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§ 1 
PURPOSE OF THE PROCEDURE
The purpose of this procedure is to implement the requirements of the law and standards set out in internal regulations regarding the creation of internal channels for reporting irregularities, as well as to define the rules and methods for reporting information about violations of the law obtained in a work-related context.
[bookmark: _Toc495678484]§ 2 
MATERIAL SCOPE OF THE PROCEDURE
1. This Procedure covers the following areas of Reporting:
1) In terms of requirements under generally applicable law:
[bookmark: _Hlk178830720]reports on violations of the law specified in the Act of 14 June 2024 on the Protection of Whistleblowers, within the scope indicated in Appendix 1 to this Procedure;
anonymous reports pursuant to Article 97d of the Act of 29 July 2005 Public Offering, Conditions Governing the Introduction of Financial Instruments to Organised Trading, and Public Companies;
reports resulting from the Act of 13 May 2016 on Counteracting Threats of Sexual Crime and the Protection of Minors.
2) In terms of requirements arising from internally applicable legal regulations, classified as Reports concerning actions detrimental to the KGHM Polska Miedź S.A. Capital Group:
a) Procedure for control activities of the Security and Loss Prevention Section of KGHM Polska Miedź S.A.;
b) Procedure for control activities and procurement processes in the KGHM Polska Miedź S.A. Capital Group;
c) Personal Data Protection Policy;
d) Information Security Policy.
3) In terms of requirements arising from internally applicable legal regulations, the following are classified as ethical reports:
a) Code of Ethics of the KGHM Polska Miedź S.A. Group;
b) Code of Conduct at the KGHM Polska Miedź S.A.;
c) Human Rights Policy at the KGHM Polska Miedź S.A.
d) Responsible Supply Chain Policy at the KGHM Polska Miedź S.A. Group.
§ 3 
PERSONAL SCOPE OF THE PROCEDURE
1. This Procedure applies to all entities of the KGHM Group. The provisions of the Procedure are binding on all persons making a Report under its provisions.
§ 4 
TERMS AND DEFINITIONS
KGHM Head Office: the organisational unit of KGHM performing central management, supervisory, control and coordination functions specified in the Organisational Regulations of the KGHM Polska Miedź S.A. in Lubin;
LB Department: Security and Internal Control Department; 
ZR Department: Corporate Risk and Compliance Management Department;
Follow-up action: action taken to assess and consider the information contained in an internal report, in particular through an investigation, the initiation of an inspection or work undertaken by the Ethics Committee;
Retaliatory action: direct or indirect negative action caused by an internal or external report, or public disclosure, which violates or may violate the rights of the person making the report, causing or likely to cause harm to that person;
Acting in good faith: making a Report by the Whistleblower, provided that he/she had reasonable grounds to believe that the information being the subject of the Report or public disclosure was true at the time of making the Report or public disclosure and that it constituted information about a violation of the law; 
KGHM Group: KGHM Polska Miedź S.A. Capital Group, consisting of the Head Office of KGHM Polska Miedź S.A. with its registered office in Lubin, Branches of KGHM Polska Miedź S.A. and direct and indirect subsidiaries;
Anonymous information: information that does not directly or indirectly contain the personal data of the person providing it; 
Information about a violation of the law: information, including reasonable suspicion, concerning an actual or potential violation of the law within the KGHM Group, and information about an attempt to conceal a violation of the law;
Feedback: information provided to the person making the report on planned or taken follow-up actions and explanations of the reasons for such actions;
KGHM: KGHM Polska Miedź S.A. In Lubin;
Workplace Manager: President of the Management Board of KGHM Polska Miedź S.A., President of the Management Board of a KGHM Group entity or a person with appropriate power of attorney, and for KGHM Branches – KGHM Branch Director or a person with appropriate power of attorney;
KGHM Branch: an organisational unit of KGHM Polska Miedź S.A. separated in accordance with the Organisational Regulations of the KGHM Polska Miedź S.A.;
Whistleblower assistant: a natural person who assists the Whistleblower in making a Report 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 colleague, a family member of the reporting person or a person cohabiting with the reporting person;
Affected person: a person identified in the internal report as a person who, in the opinion of the Whistleblower, has committed a violation of the law or with whom that person is associated;
KGHM Group entity: KGHM Polska Miedź S.A., the Head Office and Branches of KGHM Polska Miedź S.A. or a Company belonging to the KGHM Group;
Employer: the Head Office of KGHM Polska Miedź S.A., KGHM Branches and KGHM Group Entities acting as employers;
Employee: a person employed by a KGHM Group entity under an employment contract and/or civil law contract or other legal relationship (e.g., appointment), regardless of his/her position in the organisational hierarchy, a person recruited to a KGHM Group entity, as well as a person employed by a subcontractor of one of the above-mentioned entities;
