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§1. DEFINITIONS 

Whenever this document refers to: 

1. Follow-up Action – it ought to be understood as an action taken to assess the veracity of the 
information contained in the Report and to counteract the Breach being the subject of the Report, 
in particular by means of an investigation procedure, initiation of an inspection or initiation of 
administrative proceedings, an action taken to recover funds or close proceedings carried out as 
part of the Procedure; 

2. Information about a Breach – it ought to be understood as information, including reasonable 
suspicion, regarding an existing or potential Breach that has occurred or is likely to occur in PPH 
PROMAR, or concerning an attempt to conceal such a Breach; 

3. Work-Related Context – it ought to be understood as past, present or future activities related to 
the performance of work on the basis of an employment relationship or other legal relationship 
constituting the basis for the provision of work or services in or for PPH PROMAR, within the 
framework of which information about a violation of the law has been obtained and there is a 
possibility of experiencing retaliation; 

4. Breach – it is understood as events occurring during PPH PROMAR's operations constituting a 
violation of the provisions of generally applicable law to the extent indicated in the Procedure; 

5. Public Authority – it ought to be understood as supreme and central government administration 
bodies, local government administration bodies, bodies of local government units, other state 
bodies and other entities performing tasks in the field of public administration by law, competent 
to take follow-up actions in the areas of Violations; 

6. Helper – it ought to be understood as a natural person who assists the applicant in reporting in the 
Work-Related Context; 

7. Related Person – it ought to be understood as a natural person who may experience retaliation, 
including a colleague or a person closest to the whistleblower within the meaning of Article 115 § 
11 of the Act of 6 June 1997 – Criminal Code; 

8. Authorized Person – it shall be understood as a person who has the right to make a Notification 
on the basis of the Procedure; 

9. Employed Person – it is understood as an Employee or an Associate; 

10. Person to whom the Report relates – it ought to be understood as a natural person, legal person 
or organizational unit without legal personality, to whom the Act grants legal capacity, indicated in 
the Report as a person who has committed a violation of the law or as a person with whom the 
person who committed the violation of the law is associated; 

11. The Compliance Officer– this means a person authorized to receive reports and take follow-up 
actions, including verifying the report and further communication with the Reporter, including 
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requesting additional information and providing feedback to the reporter, as well as supervising 
the entire reporting process and Follow-up; 

12. PPH PROMAR – it ought to be understood as Przedsiębiorstwo Produkcyjno Handlowe PROMAR 
sp. z o.o. with its registered office in Zawiercie; 

13. Employee – it is understood as a person who is in an employment relationship with PPH PROMAR 
within the meaning of Article 22 § 1 of the Labour Code; 

14. Procedure – this is understood as this Procedure for reporting violations of the law and taking 
follow-up actions; 

15. Register of Internal Reports (Register) – this is understood as a register of reported Violations 
kept in connection with the Reports made, the template of which is Appendix No. 3 to the 
Procedure. 

16. GDPR – it should be understood as Regulation (EU) 2016/679 of the European Parliament and of 
the Council of 27 April 2016 on the protection of natural persons about the processing of personal 
data and on the free movement of such data, and repealing Directive 95/46/EC (General Data 
Protection Regulation); 

17. Whistleblower – it is understood as the Authorized Person making the Report; 

18. Act – it should be understood as the Act of 14 June 2024 on the protection of whistleblowers; 

19. Associate – it is understood as a person who provides work for remuneration for PPH PROMAR on 
a basis other than an employment relationship, if he/she does not employ other persons for this 
type of work, regardless of the basis of employment; 

20. Report/Internal Report – it ought to be understood as providing PPH PROMAR with Information on 
a Breach by means of internal communication channels, in accordance with this Procedure; 

21. External Report – it ought to be understood as an oral or written provision of information about a 
Breach to the Ombudsman or a public authority. 

§2. GENERAL PROVISIONS 

1. PPH PROMAR's operating strategy is based on absolute respect for the law, good practices and the 
highest ethical standards. 

2. The main purpose of this Procedure is to define the rules for reporting Violations by Persons 
authorized to make a Report, including the creation of a system for informing about Violations in 
PPH PROMAR by creating secure reporting channels and determining the manner of handling 
received Reports, including the process of collecting and storing information about Violations 
occurring in the course of the Company's operations. 

3. The procedure shall specify in particular: 

3.1. the scope of Violations that may be subject to a Report; 
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3.2. the circle of Entitled Persons, their status and the rules for their protection against possible 
retaliation; 

3.3. rules for reporting information about Violations by Authorized Persons; 

3.4. the cells or individuals responsible for receiving Reports and investigating Violations, as well 
as collecting, storing, and analyzing information about Violations; 

3.5. a description of the scheme for taking Follow-up Actions; 

3.6. the rules of: collecting information about Violations, how to store them, keeping a Record of 
Violations and reporting about Violations; 

3.7. the rules for maintaining the confidentiality of the identity of the Whistleblower, the Person 
to whom the Report relates, the Assisting Person or the Related Person and third parties 
indicated in the Report. 

