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Dear Employee,

It is a great pleasure to present the Code of 
Ethics of Sapura Navegação Marítima, which 
has just underwent a process for its updating 
and improvement. The revision of our Code of 
Ethics is motivated by our need to be always 
aligned with the best and most current gover-
nance practices, seeking to follow up the trans-
formation rhythm of a society that is increasin-
gly conscious and with new expectations.

Aimed at meeting the evolution of our cus-
tomers’ needs and the increasing global de-
mand for power, we add a remarkable techni-
cal	expertise	to	operational	efficiency,	having	
as consequence the excellence in the results 
we deliver. However, it is in the backstage of 
this entire dynamics that our most valuable 
asset is found: the people.

Our reputation is built by many hands. Wi-
thout them, calculations would not leave the 
paper, neither would the most modern equi-
pment complete their ingenuous maneuvers 
on the high seas. And, without them, we would 
not have earned the market’s recognition as 
well - which is a strong indication that we are 
heading the right way. Thus, just as each of 

our employees has contributed for us to get 
this far, we trust each of them the responsibi-
lity to preserve our reputation and make the 
#ProudToBeSapura feeling count.

This Code is an instrument for awareness, a 
guiding tool to lead us further, through the 
mentality of doing what is right. We belie-
ve in the strength of the corporate culture of 
integrity, herein contemplated in values and 
guidelines to be observed in the relations be-
tween employees, customers, suppliers, and 
commercial partners. The culture of integrity 
benefits	everyone	to	the	extent	that	it	brings	
transparency and predictability on the expec-
ted conducts, thus equally setting their limits. 
May	this	Code	fulfill	its	purpose	of	serving	as	
a guide for everyone to act in a fair, ethical, 
and transparent manner.

We invite you to “get onboard” this reading, 
with all the attention it deserves. 

Best regards,

Rogerio Salbego

CEO	–	Chief	Executive	Officer
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Part 2   •   About our Code

2.1		Purpose	and	applicability We, members of Sapura Navegação Marítima, believe that, as import-
ant as what we do, is how we do it. This way, in the tireless commitment 
for the excellence of our results, we do not give up on the culture of 
ethics	and	integrity throughout our entire production chain.

This	Code	of	Ethics	fulfills	its	role	of	translating	our	values	into	conduct	
standards expected from all our employees, regardless of position or 
duty, besides our customers, suppliers, and commercial partners.

It	is	the	higher	regulation	of	our	Integrity	Program,	irradiating	its	effects	
to all other internal policies and procedures that support it. Our Code 
not only instructs people on doing what is right, but also on how to 
say	no,	with	conviction,	to	situations	that	conflict	with	our	institutional	
principles.

Sapura’s reputation is built on a daily basis, by adding up the actions 
of each of our employees. Therefore, we are all guardians of the Code, 
each of us being responsible, within their activities, for watching over 
the promotion of a healthy, safe, and righteous work environment.

Welcome aboard!
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Part 2   •   About our Code

2.2 Our values More than just words, our values constitute the true Sapura DNA, and accom-
pany us when making every decision. They are perennial and irrevocable 
values,	easily	identified	in	the	daily	routine	of	our	operations.	These	are:

Safety

At Sapura, we care for 
each other. Thus, ensu-
ring the health and sa-
fety of our employees 
and other professionals 
with whom we interact 
is our priority	commit-
ment. Through diversi-
fied	training	procedures,	
our activities are carried 
out in compliance with 
strict safety protocols. 
As a result, our goal is 
to promote a work envi-
ronment free from inci-
dents.

Integrity

We adopt the highest 
ethical standards in the 
conduction of our busi-
ness, ensuring transpa-
rency in our public and 
private relations and res-
pecting the anti-corrup-
tion rules as provided by 
the Brazilian and interna-
tional legislation. For us, 
the dissemination of the 
ethical culture is a fun-
damental requirement 
for the longevity of our 
commercial activities.

Excellence

We seek to achieve our 
maximum potential to 
ensure the highest qua-
lity	standard when deli-
vering our results. From 
the step-by-step to the 
completion of a project, 
our teams are committed 
to performing their tasks 
with consistency, respon-
sibility and technical ex-
cellence, always pursuing 
constant improvement.

Cooperation

Our company was built 
from the collaborative 
integration between all 
areas of the organization. 
We recognize teamwork 
as a key piece for reach-
ing our goals. This way, 
we broadly encourage 
cooperation between our 
employees, through an 
environment of dialog, 
trust, and partnership. 
We believe that, togeth-
er, we are more.

