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1. PURPOSE OF THE PROCEDURE 

 

The procedure for reporting irregularities and protection of persons reporting violations of 

the law at JR Purtec was established in order to implement the Directive of 23 October 2019 

of the European Parliament and of the Council of the European Union on the protection of 

persons reporting violations of Union law and specifies the creation of an internal system for 

reporting, monitoring, detecting and resolving situations related to the occurrence of 

irregularities and violations of the law. 

 

2. SCOPE OF APPLICATION 

The procedure is applied to all products manufactured at JR Purtec 

 

3. DEFINITIONS 

 

The terms used in this procedure mean: 

1) Employer – JR Purtec sp. z o. o. 

2) employee - a person in an employment relationship with an employer within the meaning 

of Article 22 § 1 of the Labor Code 

3) Management Board – President of JR Purtec, Managing Director 

4) Compliance Coordinator – the person responsible for the process of considering 

the report of irregularities, in accordance with point 6 of this procedure; 

5) explanatory commission/commission - an internal commission appointed to 

comprehensively explain the circumstances indicated in the report of irregularities; 

6) person authorized to submit a report - the person indicated in point 5 of this 

procedure; 
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7) reporting person - a person reporting irregularities using the reporting channels 

specified in this procedure; 

8) whistleblower - a person reporting irregularities who has been granted the status of 

a whistleblower under the terms set out in this procedure; 

9) procedure - this procedure for reporting irregularities in the Court; 

10) reporting irregularities/reporting - provision in the manner specified in this 

procedure by a person authorised to report information that may indicate an irregularity or 

irregularities; 

11) irregularity - any factual state resulting from an action or omission, indicating the 

possibility of the occurrence of events violating or potentially leading to a violation of 

generally applicable legal provisions and internal regulations of JR Purtec or any 

action/omission that constitutes or may constitute an illegal or unethical act; 

12) register of irregularities/register - a register kept in accordance with the principles 

set out in point 12 of the procedure by the Compliance Coordinator; 

13) preliminary analysis of the report - verification of the content of the report in terms 

of the existence of grounds for its recognition in the course of the explanatory proceedings 

and granting the reporting person the status of a whistleblower, within the framework of 

which the Compliance Coordinator has the right to request the reporting person to 

supplement the data contained in the report of irregularities within a specified period; 

14) explanatory proceedings - proceedings conducted in connection with a submitted 

notification, based on the explanatory proceedings procedure; 

15) follow-up actions – initial analysis of the report and explanatory proceedings. 

 

 

4. GENERAL PROVISIONS 
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1. The operation of JR Purtec takes into account social interests, environmental protection, 

relations with various social and business groups, with particular emphasis on preventing 

corruption and other irregularities both within the company and among business partners. 

2. This procedure is for reporting irregularities. Other issues concerning current problems 

related to the work performed should be resolved based on existing professional 

relationships or other - established on the basis of separate internal regulations - available 

channels that should be used for these purposes. 

3. This procedure establishes the rules for the activities of the Compliance Coordinator, the 

Investigation Committee and the Company's Management Board, within the scope of their 

powers, aimed at explaining information reported by persons authorized to report that 

may indicate irregularities and at drawing consequences against the perpetrator of the 

irregularity and taking corrective measures. 

4. The aim of the procedure is to shape an effective and uniform system for reporting 

irregularities in the company by creating safe reporting channels that prevent any 

retaliatory actions against the whistleblower. 

5. This procedure specifies in particular: 

a) the scope of irregularities covered by the procedure, 

b) the scope of persons authorized to submit a notification, 

c) principles of reporting irregularities by persons authorized to do so, 

d) responsibility in the irregularities management process, 

e) the process of considering and managing irregularities, 

f) the principles of confidentiality, in particular the principles of keeping confidential the 

reports of irregularities made by whistleblowers and the identity of the persons making 

the reports. 
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5. SCOPE OF THE PROCEDURE 

 

1. The provisions of this procedure apply to the following groups of persons entitled to 

submit a report: 

a) current and former employees of JR Purtec, 

b) candidates for employment at JR Purtec, if they obtained information regarding 

irregularities during the recruitment process or other processes preceding the 

establishment of an employment relationship, 

c) persons providing work to JR Purtec on a basis other than an employment relationship; 

d) volunteers, interns, trainees, 

e) persons working under the supervision and direction of the contractor, subcontractor, 

supplier and customer of JR Purtec, 

f) other persons assisting in any way in reporting irregularities. 

2. Irregularities should be understood in particular as information held by persons authorized 

to make a report, which may indicate: 

a) suspicion of preparation, attempt or commission of a prohibited act, 

b) failure to fulfil obligations or abuse of authority, 

c) failure to exercise due diligence required under the circumstances, 

d) violation of internal rules and procedures, including the “I work, I don’t hate” procedure, 

work regulations and ethical standards adopted at JR Purtec. 

