Union's designated 

representatives and shall be deposited with the Industrial Court for cognizance. 

 

 

CLAUSE 6 - UNION RECOGNITION 

  

The company recognises the Union as the sole collective negotiating body relative to 

salaries, hours of work and other terms and conditions of employment for employees 

holding the bargainable positions as shown in Appendix I. 

 

 

CLAUSE 7 - MANAGEMENT FUNCTION 

  

It is recognised that except as otherwise specifically provided herein, the management of 

the business, including initiation of action, the direction and management including 

determination of the number of the work force and job content/level, the establishment of 

rules and regulations on operations and safety, the efficient utilisation of its workforce, 

tools and equipment, and the determination of the means, methods, processes, material, 

procedures and schedules of production, including utilising the most efficient means of 

product delivery is the function of Management. The Company's exercise of it's rights in 

the management of the business shall not violate any of the express provisions of this 

Agreement, nor shall it be used to discriminate against any member of the Union. 
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CLAUSE 8 - UNION FUNCTION 

  

It is recognised that the Union maintains the right, as the bargaining body, to make 

representation with respect to the Company's actions which are contrary to or tend to 

diminish the value of the provisions of this Agreement, and to bargain collectively for its 

members in positions in the recognised bargaining unit relative to terms and conditions of 

service. 

 

 

CLAUSE 9 - EXISTING BENEFITS 

  

Notwithstanding the provisions of this Agreement, any existing benefits provided by the 

company and not superseded by this Agreement shall continue to remain in force. The 

company shall be entitled by agreement with the Union to alter, amend, suspend, 

terminate or improve such of these existing benefits as the Company may consider 

advisable or necessary. 

 

 

CLAUSE 10 – DEFINITIONS 

  

In this Agreement, unless there be something in the subject matter or context inconsistent 

therewith, the following definitions are made:- 

  

A. COMPANY APPROVED DOCTOR 

Shall mean a medical practitioner whose name is contained in the list of Company 

Approved Medical Practitioners circulated by the Company among the employees from 

time to time. 

  

B. EMPLOYEES 

Shall mean all locally engaged persons in the permanent employment of the Company 

who are covered by this Agreement as listed in Appendix I and shall also include any 

person temporarily seconded to other firms, companies, or any other organisations, but 

who shall remain an employee of the Company. 
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C. QUALIFYING SERVICE 

Shall mean service expressed in years and calendar months for the purpose of computing 

Resignation/Termination Benefits. Each completed month of service with the Company 

shall be computed as one-twelfth of a year and a period of 15 days or more in a month 

shall be regarded as a month, and lesser period shall be disregarded. 

  

D. NUMBER AND GENDER 

Where the context so admits, words imparting the singular number shall include the plural 

number and vice versa and words imparting only the masculine gender shall include the 

feminine gender. 

  

E. DAY 

Shall have the same meaning as defined in the Employment Act 1955. 

  

F. REST DAY 

Shall mean a Sunday or a Friday for employees who observe either of these days regularly 

as a day of rest. In the case of employees who do not have a regular day of rest, Rest Day 

shall be as defined in the Employment Act 1955. 

  

G. WEEK 

Shall mean a continuous period of seven (7) days. 

  

H. SALARY 

Shall mean the fixed monthly sum payable to an employee for services with the Company 

excluding bonus, overtime payment, shift premium and other allowances of whatsoever 

nature. 

  

I. TEMPORARY TRANSFER 

Shall mean a temporary assignment away from the normal work area of an employee up 

to a maximum period of six consecutive months.  Any extension to the temporary transfer 

period and any implications shall be reviewed on individual case basis. 
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CLAUSE 11 - DEDUCTION OF UNION DUES/LEVY 

  

Monthly Union dues/levy will be deducted from employees' monthly salary payments, 

subject to the following conditions:- 

  

(I) The Union will submit authorisations duly signed and completed by individual 

employees to the Industrial Relations Manager, Kuala Lumpur, one month before the 

deduction is to be made. 

  

(II) The company will arrange to forward all such authorisations to its Payroll department, 

which will make the necessary deductions from salaries paid direct to employees' bank 

accounts. 

  

(III) The Company will send a list of employees authorising the Company to make the 

deductions together with a cheque showing the total deductions made to the Treasurer, 

Kesatuan Pekerja-Pekerja Shell Semenanjung Malaysia 

  

(IV) The Union will acknowledge receipt of the cheque and correctness of the amount so 

specified in relation to the employees so listed. 

 

 

 

CLAUSE 12 - PRINCIPLES OF SALARY ADMINISTRATION 

  

A. (I) JOB TITLES AND JOB GROUPS 

  

The job titles that fall within each job group are set out in Appendix I and are made only 

for the purpose of determining rates of pay for employees assigned to these jobs. The 

Company may, after prior discussion with the Union, amend the titles, delete or add to the 

list in Appendix I and inform the Union accordingly. The Union may make representations 

on behalf of members who have been affected by such alterations in accordance with the 

grievance procedure as laid down in this Agreement. 
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A (II) SALARY STRUCTURE  

  

The Employee shall be paid in accordance with the salary structure set out in Appendix (A) 

on this agreement.  

 

Each employee will be informed of the salary group applicable to him or her. The yearly 

increment and Business Performance Bonus (BPB) is set out in A (III) and A(IV). 

  

A (III) ANNUAL INCREMENT 

 

The Salary  Management Chart (SMC) is a matrix designed to calculate an employee’s 

base salary percentage increase based on their IPF and PIR. The PIR is calculated based 

on the new 100% PIR of their Salary Group. 

 

There are three variables used to construct an SMC for an employee population. 

 

� The Budget Spend, 

� The PIRs (relative to the upcoming salary structure), and 

� The IPFs. 

 

The Merit Budget will be determined based on market conditions. 

 

An employee who takes leave of absence without pay shall lose 1/12 of his Merit 

Entitlement for the year for each month of such no pay leave.  Leave of absence without 

pay for part of a month exceeding 22 days in the aggregate for that year shall be deemed 

to be a month. 

  

Those who joined on or before 31st December of the previous year, their merit will be pro 

rated proportionately from date joined to 31st December of that year.  For new recruits 

who join on/after 1st January of the year of payment, no adjustment to their salary will be 

made.   

  

An employee who receives a salary adjustment on promotion shall not be deprived of his 

Merit Adjustment. 
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A (IV) BUSINESS PERFORMANCE BONUS 

  

A single bonus payment is made to staff that are on payroll on 1st April of year of 

payment and had joined company service on/before 1st October of the previous year.   

  

The bonus is based on three elements: 

- Individual Performance Factor (IPF) 

- Business Performance Factor (BPF) 

- Bonus Percentage 

  

Individual Performance x Business Performance x Bonus  Percentage x Annual Base Salary 

= Individual Factor (IPF) X Business Performance Factor (BPF) X Bonus (MCB) X Salary 

= Bonus (RM) 

  

For the purpose of definition, Base Pay is 12 months Basic Salary + Contractual Bonus 

(calculated on the March payroll each year).  Bonus will be paid based on salary of the 

staff as at 31 March of year of payment. 

  

1.  Individual Performance Factor (IPF) 

The IPF derived from the merit ranked order list is also used for the allocation of bonus.   

  

2.  Business Performance Factor (BPF) 

This is advised by the relevant businesses.  If the overall (weighted) result is on-target, 

the BPF is 1.  A business exceeding or falling short of its overall targets receives a factor 

greater or less than 1 accordingly. 

 

Bonus Percentage  

Bonus percentage is a bonus amount expressed in the percentage of salary set by 

comparing our remuneration with local market.  

  

4.  Disciplinary Matters 

Staff who received disciplinary action letter(s) in the previous year and up to 31st March of 

the year of payment will not be eligible for any BPB. 

