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The Importance of Our Ethical Conduct:
Our ethical conduct defines who we are and how we are perceived as a company. This includes our
compliance with all applicable laws and regulations. Integrity and principle-based decision making are
business imperatives. As we continue to grow, it is essential that we remain committed to doing
business in accordance with the highest ethical standards.
The information provided in our Code of Business Conduct is a guide to help you maneuver through the
complex business environment in which we exist. It outlines what you and the Company must do to
comply with laws and regulations. It also speaks to our Company’s Vision and Values, such as working
safely and treating each other with respect. These guidelines cannot cover every conceivable
circumstance. As always, we depend upon you to use your common sense and good judgment to make
good, principle-based decisions in each situation. Moreover, as new laws and regulations emerge, we
will expect all of our employees to comply to those new laws and regulations when they become
effective.
If you are faced with a difficult situation that is not covered specifically by this Code or a Company
policy, consider these questions:
1. Is it legal? If it isn’t legal, do not do it.
2. What will others think? If you were explaining your actions to a family member or the story came
out on the front page of a newspaper, be sure you would be proud of how you handled the situation.
3. Put yourself in the other person’s shoes and consider how you would view the situation. For
example, how would you feel if you were another employee, a customer, or a vendor. Always be
sure from that perspective you would be satisfied with how you handled the situation.

If you have any questions regarding this Code or ethical questions in the course of your work, you should
consult your supervisor, local HR Leader or site manager, or the CJK Compliance Officer (see Section V
of the Code for detailed contact information). The Company has zero tolerance for unethical or illegal
behavior. Engaging in such conduct could potentially hurt the Company and could ultimately put you at
personal risk.
Your performance and high ethical standards have enabled us to achieve our success to date and are
essential to our continued success. With your help, The CJK Group will maintain the strong reputation
we have historically enjoyed and continue to hold the respect of our customers, partners and our
communities. Thank you for your attention to this very important aspect of our business—our ethical
behavior.

Chris J. Kurtzman
Chief Executive Office
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Introduction
We created this Code of Business Conduct (“Code”) as a proactive means of communicating our
Company’s position on ethics and compliance issues. This Code was written to ensure that all employees
of The CJK Group (“CJK”) and its subsidiaries carry out their duties in a lawful and ethical manner. It
addresses the ethical responsibilities that all employees have to our customers, partners, suppliers,
competitors, and each other. It is important that you read and understand all aspects of the Code.
This Code applies to The CJK Group and all of its subsidiary companies. Accordingly, the term “Company”
or “CJK” refers not only to CJK, but also to each of CJK’s subsidiary companies. The term “employee” as
used in the Code includes all officers and employees of CJK and all of our subsidiary companies. The
Company also expects its consultants to conform to the principles set forth in this Code in performing
services for the Company. The Company may from time to time adopt more detailed policies with regard
to certain areas referred to in this Code as well as matters not specifically mentioned in this Code.
Employees are expected to comply with such policies. All employees are expected to carry out their
duties at the Company in a lawful and ethical manner, whether or not a particular situation is expressly
discussed in this Code or covered by a specific Company policy. Additionally, each employee is expected
not only to comply with this Code and our Company policies, but also to report to a responsible level of
management any suspected violations so that they may be addressed promptly and properly. An
employee need not fear punishment of any kind for honest, good faith reporting of conduct he or she
believes to be questionable. In fact, such reports are encouraged.
Any employee having a question regarding business conduct or practices whether or not expressly
discussed in this Code or the Company’s other policies is encouraged to contact his or her supervisor,
local HR Leader or Corporate Officer. If this is not feasible for some reason, contact CJK’s Compliance
Officer so that your question or concern can be addressed promptly. Detailed contact information is
provided in Section V of this Code.
Of course, this Code cannot cover every conceivable situation. Therefore, if you have any questions
about how this Code might apply to a particular situation, contact the CJK Compliance Officer.
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I. Governing Principles:
The basic principle of this Code is that all employees shall comply with all applicable laws and regulations,
and maintain the highest ethical standards in the conduct of Company affairs. Each employee is
responsible to act with integrity in all business matters affecting the Company, avoiding potential or
actual conflicts of interest and excluding any consideration of personal gain. No business should be
conducted without satisfying these principles.
•

Each subsidiary company is responsible for ensuring all employees are familiar with the applicable
laws and regulations covering its business, are complying with those laws and regulations, and any
lapse in compliance is reported promptly to management to deal with appropriately.

