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Reporting procedure Royal Swinkels Family 
Brewers 
 
 
First of all  
 
At Royal Swinkels Family Brewers, we treat others fairly and conduct our business in accordance with 
our code of conduct and relevant laws and regulations. We want to do things right. During your work 
you may be confronted with ethical issues or dilemmas. If you see something that concerns you, or 
appears to violate our code of conduct, we encourage you to report it so we can proactively address 
the situation. We understand that it takes courage to speak up, so we're committed to finding a way 
that's easy and safe. A way that is supported by the entire organisation, including your manager and 
top management. Speaking up is an essential element that allows us to protect our people, our 
company values, our stakeholders and society at large. No one should be left alone when faced with a 
dilemma or potential violation of the code of conduct. In this document (our reporting procedure) we 
clearly explain what your options are and how you can raise your concerns.  
 
 
Content of this document  
 
This reporting procedure describes how you can report suspected violations of the code of conduct. It 
also describes the procedure, so you know what to expect when you make a report, as well as the 
main elements of protection (confidentiality, anonymity, non-retaliation). The reporting procedure 
applies to all employees and other key stakeholders. 
 

1. When do I make a report? 
2. What do I report? 
3. What exactly am I supposed to say? 
4. How can I make a report? 
5. Reporting from outside the company? 
6. I filed a report. Now what? 
7. What are the consequences of an investigation? 
8. Protection of the reporter 
9. Protection of the accused 
10. Abuse of the reporting procedure 
11. Not satisfied with reporting procedure 
12. Where can I ask questions? 
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1. When do I make a report? 
 
As soon as possible. This way an escalation can be prevented and you will not be alone. We don't 
expect you to have all the answers. We encourage you to review what is described in this reporting 
procedure and then to file a report. Let us take over and investigate. 
 
When is reporting mandatory? 
You are required to report situations as soon as possible that: 

(a) are life-threatening or constitute a health hazard to one or more persons; and/or 
(b) could affect the integrity or reputation of Swinkels Family Brewers, could result in sanctions for 

Swinkels Family Brewers or could involve criminal acts such as corruption, fraud, theft or the 
violation of competition rules. 

 
As difficult as it may be to report, if you remain silent in these serious situations, you are partly 
responsible for allowing the situation to continue. This means that disciplinary measures can also be 
taken against you. 
 
 

2. What do I report? 
 
We encourage you to report suspected violations of the code of conduct or, when in doubt, anything 
that goes against good ethical or socially appropriate behaviour or against compliance with the law. 
 
 

3. What exactly am I supposed to say? 
 
We would like to see the following questions answered. We don't expect you to have all the answers, 
it's just a tool. 
 

• What potential violation of the code of conduct do you want to report? 
• Are you sure about this offence or is it a suspicion? 
• When did the violation (approximately) take place? 
• Where did the violation take place? 
• Which people do you think are involved in the incident?  
• What potential harm do you think the violation could have on our business? 
• Do you think it will happen again?  
• How did you become aware of the situation? 
• Have you already reported the violation to anyone else within Swinkels Family Brewers? If so, 

what came out of this?  
• Do you know of any other people who are also aware of the situation?  
• Do you have tangible evidence that you can give to investigators that can be used in the 

investigation of the violation? Please only provide evidence that you have available now. Don't 
go investigating yourself. 

• On which phone number and/or email address can we reach you?  
 
 

4. How can I make a report? 
 
There are many ways to make your voice heard, give feedback or ask questions. For many issues, 
talking directly to the person involved can be a good first step. This is not easy. However, a normal, 
open dialogue based on mutual respect is always our preference. This forms the basis of a 
transparent culture, so that you feel safe to express your concerns. We therefore hope that you will 
feel free to discuss your suspicions with the person concerned. 
If this is not possible, or if you feel uncomfortable doing so, you can turn to the following channels:  
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1. talk to your supervisor, or your supervisor's supervisor. 

If you can't, or if you don't feel comfortable doing that,  
 

2. speak to your HR business partner or someone in HR at your location. 
If you can't, or if you don't feel comfortable doing that, 

 
3. speak to one of the compliance officers. 

If you can't, or if you don't feel comfortable doing that, 
 

4. report it (anonymously) via the SpeakUp system, using the access code 03258. There are two 
ways to report in the SpeakUp system: 

a. By phone (free) 
the Netherlands: 0800 0222931 
Belgium: 0800-71365 
Ethiopia: 800-86-1912 
Phone numbers for other countries can be found here. 

b. Online 
www.speakupfeedback.eu/web/royalswinkels 

 
In appendix 1 'How can I make a report' you will find a step-by-step plan for filing a report. 
 
SpeakUp 
The SpeakUp system is managed by an independent external service provider and is available 24 
hours a day, 7 days a week. You can ask your question in your own language, by phone or via 
internet. Your report will be passed on in confidence to the central Swinkels Family Brewers reporting 
centre, which will ensure that the report is dealt with. You may decide to remain anonymous. That's up 
to you.  
 