Innovation 

We have a restless and 
curious look, always 
attentive to the new 
market technologies. 
We seek to be always 
updated in what con-
cerns operational in-
novations, encouraging 
the creative potential 
of our employees in the 
pursuit for solutions. We 
are	powered	by	chal-
lenge!
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Part 2   •   About our Code

2.3 Ethics Committee Our Integrity Program has an Ethics Committee, 
a permanent body composed by members of 
the company’s top management, selected ac-
cording to their expertise on this subject, rep-
utation,	and	positive	influence	over	the	other	
employees. This Committee has a normative, 
deliberative, and consultive role, thus assum-
ing a relevant responsibility in the Program’s 
maintenance. It is responsible for ensuring 
that what we preach corresponds to what we 
practice.

By means of regular meetings, our Ethics Com-
mittee is constantly involved with the analysis 
of Compliance issues, which includes the man-
agement of ethical or legal transgressions. Al-
ways aware of the transformations in the social 
scenario, the Committee reinforces our com-
mitment	to	an	efficient	and	updated	Integrity	
Program, in permanent evolution and aligned 
with Sapura’s organizational needs.

For further information, please access our In-
ternal Regulations on the Ethics Committee.
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Part 3   •   Our commitments Back to Summary

3.1 Ethical, righteous, 
transparent conduct

Besides being a successful company, we seek to be a valuable com-
pany. With that in mind, we have adopted as basic assumption for ev-
ery action the respect for the ethics and transparency guidelines ex-
pressed in this Code and in the other internal and external norms on 
the topic.

Sometimes, it is natural that we are faced with dilemmas in human re-
lations, putting our values to the test. In these cases, we should stop 
and ask ourselves:

 » Do I really believe this is right?

 » Is this attitude in accordance with Sapura’s values?

 »  Would I be capable of justifying my conduct if it became public?

 » Is it an action my family would be proud of?

 » Does it contribute for the person I seek to be?

Acting in an ethical, righteous, and transparent manner means acting 
in an honest, reliable, and responsible manner, honoring dignity. It is 
also	not	admitting	any	shortcut	through	character	flaws,	slyness,	or	im-
moralities. We have no space for any unfair or disloyal behavior.

The best way of honoring the trust deposited on us by our customers, 
suppliers, and shareholders, is by assuming the unshakable commit-
ment to doing what is right. We believe that a company with a team 
of	righteous	employees	produces	more	effectively,	achieving	the	best	
results.

Therefore, always bear in mind that:

 » Easiness on the short term might create traps on the long term;

 » If it seems too easy, be suspicious;

 » If you do not take the right measures at the right time, the next mo-
ment might be too late;

 » Connivance and omission might also configure deviations.
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3.2	Health,	safety,	and	
environmental protection

The	inherent	risks	to	our	offshore	activity	cannot	be	ignored.	Because	
of this, the Policy on Quality, Health, Safety, Environment (QHSE) has a 
sensitive importance to us. The quality of our engineering and subsea 
installation services is directly related to the way we care for each oth-
er and the environment.

Through a systematic risk assessment, we set a series of preventive ac-
tions in compliance with the applicable laws and regulations, besides 
the highest safety and sustainability procedures in the market. How-
ever, we know that as important as having rules is investing on the due 
training	and	qualification	 for	 the	correct	management	of	such	 rules,	
promoting	a	true	awareness	for	the	prevention	of	offshore	incidents.

This	 way,	 some	 instructions	 on	 how	 to	 reaffirm	 our	 commitment	 to	
health, safety, and environmental protection are:

 » To comply with all the golden rules of Sapura - our basic safety rules;

 » To participate and engage in the training processes, clearing up any 
possible doubts and putting all the knowledge acquired to practice;

 » To use the occupational safety equipment (PPE), in compliance with 
the technical specifications of each equipment;

 » To adhere to our philosophy of the “3 P’s: Pause, process, proceed”, 
through an attentive and cautious performance;

 » To stop any behavior deemed unsafe to you or your colleagues;

 » In case of suspected pollution, to immediately interrupt all opera-
tions and activate the emergency plan. We do not tolerate spills or 
any other type of environmental degradation;

 » To follow the Waste Management Plan, cooperating for the separa-
tion of solid waste for collection purposes;

 » In case of an eventual incident or accident, to immediately report to 
your immediate superior and/or the vessel nurse.

Each employee should care not only for their own safety, but also for 
their colleagues’, through a critical view of the risks and a prompt ca-
pacity of interruption in case of emergencies. Being able to count on 
everyone’s	commitment	 is	our	differential	 in	 the	prevention	of	acci-
dents.

For further information, please access the Environmental Man-
agement Procedure and QHSE Manual.
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3.3 Combating corruption Our commitment to an ethical, righteous, and transparent conduct 
walks side by side with our policy on zero tolerance for corruption. 
We recognize the highly harmful impact of corruption in building a 
more	egalitarian	society,	and	we	spare	no	effort	to	fight	it,	from	its	sim-
plest to its most sophisticated form.

