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1. Introduction

Caprice Australia Pty Ltd (Caprice) is a leading Australian supplier of bed linen, licensed product,
drapery, blinds and hardware, ready-made furnishings, sheers, crafts, furniture, bags, footwear,
apparel, commercial and furnishing fabrics.

Established in 1959, as a family owned business, Caprice revolutionised the soft furnishing industry
in Australia to become the first manufacturer to produce continuous sheer curtain fabric. Through
strategic acquisition and internal expansion, Caprice has successfully grown into a multi-category
business across generic, licensed and branded product.

In an increasingly competitive environment, our diverse product range allows Caprice the unique
ability to offer cross category solutions, which along with targeted marketing initiatives and strong
partnerships with leading retailers, brands and licensors, have ensured that Caprice remains a
market leader across all major categories.

We are dedicated to the design, sourcing and production of products that meet stringent ethical
sourcing and quality standards. This supplier manual provides important information for our supplier
factories on the requirements of our ethical sourcing program.

2. The Caprice Ethical Sourcing Program

Caprice Australia (Caprice) is committed to ensuring socially and environmentally responsible sourcing
practices across our entire supply chain in accordance with the law, international obligations, and our
customer and licensor compliance requirements.

To support this commitment, Caprice has established an Ethical Sourcing Program. The program is
divided into three levels of action: Prevent, Detect and Respond. It is supported by a strong
governance structure, with clearly defined program objectives, and roles and responsibilities. The ES
Program applies to all suppliers contracted by Caprice to supply merchandise to, or on behalf of,
Caprice.

Caprice Australia Ethical Sourcing Program

Program Governance, Objectives
Roles & Responsibilities

Prevent Detect Respond
- ESRequirements - Factory Registration and - Incident Management
- Ethical Sourcing Code Onboarding - Program Reporting
- ESPolicies (Chemical, Animal - Audits - Continuous Improvement
Welfare, Transparency) - Purchase Order Rule
- Training - Whistleblower Line

CAPRICE AUSTRALIA SUPPLIER MANUAL V1 SEPTEMBER 2021 3 CAPRICE
_ LI AN




3.  Ethical Sourcing Code

The Caprice Ethical Sourcing Code (‘ESC’) includes minimum requirements and expectations that all
suppliers must meet as a condition of doing business with Caprice. The ESC has been designed to meet
and exceed the compliance requirements of our customers and licensors by ensuring our suppliers
respect: internationally recognised labour standards and human rights obligations; business ethics; and
principles of environmental sustainability.

To view the full Code, please see Ethical Sourcing — Caprice Australia Pty. Ltd.

All suppliers are provided with a copy of the ESC during the onboarding process and must be familiar
with its requirements. The ESC forms part of the contract with our suppliers via a certification, which a
supplier is required to sign during onboarding (see Appendix 1).

We expect our suppliers to be honest and transparent in their dealings with us and to commit to making
continuous improvements in their operations.

Code Poster and Worker Hotline

A summary of the core principles of the ESC is available in A3 poster format in local languages (see
here). Supplier factories are required to display the ESC poster in a location that can be seen by all
factory workers.

The poster includes details of the Caprice factory worker grievance mechanism. Each report made
using the mechanism is investigated and followed up in accordance with an investigation procedure
deigned to ensure a speedy and adequate response (objective 30 days), as well as procedural fairness to
the parties involved. Where the complainant’s identify is disclosed, they will be notified of the
investigation outcome.

Reporting Violations

Any person, including factory workers, may report actual or suspected violations of the ESC to
Caprice via our Compliance Team:

compliance@caprice.com.au

All reports will be followed up. The identity of anyone who makes a report will be keep strictly
confidential, unless requested otherwise.
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4.

Factory Registration and Onboarding

Caprice supplier factories are registered and onboarded according to the process outlined below.

with Caprice and
Customer (if
required)

customer (if required). Sales Team notify
compliance team of registration commencement.
Compliance Team asks factory to register in
Caprice system (3 Clicks).

After the factory is registered in 3 Clicks,
Compliance Team email IT team and request to
activate factory in 3 Clicks.

