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This Guide is applied to suppliers doing business with Samsung SDS,
their supply chain, and subcontractors (including labor dispatch agencies).
All suppliers shall make every effort to supervise and support their supply

chain and subcontractors (including labor dispatch agencies) so that they
comply with the Guide.




1 Labor & Human Rights e

1.1 } Freely Chosen Employment

1) Definition

All work must be voluntary. Forced, bonded (including debt bondage) or indentured labor, involuntary
prison labor, slavery or trafficking of persons shall not be used. This includes transporting, harboring,
recruiting, transferring or receiving vulnerable persons by means of threat, force, coercion, abduction
or fraud for the purpose of exploitation. Workers must not be required to surrender any government
issued identification, passports, or work permits as a condition of employment. In addition, labor
conditions must be provided in written form to the workers in the language that they are able to
understand.

|__,f9 Terms

Worker A person who is working for wages, regardless of any kind, in the supplier's
business or at the supplier's workplace.

Employment contract A contract between the supplier and worker, which stipulates that the
worker provides labor and the supplier pays wages for compensation.

Foreign worker A worker whose nationality or country of origin is different from the country
where the supplier's workplace is located.

Labor dispatch agency A company who is hiring, providing, managing workers for supplier under
contract and in exchange for financial compensation.

Dispatch worker A worker who is not employed by the supplier but is employed by labor
dispatch agency and works at the supplier's workplace.

2) Guide

(® Policy and Procedures

Supplier shall establish adequate policies and procedures to ensure that any type of forced, bonded
(including debt bondage), involuntary prison, or trafficked labor is not used.

In the case of hiring workers through a labor dispatch agency, the Supplier shall only conduct
business with labor dispatch agencies which have legal and valid licenses and shall enter into a
labor dispatch contract with the agency.

The Supplier shall require a labor dispatch agency to have documented policies and procedures in
compliance with this Guide, and systems of monitoring compliance with the relevant policy shall be
in place.

All workers and labor dispatch agencies shall be trained with restrictions on forced labor and have
relevant training records.
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@ Employment Contract

Workers including foreign workers shall conclude an employment contract in their native language
that is easily understood.

The following details shall be included in a written employment contract, illegal terms and
conditions (e.g. Terminating a worker’s employment solely based on her pregnancy status) that go
against local laws shall not be included:

- Company name, address, legal representative or responsible person
- Worker’s name, address, identity card or other identification cards’ number

- Composition items and calculation method of wage (base pay, other allowances such as overtime
allowance, wage deduction, etc.), payment method

- Term of Employment, revocation of contract/resignation procedures and clauses

- Details of work, regular working hours and break time

- Legal holidays or days off

- Welfare benefits (Social insurance, accommodation, meal, transportation, working clothes)
- Working conditions set by other local regulations

Before the start of worker’s employment or during a period designated by local regulations (e.g. In
China, within one (1) month after joining a company), the Supplier shall conclude a written
employment contract directly with a worker and give the worker one (1) original contract document.

Documents (e.g. receipt confirmation) guaranteeing that a worker receives a written employment
contract shall be kept.

For a foreign worker, terms and conditions of employment contract shall be provided to foreign
worker before departure from their home country or region.

After conclusion of this employment contract, it cannot be changed to worse conditions (e.g. low
wages, relocation to other production facility, imposition of unnoticed fees such as
accommodation/meal, etc.).

The Supplier must check if a dispatch worker concluded an employment contract with labor
dispatch agency in a legal manner, and a copy of the written contract shall be kept.

Documents about registration of workers and employment contract shall be kept during the statute
of limitations.

(® Restrictions on Keeping Workers’ Original Personal Documentation

Under no circumstances can the Supplier request the transfer of workers’ original personal
documentation (e.q., Passport, work visa/permit, identification, social security/insurance
cards/documents, birth certificate, wage cards, bank documents, etc.)

If needed, the Supplier shall manage a copy of personal documents with a worker’s consent, and if
the statute of limitations has expired, it shall destroy the copy of personal documents immediately.



