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I. BCTYII TA OCHOBHI BU3HAYEHHHI.

I.1. IHcTpykmis 3 po3misigy  cKapr
BJIATOAIMHOI OPTAHIBALUI «BJIATOAIMHUN
®OH/[ TEAM4IOA» ("TEAM4UA" a6o "®onm) mae
Ha MeTi OKpPECCIUTHU OBHUU YSaraHLHeHI/Iﬁ IMUKJII
MPOLEAYPH OMNpALIOBaHHS CKapr (3BEpPEHEHb), IO
CTOCYIOTHCSI HACTYITHHMX MOPYIICHB!

MOPYIIIEHHS TeHIEPHOT PIBHOCTI;

MOPYIICHHS 1HKJIFO3UBHOI TOCTYITHOCTI;
HEeeTUYHA ITOBEIIHKA;

MOPYIIEHHS TOJITHK, mpotenyp PoHIy ToIo

1.2. Buznauenns

1.2.1. Mopymennss - me gis abo
Oe3MisSUTbHICTh, IO  CYNEPEYUTbh  BCTAHOBJICHUM
HOpMamMm,  IpaBWiaM, 3akoHaM ab0  eTUYHUM
CTaHJapTaM.

1.2.2. Ckapxuuk — 11¢ Oyap-sika ocoba, sika
nojaisa CKapry IIogo HMOBIpHOTO
HEHaJIe)KHOT MMOBEIIHKH, HEIOTPUMAHHS BHYTPIIIHIX

HOPYIIEHHS,

NOMITUK a00 eTWYHMX cTaHaapTiB POHIY, Y BIACHUX
iHTepecax abo B iHTepecax TpeThoi 0colHu, 1 TUM
caMuM iHiI[iI0Baja Mponeaypy ii po3misIy.

1.2.3. Ilorepmisia oco6a — dizuuna ocoda, siKa
WMOBIpHO  3a3Hajia  I[IKOAW, TOPYIICHHS  IIpasB,
JTUCKpUMIHAII,  HEMpPaBOMIPHOTO HET1HOTO
CTaBJIeHHA 3 OOKy mpaliBHUKAa abo MpeacTaBHUKA

@®onpy. I[lotepmina ocoba Moke CaMOCTIMHO MOAATH

qu

ckapry abo OyTH 3a3HAaUEHOI0 y CKap3i, MOJaHii 1HIIO00
0co0o010 B 11 iHTEpEcax.
1.2.4. KpupaHuk

e mpamiBHUK abo
npenctaBHuk ®DoHay, i M OE3ISIBHICTH SKOTO
pO3MIAAIOTECA  SIK  MOXJIUBE  JDKEPENo
MOpYIIEHHsT MpaB, AUCKpUMIHAIIi, abo
HEMPaBOMIPHOTO YU HET1JHOIO MOBO/PKEHHS CTOCOBHO
MOTEPIILIO0i 0COOU y MeXKax pO3MIsALY CKaprH.

1.2.5. Po3cainyBanHsa — 1e QopmaiizoBaHUil

LIKOOH,
IHIIIOTO

mporec 300py, aHamizy Ta OIiHKHA ()aKTiB 1 JOKa3iB,
CIIpSIMOBaHUI Ha 3’sICyBaHHA OOCTaBHH, IEPEBIPKY
OOTPYHTOBAHOCTI CKAapr¥, BCTAHOBJICHHS MOXJIHBOTO
MOPYIIEHHS, a TAKOK BU3HAUYCHHSI BIJTIOBITHUX 3aXO0lIB
pearyBaHHS.

I. INTRODUCTION AND BASIC DEFINITIONS.

1.1. Guidelines for considering complaints of the
CHARITABLE ORGANISATION “CHARITY FUND
TEAMA4UA” (hereinafter referred to as TEAM4UA or
the ‘Fund’) aim to outline a complete generalised cycle
of procedures for handling complaints (appeals)
concerning the following violations:

violation of gender equality;

violation of inclusive accessibility;

unethical behaviour;

violation of the Fund's policies and procedures

1.2. Definition

1.2.1. Violation — an action or inaction that
contradicts established norms, rules, laws or 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. The aggrieved person is a natural 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. The perpetrator 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 unlawful or inappropriate
treatment of the victim within the scope of the
complaint.

1.2.5. An investigation is a formal process 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.



1.2.6. Meta po3ciaizyBanHsi — 00'€KTHBHE
3'sicyBaHHS 0OCTaBUH 1 (akTiB, TMOB'SI3aHUX 3
NOPYUICHHSM, CKapror 4Yd  IHIOUJAEHTOM,  JUIA
BU3HAYCHHs ICTUHM, iAeHTHU(]IKaIil BiAMOBITAIBHUX
0ci0 Ta yXBaJeHHS OOTPYHTOBAaHUX PILLICHb.

1.2.7. 30ip nokasiB — 11 IpoLEeC BUSBICHHS,
OTpUMaHHS Ta JOKyMEHTYBaHHsS iH(opmarii, sKa
MIATBEP/PKYE abo CHpPOCTOBYE MEBHI OOCTaBUHH UM
moii, MmO MarwTh 3HAYCHHs JJIA PO3CIiayBaHHS Ta
JIOTIOMAaraloTh BU3HAYUTH OOIPYHTOBAHICTh BUCYHYTHUX
3BHHYBa4€Hb 200 TBEPIKCHbD.

