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Opening

Welcome to ASK Chemicals!

This employee handbook was created to help you understand our company policies, procedures,
and expectations. It is intended to serve as a guide throughout your employment. You'll find
information on our company mission and values, working ethics, performance expectations,
workplace behavior, and more.

We want to introduce our company, explaining who we are, how we do things, and what you can
expect from ASK Chemicals in terms of behavior and performance. But it also sets guidelines and
standards to which we expect all ASK Chemicals’ employees to adhere, and which we as an
employer also internalize and live!

We have made every effort to ensure that our policies comply with international and/or national,
local standards, laws and regulations, but this handbook does not cover every possible situation
that may arise during your employment, it contains general information and guidelines and is
intended as a global framework.

Please read through it thoroughly and reach out to your supervisor or Human Resources with any
questions or concerns.

Communication and transparency are key to a successful and fulfilling work environment. We
encourage you to share your thoughts with us and we’ll update this handbook based on feedback

and company changes as appropriate.

Once again, it's good to have you on board!
We look forward to working with you and supporting your professional growth and development.

Sincerely,

Luiz Totti
(CEO)
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1. Introduction to Company & Values
1.1. Who we are

ASK Chemicals Group, headquartered in Hilden near Disseldorf (Germany), is one of the world's
leading suppliers of foundry chemicals and high-performance industrial resins.

The Foundry business offers a wide and innovative range of foundry consumables, including
binders, coatings, risers, and more. The Industrial Resins business provides phenolic and alkyd
resins for various applications such as abrasives, coatings, composite materials, friction,
impregnation, insulation, refractories, and wood.

ASK Chemicals operates a production and sales network in 22 countries and employs
approximately 1,400 people worldwide. The company considers itself a driving force in industry-
specific innovations, with research centers and laboratories in Europe, Asia, America, and Africa.

Trend-setting technologies

Our customer-specific applications and trend-setting innovations are developed effectively and
quickly in our research and development centers in Europe, North America, Asia and Africa. This
allows ASK Chemicals to offer its customers tailor-made technological solutions in response to
complex problems.

It is important for us to always work hand-in-hand with our customers in developing successful
solutions for the increasingly complex requirements regarding quality, cost efficiency, productivity
and environmental friendliness.

Think globally, act locally

Thanks to our global network, complemented by a local presence on site, our customers benefit
from rapid access to state-of-the-art technology as well as the complete technological expertise
of ASK Chemicals in its entirety. Besides, we offer our customers first-class quality, safety and
continuity for their production requirements at all times.

Dedicated to the environment

The challenges facing the global industries are mainly to be found in energy and resource
efficiency as well as the reduction of emissions. As a global supplier of high-performance
industrial resins and as one of the leading suppliers for the foundry industry, ASK Chemicals
therefore systematically develops solutions for environmentally and employee-friendly
applications that also increase efficiency along the entire production process.
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As a larger-scaled, medium-sized company ASK Chemicals offers the advantages of a medium-
sized company combined with those of an internationally operational group.

1.2. How we work at ASK Chemicals

Flat organizational hierarchy
Personal atmosphere

High degree of autonomy
Cross-functional teams and tasks
Creative freedom

What enriches and makes the regular day-to-day working at ASK Chemicals so special is the
diversity of the employees who work for our company. Foundry engineers, chemists and business
economists, as well as salespeople and industrial employees of different backgrounds and ages
work side by side at ASK Chemicals.

This diversity opens new perspectives, promotes creativity and innovation, and ultimately drives
the success of our company. ASK Chemicals understands the contribution of all its employees
and offers them a range of benefits to help them balance their professional and private lives.

Living diversity
We embrace diversity at ASK Chemicals and firmly believe that a diverse and inclusive culture
makes us more successful.

Diverse, multi-faceted teams bring together different perspectives, expertise, and backgrounds.
They are more creative and effective than homogeneously composed teams. Project, products
and services developed by such teams tend to be more successful.

Hence, we clearly cultivate and strengthen a prejudice-free and appreciative working environment
in our group.

Signing the Diversity Charter
By signing the Diversity Charter, we are setting a clear sign for diversity, equal opportunities and
tolerance in the workplace.

We value all our employees regardless of gender and identity, nationality, ethnic origin, religion
or belief, disability, age or sexual orientation.

