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POLICY ON CONFLICT RESOLUTION AND COUNTERACTING MOBBING AND DISCRIMINATION 

AT HANKE TISSUE (HT). 

 
The well-being of employees and the company requires a working atmosphere based on mutual respect. 

The organisational culture we create is based on cooperation, openness to diversity, compliance with 

accepted rules and values, and acting in accordance with social norms. In order to foster good relations 

between employees and the culture within our organisation, we have developed a Policy for 

counteracting mobbing and discrimination at HT. 

We believe that it will become an effective tool for preventing and responding to undesirable behaviour in 

the workplace. With the well-being of our employees in mind, we recommend applying the principles 

described in this Policy as a method of efficiently eliminating inappropriate behaviour, in particular that 

which may constitute mobbing or discrimination. When pursuing our goals or tasks, we are often under 

time pressure and the stress that comes with it, which can have a negative impact on the way we act. As 

a result, consciously or unconsciously, we may violate the dignity of our colleagues, subordinates or 

superiors, which we do not want to accept. Regardless of intent and circumstances, any actions that 

violate our dignity, constitute bullying or discrimination, are unacceptable at HT. 

We oblige all HT Employees to maintain a friendly working atmosphere, counteract mobbing and 

discrimination, and respond, in accordance with the provisions of the Policy, to any manifestations of 

behaviour that you consider inappropriate or unethical. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DEFINITIONS 
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Team Archive a place for storing documents related to the Commission and the Team for Counteracting 
Mobbing and Discrimination in paper and electronic form. 
 
Discrimination lack of equal treatment of Employees in terms of hiring or dismissal,  employment 
conditions (e.g. remuneration, working time, scope of duties), promotion and access to tools for 
developing professional qualifications (such as training), in particular on grounds of gender, age, disability, 
race, religion, nationality, political beliefs, trade union membership, ethnic origin, religion, sexual 
orientation, as well as on grounds of fixed-term or indefinite employment or full-time or part-time 
employment.  
 
Human resources department an organisational unit of the Employer responsible for employee matters. 
 
HANKE TISSUE Spółka Z o.o. with its registered office in Kostrzyn n/Ogrą 
 
Other persons who are not HT Employees, e.g. customers, contractors, former HT Employees who 
engage in Mobbing or Discrimination against Employees, or who submit a Report or Complaint. 
 
The Investigation Committee / Committee consists of members appointed by the HT Anti-Harassment 
and Anti-Discrimination Team. The task of the Committee is to analyse complaints from Employees or 
Other Persons concerning undesirable behaviour in the workplace, conflicts, mobbing or discrimination 
(including harassment and sexual harassment) and other complaints. The Commission's tasks include 
assessing Employee Complaints concerning undesirable behaviour in the workplace, in particular those 
involving mobbing, discrimination or sexual harassment, identifying ways of preventing and, in the future, 
counteracting and responding to any undesirable behaviour, and conducting mediation. 
 
Conflict: a negative contradiction or difference in the thinking, feelings or actions of Employees and/or 
the Employer and/or Other Persons, manifested by the emergence or increase in the amount of 
undesirable behaviour, in particular the use of psychological or physical aggression. Employees or the 
Employer involved in a Conflict are referred to as parties. 
 
Commission Coordinator, a person appointed by the President from among the members of the 
Explanatory Commission to coordinate the work of the Commission and carry out its tasks. 
 
Mediation is a method of resolving Conflicts and preventing their escalation, taking the form of a 
negotiation meeting attended by a third party – a Mediator, whose task is to guide or support the 
communication process between Employees involved in the Conflict. It is a confidential, voluntary and 
informal process. 
 
Mediator a person or persons conducting mediation, independent and impartial, who are members of the 
Commission. The Mediator's task is to help the parties to the conflict reach an agreement by supporting 
employees in the communication process, identifying needs and interests, and generating solutions. 
 
Mobbing is a set of hostile, destructive, violent, manipulative or unethical behaviours, whether verbal, 
visual or physical, systematically repeated by the Employer or Employees (superiors, colleagues, as 
individuals or groups) or Other Persons. This behaviour concerns or is directed against an Employee or 
a group of Employees. It consists in particular of persistent and prolonged harassment or intimidation of 
an Employee or group of Employees, causing or likely to cause an underestimation of professional 
competence, causing or aimed at humiliating or ridiculing, isolating or eliminating from the team of 
Employees. 
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Harassment is a form of discrimination. It is any unwanted behaviour on the part of another employee 
(supervisor, colleague, one person or a group) or another person, relating to any characteristic of their 
identity, in particular age, disability, race, religion, nationality, political beliefs, trade union membership, 
ethnic origin, religion, fixed-term or indefinite employment, the purpose or effect of which is to violate the 
dignity of the Employee, in particular to create an intimidating, hostile, degrading, humiliating or offensive 
atmosphere towards them. 
 
Sexual Harassment is a form of Discrimination, a specific type of Harassment, relating exclusively to the 
gender or sexuality of the Employee. It is any unwanted behaviour on the part of another employee 
(supervisor, colleague, one person or a group) or another person, the purpose or effect of which is to 
violate the dignity of the employee and create an intimidating, hostile, degrading, humiliating or offensive 
atmosphere towards them. This includes any demands or requests for sexual favours, expressed verbally 
or non-verbally (through facial expressions, gestures, posture). 
 
Person against whom the Complaint is directed An employee or other person, acting individually or in 
a group, against whom the Complaint is directed, in a case of Conflict, Mobbing or Discrimination. 
 
Person filing the Complaint An employee or other person, acting individually or in a group, filing a 
Complaint regarding the occurrence of a Conflict, Mobbing or Discrimination. 
 
