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2.1

Introduction

These Guidelines on Conducting Investigatioms$ Rreparing Investigation Reports
(the Guidelines) are consistent with Article 10arggraph 3 of the United Nations
Charter, the Standards of Conduct for the Inteonati Civil Service, the Staff Rules
and Staff Regulations of the United Natibrend UN/UNHCR’s administrative
policies and issuances. The Guidelines are basexkisting investigation guidelines
used in the UN system and reflect generally acckjpteestigation standards for
international organisations as laid down in thenéples and Guidelines for
Investigations, adopted by the™Gonference of International Investigatdrs.

The purpose of these Guidelines are to:

. assist in ensuring that investigations by the IngpeGeneral’'s Office (IGO) are
conducted thoroughly, objectively and effectivelyn accordance with
professional standards and good investigative jogcand that due process is
applied and appropriate rights are afforded to mlties involved in an
investigation; and

. explain the investigative process and the rolghtsiand obligations of UNHCR
staff members as subjects or participants in aedtigation.

These Guidelines serve to assist the IGO indikeharge of its responsibilities by
indicating some of the factors that may be takeo mccount when investigating
allegations of misconduct. Nothing in these Guitkdi limits how the Inspector
General may consider and respond to specific almga Owing to the scope and
complexity of some investigations, flexibility male required to ensure an
investigation is effectively conducted.

These Guidelines will be periodically updatgdhe IGO to reflect any changes in the
legal framework, applicable policies and procedurasd generally accepted
investigation standards for international orgamnisest

The investigation function of the Inspector Gernal's Office

The IGO’s mandate is laid out in IOM/009/FOM/01f00@ February 2012 on the role,
functions andmodus operandof the Inspector General's Office (see Annex BHeT

legal basis for the IGO’s investigation activiti@lso includes the relevant provisions
of the Staff Rules and Staff Regulations of thetebhiNations together with internal
UN/UNHCR policies and procedures, IOM/FOMs, and phigileges and immunities

applicable to the United Nations.

Standards of Conduct for the International C8étvice, 2001

ST/SGB/2011/1 Staff Rules and Staff Regulatidith® United Nations; Secretary-General’s bullefih,
January 2011

Principles and Guidelines for Investigations, @ed by the 19 Conference of International Investigators, June

2009



2.2

2.3

2.4

2.5

2.6

2.7

3.1

Staff Rule 1.2 (c) states:

Staff members have the duty to report any breadhefOrganisation’s regulations

and rules to the officials whose responsibilitysitto take appropriate action and to
cooperate with duly authorized audits and investayes. Staff members shall not be
retaliated against for complying with these duties.

Misconduct is defined in Staff Rule 10.1;

Failure by a staff member to comply with his or bbligations under the Charter of

the United Nations, the Staff Regulations and Skiffles or other relevant

administrative issuances, or to observe the stamglasf conduct expected of an
international civil servant may amount to miscortdared may lead to the institution of
a disciplinary process and the imposition of diiogry measures for misconduct.

The different types of misconduct are listed@M/009/FOM/010 of 07 February
2012 on the role, functions antbdus operanddf the Inspector General’'s Office (see
Annex 1), and the duties, obligations and privikeges outlined in the Staff Rules and
Staff Regulations of the United Nations (ST/SGB/2Qlof 01 January 2011).

The Investigation Service is the entity withlire IGO that is charged with assessing
complaints of possible misconduct and conductingestigations. The scope of the
IGO’s authority includes responsibility for ensuyirthe investigation of possible
misconduct involving any entity or person havingdigect contractual link with
UNHCR (e.g. staff members, consultants and inteass)well as UNHCR funded
projects under agreements with third parties. Taesgnnel who may be subject to
investigation under the authority of the IGO ardined in Annex 2.

Investigations conducted by the IGO are aditnatise in nature and are essentially a
fact finding exercise undertaken to determine i likely or probable that misconduct
has occurred. The IGO is the sole entity respoadin conducting investigations of
alleged staff misconduct in UNHCRIn all instances, the IGO retains the prerogative
to determine if and when circumstances warrant andb investigation, and, in
conformity with the present document, the apprderiavestigative process to be
followed.

The IGO’s mandate does not include institutioh disciplinary proceedings.
Information regarding disciplinary measures andcedures can be found in Chapter
X of the Staff Rules and Staff Regulations of theited Nations (ST/SGB/2011/1 of
01 January 2011).

Investigation standards

The Principles and Guidelines for Investigai@ulopted by the 10Conference of
International Investigatotsprovide the fundamental standards for investigatiand

In specific cases involving allegations agai@DIstaff or senior staff within the Executive O#fjche United
Nations Office of Internal Oversight Services (O)@& normally conduct the investigation.

Principles and Guidelines for Investigations, @ed by the 19 Conference of International Investigators, June
2009
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3.2.1

3.2.2

3.2.3

3.24

3.25

investigators in the United Nations and other imiional organizations. The basic
principles include the following:

. Persons responsible for the conduct of an invdsigashould maintain
objectivity, impartiality and fairness throughoutet investigative process and
conduct their activities competently and with thghlest levels of integrity;

. Investigators shall disclose to the Head of theedtigation Service in a timely
manner any actual or potential conflicts of intereshis may be done verbally
and/or in writing at any stage throughout an inigegion;

. Investigators shall endeavour to maintain confiddity and if a report of
possible misconduct or other information receivgdtte IGO is considered to
put a staff member or others at serious risk, @@ Will take steps to alert the
appropriate entity;

. Investigative findings should be based on substdtifacts and related analysis,
which may include reasonable inferences, but nppasitions or assumptions;
and,

. Conclusions should be supported by the investigdindings.

Confidentiality

Activities by the IGO with respect to repod$ possible misconduct are to be
conducted in a confidential manner. Informatioowttan investigation should only be
shared with or communicated by the IGO to peopl® Wwhve a legitimate need to
know. For this reason, and with respect to thatsigf all concerned, complainants,
witnesses or others are not entitled to demandnrdtion about an investigation, its
status or its conclusions.

The IGO will take reasonable precautionsratget confidential information obtained
in the context of an investigation as well as tHentities of the person(s) under
investigation, the person who reported the allegatand anyone who provides
relevant information or documentation.

It should be noted that in many cases theceois also a withess to the alleged
misconduct. While the source will not be identifley name as a source, s’lhe may be
identified as a witness.

Allegations or evidence of other possiblecmigluct may be obtained or discovered
during the course of an investigation; e.g. by whwitness testimony. The person(s)
from whom it is solicited is considered a witnessher than a source. This is,
however, without prejudice to the protection froetatiation afforded to individuals
who participate in authorized IGO investigations.

