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We are writing to you all to present our Code of Ethics and Conduct, which is part of a complete Compliance 
Programme that we have developed and which governs our firm and all of its employees.

Our ethical principles and rules of conduct, although they are now set out in writing, have been applied 
from the very moment Elzaburu was founded in 1865 and have served as a guide for all the professionals 
and employees who make up the firm in their relations both internally and externally, with public 
administrations and with suppliers.

Our aim now is to reinforce our commitment to integrity and full compliance with the law that has 
accompanied us all these years and to ask all of you who form part of this firm or have any kind of 
professional relationship with us, to respect and adhere to the fundamental principles included in our 
Code of Ethics.

As you know, the legal world related to the field of industrial and intellectual property has undergone 
major technological and business changes that have required us to make an unprecedented effort to 
adapt, but at all times we have been mindful of our long-established and unwavering values, such as 
dedication, respect for the law, trust and the best possible support for our clients.

We encourage all Elzaburu employees, business partners and suppliers to become familiar with our 
Code of Ethics and its general principles and to commit to respect and comply with them in an honest 
manner, as our reputation has been built on the trust that clients and society as a whole place in our 
firm, which is the very foundation of our work.

We sincerely appreciate your commitment.
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Introduction

ELZABURU is a multidisciplinary firm with 
an international outlook, comprising lawyers, 
official IP attorneys, European patent attor-
neys, engineers, chemists, biologists and 
other qualified specialists, which aims to 
provide its clients with across-the-board 
services spanning advice and assistance in 
the areas of registration, technology, contracts 
and litigation.

ELZABURU is guided in its actions by the 
following values:

As a complement to these basic values un-
derpinning the firm’s actions, ELZABURU’s 
Board of Directors has deemed it appropriate 
to approve certain guidelines for conduct 
that form our Code of Ethics and Conduct. 
This Code sets out the corporate values that 
shall guide our behaviour as professionals at 
ELZABURU, as well as the rules for conduct 
and the general guidelines for action that 
shall guide the firm’s decision-making.
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. People and their professional development 
come first at ELZABURU.

Strong client focus and service ethic and 
pursuit of added value.

Quality and professional excellence. 
Commitment to a job well done.

Ethical commitment, regulatory compliance, 
honesty and team spirit.

Teamwork, encouragement of initiative and 
creativity, innovation, training and continuous 
improvement.

Effective indicator-based management, focus 
on results and profitability.

Digitization and permanent technological 
evolution, process automation. 
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Purpose of the 
code of ethics 
and conduct

The aim of the Code of Ethics and Conduct is 
to provide principles for action and standards 
of conduct for all ELZABURU professionals 
and employees, determining the values and 
commitments that shall govern their actions 
within the firm, and to inspire business and 
professional activity, attracting talent.    

Moreover, this Code has been drawn up 
to meet the demands of stakeholders and 
society in general, who have placed their 
trust and commitment in our firm.

Responding effectively to those demands is 
one of the keys to our reputation in the mar-
ketplace. All members of the organization 
can have an influence through the manner 
in which they carry out their activities and 
the relationships they establish in their daily 
work with these stakeholders. It is therefore 
up to everyone at ELZABURU to consolidate 
that reputation by acting with transparency, 
objectivity, integrity, accountability, honesty 
and respect.

Observance of the Code will ensure that 
results are obtained in compliance with legal 
regulations and in accordance with the ethical 
principles and values that the firm wishes to

achieve and transmit internally and exter-
nally, becoming a mandatory standard for 
all persons who, directly or indirectly, act in 
the name and on behalf of the firm.

02
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Scope of 
application

This Code of Ethics and Conduct is binding on 
all members of the firm without exception. 
All members of the firm have an obligation to 
know and comply with these rules of conduct.

The Code shall be notified personally to all 
employees of ELZABURU and to any person 
representing the firm, where required by 
the nature of said person’s relationship with 
the firm, who shall undertake in writing to 
comply with the Code. Furthermore, the 
obligation to comply with the Code shall be 
expressly included in the inductions plans 
for employees, who will be given a copy 
when they join the firm.   

ELZABURU will encourage its commercial 
partners (joint ventures, suppliers, clients 
and partner companies) to act in accordance 
with this Code and to apply ethical pro-
grammes that are consistent with its stan-
dards. The firm will take appropriate action 
in the event that there is evidence of serious 
non-compliance by those partners with its 
policies or with their contractual obligations.