Person behaving in an undesirable manner An employee or other person whose behaviour violates 
the principles described in this Policy. 
 
The Anti-Mobbing and Anti-Discrimination Team at HT, a two-person team consisting of the Finance 
Director and the Head of Human Resources, supervises activities carried out at HT aimed at resolving 
conflicts and counteracting mobbing and discrimination at HT. 
 
Recommendation a document produced as a result of the work of the Investigation Committee, 
containing conclusions from the proceedings and guidelines on how to proceed in response to the 
complaint. 
 
Complaint to the Committee / Complaint oral or written notification of the possibility of escalating 
Conflict, Mobbing or Discrimination, made by an Employee, Team, Employer or Other Person, initiating 
proceedings conducted by the Investigation Committee 
 
Witness a person who has witnessed undesirable behaviour or events that are part of an unresolved 
conflict or that constitute mobbing or discrimination, including harassment and sexual harassment. 
 
Employer, HT Company. 
 
Employee: a person employed by HT Company on the basis of an employment relationship or under a 
civil law contract, as well as an intern or a person undergoing professional training. 
 
Investigative proceedings / Proceedings of the Commission consisting of conducting interviews with 
Employees and collecting all documentation related to the Complaint. Its purpose is to analyse the 
situation in order to determine the actions that should be taken to eliminate undesirable behaviour, prevent 
the escalation of conflict, mobbing or discrimination (including its forms, i.e. harassment and sexual 
harassment) and to determine how to respond if these phenomena occur. The results of the Investigation 
are communicated to the Team in the form of Recommendations. 
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Undesirable behaviour any hostile actions by Employees or Other Persons, whether conscious or 
unconscious, that have a negative impact on individual Employees, teams and the organisation itself. 
Such behaviour violates the principles of good manners and disrupts or prevents the performance of 
professional duties. It has a destructive effect on the overall functioning of employees, teams and/or the 
organisation. It causes increased stress and/or disrupts the mental and/or physical health of individuals. 
Undesirable behaviours are the cause of conflicts, mobbing and discrimination. 
Undesirable behaviour includes, in particular, actions such as: 
1) violation of personal dignity, 
2) disruption of communication, 
3) physical and psychological aggression, 
4) isolation, 
5) attacks on professional competence, 
6) intimidation, humiliation, ridicule, 
7) attempts to eliminate from the group of colleagues, 
8) discrimination, including harassment and sexual harassment, 
9) mobbing, 
10) deliberate, conscious, false, biased or malicious accusations and slander regarding the use of 
undesirable behaviour in the workplace. 
 
Policy this document. 
 

§ 1 
General Provisions 

 
1._The Policy covers rules for preventing and responding to undesirable behaviour occurring both in the 
workplace and during business trips, delegations and any other work-related locations. They also cover 
preventing and responding to undesirable behaviour on the part of other persons. 
2._All Employees are required to familiarise themselves with and accept the rules described in the Policy, 
and in case of doubt or lack of understanding, to ask the Team or the Committee for clarification. 
3._ The Employer takes measures to resolve conflicts and prevent bullying and discrimination at HT. 
4._Employees, regardless of their position, are obliged to treat each other with dignity and respect, and 
to ensure that their words or behaviour do not violate the rights and interests of others. Even unintentional 
behaviour constituting any form of intimidation or violation of employee dignity is unacceptable and 
inadmissible. 
5._The employer, in accordance with the principles set out in the Policy and generally applicable laws: 
a) counteracts the escalation of conflicts, mobbing, discrimination and violations of employees' rights and 
dignity, as well as all forms of harassment, including sexual harassment, 
b) is obliged to take seriously any information about the possibility of these phenomena occurring and to 
respond to them quickly. 
6. No Employee who uses the instruments provided for in the Policy and other legal regulations may be 
subject to retaliation or negative assessment of their behaviour by their superiors and other Employees. 
This also applies to persons who appear in any proceedings as Witnesses or who report observed 
irregularities to the Employer or other authorities provided for by law, or who provide support in this regard 
to other Employees. 
7._Any action taken in bad faith, involving the deliberate accusation of anyone of engaging in undesirable 
behaviour, will be met with an appropriate and proportionate response from the Employer. 
8._The rules of conduct set out in the Policy do not restrict Employees from pursuing their legal claims 
through other legally permissible means. An Employee's use of legal remedies provided for by generally 
applicable law does not have to be preceded by the use of the institutions specified in the Policy. 
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9._In order to resolve Conflicts and counteract Mobbing and Discrimination at HT, the following institutions 
have been established: 
a) The Team for Counteracting Mobbing and Discrimination at HT, 
b) the Investigation Committee, 
 

§ 2 
Employer's obligations in the field of counteracting conflicts, mobbing and discrimination 

 
1._The Employer is obliged to: 
a) familiarising Employees taking up employment with the scope of their duties, the manner of performing 
work in their designated positions and their basic rights, 
b) organising the Employee's work in a manner that utilises their talents and qualifications, ensuring 
appropriate productivity and adequate quality of work, 
c) counteracting discrimination in employment, 
d) ensuring safe and hygienic working conditions and conducting regular training for Employees in the 
field of occupational health and safety, 
e) applying objective and fair criteria for the assessment of Employees and the results of their work, 
f) influencing the shaping of social coexistence rules in the organisation of work, 
g) making the Policy available to Employees, 
h) responding to any manifestations of mobbing and discrimination, including harassment and sexual 
harassment, without undue delay. 
 

