Penguin
Random House

Supplier Ethical Code of Conduct

Penguin Random House UK is committed to respecting and protecting workers across our global
value chain and understand the importance of ensuring fair labour and health and safety standards
are continuously met and upheld. All of our manufacturing suppliers, their subcontractors and
outsourcers are required to adhere to this policy. This policy, and 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.



Introduction

Penguin Random House UK is committed to upholding fair and ethical standards within our supply

chains.

As a business we take our responsibility to uphold human rights in our supply chains seriously and have a
dedicated Sustainable Sourcing Team responsible for ensuring continuous improvement of working conditions

in our value chains.

Our Supplier Ethical Code of Conduct reflects our values, and the principles within it draw from the Ethical

Trading Initiative (ETI) base code and International Labour Organisation (ILO) conventions.

This Supplier Ethical Code of Conduct and supplementary policies provide minimum standards that should be
exceeded where possible. In applying it, suppliers must comply with national and other applicable laws and,
where the provisions of the law and this Code address the same subject, apply the provision that gives workers

the greater protection.

We expect suppliers, whether they are distributors, licensees, direct suppliers, or agencies, to adopt and

implement our Supplier Ethical Code of Conduct or have their own policies that reflect equivalent standards.

The principles of sustained fair labour are embedded within our organisation and that of our parent company
Bertelsmann. As a group, we expect suppliers to adhere to our Group Supplier Code of Conduct here, which
details our stance against corruption and bribery and compliance with the law, as well as the below conditions

defined in our Supplier Ethical Code of Conduct for Penguin Random House UK.

Should you require any further details about our Supplier Ethical Code of Conduct, or our Ethical Trade

Programme, please contact: sustainableproductionteam@penguinrandomhouse.co.uk.
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Employment Standards for Workers

1.Employment Is Freely Chosen

1.1 Workers have the right to enter employment voluntarily and freely, without threat or menace of penalty.

1.2 There shall be no private or state-led forced labour, whether bonded or prison labour, or trafficking of

persons for the purposes of forced labour.

1.3 Workers shall not be forced to work as a means of political coercion or as punishment for expressing

political or religious views or holding caste or ethnicity.

1.4 Suppliers will not require workers to pay recruitment costs or fees, or to lodge financial deposits or their

identity papers with their employer to secure or retain employment:
Recruitment fees include:

e Payments for recruitment services offered by labour recruiters;

e Payments made in the case of recruitment of workers for third parties;

e Payments made in case of direct recruitment by the employer;

e Related costs of recruitment, referral and placement within or across national borders, such as but
not limited to: medical costs, insurance costs, cost for skills and qualification tests, costs for

training and orientation, equipment costs, travel and lodging costs and administrative costs.

If requested by the worker, employers may provide secure storage for identity papers, however workers must

be free to access them at any time upon request.

1.5 Workers have the freedom to terminate employment by means of reasonable notice (in accordance with
national law or collective agreement) at any time, without penalty. Employers shall not use means to restrict

workers’ ability to terminate employment.

1.6 Coercion shall not be used to physically confine or imprison workers to the workplace or related premises
or dormitories. Mandatory residence in employer-operated residences should not be made a condition of

employment.
1.7 Where private or state recruitment agencies are used, the employer shall ensure:

e Workers are entering employment voluntary and freely, and are not at risk of forced labour or
trafficking for the purposes of forced labour.

e Feesor costsrelated to recruitment are not borne by workers either directly or indirectly.

e Agents and sub-agents are subjected to due diligence checks to ensure they are not requiring workers
to pay any form of recruitment fee. If any fees are found to have been paid by workers, suppliers

should immediately reimburse affected workers.
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e That they have a clear written agreement with any labour provider to ensure that all clauses in this
PRH UK Supplier Code of Conduct are applied to all workers that are employed via those labour

providers.

2.Freedom of Association and The Right to Collective Bargaining Are Respected
2.1 Workers, without distinction, have the right to join or form trade unions of their own choosing and to

bargain collectively. They also have the right to choose not to join a trade union.

2.2 The employer shall adopt an open attitude towards the activities of trade unions, their organisational

activities, and recruitment of members.

2.3 Workers representatives are not discriminated against and have access to carry out their representative

functions in the workplace.

2.4 If the right to freedom of association and collective bargaining is restricted under law, the employer does
not hinder the development of parallel means for independent and free association and bargaining within the

law.

3. Working Conditions Are Safe and Hygienic

3.1 Asafe and hygienic working environment shall be provided, relative to any specific hazards inherent in the
work being undertaken. Adequate steps shall be taken to prevent accidents and injury to health arising out of,
associated with, or occurring in the course of work, by minimising, so far as is reasonably practicable, the

causes of hazards inherent in the working environment.

