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. BCTYN TA OCHOBHI BU3BHAYEHHSA. . INTRODUCTION AND BASIC

DEFINITIONS.
1.1.  IHCTpyKuis 3 posrnagy  ckapr
BNArOOIMHOI  OPrAHI3ALUII  "®OHA 1.1. Guidelines for complaints review of the
PO3BUTKY MDKHAPOOHOI cCnBMPALI" CHARITY ORGANIZATION "INTERNATIONAL
("ICDF" abo "®oHa) Mae Ha MeTi OKpecnuTu COOPERATION DEVELOPMENT FUND"
MOBHUA  y3aranbHEHUW LUK  npoueaypwu ("ICDF" or 'the Fund') aim to outline a complete
onpautoBaHHA ckapr  (3BEepHeHb), Lo generalized cycle of procedures for handling

CTOCYHOTbCS HACTYMHUX NOPYLUEHb: complaints (appeals) concerning the following
violations:
®  [OpPYLUEHHS reHaepHOI PiBHOCTI; e violation of gender equality;
®  [OpPYLUEHHS iHKMO3MBHOI AOCTYNHOCTI; e violation of inclusive accessibility;
® HeeTuYHa noBefiHKa; e unethical behavior;
e MOpPYLUEHHS NoniTuK, npoueayp PoHay e violation of the Fund's policies and
TOLLO. procedures, etc.
1.2. BusHayeHHs
1.2.1. TlopyweHHs — ue Aia 1.2. Definitions
abo 0e3aisnbHICTb, o cynepeyunTb 1.2.1. Violation — an action or inaction that
BCTAHOBMIEHNUM HOpPMam, npasuniam, 3akoHam contradicts established norms, rules, laws or

abo eTMYHUM cTaHgapTaMm.

1.2.2. CkapXHuK — ue b6yab-sika ocoba,
dKka nogjana ckapry WwoAo  WMOBIpPHOro
NOPYLLEHHS, HeHaneXHol noBeaiHKu,
HeJOTPMMaHHA  BHYTPIWHIX  noniTuk  abo
eTu4yHuXx craHgaptis  PoHay, Yy BNACHUX
iHTepecax abo B iHTepecax TpeTboi ocobw, i
TMM camuM iHiuitoBana npoueaypy ii posrnagy.

1.2.3. TMotepnina ocoba — @i3nyHa
ocoba, sKa WMOBIPHO 3a3Hana LUKOAM,
NOPYLLEHHSA npas, ONCKpUMiHaUIT,

HEnpPaBOMIPHOrO YM HErigHOro CTaBfIEHHSA 3
Ooky npauiBHuka abo npegcraBHuMka doHAy.
MoTepnina ocoba MoXe caMOCTIMHO noAdaTu
ckapry abo 6yTu 3a3Ha4YeHoI0 y ckapa3i, NogaHin
iHWOo ocoboto B i iIHTepecax.

1.2.4. KpmBaHuK — Le npauiBHuk abo
npegcrtaBHmuk PonHay, Aii M 6e3gianbHICTb
AKOro po3rnsagalTbCsa K MOXIIMBE KEpeno
LLUKOAW, NOPYLUEHHA npas, AUCKpUMiHaLii, abo

ethical standards.

1.2.2. A complainant is any person who has
complained about a possible violation,
misconduct, or failure to comply with the Fund's
internal policies or ethical standards, in their
interest or the interest of a third party, thereby
initiating the procedure for its consideration.

1.2.3. Offended person is a person who has
allegedly suffered harm, violation of rights,
discrimination, or unlawful or inappropriate
treatment by an employee or representative of
the Fund. The aggrieved person may file a
complaint independently or be named in a
complaint filed by another person on their
behalf.

1.2.4. Offender is an employee or
representative of the Fund whose actions or
inaction are considered a possible source of
harm, violation of rights, discrimination, or other

HUMANITARIAN RECOVERY & | INTERNATIONAL |  PEACE &
AID HOPE
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HLWOro  HenpaBOMIPHOrO YW  HerigHoro unlawful or inappropriate treatment of the victim

MOBOPKEHHA CTOCOBHO MNOTEpninoi ocobu y within the scope of the complaint.
MeXax poarnagy ckapru.

1.2.5. Po3cnigyBaHHA - ue 1.2.5. An investigation is a formal process

dopmanizoBaHuin npouec 306opy, aHanisy Ta
OUiHKM (pakTiB i [okasiB, cnpsiMOBaHWA Ha
3'CyBaHHA obcTaBuH, nepeBipKy
oOrpyHTOBaHOCTI  cKapru, BCTAHOBIEHHSA
MOXITMBOrO MOPYLUEHHS, @ TaKoX BM3HAYEHHSA

of gathering, analysing, and evaluating facts
and evidence to determine the circumstances,
verify the validity of a complaint, establish a
possible violation, and determine the
appropriate response.

BiANOBIAHWNX 3aX0iB pearyBaHHS.
1.2.6. Merta po3cniayBaHHsA -
06'ekTMBHe 3'scyBaHHA 06OCTaBuMH | @akTiB,

1.2.6. The purpose of the
investigation is to objectively establish the

NoB'A3aHMX 3 TMOPYLUEHHAM, CKaprow 4u circumstances and facts related to the violation,
iHUMOEHTOM, AN BU3HAYEeHHS  iCTUHM, complaint, or incident to determine the truth,
ineHTudikauii  BignosiganeHMx  oci6  Ta identify those responsible, and make an
yXBarieHHs1 06rpyHTOBaHUX pilLeHb. informed decision.

1.2.7. 306ip pokasiB — LuUe npouec 1.2.7. Evidence gathering is the
BUSABSIEHHS, OTPUMAHHA Ta [OOKYMEHTYBaHHS process of identifying, obtaining, and

documenting information that confirms or refutes
certain circumstances or events relevant to an

iHdopmalii, sika niaTeepaxye abo cnpocToBye
neBHi 06CcTaBMHN Y1 NOA;i, O MatoTb 3HAYEHHS

ans  poscnigyBaHHA — Ta  gornomararTb investigation and helps determine the validity of
BU3HAYUTU 0b6r'pyHTOBaHICTb BUCYHYTUX allegations or claims.
3BWHYBa4YeHb abo TBEPIKEHD.

