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1. Purpose BHY

This policy aims to safeguard the legitimate labor rights of employees at Beijing Aden Hotel Services
Co,, Limited, respect and uphold their fundamental human rights, and foster a fair, just, safe, and
healthy working environment. By establishing a comprehensive labor and human rights management
system, the company ensures compliance with relevant laws, regulations, and international standards,
enhances employee satisfaction and sense of belonging, and promotes mutual growth for both the

company and its employees.

AR EEREIRRIVB/ERFERATDRINEGZES INGE, EENHEFRTHERA
R, EELAF. A, 2, BRENIFKE, BIRYRENFT TEANEERR, BEL
FIEEFEEXEERENNEMEN, RARTHOHEENABR, BHAGRSRIHEL
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2. Application and Scope BEESFE

This policy applies to all employees of Beijing Aden Hotel Services Co,, Limited, covering all
departments and positions at all levels of the company. At the same time, subsidiaries and branches

of the company are also required to comply with this policy in the course of conducting business.

AERERTIARERMBESERSBRADVEFR TREATABEINIRSERRKM, BN, &
ANFAE. PABDEARUSERPHEETAEER,

3. Reference Documents && 3%
Universal Declaration of Human Rights {tHRANRES)
Core Labor Standard by International Labor Organization E x5 L4RZR (#0055 LFRAEY

Labor Law of the People’s Republic of China {4 A RHFEF %)
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Labor Contract Law of the People’s Republic of China (% A BHFMEFZhEEE)
Work Safety Law of the People’s Republic of China {# A RBHIMELZE4FE)

Measures for the Management of Occupational Health Examinations {ERA\V{ZRICEESE
=)
Law of the People’s Republic of China on Prevention and Control of Occupational Diseases {4

£ NRHEAER B IEE)

4. Responsibilities BRs

Management: Approve this policy and related systems, provide necessary resources for
implementation, lead by example in compliance, supervise departmental execution, and review reports

regularly to make informed decisions.

EER: EMAERREXHE, NERLEREVDENRFER, mLETERIE, B8
SEIOHTHER, EHRITRTECRFHERE,

Human Resources Department: As the main responsible department for the implementation of this
policy, it is responsible for formulating, revising, interpreting and promoting the policy. It organizes and
conducts training related to labor and human rights, supervises the implementation of the policy by
various departments, and handles employee complaints and related issues. At the same time, the
department establishes an employee feedback mechanism to collect employees’ opinions and

suggestions on policy implementation.

ANEIRE): EARBERIBOERRRI), AREERIFE. B1T. BREMHE, AR
FRES TS5 AREXEI, %’%‘%E‘Bﬂﬂﬂﬁﬁﬁ’\ﬁﬂﬁ%ﬂ, LR THIFMAEXEE, [,
R T RIRALE, WS R TXBERHATHOR DAL,

All Functional Departments: Strictly abide by the provisions of this policy and implement specific
requirements regarding employee health and safety, working conditions, etc. The head of each
department is the first person responsible for labor and human rights work within the department,
promptly identifies and resolves problems within the department, and cooperates with the human

resources department to carry out relevant work.

SFEREEE): PRETABERNSIME, BLRTRERZE. TEFRHSHENRFEX,
BIRRAARENZT TEARTAENE—FREA, RELMAFRASIFENDR, &S
ANEIREBIIFREX TIE,

Aden Services China | 218 Xiangyang Nan Lu, Xuhui District, Shanghai, China
BRIMARSS | PEEBHHALCXEMRERE 218 S | www.adenservices.com | +86 21 5465 7968



S S S

Aden

Safety Management Department: Responsible for formulating and implementing employee health and
safety management systems, conducting safety inspections and hazard investigations, organizing

safety training and emergency drills, and ensuring workplace safety.

Z2EE): ARFIENLRER TRRZEEEFE, FRZERENREHE, dR%=
BN RIES, BERIIEZMNRZE,

5. Review and Update E&ES5E#i

Review Cycle: This policy should be reviewed at least once a year, led by the Human Resources
Department and with the cooperation of all relevant departments. In the event of major adjustments
to national laws and regulations, changes in the industry environment, or strategic adjustments of the

company, review should be conducted in a timely manner.

HERY: AERELBFEHEE—R, BANTRIIEL, SHEXPIEETMN., WEER
ERENEXNFE ., TVHRRRUSAARBEESER, NRIHTHEE,
Review Content: Assess the applicability, effectiveness and compliance of the policy, check the

completion of quantified targets, collect feedback from employees, departments and other relevant

parties, and analyze existing problems and deficiencies.

