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1.   MCA Group Code of Ethics and Business Conduct (“Code”) 

 

1.1. Object 

M. Couto A lves Ho ld ing BV, together  wi th i ts  subs id iar ies ,  branches and a ff i l ia tes (co l lect ive ly,  

the "Group")  undertakes to carry out i ts  bus iness act iv i t ies and re lat ionships wi th ded icat ion,  

commitment,  profess iona l ism and integr i ty .  

Our Group 's bus iness eth ic is  based on compl iance wi th cr i ter ia that promote the Group 's 

values,  cu l ture and management model a nd foster respect for  ind iv idua ls and the ir  r ights .  

This Code’s  a im is  to  estab l ish the pr inc ip les and ru les that gu ide our  Group and const i tute 

the basis of  the behav iour  that  the Group expects  from you.  This Code comes into force in 

2019 and may be updated per iod ica l ly  by the Group's  Board o f Directors ( "Board") .  

The content o f th is  Code is  not new; the po l ic ies  set out in  th is document  are par t  o f  the 

Group’s long trad it ion in what re lates to our adopt ion on a day- to-day bas is  o f e thica l bus iness 

standards.  

 

1.2. Scope of implementation  

The Code appl ies to a l l  ind iv idua ls work ing for  the Group at any leve l and in any category .  Th is  

means i t  app l ies to senior and midd le management,  d i rectors ,  other  employees (permanent,  

f ixed- term and temporary) ,  consul tants,  contractors ,  subcontractors,  t ra inees, seconded 

personne l,  casua l ,  inter im and home wor kers,  vo lunteers,  in terns,  agents,  sponsors or any 

other  person associated to our  Group or with i ts  management,  d irectors and employees,  

ir respect ive o f the ir  locat ion.  

Our Group s imi lar ly  hopes that i ts  partners  wi l l  be aware o f the Code, and ab ide by the  same 

standards in the ir  re lat ions with the Group and other representat ives of the Group.  

You should comply wi th th is Code in the course o f your day - to-day dut ies s ince i t  estab l ishes 

the behav ioura l model coherent wi th our  Group's bus iness cul ture .  
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1.3. The Relation between the Code and other Group policies  

This Code should  be interpreted in conjunct ion wi th any o ther  Group po l ic ies ment ioned in i t  

and with any add it ional  pol ic ies,  ru les and procedures that the Group may adopt from t ime to 

t ime.  

 

1.4. Monitoring and compliance  

The Board is respons ib le  for  superv is ing the implementat ion o f  th is Code and for  carry ing out  

the annua l rev is ion of  the pr inc ip les set  for th in i t ,  in  order  to  ensure that  i t  is  e f fect ive and 

proper ly implemented.  

As a Group, we are committed  to comply ing with th is Code and to app ly ing the pr inc ip les set 

for th in  i t  to a l l  o f  our  dea l ings with shareho lders ,  partners ,  customers, suppl iers ,  employees 

and the community.  

I t  is  the duty o f the Board, senior managers, and operat iona l managers to set  the example, 

gu ide and support  the ir  teams in  comply ing with th is Code.  

 

2.   MCA Group Vision / Mission / Values 

 

2.1. MCA Group Mission 

To adopt the best management pract ices,  a iming at mak ing shareho lder va lue creat ion 

compat ib le  with i ts  main s takeholders:  customers, employees,  par tners and local  communit ies .  

 

2.2. MCA Group Values 

Rely ing on the accumulated exper ience o f  two decades,  focusing  on susta ined organizat ional 

deve lopment  and cons istent wi th the market  requirements,  the Group is a l igned w i th corporate 

values o f susta inab i l i ty ,  soc ia l  respons ib i l i ty  and corporate eth ics ,  which are t rans lated into 

s ix areas:  
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2 .2.1.  Credib i l i ty  

•  Work in a prec ise, unbiased and object ive manner;  

•  Improve s takeho lder engagement mechanisms,  with a v iew to gather and integrate the ir  

concerns, a iming the cont inuous improvement ;  

•  Enabl ing  and invest ing on the growth o f others ,  contr ibut ing  through soc ia l  act ion s for  

the soc io-economic development of  the communit ies in which the Group operates;  

•  Object ive and cred ib le  report ing o f economic, soc ia l  and env ironmental per formance.  

 

2 .2.2.  Rigour 

•  Rigorous in a l l  our  act ions, re f lect ing  on the act iv i t ies  carr ied out  (des ign, p lann ing,  

execut ion and management) ;  

•  Organized, producing our  work  more pro f i tab le;  

•  Compl iance wi th the compl iance ob l igat ions,  lega l ,  contractua l and other  app l icab le  

requirements;  

•  Increase product iv i ty  and e ff ic iency o f processes , to achieve operat iona l perfo rmance 

levels in l ine wi th best internat iona l and market pract ices.  

 

2.2.3.  Dynamism 

•  Prevent ive ly intervene in the contro l  o f  r isks,  includ ing occupat iona l sa fety and hea lth;  

•  Commit  to  promote the prevent ion of in jur ies  and occupat iona l d iseases;  

•  Minimize the env ironmenta l impacts of the act iv i t ies ,  promot ing the rat iona l use o f 

natura l  resources and prevent ing po l lut ion;  

•  Communicate to  employees and other  s takeho lders ,  ob l igat ions and in format ion 

re levant to the act iv i ty .  

 

2.2.4.  Profess iona l ism 

•  “Do wel l  to serve bet ter” ,  respect ing a l l  stakeho lders;  

•  Invo lvement o f a l l  employees in the promot ion o f the Group's values, cu lture and 

management /  governance model ;  
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•  Encourage stakeho lders,  such as customers, suppl iers ,  subcontractors,  and others to 

cont inua l ly  improve.  

 

2.2.5.  Innovat ion 

•  New markets prospect ion;  

•  Encourage the deve lopment  o f new products,  processes and serv ices;  

•  Engage employees in the deve lopment o f the act iv i ty ,  prov id ing them with condit ions o f 

learn ing, deve lopment  and persona l fu l f i lment  compat ib le  wi th the object ives set ,  in 

order to enhance employment and career progress ion .  