•

Each employee is responsible for his or her own compliance with this Code. If an employee does not
fully understand this Code or is in doubt as to how it applies in a specific situation, he or she should
direct such questions to his or her supervisor, local HR Leader or Corporate Officer, or the CJK
Compliance Officer (see Section V).

•

If any provision of this Code or a Company policy conflicts with any applicable law or regulation, the
law or regulation will always control.

•

If any employee becomes aware of any past or ongoing violations of law or Company policies, or
suspects that proposed conduct may violate the law or Company policies, the employee should
promptly report the matter to his or her supervisor, local HR Leader or Corporate Officer. If any
questionable conduct involves the employee’s supervisor or other supervisors, or if the employee
believes that he or she has been directed by a supervisor or other superior to engage in questionable
conduct, the employee should report the matter to the manager who supervises the person in
question, local HR Leader or Corporate Officer.

•

Employees should also feel free to report questionable conduct directly to the CJK Compliance
Officer (see Section V). This can be done at any time on a confidential or anonymous basis. An
employee need not fear punishment of any kind for honest and good-faith reporting of conduct he
or she believes to be questionable. The failure to report violations of law, the Code, or Company
policy is in itself a violation of this Code.

•

Unless otherwise provided for in the Code, any requests for a waiver of a provision of this Code must
be submitted in writing to the CJK Compliance Officer (see Section V) for appropriate review and
approval.

•

All employees will receive a copy of the Code upon issuance and at orientation for new hires.
Supervisors and above will receive a copy annually. For all other employees, the Code will be
redistributed when revised or as needed for positions entrusted with company confidential
information. Additional copies of the Code are available in local HR departments. Any employee
failing in his or her responsibility to comply with this Code or Company policies shall be subject to
disciplinary action, including possible termination of employment.
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II. Business Ethics and Integrity
Each employee is expected to act with integrity in all business matters affecting CJK, avoiding potential or
actual conflicts of interest, and excluding any consideration of personal gain. This Code does not surpass
anything prescribed under The CJK Group policy, “Business Conduct and Conflicts of Interest,” but
attempts to provide a summary of key elements of business ethics whether or not covered in our policy.

A. Conflicts of Interest
A conflict of interest exists if you have any interest or activities outside the Company that you could
advance at the expense of the Company’s interests. (Of course, nothing in this Code is intended to
prohibit employees from engaging in lawful concerted activity.) Employees should not act for the
Company in a situation in which the employee has any financial, personal or family interest that might
prevent the employee from acting in the best interests of the Company. Situations may arise which
place an employee in the position of having a potential conflict. If you find yourself in a situation like
this, as soon as a conflict is recognized, the employee should disclose to his or her supervisor and local
HR Leader the nature and extent of the employee’s conflict of interest. The supervisor and local HR
Leader along with other management as may be appropriate, shall evaluate the situation and
determine the appropriate next steps to ensure the Company’s interests are not compromised. In
cases where the conflicting interest is relatively small and unlikely to affect the employee’s judgment,
mere disclosure of the conflict may be sufficient to make it harmless. However, if the Company
believes that disclosure does not sufficiently resolve a particular conflict, then the means of
eliminating the conflict (e.g., such as disposing of the conflicting interest or reassigning a portion of
the employee’s duties) will be agreed upon between the employee and the Company.
Some of the more common types of conflicts are discussed below to assist you in understanding how
this relates to you.
1. Acceptance of Loans or Gifts. No employee or member of his or her family may solicit or accept
any loan or gift from any company, individual or other source, whether directly or indirectly, which
could be construed as an inducement to the employee to act other than in the Company’s best
interests and/or in accordance with applicable law. The term “gift” is used here in its broadest
sense and includes gifts, entertainment, services, and favors. The following guidelines are
intended to accommodate ordinary business entertainment and gift items representing
reasonable company advertising, publicity, or sales promotions:
• No cash, gift certificate or any other cash equivalent shall ever be accepted.
• Gifts of nominal value that are in good taste and do not create a payback obligation may be
accepted. Any gift with a value exceeding $25 or multiple gifts within a twelve-month period
from any one company with a total value exceeding $100 may not be accepted without the
written approval of an employee’s supervisor or a more senior manager. The only exception
to this guideline is when the gift is in the nature of meals and entertainment of which the
supervisor is aware.
• If a gift is offered that cannot be judged within the specific guidelines set forth above, the
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employee should use this standard: Would a third party receiving such a gift from the
company believe that it created an obligation to reciprocate with some favor or business to
the company? If the answer is yes, the gift should be discussed with the employee’s supervisor
or a more senior manager, and approved by him or her in writing prior to such gift being
accepted.
All employees should recognize that in many cases disclosure of a gift is sufficient to make it
harmless. Whenever possible, the disclosure should be made prior to the acceptance of the gift,
so that acceptance can be approved in advance by the employee’s supervisor or a more senior
manager. In those cases, where there is no time for disclosure prior to the occasion, however,
disclosure promptly after the fact should be made. In such cases, if acceptance of the gift is not
approved, the supervisor or more senior manager shall determine the appropriate disposition of
the gift, or if the gift consisted of meals and entertainment, an appropriate amount to be paid by
the employee to the Company to expel the benefit of the gift.
Many other companies have policies regarding gifts to and entertainment of their employees. No
employee should knowingly provide gifts or entertainment to employees of our customers or
suppliers that would violate their policies, or which do not conform to the principles stated above.
2. Financial Relationships. No employee may have a direct or indirect financial or similar relationship
with a person or company which transacts business with or seeks to transact business with the
Company or competes with the Company. This restriction does not apply to (i) a loan from a
lending institution on customary business terms, (ii) an investment in a company or entity which
represents not more than one percent of the total ownership interest in that company or entity,
or (iii) any other investment which has been approved by CJK’s Chief Executive Officer.
3. Company Resources. Use of Company time, assets, materials or other resources for personal
matters is prohibited unless approved by your manager in advance.
4. Outside Employment. You may not, without prior written consent from the Company, work as an
employee, consultant, officer or member of the board of directors of a company supplying or
competing with CJK. Any written consent should be coordinated by the local HR Leader.
5. No Solicitation. While employed by the company, without the express prior written approval of
Chris Kurtzman (or successor officer of the Company), employees shall not: (a) solicit for
employment by themselves or others, any of the Company’s employees; or (b) induce or attempt
to induce any consultant, independent contractor, licensee or other third party to sever their
relationship with the Company.