In certain cases (e.g. harassment, abuseuthbrity and sexual exploitation and
abuse), the identity of the complainant and/or otheestigation witnesses may need
to be shared with the alleged perpetrator for psepoof due process. The IGO may
provide feedback to the alleged victim as it deeppropriate and without prejudice to
the rights of others.



3.2.6 For legitimate reasons (e.g. to protect titegrity of an investigation and/or the
physical safety of a witness or other), the IGO rake steps to protect an individual's
identity.

3.2.7 Staff members and other personnel who hasesado confidential information in the
course of an IGO investigation are required to eesponfidentiality and not disclose
information unless authorised by the IGO. Conftagity is furthermore protected by
an oath signed by all staff working in the IGO asllvas by other UNHCR staff
members, consultants or any other person whose wodooperation with the IGO
requires access to confidential information (seaex3).

3.2.8 Individuals who are not contractually bouadUNHCR and who cooperate with IGO
investigations, including witnesses who are ndff steembers, are requested verbally
and/or in writing by the IGO to respect the impada of confidentiality.

3.2.9 Steps to protect confidentiality are addmsseother sections of these guidelines and
in regards to specific investigative activities.

4, Rights and obligations of staff members and otlmeersonnel
4.1 Rights
4.1.1 During an investigation, UNHCR staff membamng other personnel have a right to:

e A presumption of innocence throughout the investiga
« A professional, impartial and thorough investigatiwithout undue delay; and
. Confidentiality in the conduct of the investigation

4.1.2 In addition, in order to ensure an effectiveestigation process, the Subject of the
investigation may expect to:

. be given an explanation of the investigation preces

. be given the opportunity to explain his or her aactgd to suggest relevant
witnesses and to present relevant information;

. have the interview(s) scheduled at a reasonableepland time and to be
provided with the name and role of the individuat{snducting the investigation
interview;

. be given an opportunity to be accompanied at theniew;

. have the assistance of an interpreter during aariiew, if required;

. be given the opportunity to review the record @éiiview for correction before
signing;

. be provided with a copy of the draft investigatieport and/or findings and to
be given the opportunity to provide comments onféwtual findings of the
investigation along with any countervailing evidengithin a reasonable time;
and

. have any comments and any countervailing evidemowided taken into
consideration by the IGO prior to finalisation dfet report and submission to the
Director of DHRM
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4.2.3

4.2.4
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5.3

Obligations

As international civil servants, UNHCR stafémbers are required to adhere to the
highest standards of efficiency, competence arebiity. They are obliged to report
any breach of UN rules and regulations to thoseseh@sponsibility it is to take
action.

Pursuant to Staff Rule 1.2 (c¢) and Staff Ragn 1.2 (r), staff members, including
investigation Subjects and other participants (ignesses and resource persons),
must cooperate fully and in good faith with a dalythorized IGO investigation. The
same obligations apply to other categories of persbhaving direct contractual link
with UNHCR, including United Nations Volunte€rsconsultants, translatorsnd
interns.

Investigation Subjects and participants shatl interfere with the investigation and
shall abstain from withholding, destroying or tamipg with evidence, and from
influencing, coaching or intimidating the complaibhand/or witnesses. Investigation
Subjects and participants shall respect the comtidenature of the investigation and
the proceedings by exercising utmost discretioreyT$hall refrain from discussing or
disclosing the investigation or their testimonyanyone except the IGO (see also
Section 3).

A lack of cooperation (including breach offidentiality) and/or undue interference
with the investigation may constitute miscondudtjck may result in disciplinary or
other appropriate action.

Reporting possible misconduct

The IGO is accessible to receive reports o$iptes misconduct 24 hours a day, 7 days
a week. A report of possible misconduct may comehw® IGO’'s attention as a
complaint, allegation, observation or concern;twotigh inspection, inquiry, audit or
other oversight observations; or through circumstanthat tend to indicate
wrongdoing (e.g. missing or damaged property) eiwerthe absence of a direct
allegation. Reports of possible misconduct canefioee take any form, and can
originate from any source (identified or anonymous¢luding staff members,
UNHCR’s persons of concern, UNHCR implementing pars, UNHCR'’s external
interlocutors or the general public).

In accordance with Staff Rule 1.2 (c), all stafmbers have a duty to report instances
of misconduct as well as any information that edato possible misconduct. Staff
members who receive information suggesting miscondy a UNHCR staff member
or other personnel with a contractual link to UNH@G®&ve the obligation to provide
this information without delay to the IGO.

This duty to report may be subject to specificdgmice such as those relating to
allegations of Harassment, Sexual Harassment andseAbof Authority (see
IOM/FOM/29/2005).

6 In accordance with Conditions of Service for intgional United Nations Volunteers (2006)

-5-



5.4 Allegations of possible misconduct that implicataff at the IGO or staff at
UNHCR'’s Executive Office, including the High Commisner, should be
communicated to the OIOS at UN Headquarters in Mevk.

5.5 How to report possible misconduct
5.5.1 The IGO can receive reports in a confidemiahner in the following ways:
0] Email: inspector@unhcr.org

(ii) UNHCR website: www.unhcr.org/php/complaints.php
(iii) Telephone: +41 22 739 8844
(iv) Facsimile: +41 22 739 7380

(V) Mail: Head of Investigation Service
Inspector General's Office
UNHCR
94, rue de Montbrillant
1202 Geneva
Switzerland

(vi) Directly to an IGO staff member

5.5.2 When alerting the IGO to situations involving pédsi staff misconduct, staff
members and others are encouraged to provide als daiail as possible, including
any supporting documents and/or other relevantsfadteady available to them.
However, steps should not be taken by staff (inolwdmanagers) or others to
investigate the alleged misconduct without firsnsdting with the 1IGO on the
appropriate procedures and due process considesatio

5.6 Receipt of reports of possible misconduct

5.6.1 The IGO will endeavour to acknowledge a caimplof possible misconduct as soon
as practically possible after its receipt, and wilbvide such acknowledgement in
writing (except when an allegation is made anonyhouand/or no contact
information is provided). All reports of possibleistonduct will be logged in a
confidential IGO register and assigned an ideriftn number

5.7 Initial assessment

5.7.1 Upon receiving a report of possible miscondtiee IGO takes steps to assess the
report and determine whether a particular comphaiig within the ambit of the IGO’s
mandate.

5.7.2 The initial assessment is to determine whete investigation into reported

allegations of misconduct is warranted. The ihiissessment is not an investigation
and should not normally involve any detailed inigegtive steps. Accordingly, the
IGO will endeavour to limit its inquiries at thetial assessment stage.

-6-
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5.7.9

5.8

5.8.1

5.8.2

In exceptional cases, and with the approf#éhe® Head of Investigation Service, the
IGO may request others outside the IGO to asstbtthe initial assessment.