1.2.8. 0O0’ekTUBHE BU3Ha4Ye€HHS 1.2.8. Objective determination of the

truthfulness of a complaint/statement is the
impartial analysis of information and facts to
establish an accurate picture of events, without
the influence of personal opinions and emotions.
The complaint closure procedure
involves transferring the investigation results
upon completion to the Fund’s Director, who
in turn decides on further actions (e.g.,
disciplinary measures, application of certain
legal consequences, closure of the case,

npaBAUBOCTI cKaprun / TBepAXeHHsa — Le
npouec HeynepempKeHoro aHanisy iHgopmawii
Ta dakTiB AOns BCTAHOBIIEHHS pearnbHOl
KapTWUHW nogin, 6e3 BnNAnBy 0COBUCTUX AYMOK
Ta eMOLN.

Mpoueaypa 3akpUTTA CKapru — e npouec
nepegadvi pesynbTaTiB po3CrigyBaHHA nicns
noro 3aeeplieHHsa [Oupektopy PoHay, Skuin B
CBOIO Yepry npumMmae pilleHHs Npo noganbLwi aji
(Hanpuknag, avcumnniHapHi 3axoau,

3aCTOCYBaHHSA MEBHMX HOPUANYHUX HaCHigKi., etc.).
3aKpUTTSA CNpaBu TOLLO).
. ETAN 1: OTPUMAHHA CKAPI'UA L. STEP 1: RECEIPT OF
TA T NONEPEQHIN PO3rNan. THE COMPLAINT AND PRELIMINARY
REVIEW.
2.1. OTpuMaHHA Ta peecTpauis ckapru:
o ap | fae @ OF
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2.1.1.  Yci noBigOMNEHHsA NpPo NopyLUEHHS
4n  ckapru npurMMaloTbCA HaCTYyNHUMMN
cnocobamu:

® 0BiQOMINEHHs/3asaBa Ha iM'a [upekTopa
®oHAy (eneKTPOHHUIA NUCT Y1 3BUHANHWUIA NIUCT);

®3acobn KOMYyHiKauii couianbHUX Mepex
Facebook, Twitter, Linkedin Tta pgopatku Viber,
WhatsApp, Messenger;

®3a [OMNOMOrow A3BiHKIB Ha HoOMep
+380980961396
e Ha €MEKTPOHHY agpecy

co.icdf.ukraine@gamail.com

2.1.2. Ticna oTpuMmaHHA cKapru 4epes
3a3HayeHi kaHanm 3B’s3Ky BignosiganbHa ocoba
3BOpoTHOro 3B’a3Ky (Protection and Feedback)
30IMCHI0E MNEepPBUHHE OnpautoBaHHA  cKapriu.
MoBigomMneHHs, wWo Haginwno 6e3nocepeaHsLo
OupekTopy ®oHOy nepeHanpaBnseTbCAa HUM 40
BignoBiganbHOI 0CobM 3BOPOTHOrO 3B’A3KY.

2.1.3. Bca iHQopmauia wopno ckapru, a
camMe — npi3BuLLE Ta iM’'s 3asABHUKA, KOrMist TEKCTY
3BEPHEHHSA Ta KOHTaKTHa iHhopmaLisi BHOCUTBCS
0O pPeecTpy cKapr BignosiganbHOW 0coboto,
nicna 4oro ckapsi MpPUCBOKETLCA YHiKaNbHUN
peecTpauiiHMin HOMep, 3a KM B nogarbLioMy
iAeHTUIKyeTLCA cKapra.

2.2. MepBUHHUMA poO3rNsAg CKapru.
MoyaTkoBWUM 3BIT NPO NOPYLUEHHSA

2.2.1. Ticnsa peecTpauii cKapru
BignosiganbHa ocoba 3A4iNCHI0E aHani3 3MicTy
CKapry, BUOKPEMIIOIOYM 3 HasIBHOI Yy cKapa3i
iHbopMmauii BignoBigi Ha HaCTYMHi  KNOYOBI
nuTaHHsA (3rigHo Jopatky 1):

® XTO BUCTynae noTtepninotw ocobot , a
XTO — KPUBLAHMKOM ?

® 1|10 came cTanocs (onuc iHUWAEeHTY)?

864692048

- EQ98UV8BF1W73

2.1.Receipt and registration of complaints:
2.1.1. All  reports of violations or
complaints are accepted in the following ways:

e report/statement addressed to the
Director of the Fund (by email or regular
mail);

e social media communication tools
Facebook, Twitter, Linkedln and Viber,
WhatsApp, Messenger applications;

e by calling +380980961396

e by email to co.icdf.ukraine@gmail.com.

2.1.2. Upon receipt of a complaint through the
specified = communication  channels, the
Protection and Feedback responsible person
shall conduct an initial review of the complaint.
Messages received directly by the Fund's
Director shall be forwarded by him to the
Protection and Feedback specialist.

2.1.3. All information regarding the complaint,
namely the applicant's last name and first name,
a copy of the text of the appeal, and contact
information, is entered into the complaint register
by the responsible person, after which the
complaint is assigned a unique registration
number, by which the complaint is subsequently
identified.

2.2. Initial consideration of the complaint.
Initial report of violation
2.2.1. After registering the complaint,
the responsible person analyses its content,
extracting answers to the following key questions
(by Appendix 1) from the information provided in
the complaint:
e who s the offended person, and who is the
offender?
e \What exactly happened (description of

HUMANITARIAN
AID
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® e came Biabynocsa nopyLeHHA?

® KoK ue cranoca?

e yomy Le crtanocs (abo morno cratucs)?

® ik came 6yno BMABNEHO NOpYLUEHHA?

e Y4y BUMarae cuTyauist HeramHoro
MOBIAOMIIEHHS Y MPABOOXOPOHHI OpraHn?

® 5Ki aCNeKTM MOXHa LUBMAKO NepeBipUTN?

e 4y € Wwe cyb’ekTu, Wo qirypyoTb y
ckap3si, Ta sika iXHs ponb?