HERS: WHEBCRIERNE. ARMNcHYE, vEEXEFRNTMER, WERT, &)
REMEXHTHNRRER, SFENDENRE.,

Update Mechanism: Based on the review results, if policy revision is required, the Human Resources
Department will organize the revision, seek the opinions of all relevant departments, and then report
to management for approval. After approval, the updated policy will be promptly released to all
employees and training will be organized to ensure that employees are informed of the policy

changes.

SEHFE: RI|BEEER, WEXNBERHTELT, BANTRIBIIARET, EXRSEXER]
BNEREEEHM, FHELE, RENRALARTAMENGNEER, HARZ)I, BRI
TTREERTK,

Record Retention: The process and results of policy review and update are documented in writing,

including review reports, revision explanations, approval documents, etc., which are archived by the

Human Resources Department for a retention period of no less than five years.

ERAF: BEREENEHNEERERTNPHEICR, SFFEERS. BiTiHE, SfXH
F, BANERINFERT, REHRADT 5 F,
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6. Definition X
Labor Rights: Refers to the rights that employees are entitled to in accordance with laws, regulations

and labor contracts, including reasonable remuneration, rest and leave, labor protection, vocational

training, social insurance, etc.

FIMa: BERIKEERENNSHNERAZENSIUNF], SFRESSERM. KRR
&, HofRP. RUE), H2RRSE.

Human Rights: Refer to the basic rights possessed by people, which in this policy mainly involve the

right to life, the right to health, the right to personal dignity, the right to equality, and the right to

association.

MR IEAFZENESRF, EABETEESRATHERN, REN. ABETR, ¥
EN, BHNE,

Discrimination: Unfair treatment of an employee in recruitment, employment, promotion,

remuneration, etc. on any grounds such as race, color, gender, religion, political opinion, national origin

or social background.
A FEETMR. KEe, M5, R el REOISESESSEaES, ¥RT
EBE. B, 7. FMSHERROAAFNE,

Harassment: Refers to the act of insulting, threatening, offending, or infringing upon another person’s
dignity by means of words or actions, including but not limited to sexual harassment, workplace

bullying, etc.

B 5LUES. TASATNMEARTER. BIF, §LBEF, RLHAABETNTA, &
BEARRTHRL. REFERS,

Forced Labor: Refers to the act of forcing an employee to perform labor against their will by means of

violence, threats, deception, etc.

BB BFERRIER, BERN. B, HREFERESRTRMHSHITA,

7. Content IS

Employee Health and Safety R TRZ £

1. The company is committed to providing employees with a safe and healthy working

environment, equipped with necessary safety protection facilities and Personal Protective Equipment
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(PPE), conducting regular health checks and safety training to ensure the health and safety of

employees during work.
RAFRBARTRERE, BROTFHE, BELENZEMIPRBENSERFAR,
EHRARRROENZ2E), BRRIELEIRFNRRINZ2GIIRE,
2. Establish and improve safety management systems and operating procedures, clarify the

safety responsibilities of each position, provide safety training to employees, and ensure that they

possess the necessary safety knowledge and operational skills.
B2 ERHENRENE, BHSKUNZ2IRE, YRI#TREEI, HBIR
RTESVENZT2HNRMBIEREE.

3. Regularly conduct safety inspections and hazard investigations in the workplace, promptly
rectify risks found, and prevent safety accidents.

BN TERMETZERENREHE, REEXAANEE, HIER2SHEE,

4. Provide employees with PPE that meet national standards and supervise them to use them

correctly.
ARTREFESERNENSHFRPAG, ARERTIEHER,

5. Organize occupational health examinations for employees as required, establish health
records for employees, and provide timely treatment and proper placement for employees with
occupational diseases.

ERAARTHTRVEENE, BURTREMRE, MRERWHENRIREETF
BrNZERE,
6. Formulate emergency response plans and conduct regular drills to ensure that incidents can

be dealt with promptly and effectively, reducing casualties and property losses.

HENSME, ERARNIES, BRELALEZESHIEBRNERLE, BOAR
MW REK,

Working Conditions T{E&&

1. In line with the principles of faimess and reasonableness, and guaranteeing employees’ basic
living and rest rights, provide employees with good working conditions and benefits, and ensure that

employees can balance work and life.
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BRAYEE, REXITEAREFNRBRFNEN, NRITRERFOITIERMNET
518, BRRIEBFEEILIESETE.