The purpose of the initial assessment ist¢ord and establish:

*  How the allegation(s) was reported;

*  Who reported the allegation(s), if possible;

*  When the allegation(s) was reported (date and time)

« Nature of the allegation(s) (description of allega@conduct);

e The identity of implicated persons (including indials who have knowledge of
or are involved in the allegation[s]) and their doactual status;

*  Whether evidence supporting the allegations, writte electronic, has been
made available with the complaint (e-mails, lettedocuments, notes from
[anonymous] calls etc);

e If any issues require urgent attention; and

«  Whether an investigation into the reported allegatof misconduct is warranted.

Following the initial assessment, the Heabhweéstigation Service will decide whether
to open a formal investigation.

In the case of a former staff member, and if tHegald misconduct is serious and
occurred during the former staff member's servicghwJNHCR, the IGO may
nevertheless pursue the investigation.

In circumstances where the IGO receives informagibaut possible misconduct that
does not involve persons having a direct contraditiiawith UNHCR or deployed to
UNHCR under agreements with third parties, the I&@Ecision to investigate will be
guided by the existing agreements with those théndies.

If the alleged misconduct implicates a staff memifeanother UN organization, the
IGO will normally refer the report to the appropeaauthority in the organization
concerned and/or will be guided by any existingeagrents with those organisations.

If the report of alleged misconduct does not fathin the IGO’s mandate or if the
allegations would not constitute misconduct (e@nt@actual disputes, performance
issues), the IGO will not pursue the matter, buy advise alternative course of action.

Anonymous reports of possible misconduct

Information received from anonymous sourcéshe assessed and may lead to an
investigation. However, it is important that anomyra reports include sufficient detail
so as to allow for independent corroboration of itifermation reported. If it is not
possible to independently corroborate the inforamatprovided by the anonymous
source, the IGO will not be able to investigatedbmplaint.

When an anonymous complainant provides contagtrimdtion, for example an e-mail
address or telephone number, the IGO will endeat@acknowledge receipt of the
complaint as soon as practically possible. WHike GO will respect the anonymity
of the source, s/he will be encouraged to revealhbi identity owing to the
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5.11.1

5.11.2

5.11.3

5.11.4

difficulties assessing anonymous reports and gitiahin most cases the source may
also be a witness to the reported misconduct.

Malicious complaints or reports of possible misdoct

The motives of a complainant are not relevantthe decision to investigate.
Nevertheless, where a complainant provides infdondhat he or she knew or should
have known was false, the complaint may be corsities be a malicious complaint.
In the event that a staff member makes a malicdonsplaint, the IGO may initiate an
investigation of the complainant that could regultharges of misconduct. However,
honest mistakes or errors do not constitute misectd

Optional procedures for reporting allegations afrassment, sexual harassment and
abuse of authority

IOM/FOM/29/2005 of 28 April 2005 and 4 May 2005seut “UNHCR’s Policy on
Harassment, Sexual Harassment and Abuse of Aughoaihd provides that victims
(staff and non-staff members) may elect to dealh ity complaint or grievance of
this nature either through an informal or formaigass.

If the complainant does not wish to avaih/ierself of the informal process or is not
satisfied with the results of the informal proceshie may initiate a formal process
through the submission of a complaint, in any fotothe 1IGO, which will then
follow the procedures established for dealing waithgations of possible misconduct.

Specific procedures for reporting allegations dfatation

IOM/43/FOM/45/2008 of 15 September 2008 sets “UNHCR’s policy on
protection of individuals against retaliation.”pitovides, among other things, that the
UNHCR Ethics Office is the body established to reeeeports of retaliation against
any staff members who have engaged in a proteatddita — such as reporting
misconduct, providing information in good faith alleged wrongdoing, or otherwise
cooperating with, or participating in, a duly autlaed audit, inspection, investigation,
inquiry, or activity of the Ombudsman’s Office.

Should the IGO receive a complaint or report ¢édliation, it will direct the matter to
the UNHCR Ethics Office for initial review. If, imccordance with the above-
mentioned IOM/FOM, the Director of the Ethics Ofiéinds that there is a credible
case of retaliation, s/he will refer the case ®ItBO for investigation.

Should the IGO become aware, in the course of agoarg investigation, that an
individual may have been retaliated against oratemreed with retaliation for engaging
in an activity directly related to the on-going @stigation, the IGO will proceed with
its investigation keeping the Director of the Ethfaffice informed in general terms.

Should the IGO find that retaliation is establishdéhe procedures set out in
IOM/43/FOM/45/2008 will be followed.
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6.7.1

Investigation process

Based on the initial assessment, the Head \adstigation Service will determine
whether the opening of an investigation is warrdnteThe case may be formally
opened and an investigation case number assigned.

Investigations are conducted by IGO investigatans/a with the assistance of
persons authorized by the IGO. The investigatoole is to obtain and evaluate
information and evidence related to the allegectaniduct. It is limited to identifying
facts that can substantiate or refute the allegatidhe IGO draws conclusions based
on the established facts.

Persons who are authorised by the IGO to assikt avitinvestigation are required to
sign an Oath of Confidentiality (see Annex 10).

The IGO shall maintain objectivity, impartiality,né fairness throughout the
investigative process and conduct its activitiemgetently and with the highest levels
of integrity. In particular, the 1IGO shall perforits duties independently and free
from improper influence and fear of retaliation.

The complexity of the matter under investigationl dhe priority of the case will be
determining factors in the conduct and conclusibraro investigation. The IGO’s
decision will take into account the interests of tBrganization, due process for all
personnel, the interests of justice as well as réguirements of the system of
accountability.

Investigation plan

Once the IGO decides to conduct an investigatioa,investigator assigned to the
case will normally prepare an investigation workml This plan will help ensure a
systematic fact finding process which results ireiactive investigation and report.

The investigation plan consists of a detadetine of tasks and timelines for the
investigation and includes the following elemestse( Annex 4):

e Allegation

*  Applicable legal norms

* Implicated personnel

*  Work plan steps and timelines

« Investigative actions

«  Evidence and records preservation and collection
e Travel and mission plan

* Resources

* Risk assessment

Notificationof Subject(s)

An individual who is the Subject of an investigatishould normally be informed both
verbally and in writing by the IGO that an allegatibrought against him/her is being
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6.7.3

6.7.4

6.7.5

6.7.6

6.8

6.8.1

6.8.2

investigated. This notification will normally takg#ace at the earliest possible time
and no later than the Subject’s interview.