2.2.2. BignoBigpanbHa ocoba TakKox
NpoBOAMTbL NMEepPBUHHE OMUTYBaHHA OcCoOM ,
Wwo noBigoMuna npo nopylweHHA (3a i
3rogoro), 3 METOILO:

® 3'5CyBaHHS
CTOCYHOTbCS CKapr;

® YTOYHEHHS iHdopmauil npo ocib, gki
MOXYTb BYTU NOB’A3aHi 3i CKaproto;

e BusHauyeHHa noTpe® B HeOoOXigHIn
niaTpymui, 4OOMOMO3i, 3axuCTi  noTepninoi
ocobu Ta/abo ckapxHuKa 3 6oky DoHAy (BXUTTS
3anobikHUX 3axoaiB)

BCiX obcTaBUH, AKi

[aHnn  nNyHKT He  pPO3MOBCHAXKYETLCS
Ha aHOHIMHIi NOBIAOMIMEHHS.
L. ETAN 2: noPAQOOK

PO3CIIAYBAHHA CKAPI' KOMICIEHO. MJ1AH
PO3CHIAYBAHHA

3.1. MnaH po3cnigyBaHHA

3.1.1. [Jo noyatky poscnigyBaHHa Kowmicis
cknagae [naH poscnigyBaHHA. AKWo nig 4ac
po3cnigyBaHHA BUHWMKHYTb HOBi o6cTaBumHM abo
OyayTb BCTAHOBIEHI JOOATKOBI hakTn y nNpoLeci
po3rnagy ckapru, [naH poscnigyBaHHS MoOXe
Oy nepernaHytMin Komicieto Ha Oyab-akomy

the incident)?

e where exactly did the violation occur?

e when did it happen?

e why did it happen (or could it have
happened)?

e how exactly was the violation detected?

e does the situation require immediate
notification to law enforcement
authorities?

e what aspects can be quickly verified?

e are other parties involved in
complaint, and what is their role?

the

2.2.2. The responsible person shall also
conduct an initial interview with the person
who reported the violation (with their
consent) for:

e clarifying all circumstances relating to the
complaint;

e clarifying information about persons who
may be connected with the complaint;

e determine the needs for necessary
support, assistance, and protection of the
victim and/or complainant by the Fund
(taking preventive measures).
This paragraph does not
anonymous reports.

apply to

. STEP 2: PROCEDURE FOR
INVESTIGATING COMPLAINTS BY THE
COMMISSION. INVESTIGATION PLAN

3.1. Investigation plan

3.1.1. The Commission shall prepare an
Investigation Plan prior to commencing an
investigation. If new circumstances arise during
the investigation or additional facts are
established in the course of the complaint
examination, the Commission may revise the Plan

ssssssssssss
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BiONOBIAHO OO0 HOBMX JaHUX 3 METOH
NMOBHOTM Ta  OO’€KTUBHOCTI

eTani
3abe3neyeHHs
po3cnigyBaHHSA.

3.1.2.
BM3Havae:

* npegMeT po3chigyBaHHS — WO came NoTpPidHO
BCTAHOBUTW Nig 4ac poachnigyBaHHs (akT
NigTBEPAXKEHHSA NOPYLUEHHS TOLLO);

* XTO € TMpAMO 4YM  onocepeakoBaHoO
3anydeHnmmn cyb’ektamm (CBigku, iHWI ocobun
NOB’si3aHi 3 NOTepnino 0cobo/KPUBLHMKOM
TOLLO);

* yYacoBi paMku po3cnigyBaHHA — BM3HaYae
eTanu po3cnigyBaHHSA Ta BCTAHOBIIHOE YaCoBI
pPaMK/ AN KOXKHOIMO HUX, @ TakoX BM3HaYae
NPpUONN3HMN TEepMiH 3aBEPLUEHHS BCbOro
npouecy po3cnigyBaHHS;

* [OKa3u, LWo HeobxigHO 3idbpatm gng
30iNCHEHHA po3cnigyBaHHA — 3a3Havae, dKi
came aokasn 6yayTb MOTPIOHI (JOKYMEHTH,
CBiAYEHHS, ayfio- 4M Bigeosanucu Towo), i K
came Oyge 3aincHeHo ix 30ip;

B [nani poscnigyBaHHa Kowmicis

* PU3MKKU, WO MOXYTb BMHUKHYTU nNig 4ac
po3cnigyBaHHS;
* pecypcu, wo Oyoytb HeobOXxigHi ang

NPOBEAEHHST PO3CHigyBaHHS.
3.2. 36ip iHdopmauii Ta pokasiB

3.2.1. 36ip iHhopmalii Ta gokasiB Moxe 6yTu
30iINCHEHNI Y HacTyMHUX oopmax:

* ManepoBi AoKa3n: BUBYEHHS Ta aHani3 oyab-
AKOT JOKYMeHTaUil (KOHTpaKTu, NUCTYBaHHS,
3BiTW, MONITMKK, BHYTPILLHI Npoueaypu TOLWO);

* CBiQYeHHSs y4acHMKIB: MPOBEAEHHS iIHTEPB'IO 3
noTepnifiolro 0coboro, KPUBOHMKOM, CBigKamu
Ta iHWKUMKU 3anyd4eHMmn ocobamu;

* EerNeKTPOHHI JoKasu: nepesipka eneKkTPOHHOI
nowTK, 3anuciB KaMep CMNOCTEPEXEHHS,

at any stage in accordance with the new
information to ensure the completeness and
objectivity of the investigation.

3.1.2. In the Investigation Plan, the
Commission determines:

» the subject of the investigation — what exactly
needs to be established in the inquiry
(confirmation of a violation, etc.);

* who are the directly or indirectly involved
parties (witnesses, other persons related to
the victim/offender, etc.);

+ the time frame for the investigation — defines
the stages of the investigation and sets a time
frame for each of them, as well as the
approximate date of completion of the entire
investigation process;

» the evidence that needs to be gathered for the
investigation — specifies what evidence will be
required (documents, testimony, audio or
video recordings, etc.) and how it will be
gathered;

» the risks that
investigation;

» the resources that will be needed to conduct
the investigation.

may arise during the

3.2. Collection of information and evidence

3.2.1. Information and evidence can be
gathered in the following ways:

* paper evidence: reviewing and analyzing any
documents (contracts, correspondence,
reports, policies, internal procedures, etc.);

+ testimony of participants: interviewing the
victim, the perpetrator, witnesses, and other
involved persons;

» electronic evidence: checking emails,
surveillance camera recordings, telephone

uuuuuuuuuuuu
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TenegoHHNX po3moB, 06'ekTiB Ha Micui noaii
TOLLO.

