
Procedure (Manual) for internal notifications and follow-up 

in ZORKA Sp. z o. o. in Jelenia Góra 

§ 1 

General provisions 

1. The procedure for internal notifications and follow-up actions, hereinafter referred to as the 

"procedure", defines the procedure for receiving internal reports concerning information about 

violations of law or regulations and ethical standards established in ZORKA Sp. z o.o. in Jelenia 

Góra, as well as for taking follow-up actions in connection with these reports. 

2. The procedure aims to introduce transparent rules for the disclosure of cases of 

irregularities, the taking of appropriate corrective action concerning infringements and the 

protection of whistleblowers. 

3. The procedure applies to a whistleblower who submits an internal notification in a work-

related context, regardless of the legal relationship constituting the basis for the work performed 

by the whistleblower. 

4. The whistleblower shall be protected from the moment of filing an internal notification, 

provided that they have reasonable grounds to believe that the information subject to the 

internal notification is true at the time of filing and constitutes an infringement of the law. 

5. The protection in the procedures does not apply to a whistleblower who knowingly submits 

an internal notification knowing that a breach has not occurred (i.e. acting in bad faith). 

6. The whistleblower may, in any case, submit an external notification without prior submitting 

an internal notification. 

7. The whistleblower's personal data, enabling the identification of the whistleblower, is not 

subject to disclosure to unauthorised persons unless with the explicit consent of the 

whistleblower. 

8. The whistleblower is protected from the moment of filing a report or public disclosure, 

provided that the whistleblower had reasonable grounds to believe that the information that is 

the subject of the notification or public disclosure is true at the time of filing the report or public 

disclosure and that it constitutes information about a violation of the law. 

9. External notifications shall be accepted by the Ombudsman or another public authority 

whose competence includes taking appropriate follow-up measures covering the subject matter 

of the notification. Where applicable, external notifications shall also be made to the institutions, 

bodies, offices or agencies of the European Union. Information in this regard is provided on the 

website https://bip.brpo.gov.pl/pl. 

10. In the event that the violation of the law can be effectively remedied within the 

organisational structure of ZORKA Sp. z o.o., an internal notification is encouraged. 

11. Submission of a notification in the case of knowledge that a violation of the law has not 

occurred is subject to criminal liability. 

§ 2 

 Definitions  

Whenever the procedure refers to: 

1) An impartial organisational unit (BJO) is a designated organisational unit whose tasks 

include receiving internal notifications, such as requesting additional information from a 

whistleblower if necessary and undertaking follow-up actions; BJO w ZORKA Sp. z o.o. is an 

authorised employee of the department responsible for organisational and administrative issues  
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2) follow-up measure - means an action consisting in assessing the veracity of the information 

contained in the internal notification and counteracting the violation of the law, 

 in particular by conducting an investigation, initiating an inspection, or other proceedings based 

on the provisions of law or rejecting the notification; 

3) retaliation - means a direct or indirect act or omission in a work-related context that is caused 

by an internal notification and that violates or is likely to violate the whistleblower's rights or 

causes or is likely to cause unjustified harm to the whistleblower, including the unjustified 

initiation of proceedings against the whistleblower; 

4) Information on a law violation is understood as information, including a reasonable 

suspicion of an actual or potential violation of law that has occurred or is likely to occur at 

ZORKA Sp. o.o., of which the whistleblower has become aware in a work-related context or 

information concerning an attempt to conceal such a violation; 

5) feedback - this is understood as providing the whistleblower with information on 

planned or undertaken follow-up and the reasons for such action; 

6) work-related context - means past, present or future work-related activities in which 

information about a violation of law has been obtained and there is a possibility of experiencing 

retaliation; 

7) the person to whom the report relates - it is understood as an individual, legal person or 

unincorporated organisational unit identified in the internal notification as the person who 

violated the law or as a person with whom the person who violated the law is associated; 

8) a person who assists in filing a notification - means an individual who assists a whistleblower 

in an internal notification in a work-related context and whose assistance should not be 

disclosed; 

9) a person associated with the whistleblower - it is understood as a natural person who can 

experience retaliation, including a co-worker or family member of a whistleblower; 

10) internal notification - means an oral or written internal notification submitted following this 

procedure. 

