ETHICS CHARTER

A WORD FROM OUR CHAIRMAN

At Lefebvre Sarrut our corporate culture of excellence and integrity is
based upon our ethical values, assump on of responsibility,
professionalism and scrupulous compliance with laws and regula ons.

This Ethics Charter is a new opportunity to recall our rules and, beyond
this, to promote our values, both in‐house and in rela on to third par es,
our suppliers and, above all, our clients, whose loyalty to us is all the
greater insofar as they associate our services with this culture of
excellence.

We will ensure our future growth together all the be er by protec ng
our most precious assets: our brands, our content and our quality.

Olivier Campenon
Chairman of the Management Board
Lefebvre Sarrut
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THE SPIRIT OF THE ETHICS CHARTER

1 – To whom does this Charter apply?
The Ethics Charter applies to all of the company’s employees and agents, as well as
all service providers working within Lefebvre Sarrut collec vely referred to as the
Staﬀ members of all subsidiaries and interests comprising Lefebvre Sarrut.

2 – What is the purpose of this Charter?
This Charter represents an undertaking on the part of Lefebvre Sarrut to
conduct its aﬀairs in compliance with current ethics laws. The Charter is
sets out the basic principles for ac on and personal behaviour with which
each of us needs to comply.
The Charter thus illustrates the ethical principles that members of
Lefebvre Sarrut Staﬀ need to apply in their respec ve ac vi es, and
should be applied conscien ously by all members of Staﬀ.

3 – How to use the Charter?
The Charter does not replace laws and regula ons or exis ng agreements
and undertakings applicable in the countries in which Lefebvre Sarrut
operates, but rather is intended to serve as a guide to enable everybody
to iden fy and deal with ethical ques ons.
It is not exhaus ve and its content may evolve as a result of legal changes
or in order to protect the interests of Lefebvre Sarrut as eﬀec vely as
possible.
The Charter is available on the Intranet sites of all Lefebvre Sarrut
subsidiaries, thus allowing all members of Staﬀ to access Lefebvre Sarrut
ethics standards.
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It is intended as a guide for all members of Staﬀ who may be confronted
with problems of an ethical nature, giving rise to the following ques ons:

This Charter cannot make provision for or address all situa ons that may
arise.

For any ques ons not answered in this Charter, and more generally speaking, for
any other ques ons concerning its applica on, consult the appropriate persons,
that is to say your direct senior manager and/or your local HR Director or the Legal
Department.

4

I.

PRINCIPLES FOR ACTION

We are faced with situa ons on a daily basis which may cause us to ques on the
best prac ce to be adopted. For this reason, the Charter is intended to provide us
with a guide, in accordance with the field concerned.

QUALITY OF PRODUCTS/SERVICES

Lefebvre Sarrut takes all measures possible to provide its clients
with high‐quality products. Its exac ng standards have enabled it
to gain a certain renown and recogni on on the market.
Lefebvre Sarrut makes sure that its products/services meet all current legal and
statutory requirements. Each member of Staﬀ shall strive to achieve a high level of
product quality, from design to distribu on, even a er it has been placed on the
market. The involvement and great professionalism of our Staﬀ are two essen al
quali es at Lefebvre Sarrut that reinforce its image as a preferred partner.

What all Staﬀ members need to know :
 All current laws and regula ons must be complied with in order to guarantee the
conformity of our products/services.
 Client claims must be dealt with in a fair manner and with appropriate
promptness
● Any quality problems in our products/services cannot be overlooked.
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We respect the integrity of the market and oppose any illicit
ac on aimed at elimina ng compe tors or forcing commercial
partners to accept unfair or decep ve commercial condi ons.

We ban any prac ce of price arrangements with compe tors, market sharing or
rigging of tenders.

We also make sure not to exchange any sensi ve commercial informa on with
LEFEBVRE SARRUT’ compe tors.

It is in our interest to work in a market where commercial prac ces enjoy a good
reputa on in order to reinforce our clients’ trust.

What all Staﬀ members need to know:
 Any informa on concerning our compe tors must come from reliable sources and
is obtained in a legal manner.
 Any exclusivity agreements can only be drawn up a er having consulted the Legal
Department.
 We must not denigrate our compe tors.
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E

COMPETITION

ADVERTISING AND MARKETING

We must apply the highest ethical standards in all promo on
and communica on ac vi es concerning products/services marketed by Lefebvre
Sarrut, while making sure that the informa on provided is up‐to‐date, accurate,
objec ve and suﬃciently detailed to enable reliable assessment of the quality of
the product/service.
These standards are essen al in order to earn and retain client loyalty and trust.
We aim to communicate in a responsible manner, while ensuring respect for the
diversity of needs.