§3. SCOPE 

1. The procedure and its provisions apply to reports of violations of the law, which are unlawful acts 
or omissions or aimed at circumventing the law concerning: 

1.1. Corruption; 

1.2. Public procurement; 

1.3. services, products and financial markets; 

1.4. prevention of money laundering and terrorist financing; 

1.5. product safety and compliance; 

1.6. transport safety; 

1.7. environmental protection; 

1.8. radiological protection and nuclear safety; 

1.9. food and feed safety; 

1.10. animal health and welfare; 

1.11. public health; 

1.12. consumer protection; 

1.13. protection of privacy and personal data; 

1.14. security of network and ICT systems; 

1.15. financial interests of the State Treasury of the Republic of Poland, local government units 
and the European Union; 
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1.16. the European Union's internal market, including the public law rules on competition and 
state aid and corporate taxation. 

2. Persons entitled to submit a Notification include, in particular: 

2.1. Employees and Associates; 

2.2. temporary workers; 

2.3. entrepreneurs; 

2.4. proxies of PPH PROMAR, shareholders of PPH PROMAR, members of PPH PROMAR's 
bodies; 

2.5. persons performing work under the supervision and direction of a contractor, subcontractor 
or supplier of PPH PROMAR; 

2.6. trainees, volunteers, apprentices;  

2.7. persons reporting the Information on Violation obtained in the Work-Related Context prior 
to the establishment of an employment relationship or other legal relationship constituting 
the basis for the provision of work or services or the performance of functions in PPH 
PROMAR or for the benefit of PPH PROMAR after the termination of such legal relationship. 

§4. Compliance Officer 

1. The person authorized to receive Internal Reports and to take Follow-up Actions, including 
verification of the Internal Report and further communication with the Whistleblower, including 
requesting additional information and providing feedback to the Whistleblower in PPH PROMAR is 
the Compliance Officer exercises overall supervision over the receipt and consideration of Internal 
Reports. 

2. The Compliance Officer is a HR and payroll specialist. The current data of the Compliance Officer 
are included in the information on the Procedure constituting Appendix No. 5. A change in the data 
of the Compliance Officer does not constitute a change in the Procedure and is made known to the 
Employees using Appendix No. 5.  

§5.  WHISTLEBLOWER 

1. Each Person Entitled to Report a Report, in particular an Employee who has become aware of the 
occurrence (occurrence) or suspicion of the occurrence (occurrence) of a Violation in connection 
with the performance of his/her official duties or the agreement concluded with PPH PROMAR, 
should make a Report of a Violation.  

2. The whistleblower is entitled to the protection described in 0 Procedure, provided that, at the time 
of the Report, the Complainant had reasonable grounds to believe that the Infringement 
Information being the subject of the Report was true at the time of the Report and that this 
information constituted a Violation. The Helping Person and the Related Person are entitled to the 
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same protection, to the extent that such protection may apply due to the status of such a person 
or their relationship with PPH PROMAR.  

3. If the Information on a Breach being the subject of the Report does not fall within the catalogue of 
Breach, then the Authorized Person making the Report is not entitled to the protection described 
in 0 Procedure. 

4. PPH PROMAR provides for the protection of the confidentiality of the identity of the Whistleblower, 
the Helper and the Related Person, the Person to whom the Report relates and third parties 
indicated in the Report. The protection of confidentiality applies to any information from which the 
identity of a natural person can be identified, directly or indirectly. 

5. The Whistleblower's personal data allowing for the identification of the Whistleblower directly or 
indirectly shall not be disclosed to unauthorized persons, except with the express consent of the 
Whistleblower. Consent is not required where disclosure is a necessary and proportionate legal 
obligation in connection with investigations by public authorities or preparatory or judicial 
proceedings conducted by courts, including to guarantee the rights of defense of the person 
concerned. 

§ 6 . REPORT A BREACH 

1. Applications can be submitted using: 

1.1. a dedicated e-mail box: zgloszenia@promar.pl 

1.2. fill in the Application form constituting Appendix No. 1 to this Procedure and submit it to the  
Compliance Officer ; 

1.3. in person, to Compliance Officer; 

1.4. in the form of a letter to the address of PPH PROMAR Sp. z o.o. with a note on the envelope 
" Compliance Officer – "to your own hands"; 

1.5. via the central Hintbox channel available at: https://polyclip.hinweisgeber-systeme.de/, 
which is operated by the Compliance Officer. Such claim must be market as concerning 
Whistleblowing rules. 

2. In the event that the  Compliance Officer, or if, due to the circumstances of the case or the nature 
of the reported Violation, reporting to the  Compliance Officer is impossible or manifestly 
inappropriate, or despite having previously reported the Violation to the Compliance Officer in the 
same matter, no action has been taken by the Compliance Officer in accordance with the 
Procedure, the Report should be addressed to the President of the Management Board of PPH 
PROMAR in writing to the following address:  Cerefisko 2, Zawiercie, with the note "Confidential – 
to the hands of the President of the Management Board". 

3. Accordingly, the  Compliance Officer and the person named in the 0 Paragraph. 2 above, they are 
obliged to appoint another person or persons who will receive Applications during their absence.  

