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1. INTRODUCTION

Respecting human rights is non-negotiable for Tchibo. For this, we need our suppliers
and factories to jointly take action!

1.1 REASON WHY

Consumers today do not only demand products which meet their price and quality expectations.
Having been sensitized by public campaigns, television reports and newspaper articles on labour
conditions and environmental pollution in production markets, they expect their products to be
produced under socially and environmentally responsible conditions. In their opinion, retailers and
suppliers are jointly responsible for ensuring this.

Next to that, Due Diligence has long gained attention on political agendas. From 2023, large
companies in Germany are obliged to identify risks of human rights violations and environmental
destruction along their supply chain and take corrective countermeasures. This will equally involve
Tchibo as a brand and the suppliers that produce for Tchibo.

We at Tchibo take this responsibility very seriously. This is why we are dedicated to continuously
work towards healthy and decent working conditions and environmentally friendly production of
our articles and support our suppliers in continually improving production conditions. Thus, human
rights due diligence is an integral part of our business practices. Our work is based on the UN
Guiding Principles on Business and Human Rights and the German Supply Chain Due Diligence Act
(LKSG). We are committed to upholding human rights, taking systematic action to prevent
violations, and addressing any violations by means of targeted measures and constant
improvements.

@ Tchibo Human Rights Report (Non Food) 2021

@ German Supply Chain Due Diligence Law (LkSG)

1.2 OBJECTIVES

Human rights due diligence is an integral part of Tchibo's business practices. For this, retailers,
suppliers and factories must work closely together and take joint action. The purpose of this
handbook is to create a common understanding of Tchibo’s human rights due diligence and
monitoring practices and support suppliers and factories on their journey towards fair and
ethical treatment of all workers. For this, we ask you to read this handbook carefully, follow the
indicated recommendations and share it with all your business partners!
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As we are all part of a complex value chain, many different actors are needed to generate
a bigger impact!

When reading this handbook, keep the following in mind:

V Be open to new ideas and ways of solving challenges

V Your efforts contribute to the creation of safe, healthy, and fair working
conditions around the world

V Use the included links for further or more detailed information and screen
Supplier additional guidelines, best practices etc.

V Get in contact with Tchibo (scoc@tchibo.de) in case of any unsolved issues or
in case of needed assistance

1.3 SCOPE

We at Tchibo strive to include many different actors along our supply chain in our monitoring
practices to create the greatest transparency and traceability. This is the reason why our handbook
applies to our direct business partners, but also to actors further down the value chain (Tier 3).

Subcontracting If audits reveal Zero Tolerances (ZT) at factories at Tier 2, no orders
can be placed until all ZTs have been remediated. If factories on Tier
2 change their subcontractors, CR follows the quality department’s
Inspection decision in regards to audit requirements.

Center**

~P»  Pre-supplier Factory* =9 Supplier 1>

Tanneries**

Packaging**

Components***

Contractual relationship

*Factory = producer that actually manufactures the goods (not only packaging/assembly)
**are treated like Tier 2 suppliers
***in case they have a significant share in the product
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2. REQUIREMENTS

Tchibo expects all Non-Food suppliers and factories to comply with national and
international standards and the Social and Environmental Code of Conduct (SCoC), which

is always legally binding!

2.1 Social and Environmental Code of Conduct

Being based on the ILO, the Tchibo Social & Environmental Code of Conduct (SCoC) covers
requirements on Human Rights Protection and is the foundation for the Tchibo Social Program! It is
an integral part of the Non-Food buying contracts and therefore contractually binding for all
suppliers and their respective supply chains. Signing of our contract automatically means signing
up and agreeing to comply with our Social and Environmental Code of Conduct.

@ Available in English, German, Chinese, Khmer, Turkish and Bangali at Tchibo SCoC

TCHIBO SUPPLIER CODE
OF CONDUCT

--------

Tchibo GmbH

P A P

Prohibition of Child Labor

Maximum permissible working hours
Compensation

Freedom of association & collective bargaining

Environmental protection

Contractual obligation to all vendors to adhere to the
SCoC requirements

In case of severe violations, Tchibo retains the right to withdraw
from the contract without granting any days of grace and reject
the service, claiming damages instead of the service

Tchibo SCoC must be visibly posted in the production areain all
spoken (local) languages (if available)

Employees can bring SCoC or local law violations to Tchibo at any
time under:

Tchibo GmbH
gorporate Responsibility
Uberseering 18, D- 22297 Hamburg/ Germany

Email: socialcompliance@tchibo.de
Website: https://www.tchibo-
nachhaltigkeit.de/en/beschwerden
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3. SOCIAL MONITORING APPROACH

Tchibo works with CBX, a Global Sourcing and Supply Chain Software, to ensure a
transparent, real-time disclosure of Corporate Responsibility (CR) activities in the supply
chain and build a strong base for the German Supply Chain Due Diligence Act.

3.1 FACTORY MONITORIN IN CBX
WHAT IS IT AND WHAT DOES IT OFFER?

A Tchibo uses CBX as a Global Sourcing Supply Chain Software that allows to bundle all
monitoring activities

A Itis the place where all relevant onboarding & monitoring communication takes place

Brings together all relevant parties (Supplier, Buying, CR)

S

A Creates transparency on the supply chain by disclosing all relevant information of all the
parties that are involved in a product (e.g., factory & supplier information)

A Enables traceability of monitoring activities by creating audit histories for all involved parties

A Therefore, it builds the baseline to comply with requirements from the German Due Diligence

Law
V  Tchibo asks all their vendors to work with the CBX platform and expects all
involved parties to actively participate and support a smooth workflow

To Do: V  Suppliers must provide reliable factory information in CBX, such as address,
. contact details, business registration number. Suppliers are responsible to keep

these data up to date at all time for themselves and their factories.
V  During the Tchibo monitoring process, suppliers are asked to use CBX as a
Supplier communication tool with the Tchibo Buying and CR department and provide all

documents that might be required during audit processes

V  Suppliers can always use CBX to monitor the status of their factories and track
requirements and open to-dos
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: Tchibo Audits are an important tool to check factories’ adherence to Tchibo's Social & !
I Environmental Standards. :

3.2 TCHIBO AUDITS

Tchibo Factory Audit (Combined Audit of QC & CR)

Factory Audits are QC Audits which are combined with assessment of social and environmental
performance. Coordinated and conducted by Quality Control (QC) department of Tchibo
Merchandising Hong Kong.