§ 3 
Mobbing 

 
1._Mobbing, as defined, means actions or behaviours concerning an Employee or directed against an 
Employee, in particular consisting of persistent and prolonged harassment or intimidation of an Employee, 
causing them to underestimate their professional suitability, causing or aiming to humiliate or ridicule an 
Employee, isolating them or eliminating them from the team of colleagues. 
2._The persistence and duration referred to in paragraph 1 means that the actions or behaviours are not 
one-off, but repeated and systematic. 
3._Mobbing does not constitute justified, rational and constructive feedback, including critical comments, 
on the actions or behaviour of an employee, or justified instructions given to employees in the course of 
their work. 
4._Actions and behaviours that constitute mobbing, occurring individually or in combination, include in 
particular: 
a) limiting or hindering the ability to speak, constantly interrupting speech; 
b) verbal aggression: shouting, insulting, intimidating, using abusive language, humiliating; 
c) attacks relating to the professional or private sphere: gossiping, slandering, undermining trust, 
ridiculing, humiliating, mocking; 
d) physical or psychological aggression and abuse; 
e) non-verbal aggression, e.g. humiliating and provocative gestures; 
f) vandalism and destruction of property and work results; 
g) taking away or questioning decision-making powers, unjustified removal of tasks, excessive control 
and unconstructive criticism; 
h) assigning meaningless, contradictory tasks that are below the employee's skills or beyond their 
capabilities, violating their dignity; 
i) interfering with work, provoking or causing the Employee to make mistakes; 
j) hindering or denying access to the resources and materials needed to perform duties, or deliberately 
placing the employee in a physically remote or isolated location; 
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k) falsely assessing commitment to work, quality of work and professional competence; 
l) isolation, unjustified avoidance of contact, exclusion from the group, lack of or blocking of opportunities 
to talk to the Employee, withholding of important information; 
m) seeking to eliminate the Employee from the group. 
 

§ 4 
Discrimination 

 
1._Discrimination, as defined, consists of unequal treatment of Employees in terms of: 
1) establishing and terminating an employment relationship, 
2) terms and conditions of employment, 
3) promotion, 
4) access to training to improve professional qualifications,  
and Harassment and Sexual Harassment, based on a legally protected characteristic, in particular gender, 
age, disability, race, religion, nationality, political beliefs, trade union membership, ethnic origin, creed, 
sexual orientation, as well as due to fixed-term or indefinite employment or full-time or part-time 
employment. 
2._The list of legally protected characteristics is open-ended, which means that any unequal treatment of 
Employees based on a criterion that does not pursue a legitimate and lawful objective pursued by the 
Employer will be considered discriminatory. 
3._Discrimination within the meaning of paragraph 1 also includes: 
a) encouraging another person to violate the principle of equal treatment in employment or ordering them 
to violate this principle, 
b) any undesirable behaviour which has the purpose or effect of violating the dignity of an employee and 
creating an intimidating, hostile, degrading, humiliating or offensive environment for them (harassment), 
c) any unwanted conduct of a sexual nature or relating to the employee's gender, which has the purpose 
or effect of violating the dignity of the employee, in particular creating an intimidating, hostile, degrading, 
humiliating or offensive environment for them; such behaviour may consist of physical, verbal or non-
verbal elements (Sexual Harassment), 
d) failure to differentiate between the situations of employees on one or more of the grounds specified in 
paragraph 1, which could result in particular in: 
- refusal to establish or termination of employment, 
- unfavourable remuneration for work or other terms of employment, or omission from promotion or other 
work-related benefits 
related to work, 
- omission from selection for participation in training courses to improve professional qualifications, unless 
the Employer proves that it was guided by objective reasons, 
- the application of measures that differentiate the legal situation of an employee on the grounds of 
parental protection or disability. 
 

§ 5 
Employer's obligations in the field of anti-discrimination 

 
1._The Employer is obliged to treat all Employees equally in terms of establishing and terminating 
employment relationships, employment conditions, promotion and access to training to improve 
professional qualifications, in particular regardless of gender, age, disability, race, religion, nationality, 
political beliefs, trade union membership, ethnic origin, religion, sexual orientation, and regardless of 
whether they are employed for a fixed or indefinite period or on a full-time or part-time basis. 
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2._A person against whom the Employer has violated the principle of equal treatment in employment has 
the right to claim compensation in an amount not lower than the minimum wage, determined on the basis 
of separate regulations. 
3. An employee's exercise of their rights in respect of a violation of the principle of equal treatment in 
employment may not be a basis for unfavourable treatment of the employee, nor may it result in any 
negative consequences for the employee, in particular it may not constitute grounds for the employer to 
terminate the employment relationship or terminate it without notice. The provision of § 1(5) of the Policy 
shall apply accordingly to persons raising allegations of discrimination. 
4._The provision of paragraph 3 shall apply accordingly to an Employee who has provided support in any 
form to an Employee exercising their rights arising from a violation of the principle of equal treatment in 
employment without invoking another reason or other reasons listed in paragraph 1. 
 

§ 6 
Obligations of the Human Resources Department 

 
1._The Human Resources Department is obliged to promote high ethical standards and effective methods 
of resolving conflicts and disputes. 
2._The Human Resources Department is obliged to know and apply the Policy. 
3._As part of its duties, the Human Resources Department is responsible for identifying undesirable 
behaviour and responding to it in an active, prompt, factual and unambiguously critical manner. 
4._The Human Resources Department is required to inform Employees about the possibility of using 
Mediation in conflict situations and the rules for conducting it. 
5._In addition, the Human Resources Department is required to: 
a) acquiring and consolidating knowledge and skills in the field of conflict recognition and resolution, 
including the use of negotiation, mediation and arbitration, 
b) assisting Employees and their supervisors in resolving Conflicts without undue delay, 
c) setting an example of the desired attitude through their own behaviour, 
d) being open to information about the atmosphere and course of work provided by Employees and their 
supervisors, 
e) reporting any cases of mobbing or discrimination to the Team or Commission as soon as possible after 
becoming aware of them. 
6._The Human Resources Department is obliged to assist the Committee and provide all information 
whenever necessary, without having to explain the sources of such information. 
 