4. PPH PROMAR ensures that the channels for reporting Violations, in particular electronic ones: 

https://polyclip.hinweisgeber-systeme.de/
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4.1. are independent of the methods of communication and reporting of other irregularities used 
as part of PPH PROMAR's ordinary operations; 

4.2. ensure the confidentiality of the information contained in the Reports, including their 
protection against reading by unauthorized persons; 

4.3. create the possibility of storing Reports in a confidential manner, in a manner that allows 
appropriate persons to carry out appropriate investigative and corrective actions. 

5. The Report of Infringement should contain a clear and comprehensive explanation of the subject 
matter of the Report, preferably using the Report form constituting Appendix 1 to the Procedure, 
and should contain at least the following information: 

5.1. indication of the organizational unit of PPH PROMAR whose activity is the subject of the 
Notification and indication of the area of activity of PPH PROMAR, the relationship or 
process to which the Notification relates; 

5.2. a detailed description of the Violation by indicating:  

¾ whether the Report relates to a suspected Breach or the actual occurrence of a Breach; 

¾ the date and place of the Violation or the date and place of obtaining information about 
the Violation or a description of the circumstances justifying the suspicion of the 
Violation, a description of what it relates to or what the reported Violation consists of, 

¾ persons involved in the reported Breach and the nature of their involvement in its 
occurrence or course. 

6. The report may also contain additional, relevant information about the Breach, e.g. identifying any 
witnesses to the Breach, indicating all evidence and information available to the Whistleblower 
that may be helpful in the process of investigating the Breach, whether the Breach or suspected 
Breach has been reported or reported in the past. 

7. Subject to the provisions 0, the Whistleblower provides his/her personal data in the form of at least 
his/her name and, if he/she wishes to receive confirmation of receipt of the report or feedback, 
contact details for the purpose of enabling the  Compliance Officer or other persons specified in 
the Procedure to contact the Whistleblower for the purpose of carrying out Follow-up Actions – for 
this purpose, depending on the preferred contact channel,  The whistleblower may provide: 
correspondence address, e-mail address or telephone number. 

8. The whistleblower should treat the information in his possession regarding the suspected Breach 
as confidential and refrain from publicly discussing the reported suspected Breach. PPH PROMAR 
encourages Employees to refrain from disclosing information about Violations in a manner other 
than specified in this Procedure, including in particular from disclosing it to PPH PROMAR, at least 
until the investigation is completed. The above does not apply to situations where the obligation to 
disclose them results from the provisions of generally applicable law or when it is necessary to 
prevent the loss of life or health of people or property of significant value. 
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§ 7. ANONYMOUS REPORTS 

1. Anonymous Reporting of a Breach is only possible through the channel referred to in0 Paragraph. 
1.5 (central channel). 

2. In the event of making an anonymous Report, PPH PROMAR does not send the Signaller a 
confirmation of receipt of the Report or provide feedback to the Whistleblower. 

§ 8. FOLLOW-UP ACTIONS 

1. The  Compliance Officer or the person named in the 0 Paragraph. 2 are obliged to confirm to the 
Whistleblower the receipt of the Report within 7 days from the date of the Report, unless the 
Whistleblower has not provided a contact address to which the confirmation should be provided 
or the Report is anonymous.  

2. If the initial analysis of the Report leads to the conclusion that the Report is related to a Violation, 
The  Compliance Officer (or the person named in the 0 Paragraph. 2) initiates an investigation and 
enters the case in the Register of Internal Reports. 

3. The Explanatory Proceedings are conducted and supervised by The Compliance Officer (or a 
person named in the 0 Paragraph. 2).  

4. Only persons with a written authorization from PPH PROMAR and persons obliged to keep 
confidential the information obtained as part of the receipt and verification of Internal Reports and 
to take follow-up actions, also after the termination of the employment relationship or other legal 
relationship under which they performed this work, may be allowed to receive and verify Internal 
Reports, take follow-up actions and process personal data.  

5. Each person involved in the process of processing Reports is obliged to maintain the confidentiality 
of their involvement in this process and any information obtained in connection with this process. 
A breach of the confidentiality obligation referred to in this section may give rise to legal or 
disciplinary liability of the person who committed the breach. 

6. The Infringement report shall be considered without undue delay, within a period not exceeding 30 
days from the date of initiating the investigation proceedings, provided that the entity examining 
the necessary documents and evidence can collect the necessary documents and evidence within 
that time. In particularly complex cases, the consideration of the Violation Report may take place 
in a longer period of time, but it should not take longer than 90 days from the date of initiation of 
the investigation procedure. 

7. The Compliance Officer (or the person named in the 0 Paragraph. 2) is obliged to provide the 
Whistleblower with feedback containing a description and reasons for the Follow-up Actions taken 
within 3 months from the date of confirmation of receipt of the Report or - in the event of failure to 
provide confirmation - 3 months from the expiry of 7 days from the date of the Internal Report, 
unless the Whistleblower did not provide a contact address to which the feedback should be 
provided or the Report was anonymous. In a situation where the proceedings have not yet been 
concluded, The  Compliance Officer (or the person named in the 0 Paragraph. 2) should inform the 
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Whistleblower about its course so far, taking into account the secrecy of the proceedings, and then 
inform them of its results after the end of the proceedings. 

8. The purpose of the investigation is to: determine the provisions of law that have been violated, 
clarify the circumstances of the case, collect and secure evidence, determine the perpetrator(s) 
of the Violation, determine the extent of the damage incurred or threatened, or indicate the 
endangered interest of PPH PROMAR and take corrective actions. 

9. In the course of the proceedings, the Compliance Officer (or the person named in the 0 Paragraph. 
2) shall have the right m.in: 

9.1. ask the Whistleblower to provide additional information about the circumstances of the 
Breach if they deem this information necessary to consider the Report; 

9.2. request other Employees or PPH PROMAR to take a position on the matter, to provide 
explanations or to make available all documents, materials and information necessary to 
clarify the matter, in an appropriate form and within the specified time;  

9.3. ask the person or persons indicated in the Report to provide explanations regarding the 
circumstances of the Violation or the nature of their involvement in the case;  

9.4. conduct a visual inspection of the place or things; 

9.5. if necessary, secure equipment or documents belonging to PPH PROMAR, which may 
contain information necessary to clarify the case; 

9.6. commission the development of appropriate analyses, including legal analyses, in order to 
identify and assess the risk associated with the reported Breach and to formulate proposals 
for necessary corrective actions, as well as to examine the grounds for initiating possible 
disciplinary proceedings or other appropriate proceedings against persons guilty of the 
occurrence of the Breach. 

10. A protocol or a service note is drawn up from the activities carried out, which are not in writing, 
depending on the circumstances. In the case of a visual inspection of a place or property, the   
Compliance Officer prepares a note and attaches photographic documentation to it. 

11. From the investigation conducted by the Compliance Officer (or a person named in the 0 
Paragraph. 2) shall draw up a report. The report should be prepared within fourteen days of 
gathering material to assess the situation. The report includes the recommendations of the  
Compliance Officer (or the person named in the 0 Paragraph. 2) in terms of resolving the case and 
as regards possible corrective actions that PPH PROMAR may take. 

12. The  Compliance Officer (or the person named in the 0 Paragraph. 2) is obliged to inform the 
Whistleblower about the manner of resolving the matter within 30 days of the end of the 
consideration of the Report, if this information has not been included in the notification referred to 
in 0 Paragraph. 7 above. 
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13. Remedial actions include all actions aimed at minimizing the risk to PPH PROMAR related to the 

occurrence of the Breach or avoiding the negative consequences of its occurrence, including 
actions consisting in: 

13.1. initiating disciplinary proceedings or other appropriate proceedings against an Employee 
whose responsibility for the occurrence of the Breach has been confirmed as a result of 
investigative actions; 

13.2. increasing the frequency or changing the scope of audits of a given area; 

13.3. structural changes or transfer of competences; 

13.4. taking appropriate legal measures, including procedural measures; 

13.5. develop new or appropriate modifications to PPH PROMAR's internal regulations or 
procedures in order to prevent similar Violations in the future; 

13.6. carrying out additional activities or increasing the frequency of existing education or training 
activities or changing their scope. 

14. If the Report shows that there is a reasonable suspicion that a crime has been committed, The  
Compliance Officer (or the person named in the 0 Paragraph. 2) sends the case documentation to 
the Management Board in order to prepare a notification to the competent law enforcement 
authorities. 

15. The person appointed to implement corrective actions prepares a report and presents it to the 
Compliance Officer and the Management Board. The report shall contain a description of the 
activities carried out and their outcome. The report may include recommendations for further 
necessary corrective actions or other actions to prevent similar Violations in the future. 

§ 9.   WHISTLEBLOWER PROTECTION 

1. PPH PROMAR prohibits taking retaliatory actions against the Whistleblower, the Helper and the 
Related Person. 

2. The whistleblower is entitled to full protection against repressive actions, discrimination and other 
types of unfair treatment, in particular protection against: 

2.1. refusal to enter into an employment relationship; 

2.2. termination or dissolution without terminating the employment relationship; 

2.3. failure to conclude a fixed-term employment contract after the termination of a 
probationary employment contract, failure to conclude another fixed-term employment 
contract or failure to conclude an employment contract for an indefinite period of time, after 
termination of a fixed-term employment contract – in a situation where the Whistleblower 
had a reasonable expectation that such a contract would be concluded with him/her; 

2.4. reduction of remuneration for work; 

2.5. withholding or omission from promotion; 
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2.6. omission when granting benefits other than remuneration related to work or reduction of the 
amount of these benefits; 

2.7. transfer to a lower position; 

2.8. suspension from the performance of employee or official duties; 

2.9. transferring to another employee the existing employee duties; 

2.10. an unfavorable change in the place of work or the schedule of working hours; 

2.11. a negative evaluation of work performance or a negative opinion about work; 

2.12. the imposition or application of a disciplinary measure, including a financial penalty, or a 
measure of a similar nature; 

2.13. coercion, intimidation or exclusion; 

2.14. mobbing; 

2.15. discrimination; 

2.16. unfavorable or unfair treatment; 

2.17. suspension of participation or omission when selecting for participation in training to 
improve professional qualifications; 

2.18. unjustified referral for a medical examination, including psychiatric examinations, if 
separate regulations provide for the possibility of referring the Employee for such an 
examination; 

2.19. action aimed at making it more difficult to find employment in a given sector or industry in 
the future on the basis of an informal or formal sectoral or industry agreement; 

2.20. causing financial loss, including economic loss, or loss of income; 

2.21. causing other non-material damage, including infringement of personal rights, in particular 
the good name of the Whistleblower. 