Applicable for risk-countries (China & Taiwan)
Announced

One man-day

Valid for three years

Tchibo Risk and Compliance Audit

Both Tchibo Risk- und Compliance Audits are conducted by external, independent auditing firms
such as Algi, Elevate, and Intertek.

Risk and Compliance audits differ in the countries and scope. The potential risk of sourcing
countries is being evaluated by Tchibo on a yearly base.

> > D>

Risk Audit . i Audit

A Risk-Countries* A High Risk-countries*

A Semi-announced A Semi-announced
(two weeks time window) (two weeks time window)

A One man-day A Two man-days

A Valid for three years A Valid for three years

A Itincludes worker interviews (small A ltincludes worker interviews (large
sample) and is carried out by 1 trained sample) and is carried out by 2 trained
third party social and third party social and
environmental auditor environmental auditors

*evaluated annually by CR
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Next to our own audits, Tchibo also accepts several external certificates and Audit
Programs.

3.3 EXTERNAL CERTIFICATES AND AUDIT PROGRAMS

To reduce multiple auditing, we recognise external certificates and audit programs even when
Tchibo is no member of the specific Program. Please provide the certificates to Tchibo or a copy of
the full audit report. Tchibo evaluates them based on our internal grading system. In case of a
suitable result, the factory may be exempted from the auditing obligation for Tchibo with respect to
Tchibo Risk and Compliance Audits. For this, we ask you to always provide the Audit Report and
the associated Photo Report.

The following Certificates and audit programs are accepted under noted circumstances:

Sedex Members Ethical Trade Audit (SMETA) 4-Pillar Audit
To A We do not accept SMETA 2 Pillar audits, as they do not cover
SMETA’ Environmental & Business Ethics part
A ZT and MaC remediation evidence needed
A Valid for three years

Business Social Compliance Initiative

A All countries except High-Risk Countries.

A Minimum overall rating 'C’

A ZT remediation evidence needed; Mac remediation latest until next
A

report otherwise upgrading of findings
Ratings A&B: 2 years; Rating C: 1 year; Ratings D&E: rejected

Worldwide Responsible Accredited Production

A Valid WRAP Platinum, Gold certificates

A No acceptance of ‘WRAP on probation’

A Only for Textiles

A Platinum: 2 years; Gold: 1year; Silver: 6 months

SA8000 Standard

A Only in combination with 1SO14001
A No High-Risk countries

A Valid for three years
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3.4 AUDIT RESULT & CONSEQUENCES

A There are three forms of non-compliances in an audit:

A Zero Tolerances (ZTs): High risks for workers' health & safety

A Major Concerns (MaCs): Medium risks for workers' health & safety

A Minor Concerns (MiCs): Modest risks for workers’ health & safety

A An order can be placed when there are no findings, or only MiCs /MaCs detected, leading
to the audit result “Suitable” or “Suitable with Follow-up”. ZTs, which lead to the overall
result “Not suitable”, will need to be remediated before order placement.

A If the supplier/factory refuses to permit the audit or refuses access to the auditor during the
scheduled audit window, he must bear the costs for the rescheduled audit.

A Business is discontinued with suppliers/factories that refuse an audit, repeatedly have 'Zero
Tolerance’ violations or do not cooperate sufficiently in the improvement process.

A The same applies for attempts at bribery or fraud. These acts are not tolerated by Tchibo and
may lead to the termination of the business relationship.

Overview of Audit Process
Audit Report (Uploaded in CBX) [ RA/CA ] [ External Reports |
[ Estimated time \‘I
1
1
1
1

" frame from audit
| commissioning until

I CR receives report:
l l l '\ ~5 weeks

g Different e
remediation time
frames apply for

external reports, but
all non-compliances

S
. "

1

I

I

I

1

1

I

I

I

I

/

-

\
|
|
|
|
Time fzjgnt]g f?r I need to be :
e —— regfl_e.';‘ |on.k : remediated [
Suitable with i . N ) S.2 WEEKS 1 aventually. If not, no !
. I Not suitable: ! I - MaCs: 5 months !
. 5 follow-up: 1 1 I . | orders can be placed
Suitable: No order can be A Otherwise factory | N - I
: Order can be 1 : ! . . at this factory in the
Orders possible . 1 placed until ZTs 1 \ is blocked ! /
placed with . N it b s o~o__ future. -
-~ ! are resolved
restriction \ 1

R i ]
e EETETETEEEEEEEmEEmEEmm-——- ~
4 '
. |
CAP process in CBX \ 1 Time frame of CAP process depending on
quality & pace of evidence upload

Upload of evidences by supplier in CBX <+ LT TTTTTomomET T T T T s s s -

] \
| In some cases, 1
I evidences need to :
1
1 1
| |

Evaluation of remediation evidences by CR be checked through
K a Follow-Up Audit
\ /

! T
e

R L
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3.5 SCOC REQUIREMENTS

In the following part you can check if the topics of the SCoC are properly addressed in the factory.
These points get checked during audits. The listed points do not, however, lay any claim to
completeness and are only used as an illustration.

The local labour, social and environmental laws are equally applicable at all times independently of
the points listed here.

Forced Labour

C The employee must be free to leave the factory premises and employee accommodations at
all times.

C Security services are not allowed to prevent the employee from leaving the factory premises
or the employee accommodations or exercise any form of mental or physical pressure on
the employee.

C None of the employees may be kept or forced to work on the premises of the factory or
in employee accommodations to pay off debts or commission fees possibly paid to work
agencies.

C Employees must be able to decide freely whether to make use of
employee accommodations, food and/or transport arrangements. Billing may only occur at
net cost prices.

C The employer is not allowed to retain original documents such as personal identification
cards, passports, birth certificates or deposits. The wages to which the employee is
entitled may not be denied and payment may not depend on whether the employee remains at
the company.

C Working overtime must be a voluntary decision at all times. Salaries must be paid within the
terms set by law.

C The use of prison labour is not permitted in production for Tchibo.
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Child Labour

It is strictly forbidden to employ children (under minimum age) at the production sites. National
requlations for the protection of young employees must be fulfilled.

C Proof of age is to be provided in the form of e.g., an ID card, birth certificate or medical
documents. Management shall check the age proof carefully. Unfortunately, it is common to
create fake ID cards to obtain fraudulent access to factories.

Minimum Age: 15 years (or higher where local law requires higher minimum)

Young employees: reached the minimum legal age, but are not yet legal adults (most countries
between 15 and 18)

(The basis for the employee's age is the actual date of birth and not local methods of calculating
age, such as the Chinese calendar, for example.)