2. The company is committed to strictly adhering to national regulations on working hours, rest
and leave, and welfare benefits, continuously improving working conditions for employees, gradually
increasing employee welfare benefits in accordance with the company’s development, and

guaranteeing employees’ right to rest.

REEETBETERX T LENE ., ARKRINEANGFTENONE, FENERT TSR
%, REAIREERZLRERTENFE, RERTHRERF,

3. The company pays social insurance (endowment insurance, medical insurance,
unemployment insurance, work-related injury insurance, maternity insurance) for its employees, and
provides housing fund, annual bonus, festival benefits, birthday benefits, physical examination benefits,
etc. based on the company’s performance.

ARTHMHSRE (FERE. ETFRE. KRR, THERE. £5FRE) , REQ
SM@mRRERARE., F4LX. TAEBHN. £88H. ARENF.

4. Employees are entitled to national statutory holidays, annual leave, marriage leave, maternity
leave, bereavement leave, etc. Wages and benefits during the holidays are implemented in accordance
with national regulations and company systems.

RIZFEFRMEEETDRE. MR, BR. ™R, RRERE, REHINIES
BRERERMENATFIERIT,

5. Strictly follow the national regulations on working hours, with no more than 8 hours per day
and no more than 44 hours per week on average. If overtime is required for work, it should be

negotiated with the employee, and the overtime hours should comply with the national regulations

and overtime pay should be paid as stipulated.

FERATERXTIENENMAE, SE8IEREAET 8 /N\Y, FHZRATIENEAR
BT 44 /NS, ATERERHNNN, N5RXTHE, BNRNERSERME, FHRER
EATI0HEE,

Promotion and Training FH51Eill

1. Adhere to the principles of fairness, impartiality and transparency, provide equal promotion
opportunities and training resources for employees, and make promotion and training arrangements

based on employees’ abilities, performance and potential to promote their career development.
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BEFAFE, NI, 2ANEN, ARTREFENEANSTZ)IRR, RERITHOE
A, WERENHTSANEIIZREE, fRERITHRVARE,

2. The company is committed to establishing a scientific promotion mechanism and training
system, formulating personalized career development plans for employees, providing necessary
training support, helping employees improve professional skills and overall quality, and achieving the

common growth of individuals and the company.
REEERUMZOEFNHAZIAR, NRIHEMEUORVAREAY, RELE
BIZYI3s, BRIRAZTWRENGERR, W PMASATHEENK,

3. Establish clear promotion standards and processes, make the promotion process open and

transparent, and ensure that all eligible employees have equal promotion opportunities.

BYBHOEENRE, STTERATER, BRFESFGNR IHEFSHE

4. Regularly evaluate employees’ performance and use the results as a key basis for promotion

and training.
TN R THTEHE, BHEERIENS T, BINEEKIE.
5. Provide employees with a variety of training courses, including onboarding training, job skills

training, career development training, etc, to meet the development needs of employees at different

stages.
ARTRESHANEIIRE, SRS, KRukeeE)l. RVAREEZIE, BER
TARMERNEEEK,
6. Encourage employees to participate in external training and learning, and provide them with

the necessary learning resources and support.

B R T2MIMEMENNES, AR TR LENF I TR,

Unions and Free Association T&5BHH4%&t

1. Respect employees’ right to free association, recognize the legitimacy of unions as employee
representatives, establish good communication and cooperation with unions, and resolve labor issues

through consultation.

EERTHBEBHEHN, FHAIRMENRTIAERNEGENE, SISEYRIFIEBSEE
KR, BIMEBERSEE-,
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2. The company is committed to respecting and safeguarding employees’ right to free
association, not interfering with employees’ right to organize and join unions in accordance with the
law, actively engaging in consultation and dialogue with unions, and safeguarding employees’

legitimate rights and interests.

ADFEESENREBRTHERBHR, FTERTKFALAHNSNTRNRF, BRS
TETINEINE, 4R THEENE,

3. Employees have the right to organize and join trade unions in accordance with the law, and

trade unions have the right to represent employees in collective bargaining with the company and to

reflect the opinions and demands of employees.

