OXFORD

UNIVERSITY PRESS

Oxford University Press
Code of Conduct 2012
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Letter from
Nigel Portwood

Oxford University Press (OUP) is a global organization. With 5,500 employees and
a multitude of partners across the world, it is increasingly important that everyone
in OUP should understand our goals and the manner in which we will achieve
them, regardless of division and geography.

A Code of Conduct presents a set of values and
principles that underpin all of our work, ensuring
that we behave and operate legally and with high
levels of integrity. It also references other policies and
guidelines that explore specific issues in more depth.

A Code of Conduct provides us with the foundation for
many other aspects of our work, such as learning and
development strategies and employee recruitment.

By embedding this Code of Conduct into our working
practices across the world we ensure that everything
we say and do is consistent with our mission and
values, in turn upholding the first-class reputation of
the University of Oxford of which we are a part.

This Code becomes effective in February 2012 and
applies to all full-time, part-time, contracted, and

temporary staff at all levels in every country where we
operate. Please take the time to read and understand
the Code, and please commit to implementing it in all p g/( A
of your actions and all of our business activities. L)

Thank you. Nigel Portwood, Chief Executive, OUP
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Our mission
and values

Oxford University Press is a department of the University of Oxford. It furthers
the University’s objective of excellence in research, scholarship, and education

by publishing worldwide.

At Oxford University Press we have a clear mission
which informs everything we do; to create world-class
academic and educational resources and to make them
available across the world. We do this because we are
part of the University of Oxford, one of the world’s most
influential and prestigious centres of learning.

Our work today is rooted in nearly 500 years of
publishing history and several important values.

* We believe that access to education and research
changes lives for the better, and so we create high
quality resources that inspire learning and provide
new insights.

» We believe that trust underpins all of our work;
from building strong relationships with our authors,
customers, suppliers, and colleagues to ensuring that
everything we do is honest and appropriate.

* We value the University’s excellent reputation and
strong global brand, and believe that our actions must
support these important assets.

¢ We believe that we must continue to innovate in order
to maximize the value we bring to the creation and
dissemination of academic and educational resources.

In addition to being guided by our mission and these
values, we must also uphold the University’s charitable
status through all of our work. This means that the
University’s primary purpose is at the core of all we do,
and we apply our resources responsibly in pursuit of that
purpose.

The following set of principles guides all of our work
around the world.
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The people
we work with

OUP employees

Suppliers, authors, and other partners

* OUP seeks to recruit people who share its values and
will contribute to its success.

» We are committed to promoting and maintaining a
culture of equality and diversity and, as a minimum,
we comply with national legal requirements wherever
we operate.

» We respect the knowledge, skills, and experience
that each individual brings to their work here, and we
endeavour to involve our colleagues to the best of
their abilities.

 We try to create a working environment that people
find stimulating and enjoyable, and where learning
opportunities are available.

* We treat our colleagues with dignity and respect, and
promote a safe environment free from discrimination,
harassment, and victimization.

* We respect our colleagues’ privacy and right to a life
outside work.

* OUP employees can expect fair remuneration for
doing their job.

* When choosing suppliers, authors, partners, and any
organization or individual with whom we do business,
we choose the most competent and reliable.

* We value our relationships with suppliers and other
partners and endeavour to create honest, open, and
reliable working practices.
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The way
we operate

Ethical practices

* Itis unacceptable to give or receive bribes—or gifts
to gain influence—no matter what the local business
practice may be. This applies to current or would be
suppliers, authors, partners, customers, government
officials, or any other parties.

We comply with the laws and requlations of every
country in which we do business.

Itis unacceptable to engage in anti-competitive
practices, such as price fixing or collusion with our
competitors.

* We try to avoid conflict between OUP’s and our own
personal interests, but if situations arise where a
conflict is inevitable we disclose the situation to our
manager.

As individuals we don’t compete with any activity
or business of OUP’s, directly or indirectly, or use
the knowledge gained here to help anyone else to
compete with us or to undermine OUP’s work.

» We don’t make personal investments that might affect
our business judgement. For instance, we don’t have
personal interests in companies that compete with or
do business with OUP unless we have disclosed this
interest to the Group Legal Department and they have
approved it.

» We don’t do business on behalf of OUP with an
individual or entity with which we or a close family
member has a personal interest, unless we have
disclosed the potential conflict of interest to our
manager and they have approved it.

» We treat OUP property with respect and we make
sure that it is not used for personal purposes except in
special, authorized circumstances.

We have a global Conflict of Interest Policy and a global
Bribery and Fraud Policy and they provide further details
on our approach. There are also other local policies that
are important to read and understand, such as Gifts and
Hospitality, and your HR representative can help you to
locate these.
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The way
we operate

Customers

Our records and data

» We value the confidence and trust of our customers,
and will always endeavour to communicate honestly,
openly, and reliably with them.