C The protection of young employees includes regulations on work hours, health care, work safety
and work in dangerous places. In every case the employer must ensure that the development of
the youth is not compromised.

C When the employment of young employees who are subject to compulsory schooling is
permitted, special protective requlations apply to them. They e.g. may not work during school
hours. They also may not be away from home for more than 10 hours per day, which includes the
journey to and from school/ work, the hours in school and the hours at work.

C Often there are also special regulations for trainees and interns. These e.g. concern training
programs, theoretical classes, work hours and compensation.

If child labour is discovered in a production facility, the factory will bear particular responsibility for
these children. This also applies if the employer was not aware that he/she hired a child as
employee.

Besides compliance with the applicable international and local laws, the following measures are to

be taken in the event of child labour:

A The child must be immediately released from the work.

A The free job resulting from this is to be offered to a family member who has reached the legal
minimum age. Alternatively, the family of the child shall receive compensation for the loss of
income until the child has reached the age to work.

A The factory is responsible for initiating and financing appropriate steps to reintegrate the child
in the environment of children. A children’'s help organisation or other experts should be
consulted if needed.

Tchibo GmbH Version 1.0 | March 2023 11
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A The factory has to ensure the child's schooling until the end of her/his compulsory education. If
the compulsory education ends before the minimum legal age is reached, then the child shall be
supported until the legal working age.

A After concluding his/her compulsory education and reaching the minimum age, the child is to be
offered employment, possibly as a trainee.

Discrimination

Discrimination against employees occurs when a worker is treated differently on the basis of
personal characteristics. Personal characteristics include e.g. gender, religion, age, membership in a
union or other organisation, race, caste, ethnic origin, disability, sexual orientation, family
responsibilities, marital status or political opinions.

Personal characteristics

C Employees may only be hired on the basis of their qualifications and expertise.
C Employees may not be fired or made redundant on the basis of personal characteristics.
C Differences in payment may not result from the personal characteristics of the employees.
C All employees with comparable expertise must have the equal opportunity to
perform overtime within the limits permitted by law.

Pregnancy

C The pregnancy of an employee may have no impact on the decision to hire. The employer is not
allowed to ask questions about this subject during the interview or require that the employee
signs a declaration of not being pregnant or planning to become pregnant. Pregnancy tests are
not permitted in the hiring process or thereafter.

C The use of contraceptives may not be made a condition for hiring or employment. Women may
not be made redundant on account of pregnancy.

Complaints

C If an employee complains about the violation of their rights, this may not lead to
personal disadvantages.

C Violation of labour rights must be investigated, and the causes removed. A regulated complaint
system is to be established for this reason. The employees should be informed about its
existence and how it works. There must be a clear system for voicing complaints, handling them
and implementing improvements.

Disciplinary Measures

Disciplining employees by means of corporal or psychological punishment is strictly forbidden.

Tchibo GmbH Version 1.0 | March 2023 12



& Tehibo

Access

C Punishment manifested through restricted access to food, sanitary facilities or medical care is
forbidden.

Sexual Harassment and Abuse

C Sexual harassment and sexual abuse are forbidden and will not be tolerated. Sexual harassment
does not necessarily only take physical forms. Voicing e.qg. demeaning comments about the
gender of an employee equally falls under the term sexual harassment. Any incident of this kind
shall be studied and appropriate punishment imposed.

Compensation

C The withholding of compensation as a disciplinary measure is not permitted by Tchibo, because
there is great danger of abuse.

Working Contracts

Contract requirements

C Employers are required to give their employees a written working contract that includes at least
the following points:

Name and picture of the employee,

home address,

function,

starting date of working relationship, hours of work arranged, remuneration, probation period (if
applicable), details for termination and

o signature of the employer and the employee.

C A copy of the contract has to be given to the employee

O O OO

Subcontractor

C In the event that contracted work is used, the supplier must ensure that the same conditions are
fulfilled by the subcontractor.

Most countries have a minimum wage stipulated by the law. The minimum wage governs the
compensation of employees for a reqular work week, i.e. without overtime. Moreover, there is often
a series of additional laws in this area such as laws regulating compensation during hours off work
and the payment of supplements.

The supplier must remain constantly informed about the minimum wage that applies to his
production operations. This is also particularly important because the legal minimum wages may
increase at reqular intervals.
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C Employees that do piece work also have the right to receive the legal minimum wage. The same
applies to reqgulations for the compensation of overtime.

C In the audit, the auditor will check how the compensation for piece work is calculated
per article/stage of work, and the extent to which the average worker is capable of
achieving the legal minimum wage during reqular working hours. If the minimum wage is not
achieved, then the supplier shall compensate the differential.

C It must be compensated at the legal minimum wage plus the overtime bonuses stipulated by
law. A distinction is often made between overtime on regular working days, Sundays
and holidays.

C Work on Sundays and holidays is generally considered overtime and must be compensated
accordingly.

Both points above applies to workers employed on an hourly basis and for piece workers. The
calculations must be documented and presented during the audit.

C Local laws also regulate the cases when wages must be paid even though the employees are not
working. The following requlations are common:

National or religious holidays

During illness

During maternity protection and parent leave

During leave to which the employee is entitled by law

When production is idle

The supplier must inform the employee about how much leave he is entitled to

and whether there are other requlations comparable to the aforementioned points. All wage
payments are to be documented.

O O O0OO0OO0Oo

C In the audit, the auditors will also check whether the supplier has made the social
security contributions required by law for all employees. This
concerns e.g. unemployment insurance, social security insurance, indemnity, etc.

Deductions from wages are only allowed to a limited extent. These include:

Income taxes

Contributions to the social security fund required by law

Deductions for extra services provided by the employer as long as their use is voluntary and at
net cost price (e.qg. employee accommodations)

Deductions for the redemption of loans and advances on wages

oo o.0

o
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C The auditor will check the following points with regard to the payment of wages:

o If the laws in the respective country do not stipulate otherwise, wages are paid monthly and
within 5 days of the end of the payment period.

o Payment must be made in cash, by bank transfer or cheque. Payment in the form of produce or
products is not permitted.

o0 Payments must be documented for every employee.

o0 The employees must receive a pay slip with the payment of their wages, and this pay slip must
offer comprehensive information on the composition of their wages including possible
deductions in the local language.

C Tchibo recognises the Asia Floor Wage (www.asiafloorwage.org) as a benchmark for living wages
in the respective countries because in most countries the minimum wage stipulated by law does
not provide employees with enough income to cover their basic needs.

