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SMERN1CE O VNITRNfM 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 ucinnost: 13. prosince 2023
Date of effectiveness: December 13, 2023

1. UVODNl USTANOVENI
INTRODUCTORY PROVISIONS

1.1. V souladu se zakonem c. 171/2023 ze dne 2. cervna 2023, o ochrane oznamovatelu (dale jen 
„ZOCH“) a Etickym kodexem (ADP Code of Business Conduct & Ethics) vydava spolecnost 
ADP Employer Services Ceska republika, a.s., ICO: 61858684 (dale jen „Spolecnost“ nebo 
„ADP CZ“) tuto smernici o vnitfmm oznamovacim systemu ve spolecnosti ADP CZ (dale jen 
„Smernice“). Tato Smernice ie vvdavana iako zavazne rozhodnuti Spolecnosti. a nikoliv jako 
vnitfni predpis zamestnavatele ve smyslu § 305 zakona c. 262/2006 Sb., zakonik prace, ve 
zneni pozdejsich pfedpisu.
In accordance with Act No. 171/2023 of 2 June 2023 on Whistleblower 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 whistleblowing 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 m'z se vztahuje osobni pusobnost teto Smernice (dale jen „Oznamovatel“), 
musf prostrednictvim kanalii vnitfniho oznamovaciho systemu ADP CZ (dale jen „VOS“) 
informovat Spolecnost o porusem'ch podle teto Smernice (pri zohledneni oblasti piisobnosti 
cl. 2.1 m'ze). Oznameni musi obsahovat oznaceni osoby, proti ktere smeruje (dale jen 
„Dotcena osoba“) a obsahovat informace uvedene v cl. 6.1.1 teto Smernice (dale jen 
„Oznamem'“). Nedodrzem povinnosti ucinit Oznameni v ramci piisobnosti teto Smernice 
muze predstavovat pro zamestnance ADP poruseni povinnosti a byt predmetem 
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. Spolecnost ADP CZ vteto souvislosti zndila VOS nad ramec stavajfcich globalmch kanalii 
pro oznamovam (na ktere se nevztahujf ceske pravm pfedpisy), jak je uvedeno v Etickem 
kodexu. Proto se odkaz uvedeny v Etickem kodexu ohledne moznosti obratit se na globalni 
etickou linku ADP, mistm HR oddeleni, pravni oddeleni, sveho primeho nadrizeneho, popf. 
auditorskou komisi predstavenstva (Audit Committee of the Board of Directors) a oznamit
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poruseni nebo prestupky se od okamziku vstupu techto zasad v platnost nadale vztahuje na 
spolecnost ADP CZ ve vztahu ke skutecnostem nespadajicim pod cl. 2.1 teto Smernice.
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 samostatne a snadno identifikovatelne sekci na 
webovych strankach spolecnosti 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 pOsobnost
MATERIAL SCOPE

2.1. VOS umoznuje prostfednictvim kanalu uvedenych v teto Smemici oznamit skutecnosti, 
ktere:
The IWS allows for notification through the channels specified in this Policy of facts that:

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

2.1.2. maji znaky prestupku, za ktery zakon stanovi sazbu pokuty, jejiz homi 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 pfedpis Ceske republiky nebo Evropske unie v oblasti:
violate other legal regulation of the Czech Republic or the European Union in the field of:

a) financnich sluzeb, povinneho auditu a jinych overovacich sluzeb, financm'ch 
produktu a financnich trhu,
financial services, mandatory audits and other auditing services, financial products and 
financial markets,

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

c) predchazeni legalizaci vynosu z trestne cinnosti a financovani terorismu,
prevention of money laundering and terrorist financing,

d) ochrany spotfebitele,
consumer protection,
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e) souladu s pozadavky na vyrobky vcetne jejich bezpecnosti,
product safety and compliance,

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

g) ochrany zivotniho prostfedi,
protection of the environment;

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

i) radiacni ochrany a jaderne bezpecnosti, 
radiation protection and nuclear safety,

j) hospodafske souteze, verejnych drazeb a zadani verejnych zakazek, 
competition, public auctions and public procurement

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

I) ochrany osobnich udaju, soukromi a bezpecnosti siti elektronickych komunikaci 
a informacnich systemu,
protection of personal data, privacy and security of network and information systems;

m) ochrany financnich zajmu Evropske unie nebo
the protection of the financial interests of the European Union, or

n) fungovani vnitrniho trhu vcetne ochrany hospodarske souteze a statni podpory 
podle prava Evropske unie.
the functioning of the internal market, including the protection of competition and state 
aid under European Union law.

2.2. Pokud oznamene skutecnosti nespadaji pod cl. 2.1 vyse, prava a zaruky stanovene ZOCH se 
neuplatni a Oznamovatel musi vyuzit oznamovaci kanaly urcene v Etickem 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.

2.3. Tato Smernice se nevztahuje na osobni konflikty nebo individualni oznameni zamestnancu, 
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.