1.2.8. O0’exTHBHE BU3HAYCHHS
NPaBIMBOCTI CKapru / TBepAXKeHHA — L€ IpOIEC
HEyIepe/DKEHOTO aHami3dy iHdopmarii Ta (axTiB s
BCTAHOBJICHHSI pEaNbHOI KapTWHHU MOii, 0e3 BIUIUBY
0COOUCTHUX AYMOK Ta €MOIIIM.

1.2.9. Ilpoueaypa 3aKpuTTsl CKapru — ILe
Mporec Tepeaadi pe3yiabTaTiB  PO3CIHiTyBaHHS ITICIIS
foro 3aBepuienHs Jupexropy PoHy, KUl B CBOIO
4yepry Ipuiimae pilleHHs [po Tojaajbmi Aii
(HampuKiIaA, JUCHHILTIHAPHI 3aXOdW, 3aCTOCYBaHHS
NEBHUX OPUAWYHUX HACTIAKIB, 3aKpPUTTS CIpPaBU
TOIIIO).

II. ETAII 1: OTPUMAHHS CKAPI'M TA ii
MONEPEJIHIN PO3IJISIL.

2.1.  OtpumanHs Ta peecTpallis CKapru:
2.1.1. VYci NOBIZOMIJICHHSI MPO TOPYIICHHS YH
CKapryl MPUUMAIOThCS HACTYITHUMH CIIOCOOaMH:

® [oBiJIOMJICHHS/3asiBa  Ha 1M’ Jlupekropa
®onny (€MEKTPOHHHM JHMCT YU 3BUYAWHUM
JIUCT);

® uepe3 CKpUHBKH B odicax PoHay

® 3a jomomMororo a3BiHKiB Ha HOMep 0800400335
a6o +380504008944

® Ha enekTpoHHY anpecy feedback@team4ua.org
2.1.2. Ilicns oTpuMaHHS CKapra 4epes

3a3Hau€Hl KaHaluM 3B 53Ky BiANOBiAaNbHA o0cola

JlemapraMeHTy 3aXUCTy Ta 3BOPOTHOTO 3B SI3KY
(Protection and Feedback) 3milicHioe miepBUHHE
ompaifoBanHs ckapru. [1oBiIOMICHHS, 10 HAINIIIIO
0e3nocepeHbO Hupexropy ®oHny

1.2.6. The purpose of the investigation is to
objectively establish the circumstances and facts related
to the violation, complaint, or incident to determine the
truth, identify those responsible, and make an informed
decision.

1.2.7. Evidence gathering is the process of
identifying, obtaining, and documenting information
that confirms or refutes certain circumstances or events
relevant to an investigation and helps determine the
validity of allegations or claims.

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.

1.2.9. The complaint closure procedure
involves transferring the investigation results upon
completion to the fund Director, who in turn decides on
further actions (e.g., disciplinary measures, application
of certain legal consequences, closure of the case, etc.).

II. STEP 1: RECEIPT OF THE COMPLAINT
AND PRELIMINARY EXAMINATION.

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 through mailboxes in the Fund's offices;
e by calling 0800400335 or +380504008944

e by email to feedback@team4ua.org.
2.1.2. Upon receipt of a complaint through the

specified communication channels, the Protection and
Feedback Department's 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 Department.


mailto:feedback@team4ua.org

HIepEeHanpaBIIIe€TbCsl HUM 10 JlenapTramMeHTy 3axucTy Ta
3BOPOTHOTO 3B’SI3KY.

2.1.3. Bes iHopMmalis 00 CKapru, a came —
Npi3BUILE Ta iM’s 3asBHHUKA, KOIIis TEKCTYy 3BEPHEHHS
Ta KOHTaKTHA iH(pOpMaLlisi BHOCUTBCS JI0 PEECTPY CKapT
ocoboro, cKap3i
MIPUCBOIOETHCS YHIKAIbHUNM peecTpaliiiHuil Homep, 3a

BIJIITOBIIAJIBHOO miciit  4oro

SIKAM B TTOAJIBIIIOMY 1I€HTU(DIKYETHCS CKapra.

2.2.

3BIT PO MOPYLIEHHS

2.2.1. Tlicns peectpaliii ckapru BiJIOBiTadbHa
3I1MCHIOE 3MICTy

BUOKPEMIIIOIOUM 3 HAasBHOI y CKap3i

IHepBunnuii po3rsia ckapru. IlouyarkoBuid

ocoba aHai3 CKapri,
iHpopmarii
BIJIMOBIZI HAa HACTYMHI KIIOYOBI MHTAHHSA (3T1IHO
Honatky 1):
® XTO BHCTYNA€ MOTEPNUIO 0CO00I0 , a XTO —
KPUBIHUKOM ?

® 1110 came cTasocs (OMUC THIUACHTY)?

7ie caMe BiIOyJIocs MOpyIieHHs?

KOJIM 11e cTanocs?

4yoMy Lie cTanocd (abo Moo craTucs)?