03
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Conduct 
guidelines 

General ethical 
principles

4.1.1 Respect for the law

4.1.2 Ethical commitment

ELZABURU’s Ethical and Conduct Principles 
aim to establish the values, principles and 
guidelines that govern the behaviour of the 
people within the organization with regard to 
ELZABURU’s Corporate Social Responsibility 
(CSR) and its relations with stakeholders, 
employees, clients, suppliers and external 
partners, public and private institutions and 
society in general.

This Code of Ethics and Conduct constitutes 
a guide for action to ensure appropriate 
behaviour in the professional activities of 
its employees, establishing principles and 
rules of conduct to prevent or significantly 
reduce the risk of unlawful acts within the 
firm.

ELZABURU’s activities will be carried out in 
strict compliance with the legislation appli-
cable in Spain and in any jurisdiction in 
which ELZABURU operates. All ELZABURU 
employees must comply with applicable

The business and professional activities of 
ELZABURU and its directors, officers and 
employees shall be based on the values of 
integrity, honesty, personal respect and the 
avoidance of all forms of corruption.     

ELZABURU is governed in its actions by the 
principles of professional ethics established 
by the relevant professional associations 
and institutions and by the rules of conduct 
laid down in this document. In particular, 
ELZABURU adheres to the Code of Conduct 
for lawyers in the European Union adopted

legislation, codes and internal regulations, 
policies and manuals, in keeping with their 
spirit and purpose.

Employees are responsible for having su-
fficient knowledge of the laws and internal 
regulations applicable to their activities 
and, where appropriate, for seeking training 
or specialist advice to ensure compliance.

ELZABURU adheres to the ten principles of 
the United Nations Global Compact including 
the commitment, among others, to work 
against corruption in all its forms.

04
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4.1.5 Quality and professional excellence

4.1.3 Zero tolerance

4.1.6	 Confidentiality

4.1.7	 Transparency

4.1.8	 Efficiency

4.1.9	 Work environment

4.1.4 Respect for and defence of human 
rights

by the Council of Bars and Law Societies of 
Europe (CCBE) and to the Code of Conduct 
of the Law Council of Spain and to the Code 
of Conduct of the Official Association of 
Spanish Industrial Property Attorneys (COAPI), 
of the Institute of European Patent Attorneys 
(EPI) and of the International Federation of 
Intellectual Property Attorneys (FlCPI).

ELZABURU has a Quality Management System, 
which has obtained ISO 9001 certification 
thanks to its commitment to quality and 
excellence, stemming from the ethical 
demands of the very practice of the profession. 
This certification has entailed the imple-
mentation of certain protocols on opera-
tions, systems operability and use of means 
and materials which all the firm’s practitio-
ners and administrative staff are required to 
observe.

ELZABURU has a Quality Assurance Policy. 
All employees must be familiar with and 
comply with the policy.

The activities carried out by ELZABURU will 
be periodicially reviewed to identify, assess 
and prevent compliance risks, under a “zero 
tolerance” approach to unlawful acts.

ELZABURU has material and information 
technology mechanisms in place to guaran-
tee the strict observance of the duties and 
rights pertaining to confidentiality, control of  
information and professional secrecy which 
govern the relations between the firm’s 
professionals and clients.

An environment of transparency shall be 
maintained at all times, maintaining the 
appropriate internal and external channels 
to encourage the reporting of possible 
irregularities, including the Ethics or Comp-
laints Channel and other channels of com-
munication that allow employees and inte-
rested third parties to report conduct that 
may imply a breach of regulations or of the 
principles set out in this Code.

The work carried out by people and the use 
of material resources must seek to achieve 
the greatest benefit at the lowest possible 
cost, in order to be able to compete and 
be sustainable in the long term. Maximum 
automation of processes will be sought 
in order to optimize the use of resources, 
generate efficiencies and avoid errors.

ELZABURU is committed to fostering a 
positive labour relations framework which 
contributes to the personal and professional 
development of its employees through con-
tinuous learning programmes, the recon-
ciliation of private and professional life, a 
workplace culture based on collective effort 
and solidarity, the responsible use of materials 

ELZABURU engages to respect internatio-
nally proclaimed human rights, comprising 
those listed in the International Bill of Human 
Rights together with the principles laid down 
in the Declaration of the International Labour 
Organization on Fundamental Principles and 
Rights at Work and the eight fundamental 
Conventions implementing them.
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4.1.10	General conduct guidelines

All members of ELZABURU undertake to 
respect in all their activities the fundamental 
rights of individuals and public freedoms 
recognized by national and international 
agreements, establishing an obligation to 
carry out all their activities with full respect 
for life and human dignity.