2.4. Bez ohledu na cokoli, co je v tomto clanku uvedeno jinak, se v pnpade jakehokoli Oznameni 
spadajfcfho pod clanek 2.1 teto Smernice a tykajiciho se (i) vedoucich pracovmku nebo 
feditelu spolecnosti ADP CZ nebo jakychkoli vedoucich pracovniku spolecnosti ADP, (ii) 
nesrovnalosti v ucetnictvi nebo financnim vykaznictvi, (iii) zavaznych pqruseni pfedpisu, (iv) 
korespondence nebo kontaktu s vladnimi organy, ktere naznacuji potencialni nepfiznive 
dusledky pro spolecnost ADP CZ nebo ADP, (v) trestnich vecech, nebo (vi) zalezitosti, ktere
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by jinak mohly poskodit povest spolecnosti ADP (vcetne zalezitosti, ktere by mohly vest' 
k vyznamnemu medialmmu sffeni), jsou Pnslusne osoby povinny neprodlene pfsemne 
informovat hlavniho pravnika ADP (Chief Legal Officer); na kazde Oznameni se vztahuji 
pozadavky na zachovani diivernosti uvedene v clanku 7 a omezenf 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, (ii) 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 PtlSOBNOST
PERSONAL SCOPE

3.1. Oznamovatelem miize byt jakykoliv zamestnanec vzakladnim pracovnepravmm vztahu 
k ADP CZ, dobrovolnik, stazista a praktikant (bez ohledu na to, zda pobiraji odmenu).
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 uvedene 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

4.1. Vsouladu se ZOCH je k pfijimani a setfeni Oznameni prostfednictvim VOS opravnena 
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. Prislusnou 
osobou musi byt alespoh jedna osoba pfimo 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 miize byt pouze fyzicka osoba, ktera je bezuhonna, zletila (starsi 18 let) 
a pine svepravna. Prislusnou osobou miize byt osoba pfimo angazovana ve Spolecnosti 
i externista. Postaveni, znalosti, schopnosti, dovednosti a vlastnosti Pnslusne osoby nesmi 
zavdavat diivod k pochybnosti o tom, ze svou cinnost vykonava fadne a nestranne.
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.

4.4.

When assessing the reasonableness of the Notification, the Authorized Person is entitled to:

a) pozadovat prokazani totoznosti Dotcene osoby nebo Osoby zucastnene 
na prosetrovam pfedlozenfm zamestnaneckeho identifikacmho priikazu, 
require proof of the identity of the Reported Person or the Person involved in the 
investigation by showing an employee identification card,

b) pozadovat sdeleni udaju a predlozem nebo zpristupneni listin, audiovizualmch 
a digitalnich zaznamu a jinych vecf, ktere mohou souviset s Oznamem'm, 
require disclosure of information and production or access to documents, audio-visual 
and digital recordings and other items that may be relevant to the Notification,

c) porizovat si z predlozenych nebo zpnstupnenych listin eiektronicke 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 zpnstupnenych audiovizualnich 
a digitalnich zaznamu,
to make copies of audiovisual and digital records produced or made available,

e) porizovat se souhlasem Dotcene osoby nebo Osoby zucastnene na prosetrovam' 
zvukovy nebo obrazove zvukovy zaznam jejich ustniho 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 prostorvADP CZ, ktere mohou souviset s Oznamem'm, *■
to enter any premises in ADP CZ that may be related to the Notification,

g) pozadovat podporu od Osob zucastnenych na prosetrovam' a od Dotcene osoby.
request support from the Persons involved in the investigation and from the Reported 
Person.

4.5. Povinnosti Pffslusne osoby

Pfislusne osobe nelze udelovat pokyny, ani jeji cinnost jinak ovlivnovat zpusobem, ktery by 
maril nebo ohrozoval jeji radny vykon. Kontrola radneho vykonu cinnosti Prislusne osoby 
nadrizenym nebo nadrizenym vedoucim zamestnancem neni za soucasneho zachovani 
pozadavku nestrannosti a duvernosti informaci souvisejicich s Oznamem'm podle Smemice 
prvni vetou dotcena.
The Authorized Person may not be instructed or othenwise 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.

Opravneni prislusne osoby
Rights of the Authorized Person

4.4.1. Prislusna osoba je pri posuzovani diivodnosti Oznameni opravnena
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Duties of the Authorized Person

4.5.1. Prfslusna osoba vykonava svou cinnost osobne a postupuje nestranne.
The Authorized Person shall act personally and independently.

4.5.2. Prislusna osoba zachovava diivernost totoznosti Oznamovatele a Chranene osoby, 
jakoz i informad, ktere by k odhaleni jejich totoznosti mohly vest; to neplati, udeh'-li 
k postupu, ktery by mohl ohrozit zachovam duvernosti totoznosti, Oznamovatel nebo 
Chranena osoba pisemny souhlas. Tim neni dotcena povinnost Pfislusne osoby 
informovat o externim oznamovacim systemu (cl. 10 teto Smernice).
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).

4.5.3. Prislusna osoba muze nezbytne sirokemu okruhu jinych osob odhalit totoznost 
Dotcene osoby tehdy, je-li to nezbytne k fadnemu prosetfeni informaci uvedenych 
v Oznameni nebo k navrzem nebo ulozeni preventivniho nebo napravneho opatfeni.
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.