Thus, any conduct that might be understood as corruption, bribery, 
fraud in public contests, money laundering, administrative improbity, 
or any wrongful act against the Government, either national or foreign, 
is absolutely incompatible with our culture.

In this sense, the following are strictly prohibited, under any circum-
stances:

 » To promise, offer, or give, either directly or indirectly, any undue ad-
vantage – whether in money, goods, or services - to a public agent or 
third party related to them;

 » To fraud, manipulate, or frustrate the competitive nature of biddings;

 » To hamper investigation or surveillance activity by public bodies, 
entities, or agents, including regulatory agencies;

 » To make facilitation payments to speed up government/administra-
tive actions;

 » To finance, pay for, sponsor, or in any manner subsidize the practice 
of corruption acts;

 » To perform commercial transactions without adopting reasonable 
measures to verify the legality of the origin of third-party resources.

In case of doubts on how to proceed in a suspicious situation, consult 
your manager or someone from the legal team. If you become aware of 
the practice of any of the irregularities listed above, do not hesitate in 
making a record with our Reporting Channel (detailed further, in item 6.1).

For further information, please access our Anticorruption Policy.
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3.4	Prevention	of	conflicts
of interest

When making decisions on behalf of Sapura, we take into account ex-
clusively the company’s interests. We do not let our particular inter-
ests	or	those	of	people	we	know	influence	our	actions	within	our	job,	
which must always be governed by exemption and professionalism.

In	order	to	better	illustrate	what	might	be	understood	as	a	conflict	of	
interests, we highlight some examples:

 » Contracting a supplier, to the detriment of another with a better of-
fer, due to friendship or kinship relations with its representatives;

 » Directing the recruitment and selection of a new employee based on 
personal motivation;

 » Favoring an employee, in promotion processes, for affinity reasons;

 » Intimate relationship between employees with a direct hierarchical 
subordination relation in the company (being allowed, however, the 
relationship between offshore employees, in different vessels, fol-
lowing the same working shifts);

 » Undue use of confidential information seeking to obtain personal 
advantage or an advantage to third parties;

 » Carrying out professional executive activities in parallel, incompat-
ible with the position held at Sapura.

As	soon	as	a	situation	of	potential	or	effective	conflict	of	interests	is	
identified,	promptly	inform	your	manager	or	our	legal	team,	who	shall	
provide the instructions on how to proceed in the case.
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3.5 Unacceptance of 
harassment and
discrimination

We live in a diverse and plural society, where everyone is entitled a 
respectful	treatment,	free	from	discrimination.	We	know	the	offshore	
environment is a mostly male space and, because of that, we must 
redouble our attention to make sure that any minorities onboard feel 
comfortable to perform their activities in an inclusive, egalitarian work 
environment,	both	in	the	vessels	and	in	the	offices.

This way, we seek to encourage the development of everyone’s poten-
tial, regardless of ethnicity, color, gender, sexual orientation, special 
needs, religion, or ideology. 

 We see diversity as a fundamental element to potentialize the compa-
ny’s competences and the creation of a culture of integrity and respect 
among everyone, indistinctly.

We also repudiate any type of harassment. If you are faced with an 
abusive conduct, that repeatedly attempts against psychological dig-
nity, generating embarrassing situations, be aware that it is a hypoth-
esis of moral harassment - and it must be reported.

Likewise,	if	you	find	any	undesirable	behavior,	either	physical	or	ver-
bal, explicit or not, of embarrassment with sexual connotation, be ad-
vised: it is a case of sexual harassment, and must also be reported in 
our Reporting Channel.

At last, always pay attention to any possible signs that a given attitude, 

as good as the intention might be, may be considered as a form of un-
wanted attention by the person to whom it is destined. Therefore, it is 
essential to know how to interpret when someone’s stance indicates a 
limit to be respected.

Having that in mind, the following are attitudes we expect from our 
employees:

 » Not to allow choices to be based on judgments by personal charac-
teristics;

 » To treat everyone with equality, dignity, and respect;

 » To refrain from using inappropriate nicknames, inconvenient phys-
ical contact, impertinent invitations, or any other type of intimacy 
incompatible with the sobriety of our work environment;

 » To make sure that our commercial partners and suppliers adhere to 
our Policy on Unacceptance of Harassment and Discrimination;

 » To report on the Reporting Channel in case of witnessing any epi-
sode of harassment, discrimination, or disrespect.
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3.6 Prevention against 
the undue use of 
alcohol and drugs

On the daily routine of our operations, we carry out duties of high 
complexity, which demand full awareness and attention, besides in-
fluencing	everyone’s	safety,	both	onboard	and	in	our	offices,	and	the	
environment preservation.