  

Bonus is not paid to staff that is dismissed from company service. 
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5.  Leavers  

Retirees, death and redundancy cases will be paid variable bonus for the year of payment. 

  

Resignees will not be paid variable bonus. 

  

6.  Leave of Absence 

An employee who takes leave of absence without pay shall lose 1/12 of his Business 

Performance Bonus Entitlement for the year for each month of such no pay leave.  Leave 

of absence without pay for part of a month exceeding 22 days in the aggregate for that 

year shall be deemed to be a month. 

 

 

B. PROMOTION 

(I) It is the Company's policy to promote from within the organisation as far as possible if 

a vacancy occurs, which needs to be filled. In selecting the candidate, the Company will 

consider his suitability in terms of his ability to perform the job and in terms of his 

seniority of service in the Company. 

  

(II) An employee who is promoted shall be informed in writing at the time of the 

promotion of the length of the probationary period, if any, he shall be required to serve. 

At the end of the period of probation, but not later than 7 working days thereafter, he 

shall be advised in writing by the Company whether he is confirmed in his new position. 

The probationary period shall not be more than 6 months unless an extension of probation 

is necessary in which case such extension may not exceed a period of 3 months. 

  

(III) During his probation, the employee shall receive a Temporary Promotional Allowance 

of not less then 15% of his salary, or the difference between his salary and the minimum 

of the higher salary group to which he is promoted, whichever is greater. However, if the 

difference between the employee's present salary and the maximum salary of the next 

higher group is less than 15%, then the Temporary Promotional Allowance will be the 

lesser amount. 

  

(IV) An employee on promotion shall be placed in the salary group of the higher group 

and be given an adjustment of not less than 15% of his salary as from the date of his 

confirmation. If such a salary adjustment does not bring the employee's salary to the 
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minimum of the appropriate higher salary group, he will be given another adjustment to 

bring him to this minimum. An employee who receives a salary adjustment on promotion 

shall not be deprived of his annual increment as set out in-clause B above. However, if the 

difference between the employee's salary and the maximum salary of the next higher 

group is less than 15%, then the salary adjustment on promotion will be the lesser 

amount. 

 

(V) In addition to the above base salary increase, employees who are promoted should 

also receive a once off payment of RM500 as a contributory towards a celebratory meal 

with the family and/or friend. This sum will be paid together with employees’ salary in the 

month that the promotion is effective and any tax arising will be for the employees’ own 

account.  

  

(VI) In the event that the Company decides not to confirm the employee in his new 

position, he will be reassigned to a position compatible with ability, and the employee will 

revert to the salary group appropriate to his position immediately prior to the position he 

held on promotion. Thereafter, at the first time opportunity that a vacancy arises at a 

higher level for which the employee has the appropriate experience, the employee shall be 

considered. 

  

C. ASSIGNMENT OF ADDITIONAL DUTIES 

(I) It is recognised that subject always to the Union's right to make representation with 

respect to the company's action, employees may be assigned other jobs or allocated part 

of the duties of other jobs from time to time as required. If an employee considers that he 

has been unjustly instructed to take on duties other than his own, it is agreed that he will 

first carry out these instructions and subsequently lodge a complaint which will be 

processed in accordance with the Grievance Procedure as set out in clause 33.  

  

(II) If an employee's job contents have been changed, his job will be re-evaluated. In the 

event that:- 

(a) the job is upgraded, the employee will be placed in the appropriate higher salary 

             group; 

  

(b) the job is downgraded, the employee will continue to be progressed in his existing 

salary group. 
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(III) If an employee is unable to discharge the full responsibilities in the job assigned to 

him due to unsuitability, he will be reassigned to another job more suitable to him. If the 

job to which he is reassigned is in a lower salary group, he shall from the date of 

reassignment be progressed in accordance with the lower salary group. An employee, 

whose salary upon reassignment is already in excess of the scale of the lower salary 

group, he will not be entitled to any increments and his current salary will be regarded as 

a personal maximum. 

 

CLAUSE 13 – OVERTIME 

 

A. Overtime shall be paid to an employee when he is requested by the Company to work 

in excess of his normal working hours and such overtime should be fairly distributed 

wherever possible. 

B. Subject to the provisions of sub-clause C and F below, overtime work performed shall 

be paid at 1½ times the hourly rate, except that where such work is performed 

between midnight and 6.00 a.m., the overtime rate shall be 2 times the hourly rate. 

Where the overtime covers the entire period from midnight to 6.00 a.m., and 

continues after 6.00 a.m., the period after 6.00 a.m. shall be at 2 times the hourly 

rate. 

C. For a shift employee whose normal working hours cover not less than 4 hours of the 

period from midnight to 6.00 a.m., overtime work performed as a continuation of his 

shift shall be paid at 2 times the hourly rate. 

D. Where a regular day employee is required to work though the normal lunch break and 

no time off is given in lieu thereof, the period so worked shall be paid as overtime at 

1½ times the hourly rate. 

E. For the purpose of computing payment under this clause, the hourly rate of pay shall 

be: 

     Total monthly wages divide by 4.34 multiply by number of hours per work-week 

F. The maximum hourly rate shall be that applicable to a monthly salary of RM2100 in 

the case of employees not covered by the first Schedule to the Employment Act 1955. 

G. Any overtime worked each day shall be rounded up to the nearest 15 minutes. 

H. For the purpose of Clause 14, 15 and 16 "Wages" shall be as defined in the 

Employment Act and interpreted by the Court.  
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CLAUSE 14 - PAY FOR WORK ON REST DAY 

 

A. Any employee who is required by the Company to work on his scheduled day of rest 

shall be paid according to the following:- 

(I) For work which does not exceed 4 hours, he will be paid an extra day's 

salary at the ordinary rate of pay. 

(II) For work which exceeds 4 hours but does not exceed 8 hours, he will be 

paid at 2 times the hourly rate of pay for the period worked. 

(III) For work which exceeds 8 hours, he will be paid at 3 times the hourly rate 

of pay for every additional hours so worked. 

B. In the case of an employee not covered by the First Schedule to the Employment Act 

1955 and earning more than RM2100 per month the rate of payment for work 

performed on rest days shall be calculated at the fixed salary of RM2100 per month. 

C. The formula for calculating the hourly rate of pay for the purpose of computing 

payment under this clause shall be in accordance with sub clause 13E above. 

 

 

CLAUSE 15 - PAY FOR WORK ON GAZETTED PUBLIC HOLIDAYS 

 

A. An employee who is requested by the Company to work on a gazetted 

public holiday applicable to his place of work shall be paid according to the 

following: 

(I) For work which does not exceed 8 hours, he will be paid 2 days wages at 

the ordinary rate of pay. 

(II) For work which exceeds 8 hours, he will be paid at 4.5 times the hourly 

rate of pay for every additional hour so worked after the first 8 hours, a 

part of an hour being calculated as one hour for this purpose. 

B. In the case of an employee not covered by the First Schedule to the Employment Act 

1955 and earning more than RM2100 per month the rate of payment for work 
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performed on public holidays shall be calculated at the fixed salary of RM2100 per 

month. 

C. The formula for calculating the hourly rate of pay for the purpose of computing 

payment under this clause shall be in accordance with sub-clause 13E above. 

 
 
CLAUSE 16 - SHIFT PREMIUM 

 

A. A shift premium shall be paid to an employee assigned to shift work at the 

following rates:- 

3 cycle shift premium: 

Years of Service (months) Shift Premium (per month) 

0 – 60 RM 450.00 

61 – 120 RM 500.00 

>120 RM 550.00 

  

2 cycle shift premium = RM 300.00 per month  

When the shift covers the period from midnight to 6.00 a.m. it shall be considered 

as a 3-cycle shift for the purpose of this Agreement. 