1. Labor & Human Rights

- In the case that local law requires employers to hold foreign workers’ personal documents or in the
case of foreign workers’ voluntary request for keeping their personal documents, relevant
procedures shall be in place for safe keeping. Personal documents must not be tampered with or
damaged in any way. In addition, procedures (e.g. management of personal document access
records) ensuring workers are guaranteed the return of their documents within twelve (12) hours of
the request shall be in place.

- Under no circumstances shall a fee for the safe keeping of personal documents be imposed on
workers.

- Aplace to keep workers’ personal documents in a safe manner shall be provided.

- Policy and procedures for complying with items mentioned above shall be established and
maintained.

@® No Unreasonable Restrictions on Freedom of the Movement

- Except for cases allowed for worker safety or by local regulations, there shall be no unreasonable
restrictions on the movement of workers such as toilets, drinking water, external medical facilities,
factory/dormitory exit and entry. Movement to/from toilets or drinking water should not be allowed
except for at certain times, and non-coercive restrictions system such as toilet passes shall be
operated.

- Factory/dormitory exits shall be always open to ensure that workers can escape from these areas in
emergency situations such as fire, etc.

- Workers shall freely move to and from dormitory or in/out of the facility when not engaged in work.

1.2 } Young Workers

1) Definition

Child labor is not to be used. The term "Child” refers to any person under the age of 15, or under the
age for completing compulsory education, or under the minimum age for employment in the country,
whichever is greatest. If any child labor is detected, the Supplier shall immediately take required action
steps. The Supplier shall immediately stop such child labor and improve the reviewing process
regarding the age of the worker during recruitment.

Young workers over the legal minimum age for employment may be hired, however, young workers
under the age of 18 shall not perform work that is likely to jeopardize the health or safety of young
workers, including night shifts and overtime,
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|__,§> Terms

Young worker A worker older than legal minimum age for employment in the country or 15
years of age, whichever is greatest, but who is younger than 18 years of age.

Educational institution ~ An institution which offers programs of that lead to a certification, degree, or
diploma which is at least 1 academic term.

Night work Any work carried out between 10:00 p.m. and 5:00 a.m.

Hazardous work Certain sectors and occupations which are more dangerous than others
including underground, underwater, dust, high place, high temperature, low
temperature work and noise processing, chemicals/radio substance handling,
works with vibration equipment, etc.

2) Guide

@ Policy and Procedures

Under any circumstances, the Supplier shall prohibit child laborers from being hired, and shall
document and hold a child labor prohibition policy specifying the legal minimum working age.

All workers shall be trained on the child labor prohibition policy, and training materials/records shall
be kept.

The Supplier shall ensure the child labor prohibition policy is permanently posted at the entrance of
workplaces, dormitories, cafeterias, and lounges in order to share the policy with all workers. Ways
(hotline, etc.) of reporting anonymously if any child labor exists at workplace shall be provided.

(® Employment Process

An employment process which can check identity of applicants in order to block any attempt to hire
a child laborer shall be established and implemented.

Age-verification shall be based on visual verification of government-issued photographic ID, and its
validity shall be verified through cross-checking the following methods.

- Verification through Internet or local government offices

- Government-issued birth certificate, voting registration card

- “Official stamped” copy of a school certificate

- Government-issued documents which can confirm date of birth, such as foreigner work permits

A face to face interview shall be conducted for all applicants. In case any applicant is suspected as a
child during an interview, the Supplier shall verify the applicant by asking the following questions
based on personal information identified through ID card, etc.

- Please tell me your ID card number.

- Which year were you born?

- Where is your hometown?

- How old are your siblings?

- Which year did you enter school?

- Which school did you attend?

- Where did you work before you applied here?
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The following documents related to the employment process shall be kept.

- Job application letter, a copy of ID card

(® Measures Taken if Child Labor is found

If a child laborer is found at the workplace, the Supplier shall immediately stop the child from
working and notify Samsung SDS.

The Supplier shall verify the employment process again and improve the process.

@ Protection of Young workers

The Supplier can hire workers under the age of 18, except for children. However, considering that it
is difficult to take protective measures for young workers (prohibition on overtime work, etc.) in
reality, it is recommended that hiring young workers shall be carefully considered. If the Supplier
hires young workers, the Supplier must comply with a process for protecting young workers.