Aware of the huge responsibility we carry, we have developed a Policy 
on the Prevention Against the Abuse of Alcohol and Drugs, which pro-
hibits	working	under	the	influence	of	alcoholic	beverages	or	illicit	drugs	
that might compromise the cognitive functions of our employees. 

The possession, sale, and distribution of alcohol or any other psycho-
active substance are prohibited in Sapura’s premises, or in any related 
work situation.

The company reserves the right to, occasionally, carry out toxicological 
testing by sampling on its employees, observing the applicable legis-
lation,	on	the	onshore	and	offshore	environments,	as	a	way	of	ensur-
ing	the	effectiveness	of	this	policy.

Below are a few practical orientations on this topic:

 » In the event of use of controlled drugs, it must be immediately re-
ported to the Occupational Doctor on duty at the company, duly ev-
idenced by a medical prescription, so an authorization may be for-
malized;

 » In case of proven chemical dependency, a voluntary reporting must 
be made before the Human Resources Department for the due assis-
tance;

 » In the event of some given corporate occasions, held exclusively 
onshore, the moderate consumption of alcoholic beverages will be 
exceptionally tolerated, as long as authorized by a manager of the 
company.

For further information, please access our Policy on the Prevention 
Against the Undue Use of Alcohol and Other Drugs.
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3.7 Trustworthiness of  
accounting records 
and books

We maintain a trustworthy, transparent, and updated system of ac-
counting records and books, strictly observing the applicable regula-
tory standards and legislation. Through internal control procedures, we 
make sure that all numbers are formally documented and accurately 
reflect	the	financial	flows	at	Sapura.

We	thus	ensure	the	traceability	of	all	our	transactions,	confirming	an	
ethical	and	coherent	financial	management.	We	also	respect	the	con-
fidential	 nature	 of	 such	 information,	 keeping	 their	 access	 restricted	
- except when their disclosure is duly authorized or results from com-
pliance with a demand from a local authority.

In order to preserve the trustworthiness of our accounting records and 
books, below are some guidelines to be observed:

 » Do not deal with undue payments as if these were lawful, masking 
their true purpose. We do not tolerate frauds;

 » Do not record invalid, nonexistent, or incorrect transactions. In case 
of doubt or suspected indications of irregularity, please consult your 
superior or someone from the Financial Department;

 » Request from commercial partners reasonable detailing of invoices 
and bills, compatible and proportional to the provided services or 
products, and duly file the proofs of the effective delivery or service 
provision;

 » Consign justifications related to the need for a given contract, infor-
mation on the contracted price and the market price, or any relevant 
reservations, when applicable. Support the records with information 
and documents that evidence them;

 » Cooperate with accounting revision procedures, including internal 
and external audits, providing all the information requested;

 » When recording a financial transaction, maintain the information 
complete and intelligible.
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4.1 Suppliers and
service providers

By legal provision, we are responsible for acts practiced by third parties 
on our behalf or interest. In view of that, we seek to build trust relation-
ships with our suppliers and service providers, acknowledging the huge 
importance they have for the development of our subsea engineering 
solutions.

Our process for contracting suppliers and service providers is based 
on technical and objective criteria. To make sure that our suppliers and 
commercial partners also adopt the highest ethical standards in the 
management of their business, we carry out a due diligence process, 
with the purpose of identifying and assessing any possible integrity 
risks involved with every contracting, especially with regard to corrup-
tion	and	conflict	of	interests.	If	approved,	we	formalize	the	adhesion	of	
such suppliers or partners to our integrity guidelines through a Confor-
mity Clause, also encouraging the creation/maintenance of their own 
integrity program.

Below we list a few instructions on how to proceed with our suppliers 
and commercial partners:

 » When examining the history of potential suppliers, if any indication 
of irregularity that poses a reputational risk to Sapura is observed, 
please inform our Compliance team;

 »  In the due diligence process, identify as a red flag if any third party 
is reluctant to provide the requested information or provides them 
in a mistaken, incomplete, or suspicious manner;

 » Make sure that the third party is aligned to our commitment for eth-
ics and integrity in business;

 » Promote an impartial, objective, and transparent communication, 
with no margin to omissions and ambiguities, limited to the scope 
of the contracted work;

 » Do not contract companies that make use of slave, child, or com-
pulsory labor, or that practice any other type of violation of Human 
Rights;

 » Periodically monitor if suppliers or service providers already con-
tracted are effectively meeting the conformity obligations assumed 
before Sapura.
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4.2 Government bodies 
and agents

Throughout our operations, it is common to come across situations of 
interaction with Government bodies and agents. We ensure our respect 
for the public interest and are always based on probity and transpar-
ency when conducting the public-private relationship. In this context, 
employees of companies directly or indirectly controlled by national 
or foreign public entities are equivalent to public agents, as well as 
those of private companies that are concessionaires or permittees of 
public services.