B. In the event that an employee is taken off shift work either because of cessation of 

such shift work or because of transfer to day work, his shift premium shall be 

withdrawn without compensation. The withdrawal of the shift premium will be 

effective as from the first day of the month following the cessation of shift work. 

C. An employee working on shift will continue to receive the appropriate shift 

premium as set out in sub-clause A above while 

(I) on annual leave, accumulated leave or compassionate leave; 

(II) on sick leave up to a maximum period of two months; 

(III) relieving another employee on day work on a temporary basis up to a 

maximum period of two months. 
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CLAUSE 17 - CALL OUT PAY 

 

A. When an employee is unexpectedly called out from his home to work outside normal 

working hours, he shall receive a minimum payment equivalent to 4 hours straight 

time pay for applicable overtime rate for the actual hours worked whichever is the 

greater. An employee called out for such work and subsequently not required to work 

shall receive call out pay equivalent to 4 hours straight time pay. 

B. Each separate request to come from home shall be considered a separate call out even 

if two or more call outs occur in the same 4 hours period. 

C. For the purpose of computing overtime payment for such call outs overtime shall be 

deemed to commence from the time an employee reports for duty. 

D. In addition, a meal reimbursement as per Clause 29 shall be payable. 

 

 

CLAUSE 18 - BONUS 

  

A. For the year 2007 and each subsequent full calendar year thereafter, during the life of 

this Agreement, the Company shall pay a bonus equivalent to two (2) months last drawn 

salary including any Temporary Promotional Allowance where applicable to each 

employee, such bonus to be paid in November of each year. 

  

B. An employee who takes leave of absence without pay shall lose one fifty-second of the 

bonus payment for each week of such absence. 

  

C. A new employee engaged after 1st January shall receive a proportional share of the 

bonus payable in the year of employment, based upon completed months of service up to 

31st December of that year. Employees engaged on or before the 15th of the month of 

their employment shall receive the full proportional share for that month. 

  

D. An employee who leaves the service of the Company prior to 31st December of any 

year for which a bonus is payable, shall receive a proportional share of the bonus based 

upon the number of days of service prior to leaving the service of the Company but no 

bonus or any part thereof, shall be paid in accordance with this Clause to any employee 

who is discharged for proven misconduct or breach of contract of service. 
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E. If any contributions to the Employees Provident Fund and the Social Security Scheme 

are payable by an employee in respect of any bonus, such contributions shall be deducted 

by the Company under the provisions of the relevant Ordinances. 

 

 

CLAUSE 19 - PROBATION ON RECRUITMENT 

 

A. Any newly engaged employee covered by the following descriptions shall be placed 

on probation for a period up to twelve months:- 

• Persons with Technical and/or 

• Professional Qualifications 

B. (I) Any newly engaged employee, other than those specified in sub-clause A above 

          shall serve a probationary period of up to six months. 

          (II) The probationary period in A and B (1) may be extended for a period of up to 

                three months. 

C. Following completion of the stipulated probationary periods as covered under sub-

clauses A and B above, the employee shall be advised in writing by the Company 

within seven working days after such probationary period is completed whether he 

has been accepted for regular employment. 

D. At any time during the probationary period a newly engaged employee may have 

his service terminated at the discretion of the Company if he is considered by the 

Company to be unsuitable for the job for which he was employed. 

E. Any employee whose services are terminated due to not being confirmed in his 

employment or who resigns during the probationary period, shall not be entitled to 

any termination benefits. 
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CLAUSE 20 - HOURS OF WORK 

 

A. Employees in positions listed in Appendix III(A) and III(B) shall work 42 hours per 

week. All other employees shall work 39 hours per week. 

B. Schedules of working hours, including the introduction where necessary of a break 

between shifts, at each worksite shall be laid down by the Company from time to time. 

The Company shall discuss with the Union any proposed changes to existing schedules 

prior to implementation. 

 

 

CLAUSE 21 - ANNUAL LEAVE 

 

A. An employee becomes eligible for annual leave upon completion of one calendar month 

of service (for this purpose, only starting dates on or before the 15th is considered as a 

complete calendar month). An employee may apply to take advance annual leave, subject 

to the provisions of the Employment Act, and provided he has urgent matters to attend to. 

The Company shall consider each case on its merits. 

B. Annual Leave Entitlement (deleted) 

    Refer to clause 42 – Miscellaneous Benefit. 

C. All annual leaves shall normally be taken in one continuous period in the year it falls 

due subject to the provisions of sub-clauses D and E below, and mutual satisfaction of the 

Company and the employee. All annual leaves shall be taken in accordance with leave 

rosters to be established. 

D. If for operational reasons, it is not possible for the employee to take his annual leave in 

one continuous period, then the leave may be split, subject to the mutual satisfaction of 

the Company and the employee. 

E. (Leave carry over) (deleted) 

    Refer to clause 42 – Miscellaneous Benefit  

F. If an employee dies while in Company service, salary-in-lieu of any outstanding leave 

will be paid to the estate. 

Calculation : (Basic Salary X 14 X No. of days)/260 
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G. An employee becoming ill or injured while on annual leave may have his leave 

extended by one day for each day he is certified sick by a Company Approved Doctor as 

being unfit for work (were he not on annual leave) or if having regard to the nature or 

circumstances of the illness, the services of the Company Approved Doctor are not 

obtainable within a reasonable time or distance, by any other registered medical 

practitioner or by a Medical Officer. Medical leave claims for disability occurring where no 

Company Approved Doctor is available and certified by other doctors is subject to 

confirmation by the Company Approved Doctor. 

 

 

CLAUSE 22 - PUBLIC HOLIDAYS 

  

A. The company shall recognise all gazetted Federal Public Holidays. In addition, the 

company shall recognise in respect of any employee having his normal place of work in a 

given state all gazetted State Public Holidays for such State. 

  

B. Should a gazetted Public Holiday fall within the period when an employee is on annual 

leave the employee shall be given additional day's leave for each such holiday falling 

within the period. Such additional day or days shall be taken as an extension of annual 

leave. 

  

C. Subject to the provisions of the Employment Act 1955, where a gazetted Public Holiday 

falls on an off day, the company will substitute the Public Holiday to either the normal 

working day immediately preceding or the next normal working day immediately 

succeeding. Where a gazetted holiday falls on a rest day, the next working day shall be a 

paid holiday in substitution thereof. Where an employee is required to work on the 

substituted Public Holiday, he will be paid in accordance with the provisions of Clause 15. 

  

D. Where for operational reasons a day off in lieu cannot be given, as in the case of 

regular shift employees, payment in lieu in accordance with the provisions of clause 15 

shall be made. 
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CLAUSE 23 - UNPAID LEAVE OF ABSENCE (deleted) 

Refer to clause 42 – Miscellaneous benefit  

 

 

CLAUSE 24 - MATERNITY LEAVE (deleted) 

Refer to clause 42 – Miscellaneous Benefit 

 

 

CLAUSE 25 - SICK LEAVE AND MEDICAL BENEFITS  

 

A. SICK LEAVE  

(I) Sick leave shall be defined as a period of absence from work which is certified by a 

Company Approved Doctor or if having regard to the nature or circumstances of the 

illness, the services of the Company Approved Doctor are not obtainable within a 

reasonable time or distance, by any other registered medical practitioner or by a medical 

officer. Failure to comply reasonably with the instruction of a Company Approved Doctor, 

including a complete medical check-up shall automatically cancel the benefits set forth in 

this clause. In cases where the medical record of the employees gives rise for concern, the 

employee may be required to undergo a complete medical examination by the Company 

Approved Doctor. 

(II) Sick leave as defined above, shall be in accordance with the following sickness and 

disability schedule. For purposes of this schedule, absence from work due to any accident 

while on duty or prolonged illness in B(1) hereof shall not be treated as sick leave. 