 

2.2.6.  Ident i ty  

•  Trans la te the human dimens ion and respect for  people into human resources 

management st ra tegy and po l ic ies ;  

•  Create mot ivat ing and compensatory work ing condi t ions thr ough remunerat ion and 

incent ive po l ic ies  that promote exce l lence and mer it ;  

•  Adopt non-d iscr iminatory recru i tment and se lect ion pract ices that promote equal  

oppor tunit ies ;  

•  Act ive ly support  the t rans i t ion f rom schoo l to working l i fe  by promot ing qua l i fy ing 

tra in ing;  

•  St imulate  “act ive aging”  in  order  to achieve the generat iona l ba lance o f human 

resources wi thin the framework o f a respons ible and soc ia l ly  susta inab le labour  po l icy;  

•  Promote and support  soc ia l ,  educat ional ,  cu ltura l  and env ironmental in i t ia t ives wi th 

externa l ent i t ies;  

•  In each work, a t  each moment,  "Go even fur ther" .  
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3.   Responsibilities at work 

 

3.1. Compliance with laws, rules and regulations  

As a star t ing po int  and inherent  in  the Values l isted above,  you are  ob l igated to  comply,  defend 

and enforce the leg is lat ion,  ru les,  regula t ions, and professiona l s tandards in force in the 

geographies  where the  Group operates,  inc lud ing any  g loba l agreements or sectora l and 

eth ica l ru les  speci f ic to each pro fess iona l,  as we l l  as  any and al l  contractua l  commitments 

assumed by the  Group.  

 

3.2. Group governance  

Our Group wi l l  be managed transparent ly  and in compl iance with the standards, gu idel ines 

and pr incip les of good corporate governance, in accordance wi th our commitment to our  

shareho lders,  partners ,  customers, suppl iers ,  employees and the community.  

 

3.3. Conflict of interests  

I t  is  your respons ib i l i ty  to ensure that you act in the Group 's best interests and that you do not 

act in any way that would jeopard ise that respons ib i l i ty .  

A conf l ic t  o f  in terests 1 occurs when your perso na l in terests 2 in ter fere with those o f the Group. 

A s ituat ion o f conf l ic t  could occur i f  you under take act ions or  have interests  that make i t  

                                                        

 

 

1 A  "con f l ic t  o f  in ter es t "  occ urs  when  the  d i r ec t  o r  ind i rec t  p ersona l  in teres t  o f  a  g iven  emp loyee  in f lu ences,  o r  

has  th e  capac i t y  to  in f luen ce,  th e  prop er  p er fo rmanc e  o f  h is  o r  her  p ro fess ion a l  du t ies ,  and  wh ich  cau ses,  o r  

has  the  capac i t y  to  cau se,  a  con f l ic t  be tw een  the  employee ' s  per son a l  i n terests  and  the  r igh ts  and  in terests  o f  

the  Group,  w i th  po ten t i a l l y  harmfu l  r esu l t s  f o r  the  Grou p 's  r igh ts ,  in ter es ts ,  p roper ty  and/or  repu ta t i on .  
2 An  em plo yee 's  "p erson a l  in terest "  i s  und ers tood  to  mean  a  s i tu at ion  where  an  em plo yee m ay h av e th e  

oppor tun i ty ,  in  the  course  o f  h i s  o r  h er  du t i es ,  t o  ob ta in  persona l  ga in  (o r  to  m i t ig ate  a  po ten t ia l  p erson a l  lo ss) .  

Such  s i tua t ions  m ay invo lve  mon ies ,  va luab les  o r  o ther  goods or  serv ices  an d/or  o ther  p rop er t y  r igh ts ,  whe th er  

fo r  the  emp loyee,  h is  o r  h er  fam i l y  o r  th i rd  par t i es .  
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d i f f icu l t  fo r  you to carry out your dut ies ob ject ive ly and e f fect ive ly .  You must per form your 

dut ies in an honest  and eth ica l manner,  inc lud ing the way in which you dea l  with rea l ,  apparent  

and potent ia l  conf l icts  of interest  between your  persona l and bus iness re la t ionships. Th is 

inc ludes fu l ly  d isc los ing any rea l,  apparent  or  potent ia l  conf l ic t  o f  interests  as def ine d here in.  

I f  you be l ieve that  there might be a conf l ic t  o f  in terests  or that an act iv i ty  or  re la t ionship in 

which you are invo lved could const i tute  a conf l ic t  o f  interest ,  you should  in form the Group ’s 

Eth ics Hot l ine  (e th ics@mca-grupo.com) and your l ine manager.  You should be especia l ly  

carefu l  i f  you have a d i rect or  ind i rect interest  in a company or have the capaci ty to in f luence 

a company wi th which our Group has a bus iness re la t ionship or which is one of our c ompet i tors.  

Th is app l ies whether the interest in quest ion is  yours persona l ly  or  is  through another re lated 

person. For the purposes o f th is Code, a "re la ted person” is  understood to mean your spouse, 

partner or s ign i f icant o ther ,  ch i ld,  parent,  s ib l ing,  c ous in,  c lose persona l fr iend or any other 

person ( includ ing agents)  who may be ent i t led to act  on your beha l f .  For example,  a conf l ict  

of  in terests may a lso  occur when one fami ly  member is  d irect ly  subord inate to another.  

 

3 .3.1.  Relat ives work ing in the sector  

You may encounter a s i tuat ion in which a c lose re la t ive is  a compet itor,  suppl ier ,  or  customer  

of our Group, or is  one of  the i r  employees.  Such s i tuat ions are  not  necessar i ly  prohib i ted but 

they should  be handled with greater sens i t iv i ty  wi th regard  to secur i ty ,  conf ident ia l i ty,  and 

conf l icts o f interest .  You should take the nature o f your own responsib i l i t ies as a Group 

employee into  account ,  as we l l  as  the nature o f the other person's respons ib i l i t ies ;  and, 

s imi lar ly,  the  access each has to  the ir  e mployer 's conf ident ia l  in format ion.  Such a  s i tuat ion 

could ra ise susp ic ion among your co l leagues and could a ffect your profess iona l re la t ionships 

and your reputat ion for  eth ica l behav iour .  