§ 3 

The subject of the notification 

1. The subject of internal notification may be illegal acts or omissions or those aimed at 

circumventing the law concerning: 

1) corruption; 

2) public procurement; 

3) financial services, products and markets; 

4) anti-money laundering and countering terrorist financing; 

5) product safety and compliance; 

6) transport safety; 

7) environmental protection; 

8) radiological protection and nuclear safety; 

9) food and feed safety; 

10) animal health and welfare; 

11) public health; 

12) consumer protection; 

13) protection of privacy and personal data; 

14) security of networks and ICT systems.  



2. The subject of internal notification may also be violations of internal regulations and ethical 

standards in force in ZORKA Sp. z o.o. 

§ 4 

Reporting procedure 

1. The whistleblower may submit an internal notification: 

1) Electronically - via the form located on the www.zorka.pl website, in the Contact tab: 

Whistleblowers 

2) in writing - in a closed envelope delivered by mail bearing the inscription "Notification of a 

Violation", placed in another closed envelope, addressed to the registered office of the 

Company, 

3) orally - to the BJO. 

2. At the whistleblower's request, an internal notification may also be made at a meeting with 

the BJO, held within 14 days of receipt of such request. The  BJO, who will be present during 

the meeting, shall draw up a report on the acceptance of the notification. The whistleblower may 

review, correct and approve such report within 2 days from the date of presentation of the report 

to him. 

3. In order to verify the notification reliably and to take effective follow-up action, the notification 

should include at least the following: 

1) personal data of the whistleblower and the person to whom the report relates; 

2) the contact address of the whistleblower  (e.g., correspondence address or e-mail); 

3) as precise a description as possible of the subject of the violation; 

4) a description of the work-related context that made it possible to see the reported breach; 

5) an indication of the legitimate grounds for concluding that the information about 

the infringement is true. 

4. Internal notification cannot be done anonymously. 

5. Internal notification made anonymously, containing unreliable or unverifiable information, 

shall not be considered. 

6. Within 7 days from receipt of an internal report, the BJO shall provide the whistleblower with 

an acknowledgement of receipt of the notification, unless the whistleblower has not provided a 

contact address to which the acknowledgement should be forwarded. 

§ 5 

Procedures for handling notifications 

1. Internal notifications are accepted by the BJO, which performs a preliminary verification of 

the notification to determine whether the notification meets the conditions set out in this 

procedure. If it is necessary to supplement or clarify the information in the internal notification, 

the BJO shall contact the whistleblower if possible. 

2. The BJO may abandon consideration of a notification that was the subject of an earlier 

notification by the same or a different whistleblower if no significant new information on 

violations was included compared to the earlier notification. The BJO shall inform the 

whistleblower that an internal notification has been left unprocessed, stating the reasons, and 

in the case of a subsequent internal notification, it shall leave it unprocessed and not inform the 

whistleblower of the same. 

3. If the internal notification meets the conditions referred to in point 1, and the content of the 

internal notification justifies the initiation of an investigation, the BJO shall take steps to clarify 

all the circumstances contained in the notification.  
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4. When necessary, the BJO may summon any person performing work on behalf of ZORKA 

Ltd. to provide explanations. Persons summoned are obliged to appear and present all 

information and documents in their possession that may enable them to establish the 

circumstances of the violation indicated in the internal notification. 

5. The BJO may also request the assistance or opinion of representatives of other 

organisational units of ZORKA Sp. z o.o. or a professional service provider if the knowledge 

and experience of such persons are necessary to clarify all the circumstances of the violation 

contained in the notification. 

6. After clarifying the overall circumstances contained in the notification, the BJO shall decide 

on the legitimacy of the notification and make recommendations on possible follow-up actions. 

7. The BJO shall provide feedback to the whistleblower within a period not exceeding 3 months 

from the date of acknowledgement of the internal notification or, if no acknowledgement is 

provided, 3 months from the expiration of 7 days from the date of the internal notification. 

8. The BJO shall not provide the whistleblower with feedback if the whistleblower has not 

provided a contact address to which such information should be provided. 