  

 

Employee Service 
Days at  

Full Pay per year 

Days at  

Half Pay per year 

Up to 5 yrs (incl.) 30 30 

6 yrs - 10 yrs (incl.) 30 45 

11 yrs - 15 yrs (incl.) 30 60 

16 yrs - 20 yrs (incl.) 30 90 

21 yrs and over 30 120  
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(III) For the purpose of calculating Sick Leave entitlement above, the limit to which the 

employee will be entitled shall be related to the scale applicable at the time he 

commences such sick leave. 

  

(IV) Notwithstanding the above, in the case of sick leave where hospitalisation is 

necessary as certified by a Company Approved Doctor, the limit of sick leave to which the 

employee is entitled will be 60 days on full pay. 

  

B. PROLONGED ILLNESS  

(I) In the case of prolonged illness resulting from tuberculosis, cancer, poliomyelitis, 

leukaemia, leprosy and in certain other instance based upon the prognosis of a Company 

Approved Doctor, an employee shall be granted leave in accordance with the prolonged 

illness schedule. 

 

Employee Service 
Full Pay 
Month 

Half Pay 
Month 

Less than 1 year of service but 
after completion of probation 

1 - 

1 completed year of service 2 - 

2 completed years of service 2 2 

3 completed years of service 3 3 

4 completed years of service 4 4 

5 completed years of service 5 5 

6 completed years of service 6 6 

7 completed years of service 7 7 

8 completed years of service 8 8 

9 completed years of service 9 9 

10 completed years of service 10 10 

11 completed years of service 11 11 

12 completed years of service 12 12 

 
Twelve months at full pay and twelve months at half pay is the maximum entitlement. 
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(II) Prolonged illness benefit shall commence from the date of diagnosis of the specified 

prolonged illness. 

 

(III) In case where early prognosis, certified by the Company Approved Doctor indicates 

six months or more of prolonged illness as defined in sub-clause B (1), the employee may, 

at his option, elect to leave the service of the company. In such cases, the Company shall 

pay, in one lump sum, in addition to such payments, if any, for which he may be eligible, 

which the employee would have been entitled to in accordance with his years of service. 

However, in no case shall the amount of such lump sum payment exceed the benefit 

which would have been paid for the period set for recovery by the Company Approved 

Doctor. 

  

C. MEDICAL BENEFITS & SERVICES (deleted) 

    Refer to clause 42 – Miscellaneous Benefit. 

 

 

CLAUSE 26 - TIME - OFF FOR UNION BUSINESS 

  

A. The Company shall consider time-off with pay to be granted for Union Officials requiring 

leave in connection with Union business not related to the Company. Such time off with 

pay must receive prior permission but shall not be unreasonably withheld.  

  

B. The Company shall also consider time-off with pay to Union Officials and members to 

attend union training, educational courses, symposium and seminars subject to the 

following conditions:- 

  

(I) Such courses/seminars have been approved by the Ministry of Human 

Resources / State Labour Office. 

  

(II) The Union advises the company in writing the names of the participants to 

such courses/seminars well in advance but not less than 2 weeks prior to 

           departure of the participants. 

  

(III) The number of participants limited to three per occasion. 
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(IV) The participants can be released without affecting operations and 

schedules. 

 

 

CLAUSE 27 - COMPASSIONATE / MATRIMONIAL LEAVE  (deleted) 

    Refer to clause 42 – Miscellaneous benefit. 

 

 

CLAUSE 28 - DEFINED CONTRIBUTION SCHEME (DCS) (deleted) 

    Refer to clause 42 – Miscellaneous benefit. 

 

 

CLAUSE 29 - MEAL REIMBURSEMENTS 

Employees who incur expenses in the circumstances given below while on company duty 

as a result of company requirements, shall be reimbursed in accordance with the following 

provisions;- 

A. A Meal Reimbursement will be paid to an employee when:- 

(I) He, being a regular day employee, works through the normal lunch period. 

(II) He works two hours of overtime or more immediately preceding the 

commencement of his normal working time 

(III) He works two hours of overtime or more immediately following his normal 

quitting time 

(IV) He is called out to work overtime outside his normal scheduled hours of 

work and 

(i) works  through the following periods  

5.30 a.m. to 7.30 a.m. 

12.00 noon to 2.00 p.m., 

6.00 p.m. to 8.00 p.m., 

or  

(ii) for the first call-out between 12.00 midnight to 5.30 a.m.,  

or 
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(iii) for the periods not covered above, upon completion of four consecutive 

hours of overtime work.  

B. Subsequent meal reimbursement for sub clause (III) and (IV) (i) and (IV) (iii), shall 

only be paid after the completion of every 4 consecutive hours of overtime work beginning 

from the end of the first qualifying period. For sub-clause (IV) (ii), subsequent meal 

reimbursement shall be paid only upon completion of 4 consecutive hours of overtime 

work after the end of two hours of the first call out. 

C. An employee on temporary transfer to another worksite not exceeding a radius of 30 

km, will receive payment of meal reimbursement for normal hours worked at his new 

worksite for each working day for a period not exceeding one calendar month from the 

date of his transfer. 

D. The provisions of this clause shall apply equally in respect of work performed on rest 

days and public holidays. 

E. A Meal Reimbursement shall be RM 11.50. 

 

CLAUSE 30 - TRANSPORT REIMBURSEMENTS 

 

A. The company and the Union agree to the principle that it is the employees responsibility 

to pay his own transport costs when traveling between home and workplace. 

  

B. A day employee who is required to work before his normal starting time and/or beyond 

his normal finishing time, and who as a result is required to make a journey outside the 

operating hours of buses shall be reimbursed at the rate of four times the equivalent bus 

fare for each journey made. In the event that an employee has no other means of 

transportation available to him other than a taxi, he shall be reimbursed the actual taxi 

fare paid by him. He shall not be reimbursed transport cost within the operating hours of 

buses. A shift employee working before or beyond his scheduled hours of work will not 

receive reimbursement for transport expenses. 

  

C. For employees who are requested to work on their Rest Days, Public Holidays or Off 

Days the following shall be applicable:-  

Car:   As provided in PPPM 

Taxi:  Actual fare 
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1) SHELL HOUSE 

 

Mode of transport: 

 CAR: As per PPPM. Actual mileage up to a maximum of 24KM. 

 TAXI: Actual fare up to a maximum of RM19.20 per single journey. 

 

2) OTHER AREAS 

  

Mode of transport: 

 CAR: As per PPPM. Actual mileage up to a maximum of 15KM. 

 TAXI: Actual fare up to a maximum of RM12.00 per single journey. 

 

D. If an employee (either day or shift) is called out (as in Clause 17) to work overtime 

outside his normal scheduled hours of work, he shall be reimbursed the equivalent taxi 

fare for the journey made, or car mileage as appropriate. 

  

E. In the case of Port Dickson, an employee who qualifies under B, C and D, the 

transport reimbursement shall be at the flat rate of RM10.50 per single journey instead. 

 

 

CLAUSE 31 – OUTSTATION REIMBURSEMENTS (deleted) 

    Refer to clause 42 – Miscellaneous benefit. 

 

 

CLAUSE 32 – PERMANENT TRANSFER REIMBURSEMENTS (deleted) 

    Refer to clause 42 – Miscellaneous benefit. 

 

 

CLAUSE 33 - GRIEVANCE PROCEDURE 

  

A. PURPOSE 

(I) It is the desire of both parties to this Agreement that disputes arising between an 

employee and the company or between the Union and the company be settled as 

equitably and as quickly as possible. In pursuance of this, it is agreed that disputes should 

be processed according to the procedures provided hereunder with the aim of reaching 
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settlement at the lowest possible level. Meanwhile the good relations between both parties 

shall be continuously maintained. 

  

(II) The formal procedures as provided hereunder shall in no way prevent any employee 

from consulting his immediate Supervisors at any time in regard to any misunderstanding 

concerning terms and conditions of service or the application of any provisions of this 

Agreement as it affects the employee. 