Task Indicative Timeline
Factory Sourcing Factory is sourced by Sourcing Team or a Caprice Day1
Agent.
2 Factory Profile Compliance Team arranges for factory to Week 1
Form complete Caprice Factory Profile Form (see
Appendix 2).
3 Factory Vetting Compliance Team conducts factory vetting Week 2
Process process using new Factory Vetting Questionnaire
(see Appendix 3).
4 Production Compliance Team confirm factory’s capability in Week 2
Capability meeting required production requirements based
N on vetting questionnaire.
Sourcing and Sales Teams notified of results.
5 ES onboarding Compliance Team provide factory with ES Week 3
pack & Training onboarding pack.
Compliance Team provide/assign factory with
Caprice ES training.
6 Compliance Compliance Team arrange for factory to sign Week 3
Certifications Caprice ES compliance certifications/
declarations:
o Ethical Sourcing Compliance Declaration (see
Appendix 1)
o Chemical Compliance Declaration (see
Appendix 4)
7 Factory registered Sales Team commence factory registration with Week 4
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Compliance Team email finance team and
request register factory in Caprice ASW.
Factory is registered with Retail Customer if
required.

8 (a)

ES Audits

If required, Customer/licensor conducts or
mutually recognises ES audits
In the event no customer/licensor ES audits:
o Valid mutually recognised audit accepted
by Caprice; or
o Compliance Team arranges/conducts ES
audit of factory against Caprice audit
checklist.
Compliance Team manage Audit process and
CAP follow up

(see section 5 below)

Week 4-5

8(b)

Technical audits

If required, Customer/licensor conducts or
mutually recognises technical audits.

Week 4-6

Factory Approved
for Production

Factory approved (via email) for production by:
o Compliance Team;

o Customer/Licensor (if required); and

o Managing Director.

Compliance Team notify Sourcing and Sales
Team factory approved.

Factory approval confirmed in 3 Clicks by
Managing Director. Factory approved for
production.

Week 7
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5. Ethical Sourcing Audits

All Caprice supplier factories must have a valid ES audit. The Following ES audits are undertaken,
facilitated or accepted by Caprice:

Type

Customer/Licensor
Audits
(Onboarding or
Unannounced)

Mutual Recognition
Audits
(Onboarding)

Caprice ES Audits
(Onboarding)

Description Audit Renewal

Due

o When required, Caprice will facilitate  As per customer

3 party ES audits required by a requirements
customer or licensor.

Audits may occur during factory on
boarding or during the course of
factory production (e.g. random
unannounced audits).

Minimum audit rating set by
customer/licensor.

Some customers/licensors permit
mutual recognition of other 3 party
audits.

In the absence of any specific Renewal when
customer/licensor audit requirements, MR audits require
Caprice will mutually recognise audits renewal

for factory onboarding purposes.

Following audits are mutually

recognised: BSCI, SMETA, SA8000,

WRAP, ICTI, FLA, Kmart/Target Aust,

Disney ILS, Walmart RS.

Accepted audit rating at Caprice

discretion. No CNC issues permitted.

Mutually recognised audits must be

valid and current.

In the absence of any specific As per Caprice
customer/licensor audit requirements  audit rating
or mutually recognised audit, Caprice = system

will require a factory to undergo a

Caprice ES audit for factory

onboarding.

Audit rating as per Caprice audit

rating system.

CAPRICE AUSTRALIA SUPPLIER MANUAL V1 SEPTEMBER 2021

Audit Costs

Cost paid by
factory

Cost paid by
factory

Cost paid by
Caprice




Caprice ES Audits e Caprice may undertake unannounced N/A Audit costs paid
(Unannounced) ES audits at anytime. by Caprice
e Audit rating as per Caprice audit
rating system

Caprice sub- e Caprice may undertake unannounced N/A Audit costs paid
contracting 3" party sub-contracting verifications by Caprice
Verifications at any time.

(Unannounced)

Caprice Audit Rating System

The Table below sets out the Caprice Ethical Sourcing traffic light grading system used for the
purposes of Caprice Supplier factory ES audits and mutual recognition. Caprice retail
customers and licensors may have their own grading systems.

Rating Description
Green Approved (2 years): No issue or only minor issues identified.
Yellow Conditionally approved subject to CAP (1 year): One or more major

issues identified.

