
 

 

NOR 011 - Standard for Handling Reports from the Confidential Channel 

 
 
1. GOALS 
 
1.1. NOR 011 - Standard for Handling Reports from the Confidential Channel 
(“Norma”) da CCR S.A (“CCR” or “Companhia”) aims to guide users, Managers and 
Employees of CCR S.A. and its Subsidiaries (“Grupo CCR”) about the procedures for 
the realization and verification of Occurrences arising from the Confidential Channel. 

2. APPROVAL AND TERM 

2.1. This Standard was approved by the CCR CEO on 07/21/2021 and will be 
effective as of 07/22/2021, the date of its publication. 

2.2. The Compliance area will be responsible for revisions and version control of this 
Standard. 

3. APPLICATION 

3.1. The provisions of this Rule apply to the CCR Group, its Administrators and 
Employees with the exception of ViaRio, VLT Carioca, BH Airport, TAS (United States), 
Quiport (Ecuador), Curação, and Juan Santamaría (Costa Rica), which have their own 
confidential channels, and are not within the scope of this Rule. 

4. REFERENCES 

4.1. This Standard was developed based primarily on the determinations in (a): 

(i) CCR Group's Code of Ethical Conduct;  
(ii) Supplier Code of Ethics;  
(iii) POL 001 - Clean Company Policy and Anti-Corruption;  
(iv) POL 010 - Consequence Management and Non-Retaliation Policy; and 
(v) Rules of Procedure of the Commission for the Study and Application of 

Disciplinary Measures ("CEAMD"); 
 
5. DEFINITIONS 

5.1. The following terms, when beginning with a capital letter, in the singular or plural, 
male or female, are used in this Standard with the meanings specified below: 

“Administrators” are the statutory directors and members of the Board of Directors of 
CCR or its Subsidiaries. 



 

 

"Confidential Channel"   is the means used by employees, managers or third parties who 
have knowledge of an action, omission or fact that violates or may violate any CCR 
standard or policy, as well as any applicable laws. 

“Collaborators” are all employees, including non-statutory directors, of the CCR Group. 

“CEAMD” is the Commission of Studies and Application of Disciplinary Measures, CCR 
Group's internal body responsible for analyzing the result of the investigation of the 
Reports registered in the Confidential Channel, deciding, case by case, whether or not 
to apply disciplinary measures to those involved.   

“Controlada” is any company in which CCR holds partner's rights that ensure it, on a 
permanent basis, preponderance in the corporate deliberations and the power to elect 
the majority of the administrators. 

“ Complainant ” is the person who accesses the Confidential Channel and registers a 
report. 

“Responsible Company” is the specialized third-party company that manages Canal 
Confidencial.  

"Disciplinary Measure" is the measure applied to an Administrator or Employee who 
commits a Transgression. 

“Report” means any and all records entered in the Confidential Channel, to be analyzed 
and treated under the terms of this Rule. 

“Third” refers to any and all individuals or legal entities, or non-personalized entities, 
with which the CCR Group relates or may come to relate to, service providers, suppliers, 
consultants, clients, business partners, third parties hired or subcontracted, lessees, 
commercial space assignees, regardless of formal contract or not, including those that 
use the name of the CCR Group for any purpose or that render services, supply 
materials, interact with public employees, the government or other Third Parties on 
behalf of the CCR Group. 

“Transgression” is the violation of a code, policy, standard, normative instruction, 
procedure or any legislation applicable to the CCR Group, including the commission of 
a crime, failure to comply with any legal obligation, threat to health and safety, damage 
to the environment, violation of confidentiality obligations or unauthorized disclosure of 
information, fraud, improper business conduct, bribery, kickbacks, corruption or other 
forms of improper payment, acts and omissions that pose any legal risks to the CCR 
Group. 

“"Confidentiality Agreement" ” is the declaration signed by the Collaborators or Third 
Parties that will be part of the Confidential Channel reports, whether as complainant, 



 

 

reported, witness or cited, by means of which they commit to maintain the confidentiality 
of the matters dealt with. 
 