  

  

B. COMPLAINT 

(I) When a employee has a complaint concerning his terms and conditions of service 

including Result Setting Measurement (RSM), or the application of any provision in this 

Agreement as it affects him, he shall in good faith and within thirty (30) calendar days 

from the date the matter about which he complains occurred, discuss such complaint with 

his supervisor, in the presence of a Union Official to assist him in communicating his 

complaint, if he so wishes. 

  

(II) Any complaints shall be considered null and void if the employee does not discuss with 

his immediate Supervisors within thirty (30) calendar days from the date the matter about 

which he complains occurred. 

  

C. GRIEVANCE DEFINED 

If an employee's complaint as described above is not satisfactorily resolved within fourteen 

(14) calendar days of presentation to his immediate Supervisor, the complaint may then 

constitute a grievance and may be processed as provided below. 

  

D. GRIEVANCE PROCEDURE  

PHASE ONE 

STEP 1. If an employee has a grievance he shall submit his grievance in writing on a 

Grievance Form as that shown in Appendix IV to the section Head within seven (7) 

calendar days after the complaint becomes a grievance. The section Head will settle the 

grievance through discussions with the local Union Representatives in the presence of the 

employee concerned within the next seven (7) calendar days. 

  

STEP 2. If in the first step no settlement is reached within the seven (7) calendar days 

after being presented to the Section Head, the grievance will be submitted in writing to 
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the Department Manager who will arrange for a meeting with the Union Worksite 

Representatives to resolve the Grievance within the next 14 calendar days. The Union 

Worksite Representative shall not be from the same Department or a subordinate to the 

employee concerned. The employee may be called upon to attend the meeting. 

  

STEP 3. If no settlement is reached in the second step above within fourteen (14) 

calendar days, the grievance will be presented again in writing to the Industrial Relations 

Manager or the Human Resource Adviser (in the case of SRC) who shall arrange a meeting 

with the Union National Representatives to resolve the grievance within the next 14 

calendar days. The employee may be call upon to attend the meeting. 

 

PHASE TWO 

If no settlement is reached under the provisions of the above procedure within fourteen 

(14) calendar days after having exhausted Step 3 of Phase One, both parties agree to 

report the grievance to the Ministry of Human Resources under the provisions of the 

Industrial Relations Act, 1967 or such other laws as may then be in force. 

  

E. VARIATIONS AND FORFEITURE 

(I) The procedure as provided above may be varied to suit the organisation or Department 

or Worksite and the specific formal procedure to be followed within each Department or 

worksite will be by agreement between the Union representatives and the Company 

Representative concerned always providing that the principle as set above are adhered to. 

  

(II) At all stages of the foregoing procedure where a time limit is specified, such time may 

only be extended by mutual agreement of the employee or his representatives, or if the 

employee or his representative (s) and the company. 

  

(III) If at any time a grievance is not refereed to the next step by the employee or his 

representative(s) or if the employee or his representative(s) fails to attend any 

meetings arranged in connection with the grievance within the time limit specified in each 

step, the grievance will be considered as settled. 

  

(IV) Individual employees who report directly to a supervisor, section head or 

Department Manager who have a grievance against the Supervisor, section head or 

Department Head may present their grievance at the next step above their superior. 
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F. GRIEVANCE FROM A DEPARTMENT  

Employees from the same department, but different Section, and with a common 

grievance may present their grievance directly to the Department Manager at step 2. 

  

G. GRIEVANCE OF A GENERAL NATURE 

(I) A grievance involving a dispute between the Union and the Company may be referred 

by the Union to the Industrial Relations Manager or the Human Resource Adviser (in the 

case of SRC) or by the company to the union in writing within fifteen (15) calendar days of 

any alleged grievance relating to general matters not arising out of a new grievance, or 

relating to matters outside the scope of the Agreement, from the date on which the 

grievance comes to attention.  Any such grievance shall be discussed between the 

company and the union as quickly as possible before any action whatsoever is taken by 

either party. 

  

(II) If the dispute cannot be settled satisfactorily, both parties agree to report the dispute 

to the Ministry of Human Resources under the provisions of the Industrial Relations Act 

1967 or such laws as may then be in force. 

  

H. EFFECTIVE DATE OF CHANGES 

The company and the union agree that should any grievance result in a change in any 

terms and conditions of service, the resultant benefits, if any, will commence from the 

time the grievance was first raised by either party. 

  

I. INTERPRETATION / IMPLEMENTATION 

Any dispute relating to the interpretation or implementation of this Agreement shall, 

unless settled by negotiations between the company and the union, be referred to the 

Industrial Court for a decision. 
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CLAUSE 34 – UNIFORMS 

 

A. The issue of uniforms to an employee shall be made when in the judgement of the 

company the employee’s duties involve him in regular contact with the public. 

Uniforms may also be issued to employeeS in other positions because of the special 

nature of their work and to such other positions as may be determined from time to 

time by the Company.  The design and the type of the uniforms shall also be 

determined by the company. 

 

B. Any uniformed employee shall be provided with uniforms and footwear in accordance 

with scales as laid down in Appendix II. An employee issued with uniforms shall be 

required to wear them when at work. 

 

C. Uniforms shall be replaced at the end of each 12 monthly period after the date of issue 

or earlier if the condition warrants this. 

 

D. Footwear issued by the company shall remain in use until further repairs are 

impossible when they shall be replaced. Reasonable cost of repairs of footwear shall 

be for the account of the company. 

 

E. Any employee who has to carry out his duties in rainy weather shall be provided each 

with one raincoat, renewable when necessary. 

 

F. Any employee who has to carry out his duties in areas that require the wearing of Fire 

Retardant Clothing shall be provided each with 3 pairs of such clothing. These Fire 

Retardant Clothing shall be replaced at the end of each 24 monthly period after the 

date of issue or earlier if the condition warrants this.  
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CLAUSE 35 – LAUNDRY 

 

A. Any uniformed employee shall be provided laundry free of charge on the basis of three 

uniforms per week or in lieu thereof a cash reimbursement of up to a maximum of 

RM50.00 per month for PPE. For non-PPE, the cash reimbursement of up to a 

maximum of RM40.00. 

 

B.  The washing of Fire Retardant Clothing will be the responsibility of the Company. 

 

 

CLAUSE 36 - REIMBURSEMENT OF DRIVING LICENCE FEES 

  

The company shall reimburse the driving license fees of employees who are required to 

drive company vehicles as an integral part of their daily duties. 

 

 

CLAUSE 37 - HEALTH SAFETY AND ENVIRONMENT 

  

A. The company recognises that it is an important function of management to provide 

safe working environment and conditions for its employees and will continue to take 

such measures as it deems appropriate to safeguard the occupational health and 

safety of all employees. 

 

B. The company will provide safety/protective clothing/apparel to employees where the 

company has identified that such clothing/apparel is necessary. 

 

C. It is recognised that no occupational health and safety schemes can succeed without 

the full support and participation of the employees, and with this in mind, it shall be in 

the best interests of employees to adhere closely to all occupational health and safety 

regulations and environmental scheme laid down from time to time by the company or 

any legislation. Employees shall be provided training and guidance on the use of safety 

equipment. Employees who fail to comply with the company rules and regulations or 

legislation in regard to Health, Safety and Environment shall be liable to disciplinary 

action. 
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D. Any suggestions from the Union on matters concerning occupational Health, Safety 

and Environment will always receive the careful consideration of the Company. 

 

 

 

CLAUSE 38 - NATURAL DISASTER ASSISTANCE 

 

An employee who is affected by natural disaster shall be given financial assistance at the 

discretion of the company. 