B. Business Relationships
1. Illegal Payments. No bribes, kickbacks, payoffs, or any other illegal payments may be given or
promised, whether to a government official, an employee of the company with whom the
Company does business or is seeking to do business, or under any other circumstance. Any
payment made to a governmental official, purchasing agent or other person to secure business is
an attempt to influence the official or purchasing agent’s decision and is, quite simply, a bribe.
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Bribes are prohibited in all circumstances. If bribery is a practical necessity to do business in a
particular place or with a particular customer, we will not do business in that place or with that
customer.
2. Financial Integrity and Public Disclosure. All employees who participate in the preparation of any
part of the Company’s financial statements, SEC disclosures or other public communication must
promote full, fair, accurate, timely and understandable disclosure and comply with applicable
governmental laws, rules, and regulations.
The financial accounting system of the Company was established to properly record and control
all financial transactions of the Company. The improper or illegal use of the Company’s assets or
credit, or the misuse of the Company’s accounting system will not be tolerated. The following are
some key principles we will follow to ensure our financial integrity:
•

The use of Company funds or assets for any unlawful or improper purpose is prohibited.

•

No undisclosed or unrecorded fund, asset, or liability of the Company shall be established for
any purpose. No entity and no fund, asset, or liability of the Company shall be created or
maintained for any purpose which is not properly reflected in the books and records of the
Company.

•

No knowingly false or artificial entries shall be made in the books and records of the Company
for any reason, and no employee shall engage in any arrangement that results in the making
of any knowingly false entry in the books and records of the Company.

•

No payment on behalf of the Company shall be approved or made with the intention,
understanding or awareness that any part of such payment is to be used for any purpose
other than that described by the documents supporting the payment. All payments made by
or on behalf of the Company shall be supported by appropriate documentation properly
describing the purpose thereof.

•

An employee who becomes aware of any violation of this section shall promptly report the
violation to the CJK Compliance Officer (see Section V).