3. Retaliation for making a Report or public disclosure shall also be considered to be an attempt or 
threat to apply a measure specified in paragraph 2 above. 

4. The Protection does not apply to the Whistleblower, who is also the 
perpetrator/accomplice/accomplice of the Breach, but the fact of the Report is taken into account 
as a mitigating factor when deciding on possible corrective actions. 
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§ 10.  REGISTER OF INTERNAL REPORTS 

1. Each time the Violation Report is registered in the Internal Reports Register. 

2. The Reporting Officer is responsible for keeping the Register of Violations in PPH PROMAR, with the 
proviso that the Register of Violations referred to in 0 Paragraph. 2 is carried out by a person 
referred to in 0 Paragraph. 2. Unless it is inappropriate due to the circumstances of the case or the 
nature of the Infringement, the person referred to in 0 Paragraph. 2 also provide information about 
the Report to the Reporting Officer for inclusion in the Register of Internal Reports. 

3. The Internal Reports Register shall contain at least information on: 

¾ the number of the Application; 

¾ the subject matter of the Infringement; 

¾ the personal data of the Whistleblower and the Person to whom the Report relates, 
necessary for the identification of these persons; 

¾ the Whistleblower's contact address; 

¾ the date of the Application; 

¾ follow-up actions taken;  

¾ the date of completion of the case; 

4. The data in the Internal Reports Register are stored for a period of 3 years after the end of the 
calendar year in which the Follow-up Actions were completed, or after the completion of the 
proceedings initiated by these Follow-up Actions.  

5. In addition to keeping the Internal Reports Register, The  Compliance Officer, while maintaining 
confidentiality rules, is obliged to store all evidence, documents and information collected in the 
course of the analysis and information regarding the consideration of the Report for a period of 3 
years after the end of the calendar year in which the Follow-up Actions were completed, or after 
the completion of the proceedings initiated by these Follow-up Actions.   

§ 11. EXTERNAL APPLICATIONS  

1. A whistleblower may make an External Report without first making an Internal Report.  

2. External reports are made to the Ombudsman (address: Office of the Commissioner for Human 
Rights, Al. Solidarności 77, 00-090 Warsaw) or to a Public Authority. 

3. The Public Authority receiving Internal Reports is the authority receiving External Reports 
concerning Violations in the areas within the scope of this authority's activities. 

4. PPH PROMAR will make available easily accessible information on making external reports as soon 
as such information is publicly available, which will not require a change to the Procedure. 
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§ 12 .PROTECTION OF PERSONAL DATA 

1. All communications will be treated independently and confidentially, ensuring the protection of 
the personal data of the Whistleblower, Facilitator, Related Person, Person to whom the Report 
relates, and third parties identified in the Report. The principle of confidentiality means that 
personal data may not be disclosed to unauthorized persons, subject to § 5 section 5. 

2. After receiving the Application, PROMAR PPH processes the data to the extent necessary to accept 
or report or to take any Follow-up Actions. Personal data that are not relevant to the consideration 
of the Report are not collected, and in the event of accidental collection, they are deleted within 
14 days from the moment it is determined that they are not relevant to the case.  

3. The Whistleblower is not required to provide additional personal data than those indicated by the 
Whistleblower in the Report, even if they do not allow for unambiguous identification.  

4. PROMAR PPH fulfils the obligation to provide information regarding the processing of personal data 
towards the persons indicated in paragraph 1 above, in accordance with Articles 13 and 14 of the 
GDPR, with the exception of information on the source of data acquisition (Article 14(2)(f) of the 
GDPR). Information about the source of personal data obtained shall be provided only in the case 
indicated in the Act, i.e. in a situation where the Whistleblower had no reasonable grounds to 
believe that the information about the Breach being the subject of the Report was true at the time 
of making the Report and that this information constituted a Breach, or he or she expressly 
consented to the disclosure of his identity. 

5. In the event that the data subject exercises the right of access to data (Article 15 of the GDPR), 
Promar PPH does not provide information about the source of the data (Article 15(1)(g) of the 
GDPR), except for the cases indicated in § 12(4).  

6. Authorization of an external entity by PROMAR PPH requires: 

a)  concluding an agreement with PROMAR PPH in order to entrust the handling of receiving 
Reports, confirming the receipt of Reports, providing feedback and providing information on 
the Applications procedure using technical and organizational solutions ensuring compliance 
of these activities with the Act; 

b) concluding an agreement with PROMAR PPH to entrust the processing of personal data, 
specifying the detailed rights and obligations of the external entity related to the processing of 
personal data, provided that the selected entity provides guarantees of compliance with the 
provisions of the GDPR. 

§ 13.  FINAL PROVISIONS 

1. The  Compliance Officer and persons authorized to take Follow-up will exercise due diligence to 
ensure that proceedings in Violations cases are conducted only for the time necessary for a 
reliable and objective explanation of the Violations. 

