
CHANNEL OF
COMMUNICATIONS

USER 
MANUAL



CONTENTS
Presentation .............................3

Access the portal .....................4

Making a communication..........6



PRESENTATION
The Communications Channel is a system through which the company 
receives and manages communications from its employees and other 
members of its organisation (including suppliers), in relation to possible 
conduct of which they have become aware in a work or professional context, 
and which is contrary to the policies, standards of behaviour in any of the 
following areas or environments:

SEXUAL AND GENDER-BASED HARASSMENT 

CRIMINAL COMPLIANCE

SCHOOL 

ENVIRONMENT 

WORK 

ENVIRONMENT

REGULATORY AND ANTI-CORRUPTION INFRINGEMENTS (LAW 2/2023 
ON THE PROTECTION OF WHISTLEBLOWERS)

EQUALITY PLAN

PREVENTION OF MONEY LAUNDERING AND 

FT PREVENTION OF CRIMINAL RISKS

OTHER

The Communications Channel can be adapted to the needs of each entity.
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PERSONAL SCOPE OF 
APPLICATION
Pursuant to Law 2/2023, the following persons may be informants:

SELF-EMPLOYED WORKERS

SHAREHOLDERS, UNIT HOLDERS AND PERSONS BELONGING TO THE 
ADMINISTRATIVE, MANAGEMENT OR SUPERVISORY BODY OF THE 
COMPANY
(INCLUDING NON-EXECUTIVE MEMBERS).

ANY PERSON WORKING FOR OR UNDER THE SUPERVISION AND 
DIRECTION OF CONTRACTORS, SUBCONTRACTORS, AND
VOLUNTARY 

PROVIDERS

SCHOLARS

TRAINEES

PERSONS WHO COMMUNICATE OR DISCLOSE INFORMATION 
OBTAINED IN THE FRAMEWORK OF AN EMPLOYMENT OR STATUTORY 
RELATIONSHIP THAT HAS ALREADY ENDED.

PERSONS WHOSE EMPLOYMENT RELATIONSHIP HAS NOT YET BEGUN 
(ONLY WHEN THE INFORMATION CONCERNING THE INFRINGEMENT 
HAS BEEN OBTAINED DURING THE SELECTION PROCESS OR WHEN 
THE INFORMATION CONCERNING THE INFRINGEMENT IS NOT YET 
AVAILABLE).
PRE-CONTRACTUAL NEGOTIATION.
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ACCESS THE 
PORTAL
To access the public channel (via a web link without the need to register as a 
user), click on the link provided by the Entity and you will directly access the 
communications registration panel:

Click on "Make communication" and follow the steps indicated below.

To retrieve a communication and view its status, click on "Retrieve 
communication". We enter our unique identifier and access the content of the 
communication.
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to continue with the discharge process.
Now we must select our company and accept the terms and conditions.

Finally, click on  to go to the next registration form. In the following 

form we will introduce the basic identification fields
of communication. These fields are:

Category of the events to be communicated (area in which the event occurs) 
Conduct (subcategory where we specify the type of reported 
behaviour)
Description of the facts to be communicated

MAKE A 
COMMUNICATION
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Once the indicated fields have been filled in, click on  to 
go to the next registration form.

* If the event we want to report does not appear in any of the categories or 
behaviours defined by default, click on "OTHERS".

** The description of the facts to be communicated should be as rigorous and 
detailed as possible.
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In the following form we will introduce the fields that collect the information
necessary to manage the communication. This form shall contain the 
identification data of the subjects reported, of the persons who have intervened in 
the events or who can provide information, as well as specifying when and where 
the events took place.

We will also be able to attach the necessary documentation to complement the 
communication.
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Here, we will indicate whether we wish to create an anonymous or confidential 
communication (read description to distinguish between them) and, if we choose 
confidential communication, we will indicate our identification data (e-mail, name 
and surname, etc.) as the subject making the communication and we will click on 
"Send communication" to finish the process.

The last message that will appear on the screen will indicate that the communication
has been successfully created:
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Example of anonymous communication:

To check the status of a communication, access it via the Ovet Auki document 
portal (using the link provided by the entity) and click on the VIEW button.

Example of confidential communication:


