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1.   Introduction 

M. Couto A lves Ho ld ing BV (“MCA Hold ing”) ,  together wi th i ts  subsid iar ies,  branches and 

af f i l iates  (col lect ive ly ,  the "Group")  undertakes to  carry out i ts  bus iness act iv i t ies and 

re lat ionships with ded icat ion, commitment ,  profess iona l ism and  integr i ty .  

The Group is  commit ted to  conduct a l l  bus iness and partnersh ips with integr ity  and 

pro fess iona l ism, in a fa ir  and honest manner ,  comply ing wi th a l l  app l icab le leg is lat ion.  

However ,  a l l  organisat ions face the r isk of  th ings go ing wrong or  o f unk nowing ly  harbour ing 

malpract ice. The Group have a duty to ident i fy  and take measures to remedy a l l  malpract ice ,  

par t icu lar ly  with regard to issues o f fraud , br ibery  and corrupt ion.  

By encourag ing a  cu l ture o f  openness wi thin our  Group we be l ieve that  we ca n prevent 

malpract ice before i t  happens.  The Group wants to encourage you to ra ise issues which 

concern you at work. We recognise, however ,  that you may be worr ied that by report ing such 

issues you wi l l  be opening yourse lf  up to v ict imisat ion,  detr iment or  r isk ing your job secur ity.  

Such fears  are understandable .  Th is  pol icy  is  there fore  des igned provide you with informat ion 

about  your  protect ions as we l l  as the process by which you may ra ise  your concerns.  

By knowing about  malpract ice  at an ear ly  s tage we stand a  good chance of  tak ing the 

necessary  s teps to  sa feguard the interests  o f  a l l  staf f ,  protect  our  Group and stop f raud and 

corrupt ion before i t  happens.  

In resume ,  do  not  hes i tate to ‘speak up’  or  ‘b low the whist le ’  on malpract ice.  

 

2.   Scope of application 

The purpose o f th is document is  to prevent malpract ice by the Group, i ts  employees, agents 

and par tners,  by adv is ing  s ta f f  how to ra ise concerns with the Group ’s  management  or,  i f  

necessary ,  with i ts  Compl iance Department .  

I t  should be noted that this po l icy is  not the Group’s  normal compla int  procedure. I f  you have 

a compla int  about your  own personal  c ircumstances then you should use the “normal” 

compla int  procedure.  I f  you have concerns about  malpract ice  with in the Group,  then you 

should use the procedure out l ined in th is po l icy.  
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2.1. Objective scope  

“Non-compl iant pract ices”,  is  any act or  omiss ion, wrongfu l or  negl igent ,  imputed to the 

conduct of  Group ’s  employees in the exerc ise  of the ir  dut ies ,  that v io la te :  

•  the law, s tandards or regulat ions in force;  

•  the Code o f Eth ics and Bus iness Conduct;  

•  best management pract ices;  

in a l l  cases, th is  regards account ing, interna l account ing contro ls,  aud it ,  ant i -br ibery  and ant i -

corrupt ion issues.  

Communicat ions submitted in excess of th is scope wi l l  not be handled.  

 

2.2. Subjective scope  

The po l icy and procedures inc luded in th is document are to be adopted when repor t ing non -

compl iant  pract ices occurr ing wi th in MCA Group,  i ts  subs idiar ies and branches. For  the 

purposes o f th is po l icy and procedure ,  “subsid iar ies” are a l l  the companies in which M .  Couto 

Alves Ho ld ing BV d irect ly  or  ind i rect ly  ho lds a  stake o f 50% or more of share capi ta l  or  over 

which i t  has contro l.  

“Employees” means a l l  members of corporate boards, directors,  managers and remain ing 

workers o f the Group .  “Other” ent i t ies must be understood as ind iv idua ls or lega l/corporate 

ent it ies with which the Group t rades goods or serv ices, par t icu lar ly  c l ients or suppl iers,  

intermediar ies,  agents ,  subcontractors and consul tants .  

 

3.   Definitions 

“Fraud” :  for  the purpose of  th is po l icy and procedures, re fers to  where an ind iv idua l has 

under taken, or intends to undertake, act ions in order to obta in ga in for  h im/herse lf  o r  another,  

or  cause loss  to  another,  or  expose another to  r isk o f loss.  
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The term “ f raud”  encompasses:  

•  Fraud by fa lse representat ion;  

•  Fraud by fa i l ing to d isc lose in format ion; and  

•  Fraud by abuse o f pos i t ion.  

“Corrupt ion”  for  the purpose of th is po l icy and procedures re fers to an indiv idua l who has 

g iven or obta ined advantage through means which are  i l leg i t imate,  immora l,  and/or 

incons is tent with the ir  duty to the Group or the r ights o f o thers.  Examples include accept ing 

br ibes or  incent ives dur ing procurement processe s,  seek ing to in f luence others .  

“Malpract ice”  for  the purpose o f th is pol icy and procedures refers to act ions which may be:  

•  i l lega l ,  improper,  or  uneth ica l;  

•  in breach o f a profess iona l  code;  

•  poss ib le maladmin is tra t ion, fraud or misuse o f  pub l ic  funds;  or  

•  acts which are o therwise incons is tent with the Code o f Eth ics and Bus iness Conduct.  

 

4.   Protection of whistleblowers 

The Group is  commit ted to th is  po l icy .  I f  the pol icy  is  used to  ra ise  a concern in  good fa i th,  

we give you our assurance that you wi l l  not  su f fer  any form of  re t r ibut ion, v ic t imisat ion or 

detr iment as a  result  of  your act ions.  

Concerns wi l l  be  t reated ser iously and act ions taken in accordance with this  po l icy.  I f  you ask 

us to treat  the matter in conf idence,  we wi l l  do our  utmost to  respect your request.  However,  

i t  is  not poss ib le to guarantee conf ident ia l i ty .  I f  we are in a pos i t ion where we cannot mainta in 

conf ident ia l i ty  and so have to make d isc losures ,  we wi l l  d iscuss the matter wi th you f i rs t .  We 

wi l l  g ive you feedback on any invest igat ion and be sens i t ive  to  any concerns you may have as 

a resul t  o f  any steps taken under th is procedure.  

In some c ircumstances the Group may decide that  we ought  to  revea l  your  ident i ty  in order to 

ass ist  in the invest igat ion into the matter.  You wi l l  be adv ised beforehand i f  th is  is  the case.  

Remember, i f  you do not te l l  us who you are i t  wi l l  be much more d i f f icu l t  fo r  us to look into 

the matter ,  to protect your pos i t ion or to g ive you feedback. Accord ing ly ,  whi le we wi l l  c onsider 

anonymous reports,  th is procedure is  not appropr ia te for  concerns ra ised anonymous ly .  
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The ent i t ies  (shareho lders ,  employees or  o thers)  which report  the pract ice of  any non -

compl iance or prov ide any in format ion wi thin the scope of the invest igat ion o f th is 

whis t leb lowing po l icy and procedure wi l l  be ent i t led to access, rect i fy  and d ispose o f data 

reported,  and wi l l  not  be exposed to any form o f  re ta l ia t ion,  int imidat ion or  d iscr iminat ion, 

inc lud ing d isc ip l inary act ion or sa lary retent ion or suspens io n.  

 

5.   Principles 

 

5.1. Handling purpose  

The purpose o f the in format ion repor ted under th is po l icy and procedure is  the management 

of in terna l  repor ts o f non-compl iant pract ices.  

 

5.2. Voluntary nature  

This communicat ion procedure has a vo luntary nature , and i ts non-use does not entai l  

consequences (apar t  from s i tuat ions in which pena l law and pena l process law so st ipulate s).  

 

5.3. Rights of the reported individual  

I t  is  ensured to  the reported person in  the whis t leb lowing the r ight of  in format ion about the 

respons ib le ent i ty,  the  facts  repor ted and the purpose o f  handl ing,  as  we l l  as the r ight to 

access and rect i fy  persona l  data.  

The repor ted indiv idual cannot,  under any ci rcumstances, obta in in format ion about the 

whis t leb lower .  

 

5.4. Misuse or malicious whistleblowing  

Misuse and not in good-fa i th use of the whis t leb lowing procedure may expose the author  to 

disc ip l inary or lega l proceedings, whenever the s ituat ion so just i f ies .  I f  you are found to have 
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made a l legat ions mal ic iously and/or not in good fa i th,  a d isc ip l inary process may be inst igated 

aga inst you. This may result  in your d ismissa l from the Group.  

I t  is  important to note  that as long as you have ra ised a  concern in good fa i th,  you wi l l  not  be 

subject to d isc ip l inary act ion even i f  the invest igat ion f inds your a l legat ions to  be unproven . 

 

5.5. Confidentiality  

Any non-compliance report  wi l l  be  kept and handled conf ident ia l ly  by the team respons ible for 

the operat iona l management o f the procedures o f recept ion, recorded and process ing of 

i r regular i ty  repor ts (Compl iance Department) .  

In the case o f a l leged in fr ingements,  i f  the sender is  anonymous, he/she is asked to reveal  

h is /her ident i ty ,  in order to speed up the process o f invest igat ion o f the a l leged in fr ingement. 

The invest igat ion wi l l  be pursued, even i f  the sender is  anonymous. Conf ident ia l i ty  of  the 

source wi l l  be safeguarded and may be revea led i f  the source wishes so , or  in de c ircumstances 

ment ioned in sect ion 4 above .  

Under the standards of  data protect ion and in format ion secur ity ,  appropr ia te sa fety measures 

to protect  informat ion and data conta ined in reports and corresponding records have been 

prov ided for .  

 

6.   Whistleblowing Procedure 

 

6.1. Tell your line manager  

I f  you are concerned about any form o f malpract ice  you should normal ly  f i rst  ra ise the issue 

with your l ine  manager .  There is  no specia l  procedure for  doing th is  -  s imply te l l  them about 

the prob lem or put i t  in  wr i t ing i f  you prefer.  

At whatever  leve l you ra ise the issue,  you should  dec lare whether you have a person a l  in terest 

in the issue at the outset.  I f  your concern fa l ls  more proper ly wi thin the compla int  procedure 

your manager wi l l  te l l  you.  
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6.2. If you feel unable to tell your line manager  

I f  you fee l you cannot te l l  your l ine manager ,  for  whatever  reason, you sho uld ra ise  the issue 

with the next  t ier  o f  management or,  i f  the  issue is re la ted to  f inancia l  issues,  the Head of  

F inance. I f  you fee l that  the issue concerns issues o f compl iance with the leg is la t ion regulated 

by the Group, you may speak with an Execut ive Board member.  

I f  you fee l  that  you cannot d isc lose to  the next  t ie r  o f  management,  the Head o f  F inance or the 

Execut ive Board member  because you be l ieve that the ind iv idua l may be impl icated in the 

malpract ice,  you should ra ise  the matter in  conf idence wi th the Head o f Audit  and R isk  (a lso 

respons ib le for  the Compl iance Department) .  

The Head o f Audit  and Risk  is  entrusted with the duty of  invest igat ing  s ta f f  concerns about 

i l lega l ,  improper or unethica l behav iour.  

You should  a lso approach the Head o f  Audi t  and R isk  to draw attent ion to  cases where there 

is  ev idence o f i r regular or  improper behav iour e lsewhere in the Group, but  where you have not  

been persona l ly  invo lved,  or  i f  you are required to  act  in a way which, for  you,  ra ises a  

fundamenta l issue of  consc ience.  

 

6.3. If you stil l have concerns  

I f  you have reported a matter  as descr ibed in  the above paragraph and bel ieve that the 

response does not represent a  reasonable response to the issues you have ra ised, you may 

report  the matter d irect ly  to the Board o f  D irectors of M. Couto A lves Ho ld ing BV .  

