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PART Il : WORKPLACE CULTURE AND
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1. Absence Without Leave or Without Reasonable Cause

1.1 An employee who is absent must, at the earliest opportunity, inform the MHB officer to
whom he / she reports of his / her absence and the cause for his / her absence.

1.2 If the absence without leave and without reasonable excuse extends beyond two (2)
consecutive working days, the employee will be deemed to have breached his / her
contract of service with MHB.

1.3 If an employee is absent for more than two (2) consecutive working days without
reasonable excuse, a registered letter will be sent as soon as possible thereafter to
the employee’s last known address, requiring him / her to provide an explanation for
the absence. If, after seven (7) days from the posting of the registered letter, no
response or satisfactory explanation is received, the employee will be deemed to have
breached his / her contract of service. In such circumstances, MHB reserves the right

to terminate the employee's service and recover any sums due from the employee to
MHB.
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1. Displinary Process

1.1  Where circumstances warrant, MHB may suspend an employee on full or half pay
pending the investigation and / or inquiry into alleged acts of misconduct committed by
the employee.

1.2 If the investigations reveal concrete and cogent evidence supporting the alleged
misconduct, MHB may institute disciplinary action against the said employee.

2. Disciplinary Punishments

The Punishing Authority may, after due inquiry, impose any of the following punishments,
or a combination thereof, on the employee:

i. Written warning;
ii. Suspension with or without pay for a period to be determined by the Punishing
Authority;
iii. Withholding the employee’s increment for a period to be determined by the Punishing
Authority;
iv. No increment to the employee’s salary for a period to be determined by the Punishing
Authority;
V. Non-payment of bonus or ex-gratia;
vi. Downgrading or demoting the employee;
vii. Any other types of punishment as the Punishing Authority deems fit;
viii. Dismissal.

3. Punishing Authority

For the purpose of this Part IV, “Punishing Authority” refers to the officer of MHB who has
been given the authority to impose punishment on an employee as outlined in the Human
Resource Department Limits of Authority.

4. Appeal Procedure

4.1 An employee who is aggrieved by the decision of a disciplinary action has the right to
appeal in writing within thirty (30) days from the date of service or posting of the letter
communicating the decision of the Punishing Authority.
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4.2 The Appeal Authority is responsible for the grounds of appeal set out in the letter of
appeal and must conclude whether to dismiss the appeal or to allow the appeal by
either:

a. Reversing the finding of guilt; or
b. Reducing the punishment.

4.3 The Appeal Authority shall consider the appeal based on the written submissions by
the aggrieved employee as well as the report of the Domestic Inquiry and the grounds
for the decision made by the panel of the Domestic Inquiry.

4.4 For the purpose of this Section, “Appeal Authority” refers to the officer of MHB who
has been granted the authority to consider and decide on appeals.

MHB Code of Conduct and Business Ethics
Country Supplement: Malaysia



MALAYSIA MARINE AND
HEAVY ENGINEERING
HOLDINGS BERHAD (MHB)

Legal, Corporate Secretarial & Compliance

Level 31, Menara Dayabumi, @ mmhe.compliance@mmhe.com.my
Jalan Sultan Hishamuddin,

50050 Kuala Lumpur, @ www.mhb.com.my

W.P. Kuala Lumpur, Malaysia ) d ’

©MALAYSIA MARINE AND HEAVY ENGINEERING HOLDINGS BERHAD (MHB) 2024. All rights reserved. No part of this
document may be reproduced, stored in a retrieval system or transmitted in any form or by any means (electronic,
mechanical, photocopying, recording, or otherwise) without the permission of the copyright owner.