Procedure: this ‘Procedure for accepting internal reports of legal violations and taking follow-up action in the KGHM Polska Miedź S.A. Group’;
Supervisor: a person appointed by the Employer as a person performing managerial and/or supervisory functions, and/or a person who is organisationally superior to the worker;
Whistleblower: a natural person who reports or publicly discloses information about a violation of the law obtained in a work-related context as set out in point 2 of the Procedure.   The Whistleblower is entitled to protection under the Act of 14 June 2024 on the Protection of Whistleblowers;
Internal report: oral or written communication of information about a violation of the law specified in paragraph 2 of the Procedure, made through dedicated internal channels in a manner that ensures its confidentiality;
External report: oral or written communication of information about irregularities to the competent authorities indicated in the applicable regulations;
Public disclosure: disclosure of information about a violation of the law to the public.
§ 5 
ACCEPTANCE OF INTERNAL REPORTS
1. The unit responsible for performing administrative activities related to the acceptance of internal reports is the ZR Department. The activities of the ZR Department include the following:
1) accepting and registering reports;
2) maintaining a register of reports;
3) confirming to the person making the Report (Whistleblower) that the internal Report has been accepted within 7 days of its receipt, unless he/she has provided a contact address to which the confirmation should be sent, with the proviso that further contact with the person making the Report after the Report has been decreed for consideration will be made by the KGHM Group Entity authorised to conduct the follow-up action;
4) issuing a certificate confirming the status of the Whistleblower at his/her request; 
5) monitoring compliance with the obligation to protect Whistleblowers against retaliatory action; 
6) regularly reporting to the Management Board of KGHM Polska Miedź S.A. statistical data on the number and types of reports made within the KGHM Group.
2. To perform a preliminary substantive assessment of the Report, a Verification Team shall be appointed within KGHM Polska Miedź S.A., consisting of the following permanent representatives:
1) Director of the LB Department or a person designated by him/her; 
2) Director of the ZR Department or a person designated by him/her.
3. In justified cases, to assess the content of the Report, permanent members of the Verification Team may invite a representative of the Legal Department and/or a representative of the Human Resources Department to participate in the work of this Team.
4. The Chairman of the Verification Team shall be the Director of the ZR Department, and the Deputy Chairman of the Verification Team shall be the Director of the LB Department. 
5. To verify a given report, the Chairperson may also appoint to the Verification Team other persons with competence and specialist knowledge in the subject matter of the Report.
6. The tasks of the Verification Team include: 
1) conducting a preliminary verification of the Report's content in terms of its subject matter;
2) identifying the relevant departments or the appropriate KGHM Group Entity responsible for follow-up actions;
3) indicating the recommended follow-up actions, if possible and within the scope of its authorisation;
4) rejecting the Report if it is clearly unfounded or does not meet the requirement specified in § 6(5);
5) determining the manner and deadline for the transfer of information between the relevant KGHM Group Entities or indicating the need for joint examination of the Report, if its content covers several areas specified in paragraph 2 of the Procedure.
The Verification Team shall conduct a preliminary verification of the Report without delay to ensure that the information will be communicated to the Whistleblower in a timely manner and that the Report will be forwarded to the appropriate KGHM Group Entity authorised to take follow-up action. 
§ 6 METHODS OF SUBMITTING REPORTS
Reports shall be submitted via:
1) the dedicated Ethics Hotline platform;
2) e-mail correspondence sent to the dedicated e-mail address: liniaetyki@kghm.com;
3)  a dedicated hotline at +48 76 747 8282 (direct contact with a worker from the ZR Department);
4) a recording telephone line at +48 76 74 80 777 (contact via a recording telephone line without the involvement of a worker from the ZR Department);
5) written correspondence sent to the following address:
Corporate Risk and Compliance Management Department
KGHM Polska Miedź S.A.
ul. M. Skłodowskiej-Curie 48
59-301 Lubin
To ensure full confidentiality of the Report, the envelope should be marked ‘Internal Report – for the attention of ZR’;
6) verbal Report made during a face-to-face meeting at the ZR Department. A request for such a meeting should be submitted via the above-mentioned e-mail address or telephone numbers. The meeting shall take place on a date agreed with the person making the Report, no later than 14 days from the date of receipt of the request in this respect;