ELZABURU is a firm that advocates personal 
respect, decorum and good manners as 
a basic premise for the behaviour of its 
employees. Any manifestation of physical, 
psychological, sexual or moral harassment 
or abuse of authority is prohibited, as well 
as any other conduct that may generate an 
intimidatory or offensive environment with 
respect to the rights of individuals. Employees 
of the firm must treat each other with respect, 
fostering cordial relations and a pleasant, 
healthy and safe working environment. All 
employees have an obligation to treat their 
colleagues fairly and respectfully.

The use of language which is vulgar, rude, 
degrading, discriminatory, obscene, blasphe-
mous or an affront to dignity is not admissible 
either in verbal or written communication. 
The firm has a style guide which all its mem-
bers are obliged to observe.   

Similarly, relations between employees and 
external partners, suppliers and colleagues 
shall be based on professional respect and 
reciprocal cooperation.

Our professional conduct, whether through 
action or through omission, must be in 
accordance with applicable laws and regu-
lations and in compliance with this Code.

The principles of courtesy, good manners, 
fairness and good faith should always 
underpin the actions taken by all the firm’s 
professionals vis-à-vis their clients, their 
opponents and any public authorities in 
relation to matters of any kind, whether 
administrative or judicial.

We must maintain a cooperative and res-
ponsible attitude in identifying situations 
of actual or potential non-compliance with 
the ethical principles and legal rules or rules 
of conduct contained in this Code.

Any suspicion or notice of non-compliance 
with regulations, incident, complaint or 
query should be addressed to ELZABURU’s 
Compliance Committee, as provided for 
in the Compliance Programme, through 
the Ethics Channel Form accessible on the 
website and the company intranet, or by 
writing to the following e-mail address:
compliance@elzaburu.es

Fundamental 
rights

Respect 
for people

4.2

4.3

and equipment, and attention to occupational 
health and safety.    

When working in a shared environment, 
respect for colleagues is essential and all 
employees are responsible for keeping their 
workstations tidy and clean, and for the 
hygienic and proper use of toilets and com-
munal areas.

Moreover, the facilities must meet the same 
cleanliness criteria, with each employee 
cooperating in the recycling of materials in 
accordance with procedures. 

mailto:compliance%40elzaburu.es?subject=
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ELZABURU considers all-round personal 
development to be important and will 
therefore facilitate the necessary balance 
between professional and personal life.  

The Compliance Committee is committed 
to investigating all reports of harassment, 
ensuring objectivity, the right to privacy and 
confidentiality of the issues discussed and 
the persons involved.

Furthermore, everyone has the right to 
presumption of innocence and the right to 
honour and reputation, and false allegations 
will not be tolerated.

The aim is to establish the procedure for 
dealing with potential situations of workplace, 
sexual or moral harassment in the working 
environment, applicable to all employees 
working at ELZABURU.

Situations of sexual, workplace and moral 
harassment occurring at work, in connection 
with work or as a result of work shall apply 
both on the firm’s premises and during 
work-related travel, trips, events or social or 
training activities.

Sexual harassment: without prejudice to 
the provisions laid down in the Criminal 
Code, for the purposes of this protocol, any 
verbal or physical behaviour of a sexual 
nature which has the purpose or effect of 
violating the dignity of a person, in particular 
where it creates an intimidatory, degrading 
or offensive environment, constitutes sexual 
harassment.

Any sexual harassment shall be considered 
discriminatory.

Making a right or the expectation of a right 
conditional upon the acceptance of a situation 
constituting sexual harassment shall also 
be deemed to constitute discrimination on 
grounds of sex.

Moral harassment, workplace harassment 
or “mobbing”: a situation whereby a person 
(or group of persons) in the workplace, sys-
tematically and repeatedly over a prolonged 
period of time, inflicts extreme psychological 
violence on another person in order to 
destroy their networks of communication, 
their reputation and disrupt the performance 
of their work, with the aim of making that 
person leave their job.

In order to guarantee the rights of individuals, 
and in accordance with the principles of 
equality, dignity and non-discrimination, 
as well as the right to physical and moral 
integrity, which are universal legal principles 
enshrined in the Spanish Constitution, 
ELZABURU declares that it has zero tolerance 
for any conduct constituting sexual, wor-
kplace or moral harassment throughout its 
organization.

Within the framework of prevention of wor-
kplace, sexual or moral harassment in the 
working environment, a protocol for action has 
been established with the aim of maintaining 
a working environment that respects the 
dignity and freedom of its employees.