3.2.2. 36ip Oyab-sKoi iHdopmaii
BinOyBaeTbCA 3a MPMHUMMNOM OB'€KTUBHOCTI, a
oTKe, po3rngagarTbCca  gokasn,  aki 8K
nigTBEPAXYIOTb, TaK i CNIPOCTOBYIOTb NOPYLLEHHS.
Baxnneo 3abe3neyntn BCIM CTOpPOHaM piBHi
YMOBUW 51 HagaHHs CBOiX gokasiB. [[0noBHOM
MeToto 360py AokasiB € 3abesneyveHHs Toro, Wob
yCi BMCHOBKM pO3CrigyBaHHA I'PYHTYBanucs Ha
00'EKTUBHUX, NEPEBIPEHNX | HAIMHMUX OAHUX.

3.3. MpoBeaeHHsA iHTepB'lO

3.3.1. [ligrotoBka [0 IiHTepB'to: nepeq
NpoBeOEeHHsAM  iHTepB'l0  HeOobXiAHO  4iTKO
BU3HAUMTK, $Ki camMe nuUTaHHa HeoOXigHo
3'acyBaTi, a TakoX nigrotyBaTn HeOOXigHY
iHopmauito npo nogito, OnNUTYBaHOrO (3 KUM
NIaHyeTbCA NPOBEAEHHS IHTEPB'I0), TOLLO.

3.3.2. 3a6e3neyvyeHHA KoOHiAEHUINHOCTI:
iHTEpB't0 Mae NPOXoanTN B yMOBaX rapaHTyBaHHS
NPUBaTHOCTI, 6e3nekn Ta HepOo3ronoLleHHs, o0
OnMUTYBaHI Nig Yac iHTepB’to ocobn novyBanu cebe
KOMMOPTHO Ta MO AaTu YeCHi CBigYEHHS.

3.3.3. 3anuc cBigyeHb: BCi BignoBiai Ta iHwa
oTpMMaHa B paMKax iHTepB’l0 iHdopMmaLis
OOKYMEHTYETbCHA, WO6 Matu  MOXNUBICTb
JeTanbHO aHanisyBaTu AaHi N0 3aBepLUEHHIO
Oecian. IHTepB'lo 3a 3rodol ocobu Moxe
dikcyBaTUCh 3@ 4ONOMOIO0 BiAEONPUCTPOIB, NPO
wo ocoba noBigoOMIIAETLCS 4O NoYaTKy iHTEpB'Io,
i Ha WO 0BOB'A3KOBO BUCIIOBMIOE CBOKO 3roAdy Ha
no4vaTtky Takoro iHTepB’to.

3.4. Anani3 oTpuMmaHoi iHdopmauii Ta gokasiB

BioOyBaeTbCcaA 3  [OTPUMAHHSAM  HACTYMHUX

NPUHLUMNIB:

* KOXEeH [oKa3 BMBYAETLCA OKpemMo Ta Yy
KOHTEKCTi BCi€l  cuTyauir, HeobXxigHO

nepekoHaTucd, Wo BCi (hakTu i CBigYEHHS
nigTBEpPAXY0Tb ab0 CNPOCTOBYIOTL CKApPry Yn
TBEPAXKEHHS;

864692048

- EQ98UV8BF1W73

conversations, objects at the scene, etc.

3.2.2. All information is gathered objectively,
meaning evidence confirming or refuting
violations is considered. Ensuring that all parties
have equal opportunities to present their evidence
is important. The main purpose of gathering
evidence is to ensure that all conclusions of the
investigation are based on objective, verified, and
reliable data.

3.3. Conducting interviews

3.3.1. Preparing for an interview: Before
conducting an interview, it is necessary to clearly
define the questions that need to be asked and
prepare the required information about the event,
the interviewee (the person with whom the
interview is to be conducted), etc.

3.3.2. Ensuring confidentiality: interviews
should be conducted in conditions that guarantee
privacy, security, and non-disclosure so that
interviewees feel comfortable and can give honest
testimony.

3.3.3. Recording of testimony: all answers
and other information obtained during the
interview are documented so that the data can be
analyzed in detail afterward. The interview may be
recorded using video equipment with the person's
consent. The person will be informed of this
before the interview begins and must give their
consent at the beginning of the interview.

3.4. The following principles perform analysis
of the information and evidence obtained:

« each piece of evidence is examined
separately and in the context of the whole
situation; it is necessary to ensure that all
facts and evidence support or refute the
complaint or allegation;

« if there are contradictions — conflicting

uuuuuuuuuuuuuuuuuuuuuuuuuu
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*  SKLWO ICHYIOTb CyNnepeyHoCTi — KOHMMIKTYOui
Aokasn abo CBigYeHHA, LUe BKadye Ha
HEOoOXiAHICTb  BUBYUTU  KOXEH 3  HUX
JeTanbHiwe;

* BMWCHOBKM MaloTb BYyTW HeynepemKeHUMn Ta
GasyBaTnCa BUKMIOYHO Ha (pakTax.

3.5. Ha Bcix eTanax poarnagy ckaprin Komicisa
OOKYMEHTYe CBOI fii, BHOCWUTb BIignoOBiIgHY
iHopmauito wono nepebiry o cuctemm ckapr
(Bi@noBIigHOI Nanku), Ae 3aBaHTaXye BCi AOTUYHI
OOKYMEHTU (pesyrnbTaTtu iHTepB'to, AoKasn, 3BiTU
TOLLO).

Iv. ETAN 3:
3AKPUTTA CKAPI'UA

3BITYBAHHA TA

4.1. ®iHaNnbHWI 3BIiT NPO NOPYLUEHHS

4.1.1. Tlicna 3aBepleHHa po3crigyBaHHA
BiAnoBiganbHa ocoba 3anoBHiEe PiHaNbHWIA 3BIT
Npo NOpYyLUEHHS.

4.1.2. Llen 3BiT Mae ByT1 MakCMManbHO YiTKUM
Ta 3po3yMinuM i OBOB'A3KOBO MICTUTU Taky
iHdopmawuiito:

» cknag Kowmicii, WwWo posrnagae ckapry;

* iHdpopmauis Npo BXUTTA 3anobikHMX 3axoais
(3axmcT noTepninoi ocobun abo ckapxHuKa);

* OnuC npouecy posrnaay;

* nepernik 3ibpaHnX OOKasiB i CBiAYEHb;

* pesynbTaTy aHanisy [oKasis;

* BMCHOBKM LOJ0 06r'pyHTOBAHOCTI cKapru;

* pekomeHgauii ana Oupektopa ®oHay wono
noganbLlUnNX Oil;

* BUWCHOBKWM Ta pekoMeHaauii Ans npauiBHUKIB
doHAOy 3 METOLO NoNepeaXeHHSA aHanorivyHmx
nopyLleHb y ManbyTHbOMY, ChOpMOBaHI 3a
pesynbTatamu po3rnsaay ckapru.

