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MANUAL FOR THE USE OF THE WHISTLEBLOWING CHANNEL 

 

Using the PLAIN CONCEPTS Ethical Channel is simple. Below, we will help you understand the 

process by explaining it. 

The first step to file a complaint or report an irregularity is to read the privacy policy carefully 

and accept it, after which you will be redirected to the Whistleblower Channel portal, which will 

display the screen shown below: 

 

We are going to analyse each of the fields and steps to be carried out to file a 

complaint/communication. 

 

 

 

 

 

 

 



 

1.- RELATIONSHIP WITH THE COMPANY 

In the first section that appears on the screen you must indicate the type of relationship you 

have with the company, either external (if you are a client, supplier or other person related to 

PLAIN CONCEPTS) or internal (in case you are part of PLAIN CONCEPTS).  

 

2.- TYPOLOGY OF CONDUCT TO BE REPORTED 

The second section shows the different types of conduct that can be communicated through the 

Channel, both criminal conduct and conduct that goes against the principles set out in the Code 

of Ethics and Conduct of PLAIN CONCEPTS, as well as the provisions of its internal policies which, 

although not a criminal offence, constitute an irregularity. 

 



If the fact you wish to report doesn’t coincide with any of the conduct listed, you have the option 

of selecting “Other” option and specifying the conduct to be reported in the section “Report’s 

Detail”. 

 

3.- TYPE OF REPORT 

In the following section you must choose whether your report is anonymous or not. 

If it is not, your data will be processed with strict confidentiality and in compliance with the 

applicable legislation in force, specifically the RGPD and LOPDGDD. 

 

If you choose the option to file the report confidentially, the following fields will then be 

displayed for you to fill in: 

 

The fields with an asterisk must be filled in, and it is optional to provide a telephone number if 

you wish to do so. 

 

 

 

IMPORTANT!!! If you wish to communicate a violence, harassment, or abuse conduct, it cannot 

be made anonymously. 



 

 

4.- REPORT’S DETAIL 

In this section you should describe in as much detail as possible the events that took place, 

indicating the place where they occurred and the date, either specific or approximate.  

 

 



 

5.- WITNESSES  

Once the facts have been described and explained, in the next section you can indicate, at your 

choice, the existence of witnesses and then list them. 

 

6.- EVIDENCE 

The last section that appears on the screen enables you to attach evidence of the events that 

took place, and you can upload several files in different formats.  

If the complaint is admitted for processing, during the course of the procedure you can provide 

new evidence if you have any. 

 

 

 

 

 

 

7.- COMMUNICATION CHANNEL 



You (Whistleblower) have at your disposal a private and strictly confidential channel of 

communication to raise any questions or doubts you may have with the Compliance Body. 

This channel is enabled both in the case of anonymous reporting (where no identifying details 

of the whistleblower will appear) and in the case of confidential reporting.  

 

8.- FINAL STEPS  

Once you have introduced all the data indicated above, you should proceed to save the 

information in the button at the footer, where a tab will pop up where you should indicate the 

subject of the report with a short tittle such as, for example, “corruption case”.  

 

 

Once you have entered the subject and clicked the accept button, you should click the exit 

button on the screen and the following prompt will appear: 

This NOTICE is in the case that the report is made ANONYMOUSLY, since in the case that it is 

made confidentially, the link will be sent to the email, as well as notifications of changes that 

occur in the processing of the report. 

In the case of an ANONYMOUS report, due to the lack of a contact email for the Compliance 

Body to communicate with you, a unique number and URL is generated for you. 

You SHOULD save this number and URL so you can keep track of the whole procedure, make 

communications to the Compliance Body or provide new evidence.  



 

 

 


