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Human Resource Department



Agenda

• Employee Handbook Updates

• Panel Clinics (Exceptional for staff based in Outstation)

• Clock In & Out Paybun

• Posting on Social Media

• Q & A 



Employee Handbook Updates- Reference

▪ For your information, we are on the midst of reviewing and 

updating a company Employee Handbook.

▪ Staff to refer Employment Contract / Letter Offer OR

Employee Handbook? – For the terms and conditions has 

stated in your Employment Contract / Letter Offer, then 

you can refer to that. If not stated, you may refer to 

Employee Handbook and also can check with HR.



Employee Handbook Updates – Friday Prayer Time

✓ Friday Prayer Time

▪ For Muslims who are going to mosque, revised from 12.30pm to 2.30pm, OR

follow site Friday Prayer time. Duration should not be more than 2 hours. 

▪ If not going to mosque, only 1 hour as per usual lunch hour. 

▪ Please make sure no more lateness issue, since extended 30 minutes 

already. Update in the group honestly.  



Employee Handbook Updates – Public Holiday

✓ Public Holiday 

▪ Klang Valley – Refer to Paybun schedule at all times

▪ Outstation sites- If full time at site, refer to Site PH days. 

From now onwards, HR will issue a list of holidays for outstation staff to refer 

to, before the project starts. 



Employee Handbook Updates – Annual Leave

✓ Annual Leave

▪ For Permanent staff (Manager & Executive), total Annual Leave will be added 

2 days for years of service more than 5 years starting January 2023.

18 days

20 days

22 days

Management has decided to 

add another 2 days for years 

of service above 5 years for 

Manager & Executive 

(Permanent Staff)



Employee Handbook Updates – Carry Forward Leave

✓ Carry Forward Leave (Annual Leave)

▪ For carry forward of annual leave from one year calendar to another is 

limited to 4 days only.

▪ Carry forward leave must be utilised by 30th April of the following year

▪ Any unutilised leave after 30th April will be forfeited 

▪ Please plan and arrange now for leave clearance. No need to wait until end of 

the year (especially for Project Team)

▪ Form HR-F-014 R0 : Carry Forward Leave Form



Employee Handbook Updates – Carry Forward Leave

✓ Carry Forward Leave (Replacement Leave)

▪ For carry forward of replacement leave from one year calendar to another is 

limited to 6 days only.

▪ Carry forward leave must be utilised by 30th April of the following year

▪ Any unutilised leave after 30th April will be forfeited 

▪ Accumulated replacement leave can be utilized or will be paid by the 

following year

▪ Please plan and arrange now for leave clearance. No need to wait until end of 

the year (especially for Project Team)

▪ Form HR-F-014 R0 : Carry Forward Leave Form



Employee Handbook Updates – Paternity Leave

✓ Paternity Leave

▪ Paternity leave only eligible for:

a. Confirmed employees and/or

b. Contract employees completed minimum 3 months of continuous 

service.

▪ Paternity leave up to maximum of 5 consecutive days 

▪ Maximum to 5 kids only, after that not eligible

▪ Regardless number of spouses



Employee Handbook Updates – Laundry Claim

✓ Laundry Claim

▪ Only applicable for Overseas trip and no laundry express at the area

▪ Laundry claim must be submitted with original receipts or bills

▪ If laundry express are available, laundry claim will be not applicable



Panel Clinics

▪ Staff still not clear about Panel Clinic. Eg : 

1. Still didn’t know Lufter/Beluften under which panel

Answer : Oasis Klinik – under Panel Local Clinic 

Alam Medic – under Panel Alam Medic

2. Still not aware instead of Oasis Klinik, we also have clinics under Alam

Medic 

Answer : Please refer Memo in the company website (L-HR-L-08-60)



Panel Clinics – cont.

3. Didn’t notify Clinic that you under panel

Answer : When you go to clinic, please notify them you are under panel. If 

not, clinic will not aware and you need to pay bill to the Clinic.

Reminder : After this HR would NOT ACCEPT any claim for medical clinic 

(EXCEPTION for medical fee from government clinic / hospital and for staff 

based in outstation)

Panel 

Local 

Clinic



Panel Clinics – cont.

Panel 

Alam

Medic

Even though the clinic’s 
name without stated 

“Alam Medic” but 

these clinic registered 

under Panel Alam

Medic 



Clock-In & Out Paybun

▪ Staff MUST clock-in & out paybun everyday for record purposes even though you not 

claim for OT/Food Allowance

Correct Sample Wrong Sample

Last out not 

recorded in 

paybun

Last out 

recorded in 

paybun



Posting on Social Media

• If staff wish to post anything in your own social media which is related to the 

Company projects, you MUST GET a permission from the client / project / 

location before tagging them on the posting / updates. 

• If you didn’t get their permission, they can sue us due to breaking of the 
confidentiality. 

• Please be aware before posting anything!!