BRIERKEARNSNTIR, TAERAERTSATHTENNS, RBETHER
FMIFK,

4. The company provides the necessary conditions and support for the trade union to carry out

activities and establishes a regular communication mechanism with the trade union to negotiate on

issues such as labor remuneration, working conditions and welfare benefits.
NAATEFARENRMLENFHISE, STSEYEEEENS, MEoRM, T
ERM. BASEFOEETIE.

5. Respect the independence and autonomy of the trade union and do not take any measures to

impede the normal operation of the trade union.

EETRHRIEMNEEN, AREEOHEERSISEEHRIE,

Prohibit the Employment of Child Labor and Forced Labor ZItEBRETS
3RIE5TE]
1. Strictly abide by national laws and regulations prohibiting the employment of child labor and

forced labor, and resolutely eliminate any form of employment of child labor and forced labor.

FEETERXTRLEEAETIRESHIEREN, BREEEQFANETEMI
SRIBSEITA,
2. The company undertakes not to recruit any minors under the age of 16, not to use forced

labor, to ensure that employees provide labor on a voluntary basis, and to respect the personal

freedom and will of employees.
NEEBABEBET R 6 ASHORNEAN, NMERRES M, BRRIEBRIEM
FR#EE, EERTNASBHNRE.
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3. During the recruitment process, strictly verify the age certificates of the applicants to ensure

that they are at least 16 years old.

EIBEIRED, TEEENBENEMIIE, HRNEEER 6 B,

4. ltis prohibited to force employees to work in any form, including violence, threats, deception,

wage arrears, etc.

ZIEPMEARIVBERTSH, SEFEFD. Bk 5k, EXIESFFR,

5. Employees have the right to decide for themselves whether to provide labor, and companies

must not restrict employees’ personal freedom.

RIAENEBERERESRETH, 2FIFFREIURIHASEH,

Non-Discrimination and Anti-Harassment 21 M5 E

1. Adhere to the principles of equality, respect and inclusion, prohibit any form of discrimination

and harassment, and create a harmonious and friendly working atmosphere.

RRETEE BE, g5RN, FIEEAEANEANRRLTA, EEME. RENIFE

2. The company promises to treat employees equally in recruitment, employment, promotion,
salary, training and other aspects, and will not discriminate against employees on the basis of race,
color, gender, religion, age, marital status and other factors. It firmly opposes and stops any form of

harassment.

RNAFEERE. RA. EF. FM. BISHESTYRIFSNF, FEMEK. Ke.
MRl R, FR. BENAFEREAR T, RRRSAHE IEAEANELITA,

3. Establish anti-discrimination and anti-harassment systems, clearly define prohibited behaviors
and handling measures, and provide relevant training to employees to raise their awareness and

consciousness.

FIERIEMARELSIE, BHRELNTATIGERSR, MR IHEFTEXE), ReRkT
EI‘] i)\l/':l*l:l B 'L/ No

4. Establish a complaint mechanism to handle employees’ complaints about discrimination and
harassment in a timely manner, deal seriously with verified acts, and protect the rights and interests of

victims.
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BIRIFNE, RELGER TXTIRMARLIRE, MELSHITAETIRLE, &P
REEHINE,

5. Create a corporate culture that respects diversity and inclusiveness and encourages
employees to respect and understand each other and work together to maintain a good working

environment.

SEESESHMNESENEV L, IMRTHEEEE, HEER, XELEFREFNT
EIRIR,

Quantitative Targets E#{B#x
Quantitative Targets for Employee Health and Safety R TEERZLEHXBIR

Ongoing Targets: 2024-2028

S BAR: 2024 FE-2028 F

Target 1: 100% availability of safety protection facilities to ensure that safety protection

equipment in all workplaces is functioning properly.

Bir1: REMIPIRETHERIAE 100%, WRTE LIEZANLZEHPREHMEERS K
R,

Target 2: 100% coverage of occupational health examinations for employees in positions
exposed to occupational hazard factors as required by the Measures for the Administration of

Occupational Health Examinations.

Bfr2: MF (RIVEBRRESENE) EXNEMRIRVFEEERENRMUNR T, R
RENEBEERILT) 100%,

Quantitative Targets for Working Conditions T{ERH4EHBEIR
Base Year: 2024
EESF: 2024 F

Holiday Target: By 2028, the actual rate of paid annual leave for employees will reach 95%.

