MANUAL DO

WHISTLEBLOWING
( )

=

#ZSIAD



Este manual descreve como usar o aplicativo da web que o SIAD
disponibilizou para todos os funcionarios das empresas do Grupo relatarem
e/ou expressarem preocupagoes com suspeitas de ma conduta e atividades
ilegais que ocorrem na organizagao.

Os funcionarios podem usar o aplicativo da web “Comunica Whistleblowing”
para inserir relatérios em conformidade, entre outras, com as disposicoes
da legislacdo da UE, a legislacdo local aplicavel e o Cédigo de Etica, que
é parte integrante do Modelo de Organizagcao, Gerenciamento e Controle

adotado pela Empresa.
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Voltar ao indice

Home

Acesse o aplicativo da web “Comunica Whistleblowing” pela pagina
dedicada do site do SIAD Group:

https://www.thesiadgroup.com/siad-whistleblowing
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L agislative Decrea 231/2001 and the anti-carruption guidelinas, as well as violations of company niles and policies that may resuilt in
fraud or potential damage, in respect of colleagues, shareholders and stakeholders in general or that involve actions of a harmiful or

unlawful nature relative to the interests and reputation of the company.
Reports must be made in good faith and not anonymously.

Maximum protection of the whistieblower and the reported Individuals Is guaranteed through specific security measures. The portal
ensures that the writer's identity and the contant of the report remain confidential, particularly by using specific security protocols and
cryptographic tnols that protect parsonal data and infarmation, including thosa in any attachments.

The reports made by Employees will be recelved by the Appointed Manager. an internal member of the Supervisory Body of SIAD S.p.A..

the committee that deals with corporate compliance in accordance with the relevant Halian legislation.

The entire whistleblowing management process protects the wer from any p direct or indirect pressure and

discrimination in the workplace. The whistieblower also has the opportunity 1o follow the progress of the investigation.

The reports will be inserted by Employees and processed by the Appointed Manager through the web portal Whistleblowing powered by
company Unione Fiduciaria, Also further communications between the Employee and the Manager appointed will done be through this
web portal

All the personal data are processed pursuant to EU Regulation 2016/679 and subsequent amendaments and additions, as well as any
other applicable provision relating to the protection of personal data, including the provisions of the ltalian Data Protection Authority, in
full respect of fundamental rights and freedoms, with particular regard to the confidentiality of the identity of the subjects involved and the

security of the processing.

SIAD Whistleblowing Manual for employess

Cligue no link “send your report” para entrar no aplicativo da web.
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Acesso para Usudrio ja registrado

O token necessario para fazer login é “SIADWB” e ele estara presente

automaticamente no formulario.
Insira o usuario e a senha e clique em “Login” para entrar no sistema.
Insert TOKEN to log in

SIADWE

Insert username and password
Recover your account details

Username

Password

If you are not yet a user, please complete the registration form

to access the system.

Acesso para Usuario ndo registrado

Clique em “registration form” para fazer o registro e criar sua conta.

Username

Password

If you are not yet a user, please complete the registration farﬂ

to access the system.
LOGIN

#ZZSIAD



Voltar ao indice

Depois de clicar em “registration form”, vocé entrara na pagina na qual
tera que preencher o formulério necessario para criar a conta.

Primeiro certifique-se de ter um e-mail ativo. Ele é necessario para
concluir o registro.

Preencher o formulario de registro

1. Insira seu nome de usuario (use letras maiusculas, minusculas, nimeros);

2. Crie uma password;

3. Crie sua senha pessoal (use uma combinacdo de letras maiusculas,
minusculas e nimeros) e escreva-a novamente para confirma-la.

(Vocé precisara do nome de usuario e da senha para entrar no sistema depois de concluir o registro.)

1. Insira seu nome e seu sobrenome.

2. Insira o seu e-mail.

3. Insira o token: SIADWB

4. Para concluir, escreva o codigo de seguranga encontrado na parte inferior
direita e, em seguida, clique em: “Register”

WHISTLEBLOWING

Powered by lI‘ FIUCIARIA o

To register you must complete all the mandatory fields in the form.
After registration, you will receive a confirmation e-mail containing the details necessary for the activation of your profile.

MarioRossi

Ce m Password®
...........

First Name* Last Name*

Mario Rossi

Email* TOKEN*

rossimario@email.com SIADWE

Please insert the security code shown in the image 5271'\{()
s27TvO|

Refresh security code

S ¢
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Depois que vocé clicar em “Register”, o sistema enviara um link de
confirmacao para o endereco de e-mail fornecido. Clique nele para ativar a
conta. Vocé encontrara os dados da conta no e-mail. Apds a confirmacao,
sera possivel entrar no sistema.

Recuperar os dados da conta

Caso tenha esquecido o “Username” e/ou a “password”, vocé podera
recupera-los facilmente clicando em “Recover your account details”

Insert username and password

Recover your Tl:ount details

Username

Password

If you are not yet a user, please complete the registration form
to access the system.

Vocé podera receber os dados da conta no seu e-mail.

Insira o token “SIADWB”.

Insira 0 nome de usuario ou o e-mail usado no registro.

Preencha o cédigo de seguranca que pode ser visto no canto inferior direito.
Clique em “Recover”.

Reset Password

TOKEN®

TOKEN

Username*

Write here your username {alphanumeric, max 20 char.)