 

 

 

CLAUSE 39 – CAR LOAN (deleted) 

    Refer to clause – 42 Miscellaneous benefit 

 

 

CLAUSE 40 - COMMUNITY CLUB MEMBERSHIP (deleted) 

    Refer to clause – 42  Miscellaneous Benefit 

 

 

CLAUSE 41 – HOLIDAY BUNGALOWS (deleted) 

    Refer to clause 42 – Miscellaneous Benefit 
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CLAUSE 42 – MISCELLANEOUS BENEFITS 

 

The Company and the Union understand that the provision of benefits is in the best 

interest of both parties. It is in this spirit that both parties agree that benefits similar in 

nature provided in the PPPM shall apply to this Agreement as if it were enumerated 

herein. Specifically, notwithstanding the provisions of this Agreement, the applicability of 

the following benefits shall be as per the terms and conditions found in the PPPM: 

 

List of benefits: 

 

1) Clause 21 (B), (E) - Annual Leave Entitlement 

2) Clause 23 - Unpaid leave of absence   

3) Clause 24 - Maternity leave  

4) Clause 25 (C) – Medical Benefit  

5) Clause 27 - Compassionate/Matrimonial Leave  

6) Clause 28 – Defined Contribution Scheme  

7) Clause 31 – Outstation Reimbursement 

8) Clause 32 - Permanent Transfer Reimbursement  

     Exception – The relocation allowance is not applicable in this agreement 

9) Clause 39 - Car Loan 

Union employees can apply for loans up to the purchase price of the car, or the 

maximum loan available for their salary group, whichever is the lower. 

 

Salary Group Maximum Loan 

8,9,and 10 RM50,000 

11 and below RM40,000 

 
10) Clause 40 - Community Club Membership 

11) Clause 41 - Holiday Bungalows 

 

Changes to the said benefits by way of amendment to the PPPM, as the Company may 

consider advisable or necessary, shall equally apply to this Agreement without having to 

amend or vary this Article. Any amendments to the abovementioned benefits by the 

Company shall be done in good faith and shall not, as far as practicable, be detrimental to 

the Union.  
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In the event benefits in the PPPM are changed, whether by way of amendment, variation, 

modification or addition, the Company shall notify the Union of such change as soon as 

practicable. In the event the Company deems it necessary or advisable to remove any of 

the abovementioned benefits, agreement of the Union needs to be obtained first which 

agreement shall not be unreasonably withheld by the Union. 
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APPENDIX (A) 

 

SALARY STRUCTURE AND RANGES 

 

 

 

 

 

 

 

 

 
APPENDIX I 

 

 

SHELL MALAYSIA TRADING SDN. BHD., SHELL MALAYSIA LIMITED 

 

JOB GROUPS & JOB TITLES 

JOB 
GROUP 

ADMINISTRATION OPERATIONS TECHNICAL 

A Nil Nil Nil 

B Nil Nil Nil 

C 
Office Assistant / 

Management Driver 

Depot Operator / 

Filler Pumpman 
Nil 

C1 Nil Nil Nil 

K Administration Assistant Operations Assistant Technical Assistant 

L Administration Supervisor Operations Supervisor Technical Supervisor 

M 
Administration 

Superintendent 

Operations 

Superintendent 
Technical Superintendent 

N 
Senior Administration 

Superintendent 

Senior Operations 

Superintendent 

Senior Technical 

Superintendent 

Salary Group Min Max 100% Max 110% Max 120% 

N 2320 4275 4705 5130 

M 1920 3535 3890 4240 

L 1600 2940 3235 3530 

K 800 2200 n/a n/a 

C 600 1753 n/a n/a 
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APPENDIX I (cont’d) 

 

SHELL REFINING COMPANY (FOM) BHD 

 

JOB GROUPS & JOB TITLES 

JOB 

GROUP 
ADMINISTRATION OPERATIONS TECHNICAL 

A Nil Nil Nil 

B Nil Nil Nil 

C Management Driver Nil Nil 

K Administration Assistant Operations Assistant Technical Assistant 

L Administration Supervisor Operations Supervisor Technical Supervisor 

M 
Administration 

Superintendent 

Operations 

Superintendent 
Technical Superintendent 

N 
Senior Administration 

Superintendent 

Senior Operations 

Superintendent 

Senior Technical 

Superintendent 
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APPENDIX IA – ADMINISTRATION 

 

SHELL MALAYSIA TRADING SDN. BHD., SHELL MALAYSIA LIMITED 

 

JOB 

GROUP 

JOB TITLES 

A Nil 

B Nil 

C 

OFFICE ASSISTANT / MANAGEMENT DRIVER  

Office Assistant 

Management Driver 

K ADMINISTRATION ASSISTANT* 

L ADMINISTRATION SUPERVISOR* 

M ADMINISTRATION SUPERINTENDENT* 

N 
SENIOR ADMINISTRATION 

SUPERINTENDENT* 
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APPENDIX IA - OPERATIONS 

 

SHELL MALAYSIA TRADING SDN. BHD., SHELL MALAYSIA LIMITED 

 

JOB GROUPS JOB TITLES 

A Nil 

B Nil 

C 
DEPOT OPERATOR / FILLER PUMPMAN 

Plant Operator 

C1 Nil 

K OPERATIONS ASSISTANT* 

L OPERATIONS SUPERVISOR* 

M OPERATIONS SUPERINTENDENT* 

N SENIOR OPERATIONS SUPERINTENDENT* 

*as per Job Description 
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APPENDIX IA – TECHNICAL 

 
SHELL MALAYSIA TRADING SDN. BHD., SHELL MALAYSIA LIMITED. 

 

JOB GROUPS JOB TITLES 

C Nil 

K TECHNICAL ASSISTANT* 

L TECHNICAL SUPERVISOR* 

M TECHNICAL SUPERINTENDENT* 

N SENIOR TECHNICAL SUPERINTENDENT* 

*as per Job Description  

 
 

APPENDIX IB – ADMINISTRATION 
 

SHELL REFINING COMPANY (FOM) BHD 
 

JOB GROUPS JOB TITLES 

C 
MANAGEMENT DRIVER  

Management Driver 

K ADMINISTRATION ASSISTANT* 

L ADMINISTRATION SUPERVISOR* 

M ADMINISTRATION SUPERINTENDENT* 

N 
SENIOR ADMINISTRATION 

SUPERINTENDENT* 

*as per Job Description 
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APPENDIX IB – OPERATIONS 
 

SHELL REFINING COMPANY (FOM) BHD 

JOB GROUPS JOB TITLES 

B Nil 

K OPERATIONS ASSISTANT* 

L OPERATIONS SUPERVISOR* 

M OPERATIONS SUPERINTENDENT* 

N SENIOR OPERATIONS SUPERINTENDENT* 

*as per Job Description 
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APPENDIX IB – TECHNICAL 
 

SHELL REFINING COMPANY (FOM) BHD 

JOB GROUPS JOB TITLES 

K 

TECHNICAL ASSISTANT* 

Electrical 

Instrument 

Mechanical 

Laboratory 

L 

TECHNICAL SUPERVISOR* 

Electrical 

Instrument 

Inspection 

Laboratory 

Mechanical 

Technical Assistant 

Draughtsman 

M 

TECHNICAL SUPERINTENDENT* 

Electrical 

Instrument 

Inspection 

Laboratory 

Mechanical 

Senior Draughtsman 

N 

SENIOR TECHNICAL SUPERINTENDENT* 

Electrical 

Instrument 

Inspection 

Laboratory 

Mechanical 

Chief Draughtsman 

*as per Job Description 
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APPENDIX II 
 

UNIFORMS AND FOOTWEAR 

SMTSB, SML ISSUE PER YEAR 

JOB TITLES UNIFORMS 
(SUITS) 

ALL WEATHER SAFETY 
SHOES (PAIRS) 

LEATHER SHOES 
(PAIRS) 

