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WHISTLEBLOWING REPORTING PROCEDURE

§1
Scope

The obligation to establish this procedure for making internal reports results from Article 24 of
the Act.
This Procedure defines the rules for making internal reports, understood as the oral or written

submission to a legal entity of information on a breach of law in accordance with Article 2 point
16 of the Act.

§2
Definitions

1. The following meanings are assigned to the terms used in this Procedure:

a.

Follow-up actions — actions taken to assess the accuracy of the information contained
in the report and to counteract the breach of law that is the subject of the report, in
particular through explanatory proceedings, initiation of an inspection or administrative
proceedings, bringing charges, actions taken to recover financial resources, or closing
the procedure carried out under the internal procedure for reporting breaches of law and
taking follow-up actions;

Retaliatory actions — direct or indirect action or omission in a work-related context,
caused by a report or public disclosure, which violates or may violate the rights of the
whistleblower or causes or may cause unjustified harm to the whistleblower, including
the unjustified initiation of proceedings against the whistleblower;

Information on a breach of law — information, including a reasonable suspicion
concerning an actual or potential breach of law that has occurred or is likely to occur in
the legal entity in which the whistleblower participated in the recruitment process or
other negotiations preceding the conclusion of an agreement, works or worked, or in
another legal entity with which the whistleblower maintains or maintained contactin a
work-related context, or information concerning an attempt to conceal such a breach of
law;

Feedback —information provided to the whistleblower regarding planned or undertaken
follow-up actions and the reasons for such actions;

Person concerned by the report — a natural person, legal person, or organizational unit
without legal personality to which the law grants legal capacity, indicated in the report
or public disclosure as the person who committed a breach of law, or as a person
associated with the person who committed the breach of law;

Person assisting in making the report — a natural person who assists the whistleblower
in making a report or public disclosure in a work-related context and whose assistance
should not be disclosed;

Person associated with the whistleblower — a natural person who may experience
retaliatory actions, including a co-worker or a person close to the whistleblower within
the meaning of Article 115 8 11 of the Act of 6 June 1997 — the Penal Code (Journal of
Laws of 2024, item 17);

Legal entity — a private entity or a public entity;
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Private entity — a natural person conducting business activity, a legal person, or an
organizational unit without legal personality to which the law grants legal capacity, or an
employer, provided that itis not a public entity;

Public entity — an entity referred to in Article 3 of the Act of 11 August 2021 on Open
Data and Re-use of Public Sector Information (Journal of Laws of 2023, item 1524);
Employee — an employee within the meaning of Article 2 of the Act of 26 June 1974 —
the Labour Code (Journal of Laws of 2023, item 1465), and a temporary employee within
the meaning of Article 2 point 2 of the Act of 9 July 2003 on the Employment of Temporary
Workers (Journal of Laws of 2023, item 1110);

Procedure — this internal reporting procedure;

. GDPR — 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 —
General Data Protection Regulation — Official Journal of the EU L 119 of 04.05.2016, as
amended;
Company — ITPunkt Sp. z 0.0., 40-322 Katowice, ul. Wandy 18A, KRS: 0000333285;
Whistleblower — a natural person who reports or publicly discloses information on a
breach of law obtained in a work-related context, including:
i. anemployee;
ii. a person performing work on a basis other than an employment relationship,
including under a civil law contract;
iii. an entrepreneur, a person performing work under the supervision and direction
of a contractor, subcontractor, or supplier;
iv. acommercial proxy, shareholder, or partner;
v. a member of the body of a legal person or an organizational unit without legal
personality;
vi. anintern, volunteer, or trainee.
Act — the Act of 14 June 2024 on the Protection of Whistleblowers (Journal of Laws of
2024, item 928);
Team — an impartial internal body appointed by the Company to receive Reports and
undertake Follow-up Actions, authorized to receive reports, communicate in order to
obtain further information, and provide feedback. The Team consists of: tukasz Szulik,
Jacek Wegrzyk, Magdalena Mré6z, Wojciech Hoszek, tel. +48 575 515 035;
Report — an oral or written internal report or external report submitted in accordance
with the requirements set out in the Act;
Internal report — oral or written submission to a Legal entity of information on a breach
of law or a reasonable suspicion of a breach of law;
External report — oral or written submission to the Commissioner for Human Rights or
apublic authority of information on a breach of law or areasonable suspicion of a breach
of law.
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§3
Scope of Application

1. The Procedure applies to internal reports made by a Whistleblower in connection with the submission

of information on a breach of law obtained in a work-related context.

§4

Protection of the Whistleblower and Prohibition of Retaliatory

Actions

1. The Whistleblower is protected provided that they had reasonable grounds to believe that the

information on a breach of law which was the subject of the report or public disclosure was true at

the time of making the report or public disclosure, and that such information constituted information

on a breach of law.