4.5.4. Prfslusna osoba rovnez zachovava diivernost informaci, jejichz prozrazenf by mohlo 
zmarit nebo ohrozit ucel podavani Oznameni, zejmena fadne prosetfeni informaci 
uvedenych v Oznameni a pfedejiti 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.

5. DALSI OSOBY A JEJICH POSTAVENI
OTHER PERSONS AND THEIR STATUS

5.1. Dotcena osoba
Reported Person

5.1.1. Dotcena osoba ma pravo byt co nejdrive informovana o vysetfovani, byt seznamena 
se skutecnostmi, ktere ji jsou kladeny za vinu, a byt kdykoli vyslechnuta, v souladu 
s ostatnimi podminkami Smernice. Takove sdeleni se uskutecni v dobe a zpusobem, 
ktere jsou povazovany za vhodne k zajisteni spravneho priibehu 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.

5.1.2. Setfeni bude probihat pfi plnem respektovani cti, presumpce neviny a prava na 
obhajobu Dotcene osoby, pfi zachovani jeji totoznosti a pfi maximalnim zachovani
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duvemosti skutecnosti a udaju interniho setrenf, v souladu s ostatnfmi podmfnkami 
Smernice.
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 mlcenlivost o existenci Oznamem a vysetrovani a nebude 
vyhrozovat ani vyvijet natlak na Dotcenou osobu nebo jinou Osobu zucastnenou na 
prosetrovani. Obdobne je Dotcena osoba povinna zachovavat mlcenlivost o vsech 
skutecnostech, o nichz se v souvisiosti s Oznamenim nebo jeho prosetrovam'm dozvi. 
Nedodrzeni techto povinnosti muze vest ve vztahu k zamestnanci ADR - Dotcene 
osobe nebo Oznamovatel! - 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.

5.2. Osoba zucastnena na prosetrovani 
Person involved in the investigation

Pfi prosetrovani muze vyvstat potfeba, aby se Pfislusna osoba obratila s zadosti o podporu 
pfi setreni na pfislusna interni oddeleni ADP CZ, osoby z jinych spolecnosti skupiny ADP 
(vcetne vedouciho oddeleni ESI Compliance a clemi globalnlho etickeho tymu ADP) nebo 
externi odborniky, a to v zavislosti na konkretnim predmetu podaneho Oznameni (dale jen 
„Osoba zucastnena na prosetrovani11). Osoby zucastnene na prosetrovani jsou povinny 
zachovavat mlcenlivost ve stejnem rozsahu jako Pfislusna osoba o vsech skutecnostech, 
o nichz se v souvisiosti 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.

5.3. Chranena osoba 
Protected person

Krome Oznamovatele jsou ze zakona chraneny pfed odvetnymi opatfenlmi take dalsi osoby, 
tj. zejmena:
In addition to the Whistleblower, also other persons are protected against retaliatory measures, i.e. 
in particular:

a) osoba, ktera poskytla pomoc pfi zjisfovani informaci, ktere jsou obsahem Oznameni, 
podani Oznameni nebo posouzeni jeho duvodnosti.
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a person who has provided assistance in identifying the information contained in the Notification, 
filing the Notification or assessing the validity of the Notification,

b) osoba, ktera je ve vztahu k Oznamovateli osobou blizkou,
a person who is a next of kin of the Whistleblower,

c) osoba, ktera je zamestnancem 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 ucast, osoba ji ovladajicf, jf ovladana osoba nebo 
osoba, ktera je s touto pravnickou osobou ovladana stejnou ovladajicf 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) pravnicka osoba, jejfhoz voleneho organu je Oznamovatel clenem, osoba ovladajicf, 
ovladana nebo osoba ovladana stejnou ovladajicf 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 cinnost 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) sverensky fond, jehoz je Oznamovatel nebo pravnicka osoba podle pfsmene e) nebo f) 
tohoto cl. 5.3 zakladatelem nebo obmyslenym nebo ve vztahu k nemuz jsou Oznamovatel 
nebo pravnicka osoba podle pfsmene e) nebo f) osobou, ktera podstatnym zpusobem 
zvysf majetek svefenskeho fondu smlouvou nebo poffzenfm pro pffpad 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 Oznamenf
Content of the Notification

6.1.2. Spolecnost pfijfma Oznamenf podana identifikovanym Oznamovatelem i Oznamenf 
anonymnf. Bez ohledu na vyse uvedene se doporucuje, aby se Oznamovatel pokud
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mozno identifikoval, protoze anonymni Oznameni miize omezit rozsah setfenf 
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 musf obsahovat alespon tyto informace:
The Notification must contain at least the following pieces of information:

6.1.3.1. co nejpresnejsi popis skutecnosti uvedenych v Oznameni, pokud mozno 
vcetne 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 Dotcene osoby, pokud je znama; 
identity of the Reported Person if known;

6.1.3.3. dukazy, ktere ma Oznamovatel k dispozici a ktere potvrzuji oznamovane 
skutecnosti. Pokud je nema k dispozici, ale je znamo, ze existuji, musi je
radne oznacit. ^
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 muze podat Oznameni prostrednictvim techto kanalii:
The Whistleblower may file the Notification through the channels provided for in 
this section.

