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SMERNICE O VNITRNIM OZNAMOVACIM SYSTEMU VE SPOLECNOSTI ADP
EMPLOYER SERVICES CESKA REPUBLIKA, A.S.
POLICY ON THE INTERNAL ,WHISTLEBLOWING*“ SYSTEM OF ADP EMPLOYER ;
SERVICES CESKA REPUBLIKA, A.S. |

Datum vstupu v tG¢innost: 13. prosince 2023
Date of effectiveness: December 13, 2023

1.  UVODNIi USTANOVENI
INTRODUCTORY PROVISIONS

1.1.  V souladu se zakonem &. 171/2023 ze dne 2. éervna 2023, o ochrané oznamovatell (dale jen

»ZOCH") a Etickym kodexem (ADP Code of Business Conduct & Ethics) vydava spoleénost
ADP Employer Services Ceska republika, a.s., ICO: 61858684 (dale jen ,Spolecnost“ nebo
»ADP CZ“) tuto smérnici o vnitfnim oznamovacim systému ve spoleénosti ADP CZ (déle jen
»Smérnice"). Tato Smérnice je vydavana jako zavazné rozhodnuti Spoleénosti, a nikoliv jako
vnitini predpis zaméstnavatele ve smyslu § 305 zdkona &. 262/2006 Sb., zakonik prace, ve
znéni pozdéjSich predpisu.
In accordance with Act No. 171/2023 of 2 June 2023 on Wh|stleblower Protection (the “Whistleblower
Protection Act") and the ADP Code of Business Conduct & Ethics (the “Code of Conduct”), ADP
Employer Services Ceska republika, a.s., Company ID no.: 61858684 (the “Company” or “ADP CZ")
issues this policy on the internal whlstleblowmg system of ADP CZ (the “Policy”). This Policy is issued
as a binding decision of the Company and not as an internal regulation of the employer within the
meaning of Section 305 of Act No. 262/2006 Coll., the Labor Code, as amended.

1.2. KaZda osoba, na niz se vztahuje osobni pisobnost této Smérnice (dale jen ,,0znamovatel“),

' musi prostrednictvim kanald vnitiniho oznamovaciho systému ADP CZ (déle jen ,,VOS*)
informovat Spolecnost o porusenich podle této Smérnice (pfi zohlednéni oblasti ptisobnosti
él. 2.1 nize). Oznameni musi obsahovat oznaceni osoby, proti které sméruje (dale jen
sDotéend osoba“) a obsahovat informace uvedené v ¢l. 6.1.1 této Smérnice (dale jen
»0znameni“). Nedodrzeni povinnosti ucinit Oznameni v ramci plsobnosti této Smérnice
muZe predstavovat pro zaméstnance ADP poruSeni povinnosti a byt predmétem
disciplinarniho Fizeni.
Any person covered by the personal scope of this Policy (the “Whistleblower”) must notify the
Company of violations under this Policy (and taking into account the scope of Article 2.1 below)
through the channels of the ADP CZ internal reporting system (the “IWS”). The notification must
identify the person against whom it is directed (the “Reported Person”) and contain the information
specified in Article 6.1.1 of this Policy (the “Notification”). With respect to employees of ADP, failure
to comply with the obligation to make a Notification within the scope of this Policy may constitute a
breach of duty and be subject to disciplinary proceedings.

1.3. - Spoleénost ADP CZ v této souvislosti zfidila VOS nad ramec stavajicich globalnich kanalu
pro oznamovani (na které se nevztahuji Ceské pravni predpisy), jak je uvedeno v Etickém
kodexu. Proto se odkaz uvedeny v Etickém kodexu ohledné moZnosti obritit se na globalni
etickou linku ADP, mistni HR oddéleni, pravni oddéleni, svého pfimého nadfizeného, popf.
auditorskou komisi predstavenstva (Audit Committee of the Board of Directors) a oznamit

Copyright © 2023 ADP, Inc.




®
Always Designing
for People®

poruSeni nebo prestupky se od okamziku vstupu téchto zasad v platnost nadale vztahuje na
spolecnost ADP CZ ve vztahu ke skuteénostem nespadajicim pod ¢l. 2.1 této Smérnice.

In this context, ADP CZ has established the IWS in addition to the existing global reporting channels
(which are not subject to Czech law) as set out in the Code of Conduct. Therefore, the reference in
the Code of Conduct regarding the possibility to contact ADP Global Ethics, the local HR department,
the legal department, your direct manager, or the Audit Committee of the Board of Directors to report
breaches or misconduct continue to apply to ADP CZ with respect to matters not falling within Article
2.1 hereof as of the entry into force of this Policy.

1.4. Informace tykajici se VOS jsou uvedeny v samostatné a snadno identifikovatelné sekci na
webovych strankach spoleénosti ADP v souladu se ZOCH.
Information regarding the IWS is provided in a separate and easily identifiable Section on ADP
website in accordance with the Whistleblower Protection Act.

2.  VECNA PUSOBNOST
MATERIAL SCOPE

2.1. VOS umoziiuje prostfednictvim kanalu uvedenych v této Smérnici oznamit skutecnosti,
které:
The IWS allows for notification through the channels specified in this Policy of facts that:

2.1.1. maji znaky trestného cinu,
have the characteristics of a criminal offence,

2.1.2. maji znaky prestupku, za ktery zdkon stanovi sazbu pokuty, jejiz horni hranice je
alespon 100.000 Kc, _ :
have the characteristics of an administrative offence for which the law provides for a fine with
an upper limit of at least CZK 100,000

2.1.3. porusuji ZOCH nebo
violate the Whistleblower Protection Act, or

2.1.4. porusuji jiny pravni predpis Ceské republiky nebo Evropské unie v oblasti:
violate other legal regulation of the Czech Republic or the European Union in the field of:

a) finanénich sluzeb, povinného auditu a jinych ovérovacich sluzeb, finanénich
produktt a financnich trhu,
financial services, mandatory audits and other auditing services, financial products and
financial markets,

b) dané z pfijmu pravnickych osob,
corporate income tax,

c) predchazeni legalizaci vynosu z trestné ¢innosti a financovani terorismu,
prevention of money laundering and terrorist financing,

d) ochrany spottebitele,
~ consumer protection,
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2.2.

23.

24.

e) souladu s pozadavky na vyrobky véetné jejich bezpecnosti,
product safety and compliance,

f) bezpecnosti dopravy, prepravy a provozu na pozemnich komunikacich,
traffic, transport and road safety,

g) ochrany Zivotniho prostredi,
protection of the environment;

h) bezpeénosti potravin a krmiv a ochrany zvirat a jejich zdravi,
food and feed safety, animal health and welfare,

i) radiaéni ochrany a jaderné bezpecnosti,
radiation protection and nuclear safety,

j) hospodarské soutéze, vefejnych drazeb a zadéni verejnych zakazek,
competition, public auctions and public procurement

k) ochrany vnitfniho poradku a bezpecnosti, Zivota a zdravi,
protection of internal order and security, life and health,

I) ochrany osobnich uidaji, soukromi a bezpe&nosti siti elektronickych komunikaci
a informacnich systémil,

protection of personal data, privacy and security of network and information systems;

m) ochrany finanénich zajmu Evropské unie nebo
the protection of the financial interests of the European Union, or

n) fungovani vnitfniho trhu véetné ochrany hospodarské soutéze a statni podpory
podle prava Evropské unie.

the functioning of the internal market, including the protection of competition and state
aid under European Union law.

Pokud oznamené skuteénosti nespadaji pod cl. 2.1 vySe, prava a zaruky stanovené ZOCH se
neuplatni a Oznamovatel musi vyuzit oznamovaci kanaly uréené v Etickém kodexu.
If the facts reported do not fall under Article 2.1 above, the rights and warranties set out in the

Whistleblower Protection Act shall not apply and the reporting channels set out in the Code of
Conduct should be used by the Whistleblower.