2. The  Compliance Officer is responsible for updating the procedure. 
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3. The Procedure needs to be reviewed and updated at least once every 2 years, unless the  

Compliance Officer determines that the Procedure needs to be updated faster or more frequently 
than intended. 

4. The procedure enters into force after 7 days from the date of its notification to the Employees in 
the manner adopted by PPH PROMAR.  

5. The procedure is introduced for an indefinite period of time.  

6. In unregulated matters, the Act applies. 

 

Approved: 

CEO 

Marcin Marmajewski 

Representatives of employees: 

Aldona Kwiecień 

Włodzimierz Przywara 

Date of approval and signing of the Procedure: 18.09.2024 

Annexes to this procedure: 

1. A whistleblowing form; 

2. A template of confirmation of receipt of the Violation Report; 

3. Illustrative diagram of the Register of Internal Reports;  

4. GDPR information clause; 

5. Information about the Procedure together with a statement of familiarization with the Procedure. 
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Appendix No. 1 

WHISTLEBLOWING FORM 

Contact* 

Type of application:  

Name:  

Phone/email or correspondence details: 

 

 

 

* If the person making the Report wants to be informed about the acceptance of the Report and wants to 
receive feedback on the planned or undertaken Follow-up Actions, he must provide the selected contact 
method: e-mail, contact phone or correspondence address. 

General information 

Event date:  

Event Place/Area:  

Organizational unit of PROMAR PPH to 
which the Notification relates: 

q Administration Department 

q Finance Department 

q Production Department 

q Sales 

q Technical Department 

q IT Department 

q Organization and Analysis Department 

q Quality Control Department 

q NPD Department 

q Human Resources and Payroll Department 

q Procurement Department 

q Board 

q Other:__________________ 
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Field of Infringement: q corruption 

q Public procurement 

q services, products and financial markets 

q money laundering and terrorist financing 

q Product safety and compliance 

q Transport safety  

q environmental protection 

q Radiological protection and nuclear safety 

q Food and feed safety 

q Animal health and welfare 

q public health 

q Consumer protection 

q Privacy and personal data protection 

q security of networks and ICT systems 

q financial interests of the State Treasury of the Republic 
of Poland, local government units and the European 
Union 

q the European Union's internal market, including public 
competition and state aid rules and corporate taxation 

q internal regulations or ethical standards established 
on the basis of the provisions of generally applicable 
law 

The application concerns: q Compliance Officer  

q another person in relation to whom, due to the 
circumstances of the case / the nature of the reported 
Violation, reporting to the Reporting Officer is 
impossible or manifestly inappropriate 

q none of the persons mentioned 

Details 

Nature of the application: q Report concerns a suspected Violation 

q The report relates to the actual occurrence of the 
Violation 
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Place and time of the Violation [in the case 
of indicating the actual occurrence of the 
Violation]: 

 

Circumstances justifying the suspicion of a 
Violation [in the case of a suspicion of a 
Violation: 

 

Date of Becoming Aware of the Violation:  

Has the Violation/Suspected Violation been 
reported before? If so, to whom was it 
reported?  

 

Has the Violation/Suspected Infringement 
already been the subject of an 
investigation? 

 

Description of the violation: 
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Persons involved in the 
reported Violation: 

A. Person 
details 1 

B. Nature of participation: 

q Suspect/Violator 

q participant 

q witness  

q Other 

C. Additional information about the person (optional): 

…………………………………………………………………………………………. 

A. Person 
details 2 

B. Nature of participation: 
q Suspect/Violator 

q participant 

q witness  

q Other 

C. Additional information about the person (optional): 

…………………………………………………………………………………………. 

A. Details of 
the person 
3 

B. Nature of participation: 
q Suspect/Violator 

q participant 

q witness  

q Other 
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C. Additional information about the person (optional): 

…………………………………………………………………………………………. 

Additional information/claims/evidence that the Infringement has occurred / that it is suspected 

 

Claims 

q I declare that the information about the Breach is true and that this information constitutes the Breach. 
I am aware of the possible consequences associated with a false report of a Breach. 

q I hereby declare that I have read the information clause concerning the processing of personal data in 
the Breach Reporting System at Przedsiębiorstwo Produkcyjno Handlowe PROMAR sp. z o.o. with its 
registered office in Zawiercie. 

Attachments: 

1.   

2.   

3.   

4.   
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Appendix No. 2 

Date:  

Applicant's details:  

Contact:  

 

CONFIRMATION OF RECEIPT OF THE APPLICATION  

 

I hereby acknowledge receipt of the infringement report that was made on __________________________.  

 

The whistleblower will be informed about the follow-up actions taken in accordance with the Procedure 
for Reporting and Following Up on Violations of the Law and the Act of 14 June 2024 on the Protection of 
Whistleblowers. 

 

 

 

___________________________________ 

Signature of the Compliance Officer 
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Appendix No. 3 

Illustrative diagram of the Internal Reports Register 

 

Application number:  

Subject of the infringement:  

Personal data of the whistleblower and the 
person to whom the report relates, necessary 
for the identification of these persons: 

 

Whistleblower contact address:  

Date of submission:  

Information on the follow-up actions taken:  

Date of completion of the case:  
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Appendix No. 4 

INFORMATION CLAUSE UNDER ARTICLES 13 AND 14 OF THE GDPR 

CONCERNING REPORTS OF IRREGULARITIES CONSTITUTING A VIOLATION OF THE LAW 

The information clause applies to the processing of personal data of the person reporting irregularities 
constituting a violation of the law, the person to whom the irregularity report relates and all other persons 
whose data the Administrator ("PROMAR" Przedsiębiorstwo Produkcyjno Handlowe sp. z o.o.) obtained 
in connection with the report (e.g. persons assisting in making the report, persons associated with the 
person making the report, third parties indicated in the report). 