2. Ifwork was, is, or is to be performed under an employment relationship, no retaliatory actions may

be taken against the Whistleblower, consisting in particular of:

~

2 T o 2 3

refusal to establish an employment relationship;

termination of the employment relationship with or without notice;

failure to conclude a fixed-term employment contract or an indefinite-term employment
contract after the termination of a probationary employment contract, failure to
conclude another fixed-term employment contract, or failure to conclude an indefinite-
term employment contract after the termination of a fixed-term employment contract —
where the Whistleblower had a reasonable expectation that such an agreement would
be concluded with them;

reduction of remuneration for work;

withholding promotion or omission in promotion;

omission in granting work-related benefits other than remuneration or reduction of such
benefits;

transfer to a lower position;

suspension from employee or official duties;

transfer of the Whistleblower’s previous duties to another employee;

unfavorable change of the place of work or working time schedule;

negative assessment of work performance or negative opinion on work;

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

. coercion, intimidation, or exclusion;

mobbing;

discrimination;

unfavorable or unfair treatment;

withholding participation in, or omission in selection for, training aimed at improving
professional qualifications;

unjustified referral for medical examinations, including psychiatric examinations, unless
separate regulations provide for the possibility of referring an employee for such
examinations;
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s. action aimed at making it more difficult to find work in the future in a given sector or
industry on the basis of an informal or formal sectoral or industry agreement;

t. causingfinancial loss, including economic loss, or loss of income;

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

. An attempt or threat to apply any of the measures specified in point 2 shall also be considered
retaliatory action due to making a report or public disclosure.

. If work or services were, are, or are to be performed on the basis of a legal relationship other than an
employment relationship, which constitutes the basis for performing work or services, holding a
function, or performing service, the rules specified in points 2 and 3 shall apply accordingly, unless
the nature of the work or services performed, the function held, or the service performed excludes
the application of such action against the Whistleblower.

. If work or services were, are, or are to be performed on the basis of a legal relationship other than an
employment relationship, which constitutes the basis for performing work or services, holding a
function, or performing service, making a report or public disclosure may not constitute grounds for
retaliatory actions, or an attempt or threat to apply retaliatory actions, including in particular:

a. termination of an agreement to which the Whistleblower is a party, in particular an
agreement concerning the sale or supply of goods or the provision of services,
withdrawal from such an agreement, or termination of such an agreement without
notice;

b. imposition of an obligation or refusalto grant, limitation, or withdrawal of an entitlement,
in particular a concession, permit, or relief.

c. The prohibition of retaliatory actions also applies to the person assisting in making the
report and to the person associated with the Whistleblower.

§5
Reporting Channels
. The Company establishes the following channels for receiving Reports:
a. inwriting via an online reporting platform (86);
b. orally during a direct meeting (§87).
. Information on the methods and available channels for receiving Reports is provided on the
Company’s website and in the HRPanorama system.
. Reports are received and handled by the Report Handling Team appointed for this purpose by the
Management Board. The composition of the Team is specified in 82.

§6
Rules for Making a Written Report via the Online Platform
. The Whistleblower may make a Report in writing via a dedicated online platform available at:
https://sygnalista.itpunkt.pl. After gaining access to the platform, the report may be submitted under
the person’s name.
. The Report should include the name and surname of the reporting person and an e-mail address or
postal address for contact regarding the Report.
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3. The Whistleblower should save the platform access details in order to maintain the possibility of
contact and exchange of information with the Team.

§7
Rules for Making an Oral Report During a Direct Meeting

. The Whistleblower may make a Report through a direct meeting after arranging the date in advance
by telephone with the members of the Team. The telephone numbers of the Team members are
provided in §2. The meeting shall take place within 14 days from the Whistleblower’s request.

. With the Whistleblower’s consent, the report shall be documented in the form of a recording of the
conversation or by preparing minutes of the meeting that accurately reflect its course, prepared by
the person receiving the report.

. If minutes are prepared, the Whistleblower may check, correct, and approve the minutes of the
conversation by signing them.

. The meeting shall take place at a location agreed between the Team and the Whistleblower.

§8

Anonymity of Reports and the Whistleblower

1. The Company does not accept anonymous reports.

. Anonymous reports shall not be considered and shall be deleted/destroyed.

. The Whistleblower’s data is subject to legal protection and shall not be disclosed without the
Whistleblower’s explicit consent.

. The Whistleblower’s data may be disclosed where such disclosure is a necessary and proportionate
obligation arising from legal provisions in connection with explanatory proceedings conducted by
public authorities or preparatory or court proceedings conducted by courts, including in order to
guarantee the right of defense of the person concerned by the report.

§9
Personal Data Protection

. In connection with the processing of personal data of the Whistleblower or other persons in
connection with the submitted Report, generally applicable provisions of law on personal data
protection shall apply.

. The Company, as the data controller, may process personal data of the Whistleblower and persons
concerned by the Report, as well as witnesses of events, in connection with the Report, for the
purpose of verifying it, including undertaking follow-up actions, on the basis of Article 6(1)(c) and
(e) GDPR.

. Personal data of the Whistleblower enabling their identity to be established shall not be disclosed
to unauthorized persons, unless with the explicit consent of the Whistleblower.