7) [bookmark: _Hlk177723206]when the Report concerns a Member of the Management Board of KGHM Polska Miedź S.A. or persons designated as responsible for receiving Reports as well as members of the Verification Team, the Report should be forwarded immediately to the Supervisory Board of KGHM Polska Miedź S.A. for further action.
Every Employee, if he/she will receive a Report concerning the content of this Procedure within the scope of his/her official duties, is obliged to immediately forward such a Report to the ZR Department for further processing.
The recommended template for the Report (including the scope of information required to be provided at the time of filing the Report) is set out in Appendix 2 to this Procedure.
The Report may also be filed anonymously.
[bookmark: _Hlk178783687]The Report shall not be anonymous if it concerns the following areas: Reports in the area of ethics concerning suspected violations of labour law, in particular mobbing and discrimination, or Reports in the area of privacy and personal data protection as well as network and ICT system security.
§ 7 
FOLLOW-UP ACTIONS
1. Follow-up actions include the following:  
1) taking all actions by an authorised KGHM Group Entity, based on internally applicable normative acts defining its competence, aimed at establishing the facts and assessing the validity of the Report based on the collection of comprehensive evidence;
2) further contact with the Whistleblower to obtain additional information, if necessary, based on an analysis of the content of the Report or the evidence gathered, as well as providing feedback to the Whistleblower as required by law;
3) keeping complete records of the proceedings, in particular taking into account the principles of confidentiality and impartiality;
4) preparing final recommendations regarding the Report in relation to the process where the irregularity has been identified.
2. The following entities are empowered to act as KGHM Group Entities authorised to perform follow-up actions, which results from the scope of duties and responsibilities arising from internal regulations, as well as the powers granted to them:
1) in terms of the subject matter of the irregularities indicated in § 2(1)(1) of the Procedure, the LB Department/the unit responsible for security issues as well as anti-fraud and anti-corruption matters;
2) [bookmark: _Hlk174354615] in terms of the subject matter of the irregularities indicated in § 2(1)(2) of the Procedure LB Department/the unit responsible for security issues as well as anti-fraud and anti-corruption matters;
3) in terms of the subject matter of the irregularities indicated in § 2(1)(3), the Ethics Committee in the Entity.
3. Each Employee is obliged to actively participate and cooperate in activities aimed at establishing the facts of the Report.
§ 8 
STATUS, RIGHTS AND OBLIGATIONS OF THE WHISTLEBLOWER
1. The person making the Report acquires the rights specified in this chapter from the date of making it. The fact of making an anonymous Report does not preclude the granting of Whistleblower status if, in the course of follow-up actions, the personal source of the Report is unequivocally confirmed. The ZR Department is responsible for confirming Whistleblower status.  
2. The rights and obligations of the Whistleblower include:  
1) the right to information regarding the status of the Report, including compliance with confidentiality and personal data regulations, and to receive feedback within three months from the date of confirmation of the Report's acceptance regarding planned or undertaken follow-up actions and the reasons for such actions;  
2) the possibility of obtaining a certificate of Whistleblower status upon request;
3) protection against retaliatory action, whereby the Whistleblower should inform the HR Department of any such action taken against him/her;
4) full confidentiality of the Whistleblower's data;
5) unless expressly excluded by the provisions of the Procedure, the possibility of making a Report anonymously; 
6) the provision of information relating to true events which, at the time of reporting, constitute information about a violation of the law;
7) immediately providing, in the course of follow-up actions, any information relevant to the subject matter of the Report; 
8) cooperating with KGHM Group Entities authorised to take follow-up actions.
3. If the person making the Report does not act in good faith, he/she shall be subject to disciplinary liability or liability for damage for violating the rights of others or obligations specified in the provisions of law, in particular with respect to defamation and violation of personal rights.
Article 9 
PROHIBITION OF RETALIATORY ACTION