§ 6 

Follow-up 

1. In the event that: 

1) the violation can be effectively remedied within the organisational structure of ZORKA Sp. 

z o.o. - BJO shall take the corrective actions specified in the recommendations; 

2) the violation of the law cannot be effectively remedied within the organisational structure of 

ZORKA Sp. z o.o. - BJO of ethics notifies law enforcement authorities or initiates other 

proceedings as specified by law; 

3) the notification of the violation proved unfounded - the BJO dismissed the report and closed 

the proceedings specified in this procedure. 

2. The BJO shall follow up with due diligence and maintain complete confidentiality of the 

whistleblower's identity. 

§ 7 

Protection of the Whistleblower  

1. No retaliatory actions, attempts, or threats of such actions may be taken against a 

whistleblower. 

2. Prohibited retaliation includes, in particular: 

1) refusal to enter into an employment relationship; 

2) termination or dissolution of employment without notice, 

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

indefinite period after termination of the employment contract for a probationary period; 

4) failure to conclude another fixed-term employment contract; 

5) failure to conclude an employment contract for an indefinite period after termination of a  

fixed-term employment contract - in the event that the whistleblower had a reasonable 

expectation that  such a contract would be concluded with him; 

6) reduction in the amount of remuneration for work; 

7) withholding promotion or omitting promotion, 

8) omitting work-related benefits other than remuneration or reduction of the amount of these 

benefits; 

9) transfer to a lower position;  



10) suspension from the performance of employee or official duties; 

11) transferring the existing responsibilities of a whistleblower to another employee; 

12) unfavourable change in the place of work or work schedule; 

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

14) imposition or application of a disciplinary measure, including a financial penalty or a 

measure similar in nature; 

15) coercion, intimidation or exclusion; 

16) mobbing; 

17) discrimination; 

18) unfavourable or unfair treatment; 

19) withholding or omitting from selection for participation in training raising professional 

qualifications; 

20) unjustified referral to medical examinations, including psychiatric examinations; 

21) action aimed at hindering future job placement in a particular sector or industry based on 

an informal or formal sector or industry agreement; 

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

23) causing other intangible damage, including violation of personal rights, particularly the 

whistleblower's good name. 

3. Prohibited retaliation also includes the termination of a contract to which the whistleblower 

is a party, in particular regarding the sale or delivery of goods or the provision of services, 

withdrawal from such a contract or termination without notice. 

4. The prohibition of retaliation also includes a person who assists in filing a notification, a 

person associated with the whistleblower, as well as a legal person or other organisational unit 

assisting the whistleblower or related to him, in particular being the property of the whistleblower 

or employing a whistleblower. 

§ 8 

Register of notifications 

1. Each internal application is subject to registration directly by BJO. 

2. The register of internal reports includes: 

1) report number; 

2) the subject of infringement; 

3) personal data of the whistleblower and the reported person necessary to identify them; 

4) the whistleblower's contact address; 

5) date of notification; 

6) information on follow-up actions taken; 

7) the date of completion of the case. 

3. The internal register also includes reports made anonymously. If the whistleblower has not 

provided his personal data or contact address,  such notification shall be marked in the Register 

as anonymous. 

4. Information relating to the notification shall be kept in the Register of Internal Notifications 

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 other proceedings initiated by these actions.  



§ 9 
Final Provisions 

1. The correctness and efficiency of the functioning of this procedure is the responsibility of 

CEO. 

2. The Management Board of the Company shall, at least once a year, provide the Supervisory 

Board of the Company with the aggregate information from BJO about internal notifications and 

the follow-up actions taken in connection with these notifications. 

3. Applicants for employment based on an employment or other legal relationship that provides 

the basis for the provision of work or services or the performance of functions shall be provided 

with information on the procedure by the personnel unit with the commencement of recruitment 

or negotiations preceding the conclusion of a contract other than an employment relationship. 

5. The procedure enters into force 7 days after its notification to all persons performing work 

in ZORKA Sp. z o.o. 

6. Submission of a notification in the case of knowledge that a violation of the law has not 

occurred is subject to criminal liability. 

 

Jelenia Góra, 01/11/2024 

 

 