§ 7 
Supervisors' responsibilities 

 
1._Supervisors at all levels, i.e. persons who permanently or temporarily manage the work of another 
Employee or Employees, are obliged to know and apply the Policy. 
2._Supervisors are required to promote high ethical standards and effective methods of resolving conflicts 
and disputes. 
3._As part of their managerial duties, supervisors are responsible for recognising undesirable behaviour 
and responding to it in an active, prompt, factual and unambiguously critical manner. 
4._Supervisors are required to inform Employees about the possibility of using Mediation in conflict 
situations and the rules for conducting it. 
5._In addition, supervisors are required to: 
a) acquiring and consolidating knowledge and skills in the field of conflict recognition and resolution, 
b) resolving conflicts with employees or between employees without undue delay, 
c) setting an example of the desired attitude through their own behaviour, 
d) being open to feedback from employees, 
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e) reporting any cases of mobbing or discrimination to the Team or Commission as soon as possible after 
becoming aware of them,  
f) enabling subordinate Employees to participate in explanatory proceedings conducted by the Committee, 
whenever necessary. 
 

§ 8 
Employee obligations 

 
1._Employees are obliged to counteract mobbing and discrimination by: 
a) making efforts to apply the principles of social coexistence in relations with other Employees, including 
respecting their dignity and personal rights, 
b) knowing and applying the principles described in the Policy, 
c) avoiding undesirable behaviour in the workplace towards employees or other persons, in particular 
behaviour leading to mobbing and discrimination, including harassment and sexual harassment, 
d) responding to undesirable behaviour by third parties, in particular behaviour leading to mobbing and 
discrimination, including harassment and sexual harassment, 
e) refusing to participate in or support activities that involve undesirable behaviour, in particular those 
leading to mobbing and discrimination, including harassment and sexual harassment. 
2._Employees, in accordance with their level of knowledge and competence, are obliged to: 
a) avoiding unjustified conflicts, 
b) attempting to resolve conflicts at the earliest possible stage of their development, 
c) seek the assistance of the Team or Commission in situations where their efforts to resolve the conflict 
are ineffective, in particular when the number of undesirable behaviours increases or they take the form 
of physical or psychological violence, or when the escalation of the conflict causes negative health effects 
(deterioration of mental or physical condition) on the parties to the Conflict or Witnesses, 
d) intervene when undesirable behaviour is observed in the workplace and provide assistance to 
employees who have been affected by it. 
3._All Employees are required to use Mediation as one of the basic methods of resolving Conflicts and 
counteracting Mobbing and Discrimination. 
4._All Employees are required to participate in explanatory interviews conducted by the Commission at 
the time and place specified by it. 
 

§ 9 
Rules of conduct in situations of conflict, mobbing or discrimination. 

 
1._In the event of a conflict or a situation involving mobbing or discrimination, the employee has the right 
to attempt to find a solution through: an individual conversation with the party to the conflict, a conversation 
with the participation of third parties, e.g. a supervisor, HR department employees, colleagues, using all 
methods of assistance described in the Policy. 
2._In the event of a conflict or a situation involving mobbing or discrimination, the Employee has the right 
to use informal or formal rules of conduct. 
3._Informal rules of conduct include: 
a) requesting assistance from any person of their choice, including a supervisor or Human Resources 
Department employee, 
b) organising a meeting with the Employee exhibiting Undesirable Behaviour, in the presence of another 
Employee, e.g. from the Human Resources Department, a supervisor or a colleague, and requesting that 
they cease the specific behaviour, 
c) going to a Team Member or Committee Member to analyse the situation and obtain support in resolving 
the conflict, e.g. by arranging a meeting with the Employee exhibiting Undesirable Behaviour or obtaining 
information on how to recognise and respond to situations of Bullying and Discrimination. 
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4._Formal rules of conduct include: 
a) submitting a complaint directly to the Team, 
b) informing the Employer or other teams dealing with personnel matters. 
5._The final choice of course of action is up to the employee. 
6._The list of Team members and their contact details are published on the Intranet and on notice boards. 
In addition, the list of the above-mentioned persons is available in the human resources department and 
trade unions operating at HT. 
7._Complaints may be submitted anonymously or by name in one of the following ways: 
a) by email to antymobbing@hanketissue.com.pl, which is accessible only to members of the Team and 
the Committee (current email addresses are available on the Intranet), 
b) by post to the postal address of Hanke Tissue, ul. Fabryczna 1, 66-470 Kostrzyn nad Odrą, or by email 
to one of the named members of the Team, 
c) in person: in writing or orally for the record, at a meeting with members of the Team, after prior 
appointment by telephone or email. The right to lodge a Complaint expires 12 months after the occurrence 
of the undesirable Behaviour. 
8._Complaints should include the following elements: 
a) first name, surname, position, place of employment of the person submitting the Complaint (in the case 
of a non-anonymous report), 
b) first name, surname, position, place of employment of the person against whom the complaint or report 
is directed, 
c) a description of the situation in which the person filing the complaint is a witness or feels aggrieved, 
d) signature and contact details (e-mail, telephone) of the person submitting the Complaint (in the case of 
a non-anonymous report). 
9._In order to file a Complaint, the Employee may use the Complaint Form, which constitutes Appendix 
No. 2 to this Policy. 
10._The Employee has the right to participate, with another Employee as an accompanying person, in 
explanatory interviews held as part of the Proceedings conducted by the Committee. 
11._The Committee has the right to recommend the suspension of an Employee from their duties at any 
stage of the proceedings if serious violations are found or if they pose a threat to themselves, other 
Employees or HT. The decision to suspend is made by the Team and the President. 
12._The Commission has the right to recommend that any number of Employees receive psychological 
or legal support. The decision to provide support is made by the Team and the President. 
13._In the event of a complaint being lodged against a member of the Team, they shall be immediately 
suspended from performing their duties on the Team and may not be appointed to the Commission. At 
the same time, that member shall not have access to information and documentation related to the 
complaint lodged against them. 
 

