
OPERATIONAL PROCEDURES
Whistleblowing guidelines  



Any individual identifying a potential violation that falls 
within the scope of whistleblowing policy should 

simply click on the link shared by the company.

Whistleblowing

No personal details are required to 
login; simply click on the ‘File a 
Report’ button .

File a report



The platform will display a short Privacy Policy.

Click on the ‘Privacy Policy Document ’ button to download 
the full Privacy Policy.

Click on ‘Continue ’ to continue to file your report, 

Whistleblowing



The “Reopen Ticket” button allows you to view the status of 
a report you have previously filed in order to monitor its 

progress and check any replies from the operator. 

Click on the ‘File a new report ’ button if this is the first time 
you are reporting a specific breach.
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File a report
Company: GAMMA

File a new report Reopen Ticket



The report potentially involves the actions of specific members 
of the management committee.

Therefore, the first action required by the platform is to exclude 
any persons for whom the report is not intended.

To exclude (or gain a clearer 
understanding of) one or more of 
these subjects, simply check the 

box next to the name.
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Indicate which department should receive your report 

Standard entrusted operator

ACQ – Purchasing department

DC – Sales & Marketing



The form used to report a breach includes both mandatory 
fields, which are marked with an asterisk (∗), and optional 

fields.

You are required to enter a short title summarising the 
violation and identify the category of violation by choosing 

from a drop-down menu. 

*testo da inserire*
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All fields are optional apart from those with an asterisk (*)

Subject (a title summarising the report you are filing)
write here

Nature of the violation/breach to report



These fields concern the person filing 
the report and specific details 

concerning the breach. They are NOT 
mandatory.
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Third parties aware/informed of the breach and/or able to give information concerning the breach

Name of person(s) committing the breach

Location in which breach occurred

Date/period in which breach occurred

Telephone number of person filing the report

Email (to receive report status) of person filing the report

Role/position in the Company of the person filing the report

Name and surname of person filing the report



A final mandatory field asks the person filing the report to consent to share 
information allowing their identity to be traced (in the event they have 

provided it) with parties other than the person in charge of managing the 
report of the breach.

The person in charge of managing the report may, if they deem if necessary, choose to 
involve other departments/functions in order to deal with the violation.

In the event that the person filing the report denies their consent, those other 
departments/functions will not be made aware of sensitive information that may lead back to 

the identity of the reporting person..
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I agree I do not agree



A Captcha entry is required at the end of the form to ensure 
digital protection and security.

Click on the «Continue» button to continue
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Write the number that appears below in the Captcha field

Continue



At this point, the platform opens an asynchronous chat 
between the person reporting the breach and person in 

charge of managing the report. This allows the two parties to exchange 
the necessary information in order to develop and further investigate the 

violation.

When you are certain of the content you wish to send, click on ‘Complete 
report and send ’.
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Attach documents, pictures, or other 
types of file

The message may still be 
changed. Confirm and send the 
final message by clicking on the 

“X” button.

Send an audio messageWrite your text message here.

*text

Message still to send

issue

Complete the report and send



After confirming submission, the report will  be finally 
delivered to the person responsible for managing the report. The 

platform will issue an alphanumeric code . You should make a note 
of this code, keep it safe and not disclose to third parties. 

The code is the only means of accessing your filed report to check on its 
status and receive a reply from the person managing your report.
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You may set up an email notification service by entering your email 
address and clicking on the button to confirm.

Set your notification service

Email address to receive updates and status of your report

Ticket password



To check the status of a report you have filed, it is necessary to 
click on ‘Reopen and/or check the status of a report previously 
filed ’ and then enter the code in the space provided.
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Reopen and/or check the status of a report previously filedNew report

Ticket password
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