To protect the health and safety of young workers, a young worker protection process prohibiting
overtime, night work or hazardous work and requires health checks according to local regulations
shall be complied with.

Working records of young workers shall be separately managed, and young workers shall be
distinguished from others through working clothes or name tags, etc.

In case of requesting the registration/report of young workers in accordance with local regulations
when hiring young workers, the Supplier shall comply with relevant requirements.

1.3 } Working Hours

1) Definition

Working hours are not to exceed the maximum set by local law. Further, a workweek shall not be more
than 52 hours per week, including overtime, except in an emergency or unusual situations.

Workers shall be allowed at least one day off every seven days.

|__,f9 Terms

Rest day Twenty-four (24) consecutive hours where workers do not work.

Emergency or unusual situations  Incidents or situations which are difficult to produce goods in a
normal way due to natural disasters (e.g. earthquake, flood, fire), state of national
emergency, political instability, etc. or cause production line to stop due to
unpredictable equipment breakdown, power failure, raw material/component shortages
or quality issues. Situations (e.g. demand increase, changes to the contract, etc.) that
suppliers can predict or adjust through negotiation are not included.
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2) Guide

@ Policy and procedure

Excessive working hours may not only have a bad impact on the health of workers, but may also do
harm to both workers and the Supplier such as accidents, quality problems, reduced productivity,
etc. Therefore, policy and procedures that can record, operate and manage working hours and
holidays of workers shall be established.

Working hours shall be recorded and managed accurately through working hour recording systems
including commuter card checks, etc.

Working hour recording system shall be able to identify workers who are expected to work more
than the maximum working hours per week, and to prevent these workers from working more than
the maximum hours by warning the workers and managers in advance.

If it is expected that production will increase, the Supplier shall establish measures including
supplementing workers to meet the needs in advance so as to meet the requirements relating to
working hours and holidays.

Workers shall be able to check their working hour records. If any problem is found, they may be
able to raise objections to it so as to modify it.

Procedures for receiving a worker’s consent in advance regarding overtime work shall be
established. For all overtime work, the Supplier shall get workers’ consent voluntarily, and should
not force them to work overtime against the will of workers. In the case a worker refuses to work
overtime, the Supplier must accept it. It shall ensure that workers who refuse to work overtime do
not have any disadvantages, such as depriving these workers of overtime opportunity later or being
punished like penalty, disciplinary actions, etc.

Adequate policy and procedures for legally mandated annual holidays, sick leave, maternity leave,
mandated meal and rest breaks shall be in place, and relevant details shall be shared with all
workers in worker training, worker handbooks, notice board posting, etc.

@ Working Hours

Workweeks are not to exceed the maximum set by local law. Further, a workweek shall not be more
than 52 hours per week agreed upon by the parties, including overtime, except in emergency or
unusual situations.

Like the following examples, the calculation of working hours including workers’ waiting time under
the direction and supervision of the Supplier, etc. shall be reflected in their monthly wages.

- Time which a worker spends staying at production lines regardless of operation of production
facilities

- Waiting time before and after training, production planning meeting, daily meeting and shiftwork.

- Time which a worker spends staying at the place managed by suppliers to perform tasks.
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(® Guaranteeing at least one day off every seven days

- Workers shall be provided with at least one day off every seven days except for emergency or
unusual situations.

- In the case that the Supplier does not offer days off to workers, reasonable reasons shall be
provided.

- The maximum consecutive days worked shall not exceed six days

@ Guaranteeing legal holidays and rest breaks

- The Supplier shall guarantee that workers can use 100% of legally mandated annual holidays and
compensate them for unused holidays in accordance with local regulations.

- Sick and maternity leave shall be provided in accordance with local regulations.

- Rest breaks shall be guaranteed in compliance with local regulations. If there is no local regulation,
it is recommended that workers shall be given a 10-minute break or more every two hours.

- Time allotted for lunch shall be guaranteed according to local regulations. If there is no local
regulation, it is recommended that workers shall be given one hour.

1.4 } Wages and Benefits

1) Definition

Compensation paid to workers shall comply with all local laws, which shall include those relating to
minimum wages, overtime hours and legally mandated benefits. All overtime work must be voluntary
under worker’s consent. In compliance with local laws, workers shall be compensated for overtime at
pay rates greater than regular hourly rates.