41.3. ®iHanbHUA 3BIT NPO  MNOPYLUEHHSA
CKIafaceTbCs i3 LOTPUMAHHSAM HACTyMHUX BUMOT:

* KOXHE TBEpIKEeHHs B 3BiTi Mae Oytu

864692048
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evidence, or testimony — this indicates the
need to examine each of them in more detail;

» conclusions must be impartial and based
solely on facts.

3.5. At all stages of the complaint review, the
Commission documents its actions, compiles and
enters relevant information about the progress of
the complaint into the complaint system (the
relevant folder), where it uploads all relevant
documents (interview results, evidence, reports,
etc.).

IV. STEP 3: REPORTING AND
FINALIZING THE COMPLAINT

4.1. Final report on violations

4.1.1. After the investigation is complete, the
responsible person fills out the Final Report on
Violations.

4.1.2. This report should be as clear and
understandable as possible and must contain the
following information:

» the Commission board considering
complaint;

* information on preventive measures taken
(protection of the victim or complainant);

» a description of the review process;

+ a list of evidence and testimony collected,;

» the results of the analysis of the evidence;

» conclusions on the merits of the complaint;

* recommendations to the Director of the Fund
on further action;

* conclusions and recommendations for Fund
staff to prevent similar violations in the future,
based on the complaint review results.

4.1.3. The final report on violations shall be
prepared in accordance with the following
requirements:

the

uuuuuuuuuuuu
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HaNeXHUM YMHOM MiOTBEPOKEHE [OKa3amMu
(Hanpuknag: “CBigok 3a3Havae...”,
“‘0oKkyMeHT onucye, wo...”, “Komn'toTepHui
3anuc nokaasye, Wwo...”);

* Yy pasi OOUINbHOCTI, 3BiT MOBUHEH MICTUTH
nopiBHANbHWMIA  aHania pgokasiB  (“Ceigok
roOBOpUTL LIE..., @ LOKYMEHT CBig4UTb Npo...");

* 3BIT Mae OyTM  CTPYKTypOBaHUM  §K
CaMOCTINHUN 3aBepLUEHNN OOKYMEHT,
npygatHun o posrnagy 6e3 notpebu B
[00aTKOBUX PO3’ACHEHHSIX;

* yCi BUKNageHi B 3BiTi TBEPMKEHHA MalTb
6yt 06’ekTMBHUMIN Ta 6asyBaTUCS BUKITHOYHO
Ha (PaKTUYHUX OaHUX; OCOOMUCTI CyOKEHHS,
NPUNYLLEHHS YM OLIHOYHI BUCITOBMNIOBAHHS HE
AOMyCKalTbCA.

4.1.4. ®iHanbHUIA 3BIT NPO NOPYLUEHHS TaKOX
Mae MicTuTM Obr'pyHTOBaHi pekomeHgauii Wwono
noganbWwmnx AN, AKi  MOXyTb  BKMO4YaTh
3aCTOCYyBaHHSA ancumnniiHapHmx 3axonis,
BHECEHHSI 3MiH [0 BHYTPIWHIX nonituk doHay
abo, y pasi BU3HaHHS ckapr1 HeobrpyHTOBaHOH,
iHbopMauilo nNpo  MNPUNUHEHHS  NoganbLUnX
po3scnigyBanbHuX in.

4.1.5. diHanbHUI 3BIT NignsaArae NOroaXKeHHro
BciMa yneHamun Komicii. Y pasi He3rogn okpemoro
yrneHa Kowmicii 3 BuMCHOBKamun Ta/abo 3MiCTOM
®iHanbHOro 3BiTy, BiH/BOHa Mae nNpaBo BMKNAcTU
NMCbMOBO “OKpemy ayMky”. Taka “okpema gymka’
BUKNagaetbCca Yy opMi, aHanorivHin - gopmi
iHanbHOro 3BiTY, € NOro HEBIA’ EMHOK YaCTUHOIO,
a y noni gna nignucy y ®iHanbHOMY 3BITI
BignoBigHun uneH Kowmicii 3asHavae “3 okpemoto
AYMKOI0”.

4.1.6. llicna 3aTBepakeHHs Ta nNignucaHHs
diHanbHOro 3BiTy BignoBiganbHa ocoba nepegae
noro Oupektopy ®oHAY AN 3aTBEPOKEHHS.

4.2. 3aKpuTTa cKapru Ta noganbiui gii

864692048
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» each statement in the report must be properly
substantiated by evidence (e.g., “The witness
states...,” “The document describes that...,”
“The computer record shows that...”);

» where appropriate, the report shall contain a
comparative analysis of the evidence (“The
witness says this..., but the document shows
that...”);

» the report shall be structured as a self-
contained document, suitable for
consideration without the need for further
explanation;

+ all statements in the report must be objective
and based solely on factual data; personal
opinions, assumptions, or evaluative
statements are not permitted.

4.1.4. The final report on the violation should
also contain reasoned recommendations for
further action, which may include disciplinary
measures, amendments to the Fund’s internal
policies, or, if the complaint is found to be
unfounded, information on the termination of
further investigative actions.

4.1.5. The final report shall be approved by all
members of the Commission. If a member of the
Commission disagrees with the conclusions
and/or content of the final report, he/she shall
have the right to express a “separate opinion” in
writing. Such a “separate opinion” shall be
presented in a form similar to that of the final
report, shall be an integral part thereof, and the
relevant member of the Commission shall indicate
‘with a separate opinion” in the signature field of
the Final Report.

4.1.6. After the Final Report is approved and
signed, the responsible person shall submit it to
the Director of the Fund for approval.

4.2. Finalizing the complaint and further

uuuuuuuuuuuu
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4.2.1. llicna norogpxkeHHs PiHanbHOro 3BiTy
Ouvpektopom  doHOQy ckapra  BBaXaeTbCs
3aKpUTOI0.

4.2.2. Y pasi NpurAHATTA 3a pesynbTtatamu
po3rnsay ckapry pilleHb LWOoAO 3aCTOCYyBaHHSA
aucumnniHapHux 3axonis abo BHECEHHS 3MiH OO0
npouenyp, HeobxigHO 3abe3neuntn HanexyHumn
KOHTPOMb 3a iX BUKOHAHHSM, @ TaKoX 34iINCHUTK
noganbLnini aHania e(pekTUBHOCTI BINPOBaXEHNX
3axofis.