ELZABURU is committed to promoting 
working conditions that prevent workplace, 
sexual or moral harassment.

Prevention of workplace, 
sexual or moral harassment4.4
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the relationship arises after the respective 
employee has joined the firm. 

ELZABURU will encourage all employees to 
actively participate in the training plans for 
each professional level, in order to foster the 
professional advancement of its employees. 
Persons holding management positions must 
also facilitate the professional development 
of their colleagues, so as to promote their 
professional and technical growth in the 
organization. In order to advance the com-
mitment to corporate social responsibility, 
a working environment compatible with 
personal development will be promoted, 
helping the people in their teams to reconcile 
their personal and professional life.

ELZABURU is committed to the principle of 
equal treatment and equal opportunities 
in the workplace for all purposes and in 
all aspects. We are committed to the fight 
against discrimination in any form, direct or 
indirect, and therefore do not accept discri-
mination on grounds of sex, marital status, 
age within the limits set by law, race, sexual 
orientation, social status, religious or politicial 
beliefs, membership or non-membership of 
a trade union, political party, etc.

The firm is committed to the professional 
and personal development of its employees, 
guaranteeing equal opportunities through 
its human resources policies. The selection 
and promotion of employees is based on 
the performance of professional duties and 
on the merit and ability criteria defined by 
the firm for each position.

Immediate family members and partners 
of employees may be hired as employees 
or consultants only if their appointment is 
based on their qualifications, performance, 
skills and experience. These fair recruitment 
principles shall apply to all aspects of the 
working relationship, including remuneration, 
promotions and transfers, and also where

ELZABURU is committed to improving health 
and safety at work and preventing accidents 
at work and occupational diseases.

All employees working for ELZABURU are 
obliged to comply with the established 
Occupational Risk Prevention regulations 
and must actively cooperate in integrating 
risk prevention in all activities carried out 
within the firm in accordance with the func-
tions and responsibilities assigned to them 
under the Occupational Risk Prevention 
Plan.

Likewise, all personnel must encourage the 
development of a Preventive Culture in the 
organization, promoting compliance with good 
health and safety practices and reporting 
any irregularity or situation that may pose 
a risk, both for workers and for the facilities.

This occurs when, repeatedly and continu-
ously over time, behaviour such as exclusion 
of the worker from relations with colleagues, 
lack of work assignment or the assignment 
of absurd tasks or work that is clearly below 
the worker’s professional capacity or skills, 
or humiliation, contempt or undervaluation 
of the worker in public occurs.

Equal opportunities and 
non-discrimination

Health 
and safety

4.5

4.6
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They shall also make responsible use of 
their assigned equipment and facilities 
and disseminate knowledge among their 
colleagues and subordinates, promoting 
compliance with risk protection practices. 

As office work is highly sedentary and involves 
the use of screens, campaigns on office 
furniture ergonomics and visual health will 
be promoted.

The possession, consumption or distribution 
of alcohol or drugs, as well as the performance 
of assigned duties under the influence of 
such substances, is expressly prohibited.

In the event that a situation is detected of 
persons who may be working under the 
influence of alcohol or drugs, all ELZABURU 
employees are obliged to report such a 
situation immediately to the firm, as it may 
affect the safety of others.

actions and decisions are guided by the 
best interests of the firm and its clients and 
are not motivated by personal or third-party 
considerations or interests.

ELZABURU does not interfere or participate 
in political processes wherever it operates.

We must refrain from using the image, 
name or brands of ELZABURU to open 
unauthorized Internet accounts or join
forums and networks. Creation, membership, 
participation or collaboration on social 
networks, forums or blogs, and the opinions 
or statements that we make on them, shall 
be made in a personal capacity so that our 
personal identity is clear.

ELZABURU and all its employees are com-
mitted to actively and responsibly ensuring 
the greatest respect for the environment in 
the performance of their activities, as well as 
reducing the environmental impact of their 
activities, through a digital environment 
that minimizes the use of paper, a culture of 
recycling, prevention of waste pollution, and 
efficient energy use.

Employees shall strive to minimize the envi-
ronmental impact arising from their activities 
and from the use of the facilities, equipment 
and means made available to them by seeking 
to make efficient use of the same. 

In the event that activities are detected that 
may not be in accordance with these principles, 
such activities shall be reported to the person 
directly responsible or to the members of 
the Compliance Committee.

ELZABURU considers its image and corporate 
reputation to be one of its most vaulable 
assets in preserving the trust of clients, em-
ployees, partners, suppliers, authorities and 
society in general.