Situations may prevent advance notification to ®ebject prior to his or her
interview. Such situations include, but are naiited to the following:

(i) The evidence (documentary, electronic, physicalanéstimonial) has not been
secured (i.e. preserved, collected and/or recorded) there might be a risk that
it could be tampered with and/or the integrity bk tinvestigation could be
compromised if the Subject of the investigatiamoigfied; and/or

(i) Safety or security issues exist that would threa&tdividuals associated with the
investigation (e.g. retaliation against the compkhait, informant or witness).

Once these issues are adequately addressed aleth@viis seized and fully secured,
the staff member can be notified in writing that e she is the Subject of an
investigation (see Subject Notice of Investigatidnnex 5).

In certain cases (e.g. when the allegations afeunded and the IGO closes the case
at preliminary stage) the Subject of the allegatioray not receive naotification.

If, during the course of the investigation, theOl@iscovers new facts giving rise to
allegations of wrongdoing on the part of a with@ssespect to the matter under
investigation, the 1GO will notify the witness, sson as practicable, that he or she has
become a Subiject of the investigation.

In the event that, in the course of the invesiigatadditional allegations are raised
against the Subject, the IGO will inform the Subje€ these new allegations in
accordance with these Guidelines. The IGO may dednl open a separate
investigation or include them within the currenveéstigation. However, the Subject
should be aware that any facts established byrhestigation, though not initially

raised as part of the original allegations of widwigg, may constitute misconduct.
The fact that the Subject was not informed of #tithe time of investigation cannot be
considered a violation of due process providedSeject is given the opportunity to
comment on the facts established by the investigasind the allegations levelled
against him or her.

Redeployment and administrative leave

Based on the initial assessment and/or the recowmtatien of an IGO investigator,
and provided an investigation has been initiatetheyiGO, the Head of Investigation
Service may consider the need for redeploying thige®t of the investigation and/or
placing him/her on administrative leave. In sueferg, the Head of Investigation
Service will make a recommendation to the DirecfddHRM.

While a staff member who is alleged to have conmditmisconduct should normally
continue her/his official functions pending the eamrhe of the investigation and
possible subsequent administrative measures, citeumtes may require that s/he
cannot continue exercising the functions. In suabkes, the Inspector General can
recommend to the Director of DHRM a temporary réogpent of the staff member.
It should be noted that this is not a disciplinengasure. If a temporary redeployment

-10 -



6.8.3

6.8.4

6.9

6.9.1

within the same office or operation is not possilole appropriate, and/or the
circumstances require restricting the staff menshaccess to the office, it may be
recommended that s/he be temporarily redeployedmission. The reasons for
redeployment should be clearly set out by the lospeseneral in each instance.

If redeployment is not possible or appropriate, lilspector General may recommend
to the Director of DHRM the placement of the implied staff member(s) on
administrative leave in accordance with Staff Ru@e4’ A staff member may be
placed on administrative leave, subject to cond#ispecified by the Secretary-
General, at any time pending an investigation uhél completion of the disciplinary
process. Likewise, this is not a disciplinary meas Situations where administrative
leave may be considered include, for example:

. There is prima facie evidence that the conducthef dtaff member or his/her
continued presence on UNHCR premises would posanged to other staff
members, to UNHCR or to the United Nations.

. There is prima facie evidence that continued serbig the staff member would
create a risk that s/he could destroy, conceal theovise tamper with evidence,
or interfere in any way with the investigation, lumting retaliation as elaborated
in UNHCR'’s Policy on Protection of Individuals agat Retaliation (Whistle-
blower Policy) IOM/43/FOM/45/2008 of 15 Septembed&

Pursuant to Staff Rule 10.4, placement onirsdirative leave should not, so far as
practicable, exceed three months; and shall be fuithpay unless, in exceptional
circumstances the Director of DHRM decides, upoa thcommendation of the
Inspector General, that administrative leave withpay is warranted. Only the
Director of DHRM has delegated authority from thgtd Commissioner to place a
staff member on administrative leave.

Evidence

Evidence is any type of proof which tendedtablish a fact material to the case. The
different types of evidence can be categorizeakmis:

(i) Testimonial evidence

Testimonial evidence typically includes the readilen of individuals who
actually saw an event or have direct knowledgenofething relevant to the issue
being investigated.

(i) Documentary evidence

This includes correspondence, forms and all in&diom that may be maintained
on paper in official archives, as well as extemalerial such as personal letters,
business records, etc. Documents and records xiay iea physical and/or
electronic form.

7 Staff Rule 10.4 on “Administrative leave pendingestigation and the disciplinary process”, STBXI and
ST/AI/371/Amend.1 on “Revised disciplinary measusad procedure”.

-11 -
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6.11.2

(i) Electronic evidence

Electronic evidence includes correspondence, famnasall information that may

be maintained on paper in official archives, aslaslexternal material such as
personal letters, business records, etc. Docureamisrecords may exist in

physical and/or electronic form.

(iv) Physical evidence

Physical evidence includes equipment, goods anditiss; and any other
tangible objects.

(v) Forensic evidence

Forensic evidence is a general category that canfdude fingerprints,
Deoxyribonucleic acid (DNA) trace material and egerentific analysis of items
to establish certain properties or source. It Hasefore, an element of analysis
or interpretation that requires special handling arplanation that physical and
even electronic evidence may not.

Relevance of evidence

Evidence should be relevant to the invesitiga The evidence should make the
existence of any fact that is of consequence toaftemunder investigation more
probable or less probable than it would be withilw evidence. The investigator
should establish what evidence is likely to bevaid.

Securing evidence

Securing evidence is an essential comparfart investigation and affects the timing
of the natification to the Subject. An importaminsideration during an investigation
is when and how to secure evidence. The investigatould try to find a balance
between the requirements of discretion and confidily and his/her duty to secure
the necessary evidence before potential alteratioopcealment, damage or
destruction. For example, consideration shoulditen to the following:

(i) Are the documents, records or other evidence kbfibeing altered, concealed,
damaged or destroyed?

(i)  Who has access (including through other peopldeiodocuments, records or
other evidence? If so, can anyone alter, conceakda, delete or destroy these
key documents, records or other evidence?

(i) Are the same documents, records or other evidevaitable at another location
that is not accessible to the persons involvetiéninivestigation?

If the investigator has decided that thedewte for the case may be at risk,
consideration must be given to the best way to reethe evidence, either by
physically moving the evidence to a secure envimmmor limiting access to or
control over the evidence.
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6.12

6.12.1

6.13

6.13.1

6.13.2

6.13.3

6.13.4

6.14

6.14.1

Preventing the Subject from access to the evidence

Based on the facts presented, the IGO mgyest a Representative or other
appropriate senior manager (e.g. Head of Offic8areau Director) to prevent the
Subject of an investigation from access to or @draver certain potential evidence.
The Manager will then ensure that such requesbiaptied with until revoked in
writing by the 1GO. Preventing the Subject from ingvaccess to or control over the
evidence will not always result in placing the Sbjon administrative leave.