We recommend that you write down your message in advance; this way you can be sure of the 
information you are going to give and that your message is complete and to the point.  
 
Have a pen handy when you leave your message. You will receive a personal six-digit case number, 
which is randomly generated. It is very important that you write down this number, as you will need it 
to read the answer to your message when you return to the SpeakUp system. 
 
When you use the SpeakUp phone system, you don't really get anyone on the line. The system is 
similar to a voicemail system, where you can leave your message. Make sure you pronounce names 
and locations clearly, and preferably spell them out. When you're done, just hang up.  
If you are using the SpeakUp web system, you can type in your message or just copy/paste it. You 
can also attach documents to your message. When you are finished, press the 'Send message' 
button; a screen will appear with your case number and your message, which you can easily print. 
 
Within five working days you'll have an answer on the SpeakUp system. In general, you can find this 
answer using the same route you used to leave your message, with the above dial-up details. Note 
that it is possible to switch from phone to web at a later point, but you can never switch from web to 
phone. 
 
To listen to your answer, you will be asked to press 1 if you already have a case number. To hear your 
answer, press 1 and enter your case number. After you hear the answer, you can immediately post a 
new follow-up message; if you need a little more time to think about it, you can just hang up/logout and 
come back another time.  
 

https://swinkelsfamilybrewers.com/en/CSR/our-policy/doing-business-responsibly.html
https://swinkelsfamilybrewers.com/en/CSR/our-policy/doing-business-responsibly/speakup.html
http://www.speakupfeedback.eu/web/royalswinkels
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SpeakUp communication cycle  
 
 

5. Reporting from outside the company? 
 
If, after careful consideration, you do not feel comfortable speaking out within the company, it is 
possible to voice your concerns outside the company. Consult the website of the authorities in your 
country of residence to know all the conditions. If you are considering such a drastic step, we strongly 
recommend that you seek advice and do not do it alone. Above all, we strongly encourage you to 
make your voice heard within the company. That way, you can transfer the burden to us, and we have 
the opportunity to investigate the matter immediately. 
 
 

6. I filed a report. Now what? 
 
If you file a report with HR, one of the compliance officers or via SpeakUp, we'll send you a 
confirmation of receipt within five working days. Your report will be evaluated and reviewed, and a 
determination made as to what action should be taken. Sometimes we will ask you follow-up 
questions. You will receive feedback within (at the latest) three months after the confirmation of 
receipt. You will be kept informed of the status of the notification. Please note that for reasons of 
confidentiality, privacy and the legal rights of the parties involved, we cannot always provide you with 
details of the outcome of the investigation. All parties involved, including the accused, have a right to 
confidentiality. Therefore, if you participate in or learn about an investigation, you must keep the 
matter confidential. 
Every employee is required to cooperate fully and at the earliest opportunity with internal 
investigations. 
 
Please note that not all issues raised will automatically lead to a formal investigation. Sometimes 
following a different path is better for all parties involved (for example, mediation). In addition, there is 
sometimes insufficient information to carry out an adequate investigation and there is no possibility to 
obtain further information. 
 

Step 1 
Reporter leaves a new message 
- By phone in their own language 
- Online in their own language 
- Adds documents if necessary 
 
 

Step 5 
Reporter checks answer 
- By phone 
- Online 
 
 

Step 2 
The message is processed 
- Translation if required  
 
 

Step 4 
The report is processed 

- Translation (and recording) into 
reporter's own language if 
necessary  

 

 

Step 3 
The central Swinkels Family Brewers 
reporting centre receives the report 
and responds 
- Receive report 
- Confirm receipt 
- Ask for additional information 
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7. What are the consequences of an investigation? 
 
If an investigation leads to the conclusion that a violation of the code of conduct has taken place, the 
integrity committee of Royal Swinkels Family Brewers will be informed. The integrity committee 
consists of someone from HR, a member of the Executive Board, someone from Finance and 
someone from Legal. The Integrity Committee will take a binding decision which must be implemented 
by the manager(s) of the person concerned. These may include: 

• disciplinary measures such as reprimand, demotion or dismissal,  
• indications to improve internal procedures and processes, or  
• both.  

 
 

8. Protection of the reporter 
 
Protecting your right to have your voice heard is essential. Below we explain how we do this: 
 
Confidentiality 
All questions or issues raised will be kept confidential. Information is only shared with a very limited 
number of people on a need-to-know basis. These are only the people who receive your report and/or 
follow it up (e.g. investigators). Depending on the purpose of sharing the information, we will (further) 
anonymise the information before sharing it. Information will only be shared outside the team handling 
the report if we are legally obliged to do so or if a weighty public interest is at stake. 
In principle, we are required to notify a person under investigation as soon as possible that he or she 
is the subject of a report under investigation (this may be delayed if there is a significant risk that such 
notification will compromise the investigation or the collection of evidence). Your identity will not be 
disclosed.  
 