Consequent ly,  you should  in form the Group ’s  Compl iance Help l ine  of any such s ituat ion so 

that  the nature and scope o f  any potent ia l  conf l ic t  can be assessed. In  certa in cases, the r isk 

for  our Group's interests may be suf f ic ient ly  remote that the Group ’s  Compl iance Help l ine does 

no more than to remind you o f your duty not  to  reveal  conf ident ia l  Group in format ion, and not 

to take par t,  on beha lf  of  our Group, in dec is ions invo lv ing the other company. In  other cases, 

stronger measures may be needed to address a potent ia l  conf l ict  of  in terests.  

 

 

mailto:ethics@mca-grupo.com
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3 .3.2.  Corporate opportuni t ies  

You must  promote the Group ’s  leg i t imate  interests  whenever  the oppor tunity ar ises.  I f  you 

become aware o f  a  bus iness or  investment opportunity in  which the Group could  be interested,  

or  which in some other way comes wi th in the scope o f our bus iness act iv i ty,  yo u must not 

attempt  to pro f i t  f rom, or engage in,  that opportunity without the pr ior  wr it ten consent of the 

Group ’s  Compl iance Help l ine.  This  inc ludes opportuni t ies  invo lv ing the use o f corporate 

proper ty  or  in format ion, or  your  pos it ion in the Group; for  example,  through one o f  the Group 's 

compet itors ,  customers, suppl iers ,  or  actua l  or  potent ia l  bus iness partners .  You may not  use 

corporate  property or in format ion,  or  your  pos it ion in  the Group,  for  undue persona l ga in.  

S imi lar ly ,  you may not engage in any act iv i ty  as a compet i tor  of  the Group.  

 

3.4. Corruption and bribery  

Our Group has a po l icy of zero to lerance with regard to both act ive and pass ive corrupt ion 

and br ibery and is  commit ted to comply ing wi th the re levant  ant i -corrupt ion and ant i -br ibery 

leg is la t ion in every jur isd ict ion where we operate.  

Please re fer to  the Group's  Ant i-Corrupt ion and Br ibery  Po l icy,  which sets  out your  

respons ib i l i t ies  in  re lat ion to  ensur ing compl iance wi th app l icab le ant i -br ibery laws,  ru les and 

regulat ions.  P lease re fer to that document for  fur ther  deta i ls .  

 

3.4.1.  Offers,  g i f ts  and hosp ita l i ty  

You must  not g ive,  promise to g ive,  o f fer  or  accept  any payment,  g i f t  or  hosp ita l i ty  in the 

expectat ion or hope o f be ing granted or achiev ing a bus iness advantage or to reward someone 

for  a commerc ia l  advantage a lready granted.  

Please refer to our Group 's Ant i-Corrupt ion and Br ibery Po l icy for  fur ther deta i ls.  

 

3.4.2.  Relat ions wi th the Government  and author i t ies  

Concern ing pub l ic po l i t ics ,  the Group does not  usua l ly  adopt any pos it ion, d i rect ly  or 

ind irect ly ,  or  contr ibute in  any way to pol i t ica l  organisat ions.  
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Our Group is ob l iged to comply wi th a l l  nat iona l and internat iona l legis lat ion in force in  any 

country  where i t  operates. You must not  g ive, promise to  g ive  or  of fer  payments,  g i f ts,  or 

hosp ita l i ty  to  a pub l ic o f f ic ia l  in order to fac i l i tate or expedi te any  business act iv i ty.  

Please refer to our Group 's Ant i -Corrupt ion and Br ibery Po l icy for  fur ther deta i ls.  

 

3.5. Relations with Customers, Suppliers and Service Providers  

You should  take measures that wi l l  he lp ensure that the Group only  mainta ins bus iness 

re lat ionships wi th companies and ind iv idua ls who acknowledge this code and have the same 

standards of compl iance and integr i ty  that we do.  

You must re fuse any business re la t ionship and must not prov ide any ass is tance to anyone who 

adopts  i l lega l pract ices. You mu st  repor t  any v io lat ion o f this pr inc ip le to the Group ’s  Eth ics 

Hot l ine  

Please re fer  to  the specif ic requirements o f th ird-party  due d i l igence procedures,  namely the 

“Third Par ty  Procedures” interna l s tandard in our  Group ’s  Ant i-Corrupt ion and Br ibery  Po l i cy.  

 

3.5.1.  Relat ions wi th customers  

You must act professiona l ly  and e ff ic ient ly  in order to supply h igh -qua l i ty  serv ices that wi l l  

he lp mainta in and st rengthen our Group 's re lat ionships wi th i ts  customers and enhance our  

strong image and reputat ion.  

 

3.5.2.  Relat ions wi th suppl iers  and serv ice prov iders  

Our Group wi l l  choose i ts suppl iers and serv ice prov iders independent ly and object ive ly ,  on 

the bas is o f market condi t ions, serv ice qua l i ty ,  technica l and cost cr i ter ia.  

Our  Group 's  negot ia t ions must be conduc ted on the bas is of  good fa i th and honour  in  respect  

of  the contractua l  obl igat ions to  which we have commit ted ,  repudiat ing  any  poss ib le cr i ter ia 

that pr iv i lege persona l or  d i f fuse interests,  as we l l  as any act ions  const i tut ing power or pos it ion 

abuse.  
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3.6. Relations with the Media  

I f  you are  not one o f  our  Group's  o f f ic ia l  spokespeople,  you may not speak to  the press, 

f inancia l  ana lysts ,  o ther members o f the f inancia l  community,  shareho lders ,  or  groups or 

organisat ions, e i ther as  a representat ive o f the Group or about the Group act iv i ty,  except when 

you have been specif ical ly  author ised to do so  by a member of the Execut ive Board. Requests 

for  f inancia l  or  o ther in format ion about the Group from the media , press, f inancia l  community,  

shareho lders,  or  the pub l ic must be addressed to the Head of the “Inst i tut iona l Re la t ions, 

Investors  and Communicat ion” Corporate Center .  

Any in format ion g iven to the media and publ ic ly  d isseminated must be in format ive  and true.  

Any pub l ic in format ion generated and communicated by the Group must comply wi th a l l  the 

app l icab le  leg is lat ion and regulat ions in force. Any pub l ic f inancia l  in format ion about the Group 

must present i ts  f inancia l  c ircumstances for  a  g iven date  or per iod in a complete, prec ise and 

trustworthy manner,  and must have been prepared wi th in the app l icable t ime per iod.  