Aviation Depot Supervisor 3 2 per 2 years  

Fitters 3 2 per 2 years  

Aviation Fueller 3 2 per 2 years  

Bulk / Shipping Supervisor 3 2 per 2 years  

Chemical Plant Operator 3 2 per 2 years  

Bulk Lorry Driver 3 2 per year  

Management Driver 3  2 per year 

Handy Man 
(Acting as Driver’s mate) 

3 2 per 2 years  

Handy Man  
Acting as Wharf Gang) 

3 2 per 2 years  

Handyman / Fueller 3 2 per 2 years  

Messenger 3  2 per year 

Plant Operator  
(Involved in Shipping Work) 

3 2 per 2 years  

Pumpman 3 2 per 2 years  

LPG Filler 3 2 per 2 years  

Depot Operator 3 2 per 2 years  

Operations Supervisor 3 2 per 2 years  

Handyman 3 2 per 2 years  

LPG Supervisor 3 2 per 2 years  

Operations Superintendent 3 2 per 2 years  

Relief Superintendent 3 2 per 2 years  
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APPENDIX IIIA 
 

FORTY TWO HOUR WEEK JOBS 
 

SHELL MALAYSIA LIMITED, SHELL MALAYSIA TRADING SDN BHD 

A. All jobs including administration jobs in installations, 

depots, plants and airfield depots. 

B. The following jobs in Head Office and Sales Office.  

Relief Superintendent 

Messenger 

Messenger "Courier" 

Messenger / Machine Operator 

Messenger / Film Attendant 

Messenger / Relief Telephone Operator 

Management Driver 

Offset Machine Operator 

Stationery Despatcher 

Fitters 

Chief Messenger 

Photostat Key Operator 

Handyman 

Engineering Superintendent 
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APPENDIX IIIB 
 

FORTY TWO HOUR WEEK JOBS 
  

SHELL REFINING CO. (FOM) BERHAD 

A  Operations Department - All jobs including 

administration jobs. 

B Engineering Department - All jobs including 

administration jobs in the following sections:-  

(i) Inspection Section 

(ii) Mechanical Section 

(iii) Electrical Section 

(iv) Instrument Section 

C The following jobs in Department / Section in addition 

to above :  

(i) Courier 

(ii) Management Driver 

(iii) Stores Despatcher / Forklift Driver 

(iv) Materials Storekeeper 

(v) Assistant Storekeeper 
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APPENDIX IV 

GRIEVANCE FORM 

Name of Employee : …………………………………………………………………. 

Department : …………………………………………………………………. 

Work Location : …………………………………………………………………. 

Step In Grievance Procedure : ……………… 

Description of Grievance : 

........................................................................................................................... 

.......................................................................................................................... 

Employee Signature : ……………………………………… 

Union Representative Signature : ……………………………………… 

Date : ……………………………………… 

Grievance Received by : Signature : ……………………………. 

Name : ……………………………. 

Date : ……………………………. 

c.c. General Manager, Human Resources 

 
 
 
 
 

APPENDIX IVA - Grievance Procedure 
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IN WITNESS whereof the parties hereto have hereunto set their hands the day and year 

first above written : 

 
 
 

FOR THE UNION 
 
 
 
 
 
 
 
CHEONG KOK YEW      ANBALAGAN MURUGIAH 
UNION President      Secretary 
Team Leader       Deputy Team Leader 
 
 
 
 
 
 
 
 
MUHAMAD RIDZA BIN JABAL    NG YOONG LEONG  
Vice President       Treasurer 
Team Member       Team Member 
 
 
 
 
 
 

IN THE PRESENCE OF 
 
 
 
 
 

BRANDON ONG YOKE SANG 
Councillor 

 
 
 
 
 
 
 
 



 48

 
 
 

FOR THE COMPANY 
 
 
 
 
 
 
ISLAMIAH IDRIS     DHARMENDRAN K SIVALINGAM  
HR Manager SRC PD     IR/ER Manager  
Team Leader      Team Member 
         
 
 
 
 
LIM EE HOCK     CHRISTOPHER NGUI   
Operation Coordinator     HR Advisor, SRC PD    
Team Member      Team Member     

 
 

 
 
 
 

IN THE PRESENCE OF 
 
 
 
 
 
 

LESLIE HAYWARD 
General Manager, Human Resource Malaysia/Indonesia 
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SPECIFIC BENEFITS UNDER THE PPPM THAT ARE APPLICABLE TO THIS 

COLLECTIVE AGREEMENT AS PER CLAUSE 42 – MISCELLANEOUS BENEFITS 

 

 

CLAUSE 21 (B), (E) - ANNUAL LEAVE ENTITLEMENT  

 

Annual Leave 

  

Annual leave is granted to all employees to provide a sufficient period each year away 

from the physical and psychological environment of the job. It provides the opportunity for 

rest, relaxation, and the pursuit of leisure activities. It is in the interests of the employees 

and the Company that leave entitlements are made use of fully within the regulations laid 

down. Except at cessation of employment, employees are not permitted to forgo their 

leave entitlement and be paid in lieu, and as far as possible employees should be 

encouraged to take leave regularly to avoid large accumulations of leave entitlement. 

  
Entitlement 

Annual leave will be earned "as you go" rather than a year in arrears. 

  

Service Qualification                                                          Number of Working Days 

Less than 10 years                                                               20 

10 years and above                                                              25 

  

In the case of employees with broken service while still being employed by Shell, the 

length of previous service in general will count towards the current total for the purpose of 

establishing annual leave entitlement. 

  

For Career Breaks different policy will apply on broken service vs. length of service 

entitlement. 

  

First Year in Service 

Annual Leave will be earned as service is accumulated. Staff can only take leave days such 

that their leave balance will not reduce below zero. Such leave may be taken at any time 

during the calendar year in which it falls due, subject to operational requirements. 

  

 



 50

Carry Over 

At the end of any calendar year, leave not already taken may be carried over to the 

following year.  Such a carry over, however, must be limited to a maximum of 15 working 

days. Any outstanding leave over this maximum will be forfeited whether accumulated 

with or without ‘for operational reasons’. 

  

An alternative to Carry Over is Leave Bank, where employees may put away annual leave 

in a virtual bank for later use. 

  

Illness during Leave 

In the event of illnesses falling during annual leave, an appropriate number of days of sick 

leave may, at the Company Medical Officer's discretion, be granted to the employee 

(weekends and Company holidays excluded). All requests should be accompanied by a full 

medical report including the dates of actual illness. 

  

 

Annual Leave Buyout 

There will be no leave buy-out for those who have accumulated long leave days. 

  

Exception to this rule applies in the case of change of payroll for example for employees 

who are leaving Company service or on transfer to another Operating Unit. Line Manager 

and HR will need to exercise discretion on number of days bought out. If an employee 

dies while in Company service, cash in lieu of any outstanding leave will be paid to the 

estate. 

 

 

CLAUSE 23 - UNPAID LEAVE OF ABSENCE   

 

Unpaid leave up to a maximum of 3 months per application may be made as per the Flexi-

Work policy.  The process for application, terms and conditions relating to this benefit shall 

be governed by what is provided under the Flexi-Work policy and any changes thereto. 
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CLAUSE 24 - MATERNITY LEAVE 

 

Female employees are entitled to 60 calendar days maternity leave with pay which may 

commence before the date of confinement as is medically advisable. At the end of the 60 

calendar days, they are normally required to return to work. Maternity leave may be 

extended on medical advice, certified as for sick leave. 

 

Extension of Maternity Leave  

Female employees may apply half pay leave with the intention to continue the 

recuperation period immediately after the expiry of their 60-day maternity leave. Under 

this circumstance, the half paid leave is non-commutative in the sense that there will not 

be any breaks during the utilisation of the half pay leave. 

Application of the half pay leave for extension of maternity is up to a maximum of 30 

calendar days after each occasion. 