 

6.4. Responding to whistleblowing  

After  you have ra ised your  concern we wi l l  dec ide how to respond in a respons ib le and 

appropr iate  manner.  Usua l ly  th is wi l l  invo lve  mak ing internal enquir ies f i rs t  but i t  may be 

necessary to  carry out an invest igat ion at  a  later stage which may be formal or  in formal  

depending on the nature of  the concern ra ised.  
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I f  you have ra ised a concern we wi l l ,  as far  as poss ib le,  keep you in formed o f the dec is ions 

taken and the outcome of any enquir ies and invest igat ions carr ied out.  However ,  we wi l l  not 

be ab le to in form you o f any matters which would in fr inge our duty o f conf ident ia l i ty  to o thers.  

 

6.5. Reporting channels  

Non-compl iant pract ices repor t ing must be per formed in wr i t ing, v ia  emai l  or  let ter,  to at  least 

one o f the fo l lowing addresses:  

•  eth ics@mca-grupo.com  

•  Compl iance Department –  Rua João Ol ive ira  Sa lgado -  Nº 385,  4810-015 -  Costa -  

Guimarães |  PORTUGAL 

Recept ion and forward ing o f r eports o f concerns or in fr ingements is  the respons ib i l i ty  o f  the 

Compl iance Department .  

Some in fr ingements,  due to  the ir  nature,  may be forwarded to  other  funct iona l areas,  

par t icu lar ly  People Management  and Lega l  Corporate Centers .  In these s ituat ions, these areas 

are respons ib le  for  report ing the reso lut ion o f  each case to the Compl iance Department .  The 

Compl iance Department  can request add i t iona l data on the invest igat ion at any t ime.  

 

6.6. Notification of the alleged infringements  

The Compl iance Department  sha l l  not i fy  the Statutory  Audi t  Board , with in  5 work ing days, of  

a l l  reports rece ived. The Compl iance Department  wi l l  a lso share the pre l iminary repor t  wi th 

the Statutory Audit  Board, wi th in one month from the rece ipt  o f  the compla int.  

When a s ign if icant a l leged in fr ingement  is  reported, the Cha irman of the Board o f  D irectors 

must be not i f ied immediate ly,  prov ided the said in fr ingement does not concern the chairman 

h imse l f .  

I f  the in fr ingement reported invo lves the Head of the Compl iance Department or e lements who 

rece ive reports,  such fact  must be not i f ied immediate ly to the Statutory Audit  Board. 

Ind iv idua ls  involved must be removed f rom the process.  

mailto:ethics@mca-grupo.com
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Any susp ic ion o f misconduct not re lated to e th ica l issues wi l l  be analysed by the competent 

funct iona l area. The Compl iance Department  wi l l  not i fy  the sender  o f  th is fact.  

 

6.7. Investigation, corrective measures and conclusion  

The Compl iance Department  must examine al l  s i tuat ions deemed for  deeper invest igat ion, in  

order to ascer ta in whether they const i tute a v io la t ion o f the “Code of Eth ics and Business 

Conduct” and determine the  impacts  thereof and ind iv idua ls invo lved.  

The Compl iance Department can invo lve the Audi t  and R isk  members, use externa l resources 

or invo lve specia l ized interna l areas in the development of the invest igat ion. The appl icable 

lega l and internal  regula t ion o f  the Group must be compl ied with over  the course of  the 

invest igat ion. The Compl iance Department  can address the person(s)  concerned on the 

a l leged inf r ingement ,  prov ided that  i t  is  du ly suppor ted by the People Management  and/or  

Lega l Corporate Centers .  

The Compl iance Department  wi l l  issue an op in ion on the events reported and def ine the need 

of any correct ive and/or d isc ip l inary act ion that may be necessary .  

 

 

 

 

 

 

 

 

 

In case of any d iscrepancy between the Eng l ish and the Por tuguese vers ion o f th is Po l icy and 

Procedure , the Portuguese vers ion sha l l  preva i l .  


