Penguin
Random House

Manufacturing Subcontracting &

Outsourcing Guidelines

This document provides an overview of the process for notification and approval of
subcontractors and / or outsourcers employed by our first tier manufacturers in the creation

and finishing of Penguin Random House UK’s products.



Our Ethical Policy

We believe that all workers have a right to fair labour conditions and a safe working
environment as set out in the International Labour Organisation Conventions, the Universal
Declaration on Human Rights and the UN Global Compact. These beliefs are embedded in our
Supplier Ethical Code of Conduct. All suppliers within ourimmediate and extended supply
chain are required to implement and adhere to these policies to warrant that all our products
are made without infringement of human rights or local laws, ensuring that good working
practices are embedded throughout our supply chain. We require detailed, accurate
knowledge about who is producing our goods (or elements of those goods), where they are
producing them and under what conditions. We retain the right to perform similar due
diligence checks on third party outsourcers or subcontractors in advance of them completing

work on our products, to safeguard that our policies are understood and being met.

Our Environmental Policy

As the UK’s leading publisher, our most important role is through the books we publish and
their power to change minds and behaviour. Alongside this, it is also important that we embed
policy and processes that will facilitate positive change and help us to minimise the
environmental impact of our operations. We are committed to managing sustainable solutions
effectively across our entire value chain and understand the importance of ensuring that local
and national environmental standards are continuously met and upheld. These are outlined in
our Supplier Environmental Policy, which, alongside any supplementary policies and
frameworks associated with it, outlines minimum standards that should be exceeded where
possible and always in compliance with applicable national, state or local laws and
regulations. Any supplier producing products for Penguin Random House UK, including third
party outsourcers or subcontractors are held to the same standards and must comply with the

requirements outlined in both this document and the Supplier Environmental Policy.

Our Requirements

e Suppliers may not subcontract any part of the manufacturing process to a third party

without Penguin Random House UK’s prior knowledge, and written consent.
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e TheSupplier will:

o Keep on file details of the third party subcontractor / outsourcer. This includes
the name and address of the third party supplier and records of all products
that they have manufactured on our behalf.

o Have a clear written agreement with their subcontractors to ensure that the
welfare of all workers employed by the subcontractor is safeguarded and that
our Supplier Code of Conduct is upheld.

o Arrange for the subcontractor / outsourcer to acknowledge both the Penguin
Random House UK Supplier Code of Conduct and Supplier Environmental
Policy, and monitor and record compliance of their subcontractors to the same
standards set out in our code.

o Allow a representative of Penguin Random House UK to visit the outsourcer /

subcontractor if required.

Outsourcer Subcontractor Notification and Approvals Process

The Supplier must notify the Sustainability & Compliance Production Manager soon as they

are aware that outsourcing and/or subcontracting will be required.

We need to know the following details for the proposed subcontractor / outsourcer before any

work takes place at the third party location:

e The fullname and address of the business and factory location.
e Detail of any existing accreditations (i.e. ISO 9001, ISO14001, FSC Chain of Custody,
ESCP, SEDEX/SMETA, BSCI). Please provide information and supporting

documentation for all that apply.
The subcontractor will be required to:

e Acknowledge the PRH Supplier Code of Conduct and Supplier Environmental Policy.
e Complete our Ethical Supply Chain questionnaire and in addition share copies of all
relevant compliance documentation including full audit reports and certification.

e Allow avisit from a representative of Penguin Random House UK, if requested.
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Licensed Products

Each of our licensed partners has a separate set of supply chain requirements that we are
contractually obligated to meet. All subcontractors and outsourcers will be required to provide
additional information, or adhere to additional requirements if they wish to manufacture

licensed products. These could include but not be limited to the following:

e Additional audit
e Signed manufacturing agreement or declaration
e Quality assurance audits

e Facility declaration

The subcontractors and outsourcers must provide all necessary information and
documentation in accordance with the respective licensor(s) and receive approval to proceed

from the Sustainability & Compliance Production Manager before going to print.

Embargoed Products

The manufacturing process for embargoed products must conform to strict security
requirements. All subcontractors and outsourcers will be required to meet the stipulations of
our security protocols and may be required to sign a non-disclosure agreement, or put

additional security measures in place.

Definitions

Outsourcer Any third party entity that is contracted by our first tier manufacturer to produce
or process any element of a product. Outsourcing normally takes place when our first tier
supplier doesn’t have the correct permissions, expertise or equipment to be able to fulfil that

part of the process in house.

Subcontractor Any third party entity that is contracted by our first tier manufacturer to
produce or process any element of a product. Subcontracting normally takes place when a

supplieris at capacity and is unable to complete a stage of the process in house.
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Supplier A tier-1 manufacturer engaged to produce a product on behalf of Penguin Random

House UK.

Unauthorised subcontracting and / or outsourcing The assigning, delegating or otherwise
transferring of any portion of a purchase order to a third party without full advance disclosure

to and consent by Penguin Random House UK.
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