Our organizational culture thrives on the mutual appreciation of each and every individual; we
respect each other and work together globally without prejudice and with an open mind.
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1.3. ASK & ME - Shaping the Future of ASK together — our golden rules

Because of their enthusiasm, expertise and service orientation, our employees have made ASK
Chemicals what it is today: One of the world's leading suppliers of foundry chemicals and
consumables.

For this reason, it is important for us to provide our employees with the best possible support in
their daily challenges! Through the ASK & ME initiative, we want to give guidelines for our
employees through the labyrinth of the sometimes complex world of work.

We are convinced that certain behaviors will help to make ASK Chemicals and its team even
more successful and help them cope with complex situations in the future.

Together, we want to shape a successful future. We are convinced that certain behaviors are
key to our success. We call them “golden rules”.

BE COURAGEOUS

BE CONNECTED

BE POSITIVE

DELIVER ON PROMISES
ADD VALUE

By living each of them we will be even more able to implement our strategy and to pursue the
ongoing sustainable growth of ASK.

We strongly believe in:

BE COURAGEOUS

We are invited to try new ways of doing things and therefore ready to leave our comfort zones.
This implies also taking difficult decisions. We openly engage in constructive dialogues based
on facts — not on rumors and emotions. We have the courage to admit mistakes and focus on
finding a solution.

BE CONNECTED

For us being connected means listening, understanding and cooperating with our stakeholders.
It is essential to be connected to our internal and external customers, with our teams and the
whole ASK organization. We are open and willing to discuss, but once a decision is made, we
comply and fully support it. We avoid silo-thinking on all levels. We all will work on our company’s
success — jointly and respectfully as one team.

BE POSITIVE

We will always look for the best in everything we do and encounter. We develop and build on
strengths and empower our people. We trust our management, colleagues, and employees. We
all are quick to compliment and slow to condemn.
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DELIVER ON PROMISES

We will deliver on our promises to create more trust and efficiency for our business. We think
twice before making promises. Each one of us tries everything to keep promises made. We do
not want to create surprises for anyone. As soon as we realize that we cannot keep our
promises, we raise our hand and offer alternatives.

ADD VALUE

We focus on adding value to our stakeholders and ASK as a group. It has priority over the
optimization of individual, departmental, or regional targets. “Adding value” has many facets:

It can be improving effectiveness and efficiency and reduce costs. Or helping our colleagues to
be successful either by sharing know-how and experience or by offering a helping hand.
It can be providing product and service features or problem solutions, which our customers are
willing to pay for. We all want to contribute to our company’s success.

ask(©
“ME



ASK

2. Our Guiding Principles
2.1. Compliance

ASK Chemicals considers integrity and compliance as core values and is committed to conducting
its business honestly and ethically. We owe our honest, good faith services to our customers, our
suppliers, and each other. ASK Chemicals expects its employees to follow ethical principles and
act with good sense in engaging with others, including ASK Chemicals employees, authorities
and regulators, business partners, competitors, and customers.

We have set ourselves clear compliance commitments which are described in detail in our
corporate guidelines and to which we also refer in this handbook.

Integrity System

Compliance is particularly important to ASK Chemicals, its employees and management for
several reasons. It is our civic responsibility to conduct business in accordance with the existing
legal framework in each individual country in which we operate. It is our firm belief that this is the
only path to developing a successful and sustainable business.

ASK is therefore pleased to introduce our integrity (whistleblower) system. This platform is
available to employees, customers, service providers, suppliers and any other third parties
involved in business with ASK, who may have concerns about Compliance violations. You can
report information confidentially via NAVEX, an external service provider completely independent
of ASK. Below you can find the link to Navey:

EthicsPoint - ASK Chemicals GmbH

Our Compliance Program

It is critical and important that every employee knows and is aware of the existing laws and
corporate guidelines applicable to his/her area of responsibility, to assist the company in efficiently
minimizing risks.

We kindly ask all employees to read and inform about our corporate guidelines and existing laws
on our intranet pages, containing the following topics:

e Global anti-corruption and anti-bribery guideline
e Code of Conduct
e Whistleblowing Hotline

o Export Control and Sanctions Guidelines
e Ethics & Compliance E-Learning

Compliance


https://www.ask-chemicals.com/company/compliance
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2.1.1. Code of Conduct

Our Code of Conduct reflects who we are and what is important to us. It provides an overview of
the laws, regulations and company policies that apply to us and the work we do, but it does more
than that. It builds upon our shared values. That’s why we count on every employee to

follow our Code of Conduct and make decisions that will preserve the trust that others have placed
in us. Our Code of Conduct applies to all employees of companies where ASK Chemicals GmbH
directly or indirectly holds a minimum of 50 percent of the shares. We expect nothing less from
our business partners, including our consultants, distributors, co-manufacturers and suppliers.
We understand the responsibility we have to communicate with them about our high standards of
integrity.

It does not matter for which group company we all work or what we do, we are all covered by this
Code of Conduct and therefore bound by the principles. We are responsible to live the values. All
employees are accountable for ensuring the highest standards of ethical conduct when

acting as members of ASK Chemicals Group.

2.1.2. Ethics

ASK Chemicals considers integrity and compliance as core values and is committed to conducting
its business honestly and ethically. We owe our honest, good faith services to our customers, our
suppliers, and each other. ASK expects its employees to follow ethical principles and act with
good sense in engaging with others, including ASK employees, authorities and regulators,
business partners, competitors, and customers.

Our commitments:

o We offer high-quality products and excellent services and act ethically and transparently,
impeccable and transparent.

o We respect the laws, regulations, and ethical principles of all countries in which we operate
and do business.

e We create safe working environments and place a high value on the safety of our
colleagues and the community as a whole.

o We support environmentally friendly practices and sustainable development.

o We act in accordance with the principle of free competition and avoid any appearance of
anti-competitive agreements.

¢ We conduct our business according to fair and transparent conditions.

o We treat market information prudently and do not use insider information for personal gain.

o We do not participate in insider trading.

o We do not accept any undue advantage or consideration in connection with our business
activities, solicit or concede such an advantage to others.

o Theinterests of ASK and our customers have first priority. In doing so, we separate private
interests from those of the company and immediately disclose any potential conflicts of
interest.
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¢ In all negotiations with authorities and the public, we act openly and cooperatively.

o We welcome diversity among ASK employees, customers and suppliers and treat each
other honestly, respectfully and openly.

e We do not discriminate against each other and do not belittle others on the basis of gender,
origin, ethnicity, religion, ideology, physical or mental disability, sexual or gender
orientation or age and we do not tolerate any form of sexual harassment.

o We provide and document the results of our scientific and technical work in accordance
with applicable scientific standards, respect the copyrights of third parties, protect patent
secrets until publication and protect business and trade secrets.

o We take responsibility for our own actions and act as a role model for other employees in
all aspects of our work.

2.2. Our Sustainability Strategy

As a global supplier of high-performance industrial resins and materials, our innovative products
help our customers optimize their production processes while reducing resource consumption
and greenhouse gas emissions. We are committed to achieving net zero for our own emissions
(Scope 1+2) by 2050 and are continuously working to reduce our environmental footprint, for
example by implementing closed water loops.

Our strategy covers all three pillars of sustainability: environmental, social and governance. In
these areas, we have identified the action fields where we as ASK Chemicals can have the
greatest impact (see sustainability wheel).

Ecological footprint

As a chemical industry company, we see our most relevant contribution in the area of the
environment — with regard to both our own ecological footprint as well as that of our customers.
Here we can build on extensive experience as well as the significant improvements we have
already made.

Sustainability and economic performance complement each other: ASK Chemicals’ focus on
sustainability is closely linked to efficiency, as efficient chemicals and materials make a significant
contribution to reducing resources and emissions. Our company's R&D focus is on developing
solutions that increase efficiency, reduce process costs and minimize environmental impacts.

Further leverage is provided by the development of solutions that deliver comparable or better
performance than standard products with lower input quantities. For example, the products of our
ECOCURETM BLUE line, including the latest cold box binder generation ECOCURETM BLUE
PRO, optimize casting properties while reducing binder and amine consumption, which has a
positive impact on efficiency (also cost wise) and the environment, mainly by significantly reducing
VOC emissions during the foundry process.

A
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As a responsible employer and member of a diverse society, we have set ourselves the goal of
actively promoting diversity in our company worldwide.
We provide fair and safe working conditions at all our plants around the globe. We safeguard the
long-term success of our company by being an attractive employer for both current and future
new employees. We are aware of our responsibility towards people and the environment and take
it very seriously.
We are committed to sustainable development, which is an integral part of our business practices.
We attach equal weight to economic, ecological, and social concerns.

All employees share responsibility for quality, safety, health and environmental protection, as well
as for ongoing improvements in these areas.