SK came OyJi0 BHUSBIEHO TOPYIICHHS ?

Y BUMAarae CUTyallis HeraifHoro moBiJOMIICHHS

y IPaBOOXOPOHHI OpraHu?

SIK1 ACTIEKTH MOYKHA IIIBUIKO TIEPEBIPUTH?

M € mie cy0’eKkTH, Mo (IrypyroTh y cKap3si, Ta

AKa IXHS poJib?

2.2.2. BiamnosinangbHa 0c00a TaKOX MPOBOIAUTH
NMepBUHHE ONMMTYBAHHSI 0CO0M , IO MOBiTOMUJIA
Npo nopyueHHs (32 ii 3r01010), 3 METOIO:

® 3’sCyBaHHS BCiX OOCTaBHH, $IKI CTOCYIOTHCS

CKapru;

e yTouyHeHHs iH(popmarii mpo ocid, SIKi MOXYTh

OyTHy TIOB’s13aHi 31 CKaproio;

® BusnaueHHs norpe0d B HEOOXITHIN MIATPUMIIL,

JI0TIOMO3a, 3aXMCTI TOTepmiyioi ocoOu Ta/abo

CKapXHHKa 3 60Ky POHIY (BXKHUTTS 3aM001IKHUX

3aXO0/IiB)

JlaHuii TIyHKT HE pO3MOBCIOUKYETHCS Ha
AHOHIMHI ITOB1TOMJICHHSI.

2.1.3. The responsible person shall enter all
information regarding the complaint, namely the
applicant's surname and first name, a copy of the
complaint text, and contact details, into the complaints
register. After that, the complaint shall be assigned a
unique registration number, which shall be used to

identify it in the future.

2.2.
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:

Initial consideration of the complaint.

who is the victim, and who is the perpetrator?

e what exactly happened (description of the
incident)?

where exactly did the violation occur?

when did it happen?

why did it happen (or could it have happened)?
how exactly was the violation detected?

does the situation require immediate notification

to law enforcement authorities?

what aspects can be quickly verified?

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

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 apply to anonymous
reports.



2.23. YV miacyMKy, NePBUHHUI PO3IIs
CKApru NOBHHEH BCTAHOBUTH HACTYIHE:

® OOIpYHTOBaHICTh CKaprd / TMOBIIOMJIEHHS IIPO
MOPYIICHHS;
HWMOBIpHICTh (PaKTy MOPYIIECHHS;
00CTaBMHHU MOPYIIECHHS;
3a0ITHUX 0C10;

CepHO3HICTh MOpPYIIEHHS Ta HOro BIUIMB Ha
TiSUTBHICTD Ta penyTallito QoHmy;
® HEOOXiIHICT MOJANIbIIOTO IIOBHOTO
pO3CIiIyBaHHS;
® MOXJIMBICTH BHpINICHHS CHTyallii Ha eTtami

NEPBUHHOTO PO3IIIALY;

2.2.4. 3a pe3ynbraTaMi INEPBUHHOIO PO3MISALY
CKapru BiJNOBiJaNbHA 0C00a 3MIMCHIOE TOIMEPEIHIO
KBaJiQiKkaiiro 3MiCTy 3BEpHEHHsS (CKapru) 3 METOI0
BU3HAUEHHs, 4YHM MIANAaNa€ TpeaMeT CKapru i
KaTeropito nopyuieHs, nepeadauenux [lomitukamu, abo
PO3IIIHCHUIA HerigHa

MpaIliBHUKA

9yu  MOXe OyTu SIK 9u

HeIpaBoOMipHa
npencraBuuka @onny. B 3amexHoOCTI BiA pe3ylbTaris,

IOBEIIHKA qu
BIJINIOBiJaJIbHA 0c00a JIi€ BIMOBITHO A0 OJHOTO 3 JBOX
CIICHApIiB:

2.2.4.1. o6cTaBMHM, 110 BHKJAJeHi y ckap3i
HE xiacudikyloTbes IK NOPYLIEHHS:

1. 3amoBHIOETHCSA ITOYaTKOBUI 3BIT po
MOPYIICHHS 3 BIIMIOBIIHUM BUCHOBKOM;

2. 3amoOBHEHI  JIOKyMEHTH  TMEpeJaloThCs  Ha
3arBepkeHHs J{upexkropy DoHny;

3. mpo pe3yapTaTd MONEPEAHBOIO  PO3NIALY

1HPOPMY€ETbCA CKApKHHUK (32 BHUKIIOYEHHSIM
AQHOHIMHUX TOBI1JIOMJICHB );

4. y peecTpi ckapr 3IIHCHIOETBCS BiIMITKa PO
3aKpHUTTS CKaprd i3 CTHUCIUM 3a3HAYCHHSIM

MIPUYHH.