All employees must take the utmost care to 
preserve the firm’s image and reputation 
in all their professional activities. Likewise, 
they shall monitor to ensure respect for and 
proper and appropriate use of the corporate 
image and reputation by their suppliers and 
partners.

We have a responsibility to ensure that our

Respect for 
the environment

Protection and care 
of brand, image and 
corporate reputation

4.8

4.7
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ELZABURU has appropriate procedures and 
means in place to prevent, in the course of 
its activities, irregular payments or money 
laundering arising from illegal or criminal 
activity.

The firm carries out specific controls on all 
transactions of an economic nature, both 
collection and payment, and especially on 
those which, due to their nature or amount, 
may be considered unusual, avoiding or 
controlling in particular those made in cash, 
with bearer cheques or to bank accounts 
located in tax havens.

Employees shall pay particular attention 
to cases where there may be indications 
of a lack of integrity on the part of persons 
or companies with whom ELZABURU has 
dealings, and shall immediately inform the 
firm of any payment about which there 
is any doubt. Particular attention shall also 
be paid to extraordinary payments not 
foreseen in the corresponding agreements 
or contracts. Under no circumstances shall 
cooperation be provided for activities that 
could serve as cover for terrorist or criminal 
activities.

It is recommended not to use payment 
methods that may cause problems, such as 
cash payments, bearer cheques, etc.

of the performance of work duties, in the 
personal gain or enrichment, monetary or 
otherwise, of any person in the firm or the 
facilitation of such personal gain or enrich-
ment for other persons, whether or not they 
are family members, are not permitted.   

The offering or acceptance of gifts, and in 
general, any type of compensation that 
could compromise our own objectivity or 
that of others or influence the decision-
making process in which we are involved, is 
prohibited.

Exceptions to the above are gifts or offers of 
low value (e.g., merchandising items, books, 
bottles of wine, etc.) which form part of 
generally accepted customs and practices.    

In the event that gifts or offers are received 
that are disproportionate or not in accor-
dance with custom and practice, they must 
be reported or handed over to a member of 
the Compliance Committee, either directly 
or through the person’s superior. The Com-
pliance Committee shall decide whether 
they are to be refused, donated for social 
purposes or raffled among employees.

Practices of offering or accepting bribes, 
or situations that result, as a consequence

ELZABURU undertakes to comply at all times 
with all its tax and social security obligations 
in accordance with current legislation.   

All employees and partners whose activities 
or decision-making entail tax consequences 
for the organization must bring their actions 
into compliance with the law, informing their 
actions into compliance with the law, infor-

Money 
laundering

Bribes, gifts 
and courtesies

Tax 
obligations

4.9

4.10

4.11
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ming their immediate superior or equivalent 
in the case of partners, in order to identify, 
review, assess and classify any tax risks arising 
from the firm’s regular and extraordinary 
activities.   

In case of doubt or detection of tax risks, the 
Compliance Committee should be consulted.

We must not access social networks, strea-
ming content or any website unrelated to 
our work duties during working hours.

Installing any type of software that has not 
been authorized by the IT department or 
any activity that affects the security of the 
firm’s network is strictly prohibited.    

People working in the organization must be 
aware that the data contained in ELZABURU’s 
information systems, devices or computer 
equipment may be subject to review by the 
competent departments of the firm, or by 
third parties designated by the firm, when 
deemed necessary and permitted by the 
regulations in force.

All ELZABURU employees and partners are 
under the obligation to make responsible 
use of the firm’s resources and assets. All 
ELZABURU employees are aware of the 
demanding quality standards set by our 
clients and must keep all resources and 
means of production and control in perfect 
condition to maintain and ensure the quality 
of our services. Due to new technologies 
and the ongoing digital transformation, we 
must pay special attention to the area of IT 
and work together to ensure optimum data 
quality.

It is strictly forbidden to access the Internet 
to access web pages whose content is 
related to fraudulent conduct, pornography 
or any other illegal subject matter, nor may 
any kind of content be downloaded that 
is unrelated to the tasks performed in our 
job. We must refrain from using the firm’s 
IT and communication resources to view or 
download illegal content that damages the 
firm’s image and security, both during and 
outside working hours.

The use of company e-mail and mobile phones 
for any illegal or irresponsible activity that 
harms ELZABURU is not permitted.

In relation to employees, conflicts of interest 
are considered to be all circumstances in 
which personal interests, either directly or 
indirectly, interfere with the responsible and 
ethical performance of their professional 
duties and responsibilities or involve them 
personally in any economic operation or 
transaction of the firm, its clients or its 
suppliers.