10
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Responsible corporate governance

As a globally operating company, responsible corporate governance forms the foundation of our
business practices. We consider integrity and compliance to be core values. Therefore, at the
beginning of 2023 we introduced mandatory compliance training for topics such as anti-bribery,
anti-corruption and anti-trust. We have set ourselves the goal of reaching 100% of all ASK
Chemicals employees globally. Since we are committed to conduct our business according to the
highest legal, ethical and moral standards, we also expect our business partners to operate their
businesses with professionalism and integrity, share our social and environmental values, and
acknowledge our quality and safety culture.

2.4. Human Rights

ASK Chemicals Group recognizes all applicable Laws and Regulations pertaining to human
rights, human dignity and labor practices, and abides by them.

Our key commitments include:

* No forced labor: any form of forced labor is prohibited, including forced prison labor, indentured
labor, bonded labor, slave labor or human trafficking.

* No child labor: minimum working age requirements are followed in accordance with national
laws and international agreements.

* Work times: ensure working hours and overtime work comply with applicable law and local
sector-specific labor regulations.

 Fair compensation: all wages and social benefits are defined and agreed as prescribed by the
local legislation and in accordance with industry practice and local markets conditions.

* Non-discrimination and fairness: equal opportunities and fair treatment towards our employees
and contractors, providing an inclusive, diverse and supportive working environment.

» Freedom of association and collective bargaining: Employees’ rights to associate freely and
bargain collectively are recognized.

» Ethical Recruitment: Non-discriminatory recruitment and merit-based selection practices are
followed.

We will refer to those commitments in more detail below.

We expect all employees, suppliers, business partners, consultants, and contractors with whom
we do business to also comply with these standards. This is also explicitly embedded in our
Suppliers Code of Conduct.

Anti-Discrimination Policy

ASK Chemicals provides equal employment opportunities to all employees, applicants, and job
seekers, and is committed to making decisions using reasonable standards based on everyone’s
qualifications as they relate to a particular employment action (e.g., hiring, training, promotions).

11
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We are a group of companies operating within an international market and increasingly
multicultural environment. We regard the diversity of our employees, customers, and suppliers as
a welcome enrichment. We treat all our colleagues and business partners with respect and open-
mindedness.

All of us are aware of our responsibilities and our impact as role models. We are committed to
treating each other with honesty and respect. We oppose discrimination or disparagement on
grounds of gender, race, ethnicity, religion, ideology, physical or mental disability, sexual or
gender orientation, or age. Equally, we condemn all forms of sexual harassment.

If you feel that you are being or have been harassed, discriminated against or retaliated against
in violation of this policy by another employee, manager, guest, vendor, customer or third-party
doing business with ASK Chemicals, please immediately report it to your manager and/or Human
Resources (in the following “HR”). You can also use our whistleblower system (contact details are
shown on our intranet) if you want to report it anonymously.

The same applies if you observe such behavior by another employee, manager, guest, vendor,
customer or third-party doing business with ASK Chemicals.

We take all complaints about such behavior seriously, will investigate and take appropriate actions
in each individual case.

3. Global HR Standards and Working Conditions
3.1. Our aspiration

As a value-driven and responsible employer, ASK Chemicals sets high standards for itself. The
basis is our participation- and partnership-driven culture and all employees, their representatives
and managers work together for the common good and, thus, for the good of ASK Chemicals.

ASK Chemicals sees fair working conditions as providing the foundations for its business activities
and corporate responsibility. Even though different and sometimes conflicting interests may arise
when it comes to determining working conditions, we are convinced that only a balanced
reconciliation of these interests can give rise to a partnership based on fairness. Working together
in a spirit of fairness is crucial for a sustainable and successful future for ASK Chemicals and for
everyone working at our company.

Respect and trust

ASK Chemicals as an employer, its managers and all employees treat each other with respect.
The goal is to create a healthy and safe work environment based on mutual trust and respect that
recognizes the dignity of all employees and the value of everyone.

12
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Open dialogue

For ASK Chemicals, ongoing dialogue with our employees and their representatives forms an
essential element of the way we work together. This makes it possible to create trust, identify
potential improvements, and derive appropriate measures. Our employees participate in shaping
their working conditions through regular employee reviews (e.g. performance and development
reviews or team discussions) and through local employee surveys.