2.2.4.2. o0cTaBuHM, 0 BUKJIAJEHI y cKap3i

KJIACH(PIKYIOTHCA K MOPYLIEHHS:

1. 3amnoBHIOETHCS [TouarkoBuit  3BIT  MpoO
MOPYLICHHS 3 BIANOBIAHUM BUCHOBKOM;
2. 3amoBHEHi JOKYMEHTH NEepEJAOThCS

HMupexropy ®oHnny;
3. Jupekropom ®Donmy 3arBepmkyerbest Komicis
3 posmsiny ckapru (Hamam — Kowmicis), mo

2.2.3. In summary, the initial review of the

complaint should establish the following:

e the wvalidity of the complaint/report of a
violation;
the likelihood of the breach;
the circumstances of the violation;
the persons involved;
the seriousness of the breach and its impact on
the Fund's activities and reputation;
e the need for a further full investigation;

e There is a possibility of resolving the situation at
the initial review stage.
2.2.4. Based on the results of the initial review of
the complaint, the responsible person conducts a
preliminary assessment of the content of the complaint
to determine whether the subject matter of the complaint
falls within the category of violations provided for in the
Policies or whether it can be considered as inappropriate
or unlawful conduct by an employee or representative of
the Fund. Depending on the results, the responsible
person shall act in one of two scenarios:

2.2.4.1. described in
complaint are NOT classified as violations:
1. an initial report on the breach is completed with

circumstances the

the relevant conclusion;

2. the completed documents are submitted to the
Director of the Fund for approval;

3. the complainant is informed of the results of the
preliminary review (except for anonymous
reports);

4. anote is made in the register of complaints that
the complaint has been closed, with a brief
indication of the reason
2.24.2. the circumstances described in the
complaint are classified as violations:

1. an Initial Violation Report with the relevant
conclusion is completed;

2. the completed documents are submitted to the
Director of the Fund;

3. The Director of the Fund approves a Complaint
Review Commission (hereinafter referred to as



CKJIaay SIKOi MOXYTb BXOJIUTH JUPEKTOPU 3

opraHizamiifHoi Ta MPOTPaMHOI JiSIIBHOCTI,
KEpiBHUKH JIeTIapTaMeHTiB, 3ayyeHi
NIPeACTaBHUKU THIINX IPOMaJICHKUX

oprasi3aiiiii, He3aJIeHi eKCIIePTH, TOIIIO;

4. unenam Kowmicii Bimnpasisierscsi [lowarkoBuit
3BIT NPO MOPYILIEHHS;

5. unenamu Komicii mpoBOAWUTHCS pO3CIiAyBaHHS

III. ETAII 2: HOPAJOK PO3CJIIYBAHHSA
CKAPI'H KOMICI€LO. IIJIAH
PO3CJIIIYBAHHS

3.1. Ilian po3ciinyBaHHA
3.1.1. Jlo mouarky po3ciigyBanas Kowmicis
ckinamae [lman poschmigyBanHsa. Skmo mim  4ac

po3ciiyBaHHS BUHUKHYTh HOBI 0OcTaBUH a00 OyayTh
BCTAHOBJICHI JIOJATKOBI (akTW y Mpoueci po3mIiLy
I1nan

pO3CIiTyBaHHS ~ MOXeE

Kowmiciero

CKapru, Oytu

TIePETIISTHY THIA Ha Oymp-sfKOMy eTari
BIJIIOBIHO [0 HOBHUX [JaHUX 3 METOK 3a0e3leUeHH:
MMOBHOTH Ta 00’ €KTUBHOCTI PO3CIIiAyBaHHS.

3.1.2. B Ilmani po3ciigyBaHHS

BH3HAa4ac:

Komicis

® [peaMeT pO3CIiAyBaHHS — IO caMe MOTPiIOHO
BCTAQHOBUTH IIiJi Yac po3ciigyBaHHA ((akT
MiATBEPKEHHS TIOPYIIEHHS TOIIO);

® XTO € NPSIMO YU OIMOCEPEIKOBAHO 3aTyYCHUMH
cy0’exTamMM (CBIJKH, 1HIII O0COOM TOB’sI3aHi 3
MOTEPITLIO 0COO0I0/KPUBIHUKOM TOLIO);

® YacoBi PaMKH PO3CIIiTyBaHHS — BU3HAYAE CTAIH
pO3CTilyBaHHS Ta BCTAHOBIIOE YAacOBI paMKH

KO)KHOTO a TaKoX

JJIA BU3Ha4Yae

MPUOTU3HUI

HUX,

TEpPMiH 3aBEpIICHHS BCHOTO
MPOIIECY PO3CIIiTyBaHHS;

® JI0Ka3u, 10 HeoOXiqHO 310paru Ist 3Mi1HCHEHHS
po3CHiyBaHHS — 3a3Haydae, siKi caMe JI0Ka3u
OyayTh (TOKyMeHTH,
ayJlio- 4M BlJ€O3alKMCH TOIIO), 1 sIK came Oyne

3IIHCHEHO iX 30ip;

noTpiOHi CBITUCHHS,

U3UKH, M0 M Thb BUHUKHYTH IIiJ 4
° 3UKH, 0 MOX K 1 ac

PO3CIIiTyBaHHS;

the Commission), which may include directors
of organisational and programme activities,
department heads, representatives of other public
organisations, independent experts, etc.;

4. The Initial Report on the violation is sent to the
members of the Commission;

5. the Commission members conduct an
investigation

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

3.1. Investigation plan

3.1.1. The Commission shall draw up 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 at any stage in accordance with the new
information to ensure the completeness and objectivity
of the investigation.