 

3.7. Relations with the community  

 

3 .7.1.  Human R ights  

Our  Group recognizes Human R ights  in a l l  cu l tura l ,  soc ioeconomic,  and geographic  contexts  

where i t  operates, respect ing the respect ive trad it ions and cul tures and promot ing supp ort  for  

loca l communit ies in accordance with the speci f ic interests of  each region.  

 

3 .7.2.  Chi ld labour  

Our Group prohib i ts any s ituat ions which invo lve or may be re la ted to  ch i ld or forced labour.  
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3 .7.3.  Socia l  respons ib i l i ty  

Our Group is st rong ly commit ted to pursuing and st rengthening i ts s tra tegy of e th ica l,  soc ia l ,  

and env ironmenta l ly  respons ib le management.  Our corporate soc ia l  respons ib i l i ty  programme 

inc ludes interna l and externa l  object ives, act ing transversa l ly  with in the Group 's bus iness uni ts 

and with in the fo l lowing def ined p i l lars :  

•  Rebui ld;  

•  Prevent ;  

•  Invo lve;  

•  Develop;  and 

•  Educate .  

Our  Group is  commit ted to pursui t  the  motto  “Great  f ru it ,  great  seed”. In  that  sense,  we are 

commit ted to:  

•  Develop ing projects ,  leav ing in each re levant work project a soc ia l  seed for  the 

communit ies where we are inser ted.  

•  Contr ibute with determinat ion in the promot ion o f a more just and balanced soc iety ,  

act ing in the soc ia l  scope, in format ion, hea l th and en v ironment .   

•  Develop good management pract ices, respect for  app l icab le legal requirements,  

eth ica l ly ,  soc ia l ly  and env ironmenta l ly  susta inab le.  

You sha l l  commit yourse l f  to cont inue the Group's socia l  responsib i l i ty  po l icy,  promot ing 

invo lvement and d iscuss ion wi th the communit ies  in  the  p laces where you carry  out  your  

act iv i ty ,  in order to ensure, wi th in the ir  scope o f work,  the protect ion, deve lopment and 

susta inab i l i ty  o f  these communit ies .  

 

3.7.4.  Respect for  the Env ironment  

Our Group is st rong ly commit ted to pursuing and st rengthening i ts s tra tegy of e th ica l,  soc ia l ,  

and env ironmenta l ly  respons ib le management.  Our corporate soc ia l  respons ib i l i ty  programme 

inc ludes interna l and externa l  object ives, act ing transversa l ly  with in the Group 's bus iness u ni ts 

and with in the fo l lowing def ined p i l lars:  

Our Group is s trong ly commit ted in the preservat ion and respect for  the env ironment .  Th is  

must be an essent ia l  pr inc ip le in your work,  h igh l ight ing,  in  th is context ,  the  ob l igat ion to 
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comply wi th app l icable lega l  requirements  and other  requirements associated wi th the 

env ironmenta l  aspects ,  as we l l  as  min imis ing the environmenta l impacts  result ing  f rom the 

Group act iv i ty  in the var ious business  areas,  in  order to guarantee the  Group’s  susta ined 

deve lopment .  

 

4.   Protection of the Group’s resources and information 

 

4.1. Group assets  

This Code requires that  we protect our Group's  assets 3 and ensure that they are used ef f ic ient ly  

for  leg i t imate bus iness purposes. Thef t ,  neg l igence and waste ,  a l l  have a d irect impact on the 

Group's pro f i tab i l i ty .  You should take measures to prevent aga inst damage, the ft ,  or  improper 

use of Group property.  You should use equipment and goods wi th great respons ib i l i ty ,  whether 

they be long to  the Group or  are  borrowed.  I f  you leave our Group,  we must  return any and al l  

o f  i ts  property  that  may be in your possess ion.  Unless speci f ic  author isat ion has been g iven 

otherwise,  Group assets,  inc luding equipment ,  mater ia ls ,  resources and propr ietary 

in format ion, must on ly  be used for  the Group 's bus iness purposes. You wi l l  look a f ter  Group 

funds and proper ty as i f  they were your own, sa feguard ing them aga inst improper us e, loss, 

fraud or  the f t .  

 

4.2. Group accounting records  

Our Group must record a l l  o f  i ts  f inancia l  act iv i t ies in accordance wi th a l l  the app l icab le laws 

and account ing pract ices. A l l  t ransact ions must be duly author ised and recorded fu l ly  and 

prec ise ly.  I t  is  s tr ict ly  forb idden to record or document fa lse or mis lead ing in format ion. You 

must never create fa lse or mis lead ing repor ts,  or  make payments or create accounts in th e 

                                                        

 

 

3 "Assets "  are  under s tood  to  be  proper t y ,  funds,  in fo rm at ion  or  in te l l ec tu a l  p rop er t y  he ld  b y  our  Group,  as  we l l  

as  equ ip men t  used  in d iv idu a l l y ,  such  as  m ob i l e  phones  and  compu ters .  
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Group's  name on the understand ing that par t  o f  the payment or account wi l l  be used for  a 

purpose other than the one descr ibed in the corroborat ing documents.  

I f  you become aware, or  suspect,  that someone has fa ls i f ied Group accounts ,  you must report  

i t  immediate ly to your l ine manager  or  to  the Group ’s  Ethics  Hot l ine.  Concea l ing  in format ion 

f rom the management or from interna l or  external aud itors could ser iously prejud ice our Group. 

 

4.3. Record keeping  

Our Group is committed to comply ing with the laws and regulat ions app l icab le  to  record 

keeping. A l l  records shal l  be  kept  for  no less  than the min imum per iod o f  t ime establ ished in 

those laws and regulat ions. A l l  records that are ir rep laceable and cr i t ica l  to the c ont inuat ion 

of our Group 's bus iness must be ident i f ied and stored in a sa fe p lace on the Group's premises. 

Th is would  inc lude such i tems as:  accounts rece ivab le and accounts payable,  l is ts o f act ive 

customers, bonds, notes, shares,  company statutes,  minute s and associa ted records, internal 

memoranda, company approva ls and reso lut ions, mortgages, or ig inals o f s igned contracts,  

payrol l  records, and d iscs and cassettes  conta in ing back -up cop ies  of  data. These records 

and documents,  which bear the s ignatures o f  the top- leve l d irectors o f the Group, must never 

be destroyed.  