Gathering evidence

Investigators are authorised to have full aomplete access to all general files
(whether physical or electronic), confidential offifiles and personnel records located
in any UNHCR office or unit, either in hard copyiorelectronic form. In the event the
IGO requires access to medical records maintairyethd United Nations, the IGO
will request permission from the staff member coned.

The IGO has the authority to access all le3ources and ICT data of UNHCR
personneB ICT data collected during an investigation sh&llkept confidential and
disclosed only to persons who are authorised tesacthe data, within the legitimate
needs of the investigation.

Often it is necessary to perform searchabenbffices, workspaces or other UNHCR
assets that are in the custody of the Subject(sjitoesses. If evidence is located in
the personal workspace of the individual, i.e. deslkcomputer, where practical the
presence of the individual is required while tharsk is conducted. Any search for
evidence located in the personal workspace of tiévidual should be performed

together with another investigator, witness andfoserver (e.g. a security officer),

whenever possible.

If the evidence is located outside UNHCRmises and contains personal information
about an individual (e.g. private bank account rdg) then the investigator should
normally obtain consent from the individual to eax¢his information. Alternatively,
the investigator can request the individual to atlyeprovide the information or to
accompany the IGO to obtain the information. Itigedors may obtain public records
(for example, property titles) without the consefithe individual.

Handling documentary and physical evidence andncbbcustody records

When handling the original version of docatagy or physical evidence, a clear chain
of custody record must be maintained. From the emrthe investigator takes control

of the evidence, a record of its receipt and sulseichandling must be kept, including
the dates and the times when it was obtained. ifihestigator should record the

following information to maintain the proper chaificustody (see also Annex 6):

. Name of the individual or entity providing the dmmce (unless the individual or
entity providing the evidence requests anonymity);

8 ST/SGB/2004/15 of 29 November 2004
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6.15

6.15.1

6.16

6.16.1

6.17

6.17.1

6.18

6.18.1

6.18.2

. The source and/or physical location from which thevidence was obtained
(unless the individual or entity providing the eande requests anonymity);

. Date and time the evidence was obtained,;

. Name, identifying number, date of document, ifiapble and brief description
of the evidence; and

. Overall condition of the evidence (e.g. numberadgs, missing parts, sections
or pages)

Document identification

Each document or other written evidence Ishbe allocated a sequential number by
the IGO. Unless the investigator in a case detemotherwise, due to the volume of
documentary evidence or other special factors, thiginal version of any
documentary evidence should not be marked and dhmrhain in its original
condition throughout the investigation process.e Tdriginal document should be
placed in a secure envelope and the identificatiomber placed on the envelope, not
the document itself. This will preserve the intggand admissibility of the document
in the case of an administrative process or legabm or if forensic examination is
required. Copies of original documents may be m@rkvith the identification
number, which should be placed in the upper rigimchcorner of the document
whenever possible.

Receipt of evidence

When certain evidence is obtained by the [8Q. items that are normally used or
held by the source), the source is provided witthawledgement or a receipt listing
the evidence that has been given (see Annex 7).

Storing physical evidence

Physical evidence relevant to the investigashould be placed in a secure location.
For example, official business records should bgt ke a locked office, a locked
cabinet or other location on UNHCR or UN premisehgrever possible. The only
individuals having access to the secured physiddeace should be the investigation
team. However, the investigator, for purposes ofigiing his/her own documentation
of his/her work and findings, should make copiesalbfrelevant evidence, such as
documents and records, and photograph evidencenthugit be difficult to secure,
such as assets, properties and locations.

Seizing electronic devices

The collection of evidence may include abiteg electronic data from such items as
described in section 6.8.1 (iii), above, includmg not limited to, computers, servers,
storage media, and cell phones.

If necessary, the IGO may access all ICbuiees and data remotely without first
informing the authorized user. If such access daoesr, the IGO shall, at the earliest
possible time after the access has occurred anthetaextent possible within the

legitimate needs of the investigation, inform tlutharized user of the reasons for the
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6.18.3

6.18.4

6.19

6.19.1

6.19.2

6.19.3

6.19.4

access, the ICT data that has been accessed andettibat will be made of the ICT
data.

In carrying out its investigations, IGO megquest the Division of Information
Systems and Technology (DIST), the correspondifigeofway from Headquarters or
a third party expert, as it deems necessary orogpipte, for assistance in obtaining
access to ICT resources or ICT data. Different Difficers may be designated by
DIST to provide such assistance for different catieg of ICT resources.

If requested by the IGO, DIST or the corossling office away from Headquarters
shall maintain a written record of its access tp I&T resource or ICT data, recording
a brief description of such activities and the typle information retrieved. No
additional records of such access shall be retdigehy other office.

Handling ICT resources and chain of custody records

The investigator can seize the ICT resoifrdbere is reason to believe that key
evidence may be stored on the device, or that tlkesiecompelling need to safeguard
the data. After seizing the ICT resource, the $tigator can search the electronic
device through physical or electronic means, indadut not limited to data analysis

and forensic software, without the authorized ls#ng present. IGO may engage an
outside expert to ensure data retrieval and arsalygerformed professionally.

In accordance with ST/SGB/2004/15, physacakss and/or seizure of ICT resources
located in an authorized user's workspace, shfafiydcticable, be conducted in the
presence of the authorized user and/or the head aathorized user's
office/division/section or unit and a chain of @dyt documented, as set forth below.

From the moment the investigator seizedGHeresource, a record of its receipt and
subsequent handling will be kept. The investigasbiall record the following
information to maintain the proper chain of custoder gathered evidence:

. Name of the individual assigned to the electromicick;

. The source or physical location from which the &tatc device was seized,

. Date and time of the seizure;

. Type, identifying number, and brief descriptionha electronic device;

. Overall condition of the electronic device and pheral parts;

«  When feasible, pictures of the device in its oagsetting;

. List of each component of the device, such as lanee, monitor, mouse,
removable media, external electronic storage, etc.;

. Indicate whether the computer or other ICT resouicen/off at the time of
seizure;

. If the computer is on, document the files that @pen and the procedures for
saving them; and

. Document the shutdown procedures or any speciatquhores executed to
prevent loss of data during the shutdown process.

