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1. Objective 
The purpose of the procedure is to regulate internal rules for reporting violations of the law and to 

ensure adequate protection for Whistleblowers, persons assisting in making a Report, and persons 

associated with the Whistleblower, including the protection of their personal data and protection 

against retaliatory actions. 

 

2. Definitions 
The terms used in the Procedure shall have the following meanings: 

1) Company — Masterchem Logoplaste Limited Liability Company, ul. Przylep-

Solidarności 86D, 66-015 Zielona Góra, Poland; 

2) Act - Act of 14 June 2024 on the protection of whistleblowers; 

3) Law Violation Officer – an independent and impartial person responsible for receiving 

reports and following up on irregularities; 

4) Commission for Violations of Law - a team responsible for conducting the proceedings 

regarding the Report, appointed ad hoc by a separate order of the President of the 

Company to comprehensively clarify the circumstances described in Report, acting in 

accordance with the rules set out for the explanatory proceedings; 

5) Procedure – this document regulating the method of making Reports, taking follow-

up actions and protecting Whistleblowers; 

6) Anonymous report – a report made by a Whistleblower who cannot be identified; 

7) Retaliatory actions – in accordance with Article 2, point 2) of the Act; 

8) Follow-up actions – in accordance with Article 2 point 1) of the Act; 

9) Information on Infringement of Law – in accordance with Article 2, point 3) of the 

Act; 

10) Infringement of Law – in accordance with Article 3, Section 1 of the Act; 

11) Whistleblower – in accordance with Article 4, paragraphs 1 and 2 of the Act; 

12) A person assisting in submitting the Report – in accordance with Article 2, point 8) of 

the Act; 

13) The person to whom the Report relates – in accordance with Article 2, point 7) of the 

Act; 

14) Notification – in accordance with Article 2, point 15) of the Act; 

15) Internal reporting – in accordance with Article 2, point 16) of the Act; 
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 16) External reporting – in accordance with Article 2, point 17) of the Act; 

17) Public disclosure – in accordance with Article 2, point 14) of the Act; 

18) Explanatory proceedings – proceedings conducted in connection with the submitted 

Report; 

19) Reporting channel – technical and organizational solutions enabling the submission of 

a Report; 

20) Register of Internal Reports – in accordance with Article 29 of the Act; 

21) The principle of good faith - the principle that all actions, statements, or commitments 

reported by a Whistleblower should be carried out honestly, fairly, and in accordance 

with generally accepted ethical and legal standards. A Whistleblower acting in good 

faith must not mislead, abuse, or defraud the Company, and its actions must be based 

on honest intentions. The Whistleblower must have reasonable grounds to believe that 

the information being reported or publicly disclosed is true at the time of the Report 

or publicly disclosed and that it constitutes information about a violation of law. 

 

3. Persons designated to receive internal reports and take follow-up actions 

3.1 The person responsible for receiving internal reports and taking follow-up actions is the 

Representative for Violations of Law, acting under written authorization issued by the 

President of the Management Board. 

3.2 Until further notice, this function is held by Mrs. Martyna Bohaczyk – HR Manager. 

3.3 The Representative for Violations of Law ensures impartiality. In the case of violations of 

law, the Representative for Violations of Law is Whistleblower, person referred to in the Report, 

person associated with the Whistleblower, person assisting in making Reports or there are 

reasonable doubts as to the possibility of maintaining objectivity, the President of the Management 

Board appoints another person responsible for handling such internal Report in order to guarantee 

the impartiality of the investigation proceedings 

 

 

4. Internal Report 

4.1 Anonymous submissions will not be considered.  

4.2 To submit an internal report, you can use the template provided as Annex 1 to the Procedure. 

4.3 Internal reporting can be made through the following channels: 
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 a) Electronically, to the e-mail address: sygnalista@mch.com.pl ; 

b) By letter, to the Company's address; 

c) By telephone/orally by contacting the Law Infringement Representative. 

4.4 In order to maintain the confidentiality of the report, when submitting the report by mail, the 

name and surname of the Representative for Infringements of Law should be included on the 

envelope and marked "Confidential - for personal delivery". 

4.5 Only those responsible for handling reports have access to the reporting channels. 

4.6 Where possible, an Internal Report should include the following information: 

a) name and surname of the Whistleblower; 

b) contact details enabling communication with the Whistleblower. 

c) a description of the potential Infringement; 

d) description and course of the event/condition subject to Internal Reporting – 

indication of time, place, possible witnesses; 

e) details of the person committing the Violation of the Law (if the reporting person 

has such information); 

f) indication of possible evidence. 

 

5. 5. External Reports 

5.1 The report may always be made externally, bypassing the Procedure. 

5.2 External reports may be directed to authorized public authorities: 

a) Commissioner for Human Rights; 

b) Other competent public authorities within the scope of their activities. 

5.3 The rules for making External Reports are regulated by separate procedures of the relevant 

public authorities. 

5.4 Making an external report does not deprive the whistleblower of protection against retaliatory 

actions. 