For planning purposes, the employees are encouraged to have an early discussion with 

the Line Manager on their intention to prolong her maternity leave via half pay leave. 

Approval process will be subject to operational requirement. 

* Half pay leave will not be prorated for new joiners. When such leave is taken towards 

year-end and the utilisation is extended beyond the year, such application will be counted 

in the year the leave takes effect. 
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CLAUSE 25 (C) – MEDICAL BENEFIT 

 

Background 

It is SM-OP policy to provide Medical Benefits to all Malaysian employees, spouse and their 

unmarried children under the age of 21 years residing in Malaysia.  The intention of the 

benefit has been medical treatment for illnesses and excludes "cosmetic", "traditional" and 

"corrective" treatments, as well as medical check-ups for the family.  Employee medical 

check up is not a benefit but a requirement by the company to maintain a healthy 

workforce and does not extend to family members. 

Policy  

From an operational, moral and legal point of view, the provision of working conditions 

which are both healthy and safe as far as is practicable is a clear necessity and if by 

mischance accidents at work or industrial sickness should occur, it is the policy of the 

Company to take all possible steps to ensure that adequate medical care is available to 

employees. 

 

The Company's aim is to recruit and maintain a healthy work force and it is, therefore, in 

the Company's and employees' interest that fully adequate medical care is made available. 

 

Generally, at Company locations in Peninsular Malaysia, satisfactory and adequate medical 

facilities already exist or can be easily reached and it is the policy of the Company to 

integrate its own medical benefits with the services of local practitioners and hospitals. 

 

The Company is advised on all matters relating to medical services and occupational 

health by the Medical/Health Adviser - OP. 

 

With the overall objectives outlined above and the aim of the Company to lighten the 

burden of illness of the individual employee or family, the Company will, within the 

following terms and conditions, bear the costs of all essential medical treatment. 
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The following provisions in the PPPM, shall be equally applicable to this collective 

agreement. 

3.7.1 Treatment/Hospitalization (Malaysian Employees) 

3.7.2 Dental Treatment and Dental Appliances 

3.7.3 Paediatric & Obstetrics/Gynaecology Treatment (For MSS) 

3.7.4 General 

 

 

CLAUSE 27 - COMPASSIONATE/MATRIMONIAL LEAVE 

 

From time to time, employees may require some time-off work for reasons other than 

annual leave and vacation. These reasons may involve personal and family matters or the 

employee taking part in community affairs, representational sports and other duties. 

Although annual leave is partly intended for the pursuit of leisure and recreational 

activities, the Company considers it unreasonable that employees should use their annual 

leave to carry out particular social, civic and representational duties.  

 

The following provisions in the PPPM, shall be equally applicable to this collective 

agreement 

1.12.1 Compassionate Leave - Bereavements 

1.12.2 Compassionate Leave - Illness 

1.12.3 Anticipated Bereavements - Travel 

1.12.4 Anticipated Bereavements - Expatriate Employees 

1.12.5 Birth 

1.12.6 Marriage 

1.12.7 Sitting Exams 

1.12.8 Sports and Cultural Events 

1.12.9 Pilgrimage Leave 

1.12.10 Time-Off for House Move 
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CLAUSE 28 – DEFINED CONTRIBUTION SCHEME 

 

The Defined Contribution Scheme is a retirement scheme whereby the Company will 

contribute a top up percentage over the employer's statutory contribution to the EPF on 

base salary and bonus. The top up percentage will be determined periodically, after taking 

due consideration of the competitive position of the Company's total remuneration 

package. The top up percentage on bonus will be paid in the EPF as required by the 

Inland Revenue Department.  

 

DCS top-up with effective 1st January 2007 as below 

1-5 years (Month 1-60) : 4% 

6-10 years (Month 61-120) : 5% 

> 10 years (Month 121+) : 7% 

 

 

CLAUSE 31 – OUTSTATION REIMBURSEMENT 

The Company's policy on travel is designed to facilitate necessary travel, set a reasonable 

standard of comfort when travelling, and provide a fair basis for payment or 

reimbursement of expenses. It is not the intention of the policy to provide an element of 

inducement, incentive or remuneration to employees. Neither should employees be "out of 

pocket" for such travel.  

All short visits are covered by the provisions on this benefit as found in the PPPM. Visits 

likely to be prolonged are covered under Section 4.4.1 and 4.5.2 of the PPPM 

 

The following provisions in the PPPM, shall be equally applicable to this collective 

agreement. 

4.3.1 Reservation Procedures 

4.3.2 Travel within Malaysia 

4.3.3 Accommodation & Related Expenses within Malaysia 

4.3.4 Entertainment Expenses 

4.3.5 Overseas Travel on Company Business 

4.3.6 Accommodation & Related Expenses Abroad 

4.3.7 Group Visitors - Accommodation and Reimbursements 
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CLAUSE 32 - Permanent Transfer Reimbursement  

Exception – The relocation allowance is not applicable in this agreement 

 

Normally, transfers from one location to another will be of sufficient duration to give the 

transferee enough time to learn and become fully effective and to provide for sufficient 

time to gain experience in the new post. It is applicable for transfers or assignments 

period of 6 months or more; and a distance of 60 km away from the original location.  

 

For dual career couples, the employees will be asked to identify a ‘lead’ partner and the 

relocation support will then be provided on the basis of the lead partners entitlement.    

 

The benefits, terms and conditions for permanent transfers within Malaysia shall be as 

that spelt out under clause 4.4.2 of the PPPM except that relocation allowance shall not be 

payable. 

 

CLAUSE 39 – Car Loan 

 

Recognising that the purchase of a car involves considerable expense which many 

employees will wish to cover with a loan the Company has established a Car Loan 

Scheme.  The following provisions in the PPPM shall be equally applicable to this 

Collective Agreement: 

3.2.1 Eligibility 

3.2.2 Loan Amount 

However union employees can apply for loans up to the purchase price of the car, or 

the maximum loan available for their salary group, whichever is the lower. 

 

Salary Group Maximum Loan 

8,9,and 10 RM50,000 

11 and below RM40,000 
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3.2.3 Insurance and Registration 

3.2.4 Interest 

3.2.5 Repayment and Repayment Period 

3.2.6 Subsequent Loans 

3.2.7 Cessation of Service 

3.2.8 Application 

 

 

CLAUSE 40 - Community Club Membership 

 

Policy 

The Company recognises the value placed by employees on their leisure time and the 

availability of recreational, sporting and social facilities. It is, therefore, Company policy to 

encourage and assist in the development of Shell sports and social clubs where particular 

locations show an interest in running them. 

 

It is, however, not practicable to provide comprehensive centralised sports and social 

facilities in all locations. The Company will, instead, give financial assistance to any 

location where a properly constituted Shell sports and social club is formed. The level of 

financial assistance will depend on the total number of members and the level of 

employee commitment to the running of the Club. 

  

As the Company also wishes to see its employees integrate with the local community, 

financial assistance to join approved sports and social clubs in the various locations will be 

provided.  

 

Applicable provisions in the PPPM on the Community Club Membership benefits shall be 

equally applicable to this collective agreement. Specifically, the following clauses in the 

PPPM shall be applicable to this collective agreement: 

3.5.1 Shell Sports Club 

3.5.2 Community Clubs 
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CLAUSE 41 - HOLIDAY BUNGALOWS 

 

Holiday Facilities in Peninsular Malaysia 

The Company owns and runs residential facilities at Cameron Highlands ("Bukit Ruil"), 

Fraser's Hill ("Mallaig" and "Pine Resort Apartments") and Port Dickson (‘’Bayu Mas 

Resort’’). These facilities are available for employees of Shell Malaysia to rent for the 

purpose of spending vacations or weekends in the hill resorts at reasonable costs. Details 

of accommodation available and its rules and regulations are as stated in the PPPM. 