The seized ICT resource should be moved decare environment where access is
restricted to the investigative team.
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6.20

6.20.1

6.20.2

6.21

6.21.1

6.22

6.22.1

6.22.2

6.22.3

6.22.4

6.22.5

6.22.6

Other physical evidence

If the investigator plans to search for otblysical evidence (e.g. searching a
briefcase, official vehicle, UN guesthouse), theestigator should first determine

whether he or she has the right to conduct theckesrd confiscate the evidence. In
specific cases, judgment must be exercised by \wejgthe urgent need to search
against the immediate threat to the personal sgooirithe security of personnel. In

cases when there is no immediate security threm;|@O staff assigned to conduct

inquiries should consult with IGO before conductegearch for physical evidence.
Prior to any search for physical evidence, theviddial having possession of the

physical evidence must be informed of the intentiorsearch the area and secure
evidence, whenever possible.

Once the evidence is located, a receiptldHmi written that includes the date, time
and the physical location of the evidence. If palssia photograph should be taken of
the evidence in its physical location and a desioripof the physical evidence and its
location should be included in the receipt. If itheestigator seizes the evidence, a
chain of custody record should be prepared for @aohn(see Annex 6 and 7).

Interviews

Interviews are aimed at obtaining testimorgaidence, i.e. statements from
individuals who actually saw an event or have dioedndirect knowledge of anything
relevant to the investigation.

General standards for conducting interviews

Interviews are normally conducted by an I{B@estigator with an IGO nominated
witness. In specific cases the IGO may opt to haneinvestigation officers present
at the interview. There may be situations wheesl@®O requests the assistance of a
suitably qualified staff member to conduct the livigw.

Considering the cultural context, gender @theér elements of the case, the IGO may
select an observer (e.g. field security officer.)eto attend the interview. For
example, provisions may be made for the preseneetbird party in circumstances
when an interview participant has specific neesisekample a minor.

In exceptional situations, the interview miag conducted without the physical
presence of a witness. However such interviews eitiher be audio-recorded or a
nominated witness linked in by speaker phone.

The IGO should make an effort to ensure thatinterview is conducted in an
appropriate environment, at a reasonable time fanetasonable duration with breaks
as needed.

Staff members who are interviewed as patemtitnesses will be provided with a
Witness Notice of Interview prior to or at the timgthe interview (see Annex 8).

At the commencement of an interview with UDRiIpersonnel, the IGO investigator
should normally inform the interviewee of the foliog:
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6.22.7

6.22.8

6.22.9

6.22.10

6.22.11

6.23

. that a written record of the interview will be coletied as soon as is practicable;

. the identity and role of the individual(s) condugtithe interview;

. the investigative process and possible consequerfieasinvestigation;

. the authority of the IGO to conduct investigaticared the duty of all staff to
cooperate; and

. the importance of confidentiality.

An interpreter may be required during thteriiew. The IGO should determine the
appropriate interpreter to be used. The interpsdteuld be proficient in the language
of interpretation and s/he should not be connectétth the investigation. The
interpreter shall respect the confidentiality ok tinvestigation and shall sign a
confidentiality agreement. Prior to the commencemef the interview, the
investigator should provide a briefing to the ipteter of the required tasks.

The interviewee will be requested to reviee/record of interview and, if necessary,
clarify statements made during the interview. Ae tend of the interview, the
interviewee will be given the opportunity to progifinal comments.

The IGO normally prepares the written reaafrthe interview. For interviews with
UNHCR staff members, where practically possiblechepage of the record of
interview should be initialled and the final paggned and dated by all persons who
attended the intervievas a true reflection of what was said in the intw A
template of the Record of Interview is attachedimex 9.

In circumstances, when a staff member esfus sign the written record of the
interview, the investigator should fully documeln teasons for the refusal and, in the
event that the refusal is not documented in writingpy email, attempt to have another
person witness the refusal and endorse that fasigmature.

Interviewees may not make their own conteameous recordings of interviews.
Conversations with witnesses and subjects willb@otecorded covertly.

Specific considerations for interviews with Sulgect

. If the Subject has not already been informed tledshe is under investigation,
the investigator must do so at the time of theriidsv.

. During the interview, the Subject should normakyibformed about the alleged
facts and be given the opportunity to respond.

*  Wherever possible, the interview will be audio melenl to assist in ensuring
accuracy; however the written record of intervieeed not necessarily be a
verbatim transcript.

. In some instances, the IGO may prepare an accooateerbatim written record
of the interview during the interview which can &igned by all parties at the
conclusion of the interview. In such instancesittierview will nevertheless be
audio recorded and the audio recording will beimeth on the IGO records for
future reference if necessary.

. If it is not possible to audio record the intervjeive investigator(s) shall prepare
a written record of the Subject’s testimony as €las possible to verbatim. The
written record shall contain an explanation of whwas not possible to audio
record the interview.
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6.23.1

6.23.2

6.23.3

6.23.4

6.23.5

6.23.6

6.24

6.24.1

6.24.2

Accompanying person

Subjects will be invited to nominate a cajjee to accompany them to the interview.
This will normally be granted by the IGO providdtht the accompanying person is
not involved with the investigation or any areaacfivity that might compromise the
effectiveness of the investigation or the interestt NHCR9 The person nominated
by the Subject shall not be contacted by the Sulgj@acerning the interview without
prior authorization by the 1GO, as the IGO musstfiletermine the suitability of the
person nominated for this purpose.

The IGO may decide to inform the Subjectualtioe general nature of the allegations
and the evidence that may be presented during ntesview, which may have a
bearing on the Subject’s decision as to wheth@obto have an accompanying person
present at the interview.

The accompanying person is not permittedihtiervene during the interview. The
accompanying person shall agree to respect thédemtifality of the investigation and
will sign a confidentiality agreement (see AnneX.1® the accompanying person
refuses to sign a confidentiality agreement, hefgiflenot be permitted to be present
at the interview.

At any time during the course of the intewyi the Subject may request the
accompanying person to leave the interview.

If the investigator(s) considers, during ¢berse of the interview, that the presence of
the accompanying person is disruptive or may patyaffect the interview process,
and if so requested by the investigator, the acemyipg person will be obligated to
leave the interview. The staff member will be gbll to continue with the interview
in accordance with the requirement to duly cooperdth an investigation.

Specific considerations for interviews with non-UBHR] staff

When a non-UNHCR person is interviewed, #tew Record of Conversation is
normally prepared by the IGO (see Annex 11). Tieied not necessarily be verbatim.
The interviewee is not required to review and shgnRecord of Conversation, but the
IGO investigator(s) and IGO nominated witness sth@ign the document. Whenever
possible, however, the investigator should strige obtain a signed Record of
Conversation when statements or evidence that rdieat to the investigation are

obtained.

Where necessary, interviews involving thedf stf an implementing partner should
reference the general governing clauses containethé sub-agreement concluded
with that Implementing Partner to ensure that coafm is received.