Freedom of association and collective bargaining
ASK Chemicals respects the freedom of association and upholds the effective recognition of the
right to collective bargaining.

Protection of employee representatives

Elected or appointed employee representatives are not interfered with or obstructed in the
performance of their duties. They must not be placed at any disadvantage in terms of their
remuneration or career development.

Respect for human and personal rights
As mentioned above we work together in a spirit of partnership embracing full respect for the
human and personal rights of all our employees:

Right to equal treatment and non-discrimination

ASK Chemicals treats all employees equally, without distinction and free of prejudice or any form
of discrimination in accordance with the UN Universal Declaration of Human Rights. Employees’
individual needs are considered to eliminate any disadvantages as far as possible.

Human rights and fair working conditions

This applies to new recruiting as well as current employment contracts, e.g. in the case of
promotions. This is done without regard to ethnic origin, skin color, age, sex, gender identity or
expression, sexual orientation, pregnancy, parental or marital status, disability, language, religion
or belief, political or other convictions, national or social origin, wealth, birth or other status.

We follow the Corporate Charta of Diversity. Discrimination, racism, antisemitism, religious
intolerance, sexism, bullying, abuse of power, intimidation, threats or any other form of coercion
are not tolerated.

Freedom of expression

ASK Chemicals protects the right to freedom of expression and sees it as an essential element
of working together in a spirit of partnership. We offer a safe environment in which employees can
voice their ideas, opinions and criticism and challenge conventions without fear of any
recrimination.

13
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Right to learn
ASK Chemicals wants to empower its employees at all levels so that they can adapt to the

challenges of the new working world, especially the digital transformation, to continuously learn
from and with each other and to acquire the skills that are critical for success.

No human trafficking and modern slavery
All forms of modern slavery and human trafficking, as well as all types of exploitation, are
prohibited.

No forced or compulsory labour

For us, it goes without saying that no one is forced to work. No one is restricted in their right to
freely choose their employer. Within the bounds of their legal and contractual obligations, all
employees are therefore free to leave their jobs for personal reasons and take up new
employment outside ASK Chemicals.

No child labor
The minimum working age requirements are followed in accordance with national laws and
international agreements.

3.2. Compensation

Fair payment

For us, fair payment is a crucial expression of fair working conditions. Fairness is not only reflected
in the amount of remuneration received. It is equally important to us for the mechanisms used for
determining specific remuneration to be non-discriminatory, transparent, and readily
comprehensible.

Our remuneration systems are market-oriented, non-discriminatory, transparent, and readily
comprehensible. In this way we offer fair and appropriate remuneration for our employees’
contributions to our success. We have a clearly defined process for salary reviews worldwide.

The individual salary determination is within the scope of the applicable remuneration system and
is oriented to employees’ functions, their work responsibility, their performance and working
experience. Aspects that are outside these criteria, such as gender, age, origin or personal
relationships, do not play any role in salary determination.

Equal pay is a basic principle at ASK Chemicals; our employees should receive equal pay for the
same work or for work of equal value irrespective of their gender or any other characteristics not
related to work performance. If there are discriminatory pay gaps in this regard, we will eliminate
them.

Minimum wage. Our salaries comply with or exceed the legal requirements, particularly minimum
wage legislation, and are paid when due. In addition, we aim to ensure that the salary for a full-

14
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time position is at least sufficient to meet the basic needs of our employees and to guarantee
decent living conditions.

Your individual compensation

The amount of compensation you will receive individually is provided in your offer letter and/or
employment contract. In addition, ASK Chemicals is required to deduct specific amounts from
your paycheck. These deductions may be taken pre-tax or post-tax depending on local tax rules.

Employees at ASK Chemicals are paid on local rules.
All payments to employees must be based on the terms of employment, collective agreements,
legal provisions or local HR Policies.

Unless regulated by collective bargaining agreement, any changes in wages, salaries and other
benefits, and the calculation of bonus payments are subject to an internal approval system
(annual salary review) and have to be documented and signed (4-eyes-principle).

Other benefits (i.e. company car, extended vacation, insurance coverage and health insurance,
pension scheme agreements, etc.) are specified in writing and in accordance with local HR
policies.

Please contact your local HR manager if you have questions.

3.3. Fair working hours and working (time) models

In an atmosphere based on mutual trust, we create underlying conditions to support our
employees in balancing their professional and personal obligations. Flexible working time
arrangements also aim to promote the health and well-being of our employees and thus maintain
their ability to perform.