Tato Smérnice se nevztahuje na osobni konflikty nebo individualni oznameni zaméstnancu

ktera se svou povahou netykaji cl. 2.1 vyse. '
This Policy does not apply to interpersonal conflicts or individual reports from employees which, by
their nature, are not related to the scope of matters outlined in Article 2.1 above. ’

Bez ohledu na cokoli, co je v tomto ¢lanku uvedeno jinak, se v pfipadé jakéhokoli Oznameni
spadajiciho pod &lanek 2.1 této Smérnice a tykajiciho se (i) vedoucich pracovnikii nebo
feditelt spolecnosti ADP CZ nebo jakychkoli vedoucich pracovnikii spolecnosti ADP, (ii)
nesrovnalosti v Ucetnictvi nebo financnim vykaznictvi, (iii) zdvaznych poruseni pfedpis&’ (iv)
korespondence nebo kontaktu s vladnimi organy, které naznaduji potencialni nepi’iz,nivé
dusledky pro spolecnost ADP CZ nebo ADP, (v) trestnich v&cech, nebo (vi) zalezitosti, které
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by jinak mohly poskodit povést spoleénosti ADP (véetné zilezitosti, které by mohly vést '
k vyznamnému medialnimu Sifeni), jsou PfisluSné osoby povinny neprodlené pisemné
informovat hlavniho pravnika ADP (Chief Legal Officer); na kazdé Oznameni se vztahuji
pozadavky na zachovani divérnosti uvedené v €lanku 7 a omezeni plynouci ze ZOCH.
Notwithstanding anything to the contrary herein, for any Notification falling within Article 2.1 hereof
and involving (i) the officers or directors of ADP CZ or any senior leaders of ADP, (i) accounting or
financial reporting irregularities, (iii) serious compliance infractions, (iv) correspondence or contact
with governmental authorities indicating potential adverse consequences for ADP CZ or ADP, (V)
criminal matters, or (vi) matters otherwise potentially injurious to ADP’s reputation (including any that
could lead to significant media coverage), the Authorized Representatives shall promptly notify the
Chief Legal Officer of ADP in writing, provided any Notification shall be subject to the confidentiality
requirements of Article 7 and limitations set forth by the Whistleblower Protection Act.

3. OSOBNi PUSOBNOST
PERSONAL SCOPE

3.1. Oznamovatelem muze byt jakykoliv zaméstnanec v zakladnim pracovnépravnim vztahu
k ADP CZ, dobrovolnik, staZista a praktikant (bez ohledu na to, zda pobiraji odménu).
The Whistleblower can be any employee in a fundamental employment relationship with ADP CZ,
volunteer, intern and a trainee (regardless of whether they receive remuneration).

3.2. Oznamovatelem mohou byt i dalsi subjekty uvedéné v § 2 odst. 3 ZOCH.
The Whistleblower can be also other subjects listed in Section 2(3) of the Whistleblower Protection
Act.

4. PRISLUSNA OSOBA A JEJi POSTAVENI
AUTHORIZED PERSON AND ITS STATUS

41. Vsouladu se ZOCH je kprijimani a Setfeni Oznameni prostrednictvim VOS opravnéna

prisluSna osoba nebo vice prislusnych osob (dale jen ,,PfisluSna osoba“). PrisluSnou osobu
ustanovuje v souladu se ZOCH a souhlasem danych osob spravni rada ADP CZ. Pfislu§nou
osobou musi byt alespori jedna osoba primo z ADP CZ.
In accordance with the Whistleblower Protection Act, an authorized person or several authorized
persons (the “Authorized Person”) is authorized to receive and investigate the Notification through
the IWS. The Authorized Person is appointed by the Board of Directors of ADP CZ in accordance
with the Whistleblower Protection Act and with the consent of the persons concerned. At least one
person directly from ADP CZ shall be appointed an Authorized Person.

4.2. PrisluSnou osobou muze byt pouze fyzicka osoba, ktera je beziihonna, zletila (starSi 18 let)
a plné svépravna. PrisluSnou osobou miize byt osoba pfimo angaZovana ve Spolecnosti
i externista. Postaveni, znalosti, schopnosti, dovednosti a vlastnosti PrisluSné osoby nesmi
zavdavat divod k pochybnosti o tom, Ze svou ¢innost vykonava radné a nestranné.
Only a natural person who is of good character, of legal age (over 18 years) and fully capable of
exercising their legal capacity may be the Authorized Person. The Authorized Person may be
a person directly involved in the Company, as well as an external person. The position, knowledge,
skills, abilities and qualities of the Authorized Person must not give rise to any doubt that he or she
is acting properly and independently.
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4.3. Prislusné osobé nelze udélovat pokyny, ani jeji éinnost jinak ovliviiovat zptisobem, ktery by
mafril nebo ohroZoval jeji Fadny vykon. Kontrola fadného vykonu &innosti Prislusné osoby |
nadfizenym nebo nadfizenym vedoucim zaméstnancem neni za souéasného zachovani |
pozadavku nestrannosti a duvérnosti informaci souvisejicich s Oznamenim podle Smérnice |
prvni vétou dotcena. |
The Authorized Person may not be instructed or otherwise influenced in such a way as to impede or
jeopardize the proper performance of their duties. The review of the proper performance of the
Authorized Person's activities by a superior or senior manager, while maintaining the requirement of
independence and confidentiality of information related to the Notification under the Policy, shall not
be affected by the first sentence hereof.

44. Opravneéni prislusné osoby
Rights of the Authorized Person

4.4.1. PrisluSna osoba je pfi posuzovani diivodnosti Oznameni opravnéna
When assessing the reasonableness of the Notification, the Authorized Person is entitled to:

a) pozadovat prokazani totoZnosti Dotcené osoby nebo Osoby zicastnéné
na prosetrovani predlozenim zaméstnaneckého identifikacniho prikazu,
require proof of the identity of the Reported Person or the Person involved in the
investigation by showing an employee identification card,

b) pozadovat sdéleni Gidaji a predlozeni nebo zpristupnéni listin, audiovizualnich
a digitalnich zaznamu a jinych véci, které mohou souviset s Oznamenim,
require disclosure of information and production or access to documents, audio-visual
and digital recordings and other items that may be relevant to the Natification,

c) porizovat si z predlozenych nebo zpfistupnénych listin elektronické obrazy,
vypisy, opisy nebo kopie,
to take electronic images, extracts, copies or copies of documents produced or made
available,

d) porizovat si kopie predlozenych nebo zpfistupnénych audiovizudlnich
a digitalnich zaznamu,
to make copies of audiovisual and digital records produced or made available,

e) pofizovat se souhlasem Dotéené osoby nebo Osoby ziéastnéné na prosetfovani
zvukovy nebo obrazové zvukovy zédznam jejich tstniho projevu,
with the consent of the Reported Person or the Person involved in the investigation, to
make an audio or visual recording of their oral speech,

f) vstupovat do vSech prostor v ADP CZ, které mohou souviset s Oznamenim, L
to enter any premises in ADP CZ that may be related to the Notification,

g) pozadovat podporu od Osob zicastnénych na proSetfovani a od Dotéené osoby. -
request support from the Persons involved in the investigation and from the Reported
Person.

4.5. Povinnosti PrisluSné osoby
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5.1,

Duties of the Authorized Person

4.5.1.

4.5.2.

4.5.3.

4.5.4.

PrisluSna osoba vykonava svou &innost osobné a postupuje nestranné.
The Authorized Person shall act personally and independently.

PfisluSna osoba zachovava divérnost totoZznosti Oznamovatele a Chranéné osoby,
jakoz i informaci, které by k odhaleni jejich totoznosti mohly vést; to neplati, udéli-li
k postupu, ktery by mohl ohrozit zachovéani divérnosti totoZnosti, Oznamovatel nebo
Chranéna osoba pisemny souhlas. Tim neni dotéena povinnost PfisluSné osoby
informovat o externim oznamovacim systému (él. 10 této Smérnice).

The Authorized Person shall keep confidential the identity of the Whistleblower and the
Protected Person, as well as any information that could lead to the disclosure of their identity;
this shall not apply if the Whistleblower or the Protected Person gives written consent to
a procedure that could jeopardize confidentiality. This is without prejudice to the Competent
Person's obligation to inform about the external reporting system (Article 10 of this Policy).