§ 10 
Protection and support for persons involved 

 
1.Employees who file Complaints, participate in good faith in Proceedings conducted by the Team or the 
Commission, as well as in any other process conducted on the basis of this Policy, shall be protected and 
shall not suffer any form of retaliation or punishment as a result of filing a Complaint, even if it proves to 
be unjustified. 
2. Any employee responsible for retaliatory actions, including punishing a person who files a Complaint 
or seeks help in good faith by initiating Proceedings in accordance with the Policy, shall be subject to 
disciplinary proceedings conducted by the Employer. 
3._The policy provides protection against biased or malicious accusations and allegations of undesirable 
behaviour in the workplace, as well as support for those affected by false allegations, such as victims of 
bullying or discrimination (including harassment). 
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§ 11 

Anti-bullying and Discrimination Team 
 
1._The Team is responsible for promoting high ethical standards and effective methods of resolving 
conflicts and disputes. 
2._The Anti-Mobbing and Discrimination Team consists of two persons selected by the Company's 
Management Board. 
3._The tasks of the Anti-Mobbing and Anti-Discrimination Team are: 
a) informing Employees about the possibilities of preventing and responding to Conflicts, Mobbing and all 
forms of Discrimination in the workplace, including identifying training needs, 
b) providing all necessary information and proposing initiatives for changes in internal procedures and 
regulations, 
c) cooperating with the Employer and the Human Resources Department in preventing and responding 
to conflicts, mobbing and all forms of discrimination in the workplace, 
d) forwarding documents created in the course of their activities and actions to the Team Archive in 
accordance with the rules for forwarding confidential documents in force at HT. 
4._In performing its tasks, the Team for Counteracting Mobbing and Discrimination is guided by the 
principle of respect for social norms and respect for the dignity and personal rights of Employees. 
5._The Anti-Mobbing and Discrimination Team meets whenever necessary. Meetings may also be held 
in the form of teleconferences. Minutes are taken of each meeting of the Team and signed by all 
participants. 
6._The HT Management Board exercises direct supervision over the Anti-Mobbing and Discrimination 
Team. 
7._Employees may submit any comments regarding the work of the Anti-Mobbing and Anti-Discrimination 
Team directly to the Company's Management Board. 
8._In addition to the work of the Team, depending on the needs, specialists with training in, among other 
things, law, occupational psychology, conflict resolution and mediation may be invited. The invitation of 
external specialists requires the consent of the Management Board. The costs of participation of external 
specialists shall be covered by the Employer. 
9._Members of the Conflict Resolution, Anti-Mobbing and Anti-Discrimination Team and persons invited 
to cooperate with the Team are required to submit a confidentiality statement regarding their activities and 
actions, in accordance with Appendix No. 1. Confidentiality statements are stored in the Team's Archives. 
 

