BoD

Rules of Procedure for the BoD Whistleblowing System

Preface

Books on Demand GmbH is fully committed to lawful, environmentally responsible and socially
responsible conduct. This commitment also includes ensuring that misconduct and grievances can be
identified and subsequently remedied. To this end, Books on Demand has implemented a
whistleblowing system that enables whistleblowers to report legal violations and misconduct
(anonymously if they wish).

Persons eligible to use the whistleblowing system

The whistleblowing system is available to all persons who wish to submit information or complaints
regarding unlawful or non-compliant conduct in relation to Books on Demand: for example employees,
temporary agency workers, customers, consumers or employees of companies that are part of the
supply chain.

For which topics is the whistleblowing system intended?
Reports can in particular be made on the following topics:

— Accounting, taxes, audits and (internal) financial controls
(Irregularities in bookkeeping, financial reporting and statutory audits, and financial misconduct
relating to internal controls)

— Corporate integrity
(Bribery, corruption and fraud, gifts and hospitality, forgery of documents, conflicts of interest,
competition and antitrust law, and breaches of confidentiality and data protection)

— Environment, health and safety
(Violations of environmental regulations and occupational health and safety regulations, including
bodily harm and abuse

— Human resources, diversity and respect in the workplace
(Discrimination, (sexual) harassment and bullying, human rights violations, compensation, general
HR matters, misconduct or inappropriate behaviour)

— Misuse / embezzlement of assets or services
(Unauthorised use of company resources or equipment for non-business purposes, theft of
company property andtime fraud)

— Human rights-related and environmental risks, as well as breaches of human rights-related or
environmental obligations

— Other breaches of regulations, laws and (intemal company) policies

For which topics is the whistleblowing system not intended?

The whistleblowing system is not intended for complaints or reports that have no connection to legal or
regulatory violations by the aforementioned companies or their supply chains (for example, customer
concerns relating to products or services). Clearly abusive reports and reports that do not correspond
to the purpose of the whistleblowing system will not be processed by the designated reporting office.
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Reporting office

Responsibility for handling incoming reports and complaints lies with the reporting office of our sister
companyLibri GmbH. As part of the compliance team, the reporting officers act impartially and
independently, are not bound by instructions, and are obliged to maintain confidentiality.

Reporting channel
Digital whistleblowing system

Reports and complaints can be submitted to the intemal reporting office via the digital whistleblowing
system in text form and/or as a voice recording. Once a report has been submitted, its processing
status can be tracked using the report ID received and a generated password, and communication
with the designated recipients of the report can take place via an anonymous mailbox. The
anonymous mailbox does not allow any conclusions to be drawn about the identity of the reporting
person. If desired, the anonymity of the reporting person can optionally be waived and a name can be
provided when submitting the report. If an email address is provided, reporting persons will receive
email notifications as soon as there is a status change or feedback regarding the respective report.

The digital whistleblowing system is easy to find via a link on our website and can be accessed directly
at:

https://sicher-melden.de/BoD

Further information on ensuring anonymity and on how to use the system can be found in the FAQ of
the whistleblowing system on the above-mentioned websites.

In person

Employees of Books on Demand can also submit reports and notifications of grievances in their own
area of responsibility in person to the staff of the Libri compliance team (reporting office). At the
request of the reporting person, their identity will be protected at all times. The principles set out below
for the protection of reporting persons apply accordingly.

Contents of a report

In order to enable prompt and targeted clarification of the facts, the report should, where relevant,
address the following points:

— A detailed description of the incident, including relevant context

— Place of the incident (affected company, site, department)

— Time / period, duration and number of violations

— Persons affected (who or which group(s) were harmed by the action)

— (Estimated) amount of damage

— Law, rule or provision that was violated

— Person, department or company responsible for the damage/injury

— Evidence (photos, videos, written records, documents), information about their existence, or
witnesses

— Possible preventive or remedial measures

— Other parties already informed

— Preferences regarding the further procedure / further conact.


https://sicher-melden.de/BoD

BoD

Procedure for a complaint/report
Acknowledgement of receipt

After a report has been received, the reporting person will receive an acknowledgement of receipt no
later than seven days after submission.

Initial review & further specification of the facts

This is followed by an initial review of the facts, in particular with regard to the existence of a
compliance violation. Reports are examined for completeness, traceability, plausibility and
substantiation.