Prislusna osoba muzZe nezbytné Sirokému okruhu jinych osob odhalit totoZnost
Dotéené osoby tehdy, je-li to nezbytné k fadnému prosSetreni informaci uvedenych
v Oznameni nebo k navrzeni nebo uloZeni preventivniho nebo napravného opatreni.
The Authorized Person may disclose the identity of the Reported Person to a necessarily
wide range of other persons where it is necessary to properly investigate the information
contained in the Notification or to propose or impose preventive or corrective action.

Pfislu3na osoba rovnéz zachovava duvérnost informaci, jejichz prozrazeni by mohlo
zmarit nebo ohrozit icel podavani Oznameni, zejména Fadné prosetfeni informaci
uvedenych v Oznameni a predejiti nebo napravu protipravniho stavu.

The Authorized Person shall also maintain the confidentiality of information the disclosure of
which could thwart or threat the purpose of making the Notification, in particular the proper
investigation of the information contained in the Notification and the prevention or remedy of
an unlawful condition. :

DALSi OSOBY A JEJICH POSTAVENI
OTHER PERSONS AND THEIR STATUS

Dotcena osoba
Reported Person

5.1.1.

Dotéena osoba ma pravo byt co nejdfive informovana o vysetrovani, byt sezndmena
se skutecénostmi, které ji jsou kladeny za vinu, a byt kdykoli vyslechnuta, v souladu
s ostatnimi podminkami Smérnice. Takové sdéleni se uskutecni v dobé a zpusobem,
které jsou povazovany za vhodné k zajisténi spravného priubéhu vysetfovani.

The Reported Person has the right to be informed of the investigation as soon as possible,
to be informed of the facts of which they are accused of and to be heard at any time, subject
to compliance with the remainder of this Policy. Such communication shall take place at such
times and in such manner as are considered appropriate to ensure the proper conduct of the
investigation. '

Setfeni bude probihat pfi plném respektovani cti, presumpce neviny a prava na
obhajobu Dotcené osoby, pri zachovani jeji totozriosti a pfi maximalnim zachovani
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5.2.

5.3.

diivérnosti skuteénosti a tidaji interniho Setfeni, v souladu s ostatnimi podminkami
Smeérnice.

The investigation shall be conducted with full respect for the honor, presumption of innocence
and the right of defense of the person concerned, preserving their identity and with all due
regard to confidentiality of the facts and data of the internal investigation, subject to the
remainder of this Policy.

5.1.3. Oznamovatel zachova miéenlivost o existenci Ozndmeni a vysSetfovani a nebude

vyhroZovat ani vyvijet natlak na Dotéenou osobu nebo jinou Osobu ziicastnénou na
proSetfovani. Obdobné je Dotéend osoba povinna zachovavat micenlivost o vSech
skuteénostech, o nichZ se v souvislosti s Oznamenim nebo jeho proSetfovanim dozvi.
Nedodrzeni téchto povinnosti. mize vést ve vztahu k zaméstnanci ADP — Dotcene
osobé nebo Oznamovateli - k disciplinarnimu postihu.
The Whistleblower will maintain confidentiality about the existence of the Notification and the
investigation and will not threaten or coerce the Reported Person or any other Person
involved in the investigation. Similarly, the Reported Person shall maintain confidentiality of
all facts of which he or she becomes aware in connection with the Notification or the
investigation thereof. With respect to an employee of ADP that is a Reported Person or
Whistleblower, failure to comply with these obligations may result in disciplinary action.

Osoba zti¢astnéna na prosetrovani
Person involved in the investigation

Pri proSetrovani mize vyvstat potreba, aby se PrisluSna osoba obratila s Zadosti o podporu
pfi Setfeni na prislusna interni oddéleni ADP CZ, osoby z jinych spoleénosti skupiny ADP
(véetné vedouciho oddéleni ESI Compliance a Clent globélniho etického tymu ADP) nebo
externi odborniky, a to v zavislosti na konkrétnim predmétu podaného Oznameni (déle jen
»Osoba zl¢astnéna na proSetrovani“). Osoby zicastnéné na proSetfovani jsou povinny
zachovavat micenlivost ve stejném rozsahu jako PFisluSna osoba o v3ech skutecnostech,
o nichzZ se v souvislosti s Oznamenim dozvi.

In the course of the investigation, the Authorized Person may need to seek support for the
investigation from relevant internal ADP CZ departments, persons from other ADP Group companies
(including the Head of ESI Compliance and members of the ADP Global Ethics Team) or external
experts, depending on the specific subject matter of the Notification (the “Person involved in the
investigation”). The Persons involved in the investigation shall maintain the same level of
confidentiality as the Authorized Person with respect to all facts of which they become aware in
connection with the Notification.

Chranéna osoba
Protected person

Kromé Oznamovatele jsou ze zdkona chranény pred odvetnymi opatfenimi také dal$i osoby,
tj. zejména:
In addition to the Whistleblower, also other persons are protected against retaliatory measures, i.e.
in particular:

a) osoba, ktera poskytla pomoc pfi zjiSt'ovani informaci, které jsou obsahem Oznameni,
podani Oznameni nebo posouzeni jeho diivodnosti,
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filing the Notification or assessing the validity of the Notification,

a person who has provided assistance in identifying the information contained in the Notification, l
|
b) osoba, ktera je ve vztahu k Oznamovateli osobou blizkou, |
a person ‘who is a next of kin of the Whistleblower, l
c) osoba, ktera je zaméstnancem nebo kolegou Oznamovatele,
a person who is an employee or a colleague of the Whistleblower,

d) osoba Oznamovatelem ovladana,
a person controlled by the Whistleblower,

e) pravnicka osoba, v niz ma Oznamovatel (iéast, osoba ji ovladajici, ji oviadana osoba nebo
osoba, ktera je s touto pravnickou osobou ovlddana stejnou ovladajici osobou,
legal entity in which the Whistleblower has a participation, a person controlling the
Whistleblower, a person controlled by the Whistleblower or a person controlled by the same
controlling person as the Whistleblower,

f) pravnickd osoba, jejihoz voleného organu je Oznamovatel ¢lenem, osoba ovladajici,
ovladana nebo osoba ovladana stejnou ovladajici osobou,
legal entity of which the Whistleblower is a member of an elected body, a controlling person,
a controlled person or a person controlled by the same controlling person,

g) osoba, pro kterou Oznamovatel vykonava praci nebo jinou obdobnou éinnost podle
§ 2 odst. 3 a 4 ZOCH, nebo
a person for whom the Whistleblower performs work or other similar activity pursuant to Section
2(3) and (4) of the Whistleblower Protection Act, or

h) svérensky fond, jehoZ je Oznamovatel nebo pravnicka osoba podle pismene e) nebo f)

tohoto ¢l. 5.3 zakladatelem nebo obmyslenym nebo ve vztahu k némuz jsou Oznamovatel
nebo pravnicka osoba podle pismene e) nebo f) osobou, ktera podstatnym zpusobem
zvysi majetek svérenského fondu smlouvou nebo pofizenim pro pfipad smrti.
a trust of which the Whistleblower or a body corporate referred to in paragraph (e) or (f) of this
Article 5.3 is a founder or a beneficiary or in relation to which the Whistleblower or a body
corporate referred to in paragraph (e) or (f) of this Article 5.3 is a person who substantially
increases the assets of the trust by contract or by acquisition on death.

6. POSTUP PRO ZPRACOVANi OZNAMENI
PROCEDURE FOR PROCESSING NOTIFICATIONS

6.1. PODANi OZNAMENI
SUBMISSION OF NOTIFICATION

6.1.1. Obsah Oznameni
Content of the Notification

6.1.2. Spolecnost prijimd Ozndmeni podana identifikovanym Oznamovatelem i Oznameni
anonymni. Bez ohledu na vyse uvedené se doporuéuje, aby se Oznamovatel pokud
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mozno identifikoval, protoze anonymni Oznameni muzZe omezit rozsah Setfeni |
a napravnych opatreni. ) ;
The IWS enables the submission and subsequent processing of nominative Notifications, as |
well as Notifications. Notwithstanding the foregoing, it is recommended, where possible, that |
the Whistleblower identifies themselves, as anonymous reporting may limit the scope of the
investigation and corrective action.