Q & A – Panel Clinics

1. Staff A go to panel clinic but he/she didn’t notify to clinic that he/she under panel

Answer : Clinic will not aware and staff need to pay the bill to clinic

2. Staff B go to panel clinic. He/She get MC but he/she pay bill to the clinic

Answer : MC is acceptable but he/she have to pay as own cost. Cannot claim to the Company 

because he/she didn’t notify properly to the Clinic that he/she is under panel

3. Staff C go to non-panel clinic and take a medicine

Answer : He/She have to pay as own cost. Cannot claim to the Company

4. Staff D go to non-panel clinic and get MC

Answer : MC is not acceptable and will be treated as Unpaid Leave. He/She also cannot claim 

to the Company (Unpaid leave will be recorded and monitor from time to time) – subject to the 

reference letter from the Doctor



Q & A

5. Staff E go to panel clinic, he/she notify clinic under panel and take a medicine

Answer : He/She can take a medicine and no need to pay to the clinic

6. Staff F go to government clinic / hospital and get MC

Answer : His/Her MC is acceptable and he/she can claim the medical fee to the Company (if any)

7. Klinik Oasis under which panel?

Answer : Panel Local clinic

8. Klinik Alam Medic under which panel?

Answer : Panel Alam Medic



Q & A

9. Do you need to pay if you go to Panel Clinic?

Answer : No need to pay unless your bill exceeded RM100.00 limit per visit

10. What document needed when you go to Panel Clinic?

Answer : Just bring your IC











































Quality & Risk Management Department



Agenda

• Updates on Quality Objective FY2023

• Reminder: Updates on Form and Format



Update on Quality Objective FY2023



Update on Quality Objective FY2023

Customer Satisfaction

To achieve over 80% of 
customer satisfaction 

positive feedback.

Customer Satisfaction for 
Project Department

Customer Satisfaction for 
Engineering Department

Internal Audit

To achieve an overall 
of less than 7 NC in 

the internal audit 

Internal Audit

To achieve no 
repeated NC in the 

internal audit. 



Update on Quality Objective FY2023

Non-conforming work 

To achieve less than 3 NC
from client and QA during 

the realization of each 
project.

Non-conforming work 

To achieve less than 3 NC
from client and Quality 

Team during each project 
life cycle.



Reminder: Updates on Form and Format

Updated documents on Lufter Website



Updates on Forms and Formats (Sample)

 

Form Name 
Form No.  XXX-X-XX Effective Date  DD-Mmm-YYYY 

Rev. No. XX Total Page(s) 1 of 2 

 

H: 1.40cm, W: 5.15cm 

Column Width: 6.73cm 2.00cm 3.75cm 2.00cm 3.27cm 

 

          ALL Table Width (portrait): 17.5cm and Center 
          Arial Narrow, Font Size 9 

DOCUMENT TITLE 

Name:  Asset No.:  

Project Code:  Location:  

Date:  Asset No:  

  Signature:  

 

No Description  
Status 

Remarks 
Received Approved 

1.  Check all component name plate, model & spec. as 
per approved SIT.  

   

2.  Check location, elevation and orientation of heat 
recovery wheel correct according to approved shop 
drawing. 

   

3.  All access doors are not blocked from any obstacle 
and have adequate maintenance space. 

   

1.0 EXECUTIVE SUMMARY 
 

Project BOLEH scope consists of installation of 3 new machines for compression and encapsulation line which are 

Fette 2020 and Fette 3090 and Zanasi 70C. 

2.0 INTRODUCTION 

 2.1 Description 

GSK has been operating for over 60 years in Malaysia having started its first operations back in October 1958. In 

last 6 decades, GSK Malaysia has grown substantially both in its infrastructure, business operations as well as 

talent base. Currently operating with over 1000 employees spread across its four business entities – 

Pharmaceuticals. 

 

1) Non-Conformances 2) Re-Inspection 

3) Comments 

Checked By (Lufter’s Rep.): Verified By (Client’s Rep.): Approved By (Client): 

   

________Signature________ ________Signature________ ________Signature________ 

Name: Name: Name: 

Designation: Designation: Designation: 

Company: Company: Company: 

Date: Date: Date: 

H: 1.40cm, W: 5.15cm 

Column Width: 6.25cm 1.91cm 3.39cm 2.61cm 2.23cm 

 

   

 

Guidelines Name 
Doc. No. XXX-GD-XX Effective Date DD-Mmm-YYYY 

Rev. No. XX Total Page(s) 1 of 2 

 

ALL table Width (portrait): 17.5cm and Center 
Arial Narrow, Font Size 9 

 
 

GUIDELINES NAME 
 

 XXX-GD–XX  
Revision No: XX 

 
 
REVISION HISTORY 
 

REV NO DATE DESCRIPTION REVISED BY APPROVED BY 

XX DD-Mmm-YYYY New release Wong Peng Peng Simon Loh 

     

     

     

     

     

     

     

 
 
APPROVAL 
 

 DESIGNATION SIGNATURE DATE 

Reviewed By: QMR  DD-Mmm-YYYY 

Approved By: MD 
 
 
 

DD-Mmm-YYYY 

 
 
 
 
 
 
 



End of Presentation