If there areinsufficient indications that violations are occurring or have occurred, or that relevant
human rights- or environmental-related risks exist, the procedure will be terminated and the report will
not be pursued further. The reporting person will be informed of this (provided that contact with the
reporting person is possible); they remain free to submit further facts relevant to the case that may
justify reopening the procedure.

If further details are required to obtain a better understanding of the facts and if it is possible to contact
the reporting person (e.g. via the anonymous mailbox of our digital whistleblowing system), the
reporting person will be asked to provide additional information on the matter in line with the above-
mentioned reporting contents to further clarify the facts.

Follow-up measures

If the review of the facts gives rise to reasonable suspicion, further (internal) fact-finding measures will
be carried out (for example data analyses, inspection of documentation, internal audits or audits at
suppliers, or interviews with affected persons, accused persons or other parties involved), or, where
appropriate, interim measures will be taken to ensure proper and complete clarification of the facts
and/or to prevent further violations.

If a violation or an imminent violation is identified, immediate remedial and preventive measures will be
identified and implemented, and their effectiveness will be continuously monitored for compliance
purposes.

In addition to planning and conducting or commissioning internal investigations, the reporting office
may also take the following measures:

— Refer the reporting person to other competent bodies,
— Close the procedure due to lack of evidence or for other reasons, or
— Transfer the procedure for further investigations, e.g. to a competent authority.

Interim / final notification

The internal reporting office will provide the reporting person with feedback within three months of
confirming receipt of the report. This feedback includes information on planned as well as already
implemented follow-up measures and the reasons for these. However, feedback to the reporting
person will only be given to the extent that internal inquiries or investigations are not impaired and the
rights of the persons who are the subject of a report, or who are mentioned in the report, are not
adversely affected.
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Protection of whistleblowers against disadvantages and reprisals

The protection of whistleblowers is required by law (for example in section 36 of the German
Whistleblower Protection Act — Hinweisgeberschutzgesetz — and in section 8 (4) of the German Supply
Chain Due Diligence Act — Lieferkettensorgfaltspflichtengesetz) and is ensured at all times when the
whistleblowing system is used appropriately.

Whistleblowers are protected against disadvantages and reprisals by the following measures:

— The reporting office is staffed by a small group of selected and specially trained compliance
employees who are bound to confidentiality in handling reports and who act impartially,
independently and without being subject to instructions.

— The obligation to maintain confidentiality continues to apply even after the procedure has been
completed.

— Reports can be submitted anonymously.

— Insofar as data and information allow conclusions to be drawn about the identity of the
whistleblower, such data and information are subject to confidentiality.

— Personal information relating to the whistleblower will not be passed on to other persons
without the prior written consent of the whistleblower, unless they are responsible for taking
follow-up measures or support the performance of the tasks of the reporting office. Disclosure
to such persons is only permitted if it is necessary for these purposes and if the persons have
given their written consent to handle the information confidentially.

— The identity of the person will only be disclosed if the person consents to this or if Books on
Demand is obliged to disclose it.

— Reprisals or disadvantages suffered by employees as a result of submitting reports are
prohibited, will not be tolerated and constitute a separate violation. They may likewise be the
subject of a report and may result in employment law consequences where applicable. This
also applies to the threat of reprisals and attempts to carry out reprisals.

— In the event of a breach of the prohibition of reprisals, the company responsible is legally
obliged to compensate the whistleblower for the damage arising therefrom. In this context, the
burden of proof is reversed in favour of the whistleblower: it is not the injured party, but the
company responsible that must prove that the disadvantage was based on sufficiently justified
reasons or that it was not related to the report or disclosure.

Persons who demonstrably and intentionally misuse the whistleblowing system for purposes for other
than those for which it is intended e.g. defamation) are excluded from this protection. In such cases,
Books on Demand reserves the right to take legal action against these persons.

Documentation

All relevant aspects of case handling are documented in our whistleblowing system with access
protection and are retained and deleted in accordance with the statutory retention periods. Depending
on the facts of the case, this generally takes place three years after the conclusion of the procedure or,

in the case of reports relating to human rights- or environmental-related risks or violations, after seven
years.

Contact

If you have any questions regarding these Rules of Procedure or the whistleblowing system, please
contact datenschutz@bod.de
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