Hours of Work

Reqular hours: Hours of work within a defined period that do not include overtime. The reqgular
hours of work must be clearly requlated in the factory, specifically in the factory rules and working
contracts. They may not exceed the legal maximum.

Maximum 8 hours per day and 48 hours per week (or less when local law is stricter).

QOvertime hours: Hours of work that exceed the regular daily or weekly hours of work. Every hour of
work that exceeds the regular hours is to be compensated as overtime. This also applies to hours of
work that are performed on Sunday and holidays.

Including overtime, an employee may not work more than 60 hours per week (or less when local
law is stricter).

C The requlations at the supplier must meet the legal requirements with regard to both the number
as well as the length of the breaks. They generally depend on the length of the hours of work and
the strain of the job on the employee. Some countries make differences with regard to the gender
and age of the employee.

C Working overtime must be a voluntary choice for the employee. Exceptions are permitted when
unforeseen circumstances (e.g. the failure of machines) make overtime necessary and there is a
written agreement with the workers' representatives or the union. Peaks in production due to
seasonal business do not count as unforeseeable circumstances.
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The number of days that may be worked in a row is usually limited by the law. ILO Convention 14
which requires one free day (24 hours) after 6 days of work in a row must be observed at a
minimum.

C The auditor will check the time records for the following items during the audit:
0 Beginning and end of the regular hours of work and the beginning and end of the
shifts for shift work.
Breaks
Number of working days per week
Number of working hours per day
Overtime per day, week and month

o O oo

Massive overtime is unfortunately no exception but more the rule in many countries due to the
enormous competitive pressure. This has led to some suppliers beginning to falsify their books and
documents to pass an audit. Such behaviour is not tolerated by Tchibo and can lead to the
immediate blacklisting of the supplier.

We are aware that many requirements cannot be implemented overnight and that their causes
partially lie outside the influence of the supplier. Nonetheless, we believe that only a more
transparent and open treatment of the subject will create the preconditions for working jointly on
an improvement.

Freedom of Association and Collective Bargaining

Employees have the right to form or join workers' organizations to represent their rights towards
their employer. This right is non-negotiable and has the status of a human right.

C The elected employee representatives must have free access to the employees at all
times. For example, employee representatives must be free to address the employees,
post messages at the notice board or hand out information to employees when not
disturbing the production process.

C In some countries, the right to freedom of association and collective bargaining is limited by law.
In this case, the supplier must at least permit alternative forms, i.e. parallel means, of employee
participation, e.qg. freely elected speakers or worker committees that address the social interests
of the employees vis-a-vis the management.

C Procedure that enables the employees to report violations of their rights to
the management e.q. kind of “complaint box”, which the employees know and which is
freely accessible to them. The process must ensure that the management is informed
about complaints, handles them and reports the results to the employees.

C Employees that complain may not be subject to any reprisals.
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Health and Safety

C The general conditions within the production facilities must be suited for production and may not

o

have any negative impact on employees’ health. This includes factors such as room temperature,
ventilation, humidity, light, noise level and cleanliness. The latter applies to the production
surfaces, the sanitary facilities as well as the employee accommodations.

In the event of a fire, all necessary equipment and fire protection mechanisms need to be

in place to prevent that employees are badly injured or lose their lives.

A sufficient number of well marked emergency exits must be available in the production area.
They must be accessible at all times and may not be obstructed or barred.

Escape routes are to be marked by lines on the floor and kept free from any obstacles during the
entire time of production and until all employees have left the production building. Maps that
show the emergency exits, fire extinguishers and escape routes are to be visibly hung in the
production rooms.

There must be a sufficient number of fire extinguishers on the production floor, in the canteen
and at the employee accommodations. They should be firmly installed, clearly identified and
regularly maintained.

A fire alarmis to be installed.

The employees should receive reqgular instructions about how to use the fire

extinguishers. Evacuation training must also take place reqularly to ensure the safe evacuation
of the building in the event of a fire.

The handling of chemicals is often connected with dangers for the employees and

therefore requires special safety measures. This concerns the handling of chemicals as well as
their storage and disposal.

When handling chemicals, the employer must ensure that employees use protective equipment
(e.qg. respiratory masks, protective goggles, gloves and rubber boots).

Employees that handle chemicals must be trained accordingly and know how to react if they
come into direct contact with the chemical (e.q. skin or eyes).

All containers that hold chemicals must be marked as such in the local language. In particular
this concerns small containers that are used directly at the workplace and can easily be mistaken
for something else (e.qg. PET flasks).

When storing chemicals, there specific properties need to be labelled and observed. There

are e.g. materials that react with each other and consequently may not be stored next to each
other.

Others represent a danger for the pollution of the ground or groundwater, and must be stored in
a separate containment area.

All this information is described in the so-called material safety data sheets, which each chemical
supplier is required to provide. These data sheets should be visibly hung in the storage room and
in the production areas in which the chemicals are used.
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C Some work stages in production require the use of protective equipment such as
gloves, breathing masks, ear protection and protective glasses. This protective equipment shall
be provided by the employer free of charge, in a fully functional form and in sufficient quantities.
The protective equipment must be in good condition so that it can fulfil its protective function.
C The employer must also ensure that the protective equipment is used by the employees, even if
wearing it is perhaps uncomfortable at first. This can e.g. be done by instruction signs, reqgular
training and continual checks.

C Machines are often a potential danger for employees. This danger can stem from
rotating, punching, sharp or particularly hot or cold machine parts. Lifting equipment, generators
and boilers are especially dangerous.
C To protect the employees appropriately, the machines must be regularly maintained
and equipped with the appropriate safety devices. The employees are to be trained regularly
in the handling of machines.

C The rooms in which production takes place must be suited for this. This concerns the
general conditions (e.q. ceiling heights, statics, floor plan) as well as the condition of the building.

C sufficient number of well [abelled first aid kits and training selected employees to be first
aid assistants. In many countries, a company doctor and the installation of a sick room are
also required for companies above a certain size.

C All employees must be reqgularly trained with respect to health and safety. This should take place
immediately after hiring and should then be repeated at reqular intervals. The training should
cover all the aforementioned aspects and should be carefully documented (date, participants,
content).