. Paragraph 3 shall not apply where disclosure is a necessary and proportionate obligation arising
from legal provisions in connection with explanatory proceedings conducted by public authorities
or preparatory or court proceedings conducted by courts, including in order to guarantee the right
of defense of the person concerned by the report.

. Personal data of the person indicated in the Report, after it has been reviewed by the Team, may be
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10.

11.

disclosed to external entities only in the context of explanatory or court proceedings conducted by
national authorities, on the basis of a binding legal provision authorizing such authority.

After receiving the report, the Company processes personal data to the extent necessary to accept
the report or undertake possible follow-up action. Personal data that is not relevant to the
consideration of the report is not collected, and if collected accidentally, is deleted immediately.
Such personal data shall be deleted within 14 days from the moment it is determined thatitis not
relevant to the matter.

The Company, as the data controller, ensures the exercise of the rights of persons whose data is
processed in connection with the submitted report, including:

a. therightto be informed about the principles of personal data processing within the
scope specified respectively in Articles 13, 14, and 15 GDPR, provided that information
provided under Articles 14 and 15 regarding the source of obtaining personal data is
subject to limitation;

b. theright of access to data under the rules specified in Article 15 GDPR;

c. therightto rectify or complete personal data under the rules specified in Articles 16
and 19 GDPR;

d. theright to delete personal data under the rules specified in Articles 17 and 19 GDPR;
the right to restrict the processing of personal data under the rules specified in Article

18 GDPR;
f. theright to object to the processing of personal data under the rules specified in Article
21 GDPR.

. Personal data and documents processed in connection with the Report or the undertaking of
Follow-up Actions shall be stored for a period of 3 years after the end of the calendar year in which
the proceedings initiated by such actions were completed.

. Aperson whose data is processed has the right to lodge a complaint regarding the method of
processing their data with the President of the Personal Data Protection Office.

Providing personal data is a legal requirement, and refusal to provide it prevents the acceptance
and consideration of the Report.
The Company has appointed a Data Protection Officer who may be contacted by telephone at: +48
575515 035 or by e-mail at: kontakt@inspektorrodo.pl.
§10
Registration of Reports

. The Company keeps a register of all accepted Reports, hereinafter referred to as the “Register of
Reports”, in accordance with the provisions of this Procedure. The Register of Reports is
maintained in accordance with the template attached as Appendix 1 to the Procedure. Reports are
stored for the period specified in 89 section 8 of the Procedure.

. Reports made in writing are stored in the form in which they were submitted.

. Oralreports are stored in the form of minutes of the conversation.

. The Whistleblower has the right to refuse to provide data enabling their identity to be established. In
such a case, the Report shall not be registered or considered.

. The Team may request the Whistleblower to provide further information and may provide them with
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feedback, provided that the Whistleblower has made contact details available.
6. The template of the minutes of the conversation and meeting constitutes Appendix 2 to this
Procedure.

§11
Deadlines

1. The Team confirms receipt of the report to the Whistleblower within 7 days from the receipt of the
report, unless the Whistleblower has not provided an address to which the confirmation should be
sent.

2. The Team provides feedback to the Whistleblower within 3 months from the confirmation of receipt
of the report referred to in point 1, unless the Whistleblower has not provided an address to which
the confirmation should be sent.

§12
Follow-up Actions

1. The Team is authorized to examine the validity of the received report, in particular to verify whether
the circumstances referred to in the report constitute a breach or abuse of applicable legal
provisions. For this purpose, the Team is authorized to ask employees to provide explanations or
information and to present documents that may be helpful in analyzing the received report.

2. The Team is authorized to ask the person making the report to provide additional information or
explanations concerning the submitted report.

3. The Team is obliged to maintain confidentiality regarding the explanations, information, and
documents obtained, as well as data concerning persons who provided explanations or submitted
information or documents to the Team.

4. If, as aresult of the actions carried out, the Team determines that the received report is justified,
the Team shall prepare a report specifying the type of breach or reasonable suspicion of its
occurrence and shall present to the Company’s Management Board proposed actions aimed at
removing the breach or remedial actions, and shall indicate any actions that may prevent such
breaches from occurring in the future.

5. If the Company’s Management Board considers it justified, it may in particular take the following
actions: undertake remedial actions indicated in the report prepared by the Team; take disciplinary
measures against the employee who committed the breach or abuse; take other actions provided
forin applicable legal provisions.

6. All actions referred to above shall be undertaken without undue delay, taking into account the type
of report made.

§13
External Reports

1. The Whistleblower may make an external report without first making an internal report.

2. An externalreport is accepted by the Commissioner for Human Rights or a public authority.

3. The Commissioner for Human Rights establishes a procedure for accepting external reports, which
specifies in particular the procedure for handling information on breaches of law reported
anonymously.

4. A public authority establishes a procedure for accepting external reports and undertaking follow-up
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actions, which specifies in particular the procedure for handling information on breaches of law
reported anonymously.

5. Information on the procedure applicable in the case of an external report, including the contact
details of the authority enabling a report to be made, shall be made available on the websites of
those authorities.
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