3.1.2. In the
Commission determines:

Investigation ~ Plan, the

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

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

e 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;

e 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;

e the risks that may arise during the investigation;



® pecypcu, 1m0 OyayTh  HEOOXimHI  JuId

MIPOBEJICHHS PO3CITi1yBaHHS.

3.2. 30ip indgopmauii Ta 1o0Ka3iB
3.2.1. 306ip inpopmamii Ta 10Ka3iB MoXke OyTH
3aificCHeHu# y HacTYITHUX (opMax:

® [anepoBl  JIOKAa3M: BHUBYEHHS Ta  aHami3
Oyab-KOT JIOKyMEHTAIli{ (KOHTpakKTH,
JUCTYBaHHS, 3BITH, TMOJITUKH, BHYTPILIHI
MPOLIETyPH TOIIO);

® CBiJYCHHS YYacCHUKIB: MPOBEJCHHS 1HTEPB'IO 3
MOTEPIIOID 0CO00I0, KPUBIHUKOM , CBITKAMHU
Ta IHIIUMH 3aTy4EHUMH 0C00aMu;

® CIICKTPOHHI JOKa3u: IEepPeBipKa eIeKTPOHHOI

MOIITH, 3allMCIB  KaMep  CIOCTEePekKECHHS,
Tele(OHHUX PO3MOB, OO'€KTIB Ha MicCIi TMOIIi
TOIIIO.

3.2.2. 30ip Oynp-sKoi iHpopMallii Bi1OyBa€eThCs
3a TPUHITUTIOM O0'€KTUBHOCTI, & OTXKE, PO3IISIAI0THCS
JOKa3H, SIK1 SK MATBEPUKYIOTh, TaK 1 CIIPOCTOBYIOTH
MOpYIICHHs. BakianBo 3a0e3meynTd BCIM CTOPOHAM
piBHI YMOBHM [JIs HaJaHHS CBOiX JoKa3iB. [0noBHOIO
METOI0 300py /0Ka3iB € 3a0e3nedeHHs Toro, 1mob yci

BUCHOBKM  DO3CIIJIyBaHHS  IPYHTYBaJIUCH Ha
00'€eKTUBHUX, IEPEBIPEHUX 1 HAAIWHUX JAHUX.

3.3. IIposenenHst iHTepB'10

3.3.1. IliaroroBka [0 iHTepB'I0: 1epen

MIPOBEJICHHSIM IHTEPB’I0 HEOOXIJHO UiITKO BH3HAYUTH,
SKI camMe MHUTaHHS HEOOXITHO 3'ACyBaTH, a TaKOX

MIATOTYBaTU HEOOXiAHY 1HMOpMAIiI0 Mpo MO0,

ONMUTYBAaHOTO (3 KHUM TIUIAHYEThCS  IMPOBEACHHS
1HTEpB’10), TOIIIO.
3.3.2. 3a0e3nevyeHHsI KOH(}igeHUIiTHOCTI:

IHTEpB'I0O Ma€ TPOXOJUTH B YMOBaxX TIapaHTyBaHHS
0e3mekr Ta HEPO3TOJOMICHHS, 100
ONUTYBaHHI MiJ Yac iHTEpB’I0 0coOu mouyBaiu cebe
KOM(OPTHO Ta MOTJIM JaTH YECHI CBIYCHHSI.

MIPUBATHOCTI,

3.3.3. 3anmuc cBiguyeHb: Bcl BiAIIOBIAl Ta 1HIIA

OTpUMaHa B  pamMKax 1HTepB'r0  1HoOpMAaIis
JTOKYMEHTYEThCSI, 100 MaTH MOXIIUBICTh JETAIBHO
aHaJi3yBaTH JIaHi 10 3aBEepIICHHIO Oeciau.

[HTepB’10 3a 3rom010 0coOU MOXke (PiKCyBaTHChH
3a JIOMOMOTOK) BiJICOTMPUCTPOIB, MPO IO 0coda

MOBIIOMJISIETECS. 10 TOYATKy IHTEpB'I0, 1 Ha IO

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

3.2. Collection of information and evidence
3.2.1. Information and evidence can be gathered
in the following ways:
e paper evidence: reviewing and analyzing any

documents (contracts, correspondence, reports,
policies, internal procedures, etc.);

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

e clectronic evidence: checking
surveillance camera recordings,
conversations, objects at the scene, etc.

emails,
telephone

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, and non-disclosure so that
interviewees feel comfortable and can give honest

security,

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



00OOB'I3KOBO BHCIIOBJIFOE CBOIO 3TOJy Ha IOYaTKy
TaKOTO 1HTEPB’10.

3.4. Amnaui3 orpumanoi iHdopmamii
J0Ka3iB BigOyBa€TbCcs 3 JAOTPUMAHHSM HACTYITHUX

Ta

MIPUHIIUITIB:
® KOXCH JIOKa3 BHBYAETHCI OKPEMO Ta Y
KOHTEKCTI Bciel CHUTYaIIii; HeOoOX11HO

MepEeKOHAaTHCs, MO BCl (AaKTH 1 CBITYEHHS
MiATBEPIIKYIOTh a00 CIPOCTOBYIOTH CKapry 4u

TBEP/>KEHHS;

® SKIIO ICHYIOTh CYNEepeuHOCTI — KOH(]IIKTYIOUi
nokazu abo  CBIOYEHHS, 1€ BKa3dye Ha
HEOOXIQHICTP BHUBYMUTH KOXKEH 3  HUX
JleTaJbHillIE;

® BHUCHOBKM MalOTh OyTH HEyNEepeKCHUMHU Ta
0a3yBaTuCs BUKJIIOYHO HA (haKTax.