6. GENERAL GUIDELINES 

6.1. Any Administrator, Employee or Third Party that has, or becomes aware of, any 
Transgression should register a Report through the Confidential Channel contacts 
(ethics line) below:  

Channel Access 

Web https://canalconfidencial.com.br/canalconfidencialccr/ 

Telephone 0800 721 0759 

 
6.2. Employees are encouraged to register, in any of the contacts listed in item 6.1, 
any fact, act or omission that has violated or is about to violate any of CCR's rules and/or 
policies, as well as any laws of the country, and must always act in good faith.  

6.3. The Reports can be registered anonymously or with the personal identification 
of the complainant, being assured, in all cases, the confidentiality in the treatment of the 
Report.  
 
6.4. The Confidential Channel is managed by the Company in Charge, and operates 
7 days a week, 24 hours a day, registering all Reports and subsequent communication 
to the CCR Group Compliance Area. 

6.5. The Responsible Company will register the Report and start processing the 
information, indicating the degree of risk of the Report. 

6.6. The Compliance area is responsible for coordinating the process of ascertaining 
the Report, except in cases of Reports involving (i) members of CCR's Board of 
Directors, Executive Board and Vice Presidency of Governance, Compliance, Risks, 
Internal Controls and Internal Audit ("VP GRC+A"), which shall be conducted by the 
Coordinator of the Audit and Compliance Committee (CAC) and (i) the coordinator of 
the CAC, which shall be conducted by the Chairman of CCR's Board of Directors. 

6.6.1. The Vice-Presidency of Governance, Compliance, Risks, Internal 
Controls and Internal Audit, the Compliance Manager (Compliance  Officer) and 
the specialist responsible for the Confidential Channel. 

6.6.2. The Coordinator of the Audit and Compliance Committee (CAC) will have 
access to the portal of the Responsible Company, only and exclusively, if the 
registered Report involves the areas of the Vice-Presidency of Governance, 
Compliance, Risks, Internal Controls and Internal Audit ("VP GRC+A"), as well as 



 

 

members of the Executive Board, President of the CCR Group (CEO) and/or 
members of the Board of Directors of CCR. The Responsible Company will 
forward the Report directly to the CAC Coordinator, who will analyze the content 
of the Report in order to adopt the appropriate measures. In this case, the 
Compliance Area will not receive any information about the registered Report, and 
only the coordinator of CCR's Audit and Compliance Committee may conduct 
investigations. The content of these protocols will also be forwarded to the Vice 
President of Governance, Risks, Internal Controls, Compliance, and Internal Audit 
for acknowledgement, provided that this Executive is not the one who has been 
denounced. 

6.7. CCR's Compliance area is responsible for handling and investigating all Reports 
forwarded by the Outsourced Company, except in the cases described in item 6.6, 
which shall be conducted by the Coordinator of the Audit and Compliance Committee 
(CAC).  

6.8. When conducting the internal investigation process, those responsible 
(Compliance Area or CAC Coordinator or the Chairman of the Board of Directors of 
CCR, depending on the Report) must act based on the following principles: 

I. Guarantee the confidentiality of the content of the Report; 

II. Preservation of the complainant's anonymity; 

III. Impartiality in the treatment of the content and conduct of investigations; and 

IV. Non-retaliation to the good faith complainant; 

6.9. If it is necessary to organize a group to investigate the Report, or to conduct 
interviews and face-to-face meetings during the course of the investigation, all those 
involved must sign the Confidentiality Agreement, whereby they commit to maintaining 
the confidentiality of the matter, subjecting themselves to disciplinary measures in case 
of disclosure of the information, according to POL 010 - Consequence Management 
and Non-Retaliation Policy. 

6.10. When the investigation involves any member of CCR's Board of Directors or 
Executive Board, the investigative work will be conducted by the Coordinator of the 
Audit and Compliance Committee. After analyzing the content and impact of the Report, 
the respective body to which the investigated party is linked (CCR's Executive Board or 
Board of Directors) will meet to decide whether or not to remove him/her from his/her 
activities until the investigation is concluded. 