ELZABURU’s relationship with its employees 
must be based on loyalty and trust, and thus 
any situation in which personal interests, 
either directly or indirectly, through family 
or friends, may conflict with those of the 
firm, must be avoided.   

ELZABURU understands and respects the 
involvement of its employees in other financial, 
business and academic activities, provided 

Use of the firm’s 
resources and assets

Conflicts
of interest

4.12

4.13
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ELZABURU guarantees the professional 
management of all matters entrusted to 
the firm, which will be handled by qualified 
practitioners, at least one of whom will 
be assigned to each client, and within the 
framework of an information system which 
enables an administrative team to provide 
appropriate support at all times and thus 
ensure that actions are taken with the 
necessary speed and smoothness. Any qua-
lity incident affecting the services provided 
must be reported immediately through the 
firm’s Quality Control Mailbox.

ELZABURU’s clients have the right to be kept 
promptly informed, with full transparency, 
of all developments which may affect their 
interests arising in the course of proceedings 
before registries or courts or in contractual 
negotiations and to receive a copy of the 
briefs and documents which ELZABURU or 
the other party may submit in all such matters. 
Subject to the rules on data protection, 
clients shall have access online and/or in 
paper format to the case files on the matters 
handled by the firm in their name.

ELZABURU adheres to a scrupulous system

ELZABURU shall promote the building of 
stable relationships with its suppliers and 
partner companies based on trust, a demand 
for the highest quality, transparency, the 
pursuit of continuous improvement and 
mutual benefit.

ELZABURU will ensure that its suppliers 
carry out their activities within the framework 
of social responsibility and business ethics. 
The agreements established between ELZA-
BURU and its suppliers or external partners 
will promote guidelines for compliance with 
certain ethical, social and environmental 
standards. ELZABURU is committed to res-
pecting human rights, the non-use of forced 
or compulsory labour, the eradication of 
child labour, respect for the environment 
and the eradication of discrimination in the 
workplace. The selection of suppliers must 
be carried out in a manner that guarantees 
transparency, equal treatment and the use 
of objective criteria.

All employees involved in the contractin g of 
services or purchasing of goods are obliged 
to act with complete independence, impar- 

of conflict resolution to avoid cases of client 
conflict that may arise in the course of its 
activity. To this end, ELZABURU has approved 
a Conflict Management Protocol available to 
its clients and has created a Client Conflict 
Oversight Board (CCOB) to process and decide 
on any conflicts that may arise, accessible 
through the Intranet, to which any employee 
should refer any queries or doubts that may 
arise with clients of the firm.

that they are legal and do not constitute un-
fair competition and do not conflict or inter-
fere with their responsibilities, obligations 
and due dedication to their work.    

In relation to clients, ELZABURU has establi-
shed a Client Conflict Oversight Board and 
a Conflict Management Protocol, which we 
refer to in the following section.

Relationship 
with clients Relationship with 

suppliers and third parties
4.14 4.15
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trust, good faith, loyalty and necessary coo-
peration in the event that they require verifi-
cation of compliance with legal obligations. 

As a general rule, no ELZABURU employee 
may offer, grant, request or accept, directly 
or indirectly, gifts or donations, favours or 
compensation, whatever their nature, or from 
any authorities or officials.

The only exceptions to the above rule are 
gifts and hospitality of small value that are 
proportionate and reasonable according 
to local practice, transparent, given for 
legitimate, socially acceptable interests, and 
sporadic, so that their content or regularity 
would not lead an independent third party 
to doubt the good faith of the employee or 
the firm. Gifts of cash are expressly prohibited.   

It is the responsibility of each employee to be 
aware of and properly assess local practices, 
taking into account the firm’s interest and 
good reputation. In case of doubt, the Com-
pliance Committee should be consulted.

In any event, customary practices regarding 
gifts and hospitality must be properly moni-
tored, evaluated and recorded by the firm.

ELZABURU employees shall refrain from 
making payments for facilitation or expediting 
of procedures, consisting of the delivery of 
money or other items of value, whatever the 
amount, in exchange for securing or expedi-
ting the course of a procedure or action of 
whatever nature, before any judicial body, 
public administration or official body.   

Employees shall avoid obtaining undue tax 
advantages for the firm and shall ensure that 
the information declared to the authorities 

ELZABURU employees shall interact with 
public authorities and institutions in a lawful, 
ethical and respectful manner, in line with 
international provisions for the prevention 
of corruption and bribery. Those employees 
who have relations with representatives of 
public administrations must be specifically 
authorized by the firm.