 

6. PERSONS RESPONSIBLE FOR MANAGING REPORTS 

1. The person responsible for receiving and reviewing reports of irregularities at JR Purtec 

is the Compliance Coordinator. 
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2. Persons who may be negatively involved in any way in an action or omission constituting 

an irregularity may not be involved in the analysis of such a report. 

3. The Compliance Coordinator submits to the JR Purtec Management Board a proposal for 

the composition of the investigation committee taking into account the circumstances in 

point 5 of the procedure. 

4. The Compliance Coordinator shall be the Chair of the investigation committee and the 

remaining members (no less than 2 persons) shall act upon approval by the JR Purtec 

Board of Directors. 

5. The Compliance Coordinator shall inform each time a report of irregularities is received 

and an explanatory proceeding initiated: 

a) The President of JR Purtec and the Director of JR Purtec – if the report concerns other 

persons; 

b) President of JR Purtec - if the notification concerns the Managing Director; 

c) Managing Director – if the application concerns the President of JR Purtec. 

6. The President of JR Purtec and the Managing Director directly supervise the Compliance 

Coordinator in the area of receiving and handling reports of irregularities and are 

responsible for the effectiveness and adequacy of the procedure in relation to the 

company. They also analyze the report if it concerns the Compliance Coordinator. 

 

 

7. REPORTING IRREGULARITIES 

 

1. JR Purtec does not allow anonymous reporting of irregularities. 

2. Reports of irregularities may only be submitted via the following contact channels: 

a) dedicated e-mail box: istotne@purtec.pl 
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b) in writing to the following address: Compliance Coordinator , JR Purtec sp. z o. o. ul. 

Reymonta 5, 66-300 Międzyrzecz with the note "INFRINGEMENTS " 

 

c) Directly to the Compliance Coordinator, or to the Board if the report concerns the 

Compliance Coordinator. 

 

3. Reporting irregularities should include a clear and complete explanation of the subject of 

the report and at least the following information: 

a) date and place of occurrence of the irregularity or date and place of obtaining 

information about the irregularity, 

b) a description of the specific situation or circumstances creating the possibility of 

irregularities occurring, 

c) indication of the unit or person concerned by the reported irregularities, 

d) indication of possible witnesses to the irregularities, 

e) indication of all evidence and information available to the reporting party that may be 

helpful in the process of examining the irregularity, 

f) personal data of the applicant. 

4. The reporting person is obliged to treat the information in his/her possession regarding 

suspected irregularities as a company secret and to refrain from public discussions about 

the reported suspected irregularities, unless that person is obliged to do so by law. 

 

 

8. WHISPLITTER STATUS 
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1. Any person entitled to make a report should report an irregularity if they have reasonable 

grounds to believe that the information provided is true (in good faith). 

2. The status of a whistleblower is obtained by every reporting person, unless the initial 

analysis of the report provides grounds to assume that the reporting person clearly acted 

in bad faith (presumption of good faith). A reporting person who acts for a purpose that is 

contrary to the law or the principles of social coexistence is considered to be in bad faith. 

3. The whistleblower is guaranteed anonymity and without express consent his/her identity 

cannot be disclosed to any other persons than the Compliance Coordinator and the 

Management Board. The members of the investigation committee (excluding the 

chairman), unless the nature of the investigation activities requires it, are not informed of 

the identity of the whistleblower. 

4. The decision to grant whistleblower status is made by the Compliance Coordinator. 

5. The compliance coordinator, if possible, confirms receipt of the irregularity report to the 

reporting party and informs the reporting party about granting or refusing to grant him/her 

whistleblower status within 7 days of its receipt. Refusal to grant the reporting party 

whistleblower status requires justification. 

6. If during the investigation it turns out that the reporting person, who had previously been 

granted whistleblower status, acted in bad faith, he or she shall be deprived of the 

protection provided to a whistleblower. 

 

 

9. REGISTER OF IRREGULARITIES 

1. Each report of irregularities is recorded in the register of irregularities, regardless of the 

further course of the investigation. 

2. The Compliance Coordinator is responsible for maintaining the register of irregularities at 
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JR Purtec. 

3. The register of irregularities should be kept according to the template constituting Annex 

No. R26-01, containing at least: 

1) case no., 

2) subject of notification, 

3) date of notification, 

4) information on follow-up actions taken, 

5) date of completion of the case. 

4. In addition to maintaining the register, the Compliance Coordinator, while maintaining the 

confidentiality of the Court's secrets, is obliged to store all evidence, documents and 

information collected during the analysis and information concerning the consideration of 

the notification for a period of at least 5 years from the completion of the explanatory 

proceedings, unless obligations arising from other regulations require an extension of this 

period. 