 

6.  Preliminary analysis 

6.1 After receiving the Report, the Law Infringement Officer conducts an initial analysis of the Report, 

during which he or she verifies the following aspects: 

a) completeness of the Application; 

b) validity of the Report; 

c) compliance of the Report with the Principle of Good Faith. 
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 6.2 The Law Infringement Officer will confirm receipt of the report to the Whistleblower within a 

maximum of seven days and inform them of the next steps in the proceedings. This deadline 

does not apply if the Whistleblower did not provide contact information or in the case of 

anonymous reports. 

6.3 If no Violations of Law are identified based on the preliminary analysis, the Representative for 

Violations of Law informs the Whistleblower about the rejection of the Report together with 

the justification. 

 

7. Investigative proceedings 

7.1 If the preliminary analysis proves the Report to be justified, the Law Infringements 

Representative will initiate explanatory proceedings. 

7.2 The investigation is being conducted before the Commission for Violations of Law. 

7.3 The investigation should be completed as soon as possible, within 30 days from the date of 

confirmation of the report. 

7.4 In justified cases, this period may be extended, but the total duration of the explanatory 

proceedings may not exceed three months from the date of sending the Whistleblower confirmation 

of receipt of the Report. 

7.5 After completing the investigation, the Violations of Law Committee and the Violations of 

Law Representative, in consultation with the Company’s Management Board, take the necessary 

follow-up actions. 

7.6 The investigation may be discontinued if it is determined that the Report was made in bad 

faith or if there is insufficient data and it is impossible to obtain it from the Whistleblower.  

7.7 As part of the investigation procedure to determine the validity of the Report, the following 

follow-up actions may be taken, in particular: 

a) initiating internal disciplinary proceedings against persons committing violations of 

the law; 

b) changing and adapting internal procedures and processes; 

c) changes in internal structures; 

d) introducing or intensifying educational activities within the Company in the scope 

of identified violations of the law; 

e) taking appropriate legal steps depending on the type of Violation of Law found. 

7.8 After completing the investigation, the Commissioner for Violations of Law will immediately 
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 provide feedback to the Whistleblower, specifying the outcome of the investigation and the 

resolution of the matter. Feedback should be provided no later than three months from the date 

the Commissioner for Violations of Law confirms the Report. 

7.9 After completing the investigation, the Violations of Law Committee prepares a report and 

presents it to the Company's Management Board. The report includes a description of the 

identified Violation of Law, its causes, effects, identification of those responsible for the 

Violation of Law, and proposed follow-up actions. 

7.10  The implementation of specific Follow-up Actions is decided on a case-by-case basis by the 

Management Board of the Company. 

 

8. Commission for Violations of Law 

 
8.1 The investigation is conducted by a three-person Commission for Violations of Law, which 

guarantees independence, impartiality and professionalism. 

8.2 Members of the Violations of Law Committee are obligated to maintain absolute 

confidentiality. 

8.3 The Commission for Violations of Law is appointed on an ad hoc basis by order of the 

President of the Management Board, after consultation of its composition with the 

Representative for Violations of Law. 

8.4 The Representative for Infringements of Law may also serve as a member of the Infringements 

of Law Committee. 

8.5 A person associated in any way with the Report cannot become a member of the Law 

Infringement Committee. 

8.6 During the investigation, members of the Violations of Law Committee have the right to access 

and process all collected documents, information, and data related to the report. Members of 

the Violations of Law Committee have written authorization to perform their duties. 

8.7 Members of the Commission have the right to direct contact with the Whistleblower. 

8.8 During the course of the investigation, members of the Committee are entitled to obtain 

explanations from other employees of the Company and/or other persons associated with the 

Company if this is necessary for the investigation. 
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 9.  Ochrona sygnalisty 

9.1 The Company undertakes to provide absolute protection against retaliatory actions to 

Whistleblowers, as well as to persons assisting in the Report and to persons associated with the 

Whistleblower. 

9.2 Protection against retaliation only applies to Whistleblowers who make a Report in good faith. 

9.3 Retaliatory actions also include threats and/or attempts to take actions aimed at harming the 

Whistleblower. 

9.4 The experience of retaliatory actions by a Whistleblower may also be the subject of a Report. 

9.5 Appropriate disciplinary measures will be taken against persons committing retaliatory actions 

against a Whistleblower. 