Other Group records wi l l  on ly be d isposed o f  or  destroyed when they become clear ly obso lete,  

have no fur ther business use and are no longer subject to any lega l  or  regulatory requirement 

govern ing how long they wi l l  be  kept for.  Whole  groups or categor ies o f records may only  be 

rout ine ly  destroyed i f  such destruct ion is  carr ied out in  l ine with the current  pract ice and does 

not contravene the guidel ines shown above, or i f  i t  has been speci f ica l ly  approved by the Lega l  

Corporate Center  and by the Group ’s  Compl iance Help l ine.  

I f  you become aware o f  a summons,  pending or potent ia l  legal  proceedings,  or  a government 

invest igat ion, we must reta in and preserve a l l  records that  may be ca l led for  in the  summons, 

or that may be re levant to the lega l proceedings, or  that may be re lated to  the invest igat ion, 

unt i l  such t ime as the Lega l Corporate Center  te l ls  you how you should proceed. Any phys ica l 

destruct ion o f documents must be author ised by the Legal Corporate Center  and by the 

Group ’s  Compl iance Help l ine.  
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4.4. Confidential information  

In  the course o f  your  work at  our Group,  you may become aware of facts  about i ts  act iv i ty,  

p lans,  operat ions,  or  t rade secrets  that  are  not known to the pub l ic or to  our  compet i tors.  

Conf ident ia l  in format ion inc ludes a l l  wr it ten or verbal  in format ion that has not  been made 

publ ic and which becomes known to you, d irect ly  or  indi rect ly,  through any form of 

communicat ion or observat ion, and which, i f  d isc losed, could be used by compet i tors or be 

prejud ic ia l  to the Group or i ts  customers. In par t icu lar,  i t  inc ludes a l l  non -publ ic f inancia l ,  

technica l ,  operat iona l ,  commerc ia l,  and personne l - re la ted and management in format ion,  as 

we l l  as o ther informat ion,  data and expert ise.  

You must not d isc lose any in format ion entrusted to you by our Group or i ts  suppl iers or 

customers, except i f  the Group has author ised you to do so, or  you are required to do so by 

law. I f  you be l ieve you may have d isclosed conf ident ia l  in format ion,  for  example, by sending 

an e-mai l  to  the wrong person or by leav ing documents  in a pub l ic  p lace,  you must  immediate ly 

in form your l ine manager or  the Group ’s  Eth ics Hot l ine.  

Your  ob l igat ion to  t reat in format ion as conf ident ia l  does not end when you leave the Group.  

When your employment contract ends, you must re turn everything in your possess ion that 

be longs to the Group,  inc lud ing a l l  documents and other mater ia ls contain ing conf ident ia l  

in format ion be long ing to the Group and i ts customers or suppl iers.  You may not d isc lose 

conf ident ia l  in format ion to a new employer or to  anyone e lse when you cease to be an employee 

of the Group.  

Al l  non-publ ic resources and assets made ava i lable to you by our Group are Group property 

and you may not use them for  your persona l  benef i t  or  pr ivate use .  

 

5.   Fair practices 

 

5.1. Ban on unfair practices  

You must commit to act ing  fa ir ly  in  your  deal ings with the Group 's customers, suppl iers ,  

compet itors ,  and employees. You must never take unfa i r  advantage of a th ird party by means 

of  manipulat ion,  concealment,  use o f  ins ider  in format ion,  imprec ise presenta t ion o f mater ia l  

facts or  any other unfa i r  pract ice.  
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5.2. Economic sanctions and embargoes  

Our Group compl ies wi th nat iona l and internat iona l embargoes appl icab le to i ts  act iv i ty.  To 

this end, our Group per forms an eva luat ion o f a l l  new and current ent i t ies  and ind iv idua ls  wi th 

which i t  does bus iness, us ing the app l icab le sanct ions l ists,  includ ing the L ist  of  Specia l ly 

Des ignated Nat iona ls (Lis ta de Cidadãos Naciona is Especia lmente Ident i f icados )  and the 

Blocked Persons and the Sectora l Sanct ions Id ent i f icat ion L is t  (Lista  de Pessoas Bloqueadas 

e Sanções Setor ia is )  issued by the US Department  o f the Treasury 's Off ice of  Fore ign Assets 

Contro l,  OFAC (Gabinete de Contro lo de At ivos Estrange iros )  and the EU l ist  of  specia l ly  

des ignated persons.  

 

5.3. Anti-Money Laundering and Terrorism Funding  

Our Group is commit ted to comply ing with the laws and regulat ions app l icab le to ant i-moneu 

launder ing and terror ism fund ing . You must act in a manner that act ive ly combats poss ib le 

attempts at money launder ing, re fus ing  to par t ic ipate in any act  that as such may be 

cons idered, under  current lega l and regulatory s tandards, as we l l  as in any at tempt,  

compl ic i ty ,  fac i l i ta t ion  or adv ice to carry  i t  out.  

L ikewise, you must act  in a way that prevents  the Group's act iv i ty  in  any way  from prov id ing, 

co l lect ing  or  ho ld ing funds or  goods that  may be used for  the f inancing  and support  o f  cr iminal 

act iv i t ies,  namely terror ists .  

 

5.4. Competit ion laws  

Our Group st r ic t ly  compl ies with a l l  app l icab le compet it ion laws. These law s are h igh ly complex 

and matters re la ted to  compet it ion should not be addressed without consult ing  the Legal 

Corporate  Center .  Any v io la t ion o f  the compet it ion laws could  lead to  both the Group and 

yoursel f  be ing he ld l iab le .  I t  would be imposs ible to  inc l ude a l l  o f  the  re levant leg is lat ion here 

in th is Code, but we have prov ided be low a genera l overv iew o f the types o f conduct that  

should be avo ided.  I f  you are  invo lved or  become invo lved in act iv i t ies  s imi lar  to  those 

ident i f ied in th is Code or i f  you det ect s i tuat ions which, in your op in ion, could ra ise quest ions 

of compet i t ion, you must immediate ly consult  the  Group’s  Compl iance Help l ine for  further 

guidance.  
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5.4.1.  Conspirac ies and co l laborat ion between compet i tors  

Compet it ion laws promote and preserve the in dependence o f each compet itor  in  the ir  dec is ion -

mak ing on pr ices,  product ion and other compet it ive ly  sens it ive  factors.  Compet it ion laws are 

in fr inged when compet itors  enter into agreements which l imi t  the independence o f dec is ion -

mak ing and restr ic t  marke t operat ions. Such agreements could include pr ice - f ix ing, restr ict ion 

of  product ion or  qua l i ty  contro l  o f  the products or the d iv is ion o f  the market  by customers, 

ter r i tor ies ,  products  or purchases.  You must  never enter into any agreement wi th any 

compet itor  about any o f these top ics  in v iew of  the fact that such agreements  could potent ia l ly  

be i l lega l .  

