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10.08 Confidential Disclosures Internal Reporting Procedures  

This Internal Reporting Procedure (hereinafter: “Procedure”) describes the rules of handling Whistleblower 
reports in the American School of Warsaw (hereinafter: “ASW”). This Procedure constitutes the procedure 
referred to in Article 24 (1) of the Whistleblower Protection Act of June 14, 2024 (hereinafter: “Act”). All terms 
used in the Procedure are as defined in the Act.  
 

Introduction 
 

ASW is committed to the principle of public accountability and nurtures a culture in which all employees and 
other persons performing work or services can safely and acceptably raise concerns about what is happening 
at work if they have a reasonable belief that misconduct has occurred. 
 
Whistleblowers play an important role in identifying and reporting potential, possible, or perceived violations 
of law that have come to their attention in a work-related context. ASW investigates genuine and reasonable 
concerns and ensures that Whistleblowers are not discriminated against or otherwise retaliated against for 
making a Report. A Whistleblower is an individual who reports or publicly discloses information about a 
violation of law obtained in a work-related context, including an employee, a temporary worker, a person 
providing work on a basis other than employment, including under a civil law contract, or an entrepreneur. 
This catalog is not closed. 
 

Reporting a violation (hereinafter: “Report”) 
 
A Report will be processed according to the following scheme and timeframe. 
 

Procedure Timeframe 
First Stage   

The Whistleblower reports a violation (as defined 
below in Section D. Scope) to the external entity 
(Łaszczuk i Wspólnicy sp.j.) which has been authorized 
by ASW to accept Internal Reports (“Report 
Recipient”). A Report should be made in writing. 
A Report may include: 

● description of the violation  
● indication of the reported person 
● the area to which the violation relate 
● suggestions that could lead to resolving the 

problem 

The Report Recipient verifies whether the Report 
relates to the catalogue defined in Article 3(1) of the 
Act.  
 
If the Report falls within this catalogue, within 
7 days of receipt thereof, the Report Recipient will 
send a Report receipt confirmation to the 
Whistleblower, unless the Whistleblower has not 
provided a contact (postal or e-mail) address.  
 
If the Report does not fall within this catalogue, 
within 7 days of receipt thereof, the Report 
Recipient will refer the Whistleblower to the 
appropriate channel of complaint to seek resolution. 
The Report Recipient forwards the Report to the 
impartial team authorized by ASW to take follow-up 
actions. 
 

The School Director, Associate Director of Finance & 
Operations and HR Director is an impartial department 
team authorized by ASW to follow up on a Report and 
is obliged to do so with due diligence (“Investigator”), 
subject to the sentence below.  
If a Report relates to either the School Director, 
Associate Director of Finance & Operations, or the HR 
Director, the individual will be excluded as a member 
of the Investigator Team. If a Report relates to the 

Follow-up activities will be carried out upon receipt 
of the Report.  
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School Director, the Chairman of the Board will be held 
as an Investigator. Additional Investigators may be 
named to support the case as determined by the 
impartial department team. 
Follow-up activities will be carried out upon receipt of 
the Report above. 

Based on the follow-up activities, the Investigator 
prepares a follow-up report and suggests further steps.  

Within a maximum of 3 months from the date of the 
Report receipt confirmation or, if the confirmation 
referred to above is not provided, 3 months from 
the expiry of 7 days from the date of the internal 
Report, the Investigator provides the Whistleblower 
with feedback, unless the Whistleblower has not 
provided a contact address to which feedback 
should be provided. 
 
Feedback will include information on the follow-up 
activities planned or taken and the reasons for such 
actions. The Whistleblower will not be provided 
with the follow-up report or a copy thereof. 
  

 

Objective 
 

The Procedure lays down the process for Whistleblowers to follow if they have concerns about a violation of 
the law, i.e., an act or omission that is unlawful or intended to circumvent the law relating to the areas 
indicated in Article 3(1) of the Act. 
 
This Procedure aims to: 

● Encourage Whistleblowers to feel confident in making reports, as well as encourage them to respond 
to behavior that has raised their concerns; 

● Provide opportunities for Whistleblowers to raise such concerns and receive feedback; 
● Ensure that Whistleblowers receive a response to their report; 
● Reassure Whistleblowers that they will be protected from possible reprisals, subsequent 

discrimination victimization or disadvantage in connection with the report made.  
 