§ 12 
Explanatory Committee 

 
1._The Committee shall be appointed by the Team for Counteracting Mobbing and Discrimination at HT 
within 2 working days from the day following the receipt of the Complaint. 
2._The number of Committee members is determined by the Team. 
3._The composition of the Committee shall be decided by the Management Board at the request of the 
Team. 
4._The Coordinator shall organise the work of the Commission and keep a register of Complaints. 
5._The Commission shall consider the Complaint in a panel of at least two persons, as determined by the 
Commission Coordinator. 
6._The Commission shall commence proceedings on a Complaint within 5 working days from the day 
following the date of submission of the Complaint. 
7._The commencement of the proceedings shall be understood as the scheduling of the first meeting with 
the person submitting the complaint. 
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8._The Recommendations prepared by the Commission shall be forwarded to the Team immediately after 
the conclusion of the proceedings. 
9._In special cases, the Commission's work may be extended, subject to the consent of the Team. 
10._The Recommendations from the Commission's work, including the minutes of the meetings and 
documents collected in the course of the Commission's work, shall be forwarded to the Team within 14 
working days of the completion of the Commission's work. 
11._The Commission shall not initiate Proceedings upon receipt of an anonymous Complaint, unless the 
information contained therein allows for Proceedings to be conducted and this is dictated by a particular 
threat to Employees or important interests of the Employer. 
12._The Commission shall act in accordance with the following principles: 
a) prompt action, 
b) confidentiality, 
c) impartiality, 
d) independence, 
e) focus on a comprehensive explanation of the facts and preparation of Recommendations, including 
proposed solutions. 
13._The Commission shall be obliged in particular to: 
a) assisting the parties to the Conflict in establishing dialogue and reaching an agreement, if this is not 
contrary to the interests of the Employees or HT, 
b) assessing the validity of the Complaint under consideration and submitting specific Recommendations 
for action to the Team, 
c) collecting information related to the Complaint in a reliable manner, 
d) organising and conducting explanatory interviews, 
e) recording explanatory interviews, 
f) collecting documentation related to the Complaint and necessary for conducting the Proceedings, 
g) preparing Recommendations, 
h) providing information to the Team on the Proceedings conducted, 
i) ensuring the safety of Employees who have become victims of Mobbing or Discrimination, including 
Harassment and Sexual Harassment, in particular by requesting the Team at any stage of the 
Proceedings to limit contact between Employees who have become victims with the employee engaging 
in mobbing to a minimum or, at the request of the employees who have become victims, requesting their 
transfer to another position or requesting holiday leave or psychological support, 
j) forwarding documentation related to the Proceedings to the Team's Archive.  
14._As part of the Investigations, the Commission may ask any HT Employee to provide explanations 
regarding the Complaint. 
15._Persons providing explanations to the Commission have the right to appoint a representative to 
represent their interests in accordance with the rules set out for labour law proceedings in the Act of 17 
November 1964 – Code of Civil Procedure. 
16._Attendance at the meeting for the purpose of providing explanations is mandatory. 
17._The person submitting explanations has the right to freely answer the Commission's questions and 
to make statements. 
18._The Commission shall be entitled to require Employees or managers of the Employer's organisational 
units to provide information or documents related to the performance of work which are in their 
possession. 
19._Persons participating in the work of the Commission are obliged to maintain confidentiality with regard 
to all facts learned in the course of its work, by signing an appropriate statement, constituting Appendix 
No. 1 to the Policy. 
20._The Commission, with the consent of the Employee, has the right to conduct surveys and 
psychological tests. The conclusions of the tests are of an auxiliary nature and may be included in the 
recommendations submitted to the Team. The content of individual responses and individual test results 
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remain exclusively for the Commission's knowledge. The conclusions of the research may be made 
available to the Employee completing the survey or test, at their request. After the Commission has 
completed its work, the documents created in the course of the surveys or psychological tests are 
destroyed or deleted from the memory of the devices on which they were stored. 
21._Documentation concerning the mediation process, minutes of the Commission's meetings and 
documentation related to the proceedings conducted by it shall be transferred to the Team's Archive. 
 

§ 13 
Mediation 

 
1._All Employees have the right to use Mediation. 
2._Mediation may have one or more of the following objectives: 
a) diagnosing the sources of the Conflict, 
b) removing the sources of the conflict, 
c) developing a lasting, feasible and mutually satisfactory solution to the conflict, 
d) limiting the possibility of the conflict recurring in the future. 
3._All conclusions from Mediation are determined entirely by the Employees involved in the Conflict – the 
Mediator does not in any way impose on the Employees a method of resolving the Conflict or an obligation 
to end it. 
4._Employees have the right to use Mediation at the request of: 
a) the Commission in the course of its proceedings, 
b) submitted by the parties to the Conflict, on their own initiative, at any time, provided that they wish to 
participate in Mediation voluntarily. 
5._The decision to initiate the Mediation process shall be made by the Commission. Mediation may be 
used independently of the Proceedings and at any stage thereof. 
6._In justified cases, the Commission may refuse to conduct mediation at the request of Employees if it 
considers that the use of this method of conflict resolution would be impossible, ineffective or harmful to 
Employees or HT. 
7._The manner in which meetings and discussions are conducted during the mediation process must 
guarantee respect for the personal dignity of all participants, voluntariness and confidentiality. 
8._If the parties to the Conflict reach an agreement, the Mediator shall draw up a written summary of the 
parties' findings in the form of a settlement agreement. In justified cases, the Mediator may waive the 
written form of the settlement agreement in favour of an oral one. 
9._The Mediator is an impartial and neutral person, which means that: 
a) his role is to support Employees in resolving Conflicts independently, 
b) he avoids bias, discrimination and judgement of the parties to the Conflict, 
c) he or she does not take sides – he or she is an ally of both parties in the search for solutions, 
d) the Mediator helps each party equally in the search for a solution. He or she enables each party to the 
Conflict to participate equally in the process – he or she ensures that each party has the same amount of 
time to speak, 
e) The mediator is in no way connected with the subject of the conflict and has no interest in ending the 
conflict in a specific way, 
f) The mediator does not undertake or resigns from conducting the mediation process if he or she finds a 
conflict of interest and then appoints a person who can replace him or her. 
g) The Mediator does not impose solutions on the Employees – he or she is an advocate of a fair 
procedure conducive to reaching a voluntary agreement. 
10._The Mediation process is informal, which means that: 
a) discussions take place in a friendly atmosphere accepted by the parties to the conflict, 
b) it is not part of the formal process of considering a complaint or report, 
c) the course of the talks is not recorded in any way, 
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d) the outcome of the discussions has no impact on personnel decisions such as dismissal, demotion or 
promotion, reduction in remuneration, extension of duties or responsibilities, or restriction of access to 
professional development tools. 
11._The Mediation process is confidential in order to guarantee an appropriate level of security for the 
Employees participating in it. The confidentiality of the Mediation process means that: 
a) In order to ensure the confidentiality of the mediation process, the parties sign a confidentiality clause. 
b) The course of the mediation process is confidential – no facts or arguments are disclosed in any way 
to persons not participating in it. 
c) The mediator does not share information obtained during the mediation process or report on its course 
to persons not participating in it. 
d) All notes taken during the mediation process shall be destroyed. 
e) The content of the settlement signed by the Employees in the mediation process is known only to: the 
Employees participating in the process, the Mediator and the Team. 
f) Neither the Mediator nor the Team shall disclose the content of the settlement to persons not mentioned 
in point c), including the Employer. 
g) The Mediator may not be a member of the Committee in a Complaint filed by either party to the Conflict 
participating in Mediation. 
h) The Mediator may disclose information obtained in the Mediation process only if both parties to the 
Conflict release him from the obligation to keep it confidential. 
i) The release from the obligation of confidentiality in Mediation shall be in writing and shall specify the 
subjects to which it relates, as well as the names and surnames of the persons to whom such information 
may be disclosed. 
12._Participation in the Mediation process is voluntary, which means that: 
a) Employees enter into mediation of their own free will. The mediator does not force the parties to enter 
into mediation or to reach an agreement. 
b) Mediation may only commence if all Employees participating in it give their consent. 
c) Employees entering into Mediation have the option to withdraw at any stage. 
d) As a result of Mediation, Employees shall determine the terms of the agreement in accordance with 
their needs and interests, free from any coercion. 
e) The terms of the agreement are set out in a settlement agreement and signed by all participants in the 
mediation. 
f) Employees have the right to withdraw from determining the terms of the agreement or signing the 
settlement agreement at any time and to withdraw from Mediation. 
g) The Mediator should be accepted by all Employees participating in the Mediation. 
13._The Mediator may refuse to sign the settlement if he or she considers that the agreement reached by 
the parties to the Conflict contains provisions that are unenforceable, unlawful or contrary to the rules of 
HT. 
14._The Mediation process is completed with the drawing up of a protocol, signed by the Mediator and 
the parties to the Conflict, containing: 
1) information about: the place and time of the mediation, 
2) the name, position and details of the Employer of both parties to the Conflict, 
3) the name and surname of the Mediator, 
4) information on the number of individual and joint meetings, 
5) the outcome of the mediation – information on whether the mediation led to an agreement 
between the parties to the Conflict, 
6) an appendix in the form of a copy of the settlement agreement signed by the Mediator and the parties 
to the Conflict, if 
it is signed. 
15._If required by the proper conduct of the proceedings, the Commission may, in exceptional cases, 
refrain from conducting the Mediation itself and request that another Mediator be appointed to the Team. 
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16._The Mediator may terminate the Mediation process if he or she considers that all methods of assisting 
the parties to the Conflict in reaching an agreement have been exhausted or if he or she is convinced that 
the continuation of the Mediation process is unlikely to lead to an agreement, e.g. one of the parties to 
the Conflict is deliberately obstructing the reaching of an agreement or acting to the detriment of the other 
party. 
17._Employees have the right to organise mediation outside the rules described in the Policy, provided 
that it is conducted in accordance with the art of conciliation and serves to build a culture based on mutual 
respect and cooperation. 
 