6.1.3. Oznameni musi obsahovat alespori tyto informace:
The Notification must contain at least the following pieces of information:

6.1.3.1.  co nejpresnéjsi popis skuteénosti uvedenych v Oznameni, pokud mozno
véetné dat udalosti;
detailed description, as precise as possible, of the facts of the report, including
the dates of the events as far as possible;

6.1.3.2. totoznost Dotéené osoby, pokud je znama;
identity of the Reported Person if known;

6.1.3.3. ° dukazy, které ma Oznamovatel k dispozici a které potvrzuji oznamované
skuteénosti. Pokud je nema k dispozici, ale je znamo, ze existuji, musi je
radné oznacit. N
evidence that is available to the Whistleblower and that supports the facts
reported. If they are not at their disposal but are known to exist, they must be duly
identified.

6.1.4. Kanaly pro podavani Oznameni
Channels in place for filing the Notification

6.1.4.1. Oznamovatel mize podat Oznameni prostrednictvim téchto kanalu:
The Whistleblower may file the Notification through the channels provided for in
this section.

a) pisemné: e-mailem na adresu eticka-linkaCZ@adp.com;
in writing: via e-mail sent at eticka-linkaCZ@adp.com;

b) dstné:
orally:

(i) zavolanim na vyhrazené telefonni Cislo +420 257 107 512, které je
vybaveno systémem hlasovych zprav dostupnym 24/7: nebo
by calling the dedicated telephone number +420 257 107 512, which is
equipped with a voice messaging system available 24/7; or

(ii) na zadost Oznamovatele muze byt Oznameni podéano pfi osobnim
setkani s PrisluSnou osobou do 14 dnii.
at the request of the Whistleblower, the Notification may be filed in a face-
) to-face meeting with the Authorized Person within fourteen days.
6.1.4.2. Ustni komunikace se se souhlasem Oznamovatele dokumentuje
nasledujicim zptisobem: i) zdznamem rozhovoru v bezpeéném, trvalém
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6.1.4.3.

6.1.4.4.

a pristupném formatu; nebo v piipadé osobnich setkani ii) Gplnym
a presnym prepisem rozhovoru s PrisluSnou osobou. V pripadé osobniho
setkani bude Oznamovateli ddna moznost ovéfit, opravit a prijmout
zdokumentovany obsah rozhovoru svym podpisem.

Verbal communications are documented as: follows, subject to the
Whistleblower's consent: (i) by a recording of the conversation in a secure,
durable and accessible format; or, in the case of face-to-face meetings, (i) by
a complete and accurate transcript of the conversation by the Authorized Person.
In case of a face-to-face meeting, the Whistleblower will be given the opportunity
to verify, rectify and accept the documented content of the interview by means of
their signature.

V pripadé nahravani schizky bude Oznamovatel na tuto skutecnost
upozornén a Oznamovatel bude informovan, Ze jeho osobni udaje budou
zpracovavany v souladu s touto Smérnici.
Where appropriate, the Whistleblower will be warned that the communication will
be recorded and will be informed that their personal data will be processed in
accordance with the provisions of this Policy.

Pokud Oznamovatel nebude s nahravanim rozhovoru souhlasit, mize
PrisluSna osoba (pokud to bude povazovat za vhodné) na dobu rozhovoru
pozadat o pritomnost svédka (dalSi PrisluSné osoby). Tim neni dotcena
povinnost Prislusné osoby vyhotovit pisemny zaznam o Gstnim souhlasu
Oznamovatele s obsahem zaznamu. Existence vySe uvedenych skuteénosti
nebrani Prislusné osobé ve zpracovani Oznameni.

Should the Whistleblower express their refusal to have the interview recorded or
should they ask not to appear or sign the aforementioned document, the
Authorized Person may, if they consider it appropriate, request the presence of
a witness at the interview (another Authorized Person). This is without prejudice
to the Authorized Person duty to issue a written record of the Whistleblower's
verbal consent to the content of said document. The concurrence of the above
circumstances does not prevent the Authorized Person from processing the
Notification.

6.1.5. Podavani Oznameni mimo systém VOS nebo neprislusné osobé
Submitting the Notifications through non-established channels

6.1.5.1.

6.1.5.2.
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Podavani Oznameni jinymi zplisoby nez prostrednictvim VOS je vylouéeno,
ledaZe se vztahuje k zalezitostem nespadajicim do puisobnosti &l. 2.1.
Submission of the Notifications by means other than the IWS is excluded, unless
it relates to a matter not within the scope of Article 2.1.

Dojde-li presto Oznameni, jez ma prijimat a vyfizovat Pfisludna osoba, jiné
osobé/oddéleni, musi byt bezodkladné postoupeno k vyfizeni PrisluSné
osobé. Pfitom musi dané osoba dbat na to, Ze zvoleny zplsob postoupeni
zajistuje zachovani divérnosti obsahu Oznameni i totoZnosti
Oznamovatele. Z evidence dokumentli ize spisu musi byt zéroveii
vymazany veSkeré informace tykajici se takového Oznameni, pokud je to
mozné.
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If despite the above, the Notification to be received and processed by the
Authorized Person reaches another person/department, the Notification must be
promptly forwarded to the Authorized Person for processing. In doing so, the
forwarding person must ensure that the method of referral chosen ensures that
the confidentiality of the content of the Notfification and the identity of the
Whistleblower is preserved. At the same time, all information relating to the
Notification must be deleted from the document register and the file, if possible.

6.1.5.3. Dojde-li PFislusné osobé& naopak podani, k jehoZ pfijeti neni opravnéna,
pozZada Oznamovatele, aby podal oznameni prostrednictvim oznamovacich
kanali uvedenych v Etickém kodexu.
On the contrary, should the Authorized Person receive a report to the receipt of
which they are not authorized, the Authorized Person will request that the
Whistleblower submit the report to one of the channels listed in the Code of
Conduct.

6.1.5.4. Pro pripad, ze si Oznamovatel nebude jisty, zda ma danou zaleZitost
oznamit prostrednictvim VOS nebo oznamovacich kandli uvedenych
v Etickém kodexu, doporucuje se dat prednost VOS.
Should the Whistleblower be not sure whether the matter should be notified via
IWS or one of the. channels listed in the Code of Conduct, it is highly
recommended to use the IWS.

6.2. PRIJEM A VYRIZOVANi OZNAMENI
RECEPTION AND INVESTIGATION OF THE NOTIFICATIONS

6.2.1.

6.2.2.

6.2.3.

Prislusna osoba bezodkladné pisemné vyrozumi Oznamovatele o pfijeti Oznameni,
nejpozdéji vSak do 7 dnil ode dne jeho prijeti.

The Authorized Person is obliged to inform in writing the Whistleblower about the receipt of
the Notification without an undue delay but no later than within 7 days following its receipt.

Nasledné Prislusna osoba posoudi pripadny konflikt zajmu (v pfipadé zjisténi jeho
existence postupuje podle ¢l. 7.4 této Smérnice) a vyhodnoti, zda Oznameni viibec
spadéa do vécné pusobnosti Smérnice. Jestlize je to nezbytné, vyzve Prislusna osoba
Oznamovatele k doplnéni potfebnych informaci &i tdajui.

The Authorized Person shall then assess any potential conflict of interest (if found to exist,
proceed in accordance with Article 7.4 of this Policy) and evaluate whether the Notification
falls within the material scope of the Policy at all. If necessary, the Authorized Person shall
ask the Whistleblower to supplement the necessary information or data.