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

b) ustne:
orally:

(i) zavolanim na vyhrazene telefonni cislo +420 257 107 512, ktere je 
vybaveno systemem hlasovych zprav dostupnvm 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 podano pfi osobm'm 
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 zpusobem: i) zaznamem rozhovoru v bezpecnem, trvalem
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a prfstupnem formatu; nebo v pripade osobnfch setkam ii) uplnym 
a pfesnym pfepisem rozhovoru s Pffslusnou osobou. V pripade osobniho 
setkanf bude Oznamovateli dana moznost overit, opravit a pfijmout 
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, (ii) 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.

6.1.4.3. V pripade nahravani schuzky bude Oznamovatel na tuto skutecnost 
upozornen a Oznamovatel bude informovan, ze jeho osobni udaje budou 
zpracovavany v souladu s touto Smernici.
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.

6.1.4.4. Pokud Oznamovatel nebude s nahravanim rozhovoru souhlasit, miize 
Prislusna osoba (pokud to bude povazovat za vhodne) na dobu rozhovoru 
pozadat o pritomnost svedka (dalsi Prislusne osoby). Tim neni dotcena 
povinnost Prislusne osoby vyhotovit pisemny zaznam o ustnim souhlasu 
Oznamovatele s obsahem zaznamu. Existence vyse uvedenych skutecnosti 
nebrani Prislusne osobe 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 system VOS nebo neprislusne osobe
Submitting the Notifications through non-established channels

6.1.5.1. Podavani Oznameni jinymi zpusoby nez prostfednictvim VOS je vylouceno, 
ledaze se vztahuje k zalezitostem nespadajicim do piisobnosti cl. 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.

6.1.5.2. Dojde-li presto Oznameni, jez ma pfijimat a vyrizovat Prislusna osoba, jine 
osobe/oddeleni, musi byt bezodkladne postoupeno kvyfizeni Prislusne 
osobe. Pritom musi dana osoba dbat na to, ze zvoleny zpiisob postoupeni 
zajisfuje zachovani duvernosti obsahu Oznameni i totoznosti 
Oznamovatele. Z evidence dokumentu i ze spisu musi byt zaroveh 
vymazany veskere informace tykajici se takoveho Oznameni, pokud je to 
mozne.
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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 Notification 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 Pfislusne osobe naopak podani, k jehoz prijeti neni opravnena, 
pozada Oznamovatele, aby podal oznameni prostfednictvim oznamovacfch 
kanalu uvedenych v Etickem 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 prostfednictvim VOS nebo oznamovacich kanalu uvedenych 
v Etickem 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. PRlJEM A VYRIZOVANI OZNAMENI
RECEPTION AND INVESTIGATION OF THE NOTIFICATIONS

6.2.1. Prislusna osoba bezodkladne pisemne vyrozumi Oznamovatele o prijeti Oznameni, 
nejpozdeji vsak do 7 dnu 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.

6.2.2. Nasledne Prislusna osoba posoudi pfipadny konflikt zajmu (v pfipade zjisteni jeho 
existence postupuje podle cl. 7.4 teto Smemice) a vyhodnoti, zda Oznameni viibec 
spada do vecne pusobnosti Smemice. Jestlize je to nezbytne, vyzve Prislusna osoba 
Oznamovatele k doplneni potfebnych informaci ci udajii.
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.

6.2.3. Prislusna osoba je povinna proverit diivodnost informaci uvedenych v Oznameni 
a pisemne vyrozumet Oznamovatele o vysledcich setreni do 30 dnii ode dne prijeti 
Oznameni. V pripadech skutkove nebo pravne slozitych Ize tuto Ihutu prodlouzit az 
o 30 dnu, nejvyse vsak dvakrat (tedy na max. 90 dnu celkem). O prodlouzeni Ihuty 
a diivodech pro jeji prodlouzeni je prislusna osoba povinna Oznamovatele pisemne 
vyrozumet 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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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.

6.2.4. Pro provedeni setfeni mohou byt Pfislusne osobe napomocny dalsf Pnslusne osoby 
ustanovene ADP CZ.
The Authorized Person may be assisted by other Authorized Persons appointed by ADP CZ 
to carry out the investigation.

6.2.5. Pfislusna osoba je opravnena pozadat nekterou z Osob ziicastnenych na prosetrovani 
(v zavislosti na konkretnfm predmetu podaneho Oznameni) o podporu pfi setfeni. 
Takto oslovena Osoba zucastnena na prosetrovani je povinna poskytnout Prfslusne 
osobe nejvyssi moznou soucinnost. Poruseni povinnosti podle pfedchozi vety 
zamestnancem ADP CZ muze byt vyhodnoceno jako poruseni povinnosti 
vyplyvajicich zamestnanci z pravm'ch predpisu vztahujicich se k jim vykonavane praci 
(„poruseni pracovni kazne“).
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”).