Anonymous  
You can share information anonymously via the SpeakUp system. This offers you the best protection. 
Please know that we also have a responsibility to anonymise all reports received, through any 
channel, to protect your identity. The SpeakUp system enables a safe dialogue in an anonymous way. 
Because a report via an anonymous letter outside the SpeakUp system offers no possibility to contact 
the reporter to ask further questions, this will unfortunately often result in a report that cannot be dealt 
with. If you want to report anonymously, you can do so via the SpeakUp system. 
 
Protection of your privacy 
Our company is committed to protecting the privacy of everyone involved in the reporting process. We 
will make every reasonable effort to protect personal data from unauthorised access and processing. 
All personal data obtained will be processed in accordance with our privacy policy and used only for 
the purposes set out in this document or to comply with the law or a weighty public interest.  
 
Protection from adverse effects 
We encourage reporting. Any person who speaks out in good faith is protected. The right to protection 
is guaranteed by the integrity committee of Royal Swinkels Family Brewers and violation of this right 
will not be tolerated. Any threat or retaliation for reporting may result in disciplinary action. If you 
observe retaliation or experience negative consequences, you can report this through one of the 
channels mentioned in section 4(How can I file a report?). Please do so. 
 
 

9. Protection of the accused 
 
Someone who is accused of something should also be protected as best as possible until guilt is 
proven. The presumption of innocence is a guiding principle. Royal Swinkels Family Brewers is 
responsible for protecting the rights of anyone accused – or otherwise involved – in any matter.  
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Confidentiality 
All questions or issues raised will be kept confidential. Information is only shared with a limited number 
of people on a strict need-to-know basis.  
 
Right to information 
If a person is the subject of an official investigation, he or she should be informed of it as soon as 
possible. This may be postponed if there is a significant risk of the evidence being destroyed and/or 
the investigation being hampered. 
 
Right of defence and appeal 
During the investigation, both sides will be heard. After the facts have been investigated, the accused 
not only has the opportunity to make a statement (responding to the allegations), but also has the right 
to comment on the preliminary conclusion and to present a defence.  
 
Dialogue 
We have chosen for the SpeakUp system because it enables a dialogue with the (anonymous) 
reporter.  
 
 

10. Abuse of the reporting procedure 
 
We consider reporting in bad faith or any other form of abuse of this reporting procedure very serious. 
Bad faith means that you use the procedure for purposes other than detecting violations of the code of 
conduct or the law. Reporting in bad faith or any other form of abuse is considered a serious breach of 
the code of conduct and will be subject to disciplinary action. 
 
 

11. Not satisfied with reporting procedure 
 
If you feel that your case has not been handled in accordance with this reporting procedure, if you are 
not satisfied with the follow-up and/or the result of your report or if you do not feel protected, please 
report this directly to one of the compliance officers or confidential advisors or via the SpeakUp 
system. 
 
 

12. Reports concerning compliance officers, members of the integrity committee or 
Executive board 

 
Reports concerning one of the compliance officers, members of the integrity committee or Executive 
board can be made directly to the chairman of the Supervisory Board via e-mail address 
chairmanboardofsupervisors@swinkelsfamilybrewers.com. The chairman of the Supervisory Board 
will have the report investigated outside the organisation. Reports that do not concern compliance 
officers, members of the integrity committee or Executive board will be referred by the chairman of the 
Supervisory Board to the integrity committee. 
 
 

13. Where can I ask questions? 
 
More information can be found at www.swinkelsfamilybrewers, on hops (our intranet), with any HR 
colleague, or with one of the compliance officers of Swinkels Family Brewers. 
 
 
 
 
 

https://swinkelsfamilybrewers.com/en/CSR/our-policy/doing-business-responsibly.html
https://swinkelsfamilybrewers.com/en/CSR/our-policy/doing-business-responsibly.html
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This reporting procedure has been compiled with care. Should the law grant greater rights to individuals in some 
respects, those greater rights will apply. Should the law be less strict than this procedure in some respects, the 
stricter rules will apply. This procedure will be reviewed from time to time. The Dutch version of the code of 
conduct is leading. 
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Appendix 1 - How can I make a report? 
 
There are many ways to make your voice heard, give feedback or ask questions. For many issues, 
talking directly to the person involved can be a good first step. This is not easy. However, we want to 
stress that whatever we do to make it easier and safer to talk, we want to make sure that this never 
replaces normal dialogue, which is the basis of a transparent culture where it is safe to raise concerns. 
 
If this is not possible, or if you don't feel comfortable doing so, you can go through the following steps: 
 
 
 

I want to 
report a 
possible 
violation 

Do you feel comfortable 
discussing that with your 

supervisor or your 
supervisor's supervisor? 

Yes 

Talk to them 
and discuss 
the best way 

to make a 
report 

 No 

Do you feel comfortable 
discussing that with 
someone in HR or a 
compliance officer? 

Talk to them 
and discuss 
the best way 

to make a 
report 

Yes 

 No 

Report it via the SpeakUp 
system 