3.5. Ha Bcix eramax po3misiay ckapru Kowicis
JNOKYMEHTY€e CBOi [ii, (OpMy€ BHOCUTbH BIJNOBIAHY
iHdopmariito 1OA0 TEepediry 0 CHUCTEMHU CKapr
(BIOMOBIHOT TAINKH), J€ 3aBaHTaXye€ BCI JOTHUYHI
JOKYMEHTH  (pe3yabTaTu 3BITH
TOIIIO).

IHTEpB't0, JOKa3H,

IV. ETAII 3: 3BITYBAHHS TA

3AKPUTTA CKAPTH

4.1 ®inaJbHUil 3BIiT PO NOPYLICHHS

4.1.1. Ilicnms  3aBepUIEHHs  PO3CHiTyBaHHS
BiJIMOBiAabHa 0co0a 3amoBHIOe DiHATBHUH 3BIT MPO
MOPYIICHHS.

4.1.2. Ieit 3BT Mae OyTH MaKCHMAJIbHO

YITKUM Ta 3pO3yMUIUM 1 0OOB’SI3KOBO MICTUTH TaKy
1H(pOopMaIiio:
e cxiajn Kowmicii , o posmisiiae ckapry;

e iHdopMalis Mpo BXUTTA 3aMOO0DKHUX 3aXOIiB
(3axucT morepniyioi 0codu abo CKapKHUKA) ;
OIUC MPOLIECY PO3IISAY;

nepetik 310paHux JOKa3iB i CBiAYCHB;
pe3yJIbTaTH aHai3y JTI0Ka3iB;

BHUCHOBKH 10710 OOTPYHTOBAHOCTI CKaprIy;

pexomenaamii juist upekropa @DoHIy 1070
MOJANBIINX JIH;

of this before the interview begins and must give their
consent at the beginning of the interview.

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

e cach 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;

e if there are contradictions — conflicting evidence,
or testimony — this indicates the need to examine
each of them in more detail;

e 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 CLOSING
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:

e the composition of the Commission considering
the complaint;
e information on preventive measures

(protection of the victim or complainant);

taken

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;



® BIUCHOBKHM Ta pEKOMEHAalii AJs MpaliBHUKIB
@oHIy 3 METOI TOMEPEIKEHHS aHaJOTIYHHX
MOpyIIeHb y MaiOyTHhOMY, CchOpMOBaHI 3a
pe3ybpTaTaMu po3IIs Ty CKapru.

3BIT

4.1.3. ®inanbHUI po

CKJIaa€ThCA i3 JOTPUMAHHAM HACTYIIHUX BUMOT :

MIOPYLIEHHS

® KOXXHE TBEPIKCHHsI B 3BiTI Ma€ OyTH HaJC)KHUM
YUHOM MATBEP/KEHE OKa3aMu (HAIpPUKIAI:
“CBIJIOK
mo...”,
o...”);
® y pa3l JOIIIBHOCTI, 3BIT TMOBHHEH MICTHUTH
MOPIBHSAIBHUT nokasiB  (“CBimok

TOBOPUTH II€. .., @ JOKYMEHT CBIAYUTH Mpo...");

b

3a3Hadae...”, “JIOKyMEHT ONHCYE,

“KoMm'toTepHMil  3amuc  TOKasye,

aHaJi3

® 3BiT Mae OyTH  CTPYKTypOBaHUM  SIK

CaMOCTIMHMIA 3aBEPIICHAN JIOKYMEHT,
NpUAATHUA A0 po3nisiay Oe3 moTpedu B
JI0/1IaTKOBUX PO3’SICHEHHSX;

® yCi BUKJIAJICHI B 3BITI TBEPKECHHS MalOTh OyTH
00’€KTUBHUMH Ta 0a3yBaTHCA BUKIIOYHO Ha
(baKkTHIHIX 0COOHCTI

JTaHWUX CYIDKCHHS,

MPUITYIICHHS] YU OLIIHOYHI BUCJIOBIIIOBAHHS HE

JIOITYCKAOThCA.
4.1.4. ®iHanbHUN 3BIT PO MOPYIICHHS TAKOX
Ma€e MICTUTH OOIPYHTOBaHI pEKOMEHJaIii 11010

NOJANBIINX i, sIKI MOXYTh BKJIIOUYATH 3aCTOCYBaHHS
JTUCUUIUTIHAPHUX BHECEHHS 3MiH [0
BHYTpimHIX momituk @PoHny abo, y pa3i BU3HAHHS

3aXO0/IiB,

iHpOopMaIito
MPUTTMHEHHS MMOAAJIBIINX PO3CIITyBaTBHUX 1.