What all Staﬀ members need to know :
● A fair, faithful ans honest descrip on of our products/services should be
provided, allowing our clients to easily understand.
● Our clients must be provided with all informa on necessary for enhanced use of
our products and services.
● Informa on should not be collected from Internet users for the purpose or
behaviourally targeted adver sing without having informed them (e.g.: cookies).
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Our brands are our most precious assets.
We have to protect all intellectual property rights within the framework of the
development of new products and marke ng and adver sing ac vi es.
Lefebvre Sarrut and its subsidiaries count on you to help them exercise all
intellectual property rights within the framework of the fight against copies and
infringement of intellectual property rights.
Reciprocally, we have to comply with third par es’ intellectual property rights.

What all Staﬀ members need to know :
● All of our intellectual property rights must be checked.
● Current visual iden

es must be complied with.

● Exis ng brands within Lefebvre Sarrut and its subsidiaries must not be prejudiced
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E

BRAND PROTECTION

CORRUPTION
Corrup on is unacceptable and incompa ble with Lefebvre Sarrut
values and ac vi es.
In this respect, we act in compliance with the laws against corrup on and have a
‘zero tolerance’ policy with regard to all acts of corrup on which may be commi ed
by Staﬀ or third par es, whether or not ac ng on behalf of Lefebvre Sarrut.
Staﬀ shall refrain from taking part in any act of corrup on for which Lefebvre Sarrut
could be held liable, whether in terms of business or criminal liability, and which
could therefore harm Lefebvre Sarrut.
Staﬀ must not therefore oﬀer, promise or give [ac ve corrup on], or seek, ask for,
receive or agree to receive [passive corrup on] any favours* aimed at obtaining any
illegal financial, commercial or administra ve advantage whatsoever.
* See. II. ‐ Gi s and Invita ons

What all Staﬀ members need to know :
● It is necessary to ensure that commercial partners and middlemen are informed
of our an corrup on policy and undertake to comply with this
● In view of our ac vity, we must be exemplary.
● Staﬀ must not conceal any acts of corrup on which may come to their a en on.
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CHOICE AND FAIR TREATMENT OF SUPPLIERS
We pay close a en on to the quality of our rela ons with our

E

suppliers.
Indeed, Lefebvre Sarrut selects its suppliers and service providers on the basis of
criteria of quality, performance, cost and appropriateness to its requirements.
We expect our partners to have an equivalent commitment to our own in terms of
respect for human rights, fairness, and protec on of both confiden al informa on
and intellectual property and the fight against corrup on.
All Staﬀ members should choose their partners on an objec ve basis, without any
favouri sm* or discrimina on, while ensuring compliance with the principles set
out above. We nego ate with our suppliers in an open and fully coopera ve
manner. Lefebvre Sarrut will not take unfair advantage of its market posi on in
order to obtain special treatment.

* See. II. ‐ Conflicts of Interest

What all Staﬀ members need to know :
● We must ensure that our suppliers are not in a posi on of economic dependence
in rela on to Lefebvre Sarrut and its subsidiaries.
● We must ensure that all of our suppliers comply with our Ethics Charter.
● We cannot con nue to work with any supplier that does not meet our
expecta ons in terms of ethics.
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FINANCIAL AND PROFESSIONAL DOCUMENTS AND
THE FIGHT AGAINST MONEY LAUDERING
Within the framework of the conduct of Lefebvre Sarrut ac vi es,
all of us have an obliga on to make sure that all of the informa on appearing in all
of our professional documents, and in financial documents in par cular, is accurate,
reliable and truthful.
Moreover, we must ensure that our products are not used as an instrument for the
purpose of ‘laundering’ funds, through Lefebvre Sarrut regular channels of
commercial opera on.
We therefore comply with procedures aimed at gaining knowledge of our clients
and their ac vi es, and at upda ng informa on on our clients, and banking details
in par cular.
What is more, we are vigilant with regard to any behaviour or ac vity which may
appear suspicious and liable to indicate that a client is a emp ng to use us for the
purposes of money‐laundering.

What all Staﬀ members need to know :
● We must cooperate with internal and external auditors.
● We must preserve and archive these documents in a fully secure manner.
● No funds should be received from non‐contrac ng companies.
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Lefebvre Sarrut and its subsidiaries scrupulously comply with
na onal tax law.
They thus fulfil all of their fiscal obliga ons by comple ng all of the required tax
declara ons pertaining to their ac vi es and assets and by paying all local and
na onal taxes and du es for which they are liable.

What all Staﬀ members need to know :
● We must maintain rela ons of trust with the tax authori es.
● We must draw up complete and accurate tax declara ons
● We must remain a reference in tax ma ers.
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E

TAX

DIVERSITY
Lefebvre Sarrut and its subsidiaries are non‐discriminatory
employers and are commi ed to the diversity of skills and cultures, in par cular in
their HR, Marke ng and Purchasing policies.
We facilitate professional integra on for persons with diﬃcul es of access to
employment and in par cular persons with disabili es and/or under‐represented
social and/or ethnic groups.
We ensure that the Lefebvre Sarrut policy in terms of diversity applies within all
en es, and in our rela ons with clients, suppliers, commercial partners and all
third par es.