4.2.3. Tlpo pesynbTaTm po3rnsgy ckapru
BignoBiganbHa ocoba nosigomnae CkapXHWKa
(ta/abo [MoTepniny ocoby), OkpiM BUNagKiB
HanpaBneHHs! AHOHIMHOro 3BEPHEHHS.
MoBigoMneHHs BUKNagaeTbecs B AOBINbHIN hopMi
Ta MICTUTb cTueny iHcbopmauito npo
po3acnigyBaHHs Ta MOro pesynbTati B 06¢A3i, LWo
He nopyllye KOHMIAEHLINHICTE Ta npaBa iHWMX
oci6, wo 6ynu 3anyyeHi [0 npouecy
po3scnigyBaHHS.

4.2.4. Tlpo pesynbtaTm po3rnsgy ckapru
BignoBiganbHa ocoba nosigomndae KpuBaHUKa,
SAKOMY HaJa€eTbCs NOBIAOMIIEHHSI NPO pe3ynbTaTu
po3cnigyBaHHs, a TaKoX  PpilleHHa  npo
3aCTOCYBaHHA LWOAO0 HLOMO BiAMOBIOHUX 3aXxOAiB
pearyBaHHs (GUCLMMITIHAPHNX YW iHLINX).

4.2.5. Y pasi He3rogm 3 pileHHAM, NPUAHATUM
3a pesynbTaTtaMn po3rnsgy ckapru, 3auikaBreHi
0cobKu MarTb NPaBO Ha OCKAPXXEHHS BiAMOBIAHO
00 YMHHOro 3akoHodaBcTBa YKpalHu. Hanpuknaga,
PilUEHHSs  WOAO  AMCuMiNiHapHMX  3axo4is,
BKItOYa04M 3BifTbHEHHS, MPUMNMHEHHSA criiBnpawi 3
napTHEpPOM, MOXYTb BYTU OCKapXXeHi B NOPSAKY,
nepenbayeHomy Kogekcom 3akoHiB Npo npaito
YkpaiHu.

V. KOHO®IOEHUIMHICTL TA
YMOBU

5.1. Yci BigomocTi, noe’si3aHi 3 po3rnagom
cKapr, poscnigyBaHHaM  Ta  MPUAHATUMUN
pilLEHHAMMW, € KOHdIAEHUIMHMMKM Ta NianaArarTb

IHLUI

864692048
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action

4.2.1. After approval of the Final Report by the
Director of the Fund, the complaint shall be
considered closed.

4.2.2. If decisions are made to apply
disciplinary measures or amend procedures
following consideration of the complaint, proper
monitoring of their implementation and further
analysis of the effectiveness of the measures
taken must be ensured.

4.2.3. The person responsible shall inform the
Complainant (and/or the Offended Person) of the
results of the complaint review, except in cases
where an anonymous complaint was submitted.
The notification shall be made in any form. It shall
contain brief information about the investigation
and its results to the extent that it does not violate
the confidentiality and rights of other persons
involved in the investigation process.

4.2.4. The person responsible shall inform the
Offender of the complaint results, notify them of
the investigation results, and decide on the
appropriate response measures (disciplinary or
other) against them.

4.2.5. If you disagree with the decision made
after your complaint is considered, you can appeal
it under Ukrainian law. For example, decisions on
disciplinary measures, including firing or ending a
partnership, can be appealed under the Labor
Code of Ukraine.

V. CONFIDENTIALITY AND OTHER
TERMS

5.1. All information related to the consideration

of complaints, investigations, and decisions made

is confidential and protected from unauthorized
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3axuCTY Bif HECaHKLiOHOBAHOIO PO3rofIOLLEHHS.
5.2. Joctyn po iHcopmauii mMalTb nuwe
YNOBHOBaXeHi 0cobu, 3anydeHi 4o npouecy, B

06cA3i, HeobxigHOMY [ONA  BMKOHAHHS  TXHIX
060B’A3KiB.
5.3. TlepBuHHe onuTyBaHHA Ta IHTEPB'IO

NpoBOOATLCS BUKIMIOYHO 3a 3rofdok ocobwu, ska
onuTyeTbCs (iT 3aKOHHOMO NPeacTaBHMKA).
VI. AOKYMEHTOOBITI

6.1. Yci OOKyMeHTW, noB’d3aHi 3 po3rnagom
ckapr, BKMYawuuM 3asBKW, [OOKa3W, nNraHu
poscnigyBaHb, MNEpPBUHHI Ta iHanbHIi  3BITH,
30epiraloTbCs B 3aXMLUEHI €NEKTPOHHIA CUCTEMI
abo cneuianbHin nanui. [Joctyn OO OOKYMEHTIB
MalTb fuwe YnoBHOBaXeHi ocobu. TepmiH
36epiraHHA AOKYMEHTIB - 5 pokiB.

VIl. KOH®JIKT IHTEPECIB

7.1. Ocoba, dka Oepe y4yacTb y nNpPUNOMI,
nonepegHbOMy po3rnsagi abo  poacnigyBaHHi
ckaprn  (BignoBiganbHa ocoba  3BOPOTHOrO
3B’s13Ky, yneH Kowmicii), He noBmMHHa 6paTtn yyacTb
y po3rnagi ckapru, SKWO BOHa Mae KOHMIKT
iHTepeciB 3i CkapxHukom, NoTepninot ocoboto
abo KpusaHvkom.

7.2. KOHMNIKT iHTepeciB 03Hayae HasiBHICTb
npuvBaTHOro iHTepecy (ocobucToro, CiMenHoro,
¢hiHaHCOBOro YK IHLWWOrO), L0 MOXe BMMMHYTN abo
CTBOPUTM OBI'pyHTOBAHE BpaXeHHSA BMAUBY Ha
O00’eKTMBHICTb Ta HeynepeaXeHiCTb MNPUMHATTA
pilleHb BignoeiganbHo 0coboto.

7.3. Ha novaTtky poarnagy abo poscnigyBaHHs
ckaprm kKoxkeH uneH Kowmicii 3060B’a3aHui
PO3KPUTU HaABHICTb KOHJQMIKTY iHTEepeciB, AKLLO
Takni €. |[Hdopmauis npo 3asBreHUn KOHQIIKT
iHTepeciB (hikcyeTbca y npoTokoni Komicir.