There is a strict prohibition on retaliatory action, including attempts or threats of such action, against a person making a Report (both internal and external), as well as public disclosure. Any repressive, discriminatory or other unfair treatment will be considered a violation of the Procedure and may result in administrative or disciplinary liability. Any retaliatory actions should be reported to the HR Department.
§ 10 
PERSONAL DATA PROCESSING WHEN HANDLING INTERNAL REPORTS
1. Personal data collected in connection with the submission of an internal report and the implementation of follow-up actions shall be processed in accordance with the applicable personal data regulations. 
2. The templates of the information clauses used are based on the Privacy Policies adopted and in force at a given entity. 
3. The personal data of the person making the Report, which allows for the establishment of his/her identity, shall not be disclosed to unauthorised persons without his/her express consent. 
11. 
REGISTER OF REPORTS
1. Internal reports shall be recorded in the Register of Reports maintained by the ZR Department. 
2. The Register of Reports shall contain, in particular:
1) the report identification number;
2) the subject of the report;
3) the personal data of the person making the Report and the affected person, necessary for the identification of those persons, if provided by the person making the Report or disclosed in the course of follow-up actions;
4) the contact address of the person making the Report, if provided by him/her;
5) the date of receipt of the internal Report;
6) information on the follow-up actions taken;
7) information on the date of commencement and completion of follow-up actions.
§ 12 
EXTERNAL REPORTS
1. Reports concerning the subject matter of the irregularity indicated in § 2(1)(1)(a), i.e. Reports specified in the Act of 14 June 2024 on the Protection of Whistleblowers may , in each case and at any time, also be made directly to the Ombudsman, a public authority, and to the institutions, bodies or organisational units of the European Union competent for the Report in question.
2. [bookmark: _Hlk178783264]All information on how to make external reports is specified on the Ombudsman's website, including information on dedicated channels, required information and operating principles. 
§ 13 
FINAL PROVISIONS
1. The following is prohibited:
1) attempting to establish the identity of the person making the Report against his/her will;
2) hindering or preventing the making of Reports;
3) persuading others not to make Reports;
4) taking retaliatory action;
5) making Reports that are clearly unjustified and/or constitute slander, defamation or damage to the reputation of other Employees or KGHM Group Entities.
2. The actions described in paragraph 1 shall be considered a violation of the Procedure.
3. The ZR Department is responsible for the adequacy and effectiveness of the Procedure.
4. The adequacy and effectiveness of the Procedure shall be assessed at least once every 12 months.
§ 14
RELATED DOCUMENTS
1. Code of Ethics of the KGHM Polska Miedź S.A. Group
KGHM Polska Miedź S.A. Group. Procedure for counteracting violations of labour law violations in the area of equal treatment of workers, in particular mobbing and discrimination.
KGHM Polska Miedź S.A. Capital Group. Ethics Committee’s Regulations.
§ 15
APPENDICES
1. Material scope of reports pursuant to the Act of 14 June 2024 on the Protection of Whistleblowers.
2. Internal Report Form.
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Pursuant to Article 3(1) of the Act of 14 June 2024 on the Protection of Whistleblowers, a breach of law is an act or omission that is unlawful or intended to circumvent the law and that concerns:
1) corruption;
2) public procurement;
3) financial services, products and markets;
4) prevention of money laundering and terrorist financing;
5) product safety and compliance;
6) security of transport;
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) privacy and data protection;
14) security of ICT networks and systems;
15) financial interests of the State Treasury of the Republic of Poland, of the local government unit and of the European Union;
16) internal market of the European Union, including public-law competition, State aid and corporate tax rules;
17) constitutional human and civil rights and freedoms – existing in relations of individuals with public authorities and not related to the areas set out in points 1 to 16.
Appendix 1
Material scope of reports pursuant to the Act of 14 June 2024 on the Protection of Whistleblowers
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	REPORTING IRREGULARITIE[footnoteRef:2] [2:  Reports will be considered if they concern the disclosure of irregularities defined in the Procedure for accepting internal reports of legal violations and taking follow-up action in the KGHM Polska Miedź S.A. Group.
] 