Violations of these rules are discovered at the majority of production sites. The reason is often an
absence of management in this area which ensures that clear responsibilities are defined for
ensuring the implementation of the above points. Also, reqgular internal audits are necessary
to ensure continuous compliance with the requirements and specifically motivate the employees in
becoming disciplined in applying the safety measures.
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Environmental Protection

C Business partners shall establish a feasible and effective environmental management system in
order to:

Save energy and increase energy efficiency

Save water, recycle process water and manage wastewater

release no hazardous substances directly into the environment (water, air and soil)

Safely store and label hazardous substances

Minimize the use of other resources including mineral resources, agricultural

commodities and fossil fuels

O OO0 O0OOo

C Relevant environmental permits and licences as well as the wastewater management,
air emissions, waste management and the functionality of a paint unit will be checked.

Management System

To comply with social and environmental standards in a company in a sustainable manner, it is
necessary to create at least basic management structures.

The allocation of responsibilities

C Responsible managers both in top management and on the operational level should be assigned
for all subjects related to social and environmental standards. These include e.g. personnel
guestions, legal demands, worker safety, industrial engineering and production planning.

The training and sensitisation of the employees

C The supplier is obliged to train the employees regularly and to inform them of their rights. The
Tchibo SCoC is also to be visibly posted in the local language inside the factory.

Internal communication

C This comprises reqgular talks with employees and workers' representatives,
complaint procedures, etc.

Updating the legal basis

C The supplier must be informed about the current state of the national laws at all times.
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The documentation

C In the audit, the supplier has to present the appropriate documents to prove compliance with the
social and environmental standards. Only demonstrable evidence can be assessed as such by the
auditor. An overview of the documents checked in an audit is located in the appendix 7.2 .

The lawfulness of the facility

C The review during the audit also includes legal documents such as operating licences
and building licences. Legal obligations and requirements regarding employees may also not
be circumvented, e.g. by using contract assignments or false apprenticeship schemes.

Employment Relationship

When signing the contract with Tchibo, the supplier commits himself to produce the goods at the
factory that has been contracted.

C The use of subcontractors is only permitted if the production site has been reported and
approved by Tchibo in advance.

C Inindustries where homework is traditionally conducted, additional measures are necessary to
ensure that homeworkers enjoy all rights they are entitled to through this Code, national laws
and international human rights conventions. Homeworkers are not to be disadvantagedin
comparison to workers at the factory and are to be actively informed of their right to organise
and bargain collectively.
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| The exceptional processes within Tchibo's monitoring approach can only be used if the |
I reqgular processes are not applicable. For this, suppliers and factories must meet certain :

3.6 EXCAPTIONAL PROCESSES

Brand-related Exception

If a brand has a similar monitoring approach to Tchibo the Brand can become an A-Brand.

That means:

- After a detailed desk research by CR, a brand can become a CR A-Brand, meaning that they
comply with Tchibo's SCoC and monitoring approach

-Facilities running under this brand can be approved by CR without further checks

For that reason please share all documents with Tchibo that give information about your own
monitoring approach (e.g. SCoC)

For toys and kids-related products stricter requirements apply. In this case A-brands have to create
complete transparency on factory level.

Project-related Exception

TC Non Branded
For products without Tchibo branding an exceptional process is possible. It is not applicable for
Textiles and Children's articles.

Under 30k SU
Similar to TC Non Branded process but for projects with less than 30k units.

Please keep in mind that TC non branded and <30k are only exceptional processes for particular
projects. These are not the regular Tchibo monitoring processes but are mentioned here for
reasons of completeness.

Tchibo buying department is aware of the exceptional processes. If the process is suitable the
responsible buyer will inform you autonomously.
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4. COLLABORATIVE CHANGE ACTION (CCA)

To support long-term progressive improvement of social and environmental performance
in factories, the CCA support factories in understanding the root causes of non-
compliances and how to take owership for improvement.

Tchibo is striving towards a 100% sustainable business, we ensure the compliance of social and
enviornmental compliance and extend our corporate responsible activities in our supply
chain. While the reqgular audit process is an important monitoring measure for Tchibo, we believe
that monitoring processes which are based on a more collaborative framework between brand,
supplier and factory can increase the effectiveness and scope of the overall monitoring practices.

With the experiences we acuminated when following up remediation plans with factories, we see
that capacity and engagement of the factories are a key leverage for continuous improvement.
Therefore, Tchibo is introducing a new collaborative approach to support the factories in building a
deeper understanding of their non-compliances, co-creating with workers and management, taking
ownership for their change actions and suitable improvement on working conditions.

A In aone-year CCA project, factories comprehend the relevant root causes for their findings and
take ownership for the continuous development of sustainable social and environmental
compliance

A Scopeis on human rights in production facilities; environmental compliance will relate to topics
that have a direct impact on the worker’'s health and safety

Consultants support in the development of suitable tools and mechanisms

N >~

A CCA achievements in factories includes:
A Trustful relationship and respectful dialogues have been established in a factory
A Factory is able to identify relevant root cause and share openly with Tchibo

A Factory takes ownership to co-create corrective actions or improve non-compliance
with workers and management

A Tools and dialogue mechanisms have been developed and applied in the factory for
collaborative change actions

WHO CAN JOIN?

A Factories with an acceptable social and environmental monitoring result and yet to be invited by
Tchibo to join WE Program

A More information will be given to factories during the CCA welcome process
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5. WE PROGRAM

In the course of the WE Program, workers and managers come together on a reqgular
basis. Together they build mutual understanding, they hold courageous conversations on
human rights in their factories and they co-create solutions to improve working
conditions.

To ensure decent working conditions in the manufacturing sites, Tchibo aims for a continuous
improvement process at the factories. A Code of Conduct and the execution of audits make up only
two instruments and often fail to prompt sustained improvements that are demonstrably felt by the
employees.

For this reason, Tchibo launched the WE (Worldwide Enhancement of Social Quality) Program in
September 2007, a pilot project, in cooperation with the Deutsche Gesellschaft fur Internationale
Zusammenarbeit (Gl1Z) GmbH. After the pilot phase, the program has been expanded to more
Tchibo sourcing countries and more factories. Today, the WE Program has become a core initiative
of Tchibo to achieve long-term improvement of working conditions in factories.

A Instead of merely pointing at violations from the outside, the WE Program empowers
employees and managers to improve the working conditions at their factories from within.

A The focus of the program is to establish an on-going dialogue between the factory’s
operational levels, from top management to middle management to the workforce

A The following core aspects of human rights in production are covered
A Forced Labour incl. Child Labour
A Working hours, wages and benefits
A Freedom of association and collective bargaining
A Occupational health and safety
A Discrimination and (sexual) harassment

A Through different WE interventions such as workshops, factory visits etc., facilitators hold
courageous conversations between managers and employees and guide the participants to
independently develop and implement measures for their factories.