§ 14 
Team Archive 

 
1._Each Complaint shall be submitted to the Team Archive in writing. 
2._Complaints submitted orally to the Team or the Commission shall be recorded by the member of the 
competent body who receives them and forwarded to the Team Archive after the conclusion of the 
Proceedings. 
3._All documentation related to the Proceedings shall be collected in the Team Archive. 
4. The Team Archive is directly subordinate to the Team and, apart from the Commission, only the Team 
and the Management Board may have access to the Archive. 
5._The decision on how to maintain the Archive shall be made by the Team. 
 
 
 
 

§ 15 
Other obligations of the Employer in relation to the implementation of the Policy 

 
1. At the request of the Team or the Committee, the employer should provide members with the necessary 
training and/or other development methods devoted to the issues of communication, conflict resolution, 
mediation, mobbing and discrimination, which will contribute to increasing knowledge and skills in 
supporting Employees in: 
a) recognising undesirable behaviour, 
b) preventing the escalation of conflicts, mobbing and all forms of discrimination in the workplace, and 
c) responding to these phenomena in a manner consistent with the Policy and the law. 
2._The Employer shall ensure that Employees' behaviour is shaped in such a way that it complies with 
the values and ethical standards adopted by HT. 
3._The Employer's responsibilities also include: 
a) covering the costs associated with the implementation and execution of the Policy, 
b) conducting active measures aimed at preventing the escalation of Conflicts, Mobbing and 
Discrimination, consisting in particular of: 
1) taking preventive measures aimed at resolving conflicts and counteracting mobbing and discrimination, 
including: 
- informing Employees about the issues of Bullying and Discrimination and counteracting these 
phenomena 
- preventive measures may also be initiated by employees, 
- conducting remuneration audits and periodic assessments as necessary to evaluate whether these 
measures are in line with the Policy, 
2) taking intervention measures, consisting of: 
a) immediately reporting acts of mobbing or discrimination, including harassment and sexual harassment, 
to the Team. 
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b) taking action to immediately stop mobbing or discrimination. 
c) imposing consequences on persons who have committed mobbing, discrimination (including 
harassment and sexual harassment), or who have wrongfully accused others of committing the above 
practices, based on the decision taken by the Team. 
4._The Employer is obliged to take all intervention measures as soon as possible, but no later than within 
5 days of receiving the decision from the Team. The Employer shall keep the Team informed of the 
measures taken in writing or orally. 
5._The Employer shall monitor and regularly review the Policy to ensure that it is applied in a fair, 
consistent and effective manner. 
6._The Employer shall ensure that all Employees have access to the Policy. 
7._The Employer shall provide Employees and their supervisors with access to and the opportunity to 
seek independent and impartial guidance on matters related to the subject matter of the Policy and, where 
justified, the support of independent experts, in particular lawyers and psychologists. 
8._HT shall pursue an information policy aimed at disseminating knowledge among Employees about the 
principles described in the Policy and the functioning of the institutions specified therein. 
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Appendix No. 1 
to the anti-bullying and anti-discrimination policy  

at Hanke Tissue Sp. z o.o. 
 