6.2.6. Rovnez pokud se Pfislusna osoba domniva, ze rozsah podaneho Oznameni 
neodpovida moznostem VOS (napf. proto, ze se netyka faktii tykajicich se Spolecnosti 
nebo proto, ze oznamene skutecnosti pfesahuji mfstm uroven a bylo by vhodnejsi je 
fesit na urovni skupiny), bude Oznamovatel vyzvan, aby podal Oznameni 
prostfednictvim globalnich oznamovacich kanalii uvedenych v Etickem kodexu. Tim 
neni dotcena povinnost Pfislusne osoby pokracovat v setfeni samostatne, pokud 
Oznamovatel odmitne podat podnet prostfednictvim globalniho kanalu. Za setfeni 
u ADP CZ je vzdy primarne odpovedna Pfislusna 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.

6.2.7. Pfislusna osoba je povinna zajistit maximalni diskretnost pfi setfeni Oznameni 
a zajistit ochranu diivemych informaci sdelenych (nejen) Oznamovatelem v ramci 
Oznameni nebo dalsiho setfeni. Tim se rozumi zejmena omezeni rozsahu informaci 
dalsim subjektum, ktere budou pozadany o soucinnost ve smyslu cl. 6.2.5 a Error! 
Reference source not found, teto Smemice.
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 dokonceni setfeni vyhotovi Pnslusna osoba pisemne vyrozumem, v nemz 
Oznamovatele seznami s ochranou, ktera mu na zaklade podaneho Oznamem nalezi, 
a s vysledky setreni, zejmena, ze podane Oznamem 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) nediivodne, coz muze nastat v nasledujfci'ch pnpadech: 
unjustified, which may occur in the following cases:

• kdyz uvadena fakta nejsou duveryhodna;
when the facts reported lack credibility;

• pokud oznamene skutecnosti nespadajf do vecne piisobnosti teto 
Smernice;
when the facts reported do not fall within the material scope of application of this 
Policy;

• pokud je Oznamem zjevne neopodstatnene;
when the Notification is manifestly unfounded;

• pokud Pnslusna osoba po vyzadam dalsich informaci nebo dokumentace 
od Oznamovatele (pokud byl identifikovan) tyto neobdrzi a bez techto 
dodatecnych informaci nelze zahajit vysetfovam;
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;

• pokud existuji indicie, ze poskytnute informace byly ziskany nezakonnym 
zpusobem, budou takove informace odmitnuty a Oznamovatel bude o 
tomto odmitnuti informovan; bez ohledu na prave uvedene miize Pnslusna 
osoba rozhodnout o pokracovam vysetrovani a povazovat informace za 
zakonne zfskane, pokud to bude mozne;
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;

• pokud Oznamem neobsahuje nove a vyznamne informace nebo je pouhou 
reprodukci dnvejsiho Oznamem', ktere bylo drive zamitnuto nebo fadne 
prosetfeno a vyfeseno.
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;
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Zamitnuti bude Oznamovateli sdeleno, ledaze to neni mozne (napr. pokud bylo 
zaslano z e-maiiove adresy, na kterou nem mozno odpovedet) nebo pokud se 
Oznamovatel vzdal sveho prava na zaslani vyrozumeni. V takovem pfipade 
Prislusna osoba zaznamena pfijeti Oznamenf a prijate rozhodnuti nezahajovat 
setfenf (a duvody 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) orifthe 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 oznamene skutecnosti nespadaji do vecne piisobnosti teto Smemice, 
Prislusna osoba informuje Oznamovatele, zda je vhodne postoupit oznamene 
skutecnosti k vyfizeni jinemu utvaru nebo osobe (napf. jeho nadfizenemu, 
personalnimu oddeleni nebo jinym osobam).
When the reported facts do not fall within the material scope of application of this Policy, 
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);

b) diivodne:
justified:

V takovem pfipade Prislusna osoba Oznamovatele bude dale informovat (die 
okolnosti) zejmena o (i) zjistenem protipravnim jednani, (ii) navrzenych preventivnich 
nebo napravnych opatfenich, a diivodech jejich navrzeni, (iii) prijatych preventivnich 
nebo napravnych opatfenich a jejich diivodnosti, byla-li ve Ihute podle tohoto odstavce 
pfijata, a (iv) jinem zpiisobu 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, (ii) the preventive or corrective 
measures proposed and the reasons for proposing them, (iii) 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 cl. 6.2.1 az 6.2.3 se nepouzije, jestlize (i) Pnslusne osobe neni 
Oznamovatel znam, (ii) je zfejme, ze by takovym postupem byla prozrazena totoznost 
Oznamovatele bez jeho souhlasu anebo (iii) 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, (ii) 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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7. ZASADY A ZARUKY PRO OZNAMOVANI PROSTREDNICTVIM VOS
PRINCIPLES AND GURANTEES FOR THE NOTIFICATIONS VIA IWS

Nakladani s informacemi zi'skanymi prostrednictvim VOS se ndf nasledujicimi pravidly 
a zarukami:
The management of information received via the IWS is governed by the following principles and 
guarantees:

7.1. Diivernost 
Confidentiality

7.1.1. Spolecnost vyviji maximalm' mozne usili, ktere od ni Ize spravedlive pozadovat, aby 
zajistila diivernost prijatych Oznameni, udaju tykajicich se Dotcenych osob a 
Oznamovatelu (pokud Oznameni nepodali anonymne), jakozto i dokumentace vznikle 
behem pnpadneho interm'ho setfeni na zaklade Oznameni a totoznost Osob 
zucastnenych na prosetfovani. Vse vyse uvedene plati, pokud uverejneni nestanovi 
pravni pfedpis nebo o nej nepozada soud, statni zastupitelstvi nebo pfislusny vefejny 
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.