Relations with public administrations and 
other regulatory bodies shall be governed 
by the principles of transparency, mutual 

Relationship with public 
authorities and officials

tiality and objectivity, applying quality and 
cost criteria and avoiding any clash between 
their personal interests and those of the firm.

Purchasing practices that are not included 
in the purchasing process, or situations that 
lead to a benefit or enrichment of any per-
son in the firm, the supplier or third parties, 
are not permitted. Moreover, it is forbidden 
to offer, give, request or receive any kind of 
payment outside the contract or order.

ELZABURU has processes for the approval, 
selection and contracting of suppliers for 
the acquisition of goods and services. In the 
purchasing processes, efforts will be made 
to ensure competition and diversification of 
offers, and the security and confidentiality of 
the information exchanged in the framework 
of the commercial relationship, in order to 
guarantee that it cannot be used to the 
detriment of our clients or to unfairly compete 
with us, respecting at all times the legitimate 
industrial and intellectual property rights of 
the parties.

4.16
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the information to which they have access 
must be considered confidential and may 
only be used for the purpose for which it 
was obtained.     

Furthermore, they shall not duplicate, re-
produce or make any further use of the in-
formation other than that necessary for the 
performance of their duties and shall not 
store it in information systems not owned 
by the firm, except in the cases and for the 
purposes expressly authorized.

The obligation of confidentiality shall survive 
the termination of employment with ELZA-
BURU and shall include the obligation to 
return any material connected with the firm 
in the employee’s possession at the time of 
termination of employment.

ELZABURU employees must respect the 
personal and family privacy of all persons, 
whether employees or others, to whose 
data they have access. Authorizations to use 
data must be in response to specific and 
justified requests. Employees must strictly 
comply with the internal and external rules 
established to ensure the proper handling 
of information and data provided to the 
firm by third parties.    

In the collection of personal data from 
clients, employees, suppliers or any person 
or entity with whom a contractual or other 
relationship exists, all ELZABURU staff shall 
obtain consent, where required, and under-
take to use the data in accordance with the 
purpose authorized by the person giving 
such consent. Moreover, ELZABURU staff 
must be aware of and comply with all internal 
procedures in place for the storage, custody 
and access to the data, which are designed 
to ensure the different levels of security 

in this area is truthful and accurately reflects 
the reality of the firm. They shall also ensure 
that aid requested or received from public 
administrations is used appropriately and 
that requests for aid are transparent, avoiding 
falsifying the conditions for obtaining aid or 
using aid for purposes other than those for 
which it was granted.

ELZABURU has an Information Security 
Management System which has obtained ISO 
27001 certification. It also has an Information 
Security Policy that must be known and 
complied with by all employees.

ELZABURU employees are obliged to protect
 the information and knowledge generated 
within the organization, or owned or held by 
the organization.

Employees shall refrain from using for their 
own benefit any data, information or docu-
ment obtained in the course of their profes-
sional activity. Nor shall they communicate 
information to third parties, except in com-
pliance with applicable regulations, rules 
of the firm or when expressly authorized 
to do so. Moreover, they shall not use data, 
information or documents of a confidential 
nature originating from a third-party com-
pany without its written authorization.

ELZABURU employees undertake to main-
tain confidentiality and to use any data, 
information or documents obtained in the 
course of their duties at the firm in accor-
dance with internal regulations. In general, 
and unless they are instructed otherwise, 

Information security and 
personal data protection4.17
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required in accordance with the nature of 
the data.     

Employees shall notify the relevant depart-
ment or area of any incident they detect 
relating to the confidentiality of information 
or the protection of personal data.

Information provided to ELZABURU by 
clients or suppliers, as well as information 
relating to remuneration, personal and 
family circumstances, professional skills, 
performance reports, medical examinations 
of professionals, must be treated in a confi-
dential manner, in order to ensure its confi-
dentiality in accordance with the laws and 
regulations governing these aspects. 

Specific issues to be observed with regard 
to the processing of data and documents:

2 

3 

4 

5

1 

.

.

.

.

. Personal or confidential data should not 
be left visible to third parties. Always try to 
apply a clean desk policy.

Avoid taking personal or confidential data 
outside ELZABURU. If necessary, use a device 
provided by the firm with security measures.

When handling data at work, always use 
corporate e-mail, ELZABURU’s servers or 
the official Salesforce or 365 platforms. 

Never leave your computer open and do 
not leave access codes or passwords visible.

Do not throw documents with personal or 
confidential data in wastepaper baskets. Use 
the paper shredders or paper shredding bins 
provided.