C. Company Information
1. Use of Confidential Information. No employee may directly or indirectly use for personal gain or
other benefit confidential information of the Company, or confidential information of others
entrusted to the Company. Such information should be disclosed to others only in furtherance of
the Company’s business (and in the case of confidential information entrusted to us by another
party, only as permitted by such other party), and with appropriate safeguards against improper
use.
2. Inside Information. Although not easily defined, inside information generally means non- public
information that a reasonable investor would consider in making an investment decision. All nonpublic information about the Company should be considered confidential information. Officers or
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employees who have access to confidential information are not permitted to use or share that
information for any other purpose except the conduct of our business and in strict conformance
with all applicable laws and SEC regulations.
To use non-public information for personal financial benefit or to “tip” others who might make an
investment decision on the basis of this information is not only unethical but also illegal. Trading
securities of publicly traded companies on the basis of such inside information is forbidden as a
matter of law and prohibited by this Code. Because this standard can be imprecise, it is prudent
to err on the side of not trading and/or not sharing information to make sure there is not even
the appearance of improper conduct.
If you have any questions regarding whether something might be inside information, please
consult the CJK Chief Financial Officer or the CJK Compliance Officer.
3. Misleading Information. No employee shall withhold or conceal information from, or furnish
misleading information requested by, the Company’s officers, legal counsel, internal auditors,
independent public accountants or any other person authorized by senior management of the
Company to receive it. This covers many areas including but not limited to:
• business reports and records created, prepared and/or provided by an employee;
• submission of invoices or expense reports to the Company for payment; or
• reporting of work hours and charging time correctly.

D. Political Activities and Contributions
Employees may choose to participate on an individual basis in political activities in furtherance of their
freedom of expression. However, unless otherwise required by local law, an employee’s political
activities must be conducted on his or her own time and at his or her own expense. Under no
circumstances will the Company reimburse any employee for contributions to any candidate for any
office or in furtherance of any election.
Because laws sometimes prohibit political contributions from corporate funds, the Company will not
make political contributions unless approved by CJK’s Chief Executive Officer.
Political contributions covered by this Code include direct financial support, purchase of tickets to
dinners, or other fund raising events on behalf of political parties or candidates, permitting Companyowned or leased equipment to be used in a political campaign, and the bearing of any costs (such as
postage or literature printing) which support the election efforts of any candidate or party.

E. Intellectual Property Rights
The Company encourages invention and innovation through its programs, including working conditions
and benefits conducive to invention. Employee inventions and copyrightable materials that relate to
the Company’s business or the employee’s work at the Company are the exclusive property of the
Company and are required to be assigned to the Company to the extent permitted by law. You agree
that all of the work product, tangible or intangible, that results from your services for the Company
(“Work Product”)—including, without limitation, all individual items that comprise Confidential
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Information, patents, licenses, copyrights, tradenames, trademarks, service marks, concepts,
strategies, methods of operation, business plans and/or ancillary or subsidiary items relative thereto
developed or created by me in the course of providing such services, either individually or in
collaboration with others—shall be deemed works-made-for-hire for the Company within the meaning
of the copyright laws of the United States, and the Company shall be deemed to be the sole author
thereof in all territories and for all purposes. To the extent any ownership rights in such Work Product
might be deemed to reside in me, I hereby assign the complete and unconditional and unencumbered
title in and to each and every element of the Work Product to the Company. To the fullest extent
allowable under any applicable law, I hereby waive or assign to the any so-called “moral rights” or “droit
moral” in the Work Product.
I further agree to execute and have notarized any additional documents necessary or reasonably
requested by the Company to effect or evidence the assignment described above and those documents
reasonably requested by the Company in order to apply for and obtain, in the Company’s name and for
its benefit, copyrights, trademarks, and all other intellectual property rights throughout the world
related to any of the Work Product and to transfer, effect, confirm, perfect, record, preserve, protect
and enforce all right, title and interest transferred hereunder (collectively, “Supporting Documents”).
If I fail or refuse to execute any Supporting Documents within five (5) business days after receipt of
written request, I hereby agree, for myself and my successors, assigns, donees, and transferees, to the
fullest extent permitted by law, that Chris Kurtzman (or successor officer of the Company) is hereby
irrevocably appointed as my attorney-in-fact with full authority to execute any Supporting Documents
requested by the Company and to perform all other acts necessary to effect, perfect or evidence the
assignments set forth above.
Notwithstanding the foregoing, if I am a California based employee of the Company, I acknowledge
that the Company has notified me that the assignment provided for in this paragraph shall not apply to
any invention that qualifies fully for exemption from assignment under the provisions of Section 2870
of the California Labor Code, a copy of which is attached hereto as Appendix 1.
The Company also expects employees to respect the valid intellectual property rights of others.
•

Employees should be careful in their work not to use or disclose to anyone confidential or
proprietary information of a former employer.

•

Use or copying of copyrighted computer programs, books, journal articles, music, or other
materials without proper licenses is generally unlawful and against Company policy.

•

It is against Company policy to knowingly infringe any valid patent or other intellectual property
right of another party. Where there is a question as to the validity or scope of a patent or other
intellectual property right, competent legal advice should be obtained by senior management.