7.1.2. Je vyslovne zakazano zverejnovat informace o Oznamenich nebo prfpadnych 
intermch vysetfovamch, ledaze je to za podmmek upravenych touto Smernici 
pffpustne. Nedodrzem teto povinnosti muze pro zamestnance ADP vyiistit 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.

7.2. Zakaz odvetnych opatfeni 
Prohibition of retaliatory measures

7.2.1. Spolecnost ADP CZ netoleruje odvetna opatreni viici osobam, ktere v dobre vire 
podaji Oznameni nebo se ucastni prosetfeni Oznameni. Proto je pfisne zakazano 
podnikat jakekoli kroky, ktere predstavuji odvetu, hrozbu nebo pokus o odvetu vuci 
dotcenym osobam. Nedodrzeni techto povinnosti se povazuje za poruseni povinnosti 
a muze byt predmetem disciplinarniho rizeni.
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. Faijure to comply 
with these obligations will constitute an offence and may be subject to disciplinary action.
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7.2.2. Aniz je dotceno ustanoveni cl. 7.2.1, budou pfijata prislusna opatreni, pokud bude 
Oznameni nepravdive nebo bylo podano ve zle vire nebo pokud byly predlozene 
informace ziskany nezakonne.
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.

7.3. Prava a povinnosti Oznamovatele v dobre vife
Rights and obligations of the bona fide Whistleblower

7.3.1. Oznamovateli v dobre vire je zajisteno, ze za sve Oznameni nebude postizen zadnym 
odvetnym opatrenim ani sankci, a ze jeho totoznost (pokud Oznameni neni anonymni 
nebo pokud je totoznost nasledne odhalena), stejne jako poskytnute 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.

7.3.2. Udaje Oznamovatele v dobre vire nebudou zvefejneny a zustanou dCiveme, i kdyz 
Oznamovatel vyuzije sveho prava na pristup ke svym osobnim udajum. V takovem 
pripade bude Dotcene osobe odepren pristup ke konkretnim informacim tykajicim se 
totoznosti Oznamovatele. Identita Oznamovatele bude pristupna a nebude chranena 
povinnosti mlcenlivosti, pokud jeji zverejneni stanovi pravni predpis nebo o nej 
pozada soud, statni zastupitelstvi nebo pfislusny spravni organ y ramci trestniho, 
disciplinarniho nebo prestupkoveho setreni. Oznamovatel bude informovan pfed 
odhalemm sve 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.

7.3.3. Vyjimkou z vyse uvedeneho pravidla a v pripade, ze je to nezbytne, bude totoznost 
Oznamovatele poskytnuta i Osobam zucastnenym na prosetrovani (vcetne pravnikii, 
forenznich tymu atd.), pricemz vsichni podlehaji prisne povinnosti mlcenlivosti. 
Totoznost Oznamovatele muze byt rovnez sdelena organu, kteremu miize byt pfedan 
vysledek interniho vysetfovani (soud, statni zastupce nebo pfislusny organ vefejne 
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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(investigating judge, public prosecutor or relevant administrative authority) may be 
forwarded.

7.3.4. Oznamovatelem v dobre vi'fe je osoba, ktera poda Oznamenf a ktera ma vzhledem 
k okolnostem a informacim dostupnym v dobe podam Oznamenf diivodne podezfenf, 
ze oznamene skutecnosti jsou pravdive. Za zlou vfru se povazuje, pokud je Oznamenf 
podano v dobe, kdy je znamo, ze je nepravdive, nebo s lehkomyslnym nezajmem o 
pravdu. V takovych pffpadech budou pfijata prfslusna disciplinarnf opatfenf. Tfm nenf 
vyloucen pffpadny trestnepravnf postih Oznamovatele ve zle vffe.
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.

7.4. Stfet zajmu
Conflict of interests

7.4.1. Pokud se stret zajmu tyka nektere z Pffslusnych osob, ostatnf Pffslusne osoby musf 
byt o takovem stfetu zajmu neprodlene informovany.
If the conflict of interests regards any of the Authorized Persons, other Authorized Persons 
must be informed about it without an undue delay.

7.4.2. Pokud nelze Oznamenf pfedat kvyrfzenf jine Prfslusne osobe, uvedomf o teto 
skutecnosti Prfslusna osoba Oznamovatele a poucf ho o pravu podat Oznamenf 
prostfednictvfm externfho oznamovacfho systemu v pusobnosti Ministerstva 
spravedlnosti (cl. 10 teto Smernice).
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).