The “accompanying person” in this context refiera person who the interviewee may wish to apammy him /

her to the interview in order for the interviewed¢el more at ease during the interview procdse
accompanying person is a passive participant aed dot have any role as a witness during the iesrv
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6.25

6.25.1

6.26

6.26.1

6.26.2

6.26.3

6.27

6.27.1

Specific considerations for interviews with alldgeictims of Harassment, Sexual
Harassment and Abuse of Authority (staff and naff-personnel)

Staff members and non-staff personnel mapsd to deal with any complaint or
grievance through either an informal or formal s’ If the complainant initially
opts for the informal resolution but is later natisfied with the results of the informal
process, he/she may submit a written complainth® GO to begin the formal
process.

Specific considerations in regards to video andfoadio recording of interviews

When interviewing a Subject, the entire psscwill be audio recorded. When using
audio recording devices, the Subject or witness lvélinformed that the interview is

being recorded and must confirm that he/she uratwistthat a transcription of the
recording may be part of the official record of theerview. In all cases of recording

a Subject interview, a written record of interviexs be produced and provided to the
Subject as soon as practically possible. The $ubji#l be invited to sign the record

of interview. In addition, the Subject will be givéhe opportunity to provide a signed
statement containing any clarification of his/hetements during the interview.

If the Subject refuses to be audio intere@wthe device will be turned on and an
introduction made of all persons present with thbj&ct being asked to comment on
the fact that he/she does not wish to be audiordecoduring the interview. The
investigator shall remind the Subject of his/heligattion to cooperate and that failure
to cooperate with IGO investigation may constitetisconduct. The investigator will
decide whether to proceed with the interview byrtglcontemporaneous notes. Where
the investigator decides not to proceed with therinew, the matter will be discussed
with the Head of Investigation Service.

If for any reason, there is a malfunctiothwhe audio recording device, an accurate
Record of Interview is to be prepared by the inigasor, then reviewed and signed by
the Subject, interviewer and witnesses.

Specific considerations for conducting interviewg telephone or audio-visual
conferencing

Given the international nature of UNHCR'si\diies, operational constraints may
prevent the IGO from being able to conduct intemgiface-to-face. Accordingly,
interviews may be conducted by telephone or auiioal conferencing. In such
situations, the IGO will take reasonable steps rteuee the interviewee is given
sufficient advance notice and is able to spealyfreed in privacy.

10 The informal options available to complainantsiude: a) approaching the alleged offender; b) lving a third
party; and, c) involving the Mediator. See UNHCR@licy on Harassment, Sexual Harassment, and Adfuse
Authority, UNHCR (April 2005).
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7.1

8.1

8.2

8.3

Use of outside expertise

In assessing the resources that will be negessacomplete the investigation, the
Inspector General may determine that there is al rfiee assistance from outside
expertise. When engaging outside expertise, ceraidn should be given to
available internal / UN expertise as may be appatpand feasible.

File management

File management is an important feature ofitlvestigation process. It assists in
ensuring the integrity of the investigation andwhohat a clear methodology has been
followed.

An electronic folder will be created in Livenki for each investigation case. This
folder contains the material relevant to the mattater investigation. It will include,
but is not limited to, Records of Interview, Recomaf Conversation, Notes to File,
email correspondence and other documentation. Tleetrenic file will be
accompanied by a physical file where original doenta are stored. This will include
any original documents, such as, signed RecordLafversation, Records of
Interview, Exhibit Receipts and documentary eviden&canned copies of these
original documents should be included in the etegtrfile.

When assigned an investigation, the investigsttall ensure that the following steps
are undertaken:

» A case folder is opened within Live Link; all docents relating to the case held
in |-Sight are to be uploaded into a Complaint flder. The folder will also
contain a blank Document Register and Case Sheet.

. Sub folders are created. All items are delegated televant sub folder. It is
suggested that these sub folders be titled — Camplaubject, Witnesses and
Email Correspondence. The Email Correspondenceifatthy be further split
into three folders, these being — Witnesses, Camgold and Subject.

. The Case Sheet is a chronological log of all staken during the investigation
process. A brief summary of all steps should bended in this. This will outline
all persons spoken to during the investigation, dhte this was done, and any
outcomes. This includes any enquires undertakemaik correspondence or
interviews.

. The Document Register is a full list of all docungerelating to the case. Each
document will be allocated its own unique identifyinumber. These numbers
are to be designated in a sequential manner. Whditianal documents are
submitted along with the source document, then #reyto be provided with the
same unique number but will also include an alptialaeldition.

« At the completion of the investigation a scannetsiom of any final report will
be uploaded into the Live Link folder.
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9.1

9.2

9.3

9.3.1

9.3.2

9.3.3

9.4

94.1

9.4.2

Reporting the investigation findings
Based on the facts and related analysis, one optwsible outcomes is likely:

(i) The IGO prepares an Investigation Report when shebéished facts substantiate
misconduct. The report is submitted by the IGQh® Director of DHRM, or
alternative authority if necessary (i.e. in casefaconflict of interest), for
appropriate action; or

(i) The IGO prepares a Closure Report because thetigatsn has determined the
allegation(s) to be unfounded or cannot be suliatadt In exceptional situations
the IGO may otherwise close the case (e.g. nothbe ® proceed with an
investigation due to civil unrest in country of @stigation).

Investigative findings include all relevant factstablished through the investigation
process. Its findings shall be factual, impart@jective and clear, and may include
reasonable inferences. The findings are determafiedt an analysis of the material
collected during the investigation process. Consiilen should be given to both
inculpatory and exculpatory information gathered.

Closure Report

A closure report outlines the facts establisthrough the investigation process that do
not substantiate or refute the reported miscondiibe closure report contains a
description of the alleged misconduct, the invediig methodology and the
established facts that justify a conclusion that ¢hse should be closed. The closure
report serves to ensure accountability of the mscmacluding the decision to close an
investigation if the allegations are not substaetiar unfounded.

The closure report is signed by the Investigand the Head of Investigation Service,
thereby approving closure of the case. The casehbeae-opened for investigation
should additional evidence come to light to warng-opening of the case.

The IGO does not provide closure reportsulgje®ts, investigation participants or any
individuals named therein. In specific cases whieeeSubject has been notified by the
IGO of the investigation, he/she will be notifigtviriting by the IGO that the case has
been closed. In exceptional cases the IGO mayldaciadvise the complainant of the
closure decision (e.g. in cases of sexual harag¥men

Investigation Report

Investigation Reports present the facts bshedal through the investigation process
that substantiate a finding of misconduct by UNH@Rsonnel in contravention of the
Staff Rules and Regulations and/or UNHCR's admiaiite policies and issuances.
If the investigation produces a preponderance wfegce to reasonably conclude that
it is probable that misconduct has occurred, theestigator will prepare an
Investigation Report, setting forth the findingstlod investigation.