Our employees should be able to complete the tasks assigned to them within their standard
working hours. Where an excessive amount of overtime arises, managers take appropriate action
to reduce the workload of the employees.

Our work culture is driven by results rather than by presence. Provided that this does not conflict
with operational processes (like for example in our production facilities), we use flexible working
and part-time models to support employees in balancing professional and personal obligations.
In this connection, we allow models such as mobile working or working from home that enable
employees to perform their duties even when they are away from the workplace. This flexibility
may vary from country to country and is based on local rules and guidelines.

Accordingly, we pay particular attention to the challenges facing our employees resulting from a
specific stage of their lives, f.e. childcare or the need to care for relatives who are unable to look
after themselves, as well as challenges due to illness or disability.

15
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3.4. Health & Safety

Employee health, safety and environmental protection are of the utmost importance to ASK
Chemicals. These aspects, just like providing superior product quality and complying with all
Federal, State and Local Laws and Regulations are prerequisites for maintaining the business
operations and the success of our company.

The creation and maintenance of safe and healthy working conditions to eliminate hazards,
minimize risks and to prevent work-related injuries and illnesses are of great importance to us.

The commitment and support of management, involvement of employees, identification of
workplace hazards, and preventative safety initiatives are key in the successful implementation
and maintenance of our "VISION ZERO - Zero Incidents - Healthy Workplace" vision.

We actively encourage our managers and employees to assist in the design of processes and
procedures to minimize risks and hazards through consultation and involvement on a partnership
basis.

Safe work practices at our plant and office locations increase health protection in the workplace,
provide economic advantages, reduce the burden on the environment, and enable us to
manufacture products of consistently high quality at the highest level. The prevention of incidents
and striving for state-of-the-art safety technology are among our primary objectives.

We are also committed to protecting the environment and preventing environmental pollution to
ensure that our binding obligations are fulfilled. We are prepared to take measures beyond the
fulfilment of legal and official requirements if we consider them necessary on our own
responsibility.

Through continuous improvement and further development of our management systems, we
strive to improve our performance regarding employee health, safety, and environmental
protection.

Employee health, safety, environmental protection, quality, profitability and job security are
equally important corporate goals for us.

We also expect you to take safety seriously. Always use protective equipment and follow
standards whenever necessary.

We would like to refer you to our intranet where you can find our ASK EH&S policies and
guidelines, Safety Alerts and process management systems (such as fe.
Global Crisis Notification, EHS&S Incident Reporting, ASK Safety Advisory Alerts and EHS
certificates). Please read them carefully and follow them accordingly.

16
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3.5. Data Protection

The protection of personal data is highly important to the companies of ASK Chemicals. The
following provisions on the processing of personal data are meant to meet the prerequisites for
lawful processing of personal data, including the exchange of personal data within and outside of
ASK Chemicals. You can find a defined data protection policy in several local languages on our
intranet page (Legal & Compliance).

Data Protection

These data protection guidelines apply for all personal data of employees or other natural persons
(e.g. business partners, visitors, applicants or potential customers) which are processed by a
legally independent company of ASK Chemicals.

3.6. General Employment Information

3.6.1. Onboarding and Offboarding

Onboarding All new employees at ASK Chemicals will run through a local onboarding process.
The goal is to make our new team members feel welcomed and at ease in their new work
environment, while we can take care of the necessary and required new hires paperwork.

During this phase, we will inform our new hires about company policies, benefits, security and
safety procedures for their assigned sites and workplace.

New employees also get to know the company’s culture, values, and expectations, and will
understand how this influences their daily work and decision-making.

We will provide them with the necessary tools, resources, and knowledge and aim to create a
positive and helpful onboarding experience for everyone.

Offboarding

ASK Chemicals is locally managing the transition when an employee leaves an organization.
Our structured Offboarding processes encompass a variety of tasks and steps, including for
example communicating the employee's departure, retrieving company assets, revoking systems
access, and holding an exit interview.

The local HR team will take care of this and will guide the leaving employees and their managers
through this process.

17
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3.6.2. Records Management

All employee personnel records will be maintained by the HR Department. Employees are
required to promptly report any changes of address, phone number etc. to them in order to
maintain accurate records of all ASK Chemicals employees.

Personal data and documentation shall be maintained separately in a personnel file for each
employee and comply with associated governing regulations where they exist. The personnel files
shall contain all essential information, personal data, contractual provisions or terms of
employment, individual pay agreements, bonus calculations, references, performance ratings,
work permits, tax records, important correspondence, etc.