3.2 Where required, workers shall receive regular and recorded health and safety training relevant to their

work, and such training shall be repeated for new or reassigned workers.
3.3 Access to clean toilet facilities and to potable water. Hygienic facilities for food storage shall be provided.

3.4 Accommodation, where provided, shall be clean, safe, and meet the basic needs of the workers.

4. Child Labour Shall Not Be Used

4.1 There shall be no recruitment of child labour.

4.2 If any incidence of child labour is identified in the supply chain of the supplier, the employer shall make
Penguin Random House UK formally aware and participate in a programme to transfer any children involved in

child labour into quality education until they are no longer children.
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4.3 Children and young persons under 18 shall not be employed at night or in hazardous conditions.

4.4 In this Code, “child” means anyone under 15 years of age, unless national or local law stipulates a higher
mandatory school leaving or minimum working age, in which case the higher age shall apply; and “child
labour” means any work by a child or young person, unless it is considered acceptable under the ILO Minimum

Age Convention 1973 (C138).

5. Minimum Wages Are Paid
5.1 Wages and benefits paid for a standard working week meet, at a minimum, national legal standards, or
industry benchmark standards, whichever is higher. In any event wages should always be enough to meet

basic needs and to provide some discretionary income.

5.2 Before entering employment, all workers shall be provided with written and understandable information
about the basis and calculation of their wages and any deductions to be made from them. Then, each time

they are paid, workers are given written particulars of their wages for the pay period concerned.

5.3 Wages shall be paid in full directly to the worker and should be paid in legal tender on at least a monthly
basis. Payment in the form of vouchers, coupons, promissory notes, or other “in-kind” goods or services are

prohibited, unless authorised by an evidenced collective agreement.

5.4 Deductions from wages as a disciplinary measure, or to pay off incurred or inherited debt, shall not be
permitted, nor any other deductions without the expressed permission of the worker concerned, unless
required by law. All disciplinary measures should be recorded. Any permitted deductions must be fair and
reasonable, meaning that they do not compromise the employee’s ability to ensure a decent living income for

themselves and their family or bring their total remuneration below the minimum wage level.

5.5 Suppliers will provide mandated benefits to all workers as required by local law and terms of employment
such as annual leave, sick and maternity leave, social security and childcare. Suppliers will accurately calculate
employment taxes and social costs and pay those taxes and costs to the appropriate authority in a timely

manner.

6. Working Hours Are Not Excessive
6.1 Working hours must comply with national laws, collective agreements, and the provisions of 6.2 t0 6.6

below, whichever affords the greater protection for workers.
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6.2 Working hours, excluding overtime, shall be defined by contract, and shall not exceed 48 hours per week’.

6.3 All overtime shall be voluntary. Workers should not be forced to work overtime under the threat of penalty

or dismissal.

6.4 Overtime shall be used responsibly, considering the following: the extent, frequency and hours worked by
individual workers as well as the whole workforce. It shall not be used to replace regular employment.
Overtime shall always be compensated at a premium rate, which is recommended to be not less than 125% of

the regular rate of pay.

6.5 The total hours worked in any seven-day period shall not exceed 60 hours, except where covered by clause

6.6 below.

6.6 Working hours may exceed 60 hours in any seven-day period only in exceptional circumstances where all

the following are met:

e thisisallowed by national law.

o thisisallowed by a collective agreement freely negotiated with a workers’ organisation representing a
significant portion of the workforce.

e appropriate safeguards are taken to protect the workers’ health and safety; and the employer can
demonstrate that exceptional circumstances apply such as unexpected production peaks, accidents,

or emergencies.
6.7 Workers should receive at least one day off in every 7 consecutive days.
6.8. Workers should receive meal breaks of at least 30 minutes every day.
6.9. Workers should be provided with at least 10 consecutive hours rest in a predefined 24-hour cycle.

6.10. Workers will receive the paid holiday to which they are contractually entitled without detriment

7. No Discrimination Is Practiced
7.1 There is no discrimination in recruitment, wages, access to training, promotion, termination, or retirement
based on race, caste, national origin, religion, age, disability, gender, marital status, sexual orientation, union

membership, political affiliation or on any other basis unrelated to the ability to do the job.

1 International standards recommend the progressive reduction of normal hours of work, when appropriate, to 40 hours per week,

without any reduction in workers’ wages as hours are reduced.
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7.2 Suppliers will not subject workers or potential recruits to mandatory health tests such as (but not limited to)
for HIV/Aids or pregnancy that have no relevance to the job function and / or are not required by national laws

or regulations.

8. Regular Employment Is Provided
8.1 Workers should be employed under a formal and lawfully recognised contract appropriate for their

working arrangements. Regular work will be offered based on the parameters defined in said contracts.

e Contracts will be provided in the worker’s native language.
o  Work performed must be based on recognised employment relationship established through national

law and practice.