The IGO submits its Investigation Reporthte Director of DHRM for further action,
including initiation of disciplinary proceedingss deemed appropriate by DHRM. The
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9.4.3

9.4.4

9.4.5

9.4.6

IGO will submit its Investigation Report as soon @sctically possible after the
completion of the investigation.

Investigation Report structure

An Investigation Report should be an objectiecount of the facts established. The
report should cover the following major areas:

(i)

(ii)

Background

This section outlines the alleged misconduct, wduesh how the allegations came
to the attention of the IGO, timeframe for the istigation and the location(s)

where it was carried out. This section of the repdso discusses the methods
used to undertake the investigation, such as iiles/conducted with withesses
and subject(s), documents and electronic evideokected, etc.

Personnel implicated

This section of the report specifies the allegationade by the complainant
against the investigation subject.

(iif) Applicable rules and regulations

(iv)

v)

(vi)

This section outlines the relevant provisions & 8taff Rules and Regulations,
UNHCR policies and/or other administrative issuantieat are applicable and
which have been violated.

Methodology

This section outlines methods used to undertake irtkiestigation, such as
interviews conducted with withesses and Subjectisfuments and electronic
evidence collected and field missions undertaken.

Investigation findings

The investigation findings give a detailed accoointhe facts of the case. The
findings outline the investigative steps undertakeow evidence was obtained,
what the evidence shows and how the evidencedsaet to the allegations and
the conclusion.

Investigation conclusion

This summarizes the conclusions based on the edtabtlfacts and how these
relate to the allegations and the applicable rafebregulations.

Submission of draft investigation findings to iniigegion Subject

If the investigation Subject is a UNHCR staémber, the IGO will provide a draft
copy of the investigation findings to the staff mm@mfor comments. The investigation
Subject will be invited to provide comments on tfectual findings of the
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9.4.7

9.4.8

9.4.9

9.4.10

9.4.11

9.4.12

9.4.13

investigation and provide countervailing evideniéany.** The IGO shall take into
consideration the comments and any countervailingieace provided by the
investigation Subject in the Investigation Repastappropriate.

The IGO shall provide the investigation Subjecteasonable period of time to
respond, normally between ten (10) and thirty (80yking days, depending on the
seriousness and complexity of the case. The IGO, reageptionally, grant the

investigation Subject an extension of time in whiclrespond; provided the Subject
sends a written request to the IGO setting fortimmalling reasons why he or she is
unable to comply within the normal timeframe. T shall normally grant only one

extension. If the Subject fails to respond withire tdesignated timeframe, the 1GO
shall nevertheless proceed to finalize the repiiie IGO is not obligated to obtain
comments from the investigation Subject more thareo

In the case of an investigation into allemati of retaliation, and in accordance with
the UNHCR policy for protection against retaliatiohe IGO shall forward the report
to the Director of the Ethics Office without obtaig prior comment on the report
from the Subject of the investigation.

Finalization and submission of the Investigatiop&e

After a final internal quality review andpapval by the Inspector General, the Head of
the Investigation Service will sign and issue tineektigation Report (together with the
comments and any countervailing evidence providethb investigation Subject, as
set forth above) and accompanying exhibits to thredbor of DHRM or, in retaliation
cases, to the Ethics Office. Copies of all evidemited or referred to in the
Investigation Report will be submitted as annexeth¢ report.

The IGO does not share final investigatieports with investigation Subjects,
complainants, other investigation participants eats of Offices.

Confidentiality of Investigation Reports

Investigation reports contain confidential andssive information about individuals
and UNHCR operations and activities. Disclosure sath information may be
detrimental to the Organization’s functioning, tiwelfare and safety of its staff or
third parties and may also violate the Organizasidegal obligations? As such,
investigation reports are considered strictly oderitial internal documents.
Investigation reports will be given prominent caolgfintiality markings and their
distribution will be restricted to specific instasc provided for under the IGO’s
mandate.

With respect to due process requirements,imrexceptional cases (e.g. involving
safety or security related risks), Investigatiorp®#¢s may be redacted to protect the
identity of certain individuals.

™ The complainant is not entitled to receive a copthe investigation report.
12 ST/SGB/2007/6 (12 February 2007) on Informationsévity, Classification and Handling
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9.5

9.5.1

10.

10.1

11.

111

12.

12.1

13.

13.1

Management Implication Report

If the investigation findings reveal weakmsssn administrative or operational
policies, guidelines, procedures or practices, pecsic issues arising from the
investigation require immediate corrective action drder to strengthen internal
controls and mitigate risks, the Inspector Generay send to the High Commissioner
and/or Senior Management (e.g. Bureau Directors dXepresentatives) a
memorandum on management implications that neebetaaddressed. This may
include recommendations that in the Inspector Gd'sejudgment are necessary
and/or desirable. These reports on management datipins can also include
observations outside the parameters of the inwgiig that require management
attention. The IGO will monitor the implementatiofithe recommendations.

Resignation or separation of the investigatioBubject

If the investigation Subject is a UNHCR staff memlzand resigns or otherwise
separates prior to the completion of the investigatsuch investigation will continue
despite the resignation or separation.

Reciprocal agreements

The IGO will consider requests to undertakmiattrative investigations on behalf of
other UN Agencies and similar organizations. Castovery will be by way of
reciprocal agreement or on a case by case basis.

National authorities

National authority requests for UNHCR investign reports and supporting
documents or for collaboration with UNHCR to purspessible criminal or civil
action must be directed to LAS. Waivers of UN jeiges and immunities, either full
or limited, can only be granted by the Secretarpésal of the United Nations. No
information, documents and/or evidence can be selkdo, and no UNHCR staff
member related to the investigation are allowebdanterviewed by, local authorities
or third parties, prior to receiving a waiver of Nvileges and immunities.

External oversight bodies

The United Nations Board of Auditors and thdHCR Audit Advisory Committee
have oversight functions of IGO’s activities. Ireecising these functions, they are
entitled to copies of investigation and closureorépproduced by IGO. Requests for
IGO’s reports must be directed to the Inspector gBaln who has discretion as to
whether redaction of reports is required to proteetconfidentiality and due process
rights of implicated individuals.
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11.

Annexes

IOM/009/FOM/010 of 07 February 2012 on the rélmctions andnodus operandof
the Inspector General's Office

The investigative authority of the IGO - catége of personnel who may be the
Subiject of an investigation

Oath of Confidentiality for UNHCR staff members

Investigation plan

Subject Notice of Investigation

Chain of custody / exhibit form

Exhibit Receipt Form

Witness Notice of Interview

Record of Interview

IGO Oath of Confidentiality — Accompanyingfétaember / person

Record of Conversation for non-UNHCR staff
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