Our relationship with the Government walks side by side with our 
commitment	 to	 fight	 corruption.	 That	 is:	 from	 the	 contact	with	 port	
authorities to the participation in biddings, we do not tolerate any un-
due	favoring,	and	we	say	no,	firmly,	to	situations	that	conflict	with	our	
institutional principles.

So, always pay attention to the following instructions:

 » It is expressly prohibited for any employee who acts on behalf of 
Sapura to use any offering, promise, or undue payment as an instru-
ment to obtain or maintain business with the Government, either 
directly or indirectly;

 » In case of an approach involving any type of request for payment or 
undue advantage, immediately reject it and report to our Compli-
ance team;

 » Meetings in the presence of public agents must occur within the cor-
porate context, at business hours. Preferably, be accompanied by 
another Sapura representative, formalizing the record of the circum-
stances and resolutions of the meeting;

 »  Act assertively and within the limits of the subject being discussed, 
avoiding dubious behaviors that might be misinterpreted;

 » If a given employee has any type of relationship with public agents 
outside the scope of their professional activities, such as kinship or 
friendship relations, such relationship must not interfere with their 
behavior inside Sapura, and this fact must be informed to our Com-
pliance team.



4.3		Gifts,	giveaways,	and		
hospitalities

Although given business courtesies are commonly accepted in the cor-
porate universe, , we adopt a careful approach in this regard. At Sapu-
ra, the exchange of gifts or hospitalities must not, under any circum-
stances,	be	made	as	a	way	of	influencing	decisions	or	obtaining	any	
undue	advantage.	All	gifts	or	hospitalities,	offered	or	received,	must	
mandatorily respect the limit of 20% of the minimum wage in force, 
observing	the	internal	procedures	of	notification	and	accounting.

Within this value limit, giveaways characterized as material for corpo-
rate	use	may	also	be	offered	and	received,	such	as	t-shirts,	calendars,	
diaries, etc.

In	any	case,	 the	offeror	 receipt	of	gifts,	 giveaways,	and	hospitalities	
may never represent an attempt at commercial favoring, exchange of 
favors, or create a feeling of obligation to retribute on the part of who 
may eventually receive them. It is never enough to remind that our 
commitment to an ethical, righteous, and transparent conduct must 
also	be	reflected	in	these	types	of	interaction,	making	sure	that	no	gift,	
giveaway, or hospitality might be understood as an undue advantage.

In this regard, please be aware that:

 » Employees are prohibited from requesting any type of gift, giveaway, or 
hospitality from public and/or private agents. If they eventually receive 
them, at the free will and generosity of who might offer, they must ensure 
that the item meets the value limit set forth by Sapura;

 » The offering or receipt of gifts, giveaways, and hospitalities to public 
agents will be tolerated, as long as the maximum value of 20% of the 

minimum wage in force is respected, and observing the special procedure 
of approval by the Compliance area;

 » Any offering of gifts, giveaways, and hospitalities must be made in a trans-
parent way, without exceeding the context of a corporate amenity;

 »  Both the receipt and the offerof gifs, giveaways, and hospitalities must be 
mandatorily notified to the Compliance team;

 » The employee is prohibited from receiving or offering gifts or hospitalities 
in the form of cash or equivalents (such as gift cards or vouchers), in any 
amount;

 » No gifts, giveaways, or hospitalities may be given repeatedly to the same 
agent, thus preventing the act from being understood as an attempt at 
corruption;

 » In the event of inconvenience of refusal of an item that exceeds the val-
ue of 20% of the minimum wage in force, such item must be sent to the 
Human Resources Department in order to proceed to a raffle among all 
employees or donation to a philanthropic institution. In these cases, the 
final destination of the item must be informed to the one who offered it.
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For further information, please access our Anticorruption Policy.



4.4 Donations and 
sponsorships

We believe that the social, cultural, and environmental engagement 
dignifies	us	as	a	company	and	contributes	to	the	transformation	of	a	
better society. Thus, parallel to the management of our business, we 
seek to participate in projects and donations that have a positive im-
pact on the community, through a transparent and responsible man-
agement.