 
 
 

Kostrzyn nad Odrą, on ………………….. 
 
 

Confidentiality statement 
 
 

I, the undersigned …………..………………………………………………………………………………………  
(name and surname, position) 

 
within the meaning of the Anti-Mobbing and Anti-Discrimination Policy at HT, hereby declare that I 
undertake to maintain complete and absolute confidentiality of all information obtained by me in 
connection with activities performed on the basis of or in connection with the implementation of the Policy, 
in particular during: 
a) receiving complaints about incidents that may constitute mobbing, discrimination or sexual harassment 
and conducting a preliminary assessment thereof, providing information, assistance and support in 
relation to incidents that may constitute mobbing, discrimination or sexual harassment; 
b) conducting explanatory interviews with the parties or persons indicated by the parties, on the basis of 
the accepted Complaint, in order to determine whether the incident indicated in the Complaint constituted 
mobbing, discrimination or sexual harassment, and to determine the further course of action; 
c) ongoing cooperation with the HT Anti-Mobbing and Discrimination Team, 
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d) meetings aimed at updating knowledge and exchanging experiences. 
 
All words used above and written in capital letters have the meaning given to them in the Policy as in 
force on the date of this statement. 
I am released from the obligation of confidentiality only by: 
1) the consent of the person affected by Mobbing, Discrimination or Sexual Harassment; 
2) a provision of applicable law; 
3) a decision of a public authority or administration, issued within the scope of that authority's competence. 
I accept the above obligation for the entire duration of my term of office as 
………………………………………………………………………………………………………………………… 
and for a period of 5 years from the date on which I lose this status. 
 

 

 

………………………………………………. 

Signature of the person making the declaration 

 

 

 

 

 

 

Appendix No. 2 
to the anti-bullying and anti-discrimination policy  

at Hanke Tissue Sp. z o.o. 
 
 

Kostrzyn nad Odrą, on ………………….. 
 
 

Complaint 
 
 

Details of the person lodging the complaint 

 
…………………………………….……… employed at …………………………………………. 

 (first name and surname)        (organisational unit)

  

in the position of ………………………………………………………………….. 

Contact details: 

………………………………………………………………………………………………………………………… 
(e-mail, telephone number) 

 

Details of the person against whom the complaint is being made 
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…………………………………….……… employed at …………………………………………. 

 (first name and surname)        (organisational unit)

  

in the position of ………………………………………………………………….. 

 

Description of the situation: 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

 

 

………………………………………………. 

Signature of the Person Filing the Complaint 

 

 

Appendix No. 3 
to the anti-bullying and anti-discrimination policy  

at Hanke Tissue Sp. z o.o. 
 
 

Kostrzyn nad Odrą, on ………………….. 
 
 

Minutes of the proceedings conducted by the Commission 
 
 

Concerning the complaint lodged by 
……………………………………………………………………………………... 

(name and surname, position) 

 
The investigation committee assessed the validity of the complaint, composed of: 

1. …………………………………. – Chair 

2. …………………………………. – Member 

3. …………………………………. – Member 

 
In the course of the proceedings, the Committee took the following actions: 
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1. …………………………………………………………………………………………………………………….. 

2. ………………………………………………………………………………………………………………….…. 

3. …………………………………………………………………………………………………………………….. 

 
The Commission established the following facts: 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

 

Recommendations for further action  

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

 

Signatures of the Commission 

1. ……………………………. 

2. ……………………………. 

3. ……………………………. 

Appendix No. 4 
to the anti-bullying and anti-discrimination policy  

at Hanke Tissue Sp. z o.o. 
 
 
 
 

Kostrzyn nad Odrą, on ………………….. 
 
 

Consent to comply with the rules and participate in the mediation process 
 
 

I, the undersigned …………..………………………………………………………………………………………  
(name and surname, position) 

 
within the meaning of the Anti-Mobbing and Anti-Discrimination Policy at HT, hereby declare that I agree 
to comply with the rules and participate in the mediation process. 
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………………………………………………. 

Signature of the person making the declaration 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix No. 5 
to the anti-bullying and anti-discrimination policy  

at Hanke Tissue Sp. z o.o. 
 
 
 
 

Kostrzyn nad Odrą, on ………………….. 
 
 

Confidentiality clause in mediation 
 
 

I, the undersigned …………..………………………………………………………………………………………  
(name and surname, position) 

 
hereby declare that as a party to the conflict with 
…………………………………………………………………………… 

(details of the other party to the conflict: name and surname, 
position) 
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within the meaning of the Anti-Mobbing and Anti-Discrimination Policy at HT, I undertake to keep 
confidential and not disclose to third parties any information about the mediation, both during and after its 
completion. 
 
 
 

 

 

………………………………………………. 

Signature of the person making the declaration 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix No. 6 
to the anti-bullying and anti-discrimination policy  

at Hanke Tissue Sp. z o.o. 
 
 

Kostrzyn nad Odrą, on ………………….. 
 
 

Mediation protocol  
 
 

Details of the parties involved in the mediation: 

1. ……………………………………………………………………………………….. – Mediator 

2. ……………………………………………………………….………………………. – party to the 

conflict 

3. ……………………………………………………………….………………………. – party to the 

dispute 
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Place and time of mediation ………………………………………………………………………… 

Total number of meetings: ………..…. – individual, ……………. – joint. 

 
Outcome of mediation 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………… 

 

Signatures of the mediator and parties 

to the conflict 

1. ……………………………. 

2. ……………………………. 

3. ……………………………. 

 

 

 

 

 

 

 

 

In the event of a settlement, a copy signed by the Mediator and the parties to the conflict shall be attached to these minutes. 