* When customers contact us we respond
professionally, politely, and within appropriate
timescales.

» We welcome customer feedback and try wherever
possible to act on it to improve our services.

 We always try to ensure that our product information,
advertising, and other forms of communication are
clear, accurate, and honest.

Intellectual property

» We maintain records that fairly and accurately reflect
our business transactions as they occur.

* We don’t make false or misleading entries. We follow
all our control and financial policies.

* We don’t knowingly provide false information to OUP
or about OUP externally.

 We are each responsible for protecting information
when handling other people’s personal data, whether
it relates to an employee or a customer.

* We comply with local data protection laws.

Confidentiality

* We protect OUP’s intellectual property (trademarks,
design rights, copyrights, proprietary information,
trade secrets) at all times.

» We follow OUP’s global Corporate Visual Identity
Manual for guidance on use of our logo and other
brand marks.

* We respect intellectual property throughout the
world, including the intellectual property of our
suppliers, authors, partners, and any organization or
individual with whom we do business.

 We treat OUP plans and information as confidential,
and don’t disclose them to people outside our
organization unless it is necessary and we are
authorized to do so. We never disclose information for
our own or others’ private benefit.

When we receive a media or external enquiry about
OUP which is not directly related to our products or is
unusual in any way, we refer it to the appropriate PR
or Communications Department (Group or Local). We
don’t attempt to respond ourselves unless asked to do
so by a member of our Divisional Board or the Group
Communications Department.

Our Group Legal Department and Group
Communications Department can provide more
information about intellectual property, data protection,
and confidentiality, should you require it.
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The way
we operate

Charitable giving

Our social responsibilities

* As a department of the University of Oxford, OUP is
part of a charity. This means that OUP’s charitable
giving is restricted to organizations that share a similar
educational mission to that of the University.

» We support a number of organizations on a longer
term basis including several that donate books to
educational outlets in developing countries and widen
access to education and research. We also make one-
off donations of publications and small financial gifts
to many small charities every year.

» We don’t make any donations without first consulting
OUP’s global Charitable Giving Policy or the Group
Communications Department.

» We support universal human rights including equal
employment rights, safe workplaces, freedom of
speech and of association, and the rights of all to an
education.

* We oppose illegal orinhumane labour practices and
expect our suppliers and other partners to do the
same.

* We are mindful of our impact on the environment and
endeavour to minimize the impact of our operations
on our surroundings.
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Making sure our Code
is widely understood

* Everyone working for OUP will receive a copy, either
electronically or on paper. It will be part of a new
employee’s information pack and it will be available
on OUP’s intranets (Oxford Share and any local intranet
sites) and our corporate website.

* All senior managers are responsible for discussing the
Code with their teams and reporting back on how
they’ve done it and what the response has been.

If there is anything in the Code of Conduct that you
don’t understand, or if you want some guidance, you
can ask for help from the following people:

- Your manager
- Your HR manager

- Group Legal Department
(see contact information page 11)

- Group Communications Department
(see contact information page 11)

* If you think someone is acting in a way that is
inconsistent with OUP’s Code of Conduct, then it is
important that you take action. You can report it to
your manager, but if you feel uncomfortable doing so,
please contact your local HR team. Your concerns can
also be raised in confidence and OUP’s Raising Ethical
Concerns Policy offers further guidance on what to do.

All employees will receive an annual reminder about
OUP’s Code of Conduct, whether or not there are any
changes to the content of the document. It is assumed
that every individual will read the document on receipt
or at their earliest convenience and that they will
retain an easily accessible copy for reference on a day-
to-day basis.
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More resources
and contacts

Many OUP policies are referenced within the Code of Conduct—some are
Group wide policies, others are locally relevant. All OUP policies are available on
local intranet sites or via your local Human Resources departments. If you have
trouble locating the policies please ask your manager or HR manager for help.

Please be aware that where a specific clause in this Code
of Conduct is not consistent with local laws, the local law
will prevail.

The Code of Conduct is available in the following languages:

Arabic Polish

Bengali Spanish (European)
Chinese Spanish (Latin American)
English (British) Swahili

Greek Tamil

Hindi Thai

Japanese Turkish

Malay Urdu

Marathi Vietnamese

Portuguese

Copies can be downloaded from Oxford Share or are
available from the Group Communications Department.

Group Legal Department:

Email address: jo.marks@oup.com
Phone number: +44 (0)1865 353936

Group Communications Department:

Email address: rachel.goode@oup.com
Phone number: +44 (0)1865 353388
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