F. Confidentiality and Non-Disclosure
In the course of providing services to the Company you may be given access to and become acquainted
with confidential and proprietary information relating to the Company and/or its customers. Because
the industries in which the Company is engaged are highly competitive, you understand that
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maintaining the confidentiality of all such information is critically important to the company and
therefore agree as follows:
1. Protected Disclosures. You understand that this Agreement is not intended to and does not and
will not interfere with your ability to engage in any activity protected under the National Labor
Relations Act (“NLRA”) on behalf of yourself and current and former Company employees regarding
terms and conditions of employment with the Company. You understand that you are free to
disclose your own compensation, wages, hours, benefits, working conditions and concerns
regarding health and safety to anybody you please, including current and former coworkers and
third parties. Likewise, your current and former coworkers are free to disclose their own
compensation, wages, hours and benefits to you, and if they do so, nothing in this Agreement
prevents you from sharing this information with anybody you please, including other current and
former coworkers and third parties. The Company will not threaten to enforce any provisions of
this Agreement in order to prohibit employees from discussing wages or other terms and conditions
of employment with other current or former employees or anyone else or to interfere with,
restrain, or coerce me or any other employees in the exercise of the rights guaranteed by Section
7 of the NLRA.
2. Confidential Information. It is difficult to define in advance the scope of Confidential Information,
but in general it will be information that derives actual or potential economic value from not being
generally known to the public or to other persons who can obtain economic value from its
disclosure or use. Confidential Information shall be all trade secrets as well as any and all
information disclosed to me or known by me as a consequence of my provision of services to the
Company or its respective Affiliates that is not generally known outside the Company, including
without limitation, (i) artwork, storyboards, sketches, key art, film footage, photographs and other
printed and/or digital images, designs, formulas, teaching and development techniques, processes,
trade secrets, computer programs, manuals, materials, electronic codes, inventions,
improvements, and research projects; (ii) planning data, future plans, methods of doing business,
and marketing strategies, investment terms, business affairs, legal affairs and operations, business
plans and any and all results derived directly or indirectly therefrom, finances, consultants,
processes, compositions, inventions, services provided to customers, products, accounts, data
techniques, systems or plans, internal affairs, operating procedures, and potential or existing plans
of the Company; (iii) financial results and business conditions; (iv) the existence of and terms of any
agreement between the Company and any client, customer, distributor or vendor or investor; (v)
price lists and cost lists; (vi) client, customer and vendor lists; (vii) employee personnel files, (viii)
information of any kind or nature about employees and/or contractors, including their contact
information; and (ix) any non-public information concerning the Company. Confidential
Information may be contained in any form or media, such as written materials, in verbal
communications, electronic communications, in the unwritten knowledge of employees and/or
contractors, and/or any other tangible medium of expression, including, but not limited to, hard
disk and soft disk drive mechanisms. Such information is confidential without regard to the manner
in which it was obtained. By way of example, but not limitation, such information may be acquired
by observation of documents, people and events, by direct communications with representatives
of the Company, or by overhearing conversations on the telephone or otherwise.
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3. Fiduciary Relationship. I agree that a confidential and fiduciary relationship exists between the
Company and me in connection with the Company’s Confidential Information.
4. Non-Disclosure. Such Confidential Information shall not directly or indirectly be used for any
purpose not related to the business interests of the Company. Confidential Information shall not
be directly or indirectly disclosed or revealed for reasons not related to the business interests of
the Company, even in the course of casual discussions, to any person or entity, whether during the
time you are providing services for the Company or at any time thereafter. You understand that
these restrictions do not apply to materials or information necessary to communicate about
salary/compensation, hours, wages, benefits and/or other terms and conditions of your
engagement with the Company or to engage in other activities protected under the NLRA. If at any
time you become aware of any unauthorized use, disclosure or communication of such Confidential
Information by anyone, you agree to immediately inform the CJK Compliance Officer (or successor
officer) of such use, disclosure or communication. If requested by law or judicial order to disclose
any Confidential Information, you shall provide the Company with prompt notice of any such
request or requirement so that the Company may seek an appropriate protective order or waiver
of my compliance with the provisions of this Agreement.
5. No Removal of Confidential Information. Confidential Information and/or Work Product shall not
be removed, reproduced, summarized or copied, except as expressly required by the Company in
order to perform job duties.
6. Return of Confidential Information. All Confidential Information, Work Product and other Company
property, including duplicates, shall be returned immediately upon request or when employment
terminates.