7.4.3. Stejne tak kazda Osoba zucastnena na prosetfovanf musf zhodnotit, zda jf nehrozf 
stfet zajmu. V pffpade kladneho zjistenf o tom musf neprodlene informovat Prfslusnou 
osobu. Prfslusna osoba posoudf existenci takoveho potencialnfho stfetu zajmu, 
a pokud to bude povazovat za nutne, takove osoby z procesu vyloucf.
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.

8. EVIDENCE A UCHOVAVANl OZNAMENI
RECORDING AND STORAGE OF NOTIFICATIONS

8.1. Pffslusna osoba vede v elektronicke podobe evidenci lidaju o pfijatych Oznamenfch, 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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8.1.1. datum prijeti Oznameni,
date of receipt of the Notification;

8.1.2. jmeno, prijmeni, datum narozeni a kontaktni adresa Oznamovatele, nebo jine udaje, z 
nichz je mozne dovodit totoznost Oznamovatele, jsou-li ji tyto udaje 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 Oznamenl a identifikace Dotcene osoby, je-li ji jeji totoznost znama, 
summary of the content of the Notification and identification of the Reported Person, if known;

8.1.4. datum ukonceni posouzeni duvodnosti Oznameni Pfislusnou 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 opatfeni.
proposed and realized preventive or corrective measures.

8.2. Do evidence podle cl. 8.1 a k Oznamenim a dokumentiim uchovavanym podle cl. Error! 
Reference source not found, ma pristup pouze Pfislusna 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.

9. OCHRANA OSOBNICH UDAJU

9.1. Osobni udaje Oznamovatele (pokud prozradi svou totoznost), Dotcene osoby a dalsich osob 
uvedenych v Oznameni, ziskane diky Oznameni a pfipadneho nasledneho intemiho 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.

9.2. Spolecnost ADP CZ miize zpracovavat osobni udaje Oznamovatelu a Dotcenych osob. 
V ramci setfeni Oznameni mohou byt shromazd’ovany a zpracovavany zejmena 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:
• totoznost, funkce a kontaktni udaje Oznamovatele;

Identity, functions and contact details of the Whistleblower;
• totoznost, funkce a kontaktni udaje Dotcenych osob;

Identity, functions and contact details of the Reported Persons;
• totoznost, funkce a kontaktni udaje osob vyslechnutych behem setfeni;

Identity, functions and contact details of persons interviewed during the investigation
• totoznost, funkce a kontaktni udaje osob, ktere se podileji na pfijimani nebo zpracovani 

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

• hlasene skutecnosti a udalosti;
Facts and events reported;

• udaje shromazdene za ucelem potvrzeni uvadenych skutecnosti;
Data collected to confirm the reported facts;

• zpravy o vysledcich setfeni a 
Reports of findings of investigations; and

• nasledna kontrola zprav o vysledcich setfeni.
Follow-up of reports on the results of the investigations.

9.3. Ucelem zpracovani techto udaju je: (i) vyhodnocovani a sprava Oznameni prijatych 
prostfednictvim VOS; (ii) provadeni nezbytnych intemich setfeni; (Hi) zaznamenavani 
fungovani a ucinnosti VOS a compliance programu ADP CZ; a (iv) podnikani nezbytnych 
kroku k reakci na pfijata Oznameni.
The purposes of this data processing are to: (i) assess and manage the Notifications received 
through the IWS; (ii) carry out the necessary internal investigations; (iii) 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.

9.4. Pravnim zakladem pro toto zpracovani je jeho nezbytnost pro splneni pravnich povinnosti 
ADP CZ. Jedna se zejmena o potfebu 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 implementation and keeping of the IWS in accordance with 
the Whistleblower Protection Act.

9.5. Osobni udaje vyplyvajiciz obdrzenych Oznameni budou pfistupne pouze Pfislusnym osobam 
a Osobam zucastnenym na prosetfovani, vedoucimu HR (nebo jine urcene osobe) pro pfijeti 
disciplinarnich opatfeni, vedoucimu pravniho oddeleni pro pfijeti pravnich opatfeni 
a povefenci na ochranu osobnich udaju (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 Notification and the investigation).

9.6. Pnslusna osoba miize rovnez pfedat osobni udaje organum vefejne moci, soudum nebo 
statnimu zastupitelstvi za ucelem splneni pravnich povinnosti nebo obrany spolecnosti ADP 
CZ proti narokiim a zavazkum vyplyvajicim ze skutecnosti uvedenych v Oznameni nebo 
shromazdenych v ramci intermho vysetfovani. Pokud jsou osobni udaje Oznamovatele 
pfedavany temto organum, ADP CZ o tom Oznamovatele pfedem informuje, ledaze by to 
pfedstavovalo riziko pro vysetfovani nebo soudni fizeni nebo bylo v rozporu s platnymi 
pravnimi pfedpisy.