I l lega l agreements do not necessar i ly  have to be set down in wr i t ing nor even express mutual 

commitments  or guarantees. They may be based on casua l  conversa t ions, in formal d iscuss ions 

or mere ly exchanges of informat ion between compet itors that could lead to pr ice - f ix ing or 

some other adjustment.  Any communicat ion wi th a compet i tor 's  representat ive, however  

harmless i t  may appear at  the t ime, may la ter  be sub j ect to lega l scrut iny and const i tute the 

bas is  o f charges o f improper or i l lega l conduct .  

Coa l i t ions between compet itors ,  trade associa t ions and/or organisat ions that  set  standards 

may create concerns about fa i r  compet it ion, even when such coa l i t ions serve  leg it imate goa ls .  

Exchang ing sens i t ive  in format ion wi th compet i tors  about  top ics such as pr ices, pro f i t  marg ins, 

product ion leve ls ,  invoic ing or adver t is ing pract ices could potent ia l ly  v io la te compet i t ion laws,  

as we l l  as estab l ish ing a s tandard behav iour  wi th the a im and ef fect of  pre jud icing the 

compet it ion. I f  you are present a t  a meet ing where potent ia l ly  sens i t ive top ics are be ing 

discussed and there is  no lawyer present on beha l f  of  the compet i t ion, you should protest , 

leave the meet ing and immediate ly not i fy  the Lega l Corporate Center .  

In order to avoid improper agreements,  our Group forb ids:  

•  Conversat ions and contacts wi th compet i tors about pr ices, costs or terms and 

condi t ions o f sa le ;  

•  Conversat ions and contacts with suppl iers and customers that  unfa i r ly  restr ict  market 

operat ions or exc lude compet itors from the market;  

•  Agreements wi th compet itors  re la t ing to the a l locat ion o f markets or  customers;  

•  Agreements wi th o thers wi th the a im o f boycott ing customers or suppl iers ;  and  

•  Any unfa i r  use o f our  Group's pos it ion in  the market.  
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5.4.2.  Gather ing o f in format ion about the Group's compet i tors  

I t  is  ent ire ly leg it imate for  our Group to gather in format ion about the market,  inc lud ing 

in format ion about  our compet itors and the ir  products and serv ices.  However,  there are l imi ts 

to the ways in which such in format ion may be obta ined and used. When gather ing informat ion 

about  compet i tors,  yo u must fo l low these guidel ines:  

•  Gather in format ion about our Group's compet itors f rom sources such as pub l ished 

art ic les ,  adver t isements,  brochures, o ther non -propr ie tary mater ia ls,  consul tancy 

surveys and conversat ions wi th our Group's customers, as long as such methods cannot 

suggest that our  Group is a ttempt ing to :  (a)  consp ire with the competi tors and use the 

customers as  messengers, or  (b)  gather in format ion in v io la t ion o f the agreement of  

non-disc losure that a customer may have entered into wi th a co mpet itor  or  by other 

unfa ir  means. You must be ab le  to ident i fy  the source of  any in format ion about the 

compet itor.  

•  Never  t ry to obta in a  compet itor 's  trade secrets or any o ther  propr ietary  in format ion 

us ing i l lega l means such as thef t ,  esp ionage, br ibery or v io lat ion o f a  compet itor 's  non-

disc losure agreement.  

•  I f  there  is  the s l ightest ind icat ion that the person/ent i ty  who has the in format ion in their  

possess ion d id not obtain i t  lega l ly ,  you must  refuse i t .  I f  you rece ive any informat ion 

about  compet itors  f rom an anonymous source or  which has been f lagged as 

conf ident ia l ,  you should not  examine i t  and you must contact the Group ’s  Eth ics  Hot l ine 

immediate ly .  

 

6.   MCA Group working relations 

 

6.1. Respect, integrity, loyalty and team spirit  

The re la t ion between employees must be based on mutua l  respect ,  loya lty and rect i tude,  in  

observance wi th the pr inc ip les  o f eth ics and cooperat ion, contr ibut ing to  a  good work ing and 

team env ironment.  Everyone who works for  our Group must contr ibute towards the creat ion 

and maintenance o f an env ironment in which we can a l l  feel  respected and valued. Superv isors 
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and managers, in par t icu lar,  are  responsib le for  promot ing a working env ironment that 

promotes honesty,  in tegr i ty ,  respect and trust .  

You should  be to lerant  and respect fu l  of  cu l tures, op in ions and l i festy les that are  d i f ferent 

from your  own,  a lways tak ing into  cons iderat ion the e f fect  your  behaviour may have on your 

co l leagues and other  part ies.  

D iscr iminatory behav iour ,  int imidat ion, harassment and physica l  aggress ion are st r ic t ly  

forb idden in the workp lace. Int imidat ion in the workp lace is the unacceptab le s ing l ing out o f  a 

par t icu lar  employee from among h is  or  her  co l leagues that  could result  in a l imi ta t ion of  that 

employee 's r ights or  cause h im o r her to fee l in t imidated.  

 

6.2. Protection of employees' personal data and privacy  

Our Group co l lects  and stores persona l data re lated to  the employment re la t ionship between 

the Group and i ts employees. Only  the personal data required by law and necessary to e nsure 

the e f fect iveness o f the Group's operat ions is  co l lected and stored. The Group assures the 

employees'  ent i t lement  to rev iew and correct the i r  persona l data,  in s tr ict  adherence to 

app l icab le  laws and regulat ions.  