PfisluSna osoba je povinna provérit divodnost informaci uvedenych v Oznameni
a pisemné vyrozumét Oznamovatele o vysledcich Setfeni do 30 dni ode dne pfijeti
Oznameni. V pripadech skutkové nebo pravné slozitych Ize tuto lhitu prodlouzit az
o 30 dnu, nejvySe vSak dvakrat (tedy na max. 90 dnt celkem). O prodlouzeni lhiity
a duvodech pro jeji prodlouzeni je prisluSna osoba povinna Oznamovatele pisemné
vyrozumét vzdy pred jejim uplynutim.

The Authorized Person shall investigate the reasonableness of the information contained in
the Notification and notify the Whistleblower in writing of the results of the investigation within
30 days of receipt of the Notification. In cases of factual or legal complexity, this period may
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6.2.4.

6.2.5.

6.2.6.

6.2.7.

be extended by up to 30 days, but not more than twice (i.e. up to a maximum of 90 days in
total). The Authorized Person shall inform the Whistleblower in writing of the extension of the
time limit and of the reasons for it in advance of the expiry of the time limit.

Pro provedeni Setfeni mohou byt PFisluSné osobé& niapomocny dal$i Prislusné osoby
ustanovené ADP CZ.

The Authorized Person may be assisted by other Authorized Persons appointed by ADP CZ
to carry out the investigation.

Prislusna osoba je opravnéna pozadat nékterou z Osob ztiéastnénych na prosetrovani
(v zavislosti na konkrétnim predmétu podaného Oznameni) o podporu pfi Setfeni.
Takto oslovena Osoba zii¢astn&na na prosetfovani je povinna poskytnout Prislusné
osobé nejvysSi moZnou soudinnost. PoruSeni povinnosti podle predchozi véty
zaméstnancem ADP CZ muze byt vyhodnoceno jako poruseni povinnosti
vyplyvajicich zaméstnanci z pravnich predpist vztahujicich se k jim vykonavané praci
(»poruseni pracovni kazné“).

The Authorized Person is entitled to request any of the Persons involved in the investigation
(depending on the specific subject matter of the Notification) to assist in the investigation.
The approached Person involved in the investigation shall provide the Authorized Person
with the fullest possible assistance. A breach of the obligation under the preceding sentence
by an ADP CZ employee may be assessed as a breach of the employee's obligations under
the law relating to their work (“breach of work discipline”).

Rovnéz pokud se PrisluSna osoba domniva, Ze rozsah podaného Oznameni
neodpovida moznostem VOS (napr. proto, Ze se netyka faktu tykajicich se Spoleénosti
nebo proto, Ze oznamené skutecnosti presahuji mistni Groveri a bylo by vhodnéjsi je
feSit na urovni skupiny), bude Oznamovatel vyzvan, aby podal Oznameni
prostfednictvim globalnich oznamovacich kanali uvedenych v Etickém kodexu. Tim
neni dotéena povinnost Prislusné osoby pokracovat v Setfeni samostatné, pokud
Oznamovatel odmitne podat podnét prostrednictvim globainiho kanalu. Za Setreni
u ADP CZ je vzdy primarné odpovédna Prislusna osoba.

Similarly, if the Authorized Person considers that the scope of the Notification made does
not correspond to the IWS (e.g. because it does not correspond to facts related to the
Company or because the facts reported exceed the local level and would be more
appropriately managed at group level), the Whistleblower will be invited to submit the
Notification to one of the global channels established in the Code of Conduct. This is without
prejudice to the fact that the internal investigation (or part of it) must be managed in the
Czech Republic by the Authorized Person.

Prislusna osoba je povinna zajistit maximalni diskrétnost pfi Setfeni Oznameni
a zajistit ochranu davérnych informaci sdélenych (nejen) Oznamovatelem v ramci
Oznameni nebo dalSiho Setfeni. Tim se rozumi zejména omezeni rozsahu informaci
dalSim subjektim, které budou poZadany o soucinnost ve smyslu &l. 6.2.5 a Error!
Reference source not found. této Smémice.

The Authorized Person is obliged to ensure maximum discretion in the investigation of the
Notification and to ensure the protection of confidential information disclosed (not only) by
the Whistleblower in the context of the Notification or further investigation. This means, in
particular, limiting the scope of information to other entities that will be requested to
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cooperate within the meaning of Articles 6.2.5 and Error! Reference source not found. of
this Policy.

6.2.8. Po dokonéeni Setfeni vyhotovi Pfislusna osoba pisemné vyrozuméni, vnémz
Oznamovatele seznami s ochranou, ktera mu na zakladé podaného Oznameni nalezi,
a s vysledky Setfeni, zejména, Ze podané Ozndmeni je:
Upon completion of the investigation, the Authorized Person shall issue a written notification
informing the Whistleblower of the protection to which they are entitled on the basis of the
submitted Notification and the results of the investigation, in particular that the submitted
Notification is:

a) neduvodné, coz miiZe nastat v nasledujicich pfipadech:
unjustified, which may occur in the following cases:

e kdyz uvadéna fakta nejsou diivéryhodna;
when the facts reported lack credibility;

¢ pokud oznamené skutecnosti nespadaji do vécné plsobnosti této
Smérnice; _
when the facts reported do not fall within the material scope of application of this
Policy;

e pokud je Oznameni zjevné neopodstatnéné;
when the Notification is manifestly unfounded;

e pokud PrisluSna osoba po vyzadani dalSich informaci nebo dokumentace
od Oznamovatele (pokud byl identifikovan) tyto neobdrzi a bez téchto
dodatecnych informaci nelze zahgjit vySetrovani; '
when, after requesting further information or documentation from the
Whistleblower (if identified), this is not received and an investigation cannot be
opened without such additional information;

e pokud existuji indicie, Ze poskytnuté informace byly ziskany nezakonnym
zplisobem, budou takové informace odmitnuty. a Oznamovatel bude o
tomto odmitnuti informovan; bez ohledu na pravé uvedené muize Prislusna
osoba rozhodnout o pokracovani vySetfovani a povaZovat informace za
zakonné ziskané, pokud to bude mozné;
when there are indications that the information provided has been obtained in
an unlawful manner, such information will be rejected and the whistleblower will
be informed of such rejection; without prejudice to the foregoing, the Authorized
Person may decide to proceed with the Notification considering the information
to be lawful, if possible;

e pokud Oznameni neobsahuje nové a vyznamné informace nebo je pouhou
reprodukci drivéjSiho Oznameni, které bylo dfive zamitnuto nebo Fadné
prosSetreno a vyreSeno.
when the Notification does not contain new and significant information, or is a

mere reproduction of an earlier report previously rejected or duly investigated
and resolved; A
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b)

Zamitnuti bude Oznamovateli sdéleno, ledaze to neni mozné (napf. pokud bylo
zaslano z e-mailové adresy, na kterou neni mozno odpovédét) nebo pokud se
Oznamovatel vzdal svého prava na zasldni vyrozuméni. Vtakovém pfipadé
PrisluSna osoba zaznamena pfijeti Oznameni a prijaté rozhodnuti nezahajovat
Setfeni (a divody tohoto rozhodnuti).

The rejection will be communicated to the Whistleblower, unless it is not possible to do
so (e.g. if it was sent from a non-return e-mail address) or if the Whistleblower has waived
their right to receive communications. In such a case, the Authorized Person will record
receipt of the communication and the decision taken not to open an investigation (and
the reasons for the decision).

Pokud oznamené skutecnosti nespadaji do vécné plisobnosti této Smérnice,
Prislusna osoba informuje Oznamovatele, zda je vhodné postoupit .oznamené
skutecnosti k vyfizeni jinému utvaru nebo osobé (napf. jeho nadfizenému,
personalnimu oddéleni nebo jinym osobam).

When the reported facts do not fall within the material scope of apphcatlon of this Palicy,
the Authorized Person will inform the Whistleblower whether it is appropriate to refer the
reported facts to another department or person for processing (e.g. their hierarchical
superior, HR or others);

duvodné:
justified:

V takovém pripadé PrisluSna osoba Oznamovatele bude dale informovat (dle
okolnosti) zejména o (i) zjiSt€ném protipravnim jednani, (i) navrzenych preventivnich
nebo napravnych opatfenich, a divodech jejich navrzeni, (iii) pfijatych preventivnich
nebo napravnych opattenich a jejich divodnosti, byla-li ve hité podle tohoto odstavce
prijata, a (iv) jiném zplsobu vyfizeni Oznameni.