Scope 
 

This procedure is intended to provide a safe and secure mechanism for persons who may wish to report any 
violation of the law in ASW, including potential, possible, or perceived violations, in terms of the areas 
indicated in Article 3(1) of the Act, knowledge of which they acquired in a work-related context.  
 
This procedure relates to every instance where a potential Whistleblower becomes aware that there has been 
a violation of the law in terms of the areas indicated in Article 3(1) of the Act. 
 

Details 
 

Below are areas in which violations may be reported: 
1) corruption; 
2) public procurement; 
3) financial services, products, and markets; 
4) counteracting money laundering and terrorism financing; 
5) product safety and compliance with requirements; 
6) transport safety; 
7) environmental protection; 
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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 IT networks and systems; 
15) financial interests of the State Treasury of the Republic of Poland, local government units, and the 

European Union; 
16) the internal market of the European Union, including public law rules of competition and state ai,d 

and taxation of legal persons; 
17) constitutional freedoms and rights of humans and citizens - occurring in an individual's relations with 

public authorities and not related to the areas indicated in points 1-16. 
 
All reports will be treated seriously, assessed on their merits, and appropriately investigated. Within the 
timeframe specified in Section A, the Whistleblower will receive feedback on the outcome of the follow-up 
activity taken or on the planned action and the reasons for such action, subject to restrictions under other 
laws. The follow-up plan will be agreed on a case-by-case basis, as issues such as confidentiality may need to 
be taken into account.  
 
The Procedure does not apply to raising grievances about an employee’s personal situation and, thus, does not replace 
existing procedures for personal differences or conflicts not listed in Article 3(1) of the Act. If a person working for ASW 
wants to report an issue from this area, they should consult the school’s Grievance Procedure or discuss with their line 
manager.  
 

No retaliation against Whistleblowers 
 

ASW will not tolerate any retaliation against a Whistleblower and will take appropriate action to protect the 
Whistleblower against such actions. Any evidence that a Whistleblower has experienced retaliation in 
connection with their report, or that an attempt has been made to cover up a violation of the law, will be 
treated very seriously and is likely to result in disciplinary action.  
 
If a Whistleblower makes a report in good faith, but the reported violation is not confirmed by investigation 
or other follow-up, no action will be taken against them. All employees must understand that it is acceptable 
for them to report violations, even in cases where a genuine concern turns out to be mistaken or misguided. 
If, however, a Whistleblower makes a report frivolously, maliciously (i.e., the Whistleblower knows the matter 
to be untrue) or for personal gain, disciplinary action may be taken against them.  
 

How to raise a concern 
 

A person who has learned of a violation of the law in a work-related context may report the violation to the 
Report Recipient. The earlier a report is made, the easier it is to take action. 
 
Reports may be made in writing through the following channels:  

● Email address: sygnalisci.asw@laszczuk.pl 
● Mailing address:  Łaszczuk i Wspólnicy sp. j., Plac Piłsudskiego 2, 00-073 Warszawa (with the note 

"ASW. Internal report") 
 
ASW does not accept anonymous reports. 
The Report Recipient sends written communication to a Whistleblower, provided that they have provided a 
contact (e-mail or postal address). The written communication confirms the receipt of a Report.  
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A Report may include indicating the nature of the violation of the law, but this is not obligatory. The 
Whistleblower may indicate the fact that a violation of law has occurred (there is no need to provide details; 
the mere fact that a violation of law has occurred is enough). 
 
The Recipient will forward the Report to the Investigator.  
 
The Investigator will analyze and verify the Report, undertake follow-up activities, and undertake further 
communication with the Whistleblower, including requesting additional information and providing feedback 
to the Whistleblower. The Investigator is required to exercise due diligence in follow-up activities. 
 