A Local facilitators, in collaboration with international WE facilitators, are responsible for the
implementation of the WE Program

Further information can be found here

@ Please also feel free to contact we@tchibo.de if you are interested in joining the WE
Program
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6. GETTING STARTED

To ensure a smooth social monitoring process, please make sure to follow
To Do: these steps:
_ V Please read Tchibo's SCoC carefully and keep its requirements in mind for all
activities

V Use this supplier manual as a base for an approach towards due diligence but try

Supplier to take action beyond and get inspired!
f V If you have any doubts or questions regarding Tchibo's Social Monitoring
process, feel free to reach out to scoc@tchibo.de

Factory V Have the following documents available before an audit (no claim to

completeness):

Employment Documentation

C Personnel records C Wage lists including the basis for
C Working contracts every wage calculation, e.qg. of
C Age documentation produced pieces for piecework

. . . . laborers, of deductions, etc.
C Timekeeping records including i . .
overtime C Basis for calculation of piece work

C Payrolls and other proof of
wage payment

C Proof of social
security contributions, social
security documents

Health & Safety

C Plant layout or facility evacuation & Inspection records of fire

plot plan and emergency response extinguishers
plan C Job hazard assessments and list of
C Documentation with respect to required personal protective
inspection of buildings, workplaces, equipment
electrical installations and machines C Material Safety Data Sheets
for potential dangers C Certification of drinking water
C Training records, e.g. in the area of facilities
fire fighting, building evacuationor ¢ Certificates of qualification for the
machine operation medical personnel and trained first

aid assistants
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Facilities Policies

C Business licence C Protocols of meetings

C Company rules including policies and agreements with ‘
regarding disciplinary measures the workers' representatives
and anti-discrimination C Proof that subcontractors

comply with the social and

C Documentation of employee !
environmental standards

training sessions in the area
of labour and social standards

Environment

C Air emission permits and monitoring records
C Wastewater discharge monitoring reports and permits
C Waste management documentation
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7. APPENDIX

7.1 TCHIBO SUPPLIER CODE OF CONDUCT (SCoC)

Status: January 2023

PREAMBLE

As a globally sourcing company, Tchibo commits to the protection of human rights and the
environment. The international standards and principles we are acknowledging as well as the
Tchibo due diligence process are described|in cur Policy Statement. When shaping and managing
ourbusiness relationships, we are committed to ensuring that our supply chains meet fundamental
social and environmental standards.

SCOPE OF THIS CODE OF CONDUCT

Our business partners (Le., contractors, suppliers, producers and service providers engaged in
manufacturing and/er providing goods and/or services to Tchibo) are required to comply with the
fundamental social and envirenmental standards ocutlined in this Code of Conduct, as well as to
comply with all applicable naticnal and international employment, social and environmental laws
and regulations. Tchibo is entitled to verify the business partners' compliance with the Code of
Conduct.

The following social and environmental standards apply to all employees, whether they are
employed directly or indirectly by our business partners. The obligations cutlined in this Code of
Conduct, naticnal legislation and international guidelines must not be circumvented, for example,
by agency work, subcontracting, fake apprenticeship programmes or working from home.
Whenever laws, regulations, specific industry standards, applicable collective agreements and
this Code of Conduct contain similar provisions, the provision that provides greater protection
for employees and/for the environment shall apply. Vulnerable workers, such as migrant and
seasonal workers, young workers, contract, contingent and temporary workers, homeworkers,
pregnant or disabled workers, must be given special protection. All workers shall be informed of
the contents of this Code of Conduct and applicable national legislation in a manner accessible
to them, including the provisicn of all information in their national language and, in the case of
illiteracy, by means of oral instruction and training.

OUR PRINCIPLES

1g NO FORCED LABOUR AND RESPONSIBELE RECRUITMENT PRACTICES

All forms of forced labour, slavery or other forms of iInvoluntary labour, as well as the production
of goods through prison labour, are strictly prohibited. The ILO ger ples for fair
recr nt, including the “employer pays principle”, must be observed. Workers shall not be
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subject to any regulaticns which limits their perscnal freedom of movement. Employers shall

not require workers to lodge deposits or identification papers. Workers are free to leave their
employer after reasocnable notice as mandated by law. The ILO Conventions 29 and 105 apply.

2. NO CHILD LABOUR AND PROTECTION OF YOUNG WORKERS

Children of compulsory school age and children under 15 years of age (or 14 years of age if
permitted by national legislationpursuantto ILO Convention 138) must not be employed. If evidence
of child labour is detected in the business partner's supply chain, corrective measures must be
implemented and d ccumented in writing. Adequate financial and other support must be provided
to enable the child invalved in the production of goods for Tchibo to attend school as required
by law. In smalkFscale, family-run agricuttural enterprises, children are allowed to work on their
family's farm, provided that the work does not affect their health, safety, welfare, education or
development, that they are supervised by adults and that they receive an appropriate education.
In this case, business partners shall endeavour to provide children with access to care facilities.

Young workers between the ages of 15 and 18 may only be employed in compliance with the
applicable legal provisions. Under no circumstances must they work at night, nor perform any
work that could harm their health, safety or morals. Young workers must have the opportunity
to participate in education and training programmes. Young workers of compulsory school age
may only work outside school hours and for a maximum of eight hours per day. School, work and
commuting time must not exceed a total of ten hours per day. The ILO Conventions 79, 138, 182
and ILD Recommendations 146 and 190 apply.

3. NO DISCRIMINATION

It shall be guaranteed that all employees are treated equally and with dignity and respect and
have access to the same opportunities. Discrimination based on gender, age, religion, race, caste,
social background, health status, disability, ethnic and national origin, nationality, membership
of workers' organisations (including trade unions), political views or opinions, sexual orientation,
family responsibilities, marital status or other personal characteristics is forbidden. The ILO
Conventions 100, Tl and 159 apply.
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4, NO ABUSE OR HARASSMENT

All forms of physical, psychelogical, sexual, verbal or other harassment, abuse or disciplinary
action, aswell as all ferms of intimidation, are prohibited. Unwelcome sexual advances, unwanted
hugs and touching, lewd or cbscene remarks or reguests for sexual favours are prohibited in
the workplace and in all facilities associated with the workplace, including transportation and
dormitories. Disciplinary action may only be taken in accordance with naticnal legislation and
internationally recoegnised human rights. Arbitrary penalties in case of sickness or pregnancy are
forbidden. Workers who complain of discrimination, abuse or harassment shall not be subjected
to any form of disciplinary measures or reprisal.