What all Staﬀ members need to know :
● All forms of discrimina on, in mida on and harassment arising for any reason
whatsoever, shall be rejected.
● Staﬀ shall be treated with respect in all circumstances.
● We cannot remain passive in the face of discriminatory acts.
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PRIVACY

AND

PERSONAL

We all have a right to respect of our privacy
In par cular, Lefebvre Sarrut undertakes to protect the personal data of all of its
staﬀ, clients and commercial partners.
The protec on of data of a personal nature guarantees the person concerned an
individual right of control over the collec on, processing, use, diﬀusion and storage
of data.
This data shall be used in a fair manner for specific, explicit and legi mate purposes
and shall only be kept for the me required for the purposes of the processing
concerned.
Insofar as the law is increasingly extensive with regard to the protec on of data of
a personal nature, Lefebvre Sarrut has established a ‘Confiden ality Policy’ and for
the processing of personal data, which each Staﬀ member should apply.

What all Staﬀ members need to know :
● Staﬀ members’ right to respect of their privacy shall be guaranteed.
● Personal data that we may collect within the framework of our ac vi es shall be
protected.
● Personal data shall not be passed on to third par es without having ensured that
they have signed a confiden ality undertaking.
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E

RESPECT
FOR
INFORMATION

ENVIRONMENTAL RESPONSIBILITY
As responsible companies, Lefebvre Sarrut and its subsidiaries
respect the environment and endeavour to minimise their ecological impact by
means of risk preven on and compliance with environmental requirements and all
associated regula ons.
Sustainable development and nature conserva on are among Lefebvre Sarrut
priori es.
Raising awareness on a daily basis is at the heart of all of our ac ons for the
environment, in par cular through promo on of access to our digital products.

What all Staﬀ members need to know :
● The use of recyclable materials and biodegradable packaging shall be promoted.
● Environmentally‐friendly ini a ves shall be promoted.
● Waste of resources with a nega ve impact on the environment must be avoided.
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II.

P

REPRESENTING LEFEBVRE SARRUT
Lefebvre Sarrut reputa on and that of its subsidiaries depends upon the conduct
of each member of staﬀ.
We must always act with Lefebvre Sarrut interests and reputa on in mind in the
conduct of our professional ac vi es.
Our professional communica on and conduct should reflect our ethical principles,
suppor ng the strictest standards of integrity.

What all Staﬀ members need to know :
● We must communicate in a responsible manner in compliance with Lefebvre
Sarrut policy with regard to the use of digital tools and social media.
● We must contribute to Lefebvre Sarrut good reputa on and that of its
subsidiaries.
● We shall refrain from involving any Lefebvre Sarrut company in any binding
agreement without prior authorisa on.
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USE OF COMPANY ASSETS
Company assets are intended to enable Staﬀ to fulfil Lefebvre
Sarrut objec ves. Improper use and waste of these assets,
including working me, causes us prejudice and harms Lefebvre Sarrut
opera onal, legal and financial performance.
Staﬀ are responsible for the preserva on and eﬀec ve and appropriate use of
Lefebvre Sarrut property, including movable and immovable property, as well as
know‐how and brands.
No member of Staﬀ shall appropriate any Lefebvre Sarrut asset whatsoever in
their own interest or that of a third party.

What all Staﬀ members need to know :
● The tools placed at our disposal shall be used for the proper exercise of our
ac vi es.
● Loss, damage, improper use, waste, lending, transfer or assignment of assets
without authorisa on shall be avoided.
● Staﬀ shall not misuse new technologies in order to prejudice the interests of
Lefebvre Sarrut, or those of persons and clients.
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CONFIDENTIALITY
Informa on is valuable. Disclosure of confiden al informa on
without authorisa on may lead to loss of value and harm Lefebvre Sarrut and/or our
commercial partners.
Confiden al informa on includes any non‐public informa on which could be used
by compe tors or be prejudicial for Lefebvre Sarrut or its clients were it to be
disseminated. Generally speaking, it includes our intellectual property, ac vi es,
marke ng and commercial plans, databases etc.
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In case of doubt concerning the disclosure of informa on or the par es to such
disclosure, staﬀ should consult their direct superior manager or the Legal
Department.

