CORPORATE
POLICIES

CORPORATE RECRUITMENT
AND SELECTION POLICY

APPROACH
The Prodeco Group hires personnel with
the required technical and behavioral
competencies through a transparent and
fair selec�on process based on ﬁtness for
the posi�on and the organiza�onal culture
in response to business needs.
The purpose of this policy is to formalize,
standardize and legi�mize our prac�ces.
With this policy, we ensure that the best
candidate is hired for the vacant posi�on,
based on a risk preven�on approach
against risks that may aﬀect the
recruitment and selec�on process, such as
the hiring of personnel that fails to meet
the requirements of the posi�on or the
guidelines established in the Prodeco
Group Corporate Prac�ce, or the
existence of pressures caused by factors
such as conﬂicts of interest, bribery or any
other prac�ce associated with fraud and
corrup�on.
Without excep�on, all candidates must be
assessed within a standardized, fair and
formal process that focuses on evalua�ng
the candidates’ qualiﬁca�ons. When a
candidate is related to government
oﬃcials, contractors or customers, due
diligence processes must be applied to
ensure that said candidates are evaluated
and, as applicable, hired based solely on
merit and in no way as a form favor, payment of favors or any other form of
bribery, conﬂict of interest or corrup�on.
Candidates must be hired or promoted to
new posi�ons based solely on merit and
not as a means to provide something of
value to third par�es. Finally, no posi�on
should be created speciﬁcally to hire a
recommended candidate internally or
externally.

RELATED CORPORATE POLICIES
Code of Conduct
According to our Code of Conduct, each of
our employees, trainees, interns and
contractors (our people) must be hired,
promoted and have development
opportuni�es based on their qualiﬁca�ons
and success in their speciﬁc posi�ons.
An�-Corrup�on Policy
According to our An�-Corrup�on Policy,
corrupt prac�ces are not tolerated by the
Prodeco Group.
Non-Discrimina�on and Diversity
In managing the corrup�on risks associated with hiring, one approach could be to
reject applica�ons from candidates related to government oﬃcials, contractors or
customers. This approach, however, is
discriminatory and violates the principle
of equal opportuni�es. In accordance with
our Code of Conduct, we value the diversity and fair treatment of our people, gran�ng equal opportuni�es at all levels of the
organiza�on. We will not reject candidates
related to government oﬃcials, contractors or customers. Neither will we not hire
candidates based on their rela�onship
with government oﬃcials, contractors and
customers.
Furthermore, we prohibit discrimina�on
based on race, na�onality, religion,
gender, age, sexual orienta�on, disability,
ancestry, social origin, poli�cal or other
opinion, or other arguments.
Conﬂict of Interest
Conﬂicts of interests must always be
declared, reviewed and subject to our
Conﬂict of Interest guidelines. If a person
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is being recommended to a posi�on due • When, despite the existence of talent with
to his rela�onships/connec�ons, the
the required proﬁle in the Company, the
situa�on must be clearly stated and the
Company (as determined by the Manager
process must be handled and reviewed by
of the area) considers it of strategic
objec�ve persons and, therefore, without
importance to bring external talent to a
any conﬂict of interest.
speciﬁc posi�on. In these cases, there
must be valida�on of the Human
HIRING PROCEDURE
Resources Manager and express approval
of the Vice Presidency and/or Presidency,
Origin of the Posi�on
as appropriate, according to the repor�ng
Personnel needs are determined by the
line.
diﬀerent areas of the Company and must • When the Immediate Manager of the area
be previously established within the
where the vacancy is located considers it
Personnel Budget Master Plan, which is
more convenient for the business to make
deﬁned in advance for the following year.
an internal movement in the area,
In case of vacancies not budgeted in the
provided that the candidate is part of the
Master Plan, the approval process deﬁned
succession plan approved by the
in the procedure must be completed.
Company. It also requires the express &
wri�en approval of the Vice Presidency
Therefore, candidates must be hired in
and/or the Presidency, as appropriate, in
posi�ons that have been determined
accordance with the repor�ng line.
according to the plans and needs of the • When the internal recrui�ng and selec�on
business. Accordingly, posi�ons should
process is unable to source a suitable
not be created speciﬁcally for internally or
candidate for the role.
externally recommended candidates.
There may be legi�mate excep�ons to this
The organiza�on undertakes to no�fy any
rule; however, they require par�cular conand all non-elected internal and/or
sidera�ons based on each speciﬁc case.
external candidates of the results of the
Each legi�mate excep�on requires prior
selec�on process in which they have
review and approval by the Human
par�cipated.
Resources Department, Compliance Oﬃcer and the Vice Presidency or Presidency,
Everyone par�cipa�ng in the Selec�on
as appropriate.
Process should focus their decisions
objec�vely on the search and selec�on of
Local Workforce Hiring
the candidate with the best ﬁt for the proAs part of the Prodeco Group’s commitﬁle of the vacancy.
ment to improving living condi�ons and
genera�ng employment in the communiConsanguinity-Aﬃnity
�es where we operate, we seek to hire
If a candidate chosen for a vacancy inforpersonnel from the Company’s area of
ms their aﬃnity or consanguinity with an
inﬂuence. It is therefore expected that any
employee of the Company, the case will be
unskilled or par�ally qualiﬁed personnel
studied to determine whether the hiring is
come from the Company’s area of direct
appropriate, based on their rela�onship
inﬂuence, understanding that, should it
with the posi�on of the employee, their
not be available, these personnel will be
par�cipa�on and/or decision making in
sought outside of said area. The excepthe same process and the existence of
�ons must be authorized by the General
some kind of hierarchical dependence
Manager of each Opera�on.
between the par�es. This in order to prevent the materializa�on of a conﬂict of
Process Management
interest.
The informa�on related to the Recruitment and Selec�on Process is CONFIDENIt should be noted that, by virtue of our
TIAL. This informa�on should ONLY be
commitment to priori�ze the hiring of
provided to the Human Resources Chief
local workforce, even in the face of exiswho will be responsible for managing it.
�ng consanguinity and aﬃnity �es in opeFor Superintendent/chiefs Posi�ons and
ra�ng personnel, we will con�nue to probelow: any vacant posi�on must be sourmote the hiring of this staﬀ given that the
ced through the internal recrui�ng and
proﬁle and competencies required is limiselec�on process, with the following
ted in the region. To support the due
excep�ons:
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diligence for this process, this situa�on
must be reported following the Conﬂict of
Interest guidelines of the Prodeco Group.