The personne l respons ib le for  mainta i ning persona l data (whether  i t  is  employees ’ personal  

data or any other counterpar t ies ’  persona l data which our Group has operat ions wi th)  and 

those who have been granted access to th is in format ion must  not  d isc lose  and must  not ut i l ize 

i t  to  any purpose d i f ferent from the ones def ined by the Group; to do so  could const i tute  a 

v io la t ion o f the app l icab le legis la t ion or  a breach o f the Group 's  persona l data protect ion 

pol icy .  Access to personne l records must be restr icted to those who have appropr ia te 

author isat ion and a c lear work -re lated reason for  access ing them.  

 

6.3. Equal opportunities and non-discrimination  

As an employer,  the Group fo l lows a po l icy o f equa l oppor tunit ies with regard to h i r ing and 

promot ion pract ices, benef i ts  and sa lar ies.  The Group wi l l  not to lerate any discr iminat ion 

whatsoever  aga inst any person on the bas is  of  the i r  ethnici ty ,  re l ig ion, co lour ,  gender,  age, 

mar i ta l  status, nat ional i ty,  sexual  or ientat ion,  c it izenship or d isab i l i ty  (when the app l icant  or 

employee is qua l i f ied to  per form the essent ia l  dut ies required for  the ir  pos i t ion, wi th or wi thout 

reasonable  condi t ions)  or  for  any other reason prohib i ted by law. The a bove appl ies to 
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recrui tment ,  contract ing, assignment,  promot ion and any other condi t ion o f  employment .  You 

are ent i t led to equa l opportuni t ies and fa i r  treatment  based on mer i t .  

The Group wi l l  not to lerate the use o f d iscr iminatory repr imands, nor any othe r remarks, jokes 

or conduct l iab le to cause or  foster an o ffens ive or host i le  work ing env ironment.  

 

6.4. Sexual and other types of harassment  

I t  is  s tr ic t ly  forb idden any type o f harassment,  carr ied out when access ing to the job or 

execut ing the employment cont ract or  dur ing pro fess iona l tra in ing, whether i t  is  in the 

workp lace i tse l f  or  outs ide i t .  

I t  is  cons idered harassment any type of  undes irab le  behav iour  -  gesture, word,  act ive or 

omissive at t i tude,  e tc.  -  regard less o f  i l leg it imate  d iscr iminat ion factors,  hav ing as object ive 

or result :  

•  Affect ing  the person´s d ign i ty  or  creat ing  an int imidat ing,  host i le ,  degrad ing, 

humi l ia t ing or destab i l iz ing env ironment  for  the ind iv idua l ;  

•  Unreasonable d isturbance in the employee´s work ing per forman ce;  

•  The condi t ion ing o f the decis ion to h ire an ind iv idua l ,  or  h is /her acceptance by i t .  

Sexua l harassment const i tutes any and a l l  undes irab le conduct o f a  sexua l  nature, whether  i t  

is  in a verba l or  nonverba l ,  phys ica l  or  o ther type of  form,  with the obje ct ives or ef fects 

descr ibed in the prev ious paragraph.  

Without prejud ice to  the compensatory ,  d i rect  or  return -re la ted consequences,  the Group shal l  

ins t i tute  the appropr iate  d isc ip l inary procedure whenever i t  becomes aware of  a l leged 

harassment s ituat ions  in a  labour context.  

The Compla inant o f the harassment and the witnesses ind icated by h im /  her cannot be 

sanct ioned d isc ip l inar i ly  (un less they do so  by knowing the fa lsehood o f  the a l legat ion and 

exc lus ive ly wi th the intent ion to harm the Denounced and /  or  the Group),  nor in any way be 

prejud iced in the ir  status or in the ir  exerc ise of labour or c iv i l  r ights.  
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6.5. Safety in the workplace  

The hea l th,  sa fety and protect ion o f our employees are paramount for  our Group. The Group 

compl ies wi th a l l  the ru les re lat ing to occupat iona l hyg iene and safety in the workp lace, with 

the a im o f  foster ing  a  respons ib le work  cul ture in  which everyone is co ncerned wi th hea l th,  

sa fety and the prevent ion o f occupat iona l r isks.  You are persona l ly  respons ib le for  keep ing 

the fac i l i t ies  f ree o f recognised r isks  and for  obey ing the hyg iene and safety  ru les.  Work  areas 

must be kept  c lean and t idy  in order to encour age operat iona l  e f f ic iency and promote good 

safety pract ices. You must ab ide by the workp lace safety requirements and the f i re safety ru les 

in accordance with the app l icab le  leg is lat ion and the Group 's interna l  procedures.  

I f  you detect any c ircumstance th at could be dangerous to hea l th or sa fety,  you must repor t  i t  

to the People Management  Corporate Center  or to the SIG -QAS Department .  

 

6.5.1.  Drugs and a lcoho l  

Except for  approved Group events ,  you are not a l lowed to have a lcohol in your possess ion or 

be under the in f luence of a lcoho l whi le you are on Group premises.  

You must be consc ious of the fact that you are represent ing our Group when you attend Group 

events,  trave l fo r  work - re lated reasons or  a ttend other bus iness - re la ted events.  Unacceptab le 

behav iour  resu l t ing from the excess ive consumption o f a lcoho l may be t reated as d isc ip l inary  

of fences, when appropr iate .  

You may not repor t  to work under  the inf luence o f drugs or  a lcoho l.  Dur ing your  work ing hours  

at the Group, or when operat ing  or  dr iv ing  Group machinery  or  vehic les,  or  when you are  on 

Group premises dur ing your breaks, you may never use, transfer ,  sel l ,  manufacture or have in 

your possession drugs or associa ted parapherna l ia ,  a lcoho l or  other substances which 

produce a s imi lar  e f fect.  I f  you are  tak in g any medicat ion that could pose a r isk  to  sa fety ,  you 

must immediate ly in form your l ine manager o f  th is fact.  

 

6.6. Training 

Our Group has implemented a  t ra in ing p lan that is  intended to  prov ide you with or ientated, 

cont inuous technica l and behav ioura l t ra in ing that wi l l  a l low you to maximise your sk i l ls  and 
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standards of exce l lence. Employees wi l l  rece ive speci f ic  t ra in ing on compl iance,  which you 

must a ttend.  