ELZABURU has traditionally maintained 
a commitment to respect industrial and 
intellectual property rights, which prevents 
it from defending individuals or companies 
that engage in commercial piracy. This same 
commitment obliges the firm to actively 
participate in all initiatives that contribute to 
strengthening and enhancing the protection 
of such rights.

ELZABURU encourages creativity among the 
people in the organization and considers it 
essential to be open to new ways of doing 
things. Consequently, the firm considers 
it necessary to protect the rights that may 
exist in relation to its distinctive signs, 
such as trademarks, tradenames, know-how, 
software or intellectual creations.    

ELZABURU is committed to protecting its 
own and others’ intellectual and industrial 
property. This includes, inter alia, patents, 
trademarks, designs, domain names, copyright 
and rights to specialized technical know-how.

Staff are expressly prohibited from using 
works, creations or distinctive signs of inte-
llectual or industrial property belonging to 
third parties without proof that the firm has 
the corresponding rights and/or licences.

The intellectual and industrial property 
resulting from the work of employees during 
their time with the firm, and which is related 
to ELZABURU’s present and future business, 
shall be the property of the firm. Only duly 
authorized trademarks, images and texts 
will be used in marketing and advertising.

Protection of industrial 
and intellectual property4.18
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Interpretation

Non-compliance

Any doubts that may arise regarding the 
interpretation of this Code of Ethics and 
Conduct shall be resolved by the Compliance 
Committee. Compliance with this Code shall 

No member of ELZABURU is authorized to 
breach the guidelines and provisions of this 
Code of Ethics and Conduct, not even in 
response to an order from a superior. Failure 
to comply with the rules of this Code of Ethics 
and Conduct will result in the application  

be reviewed at least once a year and, based 
on the experience acquired, weaknesses 
detected and suggestions received, it shall 
be updated and continuously improved. 

of the appropriate sanctions in accordance 
with the applicable legislation. The Compliance 
Committee, which reports to ELZABURU’s 
Board of Directors, is responsible for supervising
the proper implementation of the Code of 
Ethics and Conduct. 

05
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Procedure for handling 
notifications and queries 
regarding irregularities 
or breaches of the Code 
of Ethics and Conduct

ELZABURU has established a procedure for 
handling notifications and queries regarding
irregularities or breaches of the Code of 
Ethics and Conduct in order to encourage 
compliance with the Code and the rules set 
out in the same. ELZABURU shall facilitate 
matters for all members of the organization 
and stakeholders to raise queries and report 
irregularities or breaches of ethics, integrity 
or the guidelines established in the Code of 
Ethics and Conduct, through the following 
channels:

Any notification or query may be made 
anonymously and must include a description 
of the same. Notifications and queries shall be 
handled by the Compliance Committee and 
shall be reviewed and treated confidentially. 
The data of the person involved will be 
handled in accordance with the provisions 
of the applicable data protection laws.

Retaliation against those who have made use, 
in good faith, of the Ethics Channel to report 
possible irregularities will not be tolerated. 
The existence of the Ethics Channel is without 
prejudice to any other mechanisms that 
it may be deemed appropriate to create 
to allow the communication of potentially 
significant irregularities. 

07

Complaints or Ethics Channel available on 
the intranet and on the corporate website.

E-mail
compliance@elzaburu.es

By post, addressed to the Compliance 
Committee at the following address: 
Paseo de la Castellana 259C, Madrid, Spain.

Verbally, to the Compliance Officer, or any 
member of the Committee, which must be 
documented.
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ANNEX: 
Form for 
Complaints Channel

7.1

Relationship with the organization

Report’s detail

Attachments (Evidence)

When did the breach take 
place?

Were there any witnesses to the 
breach?

Do you wish to file an 
anonymous report?

Complaints Channel

https://centinela.lefebvre.es/public/concept/1824570?access=7M1SredWP%2FlaK5R5cxOb51ej6MpW0Os1KQHdld0ZHyU%3D


P.º de la Castellana, 259 C
Torre de Cristal
28046 Madrid. España
+34 917 009 400
elzaburu@elzaburu.es

elzaburu.es

ELZABURU Code of Ethics and Conduct

https://www.elzaburu.es/
https://www.linkedin.com/company/elzaburu 
https://www.youtube.com/channel/UCdbtyxrOf5ucvQqw43djT6Q
https://twitter.com/ELZABURU_Online?ref_src=twsrc%5Egoogle%7Ctwcamp%5Eserp%7Ctwgr%5Eauthor