Management of the Group and the Vice
Presidency and/o Presidency, as appropriate, according to the repor�ng line.

Intenal Job Pos�ng
Whenever possible, hiring must be done
through a internal job pos�ng. The evalua�on of several candidates for a posi�on
ensures the hiring of the most qualiﬁed
candidate, which contributes to the con�nued success of the business. A Job Pos�ng process that follows the standards of
the local organiza�on also minimizes the
poten�al for inappropriate hiring
decisions based on candidates’ connec�ons above their qualiﬁca�ons. Therefore,
if a candidate has been internally recommended, the following must be ensured:

Once the candidate has been previously
approved by the Human Resources Management and the respec�ve Manager, a
development plan that aims to close as
soon as possible the iden�ﬁed gap
between the candidate and the requirement of the posi�on is mandatory. Said
development plan must contain ac�vi�es
to perform, �mes, responsible par�es and
measurements to validate that the gap
was closed. The Manager of the posi�on
shall be responsible for this ac�on, with
the support of the respec�ve Human
Resources Management.

1. The posi�on remained open for other
applicants,

The evalua�on and documenta�on of the
skills and qualiﬁca�ons of the candidates
must be documented and duly ﬁled.

2. The candidate par�cipated in the same
standardized process as the other
candidates, and
3. The candidate was the most qualiﬁed
among the other applicants.
This policy seeks to ensure that the
Human Resources Department guarantees that the preselec�on of resumes
resul�ng
from
the
recruitment
correspond to the minimum requirement
described in the proﬁle of the posi�on,
ensuring quality and suitability.
Internal applica�ons should be treated the
same as applica�ons received from
external sources.
Evalua�on of Qualiﬁca�ons
Naturally, appropriate qualiﬁca�ons vary
by posi�on and may include numerous
considera�ons, including: formal educa�on, professional experience, languages.
Therefore, as prerequisite to start a Selec�on process the job descrip�on must
iden�fy the minimum requirements to
successfully hold the posi�on, with addi�onal desirable requirements if applicable. Candidates eligible for a posi�on must
meet these minimum requirements. In
the excep�onal case that a�er exhaus�ng
the internal and external market no candidate is found who meets the minimum
requirements, the approval of said excep�on may be requested upon analysis and
approval of the Human Resources

Interviews
Candidates must be interviewed to ensure
that they are eligible to ﬁll vacant posi�ons. Interview notes must be recorded.
Veriﬁca�on of Informa�on,
Cer�ﬁcates and References
Based on what is legally possible, the academic, professional, employment and any
other relevant history must be reviewed
for all individuals proving to have the best
qualiﬁca�ons to occupy a vacant posi�on.
In addi�on, their references must be evaluated and reviewed, and all cer�ﬁcates
submi�ed must be validated.
Personal Evalua�on - Personality Proﬁle
Final candidates must complete a predic�ve evalua�on to determine their personal
proﬁle in terms of skills for the vacancy
requirements. Other personal evalua�ons
and personality tools are allowed provided
that those administering them are properly trained to do so.
Records
The documenta�on related to the recruitment and selec�on process of the candidates must be ﬁled for as long as may be
relevant.

Mark McManus
CEO
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