8.2 The employer should not attempt to avoid the normal obligations of employer to employees under labour
or social security laws and regulations by replacing the regular employment relationship with arrangements
such as: labour-only contracting, subcontracting, home-working, apprenticeship schemes with no real intent

to impart skills or provide regular employment, or excessive use of fixed-term contracts of employment.

9. No Harsh or Inhumane Treatment Is Allowed
9.1 Physical abuse or discipline, verbal abuse, the threat of physical abuse, sexual or other harassment and

other forms of intimidation are not permitted and not practised.

9.2 Disciplinary measures should not include sanctions that result in an obligation to work.

10. Unauthorised Subcontracting Is Not Permitted
10.1 Unless otherwise set out in any agreement between us and the supplier, subcontracting is only permitted

with our prior approval in writing in respect of each proposed sub-contractor for any order.

10.2 Any licensor or other business partner of Penguin Random House UK may have additional requirements
with respect to sub-contracting for specific products, and the supplier will comply with such additional

requirements where Penguin Random House UK has notified the supplier of them.

10.3 All declared and approved subcontractors must comply with this the principles outlined in the PRH

Supplier Code of Conduct and must hold the FSC Chain of Custody certification.
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11. Migrant Workers

11.1 For any migrant workers employed overseas, our suppliers have a duty to inform them of the basic terms
of their employment and issue them with a contract in their native language before they travel. The contract
must not be changed in any form on arrival at their destination of employment unless these changes are made

to meet local law and provide equal or better terms.

11.2 Suppliers will ensure that migrant workers have the legal eligibility to work in the countries, regions and

for the employers/clients they are deployed to, and in the job role they are hired for.

11.3 Suppliers will ensure equality of opportunity and treatment in respect of employment and occupation,

social security, trade union and cultural rights, and individual and collective freedoms for migrant workers.

11.4 Suppliers must ensure that the recruitment process for overseas migrant workers employed through
brokers/agents or employed by the factory complies with legal requirements (in both the origination and

destination country) and is free from human trafficking activities, and complies with clause 1.4.

11.5. The charging of recruitment related fees to foreign migrant workers, either directly or indirectly, is
prohibited as set out in clause 1.4 above. Suppliers will not recover recruitment costs from workers, such as

foreign worker levies, even where this is allowed by local laws.

12. Worker Grievance Mechanism
12.1 Suppliers will provide an anonymous complaint mechanism for employees including indirectly employed

workers to report workplace grievances.

12.2 Suppliers will ensure any workplace grievances raised by employees remain confidential, that
employees’ rights to raise grievances are protected and that no ill effects will arise because of whistleblowing

to the employee in question.

13. Training
13.1 Suppliers will provide relevant information, instruction, and regular training for all employees, to ensure
health and safety onsite and to raise awareness of potential risks, including training in the safe use of

machinery and equipment.

13.2 Suppliers will communicate emergency and evacuation procedures to workers in a language that the

workers understand.
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14, Anti-bribery and corruption
14.1 Suppliers shall condemn any form of corruption and bribery. Any form of active or passive corruption is

prohibited, irrespective of whether it concerns public officials or occurs in other business dealings.

15. Data Privacy

15.1 Suppliers will ensure that they comply with all national laws and regulations as well as the principles of
confidentiality, necessity and proportionality regarding the collection, processing and storage of workers’

personal data.

I have read the Penguin Random House UK Supplier Ethical Code of Conduct and confirm that we have
understood the requirements of the policy and comply with them.

Company Name:

Name of Signatory:

Position:

Signature:

Date:
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Definitions

Child or children

Defined as a person or persons yet to reach their
15th birthday, or any higher age specified in national
or local law for completing mandatory schooling, or
beginning full time work. In strictly limited
circumstances, where national and local law sets a
minimum working age of 14 years ILO Convention
138, relating to developing country expectations, can

support this lower minimum age definition.

Child worker or Child labour

A child who is not legally entitled to work, who is
below the minimum age of employment or under the

age of 15, if this is higher.

Hazardous work

Work which, by its nature or the circumstances in
whichitis carried out, is likely to harm the health,
safety, or morals of children or young people. This
includes handling chemicals, working with heavy
machinery or electrics, working in confined spaces,
at height or in extreme temperatures, being exposed
to dusty environments, fumes or loud noise, lifting

heavy loads, working overtime or working at night.

Subcontractor

Any third party entity that is contracted by our first
tier manufacturer to produce or process any element
of a product. Such 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.

Supplier
A first tier 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.

Young worker
A person legally entitled to work, who is 15 years old
or above the minimum age of employment and

below the age of 18.
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