In accordance with national regulations, personal data and documentation may also be filed in
different forms or at different locations. They must, however, upon request, be available for
inspection by authorized persons, and they must be clearly structured and comprehensible.

According to national laws and business practices employees will be granted permission to
inspect their own personnel file upon request.

Personal data and documentation as defined above must be kept in accordance with local
recordkeeping policies, if any, and applicable law. All documents and personnel information will
be treated as confidential and be safeguarded appropriately.

3.6.3. Performance Management

Performance management is a critical function in any business and ensures that everyone
working for ASK Chemicals is aligned with and meeting the expectations of our organization and
that everyone is working towards common goals and objectives.

While the specific processes and procedures of performance management will likely vary locally,
we would like to mention some key principles that we are following at ASK Chemicals.

Effective performance management is an on-going process and does not only take place once
per year.

The first step in effective performance management is to set clear goals and expectations for
everyone working at ASK Chemicals. This means defining what success looks like in each role,
what outcomes are expected, and what behaviors and attitudes are valued.

These goals and expectations are communicated clearly and regularly so that everyone
understands what is expected of them and how they will be evaluated. This is done during the
onboarding process, in 1:1 meetings, the annual performance review, and in team conversations
if applicable.

18
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We encourage our managers to provide ongoing attention and feedback to their team members.
This feedback is given, both positive and constructive, with multiple methods and as a
collaborative two-way conversation.

Our employees should be encouraged to seek opportunities for growth and development and to
continually improve their skills and knowledge.

We also encourage our employees to reflect on their own performance and their motivations for
improving performance.

We foster a culture of continuous learning by offering training, coaching but also learning on the
job throughout project involvement, creating opportunities for our employees to learn from each
other, and providing online courses on different subjects.

For ASK Chemicals effective performance management is not just about individual performance;
it also involves teamwork and collaboration.

The overall goal should always be to increase the quality of our work but to also increase
satisfaction and motivation for both sides (employer and employees).

3.6.4. Discipline

Employee disciplinary action is likely at the very bottom of the list of things that we would like to
talk about. Unfortunately, it’s still a necessary part of running a business and managing people.
In an ideal world, all employees are following the rules as laid out to them per law, in our employee
handbook, in guidelines and local directives. But we are people. We are imperfect, and things
happen in lives that might impact how we perform at work. In such instances, we have local,
regional and global policies in place how to handle those situations.

As mentioned above, there are many potential behaviors that may warrant disciplinary action in
our workplaces. This ranges from minor infractions all the way up to egregious or criminal behavior
that may warrant termination for cause or even legal action.

Here are some examples of behavior that typically leads to disciplinary action at ASK Chemicals:

o Workplace harassment, bullying, and other actions toward fellow employees that are
either a violation of company policies, regional or federal employment protection laws (or
both)

e Threats of violence or violent actions against team members, managers, or customers or
any other third party

¢ lllegal behavior such as fraud or theft

¢ Inappropriate behavior with co-workers or customers, such as fraternization

o Misuse of or damage to company property

¢ Violations of the company’s IT policies

e Fighting or being under the influence of illegal drugs, disorderly or indecent behavior
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This list is by no means comprehensive. There are dozens of specific actions where we will need
to take disciplinary action.
Those disciplinary actions vary depending on policies and the issues being addressed.

Please reach out to your local HR team or to your manager if you need more details.
3.6.5. Cyber Security Principles and goals of IT security

IT security undoubtedly affects all employees of ASK Chemicals. Every individual can help
prevent damage and contribute to success by acting responsibly and safely.

Raising awareness of IT security and providing employees with professional training are
therefore a basic prerequisite for IT security.

Our Employees are regularly educated about the purpose of security measures. This is especially
important if they result in loss of comfort or functionality. We have implemented mandatory online
trainings that all employees of ASK Chemicals need to run through on a regular basis.

Our security measures are transparent and understandable to the user and each employee needs
to read and sign the IT Security Guideline, that we have implemented worldwide.

Our employees can find more information and all documents on our intranet pages.
Furthermore, all our employees get full IT support from our internal Helpdesk.

Dp

NEED IT SUPPORT?
CALL THE GLOBAL

SERVICE DESK AT
+49 211 71 103 888

AS K@
SE
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