7.4. Y pasi BUABNEHHA KOHQIMIKTY iHTepeciB
BignoBigHa ocoba ycyBaeTbCA Big po3rnsay
ckapru, a 1ii o00OOB’A3KM nepegarTbCs iHLWIN
YNOBHOBaXeHi 0cobi, BM3Ha4YeHin [upeKkTopom
®oHAay.

disclosure.

5.2. Only authorized persons involved in the
process have access to information, to the extent
necessary for performing their duties.

5.3. The initial survey and interview are
conducted only with the consent of the person
being surveyed (or their legal representative).

VI. DOCUMENT FLOW

6.1. All documents related to handling
complaints, including statements, evidence,
investigation plans, and preliminary and final
reports, are stored in a secure electronic system
or a special folder. Only authorized persons have
access to the documents, which are retained for 5
years.

VII. CONFLICT OF INTEREST

7.1. A person involved in receiving, initially
reviewing, or investigating a complaint (the
Protection and Feedback responsible person, a
Commission member) shall not take part in
reviewing a complaint if they have a conflict of
interest with the Complainant, the Offended
Person, or the Offender.

7.2. A conflict of interest means the existence
of a private interest (personal, family, financial, or
other) that may influence, or may reasonably
appear to influence, the objectivity and impartiality
of the responsible person’s decision-making.

7.3. At the start of the review or investigation of
a complaint, each member of the Commission
must disclose any conflict of interest. Information
on a declared conflict of interest is recorded in the
minutes of the Commission.

7.4. If a conflict of interest is identified, the
relevant person shall be removed from the review
of the complaint, and their duties shall be
transferred to another authorized person
designated by the Director of the Fund.
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Vill. 3BAXUCT BIg NEPECNIOYBAHb TA
NMOMCTHU

8.1. doHAa He gornyckae YKOOHUX
nepecnigyBaHb, 3ansikyBaHHs, NOMCTMH,
ONCKPUMIHaLT Y iHLINX HEraTUBHUX AiA CTOCOBHO
ocobn y 3B’A3KY 3 MNOAAHHSAM HeK cKapru,
HagaHHAM CBigYeHb um CMPUSIHHAM
po3acnigyBaHHI, BKMOYa04m BiaMOBY B
niaTpumui, BigMoBY B OOCTYNi 40 iHpopmauii um
npouenyp PoHAy, PO3ronoLEeHHs 3axuLLeHOol
iHdbopMaLii Npo ckapry 4n po3cnigyBaHHs.

8.2. lNpaBo Ha 3axucT Big nepecrigyBaHb
mMatoTe CkapxHuk, NoTepnina ocoba, ceigku Ta
Oyab-SKi iHWi ocobu, siki 4OBPOCOBICHO CrpUANU
po3rnagy Yv poscnigyBaHHIO CKapru, HesanexHo

Bi TOro, u4um ckapry Oyno  BM3HaHO
00rpyHTOBaHOH0.
8.3. byob-sika cnpoba MOMCTM un

nepecnigyBaHHa po3rnagaeTbCa 9K OKpeme
nopyweHHa Kogekcy nosefiHkm ®oHAOy Ta TArHe
3a coboto aucumnniHapHi 3axogu, nepeabadeHi
uieto IHcTpyKuieto.

8.4. Ocoba, sKka BBaxae, WO 3asHae
nepecnigyBaHb y 3B’d3Ky 3 MOLAHOK CKaproto,
Ma€e npaBO HeravHo MOBIAOMWUTM MNpPO Le
Oupektopa PoHay B nopsaaky, nepenbaveHomy
Posginom Il uiel IHCTpyKUii.

IX. BIONOBIOAINBbHICTb
MOPYLUEHHA

9.1. BusBneHHA p[gokasiB  HernpaBOMipHOT
nosediHkn 3 ©60OKy npauiBHMKa Y npeacTaBHUKA
doHay € nigcTaBoo ANl BXUTTS 3axXo4iB BNMBY,
BKIoYatouu, ane He 0BMEXYUMNCh:
nonepemKeEHHAM, BifLCTOPOHEHHSIM Big
BMKOHaHHsS1 ODOB’sI3KiB, PO3ipBaHHAM TPY4OBOro
AOroBOpYy 4/  OOroBopy Mpo  cniBnpadto,
nepegayveto Martepianis no BigNOBIOHNX
OEepXXaBHUX OpraHiB Ans agMiHiCTpaTUBHOIO 4mn
KPUMiHarNbHOro NPOBaIKEHHS.

9.2. ObGcar Ta BUA

3A

3axofis  BMMAuBY

864692048

- EQ98UV8BF1W73

VIIL. PROTECTION
PERSECUTION AND RETALIATION

8.1. The Fund does not tolerate any
persecution, intimidation, retaliation,
discrimination, or other negative actions against a
person in connection with filing a complaint,
providing testimony, or assisting an investigation,
including denial of support, denial of access to the
Fund’s information or procedures, or disclosure of
protected information about the complaint or
investigation.

8.2. The Complainant, the Offended Person,
witnesses, and any other persons who, in good
faith, assisted in the review or investigation of a
complaint have the right to protection from
persecution, regardless of whether the complaint
was found to be substantiated.

8.3. Any attempt at retaliation or persecution is
treated as a separate violation of the Fund’'s Code
of Conduct and entails disciplinary measures
provided for in these Guidelines.

FROM

8.4. A person who believes they are being
persecuted in connection with a complaint they
have filed has the right to immediately report this
to the Director of the Fund in the manner provided
for in Section Il of these Guidelines.

IX. RESPONSIBILITY FOR VIOLATIONS

9.1. The identification of evidence of
misconduct by an employee or representative of
the Fund is grounds for taking response
measures, including but not limited to: a warning,
suspension from duties, termination of an
employment or cooperation agreement, and
referral of materials to the relevant state
authorities for administrative or criminal
proceedings.

9.2. The scope and type of response measures
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BM3Ha4aeTbCA [vpekTopom ®oHay 3a
pesynbtataMmu po3ChifyBaHHA 3 YypaxyBaHHAM
CTYMEHS TSXKKOCTi NOPYLUEHHS, MOro Hacnigkie Ta
BiMOBIAHO A0 3aKOHO4ABCTBA YKpaiHW.