G. Technology and Communications
Internal information and communication systems, including email, inter-office mail, voice mail,
networks and databases, are provided for business purposes only. Access to these systems is
provided, and may be revoked, at the Company’s discretion. Unauthorized use constitutes a
misappropriation of Company assets and is subject to disciplinary action, up to and including
termination of employment. If you are given access to any of these systems, you must familiarize
yourself and comply with CJK’s “Technology Policy & Guidelines.”
Those who access Company systems are expected to do so responsibly and in accordance with our
Company policies, values, and professional standards as further specified in this Code. All Company
policies apply to use of these systems, including but not limited to policies on intellectual property,
misuse of Company resources, and harassment. Using any Company system to send fraudulent, illegal
or harassing messages is strictly prohibited.
Incidental personal use, in accordance with Company policy, is acceptable provided it does not
interfere with Company operations and is approved by your manager in advance.
The Company reserves the right to monitor usage of our systems to ensure effective and compliant
communication flow. Therefore, your access should not be considered private or confidential.
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H. Anti-Slavery and Human Trafficking
Forced or compulsory labor, human trafficking, child labor and other kinds of slavery represent some
of the gravest forms of human rights abuse in any society. We all have a responsibility to be alert to
the risks, however small, in both our business and in our wider supply chain. The use of exploitative
labor and human trafficking is a criminal offence and is strictly forbidden in both our own operations
and supply chains. We do not support or deal with any person or business knowingly involved in
slavery or human trafficking.
The CJK Group and its affiliated companies are committed to conducting all aspects of its business in
an ethical and transparent manner. We are committed to acting with honesty, integrity and
transparency in all our business dealings worldwide, and do not tolerate any form of slavery, human
trafficking, or child labor in our organization or within the supply chains. We expect the same high
standards from all our suppliers, contractors and business partners.
All employees are encouraged to report any concerns they may have in relation to slavery and human
trafficking.

H. Antitrust
1. Company Compliance. The Company complies with and supports the antitrust laws and the
philosophy behind them. No employee may participate in any agreement, understanding, or other
activity that would violate any applicable antitrust law.
•

In general, agreements, arrangements and understanding that eliminate or substantially
lessen competition are unlawful and must be avoided. Agreements with a competitor are
particularly suspect. For example, concerted activities with competitors which affect prices
(or any component thereof), or which limit marketing areas, services, products offered,
volume of production, sources of supply or customers, or channels of distribution are usually
illegal.

•

The antitrust laws apply to both formal and informal communications. If you are involved in
trade association activities or other situations involving informal communication among
competitors, customers, business partners, or suppliers, you need to be concerned about
participating in any discussion which could potentially lead to reduced competition. If a
person attempts to initiate improper discussions with you, disengage from the discussion and
contact your supervisor, local HR Leader or a Corporate Officer, or the CJK Compliance Officer.

•

An employee shall consult the CJK Compliance Officer before engaging in any activity which
appears to violate or raise substantial concerns under any antitrust law.

2. Competitor Discussions. Discussing Company information regarding prices, customer programs,
identity of customers, product development, or plans with a competitor is prohibited.
•

The only exception to this general prohibition is for discussions with a competitor solely for
the purpose of establishing or maintaining a bona fide customer or supplier relationship
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or for other lawful purposes approved in advance by the CJK Compliance Officer.

III. Safety and Health, and the Environment
A. Safety and Health
The Company will conduct its operations with the highest regard for safe and healthful working
conditions for employees and for the protection of the general public. In these practices, we will
comply with both the letter and the spirit of all applicable safety and health laws and regulations. All
employees have a responsibility to work safely, report injuries and unsafe conditions or practices
immediately, and participate openly in accident and incident investigations. The Company prohibits
retaliation against an employee who asserts his or her rights under Occupational Safety and Health
laws and/or Workers Compensation laws (e.g., reporting a safety concern or work injury).
All inspections carried out under the authority of or by a governmental agency shall be responded to
promptly, with any issues resolved and practical corrective actions taken as indicated. The results of
any such inspections will be provided to The CJK Group to be shared with the other subsidiary
companies as appropriate.
This Code does not supersede anything prescribed under The CJK Group “Safety Policy” but further
emphasizes the importance of safety within our organization.