5. ADEQUATE WORKING CONTRACTS

Where required by law, Tchibo's business partners shall provide their employees with written
employment contracts in a language and form that they understand. The minimum elements
of employment contracts, to the extent required by law or customary by industry standards,
are: name, address and photograph of the employee, date and place of birth, function, date of
commencement of employment, hours of work, salary and remuneration, probaticnary pericd,
holiday entitlement, details of termination of employment (by the employee and by the employer),
signatures of employee and employer and date of each signature. In the case of contract work,
it must be ensured that the business partner complies with the abowve. Cral, rather than written,
employment contracts are acceptable on agricultural businesses for short<term and seascnal
workers (less than three months) provided they are documented and permitted under the
applicable legislaticn.

6. WAGES AND REMUNERATION

Wages paid for standard working hours, as wellas overtimewith bonuses, shall ineach case at least
meet the legal, industry-specific minimum standards andfor applicable collective agreements,
whichever is higher. Wages should always cowver the basic needs of workers and their families and
provide some discretiocnary income (living wage) if statutory minimum wages are not sufficient
to do so. Employees must receive at least all legally required social benefits from their employer,
as well as written, complete and understandable information about the composition of their
wages, including deductions, overtime pay and fringe benefits. Wage deductions as a disciplinary
measure are not permitted. The ILO Conventions 26 and 131 apply.
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7. DECENT WORKING HOURS

Working hours shall comply with applicable legislation and industry standards, whichever is
stricter. In no case may workers be required to work more than 48 hours per week on a regular
basis. The maximum working time per day must not exceed 12 hours. Overtime must be voluntary
and not required on a regular basis. Employees are entiled to at least one day off after six
consecutive working days. Exceptions to this rule are only permitted if both of the following
conditions are met: a) national legislation permits working hours in excess of this maximum limit;
and b) a freely negotiated collective bargaining agreement is in force which permits averaging
including adequate rest pericds. The ILO Conventicns 1and 4 and ILO Recommendation 116 apply.

8. RESPECT FOR FREEDOM OF ASSOCIATION AND COLLECTIVE BARGAINING

The right of employees to form and join workers' organizations including unions of their own
choice, the right to collective bargaining, and the right to strike shall be recognised and respected.
Business partners are encouraged to adopt a positive appreach towards the right to freedom of
association and collective bargaining by actively informing their workforces of these rights and
adopting an open attitude towards trade unicns including their organising activities. Business
partners shall ensure that trade unions can cperate in accerdance with the law applicable to the

workplace. In situations where the rights to freedom of association and collective bargaining
are restricted by law, parallel means of independent and free association and bargaining shall
be allowed. Workers' representatives shall be protected from discrimination, harassment,
intimidation or retaliation and shall be provided with free access to workers to ensure they can
exercise their rights in a lawful and peaceful manner. The ILO Conventions 87, 98 and 135 and ILD
Recommendation 143 apply.

9. OCCUPATIONAL HEALTH AND SAFETY

Workers must be provided with a safe and hygienic working envirenment. Industry-specific
knowledge and sector-specific hazards shall be considered. Occupaticnal health and safety
measures shall be takento prevent accidents and injuries. Workplaces, work processes, machinery
and equipment shall be secured by signs, guards and coverings. Occupational s afety exercises and
procedures shall be communicated to employees and regular training must be provided. Personal
protective equipment, in appropriate sizes, must be provided and workers must be trained in its
proper use. Adequate rest breaks and access to clean sanitary facilities and drinking water must
be provided. The same requirements apply to all social facilities and worker accommodation, if
provided by the employer. All workers must have the right to leave dangerous situations without
cseeking permission. All pregnant women and parents with newborns shall be provided with all
protections in accordance with applicable legislation. Business partners shall assign a senior
manager with responsibility for cccupaticnal health and safety and shall involve workers in the
analysis of health risks and hazards. The ILO Convention 155 and ILO Recommendation 164 apply.
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10. RESPECT FOR LAND RIGHTS

Legitimate property rights, ownership, rights of use, as well as the corresponding rights to natural
resources, such as forests and water bodies, must be respected. This includes unwritten public,
private, communal or collective rights, including indigencus or customary rights. Farmers and/
or communities shall not be subject to land grabbing, lose their rights or be removed from land
they have regularly used as farming grounds. |f the applicable law clearly provides otherwise, the
process set out in the FACSOECD Guldelines should be followed. |n particular, prompt, adequate
and effective compensation must be provided. If indigencus peoples or communities are involved,
the acquisition of new land must be clarified through due diligence by an external, neutral party.
&l negotiations must respect the principles of free, pricr and Informed consent In accordance
with the UN Declaration on the Rights of Indigenous Peoples. The ILO Convention 169 apply.

11. RESPONSIBLE BEHAVIOUR OF SECURITY FORCES

Whenever security personnel are assigned to protect thecompany or company property, adequate
instruction, training and supervision shall be provided. Security personnel must not viclate the

prohibition of torture, treat pecple in an inhuman or degrading manner or act against the right
to freedom of association.

12. ADEQUATE ENVIRONMENTAL PROTECTION

&l applicable legal requirements for envircnmental protection shall be complied with and all
relevant environmental approvals, certificates and permits shall be obtained and maintained.
Business partners shall continuously strive to minimize any adverse impact that their business
activity has on the environment. This means especially that no hazardous substances are
released into the environment or harm pecple, and that envirenmental standards for scil changes,
wastewater treatment, emissions and waste management must be met. Business partners are
obliged to makean appropriate contribution towards climate protection. lnparticular, this concerns
the improvement of energy efficiency and the minimisation of resource consumption (including
water, mineral raw materials, agricultural raw materials and fossil fuels). Maticnal regulations on
the protection of forests must be complied with. Business partners are required to implement
an adequate and effective envircnmental management system. The principles laid down in the
Minamata Convention on Mercury, the Stockholm Convention on Persistent Organic Pollutants
and the Basel Convention on the Control of Transboundary Movements of Hazard ous Was tes must

be observed.
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13. ADEQUATE CHEMICAL MANAGEMENT

Business partners must implement, centinuously moniter and, if necessary, improve an effective
chemical management system (CM5) This CMS must encompass the entire life cycle of the
chemicals used, including the purchase, storage, transport, use and safe disposalf discharge of
these chemicals. The CMS must define a clear chemicals policy, including roles and responsibilities,
as well as detailed work instructions for each step in the use of chemicals for all parties involved.
Business partners must implement appropriate monitoring measures and regular trainingy
communication on CMS requirements for all workers who handle or are exposed to chemicals.
Procedures for emergency situations (e.g., spills, leaks) must be defined. The ILO Comention 170
and ILO Recommendation 17T apply.