In this aspect, we also contribute with sponsorships to socio-educa-
tional projects, as well as events with commercial purposes to adver-
tise our brand and our services. Our donations and sponsorships are 
made in compliance with the applicable rules, no improper destination 
being	admitted.	To	avoid	any	possible	conflicts	of	interest,	reputation-
al damages, or deviations of resources, the selection of donations and 
sponsorships undergoes a solid due diligence process, through which 
the trustworthiness, history, and reputation of the involved organiza-
tion	are	verified.

However,	donations	of	any	resources,	either	financial	or	not,	are	pro-
hibited	 to	 political	 parties,	 candidates	 to	 public	 offices,	 or	 political	
campaigns, on behalf of Sapura - preserving the individual right of 
the employees to make these kinds of donations, provided that under 
their own name and using their personal resources, without any con-
nection to the image of the company.

In order to act in compliance with the above guidelines, do not forget 
that:

 » All donations and sponsorships should be treated in a transparent 
way and properly disclosed;

 » In case of sponsorships with tax incentives, the sponsorship law cor-
responding to the project must be considered, as well as its estab-
lished percentage limit;

 » Non-profit institutions must prove their philanthropic nature;

 » The beneficiary of the donation or sponsorship must periodically ac-
count for, proving that the resources donated or sponsored corre-
sponded to the expected purpose;

 » Institutions related to public agents or their relatives may not re-
ceive contributions of any kind

 » Sponsorship for employees is not allowed for events of any nature.
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5.1	Intellectual	property		
and	confidential	
information

At Sapura, we are concerned about the treatment given to relevant and 
strategic information in the performance of our activities. We seek to 
protect the set of information, in hard or digital format, covering our 
technical expertise, which we call “intellectual	property”. This concept 
includes our ideas, creations, technologies, and trade secrets - that is, 
everything that constitutes our competitive advantage in the market. 
Likewise, we respect the limits of intellectual property of the third par-
ties with whom we interact, never improperly accessing or reproducing 
these information

Therefore, we must respect: (i) Sapura’s rights, regarding the intellectual 
property generated by its employees or acquired by means of services 
and products delivered by its suppliers; as well as (ii) the rights of third 
parties, related to the intellectual property used by Sapura for the per-
formance of its operations and commercial activities.

Like	our	 intellectual	property,	 other	 information	 are	 also	 confidential.	
We consider “confidential	information” all those that are produced or 
obtained by reason of Sapura’s activities, which are not public informa-
tion	and/or	publicly	disclosed	by	Sapura	through	its	official	channels.	We	
have	the	duty	of	preserving	the	secrecy	of	such	confidential	information,	
their disclosure or use being prohibited for non-professional purposes.

	In	view	of	that,	to	ensure	the	secrecy	of	our	confidential	and	strategic	
information, we expect you to:

 » Never reveal confidential information to third parties, adopting the 
due precautions when carrying company equipment that stores in-
formation of this nature;

 » Be discrete when talking about Sapura information in external envi-
ronments or public areas;

 » In case of need to share confidential information in any commercial 
relationship, request from our legal team our template of the “con-
fidentiality agreement” that applies to the case;

 » Protect the confidential information trusted upon us by our custom-
ers, suppliers, and commercial partners with the same care we re-
serve to our own;

 » In case of loss of equipment (ex.: notebooks, flash drives, tablets, 
cell phones, etc.) that may contain confidential information, please 
immediately inform the Compliance area

And	remember:	the	confidentiality	obligations	remain	even	if	one	day	
you leave Sapura.
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5.2 Adequate use of assets 
and resources

We are all responsible for the adequate use of Sapura’s assets and re-
sources, either material - such as equipment, machines, PPE, furniture, 
installations of the vessels, computers, and telephone devices - or im-
material, the information technology assets - such as internet, e-mails, 
software, hardware, etc.

We must care for the preservation of these assets and resources, bearing 
in mind that their use must be aimed at performing the professional ac-
tivities needed to carry out our business. The use of these assets is not 
recommended to address personal matters or store private documents, 
except	in	specific	situations.

In this sense, our electronic equipment and means of communication, 
including e-mail and corporate messaging applications, may have their 
contents accessed by the company in case of need. Therefore, the em-
ployees must be advised not to expect privacy in relation to the data 
disclosed or transmitted by means of Sapura’s equipment and systems 
made available for professional purposes. It is our duty to comply with 
the	company’s	instructions	for	the	identification,	maintenance,	and	pres-
ervation of these records.

So, the following are conducts expected from everyone:

 » During working hours, keep yourself involved with your profession-
al activities. Particular matters must be preferably addressed during 
intervals or lunch time;

 » Do not use nor lend company’s equipment and assets for personal 
purposes;

 » Pay attention to e-mails containing suspicious links or attachments, 
as a way of avoiding potential security incidents involving sensitive 
information from Sapura;

 » In case you witness any episode of inadequate use of our resources 
and assets, please inform your superior or report the occurrence on 
our Reporting Channel.
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5.3 Treatment of personal 
data

The management of our business involves the processing of several types 
of information, including personal data. Any information referring to an 
individual,	 either	 identified	 or	 identifiable,	 consists	 of	 personal	 data,	
such as their name, document number, or address. Certain personal data 
are more sensitive than others, but the fact is that every personal data 
requires due protection.