6.10.1. The removal of the member of the CCR's Board of Directors or Executive 
Board implicated in the investigation is recommended by the CAC Coordinator for 
situations in which keeping him/her in his/her activities may impact the 
independence and/or exemption of the investigative process. 



 

 

6.10.2. In the deliberation of the removal of a CCR Board of Directors or Executive 
Board Member, the respective body will indicate the respective alternate or 
substitute. 

6.11. When the investigation involves the Coordinator of the Audit and Compliance 
Committee (CAC), the investigative works will be conducted by the President of CCR's 
Board of Directors. After analyzing the content and impact of the Report, CCR's Board 
of Directors will decide whether or not to remove him from his activities until the 
investigation is concluded. 

6.11.1. The removal of the Audit and Compliance Committee (ACC) Coordinator 
Member will be indicated for situations in which keeping him/her in his/her activities 
may impact the independence and/or exemption of the investigative process. 

6.11.2. In the deliberation of the dismissal of the Coordinator of the Audit and 
Compliance Committee (CAC), the respective Board will indicate the respective 
alternate or substitute. 

 
7. PROCEDURE TO REGISTER A REPORT 

 
7.1. The complainant must ensure that the Reports are always registered in good 
faith, with as much information as possible to subsidize the analysis and verification of 
its content, including proof or evidence of the facts narrated. 

7.2. If the content of the registered Report is considered incomplete or insufficient to 
support the investigation of the facts reported, the Company Responsible, the 
Compliance Area, or the CAC Coordinator may request further clarification from the 
complainant through the portal.  

7.2.1. If the complainant does not return within 15 (fifteen) days with the 
complementary information necessary for the continuity of the investigation, the 
Report will be filed. 

7.3. The Compliance area will be responsible for recording in the Confidential 
Channel any reports received by letter, e-mail, face-to-face contact, telephone, 
extension number, etc. 

7.3.1. The Compliance Area, when registering and inserting reports into the 
Confidential Channel system, must conduct a pertinent and pertinent filter of the 
theme. Thus, not all topics submitted to the Compliance Area should be 
immediately inserted in the Confidential Channel. A preliminary analysis and 
investigation is in order, aiming at understanding whether the reported facts do not 
constitute elements previously investigated or behaviors that occurred in the past 



 

 

that have already been ceased. 

7.3.2. The Compliance Area can enter Reports in the Confidential Channel system 
after the investigations have been carried out, as a way of keeping the portal 
updated on themes and behaviors of interest to the Compliance Area, even after 
the conclusion of the investigation process and when they are unfounded.  

8. CONDUCTING INTERNAL INVESTIGATIONS 

8.1. Other areas can be involved in the investigation process to support the gathering 
of evidence, such as: people management, information technology, supplies, and 
internal audit. These areas will be trained by the Compliance area to support the 
provision of evidence for the best conduct of investigations without having access to or 
information about the content of the Investigated Report or any kind of feedback on the 
progress or outcome of the case. 

8.1.1. The person in charge of conducting the investigation may, at any time, if 
deemed necessary, access e-mail boxes, online calendars, and conversations 
held by the internal communicator of the investigated Collaborators, as a means 
of searching for evidence in the solution of the investigation. 

8.1.2. Other accesses and documents may be requested from the areas described 
in item 7.4 to elucidate and support the investigations, depending on each case: 

I. To the employee's history, payroll, electronic time and attendance 
statement, organizational chart, career moves, performance appraisals, 
evidence of training participation; 

II. To system information, phone bill statement, backup and analysis of 
computer data, access history; 

III. The result of audits, reports, information from systems; 

IV. A monitoring reports (interaction with public agents, training attendance 
lists, declarations of conflicts of interest), Due Diligence analysis report; 
and 

V. The equalization of processes, participations, and evidence of bidding 
processes and supplier contracts. 

8.1.3 The person in charge of the investigation will not be allowed to use his/her 
activity to access Collaborators' equipment and documents that are not being 
investigated, being subject to the application of the Disciplinary Measures 
provided for in POL 010 - Policy for Managing Consequences and Non-Retaliation. 