Orange Factory on probation subject to CAP (six months):

e One or more Major (cat 1) identified.

e Significant number of major issues identified [e.g. more than
10]

Audit fail
e Critical Non-Compliance (CNC)
e Unacceptable number of major or major (cat 1) issues
identified

Critical Non-Compliance (CNC)

Caprice has designated the following issues as a critical non-compliance:

e Bribery
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e Child labour

e Forced/Bonded labour

e Physical abuse

Un-authorised subcontracting

Life threatening health and safety issues
Building integrity issues endangering human life
lllegal migrant workers

e lllegal Restricted movement of workers

6. Registering factories in 3 Clicks

All Caprice supplier factories must register their factory details in 3 Clicks as part of the onboarding
process. 3 Clicks is the online platform through which Caprice will place and manage purchase orders
with your factory.

To register your factory please got to: www.3clickscloud.com/login and click on the “Join” icon. You will
then be prompted to enter your company’s details as well as the person who will be the 3 Clicks site
administrator for the factory.

® & https://www.3clickscloud.com/login o em e W

EFWE Explore Learn Pricing About Directory @ Log In

3 Clicks

3 Clicks is also the platform through which the Caprice Compliance Team will manage the ES and
technical audit CAP process. It includes a Manual in which supplier factories will be able to access
important ES and Quality documents such as the ES Code and the ES Code poster in multiple
languages.
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7. Unauthorised Subcontracting

Factories must not subcontract, outsource or use homeworkers in production of Caprice orders without
prior authorisation from Caprice. Prior authorisation for the use of subcontractors must be obtained from
Caprice in writing and on the condition that subcontractors comply with the Caprice Ethical Sourcing
Code. Caprice may determine that the subcontractor is subject to the Caprice ES audit requirements.

For the purposes of the Code, subcontracting refers to the outsourcing of major production processes. It
does not refer to outsourcing of ancillary processes.

a. Examples of major production processes include but are not limited to: cutting; sewing;
main componentry assembly; processing ingredients into a product; refining raw materials
into a product; finishing and packing processes.

b. Examples of ancillary production processes include but are not limited to: fabric/raw
material procurement; mould making; printing; embroidery; dying and washing.

Subcontracting includes outsourcing to (a) factories of facilities owned by a third party, (b) factories or
facilities owned by a Caprice supplier, which have not been registered with Caprice; and (c) use of
homeworkers.

8. Caprice Chemical Policy and Declaration

The Caprice Chemicals Policy sets out additional requirements our suppliers must follow regarding use of
chemicals and restrictive use of hazardous chemicals in the interests of consumer safety and minimizing
the environmental impacts of our products. To view the Policy, see here.

Supplier factories are required to sign an annual Chemical Compliance Declaration (see Appendix 4) to
confirm their compliance with the Policy. To confirm chemical compliance, either of the following means
can be used to provide evidence the product complies with the Caprice minimum requirements for
Hazardous Chemicals:

e Sample and test the product with a 3rd party independent testing laboratory in accordance with
the test methods quoted above. Submit the test reports to Caprice QA Team.

e Provide a current valid Oeko-Tex certificate (Baby product accept Class I, Other age group accept
Class Il). Oeko-Tex Standard 100 is an accreditation scheme validating that the dyeing, finishing
and printing process meets the GOTS environmental and sustainability requirements for textile
production.

9. Caprice Animal Welfare Policy

As stipulated in the Caprice Ethical Sourcing Code, supplier factories must ensure animals within the
supply chain are treated with dignity and respect and comply with local and national laws related to animal
welfare. Factories must also comply with the Caprice Animal Welfare Policy, which can be located here.
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10. Ethical Sourcing Transparency Policy

Supply chain transparency is a cornerstone principle of our ES program and wider sustainability
commitments. A fully transparent supply chain will assist Caprice to ensure that each supplier in the
supply chain meets our ethical sourcing and sustainability standards.

Caprice has adopted an Ethical Sourcing Transparency Policy, which sets out ethical sourcing
transparency requirements that suppliers must follow when supplying products to Caprice. The
Policy has been designed to align with the transparency requirements of our key retail customers
and licensors. The full Policy can be viewed here.

Upon request and in the form requested by Caprice, suppliers must disclose information about the
supply chain through which it, or its approved Subcontractors, manufacture the goods supplied
under any Caprice order. Such information may relate to any Tier in the supply chain and may
include, among other things:

e Name and address of any supplier in the production process (any Tier), including service
providers.

e Processes and components used in the production process.

e Materials, including raw materials used in the production process and their country or region
of origin.

e Information relating to work force composition, including number of workers, wages and
benefits, age and gender, country or region of origin.