In compliance with applicable laws and regulations, at Sapura we are 
committed to protect the secrecy and the treatment of personal data 
stored in our system, whether they are related to our employees, custom-
ers or suppliers. We always seek to observe the proportionality in data 
retention, considering the nature of our business. This way, we prevent 
the storage of excessive personal data in view of the intended purpose.

Besides that, we seek to make sure that the partners with whom we re-
late also have a responsible management of personal data, formalizing 
this	commitment	through	a	specific	contractual	clause.

This way, every employee must:

 » Limit the collection and retention of personal data, in view of their 
relevance and proportionality in relation to our business;

 » Promote the elimination of these data after the end of the contractu-
al relation, or when the purpose for their storage is reached;

 » Maintain the treatment of personal data always aligned with the 
purpose established upon their collection, never innovating for a di-
verse and incompatible purpose;

 » Maintain the records of personal data complete, accurate, and up-
dated, enabling the data holder to request their update or alteration.
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6.1 Reporting Channel and 
handling of complaints

In order to stay aligned with the highest ethics and integrity standards, 
we rely on the commitment of our employees, suppliers, and commercial 
partners to report any violation, either actual or potential, to this Code or 
the legislation in force, on the part of any member of Sapura. For us to be 
able to repair any misconduct, we must, before anything else, be aware 
that they are happening.

We know that this communication is not always easy. Because of that, 
we guarantee, in advance, the option for anonymity to the complainer 
who	prefers	not	to	be	identified.	Anyway,	the	treatment	of	the	complaint	
and the whole internal investigation procedure are	confidential, and any 
form of retaliation against the complainer in good faith is absolutely in-
admissible and subject to penalty.

The reporting of irregularities may be formalized in the following ways:

 » By accessing our Reporting Channel, available at www.sapuraho-
tline.com.br, in our intranet or in the HR Portal;

 » By direct communication to your manager or our Compliance team;

 » by phone call to the number 0800 377 8046, available 24 hours a 
day, 7 days a week.

Complaints will be received by an outsourced company and conducted 
through an internal procedure, in a meticulous and discrete manner, ob-
serving the local legislation and respecting the rights of the complainer 
and the accused. At the end, the complainer will be informed of the out-
come of the investigation.
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7.1 Use of social midia We recognize the important role played by social midia in the communi-
cation of an increasingly globalized society. The use of social midia may 
create valuable connections, both personal and professional, but we 
must be cautious as to prevent the possible reputational risks to which 
the digital environment exposes us.

Any publication related to Sapura on social midia may impact our repu-
tation. In certain cases, even publications of personal nature can take on 
potentially damaging aspects to the company’s image.

So, we take some precautions. It is prohibited to record and publish pho-
tos or videos aboard during working hours, at any environment of the 
vessel. Exceptionally, the register and publication of photos or videos 
will be allowed only inside the deckhouse and in areas of common use, 
when	the	employee	is	on	their	time-off.	Images	in	operational	areas,	from	
Sapura or its customers, are not authorized.

It	is	also	forbidden	to	use	social	media	to	share	confidential	and	sensi-
tive information about the company, its customers or suppliers, under 
any circumstance. . An eventual sharing of registers inside the compa-
ny’s premises, or in any manner involving our brand, must meet the re-
quirements	of	intellectual	property,	confidentiality,	and	rights	of	privacy.

In this sense, for an adequate management of social media, it is neces-
sary that you:

 » Do not take pictures or record videos aboard during the work shift, 
under any circumstances;

 » In case any register of photo or video is made, observing the limita-
tions above, please make sure that your publication will not harm 
our reputation and that it is consistent with the credibility we have 
achieved throughout the years. Also pay attention to the correct use 
of PPE, the preservation of our intellectual property, and the rights 
of privacy of third parties that may perchance appear in the image, 
previously asking for their permission;

 » Be aware that, even within the allowed circumstances, the register 
of a photo or video may be vetoed at any time by your superior or 
manager;

 » Do not reveal, through personal profiles, any corporate information 
covered in secrecy;

 » Refrain from controversial posts, which promote ideological clash-
es, when these might be in any way related to our brand or our ac-
tivities;

 » Avoid making comments that might be interpreted as offensive or de-
famatory, using a respectful tone even when disagreeing with others;

 » Do not expose your colleagues or the company to criticism or com-
ments on social midia. The adequate path for this type of register is 
the Reporting Channel.
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7.2 Corporate communication Sapura is present in the main media and has a Communication team for 
the management of the informative content to be disclosed in its corpo-
rate	profiles.	No	employee	is	allowed	to	express	themselves,	on	behalf	
of the company, in public or private environments and events, radios, 
televisions, printed or digital media, without prior authorization of the 
Communication team.