Copyright O 2023 ADP, Inc t



Always Designing 
for People*

Likewise, the Authorized Person may forward personal data to public authorities, the courts or the 
Public Prosecutor's Office to comply with legal obligations or to defend ADP CZ against claims and 
liabilities arising from the facts mentioned In the report or gathered In the framework of tho 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 teto Smernice mohou byt osobni udaje ziskane ADP CZ ppoddvdny mlmo Evropsky 
hospodafsky prostor a v takovem pfipade se pouzljl globilnl zasady ochrany osobnlch lidajil 
spolecnosti ADP a zavazna pravldla skuplny tykajici se zpracovinl osobnlch udajO.
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 udaju
Record keeping

9.8. Osobni lidaje vyplyvajici z obdrzenych Oznameni mohou byt uchovivdny po dobu nozbytnA 
nutnou a pfimerenou k prosetfeni Oznameni a ochrane Oznamovatolu, Dotionych osob 
a tretich stran uvedenych v Oznamenich, jakoz i po dobu nezbytnou k zachovrinl prdva 
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, the 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 lidaje nebudou shromazd’ovany ani zpracovdWmy, pokud Jsou zjovn6 irolevnntni; 
pokud budou shromazdeny nahodou, budou bez zbyte6neho odkladu smnzany. Stejnd tak 
budou smazany vsechny osobni udaje obsazene ve sdSlenfch, kterd se tykaji jodnani, Joz 
nespada do vecne pusobnosti teto Smernice.
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 obdrzene Informace obsahuji osobni lidaje zahrnuW do zvIAStnich kategorli udnju, 
budou okamzite smazany, aniz by byly zaznamenAny a zpracovAny (pokud to noni nutno 
vzhledem k povaze podanAho OznAmeni).
If the Information received contains personal data included in the special categories of data, it will bo 
deleted immediately without being recorded and processed (unless this is necessary duo to the 
nature of the report submitted).

9.11. VeskerA informace, kterA se ukAzi Jako nepravdivA, budou okamiitA smazAny, ledaie by se 
jednalo o trestny cin; v takovAm pfipade 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 necessary for the 
legal proceedings.
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9.12. Zpracovavane osobm udaje mohou byt uchovavany ve VOS po dobu nezbytnou a primerenou 
k dodrieni ZOCH.
The personal data processed may be kept in the IWS for the time necessary and proportionate to 
comply with the Whistleblower Protection Act.

9.13. V kazdem pn'pade budou osobnf udaje smazany nejpozdeji po 3 mesfcfch od obdrzeni 
Oznameni, pokud nebude zahajeno zadne vysetrovam nebo pokud ucelem jejich uchovavani 
nebude zajisteni dukazu o fungovani VOS (v takovem pri'pade budou udaje uchovavany v 
anonymizovane podobe).
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).

9.14. Po ukonceni vysetrovanf budou udaje obsazene v Oznameni a v jeho souvislosti sdi'lenych 
dokumentech uchovavany ve VOS po dobu maximalne 10 let, ledaze bude jejich uchovavani' 
po delsf dobu nezbytne pro zachovam 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.

9.15. V souladu s pravnimi predpisy o ochrane osobmch udajii mohou subjekty udaju uplatnit sva 
‘ prava na pristup, opravu, vymaz, namitku, omezenf zpracovam a prenositelnost svych udaju

v souladu s platnymi predpisy zaslanlm e-mailu na adresu privacv@adD.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 privacv@adp.com.

10. EXTERN! OZNAMOVACI KANAL
EXTERNAL WHISTLEBLOWING CHANNEL

10.1. ADP CZ doporucuje podavat Oznameni interne, aby se prfpadne problemy mohly co nejdnve 
vyresit a spolecnost ADP CZ mohla prijmout prislusna napravna a disciplinarnf opatreni.
ADP CZ recommends that the Notifications be made internally so that contingent issues can be 
resolved as soon as possible and ADP CZ could take corrective and disciplinary measures.

10.2. Pokud se vsak Oznamovatel rozhodne nahlasit sve obavy externe, jsou pnslusnymi organy 
Wlinisterstvo spravedlnosti a/nebo prime prislusny organ verejne moci, tj. Policie CR, statni 
zastupitelstvi a/nebo vecne prislusne organy statni spravy podle jejich oblasti pusobnosti 
(napr. Ceska inspekee zivotniho prostredi, Urad pro ochranu osobnich udajCi 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.).

10.3. V tomto pripade Oznameni prijima, prosetruje a posuzuje Ministerstvo spravedlnosti nebo 
jiny prislusny organ verejne 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 protipravm'ho jednam:
External whistleblowing channel:

Ministerstvo spravedlnosti Ceske republiky 
Vysehradska 424/16 
128 10 Move Mesto

Webovy formula? pro online podanf: https://oznamovatel.iustice.cz/chci-podat-oznameni/
Web form for an online submission:

11. ZAVERECNA USTANOVENI
FINAL PROVISIONS

11.1. Tato Smernice se vydava na dobu neurcitou.
This Policy is issued for an indefinite period of time.

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

11.3. V pripade jakychkoliv rozporu mezi ceskou a anglickou jazykovou verzi ma prednost ceske 
zneni.
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

Jmeno / Name: Virginia Magliuio
Funkce / Title: Clen spravni rady / Member of the Board of Directors
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