1. [Administrator] The administrator of personal data is "PROMAR" Przedsiębiorstwo Produkcyjno 
Handlowe sp. z o. o. ("PPH PROMAR" or "Administrator") with its registered orice in Zawiercie, 
Cerefisko 2 Street, 42-400 Zawiercie, entered into the register of entrepreneurs, kept by the District 
Court in Katowice – East in Katowice, VIII Commercial Division of the National Court Register, under 
KRS number 0000063171, NIP 1180010695, REGON 008052670, with a share capital of PLN 
1,000,000.00.  

2. [Contact with the Administrator] The Administrator can be contacted at the e-mail address 
rodo@promar.pl or by sending correspondence to the registered orice address specified above.  

3. [Purposes and legal bases of processing] Your personal data will be processed for the following 
purposes, based on the following legal bases:  
 
a) in order to prevent, detect and explain irregularities that may occur in connection with the 

activities of PPH PROMAR and to take appropriate remedial measures, including in particular to 
analyse the received report and keep a register of breach reports, which is a legal obligation of the 
Administrator, and to the extent that exceeds the actions required by law - the legitimate interest of 
PPH PROMAR,  i.e. the need to protect the interests of PPH PROMAR against or in connection with 
violations of law (pursuant to Article 6(1)(f) of the GDPR in conjunction with the provisions of the 
Whistleblower Protection Act and pursuant to Article 6(1)(c) of the GDPR). In the case of personal 
data of special categories, e.g. data on health or information on political views, the Controller will 
process these data on the basis of Article 9(2)(g) of the GDPR in connection with the provisions of 
the Whistleblower Protection Act, as the processing is necessary for reasons related to an 
important public interest); 

b) in order to archive documentation and communications, including correspondence created by 
the Administrator as part of its business activity, due to its legitimate interest, which is the necessity 
to document evidence of its activity, m.in. in accordance with the applicable regulations and to use 
the archived material for the purpose of pursuing, determining or defending against claims 
(pursuant to Article 6(1)(f) of the GDPR). 

c) in order to disclose  the identity of the person reporting irregularities constituting a violation of the 
law to persons other than authorized persons only on the condition that the whistleblower 
consents to such disclosure (pursuant to Article 6(1)(a) of the GDPR  

 



 

 

PROCEDURE FOR REPORTING VIOLATIONS OF 
THE LAW AND TAKING FOLLOW-UP ACTIONS  

at PPH PROMAR sp. z o.o. with its registered 
office in Zawiercie, Cerefisko 2 

 

Release Date: 18.09.2024 

Release 
version: 1 

Page: Page 23 with 26 

 
 
4. [Categories of personal data] PPH PROMAR may process the following categories of personal data for 

the purposes indicated above:  

• whistleblower (whistleblower):  identification data (name, mailing address, telephone 
number, e-mail address), any information relating to the reported irregularity and disclosed in 
the course of follow-up (in particular, details of the place, time and circumstances of the 
breach); 

• Person to whom the whistleblowing relates: any information relating to the reported 
irregularity and disclosed in the course of follow-up (in particular, information relating to 
involvement or connection with the reported situation), identification data (name, job title and 
other information that may directly or indirectly identify the person concerned); 

• Other persons' data (e.g. reporting facilitator, person associated with the reporting 
person, witnesses): any information relating to the reported irregularity and disclosed in the 
course of follow-up (in particular, information regarding involvement or connection to the 
reported situation), identification data depending on the nature of the relationship with the 
report (may include name, job title and other information that may directly or indirectly identify 
the person).  

5. [Voluntary provision of data] The provision of personal data by the person making the report is 
voluntary.  

6. [Data recipients] The recipients of personal data processed by PPH PROMAR may be entities providing 
support services for PPH PROMAR with day-to-day operations, e.g. entities providing IT support 
services, including the operation and servicing of IT systems, including the operation of the system for 
handling irregularity reports, entities providing data hosting services and cloud services, e-mail service 
providers, entities providing legal, auditing or services involving the collection of evidence and public-
law entities, on the terms provided for by generally applicable law, authorized employees of the 
Administrator.  

7. [Processing outside the EEA] Personal data processed in connection with your reports will not be 
transferred outside the European Economic Area. 

8. [Data retention period] Personal data processed in connection with the receipt of a report or taking 
follow-up actions and documents related to this report are processed by the Administrator for a period 
of 3 years after the end of the calendar year in which the external report was submitted to the public 
authority competent to take follow-up actions or the follow-up actions were completed, or after the 
end of the proceedings initiated by these actions. Personal data included in the register of internal 
reports are stored for a period of 3 years, after the end of the calendar year in which the follow-up 
activities were completed or after the end of the proceedings initiated by these activities. Personal data 
that are not relevant to the processing of the report are not collected, and in the event of accidental 
collection, they are immediately deleted. The deletion of such personal data shall take place within 14 
days from the moment of determining that they are not relevant to the case.  

