U3t 2.uea.01. $19A / E.L.F. Co. Ltd.

@I f925 75 M3 10 Muaunag Sunensziszuad 3andaaynsllsins 10130 Tng 02 463 2183 — 6/ Tax. 0105545062504

Jewelry 75 Moo 10 Bang Kru, Phrapradaeng, Samutprakarn 10130 THAILAND Tel. 02 463 2183 — 6 / Tax. 0105545062504

E.L.F. Co., Ltd. Grievance Procedure

Introduction

ELF’s aim is to ensure that employees with a grievance relating to their employment or those
wishing to inform management of some form of misconduct (whistle blowing) can use this
procedure to help resolve grievances as quickly and as fairly as possible. ELF wishes to give
two options for employees to seek corrective action for grievances, one where the employee
can remain anonymous and another more direct route intended for matters of a serious
nature.

No employee should fear any form of retaliation as a consequence of reporting a grievance.
Managers are strictly prohibited to take any retaliatory action towards a staff member
reporting a grievance.

Informal discussions

If an employee has a grievance about their employment they should discuss it informally
with an immediate supervisor. We hope that the majority of concerns will be resolved this
way.

Method 1: Complaint / Suggestion box

Step 1 — Statement of grievance

If the informal discussion with immediate superiors didn’t result in a satisfactory remedy to
the employee, they may wish to submit a written complaint. For employees wishing to
remain anonymous they can fill out the grievance form (Appendix 1) and leave the personal
information blank and drop it in one of the four red boxes located in each of the employee
bathrooms. Blank forms can be found next to the red boxes and shall be replenished at least
weekly when emptying the boxes.

Step 2 — Statement collection

The content of the red box will be checked weekly by an HR officer. If multiple complaints
are found, the most salient will be addressed first.

Step 3 — Grievance meeting
A committee of HR manager and relevant managers will convene to discuss the grievance

that has been filed and reach a resolution. The meeting should be held within a month of the
grievance statement being collected.
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Step 4 — Documenting and reporting

The results of the meeting where applicable should be displayed publicly with personal data
being kept confidential (please see our personal data policy). The HR Manager will keep a log
file to document all grievances.

Method 2: Formal written complaint
Step 1 — Statement of grievance

If the employee feels that the matter has not been resolved through informal discussions,
they should put the grievance in writing using the grievance form (Appendix 1) and give it to
an immediate supervisor. From this point on the person submitting the grievance document
must be protected from any form of retaliation for doing so. Blank forms can be found next
to one of the four red boxes located in each of the employee bathrooms and shall be
replenished at least weekly when emptying the boxes.

Step 2 — Grievance meeting

e Within 5 working days the supervisor will respond, in writing, to the statement,
inviting the employee to attend a meeting where the alleged grievance can be
discussed. This meeting should be scheduled to take place as soon as possible and
normally 5 working days notice of this meeting will be provided to the employee and
they will be informed of their right to be accompanied.

e Employees must take all reasonable steps to attend the meeting, but if for any
unforeseen reason the employee, or the employer, can’t attend, the meeting must
be rearranged.

e Should an employees companion be unable to attend then the employee must make
contact within 10 days of the date of the letter to arrange an alternative date that
falls within 20 days of the original date provided. These time limits may be extended
by mutual agreement.

o After the meeting the supervisor hearing the grievance must write to the employee
informing them of any decision or action and offering them the right of appeal. This
letter should be sent within 5 working days of the grievance meeting and should
include the details on how to appeal.

Step 3 — Appeal
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e If the matter is not resolved to the employees’ satisfaction they must set out their
grounds of appeal in writing within 5 working days of receipt of the decision letter.

e Within 5 working days of receiving an appeal letter, the employee should receive a
written invitation to attend an appeal meeting. The appeal meeting should be taken
by a more senior manager not involved in the original meeting.

e After the appeal meeting the senior manager must inform the employee in writing of
their decision within 5 working days of the meeting. Their decision is final.

Step 4 — Documenting and reporting

The results of the meeting where applicable should be displayed publicly with personal data
being kept confidential (please see our personal data policy). The HR Manager will keep a log
file of all grievances with results of the meetings and appeals process.

External grievances

For any stakeholder outside of E.L.F. that wishes to put forward a complaint or grievance
they may contact either our Purchasing and Inventory Manger Mr. Paul Evans
(Paul@elf925.com) or our head of HR Ms. Wipaporn Amnuaysuk
(Hr_wipaporn@elf925.com). The complaint will be handled either according to method 1 or
2 depending on the outside entity’s requirement for anonymity. If the entity is known, they
will be contacted to take part in the meetings as stated in method 2. As another option to
contact our company we will provide a grievance contact form on our CSR website:
https://www.elf925.com/Corporate-Social-Responsibility
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Appendix 1: Grievance Form
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Approved by:

(Jasper Hillaud, Managing Director) (Date + Company Stamp)
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