In addition, our Communication team is in charge of releasing any pro-
nouncements before press vehicles. In case it is necessary to render in-
formation upon request of regulatory bodies or public agents, the com-
pany must determine the communication strategy and the responsible 
interlocutors, according to its internal procedures.

In view of that and in compliance with the external communication guide-
lines, our employees are expected:

 » Not to publicly express themselves about Sapura’s business, nor an-
swer any request for information in this sense, unless they have pri-
or authorization for such;

 » Not to publicly emit personal opinions with the intent of represent-
ing a position of the company. A particular belief must not be con-
fused with the projection of Sapura’s interests;

 » To send to our Communication team or the responsible manager any 

external request for information or clarification, about which they 
are not authorized to manifest themselves;

 » Not to share documents, files, audios, photos, videos, or messages 
with internal corporate content with people from outside the com-
pany without prior authorization of our Communication team or the 
responsible manager.



30 Code of Ethics • 2021 

Part 7   •   External communication Back to Summary

7.3 Preservation of 
institutional	identity

The preservation of our image, through the strengthening of our corpo-
rate brand, dialogs with the way in which we present ourselves as a com-
pany. Therefore, everyone must care for the cohesion of our institutional 
identity,	observing	some	details	that	make	the	difference.

The	concept	of	our	institutional	identity	includes	Sapura’s	official	hashtags	
(#ProudToBeSapura, #ProudTobeSafe, among others), fonts commonly 
used	in	official	documents	and	presentations,	the	use	of	our	logo,	and	
any other visual patterns that represent or identify our company.

Therefore, to cooperate with the preservation of our institutional identi-
ty, pay attention to:

 » The proper use of our logo, in its updated version, in institutional 
presentations that may be carried out at lectures, conferences, or 
seminars involving our activities;

 » In the preparation of documents and reports, whether of internal or 
external circulation, keep the formatting and fonts according to pat-
terns already established by the company;

 » Always adopt a clear and respectful language, adequate to the in-
tended purpose;

 » Obtain prior approval from the Communication team before mak-
ing or customizing any product with Sapura’s logo, even if destined 

exclusively to internal use (ex.: mugs, t-shirts, notebooks, cellphone 
cases, etc.).

And don’t forget: use Sapura’s name and brand only in the event of in-
stitutionally representing the company, never to obtain any undue ad-
vantage.
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8. Violations and consequences For the good development of our activities and optimization of our re-
sults, it is everyone’s duty to know, understand, and respect the guide-
lines of this Code of Ethics. To the extent that its compliance is mandato-
ry, its violation may lead to disciplinary consequences.

That	is	because	some	misconduct	can	be	costly,	resulting	in	fines	and	se-
vere	penalties	to	the	company	and	the	violators,	besides	affecting	their	
intangible asset, which is reputation.

 The misconduct of our employees may lead to the application of the 
following disciplinary measures, according to the severity level and the 
consequences caused by such misconduct:

 » Verbal communication and/or training reinforcement;

 » Verbal warning;

 » Written warning and/or suspension;

 » Dismissal;

 » Dismissal with cause;

 » Applicable legal measures.

Employees who witness situations of violation to this Code or allow them 
to happen, without reporting the violations they are aware of, are also 
subject to penalties.

From another perspective, the detection of irregularities by suppliers 
and commercial partner may also come to subject them to the following 
measures on the part of Sapura:

 » Notification of violation with request for clarification;

 » Suspension of the contract;

 » Termination of the contract and third party blocked from Sapura’s 
registrations

We	know	that,	more	effective	that	applying	sanctions,	is	preventing	the	
occurrence	of	misconduct.	However,	in	case	of	justified	need,	we	will	not	
hesitate to apply these disciplinary measures to defend our culture of 
integrity, always observing proportionality and reasonability.

For further information, please access our Balance of Consequences.
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I, _______________________________________________________________________ ,

ID number  ______________________________________________________________ ,

issued by ________________________________________________________________ ,

affirm	that	I	have	received	on	the	date	indicated	below	the	SAPURA CODE OF ETHICS, 
and declare that I have read, fully understood, and agreed with its content.

___________________________________ (city), ____________________________ (date) .

____________________________________________________________________________

Signature

Code of Ethics’ Terms of Agreement