9.6  Retaliatory actions include primarily: 

a) refusal to enter into an employment relationship; 

b) notice of termination or termination without notice of the employment relationship; 

c) failure to conclude a fixed-term employment contract or an employment contract 

for an indefinite period after the termination of a trial period employment contract, 

failure to conclude another fixed-term employment contract or failure to conclude 

an employment contract for an indefinite period after the termination of a fixed-

term employment contract – if the whistleblower had a reasonable expectation that 

such a contract would be concluded with him; 

d) reducing the amount of remuneration for work; 

e) suspension of promotion or omission from promotion; 

f) omission when granting work-related benefits other than remuneration or reduction 

the amount of these benefits; 

g) transfer to a lower job position; 

h) suspension from the performance of employment or official duties; 

i) transferring the current whistleblower duties to another employee; 

j) unfavorable change in the place of work or working time schedule; 

k) negative evaluation of work results or negative opinion about work; 

l) imposing or applying a disciplinary measure, including a financial penalty, or a 

measure of a similar nature; 

m) coercion, intimidation or exclusion; 

n) mobbing; 
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 o) discrimination; 

p) unfavorable or unfair treatment; 

q) suspension of participation or omission when selecting for participation in training 

to improve professional qualifications; 

r) unjustified referral for medical examinations, including psychiatric examinations, 

unless separate provisions provide for the possibility of referring an employee to 

such examinations;  

s) action aimed at making it more difficult to find future work in a given sector or 

industry on the basis of an informal or formal sectoral or industry agreement; 

t) causing financial loss, including economic loss, or loss of income; 

u) causing other non-material damage, including infringement of personal rights, in 

particular the good name of the Whistleblower. 

 

10. Personal data protection 
10.1  The controller of personal data contained in Infringement Reports is the Company. 

10.2  All issues related to the protection and processing of personal data may be directed to the 

following e-mail address: rodo@mch.com.pl . 

10.3 Personal data will be processed by the Company only within the scope of activities related to 

the handling of internal Reports regarding Violations of the Law, including conducting 

explanatory proceedings and maintaining a register of internal reports, i.e. in order to comply 

with the legal obligation imposed on the Company in the Act (in accordance with Article 6 

paragraph 1 letter c) of the GDPR). 

10.4 Information relating to or originating from Whistleblowers is confidential and confidential. 

The Company is obligated to protect the identity of Whistleblowers and other persons 

associated with the Report, as well as all details of the Violations of Law. 

10.5  Access to Information on Violations of Law, including personal data, is provided to: 

a) Management Board of the Company; 

b) Attorney for Violations of Law; 

c) Members of the Commission for Violations of Law; 

d) Other persons authorized in writing by the Management Board or the Representative 

for Violations of Law, if necessary to conduct the investigation. 

10.6  Exceptions to the above confidentiality rule include situations where: 
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 a) the law requires the Company to disclose information about a Violation of the Law 

to the relevant state authorities, especially in the case of a crime or offence, 

b) The whistleblower's personal data and other information enabling his/her 

identification are disclosed with the whistleblower's express consent. 

10.7  Within the limits of the law, Whistleblowers, persons concerned by the Report and third 

parties indicated in the Report have the right to request from the Company access to personal 

data relating to the data subject, their rectification, erasure or restriction of processing. 

10.8  Whistleblowers, persons concerned by the Report and third parties indicated in the Report 

also have the right to lodge a complaint with the supervisory authority, i.e. the President of the 

Personal Data Protection Office (UODO), if they consider that the processing of their personal 

data violates the GDPR. 

10.9  Personal data of Whistleblowers, persons concerned by the Report and third parties indicated 

in the Report will be processed with strict respect for applicable data protection regulations, 

personal data, in particular GDPR. 

10.10 The Company ensures that the personal data of Whistleblowers, persons concerned by 

the Report and third parties indicated in the Report will not be transferred to third countries (outside 

the European Economic Area). 

10.11 The personal data of Whistleblowers, individuals affected by the Report, and third 

parties identified in the Report will be retained for a period of three years following the end of 

the calendar year in which the investigation initiated by the follow-up action was completed. 

After this period, the data will be deleted or anonymized, unless further processing is required 

by law. 

 

11. Internal Reports Register 
11.1 The Law Violations Officer maintains an electronic register of internal reports. 

11.2 The Internal Reports Register includes: 

a) Application number; 

b) subject of Infringement of law; 

c) personal data of the Whistleblower and the person concerned by the Report, 

necessary to identify these persons; 

d) contact address of the Whistleblower; 

e) date of submission of the Application; 
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 f) information on follow-up actions taken; 

g) date of completion of the case. 

11.3 Data in the Internal Reports Register are stored for a period of 3 years from the end of the 

calendar year in which the case was closed. 

11.4 Access to the Internal Reports Register is only available to: 

a) the Management Board of the Company; 

b) Representative for Violations of Law; 

c) Public bodies in connection with the activities carried out and under the terms 

specified in the regulations laws. 

11.5 The Internal Reports Register template constitutes Appendix No. 2 to the Procedure. 

 

12. Final provisions 
12.1 The Procedure is supervised by the Representative for Violations of Law. 

12.2 The procedure comes into effect 7 days after it is communicated to employees. 

12.3 In matters not regulated in the Procedure, the provisions of generally applicable Polish law, 

in particular the Act, shall apply. 

 

13. Attachments 

No. of 

attachment 

Document description 

No. 1 Internal Reporting Form 

No. 2 Application register template 

  

 

14. Changes to the document 

Rev. No. Description of changes 

Rev. 1 Creation of a procedure 

  

  

 