BREBMR: B 2028 F, RIHFRFMNBREIFRIKREIXT] 95%,

Quantitative Targets for Promotion and Training A S5BIIE{ B4R

Base Year: 2024
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HEEE: 204 &F

Promotion Target: Increase the proportion of internal promotions among managers to 70% by
2028.

SHBEMR: Bl 2028 F, EEBARAIBEH SHRFAZE 70%,

Training Target: Ensure that the annual completion rate of new employee onboarding training

reaches 100% for office staff and 85% for project site staff.

ZIBtr: WRESEHMRTARBITRRIEZHAZERT 100%, MERRT 85%,

Quantitative Targets for Trade Unions and Freedom of Associations T&
58ngtE4BiR

Ongoing Target: 2024 -2028
FEEEAR: 2024 F£-2028 &
Target 1: Ensure 100% coverage of collective agreements.

Bin 1 WRESIUBEERN 100%,

Quantitative targets for Prohibiting Child Labor and Forced Labor %1t
RETISRESHENELR
Ongoing Targets: 2024-2028

B BR: 2024 2028 &

Target 1: Achieve 100% accuracy in verifying the age of entry of employees and eliminate any

form of child labor employment.
Birn1: RINRERZEERTIAR 100%, HEEAFXNELER,

Target 2: Zero employee complaints about forced labor, ensuring that employees provide labor

on a voluntary basis.

Bir2: XTRESGHHNRIRIFAZT, BERRIEERENIRE MEMTH,
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Quantitative Targets for Prohibiting Discrimination and Harassment 2 1EI#1
S5RNELBR

Ongoing Target s: 2024-2028
FEEENR: 2024 FF-2028 FF

Target 1: Anti-discrimination and harassment training 100% employee awareness, making every

employee clearly aware of the relevant regulations.
Bir1: REMSELEIR THRERIXE 100%, L8 —URTEER T7THEXIE.
Target 2: Ensure zero incidents of discrimination and harassment occur each year.

Bir2: BREBFEMRASHEERE,

8. Complaints and Reports BiFS5kE
Complaint Channels BifRiE
(1) Telephone EBIEERIF: 021- 5465 7968-717

(2) Email BRFE Bk : HQ.ethics@adenservices.com

(3) Written appeal: Mail to the Human Resources Department. Address: 218 Xiangyang Nan Lu,

Xuhui District, Shanghai. Recipient: Appeal Handling Specialist of Human Resources Department.
PEHPIRF: BFEATANEIRSF], ik EEmECXEMBEE 218 STAKXE &
MERAEKRE, WHEA: ANFRSIPIFLEER,

(4) In-person appeal: Go to the human resources department of the company and submit the

appeal in person to the appeal handler.
SHBF: EATSAANRRI], RBIFLEERIERIPIF,
Processing Procedures &18iiig

After receiving the complaint, the human resources department should conduct an initial verification

within 3 working days and decide whether to accept it.
ANFRSIEREIRIFE, NE3 MIEBRHETHISHRE, RERERIE,

For accepted complaints, an investigation should be completed within 15 working days, which may be
extended to 30 working days if the situation is complex, and the progress should be promptly

informed to the complainant.
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NREHBRIF, NE 5 N LIEBRTRAE, BREANIUERE 30 MIIEE, HREEE
IRASEHEE.

After the investigation is completed, a decision will be made based on the investigation results and the
results will be informed to the complainant in writing within 5 working days. If the complainant has any
objection to the handling result, he may apply for a review to the superior management within 5
working days after receiving the result. The management shall complete the review and make a final

decision within 10 working days.

BELSRE, REFESRIFLLCERE, A% s P TFERRLEERBESNHFA,
HIFAMGEERERNY, JEKREIERE s M LEEBARR L—REEBERIFER, EE
BEMAE 10 N FBATHERZAFHRERE,

Reporting Mechanism & &HlHl

The Human Resources Department summarizes and analyzes the handling of complaints on a
quarterly basis and forms a report to submit to management. The report includes the number and

types of complaints, the results of handling, existing problems and improvement measures, etc.

ANBREISZENHFGEBERHFTLEON, PARSEREEER, RENSEERIR
HE. X8 ABER, FENDERIGHERS,

Protective Measures {RiPigiE

The company keeps the information of the whistleblower strictly confidential and does not disclose
the identity of the whistleblower. Any act of retaliation against whistleblowers, once verified, will be

dealt with seriously.

RENERANERTBERE, FEUEERAZRD, WITHRESBRANGTA, —LEX,
RrEmatE,

4
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