The ZDHC Chemical Management System Framework must be implemented for the production
of consumer goods. Business partners must ensure that no chemicals are used that contain

substances listed on the Tchibo Restricted Substances List (RSL) and the FDHC Manufactured
Restricted Substances List (MSL).

For agricultural enterprises, all agroechemicals must be stored away from food, water and children
in locked, well-ventilated areas. In addition, empty pesticide containers must not be reused for
food or beverage storage, rather they must be returned or disposed of safely.

14. NO CORRUPTION

Business partners must refrain from committing any kind of criminal acts, in particular corruption,
as well as acts that could be construed as such. Business partners undertake not to accept or
make any payments or benefits in their relations with their suppliers and public officials that
are intended to influence or could appear to influence business decisiens or otherwise obtain an
improper advantage.

15. GRIEVANCE MECHANISM

Complaints should be addressed to: Tchibo GmbH, CR, Uberseering 18, 22297 Hamburg,

oclalcompllanced@ tchibo.de

Business partners are cbliged to inform their workers about the options to submit complaints
via the grievance mechanism on a regular basis and In an accessible manner. Workers must be
able to submit complaints without fear of discrimination, reprisals, intimidation or harassment.
Business partners must work to ensure that their direct suppliers also inform their workers about
the options available to them via the Tchibo grievance mechanism and must not take reprisals
against workers who lodge a complaint.
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7.2 SELF-ASSESSMENT QUESTIONNAIRE

This self-assessment questionnaire is intended as a general guidance document to help suppliers
evaluate their potential compliance status in relation to the Tchibo Social and Environmental Code
of Conduct and international labor and environmental standards. In most cases questions answered
"yes" should indicate potential compliance, while “no” answers indicate an area that may require
attention.

This document is a preparatory tool only and should not be construed as legal advice or a
guarantee of an audit outcome in any way. National labor, safety and environmental laws are
considered during audits and, therefore, suppliers should be familiar with local legal requirements.

Manufacturer: Date of Visit:

A. Forced Labour

Freedom of Movement
Al. Are employees able to freely move about to use the restroom and potable Yes No N/A
water, and leave the premises for lunch and at the end of the workday?

Forced Labour
A2. Are all forms of forced labour, including bonded labour, slave labour, and Yes No N/A
prison labour, prohibited?
Freedom of Contract

A3. Did employees enter into the employment contract voluntarily? Yes No N/A
Deposits
A4. At the time of hire, are original documents kept or monetary deposits Yes No N/A

taken / accepted from employees?
Mandatory Overtime
AS5. Is overtime work performed with the consent of employees? Yes No N/A

B. Child Labour

Child Records/Age Verification
B1. Are copies of age proving documents, such as national identification Yes No N/A
documents, birth certificates, social security cards, driver’s licenses, or
certificates of age available for all employees?

Child Employment

B2. Are all employees of at least fifteen (15) years of age? Note: In some cases, Yes No N/A
developing countries are exempted from this age limit.
Working Hours for Young Persons

B3. Are persons under the age of eighteen (18) prohibited from conducting Yes No N/A
work at night, in dangerous areas, and during overtime hours?

Youth Labour Violations
B4. Are employees under eighteen (18) years of age subject to medical Yes No N/A
examinations upon hire and at least every twelve months during the
employment?
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Abuse
Cl. Is it prohibited to discriminate against any individual in employment Yes No N/A
relationship on the basis of gender, age, religion, race, caste, social background,
disability, ethnic and national origin, nationality, membership in workers'
organizations including unions, political affiliation, sexual orientation, or any
other personal characteristics?

Equal Pay for Equal Work

C2. Do employees who perform equal or equivalent work receive equal Yes No N/A
compensation?

D. Disciplinary Measures

Abuse

D1. Is the workplace free from any kind of corporal, psychological, sexual or Yes No N/A
verbal harassment and abuse, and any other form of intimidation?
Disciplinary Practices

D2. Are disciplinary practices in line with national law? Yes No N/A

Grievance Procedure
D3. Are employees protected from punishment or reprisal if they make Yes No N/A
grievances related to employment conditions?

E. Working Contracts

Provision of Contracts
E1. Are all employees, permanent and temporary, provided with written Yes No N/A
working contracts? Are labour contractors mandated to provide contract
workers with written working contracts?

Terms of Contracts

E2. Do employment contracts contain specific descriptions of the working Yes No N/A
conditions, including start date, hours of work, compensation, probation period
(if applicable), leave entitlements, termination of relationship terms, etc?

F. Compensation

Minimum Wage

F1. Are employees' reqgular rates of pay, for the standard workweek without Yes No N/A
overtime hours, at least equal to the applicable minimum wage rate?
Time of Payment

F2. Are employees consistently paid on a specific day? Yes No N/A

Overtime/Premium Pay

F3. Are all employees, hourly and piece-rate, compensated at a premium rate Yes No N/A
for all hours of overtime work, according to local legal requirement or industry

practice?

Deductions

F4. Are all wage deductions documented, allowable by law, within the legal Yes No N/A
limit, and not made for disciplinary purposes?

Pay Slips

F5. Are employees provided with detailed and understandable pay slips? [ Yes |No [ N/A
Benefits

F6. Are employees provided with all legally required benefits, such as annual Yes No N/A

leave, sick leave, maternity leave, etc.?




G. Hours of Work

Time Records

Gl. Are true and accurate records of time worked by employees kept in the Yes No N/A
facility?

Work Hours

G2. Is the standard workweek for employees in line with local legal Yes No N/A

requirements and industry practice, and in no case exceeding 48 reqular work
hours per week?
Overtime Hours

G3. Are overtime hours worked by employees in line with local legal Yes No N/A
requirements and in no case exceeding 12 hours per week?

Weekly Rest

G4. Are employees provided with one day of rest after every six days of Yes No N/A

consecutive work?

H. Working Conditions & Health and Safety

PPE
H1. Is PPE distributed free of charge to employees? | Yes | No | N/A
MSDS
H2. Are Material Safety Data Sheets available for all hazardous chemicals in the Yes No N/A
workplace?
First Aid
H3. Are first aid supplies, appropriate to the occupational setting, ready Yes No N/A
available to employees?
Fire Protection
H3. Are automatic emergency fire alarms installed on every floor of every No N/A
Yes No
No