	This form is used to report irregularities within the KGHM Group in accordance with the ‘Procedure for accepting internal reports of legal violations and taking follow-up action in the KGHM Polska Miedź S.A. Group.’
Contact details:
Corporate Risk and Compliance Management Department
KGHM Polska Miedź S.A. 
ul. M. Skłodowskiej-Curie 48
Note: ‘Internal report – for the attention of ZR only’.
59-301 Lubin
Tel. +48 76 747 8282

	FORM OF REPORTING
ANONYMOUS:  YES / NO (please tick by ‘x’ the appropriate box)
Comment: An anonymous report cannot be submitted on irregularities from the following areas:
a) mobbing/discrimination;
b) privacy and personal data protection;
c) security of ICT networks and systems;

	Details of the person making the Report:
	Full name:
	

	Contact details:
	

	a) phone:
	

	b) e-mail address:
	


 

	KGHM Group entity to which the report relates: ……………………………………………………………………….

	Status of the person making the Report (please tick by ‘x’ the appropriate box):
□ worker,
□ former worker,
□ job applicant,
□ person performing work on the basis other than an employment relationship, including those based on a civil law contract, in particular a contract of mandate, contract for specific work, contract,
□ entrepreneur conducting business activity,
□ trainee/intern,
□ apprentice,
□ volunteer,
□ person performing work under the supervision and management of a contractor, subcontractor or supplier, including under a civil law contract: contractor's, subcontractor's or supplier's company,
□ other – specify ………………………………………………………………………..…………………………………………

	CONTENT OF THE REPORT
Please give the following information:
1. Provide details of the person(s) who committed the irregularities, contributed to their occurrence or whose continued, uninterrupted actions may lead to their occurrence: 
	Full name
	Place of employment:

	
	

	
	

	
	

	
	

	
	



2. Provide details of persons who are victims of the irregularities that are the subject of your report or who may become victims (have suffered or may suffer financial, material, psychological and/or physical losses):
	Full name
	Place of employment

	
	

	
	

	
	

	
	

	
	



3. State, if you know, what the relationship is between the persons indicated above (formal relationships – professional and/or informal relationships – family, social):
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
4. Describe the irregularities that are the subject of your report. Provide the circumstances of their occurrence, according to your knowledge. Below are some helpful questions. A more detailed description will enable a faster assessment of the reported irregularity. We are recommending to answer all questions in the chronological order indicated by us:
· What did actually happen?
· Where and when did the irregularities occur?
· How did the irregularity arise, what was the sequence of events (in chronological order)?
· Why do you think the irregularity arose, what could have been the motives of the people involved in the case?
· What effects, in your opinion, did the irregularities described in the report cause or may cause?
· Did you take any action to eliminate the irregularities before making the report? 
· Who is the perpetrator of the act? Who is the victim of the incident?
· Who might have benefited from this incident? 
· Could this incident have caused any damage/harm? 
· What is the connection (context) between the reported irregularity and your work? 
· Have you previously reported the irregularity to your supervisor/employer? If so, what was the outcome? 
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….

	EVIDENCE
Please indicate any witnesses, evidence confirming the facts, e.g. documents, if any, and attach them to the report if you have them:
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………….

	STATEMENT BY THE PERSON REPORTING THE IRREGULARITY
I hereby declare that:
1. in making this report on irregularities, I had reasonable grounds to believe that the information being reported or disclosed to the public was true at the time of reporting or disclosure and that it constituted information about a violation of the law;
1. all information I have provided is consistent with my knowledge;
1. in making this report, I have disclosed all facts and circumstances known to me concerning the subject matter of the report;
1. I am familiar with the KGHM Group's ‘Procedure for accepting internal reports of legal violations and taking follow-up action in the KGHM Polska Miedź S.A. Group.’
1. I am aware of the information obligation regarding the processing of personal data in connection with the report made; 
1. I am aware of the possible consequences for making a false report of irregularities – possible disciplinary or criminal liability (defamation/slander). 



……………………………………………………………………………………………………………..
date and legible signature of the person reporting the irregularity
(does not apply to anonymous reports)
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