 

 

8.2. When the content of the Report is serious or complex, the Compliance area may 
outsource its investigation to a specialized company. 

8.3. In the course of the investigations, interviews and face-to-face meetings may be 
held with the complainant and persons reported, cited, involved, or witnesses. 

8.4. Any complaints related to the services provided by CCR should not be dealt with 
in the Confidential Channel; they should be directed to and dealt with by the respective 
Ombudsman Offices. 

9. COUNT RESULT 

9.1. The Reports considered to have merit or partial merit by the Compliance Area, 
at the end of the verification of all the facts, if there is sufficient evidence of materiality, 
will be forwarded for deliberation at the CEAMD, according to its own regulations.  

9.2. The Reports deemed well-founded or partially well-founded by the CAC 
Coordinator, under the terms of item 6.6, shall be taken to the deliberation of CCR's 
Board of Directors, with the assistance of the Compliance area and the Audit and 
Compliance Committee - with the abstention of the members who have practiced the 
conducts under analysis -, with the purpose of examining the potential Transgression 
and deliberating on the applicable Disciplinary Measures, and may even, when deemed 
necessary, submit the issue to the general shareholders meeting. 

9.3. The Disciplinary Measures will be determined based on the facts and 
circumstances of the Transgression and on the result of the investigation, and may 
include, according to the severity, monitoring, orientation and awareness actions, 
training, revision of policies and other internal rules, warnings, suspensions, dismissal, 
and initiation of legal procedures for the verification of civil, criminal or administrative 
responsibility. 

9.4. If the Report is considered unfounded after the conclusion of the investigations, 
the Compliance Area and/or the CAC Coordinator must promote the filing of the Report 
in the system, attaching all the evidence and reports that supported this understanding, 
according to ANNEX VI of this rule.  

9.4.1. The filing of the Report may be reversed, at any time, if new and significant 
facts or evidence comes to light. 

9.5. To ensure the confidentiality of the investigations, the complainant will not be 
informed about the investigations carried out, as well as any measures taken after the 
investigations are concluded. 

10. PROTECTION OF THE CLAIMANT  



 

 

10.1. Any act of direct or indirect retaliation against the good-faith complainant is 
prohibited, regardless of the origin of the registered Report. 

10.2. Any act intended to punish or retaliate against a good faith complainant will not be 
tolerated under POL 010 - Consequence Management and Non-Retaliation Policy. 

10.3. The inappropriate use of the Confidential Channel for registering false accusations 
against any Collaborator will be subject to disciplinary measures conducted by CEAMD, 
which may apply appropriate measures against the bad faith of the complainant. 

11. SUPERVISION AND DOUBTS 

11.1. It will be up to the CCR Group's Compliance area to monitor the effective 
compliance with this Rule. 

11.2. The Compliance Area will submit a quarterly report to CCR's Board of Directors 
containing an analysis of the reports, respecting the confidentiality of the information.  

12. VERSION CONTROL AND HISTORY 

Date Version Summary 

02/05/2020. 00 Creation of Normative Instrument 

7/17/2020. 01 Change in the wording of item 6.5.2. 

11/27/2020. 02 Creation of Normative Instrument 

7/22/2021. 03 Creation of Normative Instrument 

 
 
 
13. APPROVALS 
 

Code Description Version Effective Date 

NOR 011 
Confidential Channel Report Handling 

Policy 
01 

07/27/2020 to 
07/27/2021 

NOR 011 
Confidential Channel Report Handling 

Policy 
02 

11/27/2020 to 
11/27/2021 

NOR 011 
Confidential Channel Report Handling 

Policy 
03 

07/22/2021 to 
07/22/2023 
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