B. Alcohol and Drug Free Workplace
The Company is committed to maintaining an alcohol and drug-free workplace. Those who use alcohol
or illegal drugs or engage in other unlawful drug-related activity while at work, or outside work in a
manner which affects an employee’s capabilities to function while on the job, cannot give top quality
performance. Moreover, drug and alcohol use can pose a serious danger to the health and safety of
the user, co-workers, and others. Accordingly, being under the influence of alcohol or any illegal drug
while at work is prohibited. Any illegal possession or use of any drug, and any consumption of alcohol
is prohibited on Company premises (including while operating Company-owned vehicles or using
personal vehicles for Company use). This policy is not intended to preclude the proper, legal, and safe
use of prescribed medications.
Any employee who is involved in any drug or alcohol related conduct prohibited by this Code may be
required to participate in a substance abuse assistance or rehabilitation program or may be subject
to other personnel action, including immediate termination of employment.
If any employee believes that he or she has a drug or alcohol problem, counseling or rehabilitation
may be arranged by the Human Resources Department in connection with an employee assistance
program. Any inquiries for this kind of assistance will be kept in strict confidence.

C. Environmental Protection
The Company is committed to conducting its activities responsibly so as to provide for the protection
of our employees, the public, and the environment. The Company will meet or exceed the
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requirements of all applicable environmental laws and regulations in all its business activities. The
Company will routinely review the conduct of its operations in an effort to strive to continuously
improve its environmental performance.

IV. Human Resources
The Company is committed to selecting and maintaining the highest quality of work force by achieving
diversity among its employees and treating all employees with consideration, understanding and respect.
The Company will maintain open, two-way communications with all employees regarding matters of
mutual concern. Employees are encouraged to discuss openly with the appropriate managers any jobrelated problems they have in an effort to resolve them promptly. This Code does not supersede anything
prescribed under The CJK Group “Equal Employment and No Harassment” policy but attempts to further
emphasize that we will not discriminate against any employee or applicant and we maintain a workplace
free of harassment.

A. Equal Employment Opportunity
The Company is an equal opportunity employer. We are committed to complying with all federal,
state, and local laws providing equal employment opportunities, and all other employment laws and
regulations. It is our intent to maintain a work environment which is free of harassment,
discrimination, or retaliation because of race, color, creed, religion, national origin, sex (including
gender identity or expression and sexual orientation), pregnancy (including childbirth, lactation and
related medical conditions), marital status, familial status, physical or mental handicap or disability,
public assistance status, age, genetic information (including testing and characteristics), veteran
status, military status, or any other characteristic protected by applicable federal, state and/or local
law. The Company is dedicated to the fulfillment of this policy in regard to all aspects of employment,
including but not limited to recruiting, hiring, placement, transfer, training, promotion, rates of pay,
and other compensation, termination, and all other terms, conditions, and privileges of employment.
All hiring practices, disciplinary actions, and terminations of employment will be based solely on valid,
job-related criteria. Company employees will use their best efforts, consistent with the laws of the
states in which they operate, to apply these principles in all aspects of the Company’s business,
including dealings with suppliers and customers. Additional information is provided in our posted
“Equal Employment Opportunity” policy.

B. Harassment
It is the policy of the Company to maintain a workplace free of harassment. Harassment is defined to
include any unwelcome verbal, physical, or graphic conduct related to an individual’s race, color,
creed, religion, national origin, sex (including gender identity or expression and sexual orientation),
pregnancy (including childbirth, lactation and related medical conditions), marital status, familial
status, physical or mental handicap or disability, public assistance status, age, genetic information
(including testing and characteristics), veteran status, military status, or any other characteristic
protected by applicable federal, state and/or local law. Such harassment is against the law and will
not be tolerated.
Harassment, whether by an employee of the Company or an employee of one of the Company’s
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customers, suppliers or agents, as well as harassment of one employee by another while working
outside the Company’s workplace or while attending a Company-sponsored function, is strictly
prohibited.
Sexual harassment in any form is expressly prohibited. Any statement or action having sexual
connotations will be considered to be sexual harassment if:
1. The person to whom it is directed or a person who may overhear or witness the comment or
action finds it offensive, regardless of the intent; or
2. It creates an intimidating, hostile, or offensive working environment.
No supervisor shall threaten or insinuate, either explicitly or implicitly, that an employee’s refusal to
submit to sexual advances will adversely affect the employee’s current position, performance rating,
salary, advancement opportunities, assigned duties, shifts or any other condition of employment.
Any employee who believes that he or she has been the subject of harassment should report the
incident immediately to his or her local HR Leader, a Corporate Officer, or the CJK Compliance Officer
(see Section V). A confidential investigation will be conducted and the results will be made known to
those persons who are involved. Where appropriate, disciplinary action will be taken, which could
result in termination of employment. Additional information is provided in our posted “No
Harassment” policy.