CKapru  HEoOrpyHTOBAHOIO, npo

4.1.5. ®DiHanpHUN 3BIT OiAIATa€ MOTOMIKEHHIO
Bcima wieHamu Kowmicii. Y pasi He3romm OKpemMoro
yieHa Kowmicii 3 BHCHOBKaMHM Ta/ab0 3MiCTOM
@iHanbHOrO 3BITY, BIH/BOHa Ma€ INPaBO BUKIACTH
UCbMOBO “okpeMy AyMKy . Taka “oxpema nymka”
dopwmi, bopmi

(biHaIBHOTO 3BITY, € HOTO HEBi'€MHOIO YaCTHHOIO, a Y

BUKJIQJA€TbCS Y aHAJIOTIYHIA
noii i mignucy y PiHampHOMY 3BiTI BiATIOBITHUIN
yieH Kowmicii 3a3Ha4ae “3 OKpeMoro TyMKOI0™.

4.1.6. Ilicns 3arBep/uKCHHS Ta IMiAMHACAHHSI
@diHaNbHOTO 3BITY BiAMNOBiaIbHA 0co0a mepeaae Horo
Hupexropy @oHay Ams 3aTBEpHKSHHS.

e based on the complaint review results,
conclusions and recommendations will be made
to Fund staff to prevent similar violations in the
future.

4.1.3. The final report on violations shall be
prepared by the following requirements:
e cach statement in the report must be properly
substantiated by evidence (e.g., “The witness
states...,” “The document describes that...,” “The

computer record shows that...”);

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

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

e 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.
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4.2. 3aKpuUTTS CKAPIH Ta MOAAJbIII il

4.2.1. Ilicna moromkeHHs @DiHaIBHOTO 3BITY
Hupekropom  TEAM4UA  ckapra  BBaXaeTbes
3aKPUTOIO.

4.2.2. YV pa3l npudHATTI 3a pe3yJabTaTaMH
pO3IIs Y 10710
TUCIMIUTIHAPHUX 3aXOMiB a00 BHECEHHS 3MiH [0
[Iponeayp,
KOHTPOJIb 3a iX BUKOHAHHAM, a TaKOX 3I1HCHUTH
MOJATbIINN e(eKTUBHOCTI BIPOBAIKEHUX

CKapru  pilieHb 3aCTOCYBaHHS

HEOoOX1qHO  3a0e3IleuuTH  HaIeKHUH
aHaji3
3aXOMIB.

4.2.3. TIlpo po3msny

BiJmoBiganbHa ocoba moBigomisie Ckapkauka (Ta/abo

pe3ynbTaT CKapru

[Torepnisty o0co0y), OKpiM BUMNAJAKIB HaNpaBICHHS
AHOHIMHOTO 3BepHCHHS. [10BiTOMIICHHS BHUKIIATAEThCS
B JOBUIBHIM (opmi Ta MICTUTH CTUCTY iH(OpMaIiio
PO PO3CIiTyBaHHS Ta WOTO pe3yiabTaTd B 00Cs31, IO
HE TMOopyIlIye KOH(DIICHIINHICTS Ta MpaBa iHIIUX 0Ci0,
110 OyJIH 3aTydeHi JI0 MPoLecy pO3CiiayBaHHS.

4.2.4. Ilpo pesynbTaTu po3NIALy CKapru
BiJIMOBiAaIbHAa 0co0a moBinomisie KpuBaHUKaA, SKOMY
HAJA€ThCS MTOB1JOMJICHHS po
PO3CITiTyBaHHS, a TAKOXK PIMICHHS TPO 3aCTOCYBaHHSI
10710
(MMCUMTIUTIHAPHUX YH 1HIIHX ).

4.2.5. Y pa3i He3roau 3 PillICHHSAM, MPUHHITHM
3a pe3yiabTaraMy PO3MNISLy CKaprH, 3alliKaBieHi 0cO0u

MAarTh IMPAaBO Ha OCKAPKCHHA Bi,Z[HOBiI[HO J0 YHHHOT'O

pe3yabTraTtu

HBOTO  BIAMOBIIHUX 3aXONIB  pearyBaHHA

3aKOHOAABCTBa YKpaiHu. Hampukian, pilieHHs miofo
JTUCIMIUTIHAPHUX 3aXOJiB, BKJIIOUAIOYHM 3BUILHEHHS,
MPUMMHEHHS CIHIBIOpall 3 MapTHEPOM, MOXYTb OyTH
OCKapkeHl B TopsAnKy mnepenabadeHomy Komexcom

3aKOHIB MPO MPaI0 YKpaiHU.

V. KOH‘DII[EHIIIFIHICTI) TA
IHIIOT YMOBUA
5.1. VYci BimomocTi, MOB’s3aHi 3 PO3IVISAIOM
CKapr, PO3CJiIyBaHHSAM Ta MPUHHATUMH PILICHHIMH, €
KOH(IACHIIWHUMU Ta MiUISTaloTh 3aXHCTy  BiX

HCC&HKHiOHOBaHOFO PO3TOJIOIICHHS.

4.2. Closing a complaint and further action
4.2.1. After approval of the Final Report by the

Director of TEAMA4UA, 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 Affected 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 disclosure.
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5.2. Jloctyn po iudopmarii MawTh JIHIIE
YIOBHOBaXXE€HI 0COOH, 3aydeHi J0 Mpolecy, B 00cs3i,
HEOOX1THOMY JUIsl BUKOHAHHS IXHIX 000B’sI3KiB.