In such a case, the Authorized Person shall further inform the Whistleblower (as the case
may be) in particular of (i) the infringement found, (i) the preventive or corrective
measures proposed and the reasons for proposing them, (jii) the preventive or corrective
measures taken and their reasonableness, if any, within the time limit referred to in this
paragraph, and (iv) any other way of dealing with the Notification.

6.2.9. Postup podle él. 6.2.1 az 6.2.3 se nepouzije, jestlize (i) Pfislusné osobé& neni
Oznamovatel znam, (ii) je zfejmé, Ze by takovym postupem byla prozrazena totoznost
Oznamovatele bez jeho souhlasu anebo (jii) jestlize o to Oznamovatel pozadal.

The procedure under Articles 6.2.1 - 6.2.3 shall not apply if (i) the Whistleblower is not known
to the Authorized Person, (i) it is clear that such procedure would reveal the identity of the
Whistleblower without their consent, or (iii) the Whistleblower has so requested.
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74.

7:2

ZASADY A ZARUKY PRO OZNAMOVANi PROSTREDNICTVIM VOS
PRINCIPLES AND GURANTEES FOR THE NOTIFICATIONS VIA IWS

Nakladani s informacemi ziskanymi prostfednictvim VOS se Fidi nasledujicimi pravidly

a zarukami:

The management of information received via the IWS is governed by the following principles and
guarantees:

Duvérnost

Confidentiality

744,

7:1.2

Spolecnost vyviji maximalni mozné usili, které od ni Ize spravedlivé pozadovat, aby
zajistila duvérnost prijatych Oznameni, Gdaju tykajicich se Dotéenych osob a
Oznamovatelt (pokud Oznameni nepodali anonymné), jakozto i dokumentace vzniklé
béhem pripadného interniho Setfeni na zakladé Oznameni a totoZnost Osob
zGcastnénych na proSetrovani. VSe vysSe uvedené plati, pokud uverejnéni nestanovi
pravni predpis nebo o néj nepozada soud, statni zastupitelstvi nebo prislusny verejny
organ v ramci svych pravomoci. "

The Company makes its best efforts which can be justifiably requested from'it to ensure
confidentiality of the received Notifications, the data regarding the Reported Persons and the
Whistleblowers (if disclosed), as well as of the documentation generated during any internal
investigation following the Notification and the identity of the Persons involved in the
investigation. All the foregoing applies unless disclosure is provided for by law or requested
by the courts, the Public Prosecutor's Office or the competent administrative authority within
the framework of their powers.

Je vyslovné zakazano zverejiiovat informace o Oznamenich nebo pFipadnych
internich vySetfovanich, ledaze je to za podminek upravenych touto Smérnici
pFipustné. Nedodrzeni této povinnosti muZe pro zaméstnance ADP vyustit do
prislusnych disciplinarnich sankci.

It is expressly forbidden to disclose information about Notifications or possible internal
investigations, unless admissible under this Policy. With respect to employees of ADP, failure
to comply with this duty may be subject to appropriate disciplinary sanctions.

Zakaz odvetnych opatreni
Prohibition of retaliatory measures

721

Spoleénost ADP CZ netoleruje odvetna opatieni vici osobam, které v dobré vife
podaji Oznameni nebo se Gcastni proSetreni Oznameni. Proto je pfisné zakazano
podnikat jakékoli kroky, které predstavuji odvetu, hrozbu nebo pokus o odvetu vici
dotéenym osobam. Nedodrzeni téchto povinnosti se povazuje za poruseni povinnosti

‘a mizZe byt predmétem disciplinarniho fizeni.

ADP CZ does not tolerate retaliation against anyone who makes a Notification in good faith
or who participates in the investigation of a Notification. Accordingly, it is strictly prohibited to
take any action that constitutes a reprisal, threat or attempt to retaliate. Failure to comply
with these obligations will constitute an offence and may be subject to disciplinary action.
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7.3.

7.2.2.

Aniz je dotceno ustanoveni €l. 7.2.1, budou pfijata prisluSna opatfeni, pokud bude
Oznameni nepravdivé nebo bylo poddno ve zlé vife nebo pokud byly predlozené
informace ziskany nezakonné.

Without prejudice to the provisions of art. 7.2. 1, appropriate measures will be taken when
the Notification is false or has been made in bad faith or when the information submitted has
been obtained unlawfully.

Prava a povinnosti Oznamovatele v dobré vire
Rights and obligations of the bona fide Whistleblower

7.31.

7.3.2.

7.3.3.

Oznamovateli v dobré vife je zajisténo, Ze za své Oznameni nebude postizen Zadnym
odvetnym opatfenim ani sankci, a Ze jeho totoZnost (pokud Oznameni neni anonymni
nebo pokud je totoZnost nasledné odhalena), stejné jako poskytnuté informace
a dokumentace, budou zachovany v tajnosti.

The bona fide Whistleblower is assured that they will not suffer any reprisal or sanction for
making a Notification, and that their identity (if the Notification is not anonymous or if it is
subsequently disclosed anonymously), as well as the information and documentation
provided, will be kept confidential.

Udaje Oznamovatele v dobré vife nebudou zverejnény a zlistanou divémé, i kdyz
Oznamovatel vyuzZije svého prava na pristup ke svym osobnim udajum. V takovém
pripadé bude Dotcené osobé odepren pristup ke konkrétnim informacim tykajicim se
totoznosti Oznamovatele. Identita Oznamovatele bude pristupna a nebude chranéna
povinnosti micenlivosti, pokud jeji zverejnéni stanovi pravni predpis nebo o néj
pozada soud, statni zastupitelstvi nebo prisluSny spravni organ v ramci trestniho,
disciplinarniho nebo prestupkového Setreni. Oznamovatel bude informovan pred
odhalenim své totoZnosti, ledaze by takova informace mohla ohrozit vySetfovani nebo
soudni Fizeni.

The bona fide Whistleblower's data will not be disclosed and will remain confidential even
when the Reported Person exercises their right of access to their personal data. In this case,
the Reported Person will be denied access to specific information concerning the
Whistleblower's identity. The Whistleblower's identity will be accessible and will not be
protected by the duty of confidentiality when disclosure is provided for by a rule or requested
by the courts, the Public Prosecutor's Office or the competent administrative authority in the
framework of a criminal, disciplinary or sanctioning investigation. The Whistleblower will be
informed before their identity is revealed, unless such information could jeopardize the
investigation or judicial proceedings.

Vyjimkou z vySe uvedeného pravidla a v pripadé, Ze je to nezbytné, bude totoZnost
Oznamovatele poskytnuta i Osobam zicastnénym na prosSetrovani (véetné pravniku,
forenznich tymu atd.), pficemz vsSichni podléhaji pfisné povinnosti mléenlivosti.
TotoZnost Oznamovatele miuZe byt rovnéz sdélena organu, kterému muze byt predan
vysledek interniho vySetrovani (soud, statni zastupce nebo pfislusny organ vefejné
moci).

As an exception to the above rule and if strictly necessary, the Whistleblower's identity will
be provided also to Persons involved in the investigation (including lawyers, forensic teams,
etc.), all of whom are subject to the same duty of confidentiality. The Whistleblower's identity
may also be disclosed to the authority to whom the result of an internal investigation
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74.

8.1.

7.3.4.

(investigating judge, public prosecutor or relevant administrative authority) may be
forwarded.

Oznamovatelem v dobré vife je osoba, ktera podd Oznameni a kterd ma vzhledem
k okolnostem a informacim dostupnym v dobé podani Oznameni diivodné podezreni,
Ze oznamené skutecnosti jsou pravdivé. Za zlou viru se povazuje, pokud je Oznameni
podéno v dobé, kdy je znamo, Ze je nepravdivé, nebo s lehkomysinym nezdjmem o
pravdu. V takovych pfipadech budou pfijata pFislusna disciplinarni opatreni. Tim neni
vylou€en pripadny trestnépravni postih Oznamovatele ve zlé vire.