Please Insert the security code shown in the Image KXDTSH

Refrash security code



Iniciar o relatério

Depois de fazer login, vocé tera duas opgoes:

« Clicar em: “Insert Report” vocé pode inserir um novo relatorio (seguindo
este guia, vocé encontrara mais etapas para inserir o relatorio);

« Clicar em: “Go to your Reports” vocé pode ir para a pagina com todos
os relatérios que ja inseriu (essa funcdo é util para confirmar o status

de todos os relatdrios inseridos; por exemplo: data, relatdrio enviado,

assumindo o controle, relatdrio encerrado).

Search Reports

Report SIAD

All

Welcome to Whistleblowing homepage,
follow the steps and insert a Report.

Privacy disclaimer
OPERATIONAL INFORMATION

Click on Insert Report and follow proposed steps

You'll have to describe events and provide requested information

You'll be able to attach documents if you believe it is usefull

A Manager of SIAD 5.p.A. member of SIAD Supervisery Body (committee in charge of compliance as by itallan laws) will receive your repart
You'll be able to follow the management of your report on your personal area

You'll be able to comunicate with SIAD Manager in charge through the messagging tool present in your persanal area

INSERT REPORT

Review the details of your reports.

GO TO YOUR REPORTS

All

-

START SEARCH

Inserted reports

D DATE .,  STATUS PROCESS ALERT
= SlAD_10 13/05/2030  Report Sent Report SIAD F Y
® SIAD 7 11/08/2020  Report Sent Report SIAD A
) ® SIAD_8 11/05/2020  Report Sent Report SIAD A
O ® SIAD_3 280412020 Closed Report S1AD
-8 @ SIAD_4 28/04/2020  Under processing  Report SIAD am
N —
o ® SIAD_2 27/04/2020  Report Sent Report SIAD A
(U @ SIAD_1 2000472020 Closed Report SIAD
- -
E Reports from 1to 7 of 7 Previous 1 | Mext
o , -
> Exemplo: Captura de tela de busca de relatérios
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Informacoes preliminares

Depois de clicar em “Insert Report”, vocé podera comecar a escrever o

relatorio; aqui é necessario inserir as informacdes preliminares:

« Empresa do SIAD Group na qual vocé trabalha;

« Empresa do SIAD Group a qual o relatorio esta relacionado;

. Pais onde ocorreu a suspeita de violacao;

« Departamento envolvido (se vocé nao achar um nome de departamento
adequado, escreva-o na parte inferior).

Depois de preencher as informacoes preliminares, clique em “Continue”.

Report SIAD

Preliminary Informations

In which Company of SIAD Group do you work?*

To which company or entity does the report refer?

Country in which the alleged violation occurred® Which area of your company does the report refer to?*

Fields marked with * are mandatory

Al

Voltar ao indice
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Preencher o relatério

A etapa apds as informacgoes preliminares € a descricao detalhada dos
eventos Uteis para o relatério:

« Quem sao as pessoas envolvidas;

« Local e data dos eventos relatados;

« Motivopeloqualoseventos/comportamentosnao estaoem conformidade;
. Documentos Uteis para o relatorio;

« Como recuperar esses documentos Uteis;

« Descricao dos eventos;

Depois de preencher todas as informacdes solicitadas, clique em “Continue”.

Fill in your report

Whan are the main parties or subjects involsed?®

Place and date / time frame in which the events in question occurred®
Artach any documents useful for reporting

O | have documents to support the report

7
‘
g
{

O Not applicable (I do not have supporting documents)

Violates the Code of Conduct / Code of Ethics ® | am aware of documents useful for reporting

It causes a reputational da mage Indicate how the manager could get to these documents

It causes capital damage to the company

It is a case of mis-management

Violates environmental / occupational safety regulations

COO0OO0OO0O®@

Other

Facts description®

Voltar ao indice
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Informacoes finais

Esta € a Ultima etapa para enviar o relatério: responder a pergunta.

2 ) i

Final information and sending notification

Have you already reported the facts to other authorities and / or internal
parties and / or external to the company?

@® NO
OFYES

Write here to whom you reported facts

= m

Depois de responder a pergunta, vocé podera avancar clicando em

“Continue”.
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Pré-visualizacdo do documento

Antes de enviar o relatério, vocé vera uma pré-visualizacdo do documento
para verificar todos os dados e informacoes inseridos.
Caso precise alterar alguma informagao, clique em “Back” para retornar a
etapa anterior.
Depois de verificar todos os dados, clique em “Send” e o relatério sera
enviado.

1 2 ©

Report SIAD

Report Preview

In which Company of SIAD Group do you work?

Company's name S.p.a.

To which company or entity does the report refer?

Company's name 5.p.a.

Country In which the alleged violation occurred which area of your company does the report refer to?

Italy Sales and Marketing

Who are the main parties or subjects Involved?

Marlo Rossl - Purchasing Officer

Place and date / time frame in which the events In question occurred Artach any documents useful for reporting

Bergamo | am aware of documents useful for reporting, Summon Purchasing Office M

Have you already reported the facts to other authorlitles and / or internal

The conduct Is lllegal because: parties and / or external to the company?

Violates the Code of Conduct / Code of Ethics NO

Facts description

Marle Rossl has accounted for false Inveices in erder to create tax advantag

Atencao: Quando vocé clicar em “Send”, o relatério sera encaminhado ao

gerente encarregado e nao sera mais possivel alterar os dados inseridos ou
parar o envio do relatério.

Voltar ao indice
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Enviar notificacéo

Apds o envio do relatério, vocé recebera uma mensagem de confirmacéao
do sistema. A partir daqui, vocé pode entrar na pagina da web para ver seus

relatérios enviados.

Report sent

Thank you for submitting your report.

You may consult you Report and update your messages with the designated officer using the search function.

Best regards
UFWhistleblowing Team

BACK
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