¢ Information relating to environmental impacts of the production process or materials used
in production, such as GHG emissions, energy use, waste, water, chemicals, pollution,
impacts on biodiversity.

e Information relating to product packaging.

e Information relating to any third-party service providers used during the production process
or transportation of products.

e Information specifically required to be disclosed under the Caprice Ethical Sourcing Code.

e Information required as part of a High Risk designation (see section 10 above).

As part of its commitment to ethical sourcing and transparency, Caprice may make public or
publish any of the above information, including the name and address of any supplier in the
supply chain.

11. High Risk Designations

Section 16.6 of the Caprice Ethical Sourcing Code states that Factories must comply with Caprice
directions restricting or prohibiting sourcing activities designated as High Risk by Caprice.
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High Risk designations may apply to any sourcing activity which constitutes, or could result in, a
significant breach of Caprice ethical sourcing standards or a Caprice customer/licensor’s ethical sourcing
standards. Caprice may issue a direction which restricts or prohibits factories from engaging in a High
Risk sourcing activity.

When a High Risk designation is made, Caprice will issue a communication to factories impacted by the
designation which outlines:

o The specific sourcing activity which is deemed High Risk;

. Details on the ethical sourcing standards which are being breached, or are at risk of being
breached;

. Directions restricting or prohibiting the High Risk sourcing activity, or any other relevant
actions Suppliers must take to mitigate the risk;

. Details of any relevant compliance measures Caprice will be taking to enforce the
designation; and

. Relevant time period of the designation.

12. Ethical Sourcing Contacts

Contact the Caprice ES Team if You Have any Queries
Spring Zhang, Compliance Manager, szhang@caprice.com.cn

ES Website Link
https://www.caprice.com.au/ethicalsourcing
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Appendix 1: Ethical Sourcing Compliance Declaration (English) (Extract Only)

Caprice Australia

CAPRICE AUSTRALIAPTY LTD
ETHICAL SOURCING COMPLIANCE DECLARATION
| hereby declare that-
# | am an authorised representative of: . SOOI 1 (-3 - (e |
# | have read and understand the requirements contained in the Caprice Australia Ethical Sourcing
Code.
= Al orders placed by Caprice Australia will be produced by the Factory in compliance with the Ethical
Sourcing Code.

#» | acknowledge that Caprice Australia, or its representative, has the right to conduct audits or
assessments of the Factory (announced or unannounced) to determine compliance with the Ethical
Sourcing Code.

# | understand that should there be a critical breach of the Ethical Sourcing Code by the Factory ora
pattern of ongoing breaches indicating the Factory does not demonstrate a willingness to comply,
Caprice Australia reserves the right to:

terminate its relationship with the Factory,
o cancel any orders (without payment), or
o reject or return any orders that have not been uvsed by Caprice or its customers in the
normal course of business (with full reimbursement).
# | understand that sub-contracting ¥, without the express authorization of Caprice Australia in writing,
constitutes a anitical breach of the Ethical Sourcing Code.

*Sub-contracting
#  Subcontracting refers to the outsourcing of major production processes. It does not refer to
outsourcing of ancillary processes.
o Examples of major production processes include but are not limited to: cutting; sewing;
main componentry assemibly; finishing and packing processes.
o Examples of ancillary production processes include but are not limited to: fabriciraw
material procurement; mould making; printing; embroidery; dying and washing.
»  [|tincludes outsourcing to
o factories of facilities owned by a third party,
o factories or facilities owned by a Caprice supplier, which have not been registered with
Caprice; and
o use of homeworkers.
L Ty TS
Address: ...
Position of signatory: ..

Full name of Signatony: ..o e e es e en e
SHIMATUNE: L e

I S
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Appendix 2: Factory Profile Form (Extract only)

FACTORY PROFILE L) &4

Basic |nformati ondE £ i B

Phone i35

Factory Bulit onglir H 5:

Product Type =& B/ Gl

Main Customers B8 480

Export Marketi™ & H 1 B8

Market Percentage b O E LM

Total Factory Areagl i

Cutput per monthF =ik

Turnower per yearsE = {:

Payment Term3Eff#=

Sample LeadtimedF 5388 M5

Bulk Leadtimet %4 = 5

MACHCE R BT i

Distance from W 5§ 5588 56 9

Port of Shipmerti R0

Total Humber of WorkersZL AR

Total Production WorkersE ™ A B

Total Office Staffll2 w0 8

Sampling N InspactionE KA 8
Finishing & Packl ngfs$ A 8 Merchandi serBELiLA B
No. of Production Lines#dceb it Other ik