 

 

10. LIABILITY FOR FALSE REPORTING 

1. Reporting irregularities may only be done in good faith. It is prohibited to knowingly submit 

false reports of irregularities. 

2. If it is determined as a result of the initial analysis of the report or during the explanatory 

proceedings that the irregularity report deliberately contained false information or 

concealed the truth, the reporting employee may be held liable for disciplinary action as 

specified in the provisions of the Labor Code. Such conduct may also be classified as a 

serious breach of basic employee duties and as such result in the termination of the 

employment contract without notice. 
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3. Regardless of the consequences indicated above, a reporting person who 

knowingly makes a false report of irregularities may be held criminally liable under 

the relevant provisions. 

 

11. INVESTIGATION PROCEEDINGS 

 

1. The Compliance Coordinator has exclusive access to the reporting channels to the extent 

that such channels relate to reporting of irregularities. 

2. Each time a report of irregularities is received, the Compliance Coordinator immediately 

conducts an initial analysis of it and then, if possible, but no later than within 7 days, 

confirms receipt of the report by informing about the granting or refusal to grant 

whistleblower status. 

3. If the report is qualified for further verification, the Compliance Coordinator initiates an 

investigation, which is conducted by an investigation committee appointed by the 

Company's Management Board. The supervision of the investigation, conducted by the 

investigation committee, is exercised by the Compliance Coordinator as its chairman. 

4. Consideration of reports of irregularities will be made without undue delay, within a period 

not longer than 2 months from the date of receipt of the report. 

5. The committee prepares a report for the Management Board from the conducted 

explanatory proceedings, in which it states whether the information/allegations covered 

by the report have been confirmed and justified in the committee's opinion. The report 

also includes the committee's recommendations regarding the handling of the matter and 

any consequences that should be drawn by the company towards the 

perpetrator/perpetrators of the irregularities or the reporting party who made a 

deliberately false report. 
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6. The compliance coordinator, if possible, is obliged to inform the whistleblower about the 

method of resolving the report within 3 months of its receipt, through the same channel 

as the report. 

 

12. WHISPER PROTECTION 

1. The company introduces an absolute ban on retaliatory actions against a whistleblower, 

even if the report of irregularities was made in good faith and the investigation carried out 

shows that the reported irregularity did not take place. 

2. Whistleblowers are entitled to full protection against repressive actions, discrimination 

and other types of unfair treatment. 

3. It is inadmissible to terminate an employment relationship or a mutual contract with a 

whistleblower solely because the whistleblower has reported irregularities. 

4. The protection provided for in paragraph 3 above does not apply to a whistleblower who 

is also the perpetrator/co-perpetrator/assistant of the irregularity. When deciding on the 

potential termination of the employment relationship or mutual agreement with a 

whistleblower who is the perpetrator/co-perpetrator/assistant of the irregularity, the 

company should always take into account the fact that the whistleblower has disclosed 

all material circumstances of the irregularity (mitigating circumstances). 

5. All reports of irregularities, contacts with the reporting party and whistleblower, and 

explanatory proceedings are a company secret. 

6. Maintaining confidentiality is intended to ensure a sense of security for whistleblowers 

and to minimise the risk of retaliatory or repressive actions. 

7. The identity of the reporting party and whistleblower, as well as all information enabling 

their identification, are treated as a company secret at all stages of the process of 

considering reported irregularities. In particular, subject to paragraph 8 below, the identity 
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of the reporting party and whistleblower will not be disclosed to entities concerned by the 

reporting of irregularities, third parties or other employees and associates of the 

company. 

8. The identity of the whistleblower, as well as other information enabling their identification, 

may be disclosed only if such disclosure is the company's obligation resulting from 

generally applicable legal provisions in the context of proceedings conducted by the 

relevant authorities. Disclosure of identity in such a case requires prior notification to the 

whistleblower, indicating the reasons for such disclosure, unless such notification could 

jeopardize the conducted proceedings. 

9. The identity of the persons concerned by the report of irregularities is subject to 

confidentiality requirements to the same extent as the identity of the reporting person and 

the whistleblower. 

10. The processing of the whistleblower's personal data is carried out on the basis of the 

provisions of Regulation (EU) 2016/679 of the European Parliament and of the Council 

of 27 April 2016 on the protection of natural persons with regard to the processing of 

personal data and on the free movement of such data, and repealing Directive 95/46/EC 

(GDPR). 

11. Regardless of the possibility of filing a report using the principles specified in the 

procedure in question, the reporting party may file an external report to central and 

public authorities. The principles and procedure for filing such a report are specified in 

the relevant legal provisions. 

 

13. FINAL PROVISIONS 

The Compliance Coordinator will review the procedure at least once a year and, if 

necessary, prepare draft changes to it for approval by the Company's Management Board. 