5.3. [IlepBuHHE ONUTYBaHHSI Ta IHTEPB’IO
MPOBOAATHCS  BUKIIIOUHO

3a 3rogol o0cobu, sKa

onutyeTbes (11 3aKOHHOTO MPEACTaBHUKA).

VI. JOKYMEHTOORBII.

6.1. Yci OOKyMEHTH, MOB’S3aHI 3 PO3IIIAIOM
CKapr, BKJIFOYAIOUU 3asBH, IIOKa3H, IUTAaHU
po3ciigyBaHb, TepBUHHI Ta  (iHaJIBHI  3BIiTH,

30epiraroThCsl B 3aXMIICHINH €IEKTPOHHIN cuctemi abo
cnemiayiibHii nanmi. JlocTynm 1O JOKYMEHTIB MaroTh
JUIIE YHOBHOBAXEHI OCOOM.

JIOKYMEHTIB - 5 POKIB.

Tepmin 30epiranss

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.
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Honarok 1. IIpotokon mpo ¢popmyBaHHS TOYaTKOBOTO 3BITY

ITPOTOKOJI nnpo (popMyBaHHsI IOYATKOBOIO 3BiTy

e OmnuTyBaHHS MPOBOIUTHCS 3 YPaxXyBaHHIM MPHUHIUIIB KOH(1AEHIIIITHOCTI, Oe3neKu Ta
HEJIUCKPUMIHAIIII.

e (OcHoBHa MeTa — 310paTH HEOOXiqHY iH(OpMAaIliIo, HE 3aBJAI0UU J0IATKOBOI TPaBMU
nocTpaxxaaiid 0cooi.

e [locTpaxknanmii(a) Mae IPaBoO BiJIMOBUTHUCS BiJ BiMOBieH a00 MPUITUHUTH PO3MOBY
y Oy/ib-SKHI MOMEHT.
[IpucyTHICTH CTOPOHHIX OCI0 TOMYCKA€ETHCS JIUIIE 32 3r0/I0I0 OCTPAK A0l 0COOH.
SKmo mpoTUNpaBHi Mii BYMHSIIUCS BITHOCHO HEMOBHOJITHROI 0coOM - iH(oOpMarris,
SIKY BAQJIOCSI OTPUMATH Ma€ HETaiHO TiepejaBaTUCs B HAI[IOHAJIbHY MO0 YKpaiHW.

[adopmaris mpo mocTpaxkmany ocoly (cTaTh, BiK,
I1Ib, Homep TenedoHy Ta iHIIIe, 110 JIIOAWHA TOTOBA
HaJIaTH)

Onwuc moxii

Micre (e came Bi10yJIOCh) Ta 9ac moii (KOJH 11e
CTajoCh)

[Hdopmartis mpo KpUBIHUKA

CBiaKY IHIUJECHTY

[Tonepenni cuTyartlii nopymeHHs Mpas JHOJUHU 32
y4acTIO KpUBIHUKA\opraHizamii\zakiamy (1o came
cTanocs (ONUC IHIUICHTY)

4yoMmy 1ie ctanocs (abo morno cratucs)?

SIK came OyJI0 BUSIBJICHO TIOPYIIICHHS?

UYu € norpeda y MEIUUHIN JOTTOMO31?

Yu € norpeda B nepecesieHi?

Yu € motpeda B ropuaAMUHIi 1011OMO317

Uwu € moTpeda B MCUXOJIOTIUHINA TOTIOMO31? Hi\36 aoicemocea camocminino\36 az3amucs
Yu € 1oKa3u, SKi JOMOMOXYTh B PO3CIIiyBaHHI? Tak, BipaBUTh Ha HOMEP\H1
[TonepenHs oliHKa CTaHy MOCTPAXKAAI0 0COOH 3aoosinena\nompebye oonomoeu\nompebye

Hezaunoi oonomozu
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3rozia Ha CIIBMPAIIO B IPOIIEC] pO3CIiyBaHHS

3rozxa Ha iH(popMyBaHHS TPO Mepedir po3ciiTyBaHHs

JlonaTtkoBa iH(poOpMaITis s TPUKIAIY:
® 4y € mie cy0’ekTH, mo QIrypyroTh y cKap3i, Ta
sIKa iXHS poJib?
® SKi aCTIEKTH MOKHA IIBUIKO TIEPEBIPUTH?

Jlani npaniBHUKa, SKUI TPUIHSB MOBITOMICHHS 11Ib, Ilocaoa, enekmpona nowma, Homep
menepony
JlaTa mpUIAHATTS TOB1IOMJICHHS 05 bepesns 2025 poky

Appendix 1. Protocol for the preparation of the initial report

PROTOCOL for the preparation of the initial report

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

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

e 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)

Description of the incident

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

Information about the perpetrator

Witnesses to the incident

Previous human rights violations involving the
perpetrator/organization/institution (what exactly
happened (description of the incident)

why did it happen (or could it have happened)?
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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:
e Are other individuals involved in the
complaint, and what is their role?
e 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

March 5, 2025
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