Follow-up activities include, in particular: 
a) termination of the report verification procedure due to insufficient evidence or for other reasons, 
b) initiating and conducting an internal investigation, 
c) referral of the case to another body, 
d) bringing charges,  
e) actions to recover funds or other appropriate corrective action under the powers granted, 
f) informing the Whistleblower as feedback of the findings made during the investigation and the measures 

taken to address the issue raised, as well as the reasons for choosing such follow-up activities. 
 

Confidentiality and Personal Data Protection 
 

All employees involved in the investigation of the Whistleblower’s report will be required to maintain 
confidentiality in relation to the reports received, also after the termination of the employment relationship 
or any other legal relationship under which they have performed such work. 
 
The personal data of the Whistleblower, allowing to establish their identity, will not be disclosed to 
unauthorized persons, except with the express consent of the Whistleblower.  
 
The principle described above does not apply where disclosure is a necessary and proportionate legal 
obligation in connection with investigations conducted by public authorities or preparatory or judicial 
proceedings conducted by courts, including to guarantee the right to defense of the Reported Person.  
 
ASW, upon receipt of a Report from a Whistleblower, shall process personal data to the extent necessary to 
accept the Report or to take possible follow-up action. Personal data that is not relevant to the processing of 
the Report shall not be collected and, if accidentally collected, shall be deleted immediately. The deletion of 
such personal data shall take place within 14 days of the determination that it is not relevant to the case. 
 
The provision of Article 14(2)(f) of the GDPR (obligation to state the source of personal data or information) 
shall not apply unless the Whistleblower: (1) had no reasonable grounds for believing that the reported 
information was true at the time of the Report and that it constituted information on a breach of law; (2) has 
given their explicit consent to the disclosure of their identity. 
 
The provision of Article 15(1)(g) of the GDPR (as regards the provision of information on the source of personal 
data) shall not apply unless the Whistleblower: (1) had no reasonable grounds for believing that the reported 
information was true at the time of the Report and that it constituted information on a breach of law; (2) has 
given their explicit consent to the disclosure of their identity. 
 
Personal data and other information collected in the Register of Internal Reports shall be retained for 3 years 
after the end of the calendar year in which follow-up action was completed, or the proceedings initiated by 
such action were concluded. After the expiry of the aforementioned deadline, ASW shall delete personal data 
and destroy documents related to the Internal Report.  
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The Procedure and the processing of personal data associated with the receipt of Reports shall prevent 
unauthorised persons from gaining access to the information covered by Reports and shall ensure that the 
confidentiality of the identity of the Whistleblower, the Reported Person, and any third party indicated in the 
Report is protected. The protection of confidentiality applies to information based on which such persons can 
be directly or indirectly identified. 
 
This point “H” shall not exclude the protection of personal data provided for in other procedures in force at 
the ASW or in legislation on the protection of personal data, including the GDPR. 
 

Representation  
 

An employee or another person working in ASW may invite a representative of the TPA or a work colleague to 
be present during any meetings or interviews in connection with the report made, as long as this does not 
jeopardize the effectiveness of the follow-up activities. In that case, the participation of a third party during 
the interviews will be based on the express consent of the Whistleblower or other person being interviewed. 
However, the participation of a third party will not be possible during the meeting if it may jeopardize the 
further conduct of follow-up activities (in particular, if it is likely that it will be necessary to interview this 
person at a later stage). 
 

Information on external reports  
 

Regardless of the internal report, the Whistleblower has the right to make an external report. An external 
report will be accepted by the Ombudsman or a public (Polish or European) authority with respect to cases 
involving violations of law as defined in Article 3 (1) of the Act. 
  
An External Report will be made under the rules provided for in the Act and the External Reporting Procedure 
established by the Ombudsman or following the rules of procedure of public authorities made available on 
their Public Information Bulletins (BIP).  
 

Review of this procedure 
 

The Procedure will be reviewed on an annual basis by the Administrative team.  
 

Final Provisions  
 

The procedure enters into force 7 days after it is made known to those providing work in the manner adopted 
at ASW.  
 
To the extent not regulated in the Procedure, the generally applicable regulations will apply, including the 
provisions of the Act.  
 
The Procedure has been adopted after consultation with representatives of persons working for ASW, elected 
following the procedure adopted in ASW. 
 

 

Revised: May, 2025 

Reviewed: May, 2025 