Crther 254 Other G4k

Production Process £ ## (Please attach the equipment |ist 95 L)

Factory Audit Record 57 i
Hl‘:du: ' e Audit Type Audit Date Audit Valldity P
- I B #f £
_HAEEL G =rs i enl =®ER ram a1

- e A kRAA
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Appendix 3: New Factory Vetting Questionnaire (Extract only)

s

New Factory Vetting Questionnaire

Supplier Mame: Factory Mame
Supplier Address: Factory Address:
Supplier Comtact: Factory Contact:
Contact email: Contact email:
Contact phomed: Contact phone#:
Wisit bry: Visitimg Date:
Supplier attendee: Is complete Factory profile submitted?
I. FACTORY GENERAL INFORMATIOM:
Mo, Questions ANEWErs Remark
1
2
area? | Bk B BISE e JOBE L o
3 Does the factory get all official certificatefletters from local
government? Like construction inspection certificate, fire safety
inspection certificate and Environment Permit.
i A L BT I 1 o REFLB O EREE
. 45, H i a4y, e R
a4 Is there compliance team/representative in factory? Does this
teamyrepresentative well aware of all compliance policy/standard?
SR E B ER AU AR Y DB A BT TR
5 Did the factory go through amy guality or social compliance
certifications for other retailers
brands? [ F7il o fr r sli i d S R e
] ‘What is factory's monthly capoaity ? How much of the factory’s
capacity that could be allocated to used for Caprice product type?
} o FrEbERAsT i . T REEEELE
Bl
I SAMPLING CAPACITY AND TIMING
Mo, Questions Answers/Comments Remark
1 Is there sampling room within factory facility ? How many employees
work for sampling?
LI B SHTEesHIL-BIEMMNHTE?
2 Does the factory know what kind of items they will develop for
Caprice? T[S0 9Caprice 7T ¥ H-A P dh A7
3 ‘What is the sampling lead time?
A% TF Cuty o S5 prch () SO e By
11l. PRODUCTION CAPACITY
Mo, Questions Answer s/ Comments Remark
1 What is the factory's amnnual turmower?
I = 5 55 T S SR sl
3 Does the factory have a peak season and a low season? If ves,
when? T [ F TR, T A Sy
3 Are most of the workers local, or do they come from other places (list
the
ratio) ? B BN A A A b 2 R BT B i b
B esde
Who are the factories top customers workd-wide with what's product
type and annual volumes in US S and gquantity ? {Fls 1

T
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Appendix 4: Chemical Compliance Declaration (Extract Only)

Caprice Australia

CAPRICE AUSTRALIAPTY LTD
CHEMICAL COMPLIAMCE DECLARARATION

The Caprice Chemicals Policy (see here) sets out requirements our supplier factories must follow regarding
restrictive use of hazardous chemicals in the interests of consumer safety and minimizing the environmental
impacts of our products.

Suppliers must implement appropriate management processes, including a verification process, to ensure
compliance. The Chemicals Policy includes three key sections:

Section 1: Restricted Substances: Can be used, subject to restrictions as outlined in the Assessment Matrix;
Section 2: Prohibited Substances: Cannot be Used; and
Section 3: Substances of very high concem: Use with caution.

Suppliers are required to confirm compliance with the Chemicals Policy by completing this declaration on an
annual basis. To confirm chemical compliance, either of the following means can be used to provide evidence
the product complies with the Caprice minimum reguirements for Hazardous Chemicals:

* Sample and test the product with independent third party testing laboratory in accordance with the
test methods outlined in the Chemicals Policy and submit the test reports to Caprice QA Team.

* Provide a current valid Oeko-Tex certificate (Baby product accept Class |, other age group accept
Class ).

Caprice reserves the right to carry out random testing and avdits to ensure that product complies with the
Chemicals Paolicy.

Dedaration: | declare that all orders for Caprice Avustralia Pty Ltd will comply with the Caprice Chemicals
Palicy. | confirm that | have read and understand the Policy and communicated its requirements to our
suppliers to ensure all stages of manufacture have effective controls in place that effectively manage
compliance with the chemical restrictions outlined in the Policy:

Supplier Mame:

Supplier Address:

Email:

Mame of Signatory:
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