You should cont inua l ly  str ive to improve your  knowledge and develop your sk i l ls  in order to 

achieve an exce l lent level of  per formance in  your dut ies  and help us provide our customers 

with the best  poss ib le  serv ice.  

You should encourage the deve lopment ,  tra in ing  ( inc lud ing in formal tra in ing ) ,  persona l and 

pro fess iona l achievement o f other employees, especia l ly  those who  depend on you 

h ierarchical ly.  

 

6.7. Communication  

Our Group seeks to fac i l i tate communicat ion and d ia logue between employees and managers 

by encourag ing act ive invo lvement,  in i t ia t ives and consultat ions.  

 

6.8. Innovation  

Our Group promotes the use of  techno logy and innovat ion in i ts  bus iness areas wi th the a im 

of maximiz ing the re turns on i ts act iv i ty ,  promot ing and encourag ing the deve lopment o f new 

ideas that br ing added value.  

You sha l l  take the in i t iat ive  and use both your sk i l ls  and the human and technica l  resources 

that  the Group makes ava i lab le  to you,  in  order  to  promote e f f ic iency,  innovat ion,  increase 

product iv i ty  and improve the organizat ion and operat ion o f work teams . I t  is  the per formance 

of each one that wi l l  de f ine the Group ’s  overa l l  per formance.  

 

7.   Infringement of the Code 

 

7.1. Responsibilit ies  

You are personal ly  respons ib le for  comply ing with the ob l igat ions of this Code. Your conduct 

must be governed,  in a l l  c ircumstances,  by the pr inc ip les and va lues set out here. Our  Group 
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has a ser ies o f resources and people at your d isposa l to answer your quest ions and ass is t  you 

with d i f f icu lt  dec is ions.  Fa i lure to comply  wi th th is  Code may result  in f inancia l  losses,  damage 

to our Group 's  reputat ion, or  lead to you or the Group suffer ing cr imina l or  c iv i l  sanct ions or 

be ing he ld  l iab le .  

Furthermore, you are  obl iged to report  any in format ion that const i tutes misconduct ,  inc luding 

those that const i tute  poss ib le i l lega l or  i l l ic i t  pract ices in f inancia l  and account ing  matters ,  

fraud, corrupt ion and money launder ing, as we l l  as any act ions re lated, d irect ly  or  ind irect ly ,  

to ter ror is t  ent i t ies or those that  may target  or  support  terror is t  pract ices.  

Copies o f th is Code are ava i lab le on the Group's webpage.  

 

7.2. Compliance Helpline and anti -retaliation policies  

 

7.2.1.  Group ’s  Eth ics Hot l ine  

You may report  a l leged irregular i t ies o f a genera l ,  operat ional  or  f inancia l  nature and/or 

in fr ingements o f th is Code or Group's po l ic ies  at any t ime by contact ing your l ine manager or 

the Eth ics  Hot l ine, un less app l icab le laws and regulat ions demand you report  to other ent i t ies  

( th is  provis ion does not exempt the loca l /reg iona l  ent i ty  from forwarding the repor ted event 

do the Group’s  Eth ic  Hot l ine) .  You do not have to be a fra id  o f  re ta l ia t ion i f ,  and prov ided you 

have acted in good fa i th when repor t ing.  

The Group guarantees the conf ident ia l i ty  of  communicat ions rece ived,  the absence of  any 

repr isa ls by whist le -b lower compla inants in good fa i th and the protect ion o f the  reporter ’s and 

the suspected o f fender ’s  persona l data.  Reta l iat ion aga inst the  complainants  is  f rowned upon 

by the Group and may give r ise to d isc ip l inary  proceedings aga inst i ts  perpetrators and the 

persons who have al lowed such reta l iat ion.  

Al l  i r regular i ty/ in fr ingement  reports must be submit ted by emai l  or  wr it ten le tter,  to one o f the 

fo l lowing addresses:  

•  eth ics@mca-grupo.com 

•  Et ica –  Rua João Ol ive i ra Sa lgado -  Nº 385, 4810-015 -  Costa -  Guimarães |  PORTUGAL 

For more in format ion, p lease consult  the pub l ished Whist leb lowing Pol icy and Procedure.  

mailto:ethics@mca-grupo.com
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7.2.2.  Group's Compl iance Help l ine  

Our Group prov ides a  Help l ine that you may use to seek guidance or ra ise any issues re la ted 

to this Code or  the Group 's po l ic ies .  When you contact the He lp l ine to  ask quest ions, you may 

do so  anonymous ly;  however,  by  ident i fy ing yourse l f ,  you may he lp the Group to rep ly  faster.  

You can contact the Compl iance Help l ine  by sending an e-mai l  to the fo l lowing address: 

compl iance@mca-grupo.com. 

 

7.3. Disciplinary proceedings due to infringement  

I t  is  our  Group 's  a im to make every  reasonable ef fort  to  guard against  the occurrence of  

conduct  contrary  to  th is  Code and our po l ic ies an d in the event that any such conduct is  

detected, to put a s top to i t  as soon as is  reasonably poss ib le .  

Employees who v io la te  th is Code or any o ther Group po l icy may be subject to appropr ia te 

disc ip l inary  act ion, inc lud ing addi t iona l  t ra in ing,  demot ion,  r educt ion o f  sa lary ,  warn ing, 

suspens ion or d ismissa l.  

Without pre jud ice to having speci f ic complementary  t ra in ing over  c iv i l  or  cr imina l  l iab i l i ty  

ar is ing  f rom the behav iour  in  quest ion, employees who v io la te  th is Code or any other  Group 

pol icy  wi l l  be sub ject  to a  d isc ip l inary  proceeding in order  to  app ly  a sanct ion previewed in 

law, appropr ia ted in type and measure, tak ing into account i ts  adequacy, e f fect iveness and 

proport iona l i ty ,  in the l ight  of  the grav i ty ,  fau lt  and consequences associa ted wi th the fact 

pract ised.  

 

 

 

 

In case o f any d iscrepancy between the Eng l ish and the Portuguese vers ion of  th is Code, the 

Por tuguese vers ion sha l l  preva i l .  

mailto:compliance@mca-grupo.com