A bona fide Whistleblower is a person who files a Notification and who, in the light of the
circumstances and information available at the time the Notification is filed, has reasonable
grounds to believe that the facts reported are true. Bad faith will be deemed to exist when
the Notification is made when it is known to be false or with reckless disregard for the truth.
In such cases, appropriate disciplinary action will be taken.

Stret zajmu
Conflict of interests

7.4.1.

7.4.2.

7.4.3.

Pokud se stret zajmu tyka nékteré z PrisluSnych osob, ostatni PrisluSné osoby musi
byt o takovém stretu zajmi neprodlené informovany.

If the conflict of interests regards any of the Authorized Persons, other Authorized Persons
must be informed about it without an undue delay.

Pokud nelze Oznameni predat k vyfizeni jiné PFisluSné osobé, uvédomi o této
skutecnosti Prislusna osoba Oznamovatele a pouci ho o pravu podat Oznameni
prostrednictvim externiho oznamovaciho systému v pisobnosti Ministerstva
spravedInosti (¢l. 10 této Smernlce)

If the Notification cannot be forwarded for processing to another Authorized Person, the
Authorized Person will inform the Whistleblower hereof, including their right to submit the
Notification via an external whistleblowing channel administered by the Ministry of Justice
(art. 10 hereof).

Stejné tak kazda Osoba ziicastnéna na proSetrovani musi zhodnotit, zda ji nehrozi
stret zajmu. V pripadé kladného zjisténi o tom musi neprodiené informovat Prislu§nou
osobu. PFisluSna osoba posoudi existenci takového potenciadlniho stfetu zajmu,
a pokud to bude povaZovat za nutné, takové osoby z procesu vylougi.

Similarly, any Person involved in the investigation must assess as to whether or not they
have a conflict of interests. If so, they must inform hereof the Authorized Person without an
undue delay. The Authorized Person will consider such a conflict of interests and, if
necessary, the Authorized Person would exclude the conflicted persons from the procedure.

EVIDENCE A UCHOVAVANI OZNAMENI
RECORDING AND STORAGE OF NOTIFICATIONS

Prisluéna osoba vede v elektronické podobé evndencn udaju o prijatych Oznamenich, a to
v rozsahu:

The Authorized Person shall keep an electronic record of the data on received Notifications in the
following scope:
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8.2,

9:1.

9.2.

8.1.1. datum pfijeti Oznameni,
date of receipt of the Notification;

8.1.2. jméno, pfijmeni, datum narozeni a kontaktni adresa Oznamovatele, nebo jiné udaje, z
nichz je mozné dovodit totoznost Oznamovatele, jsou-li ji tyto idaje znamy,
name, surname, date of birth and mailing address of the Whistleblower or other data from
which the identity of the Whistleblower can be deduced if known;

8.1.3. shrnuti obsahu Oznameni a identifikace Dot&ené osoby, je-li ji jeji totoZnost z_na’ma,
summary of the content of the Notification and identification of the Reported Person, if known;

8.1.4. datum ukoné&eni posouzeni ditlvodnosti Oznameni Prislusnou osobou a jeho vysledek,

date of completion of the assessment of the reasonableness of the Notification by the
Authorized Person and its outcome;

8.1.5. navrzena a prijata preventivni nebo napravna opatreni.
proposed and realized preventive or corrective measures.

Do evidence podle ¢l. 8.1 a k Oznamenim a dokumentim uchovavanym podle &l. Error!
Reference source not found. ma pristup pouze PrisluSna osoba.

Access to the recording pursuant to art. 8.1 and to the Notifications and documents stored pursuant
to art. Error! Reference source not found. shall have only the Authorized Person.

OCHRANA OSOBNICH UDAJU

Osobni tidaje Oznamovatele (pokud prozradi svou totoznost), Dotéené osoby a dalSich osob
uvedenych v Oznameni, ziskané diky Oznameni a pripadného nasledného interniho Setfeni,
bude zpracovavat spolecnost ADP CZ jako spravce udaju.

The personal data of the whistleblower (if they disclose their identity), of the reported person and of
any other persons mentioned in the communication, obtained on the occasion of a report and of the
eventual subsequent internal investigation, will be processed by ADP CZ as data controller.

Spoleénost  ADP CZ muze zpracovavat osobni tdaje Oznamovatelid a Dotéenych osob.
V ramci Setfeni Oznameni mohou byt shromazdovéany a zpracovavany zejména nasledujici
kategorie osobnich udaju: -

ADP CZ may process the personal data of Whistleblowers and Reported persons. In particular, the

following categories of personal data may be collected and processed as part of the investigation of
reports:

e totoznost, funkce a kontaktni idaje Oznamovatele;
Identity, functions and contact details of the Whistleblower;

o totoznost, funkce a kontaktni idaje Dotcenych osob;
Identity, functions and contact details of the Reported Persons;

e totoznost, funkce a kontaktni idaje osob vyslechnutych béhem Setfeni;
Identity, functions and contact details of persons interviewed during the investigation

e totoZnost, funkce a kontaktni idaje osob, které se podileji na prijimani nebo zpracovani
hlaseni;
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9.3.

9.4.

9.5.

9.6.

Identity, functions and contact details of the persons involved in receiving or processing the
report;

e hlaSené skutecnosti a udalosti;
Facts and events reported;
¢  udaje shromazdéné za Gicelem potvrzeni uvadénych skuteénosti;
Data collected to confirm the reported facts;
e  zpravy o vysledcich Setreni a
Reports of findings of investigations; and
e nasledna kontrola zprav o vysledcich Setfeni.
Follow-up of reports on the results of the investigations.

Ugelem zpracovani téchto tdaju je: (i) vyhodnocovani a sprava Oznameni pfijat;'/ch
prostfednictvim VOS; (ii) provadéni nezbytnych internich Setfeni; (iii) zaznamenavani
fungovani a Géinnosti VOS a compliance programu ADP CZ; a (iv) podmkanl nezbytnych
kroku k reakci na pfijata Oznameni.

The purposes of this data processing are to: (i) assess and manage the Notifi catlons received
through the IWS; (i) carry out the necessary internal investigations; (jii) record the operation and
effectiveness of the IWS and ADP CZ's compliance program; and (iv) take the necessary steps to
respond to reports received:

Pravnim zakladem pro toto zpracovani je jeho nezbytnost pro spinéni pravnich povinnosti
ADP CZ. Jedna se zejména o potiebu zavedeni a udrzovani VOS v souladu se ZOCH.

The legal basis for this processing is that it is necessary for ADP CZ compliance with legal
obligations. In particular, the need for an |mplementat|on and keeping of the IWS in accordance with
the Whistleblower Protection Act.

Osobni tidaje vyplyvajici z obdrzenych Oznameni budou pfistupné pouze PfisluSnym osobam
a Osobam zucastnénym na prosSetfovani, vedoucimu HR (nebo jiné uréené osobé) pro prijeti
d|sc|plmarnich opatreni, vedoucimu pravniho oddéleni pro pfijeti pravnich opatfeni
a povéfenci na ochranu osobnich tdaji (DPO).

Personal data arising from the Notifications received will be accessible only to the Authorized
Persons, the HR Manager (or designated competent person) for the adoption of disciplinary
measures, the Head of Legal Affairs for the adoption of legal measures, the Data Protection Officer
and any data processors appointed to assist in the processing of reports and investigations (which
may include, but is not limited to, persons who have been requested by the Authorized Person to
assist in the processing of the Natification and the investigation).