9. [Rights of data subjects] You have the right to request from the Administrator access to your personal 
data, rectification, deletion, restriction of processing. You have the right to object to the processing of 
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your personal data in order to pursue the legitimate interests of the Administrator, but the right to object 
may not be exercised in the event of compelling legitimate grounds for processing, which override your 
interests, rights and freedoms. In the case of personal data processed on the basis of consent, you 
have the right to withdraw your consent at any time, which will not arect the lawfulness of processing 
that was carried out on the basis of consent before its withdrawal.  

10. [Right to lodge a complaint with an authority] You have the right to lodge a complaint against the 
actions of the Controller to the competent supervisory authority, in particular in the country of your 
habitual residence, place of work or place of the alleged violation. In Poland, the supervisory authority 
is the President of the Orice for Personal Data Protection, 2 Stawki Street, 00-193 Warsaw.   

11. [Profiling] Your personal data will not be subject to profiling, nor will automated decisions be made on 
their basis. 
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Appendix No. 5  

Information on the Procedure 
together with a statement of familiarisation with the Procedure 

 
If you have information about a violation of the law in Przedsiębiorstwo Produkcyjno Handlowego PROMAR 
sp. z o.o. (PPH PROMAR) and you are convinced that this information is true, you can safely report it to PPH 
PROMAR without fear that you will face negative consequences (retaliation). 
 
PPH PROMAR has adopted the Procedure for Reporting and Taking Follow-up Actions ("Procedure"), which 
is available in SherePoint / Knowledge Base / Company Materials / Templates Terms and Conditions /, 
Teams General Channel, Employee Canteen and Human Resources Department . Reading the Procedure 
is mandatory. 
 
The violations that are subject to reporting are violations of law, the catalog of which is specified in the 
Procedure. Before filing a notification, check whether it is included in this catalogue, otherwise PPH 
PROMAR will not have to deal with the clarification of such a matter.  
 
Remember that the created system is not used to report rumours, guesses, assumptions, minor incidents 
occurring in the daily operations of PPH PROMAR or equipment deficiencies – if you are concerned about 
such issues, report it to your supervisor, the HR department or the Management Board. It is also not a 
channel for reporting cases of mobbing or discrimination. 
 
The procedure is used to enable PPH PROMAR to solve problems and irregularities within the organization, 
restore legal compliance, improve processes and prevent future incidents, as well as apply lawful solutions 
in the organization.  
 
The procedure protects whistleblowers (whistleblowers) from revealing their identity and negative 
consequences – retaliation. The person who accepts the report and conducts the proceedings, as well as 
other persons involved in clarifying the case, are obliged to keep the identity of the whistleblower 
confidential under pain of criminal liability. Reports, data and information provided by the Whistleblower 
are stored only to the extent necessary, in a way that prevents access to them by unauthorized persons and 
for the period permitted by law.  
 
Where can I report a violation of the law? 
The person accepting applications is The  Compliance Officer, who appointed Ms. Marcelina Dudek.  
Reports should be directed using: 

• a dedicated e-mail box for supported zgloszenia@promar.pl 
Requestsmailto:zgloszenia@promar.pl; 

• fill in the Application form constituting Appendix No. 1 to the Procedure and submit it to The  
Compliance Officer; 

mailto:zgloszenia@promar.pl
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• in person, with the Compliance Officer; 

• in the form of a letter to the address of PPH PROMAR Sp. z o.o. with a note on the envelope " 
Compliance Officer - for own hands"; 

If you wish to report anonymously, please do so via the central Hintbox channel available at: 
https://polyclip.hinweisgeber-systeme.de/. This channel is operated by the Compliance Officer,. 

If your report concerns Ms. Marcelina Dudek, please report it to the President of the Management Board 
– Marcin Marmajewski. 

If Ms. Marcelina Dudek or Mr. Marcin Marmajewski are absent for a long time, they appoint their deputy.  

What will happen next? 

Within 7 days of submitting your application, you will be informed that it has been accepted. If the 
information provided by you relates to a violation (as listed in the Procedure), an investigation will be 
initiated to determine whether the event indicated by you took place (or whether the information provided 
is true) and whether there was actually a violation of the law.  

The person who will conduct the investigation (Compliance Officer / President of the Management Board) 
may ask you for additional information or clarification.  

Within 3 months of confirming that your report has been accepted, you should receive feedback that will 
show you what happened to your report (e.g. that the proceedings have already been completed and have 
not revealed a violation, or that they have shown a violation and corrective actions have been taken, or 
that the proceedings are still ongoing). 

If you do not provide contact details in your report (or the report is anonymous), you will not receive either 
confirmation or feedback, and no one will contact you in the investigation proceedings. 

Familiarizing yourself with the Procedure  

By signing below, you represent to us (PPH PROMAR) that you have been informed of and read the 
Procedure. 

Thank you!  

 

........................................................ 
(signature of the Employee/Co-worker) 
 

 

https://polyclip.hinweisgeber-systeme.de/