Deductions from wages as a disciplinary measure shall not be permitted.

The basis on which workers are being paid and itemized earnings must be provided in a language that
workers are able to understand, via pay stub, similar documentation or Supplier intranet
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(& Terms

Minimum wages Legally mandated minimum pay per hour/week/month, excluding allowance,
overtime pay, and bonuses.

Regular hours Normal hours worked determined by local law and regulations, or in the
absence of such laws, as defined by contractual agreement between supplier
and worker (e.g. 8 hrs/day, 40 hrs/week).

Overtime hours Amount of time worked beyond regular hours.

Overtime pay Wages for overtime hours. Workers shall be compensated for overtime at pay
rates higher than regular hourly rates. In the case that local regulations exist,
overtime pay shall be paid in accordance with relevant regulations.

Benefits Except for wages of regular working hours and overtime hours, benefits

additionally provided to workers. Allowance, paid/unpaid holidays, social
insurance, retirement allowance, performance-related pay, bonus, housing,
and transportation are included.

Disciplinary deductions Fines or wage cuts as a disciplinary measure, non- payment due to late arrival
or absence, is not included.

2) Guide

@ Policy and Procedure

Adequate policy and procedures which accurately record working hours of all workers and pay
accurate wages for working hours shall be established.

The Supplier shall establish adequate policies and procedures for regulations on wages, social
insurance, allowance and other benefits, calculation methods, payment date, payment method, etc.

All relevant details shall be shared with workers in training sessions, worker handbooks, notice
board posting, etc.

When errors in wage calculation occur, policy and procedures which correct errors shall be
established and managed. Procedures ensuring that any workers can make objections to errors and
correct them shall be provided.

The Supplier shall require labor dispatch agencies to hold documented policy and procedures in
order to comply with this Guide and continuously evaluate if agencies comply with relevant policy
and procedures.

@ Accurate Wage Payment

All workers shall be paid at or above the minimum wage for regular working hours.

All workers shall be compensated for overtime by reflecting overtime pay rate into an hourly rate
based on total amount of wages or regular wages according to local regulations.

In the case that the Supplier’s pay system is performance-based wages, all workers shall be
guaranteed at or above minimum wages for regular working hours regardless of achievement of
target. Overtime pay shall be paid according to local regulations.
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In the following instances, the workers’ waiting time under the direction and supervision of the
Supplier to perform tasks shall be reflected in their monthly wages.

- Time that a worker spends staying in production lines, regardless of operation of production
facilities

- Waiting time before and after training, production planning meeting, daily overview meeting and
shiftwork

- Time that a worker spends staying at the place managed by the Supplier to perform works

Wages shall be paid at the designated date once a month or more, and its payment date cannot be
delayed.

All payments, including wages and severance pay, shall be made no later than 30 days after
worker’s final working day or in compliance with local regulations.

Allowances such as overtime pay, pay for work in high temperatures, shift pay, etc. shall be
accurately paid to all workers according to local regulations.

Wages shall be paid to a worker’s bank account or directly to a worker, and should not be paid to a
third party.

The Supplier shall ensure that labor dispatch agencies pay accurate wages to dispatch workers and
continuously check if agencies comply.

Pay slips or other equivalent proof of payment shall be kept during a statute of limitations, and any
workers shall be able to freely read them.

® Provision of Pay slips

Workers shall be provided with pay slips that clearly indicate compensation, including regular working
hours, overtime hours, hourly rate, legal pay, detail of deductions, detail of benefits, etc. in an
understandable language, form or with wage information via on-line system in which workers can
freely read relevant information.

@ Provision of Legal Social Insurance

Social insurance shall be paid by complying with payment standard according to local regulations.

All the relevant details including payment standard of social insurance, burden charge of worker
shall be shared with workers in worker training, worker handbooks, notice board posting, etc.

Relevant documents including details of payment of social insurance shall be kept during the statute
of limitations.

The Supplier shall require labor dispatch agencies to pay social insurance for dispatch workers in an
accurate manner and continuously evaluate if agencies comply.