Prislusnd osoba muiZe rovnéz predat osobni idaje organim verejné moci, soudim nebo
statnimu zastupitelstvi za iéelem spInéni pravnich povinnosti nebo obrany spolec¢nosti ADP
CZ proti narokim a zdvazkim vyplyvajicim ze skutecnosti uvedenych v Oznameni nebo
shromazdénych v ramci interniho vySetfovani. Pokud jsou osobni tGdaje Oznamovatele
predavény témto organim, ADP CZ o tom Oznamovatele predem informuje, ledaze by to
predstavovalo riziko pro vySetfovani nebo soudni Fizeni nebo bylo v rozporu s platnymi

pravnimi predpisy.
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Likewise, the Authorized Person may forward personal data to public authorities, tha courts or the
Public Prosecutor's Office to comply with legal obligations or to defend ADP CZ againsl claims and
liabilities arising from the facts mentioned in the report or gathered in the framework of the internal
investigation. If the Whistleblower's personal data is transferred to such authorities, ADP CZ will
inform the Whistleblower in advance, unless this would pose a risk to an Investigation or legal
proceedings or contravene applicable law.

9.7. V ramci této Smérnice mohou byt osobni tidaje ziskané ADP CZ pfedavany mimo Evropsky
hospodaisky prostor a v takovém pfipadé se pouzlji globalni zasady ochrany osobnich udaju
spole&nosti ADP a zavazna pravidla skupiny tykajici se zpracovéni osobnich tdaja.

As a part of this Policy, personal data acquired by ADP CZ may be transferred outside the European
Economic Area, in which case ADP's global privacy policy and Binding Corporate Rules regarding
the processing of personal data would apply.

Uchovavani osobnich l]dajﬁ
Record keeping

9.8. Osobni udaje vyplyvajici z obdrzenych Oznameni mohou byt uchovavany po dobu nezbytné
nutnou a pfimérenou k pro3etieni Oznameni a ochrané Oznamovatelld, Dotéenych osob
a tfetich stran uvedenych v Oznamenich, jakoz i po dobu nezbytnou k zachovani prava
spolecnosti ADP CZ na obhajobu.
The personal data resulting from the Notifications received may be kept for the time strictly necessary
and proportionate to investigate the reports and protect the Whistleblowers, tha Reported persons
and any third party mentioned in the Notifications, as well as the time necessary to preserve ADP
CZ's right of defense.

9.9. Osobni udaje nebudou shromazd'ovany ani zpracovavany, pokud jsou zjevné& irelevantni;

pokud budou shromazdény nahodou, budou bez zbyte¢ného odkladu smazany. Stejnd tak
budou smazany vSechny osobni uidaje obsaZené ve sdélenich, ktera se tykaji jednani, jez
nespada do vécné plusobnosti této Smérnice.
Personal data will not be collected or processed if it is manifestly irrelevant; if it is collected by
accident, it will be deleted without undue delay. Likewise, all personal data included in
communications that refer to conduct that does not fall within the material scope of application of this
Policy will be deleted.

9.10. Pokud obdrzené informace obsahuji osobni udaje zahrnuté do zvlastnich kategorli udaju,
budou okamzité smazany, aniz by byly zaznamenany a zpracovany (pokud to neni nutné
vzhledem k povaze podaného Oznameni).

If the information received contains personal data included in the special categories of data, it will be
deleted immediately without being recorded and processed (unless this is necessary due to the
nature of the report submitted).

9.11. Veskeré informace, které se ukazi jako nepravdivé, budou okamzitd smazany, ledaZe by se
jednalo o trestny &in; v takovém piipadé budou informace uchovavany po dobu nezbytnou
pro soudni fizeni.

Any Information shown to be untruthful will be deleted immediately, unless such untruthfulness might
constitute a criminal offence, in which case the information will be kept for the time nacessary for the
legal proceedings.
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9.12.

9.13.

9.14.

9.15.

10.

10.1.

10.2.

10.3.

Zpracovavané osobni idaje mohou byt uchovavany ve VOS po dobu nezbytnou a pfimérenou
k dodrzeni ZOCH. ’

The personal data processed may be kept in the IWS for the time necessary and proportionate to
comply with the Whistleblower Protection Act.

V kazdém pfipadé budou osobni tidaje smazany nejpozdéji po 3 mésicich od obdrzeni
Oznameni, pokud nebude zah&jeno zadné vySetfovani nebo pokud tcelem jejich uchovavani
nebude zajisténi dikazi o fungovani VOS (v takovém pfipadé budou tdaje uchovavany v
anonymizované podobé).

In any case, the data will be deleted 3 months after receipt of the report if no investigations are
opened, unless the purpose of the storage is to leave evidence of the functioning of the system (in
which case the data will be kept in anonymized format).

Po ukoné&eni vySetfovani budou tidaje obsaZené v Oznameni a v jeho souvislosti sdilenych
dokumentech uchovavany ve VOS po dobu maximalné 10 let, ledaZe bude jejich uchovavani
po delSi dobu nezbytné pro zachovani prava ADP CZ na obhajobu.

Once the investigation has been completed, the data contained in the Notification and documents
shared in relation to the Notification will be kept in the Internal Information and Investigation Log for
a maximum period of 10 years, unless the data has to be kept for longer to preserve ADP CZ's right
of defense.

V souladu s pravnimi pfedpisy o ochrané osobnich tdaji mohou subjekty tidaju uplatnit sva
prava na pFistup, opravu, vymaz, namitku, omezeni zpracovani a prenositelnost svych udajt
v souladu s platnymi predpisy zaslanim e-mailu na adresu privacy@adp.com.

In accordance with data protection legislation, data subjects may exercise their rights of access,
rectification, erasure, objection, limitation of processing and portability of their data, in accordance
with applicable regulations, by sending an e-mail to privacy@adp.com.

EXTERNIi OZNAMOVACiI KANAL
EXTERNAL WHISTLEBLOWING CHANNEL

ADP CZ doporuéuje podavat Oznameni interné, aby se pripadné problémy mohly co nejdfive
vyfesit a spoleénost ADP CZ mohla pfijmout pfisluSna napravna a disciplinarni opateni.
ADP CZ recommends that the Notifications be made intemally so that contingent issues can be
resolved as soon as possible and ADP CZ could take corrective and disciplinary measures.

Pokud se viak Oznamovatel rozhodne nahlasit své obavy externé, jsou prisluSnymi organy
Ministerstvo spravedinosti a/nebo pfimo pfisluSny organ vefejné moci, tj. Policie CR, statni
zastupitelstvi a/nebo vécné prislusné organy statni spravy podle jejich oblasti plisobnosti
(napF. Ceska inspekce Zivotniho prostredi, Ufad pro ochranu osobnich tdaji apod.).

Should the Whistleblower decide to report their concerns via external channels, the competent
authorities are the Ministry of Justice and/or the directly competent public authority, i.e. the Police of
the Czech Republic, the public prosecutor's office and/or the relevant state administration authorities
according to their area of competence (e.g. the Czech Environmental Inspectorate, the Office for
Personal Data Protection, etc.).

V tomto pripadé Oznameni prijima, proSetfuje a posuzuje Ministerstvo spravedinosti nebo
jiny pfislusny organ vefrejné moci.
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In such a case, the Notification will be received, investigated and assessed by the Ministry of Justice
or other competent public authority.

10.4. Externi kanal pro oznamovani protipravniho jednani:
External whistleblowing channel:

Ministerstvo spravedinosti Ceské republiky
VySehradska 424/16
128 10 Nové Mésto

Webovy formulaF pro online podani:  https://oznamovatel.justice.cz/chci-podat-oznameni/
Web form for an online submission:

11. ZAVERECNA USTANOVENi
FINAL PROVISIONS

11.1. Tato Smérnice se vydava na dobu neur¢itou.
This Policy is issued for an indefinite period of time.

11.2. ADP CZ si vyhrazuje pravo tuto Smérnici kdykoliv aktualizovat.
ADP CZ reserves the right to update this Policy at any time.

11.3. V pfipadé jakychkoliv rozport mezi ¢eskou-a anglickou jazykovou verzi ma prednost ceské
znéni. .
In case of any discrepancy between the Czech and English wording, the Czech version prevails.

Za ADP Employer Czech Republic, a.s.
For ADP Employer Czech Republic, a.s.

Datum / Date: 13. 12. 2023 / December 13, 2023

Vs Coplud

Jméno / Namé' Virginia Magliulo
Funkce / Title: Clen spravni rady / Member of the Board of Directors
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