C. Retaliation
The Company prohibits retaliation against any employee who asserts rights under our EEOC
policies, who files a complaint of harassment, and/or participates in an EEOC or harassment
related investigation. Retaliation and violation of this policy will be subject to disciplinary action,
including possible termination of employment.

D. Personal Relationships
While the Company does not object to employee relationships, the workplace is still a professional
setting. The expectation is that our employees will treat each other with respect and avoid hindering
other people’s work. Romantic or intimate relationships between managers or supervisors and
subordinate employees can create an unreasonable possibility of favoritism, conflict of interest, and
claims of sexual harassment. Such relationships may also create serious problems in terms of
objective management, accurate evaluations, and discipline.
For these reasons, any manager or supervisor who is involved in a romantic or intimate relationship
with a subordinate employee, whether or not the subordinate employee is a direct subordinate, must
report the relationship to their immediate supervisor or to the local HR leader or the CJK Compliance
Officer. Such information will be treated by the Company as confidentially as possible consistent with
the Company’s legitimate business needs. Failure to report such relationships will be grounds for
discipline, up to and including termination.
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Family members, whether marital or blood relatives, employed by the same company may not directly
or indirectly report to each other. Relationships of this nature must be disclosed to the local HR Leader
or the CJK Compliance Officer.
As the above-mentioned types of relationships can be disruptive to other employees and the
Company, steps may be taken to manage the situation including but not limited to changing of
departments, responsibilities, and or lines of reporting. Failure to successfully accommodate the
situation may result in one party needing to resign. Failure to disclose such a relationship will result
in discipline up to and including termination of employment.

E. Privacy
Personal information, including financial and medical information, relating to employees and their
families is only accessible to those authorized to have access for a specific business purpose and in
accordance with the law. Care will be taken to ensure that there is no unauthorized or inadvertent
use or disclosure of any personal information.

V. Reporting of Violations; Enforcement
Compliance with this Code is important to all of us and depends on all of us. Each employee is expected
not only to comply with this Code, but also to report to his or her supervisor, local HR Leader, Corporate
Officer, or CJK Compliance Officer any violations or suspected violations so that they may be addressed
promptly and properly.
The CJK Chief Human Resources Officer (or in the absence of this officer, the Chief Financial Officer and/or
General Counsel) has been appointed to serve as CJK’s Compliance Officer, responsible for assuring that
all suspected violations of this Code are properly investigated and dealt with appropriately. If an employee
believes that a violation involves the management of his or her subsidiary company, the suspected
violation should be reported to a higher level of management or directly to the CJK Compliance Officer.
The Chief Executive Officer must be informed of any material violation of this Code caused by questionable
accounting, internal controls or auditing matters. Any complaints of this nature should be promptly
submitted to the CJK Compliance Officer to ensure proper communication to the Chief Executive Officer
and expeditious investigation and resolution. An employee need not fear punishment of any kind for
honest and good-faith reporting of conduct he or she believes to be questionable.
An employee can report a suspected violation directly to the CJK Compliance Officer by mail, e-mail, or
telephone as follows:
Mail: The Sheridan Press
Attn: Compliance Officer
450 Fame Avenue
Hanover, PA 17331
Telephone: 1-717-633-8913 (You may call from a Company phone or call collect.)
Email: ethics@sheridan.com
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Reports of suspected violations, whether made by letter or telephone, may be submitted on a
confidential, anonymous basis. Any such report should provide sufficient detailed information to enable
the CJK Compliance Officer to investigate and address the problem.
Any complaints specifically regarding the CJK Compliance Officer should be communicated to CJK’s Chief
Executive Officer at 3323 Oak Street, Brainerd, MN 56401.

VI. Conclusion
All employees are expected to carry out their duties at the Company in a lawful and ethical manner,
whether or not a particular situation is expressly discussed in this Code or covered by a specific Company
policy. Any employee having a question regarding business conduct or practices whether or not expressly
discussed in this Code or the Company’s other written policies is encouraged to contact his or her
supervisor, local HR Leader or site manager, or the CJK Compliance Officer.

VII. Signature
Code of Business Conduct – Employee Copy
The CJK Group, Inc., Code of Business Conduct provides important information regarding acceptable
business conduct in our Company. It is important that you read it carefully.
Please Print Name Legibly:

Last Name

First Name

Middle Initial

I have received a copy of The CJK Group, Inc., Code of Business Conduct.

Signature

Date

Please complete and sign the Human Resource Copy and return it to your local HR Leader. You may
retain the rest of the document for your files.
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