9.3. SAKwo nopyweHHs BUSABMEHO LWOAO
npeacTaBHMKIB  MApPTHEPCbKMX  OpraHisauin,
NiAPSIAHUKIB YW iHWKWX TPETiX CTOPIH, iHbopmauis
Npo nopyLUEeHHA nepefaeTbCca BignoBiganbHIN
0ocobi un KepiBHOMY opraHy Takoi opradisauii, a
doHa 3anuwae 3a coboto NpaBo BXUTU BAACHUX
3axofiB y Mexax JOroBipHUX BiAHOCUH.

9.4. HAxkwo 3a pesynbTaTamum po3rnagy
BCTaHOBNEHO, wWo CkapXHWK CBigOMO noaas
HenpaBauBy ckapry, 3Ha4n npo
HEeOOCTOBIPHICTE BUKNaAEeHUX BiAOMOCTEN, O
HbOrO0 MOXYTb OYyTM 3acTocoBaHi AUCLMMAIHAPHI
3axo4u BianoBigHO A0 3aKOHOA4ABCTBaA YKpaiHW.

Dopartok 1. MpoTokon npo
c¢hopMyBaHHA NO4YaTKOBOrO 3BITY
MPOTOKOIN npo c¢opmyBaHHA

Nno4yaTKoBOro 3BiTy

+ OnuTyBaHHA NpOBOAUTBLCH 3 YpaxyBaHHAM
NpUHUMNIB  KOHAiAEeHUiMHOCTI, 6e3nekn Ta
HeaUCKPUMIHaLIT.

* OcHoBHa MeTa - 3ibpatn
iHpopmauito, He 3aBgaroun
TpaBMu nNocTpaxaanin ocobi.

* [locTtpaxpanun(a) mae nNpaBo BiOMOBUTUCSA
Big Bignosigen abo NpUNMHUTU PO3MOBY Y
OyOb-KMN MOMEHT.

* [lpucyTHiCTb CTOPOHHIX OCi6 AonyckaeTbcs
nuLle 3a 3rogoto nocTpaxkaanoi ocoodw.

e AKWo npoTunpasHi il BUNMHANUCA BiQHOCHO
HEMNOBHOMITHBOI 0COBM - iHdopmaLis, Ky

HeobXiaHy
[00aTKOBOI

BOanocs oTpUMaTH, Mae HeramHo
nepegasatmca B HauUioHamnbHY  MNOniuito
YKkpaiHu.

* |HdopMaLis npo nocTpaxaany ocoby (cTaTb,

864692048

- EQ98UV8BF1W73

are determined by the Director of the Fund based
on the results of the investigation, taking into
account the severity of the violation, its
consequences, and in accordance with the
legislation of Ukraine.

9.3. If a violation is identified involving
representatives of partner  organizations,
contractors, or other third parties, information on
the violation is forwarded to the responsible
person or governing body of such an organization,
and the Fund reserves the right to take its own
measures within the scope of its contractual
relations.

9.4. If the review establishes that the
Complainant knowingly filed a false complaint,
being aware of the inaccuracy of the information
provided, disciplinary measures may be applied to
them in accordance with the legislation of Ukraine.

Appendix 1. Protocol for the
preparation of the initial report

PROTOCOL for the preparation of the
initial report

* The interview is conducted with principles of
confidentiality, safety, and non-
discrimination.

 The main goal is to gather the necessary
information without causing additional trauma
to the victim.

» The victim has the right to refuse to answer or
to terminate the conversation at any time.

» The presence of third parties is permitted only
with the victim's consent.

» If the unlawful acts were committed against a
minor, the information obtained must be
immediately forwarded to the national police
of Ukraine.

» Information about the victim (gender, age, full
name, phone number, and other information
that the person is willing to provide)
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Bik, b, HOmep TenedoHy Ta iHWe, WO
noanHa rotoBa HagaTw)

Onwuc nogii

Micue (oe came Bigbynocb) Ta 4ac nogii
(konwn ue ctanoco)

IHpopmaLuis npo KpuBaHUKA

Caigku iHUMOeHTy

MonepedHi cuTyauii nNopyleHHa npaB
NOaNHN 3a y4acTio
KpMBOHWKa/opraHisauii/3aknagy (wo came
cranocsi; 4Yomy ue crtanocs (abo wmorno
cTtatucs); 9k came Oyno  BUSABNEHO
NOPYLUEHHS)

Uun € notpeba y meanyHin gonomosi?

Uun € notpeba B nepeceneHHi?

Uun € notpeba B topnanyHin gonomosi?

Uun € noTpeba B NncuxornoriyHin gonomosi? (Hi
/ 3B’XeTbCcsa caMocTiHO / 3B’a3aTncs)

Ua € pokasn, €Ki OONOMOXYTb B
po3scnigyBaHHi? (Tak, BignpaButb Ha Homep /
Hi)

lMonepedHs oOuiHKa CcTaHy nocTpaxganoil
ocobu (3aposinbHa / notpebye gonomorn /
notpebye HeramnHoi 4ONOMOrK)
3roga Ha cnienpauto B
poscnigyBaHHs

3roga Ha iHopmyBaHHS npo nepebir
po3cnigyBaHHSA

[opaTkoBa iHbopmaUia ona npuknagy: uv €
we cyb’ektu, Wo dirypytoTb y ckapsi, Ta ska
IXHs ponb? HAki acnektTm MoXHa LBUOKO
nepesipnuTn?

HaHi npauiBHUKa, KN NpUMHSB
nosigomneHHsa (M6, nocaga, enekTpoHHa
nowta, Homep TenedoHy)

[aTta NpunHATTA NOBIAOMIEHHS

npodeci

Description of the incident

Location (where exactly it happened) and
time of the incident (when it happened)
Information about the Offender

Witnesses to the incident

Previous human rights violations involving the
Offender/organization/institution (what
exactly happened; why did it happen (or could
it have happened); how exactly was the
violation detected)

Is medical assistance needed?

Is relocation needed?

Is legal assistance needed?

Is psychological assistance needed? (No /
Will contact independently / Contact)

Is there any evidence that could help with the
investigation? (Yes, will send to number / no)
Preliminary assessment of the victim's
condition (Satisfactory / Needs assistance /
Needs immediate assistance)

Consent to cooperate in the investigation
Consent to be informed about the progress of
the investigation

Additional information, for example: Are other
individuals involved in the complaint, and
what is their role? What aspects can be
quickly verified?

Details of the employee who received the
report (Full name, position, email address,
and phone number)

Date of receipt of the report
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