What all Staﬀ members need to know :
● Confiden al informa on shall be kept in complete security.
● The communica on of internal informa on shall be limited solely to persons with
a legi mate need to have knowledge thereof.
● Staﬀ shall refrain from disclosing Lefebvre Sarrut informa on and declara ons on
the Internet or elsewhere.
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CONFLICTS OF INTEREST
As leader in the publishing/professional training market, we pay
par cularly close a en on to conflicts of interest.
A conflict of interests exists when a significant interest (of an emo onal, family,
financial, concerning the world of associa ons, cultural, sport, poli cal, charity,
union or philosophical nature etc.), foreign to the company, is liable to interfere
with a posi on or decision taken within the framework of a Staﬀ member’s du es.
All situa ons where personal interests may clash with and/or be contrary to those
of Lefebvre Sarrut shall be avoided.
We pay close a en on to the fact that the occurrence of conflicts of interest may
harm Lefebvre Sarrut reputa on and that of its subsidiaries, as well as that of its
Staﬀ.
We therefore iden fy situa ons of conflict of interest so as to reveal and resolve
them, in order to avoid harm to Lefebvre Sarrut interests.

What all Staﬀ members need to know :
● When a poten al conflict of interest arises, staﬀ members should make a prior declara on of interest
to their direct senior manager on their own ini a ve.
● Decisions should be made in an impar al manner, in the service of Lefebvre Sarrut interests.
● Staﬀ should not exercise another professional ac vity which could hinder their capacity to exercise
their du es for Lefebvre Sarrut.
● Preference should not be shown for close personal rela ons for the obtainment of contracts or
partnerships.
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GIFTS AND INVITATIONS
The exchange of gi s and invita ons may contribute to mutual
understanding and improve commercial rela ons. However, it may also give rise to
conflicts between personal interests and professional obliga ons.
Gi s, entertainment, favours, benefits and oﬀers of employment may prove to be
a empts to obtain preferen al treatment.
All Staﬀ members must bear in mind that certain types of benefits may cons tute
illegal bribery or under‐the‐table payments.
It is incumbent upon each of us to show good sense.
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When receiving or oﬀering gi s or invita ons, the rules are to show complete
openness in rela on to our superior management, to remain within reasonable
limits and to always consider the view which would be taken of such gi s or
invita ons by the public.

What all Staﬀ members need to know :
● Any inappropriate and/or dispropor onate gi
declined.

or invita on should be politely

● Vigilance should be maintained with regard to any requests on the part of our
clients for excessive reduc ons.
● No promises or oﬀers whatsoever should be made, and no benefits whatsoever
should be accepted, which could influence the beneficiary’s conduct.
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POLITICAL ACTIVITIES AND ‘LOBBYING’
Lefebvre Sarrut and its subsidiaries do not make any contribu ons to
poli cal par es, poli cians or related ins tu ons.
Lefebvre Sarrut and its subsidiaries respect each Staﬀ member’s right to engage in
poli cal ac vi es on a personal basis, as long as it is clear that in so doing they do
not represent the interests of Lefebvre Sarrut and do not enter into conflict with the
la er’s interests.

What all Staﬀ members need to know :
● Members of staﬀ whose par cipa on in poli cal ac vi es could prevent them
from fulfilling their du es should inform their superior manager.
● Lefebvre Sarrut values and reputa on should be take priority in any possible
lobbying ac vity.
● Poli cal ac vity should not be undertaken in the workplace.
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C
By se ng out the principles for ac on in rela on to Lefebvre Sarrut values, as well
as the personal conduct to be adopted, the Lefebvre Sarrut Charter provides
informa on on what is expected of each of us in the exercise of our du es and
responsibili es.
We should thus :

Know and comply with all of the principles set out in this Charter,

Exercise all of our professional ac vi es in compliance with the Charter and
professional standards ,

Follow the necessary courses of training in order to understand our
responsibili es ,

Be vigilant and ques on fellow Staﬀ members if they are not exercising
their ac vi es in accordance with the spirit of the Charter ,

Use the right to a whistleblowing procedure should it prove necessary, by
providing informa on on any breach or viola on of the principles of the
Charter that may arise. .
For this purpose, the whistleblowing procedure is as follows :
If you witness or suspect a breach or viola on of the Charter, you should :
1.
2.

Explain the problem to your direct Senior Manager and/or your local HR
Director and/or the Legal Department.
Your direct Senior Manager or the Legal Department will then confer with the
HR Department which shall take appropriate measures .

Internal whistleblowing is a right and no Staﬀ member can be directly or indirectly
sanc oned, dismissed from their post or subjected to discriminatory treatment as a
result of internal whistleblowing in good faith and in accordance with best prac ces.

In case of breach or viola on of the principles set out in the Charter, the
applicable disciplinary regime shall be as follows:
Appropriate disciplinary sanc ons, which may involve dismissal, may be taken
against Staﬀ members, in compliance with the applica on of the law and Lefebvre
Sarrut HR policy.
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This Charter applies to all subsidiaries of LEFEBVRE SARRUT

This Charter was drawn up by the Legal Department
All reproduc on prohibited ® 1st April 2019

