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The UN Refugee Agency





Inspector General’s Office / Bureau de l’Inspecteur général

Record of Conversation 
This document is protected by the provisions of IOM/009/2012 – FOM/010/2012 of 7 February 2012, concerning the confidentiality of the proceedings related to an investigation 

conducted by the Inspector General’s Office.


 Investigation Case Reference Number: INV/xx/xx
	Interviewee

	Name
	

	Title / occupation:
	


	Interviewer / Investigator

	Name
	

	Title
	


	Witness / Investigator

	Name
	

	Title
	


	Interpreter

	Name
	

	Title
	


	Accompanying person

	Name
	

	Title / occupation
	


	Interview details

	Date
	Day / Month / Year

	Place / location
	

	Time
	

	Language
	


	Record of the Conversation


Detailed record (non-verbatim) of questions asked and interviewee’s responses
Audio recording reference (if applicable):  
Interview starts at:  XX:XX hrs

Introduction


I am going to be recording this discussion and will seek your consent in one moment.  I would like to thank you for attending this interview today.  The time is (time / date).  This is a witness interview in case INV/XX/XX.  


I have a few things I must explain before we begin.


My name is < Name> (Title) at the Inspector General’s Office (IGO). I will conduct this interview together with my colleague, < Name> (Title), who is assisting the IGO as a witness and to help ensure that we correctly record your answers.


The IGO is the authority in UNHCR that investigates complaints of misconduct by UNHCR staff members.  

Audio recording (if applicable: e.g. Subject and important witness)


We are recording this conversation.  We are using a digital audio recorder.  The reason for the audio recording is to ensure that we have an accurate record of our discussion.  Are you agreeable for us to audio record this interview?


 FORMCHECKBOX 

Yes (proceed)


 FORMCHECKBOX 

No (ascertain why)

Interpreter (if applicable)


Please let me also introduce < Name> (Title) who is our interpreter.  Can you confirm that you understand the interpretation so far?

 FORMCHECKBOX 

Yes


 FORMCHECKBOX 

No (ascertain why / postpone interview if necessary)

Witness 



The IGO has reason to believe that you might be able to provide us with information that will assist our investigation. 
Accompanying staff member/person (select (a) or (b) as may be applicable)
(a) You were offered to be accompanied by another staff member/person in this interview. However, for our records, you have decided not to avail yourself of this opportunity. Is this correct?


 FORMCHECKBOX 

“Yes” (proceed) 


 FORMCHECKBOX 

“No” (ascertain why / postpone interview if necessary)

(b) You were offered to be accompanied by another staff member/person in this interview. You selected Mr/s < Name> (Title). 
[To the accompanying staff member/person “We would like to remind you Mr/s <Name> that as an accompanying staff member/person you should not respond on behalf of the interviewee or otherwise intervene in the interview process in any manner. At any stage during this interview you may be requested to leave the room.  You are bound by the confidentiality provisions applying to investigations conducted by the IGO and have already signed an oath of confidentiality.”]  

Language of interview (if applicable)

Prior to this interview, you were offered the opportunity to be interviewed in [LANGUAGE] however you have informed us that you can be interviewed in English / French. Nevertheless, please be aware that [NAME] is also available to assist as an interpreter, in case of any need. 

The Record of Interview will be in English / French. If necessary, you will be offered the opportunity to review the Record of Interview with interpretation.  
Investigation process 

This interview is part of an on-going exercise to establish facts. The result of this fact-finding exercise may lead to disciplinary action being taken. 

The investigation process is confidential.  The IGO Investigation Service will not release details of the investigation outside the IGO, unless such details are needed to initiate a disciplinary proceeding. We would appreciate you maintaining confidentiality and not disclosing details about the investigation that become known to you through this process or that are already known to you. 


Please answer the questions truthfully and provide as much detail as possible.  If you do not know or cannot remember the answer, please say so.  If you do not understand the question, please ask us to repeat or explain it. 

A written record of our conversation will be taken. 

We respect your situation and we understand that this situation can be stressful. We want you to be comfortable during our conversation, so please let me know if you need anything or if there are time constraints which we have to deal with before we begin. If you need a break at any time, or if you wish to stop or feel unwell please let me know. We may also impose a break during the interview.  

Do you understand what I have just explained?


 FORMCHECKBOX 

Yes (proceed)


 FORMCHECKBOX 

No (ascertain why)

Questions about the process 


Do you have any questions about the process I have just explained to you?

 FORMCHECKBOX 

Yes (question / response)


 FORMCHECKBOX 

No (proceed)

RECORD OF CONVERSATION:

Example questions

Q1. Please can you state your full name and occupation?

A1.


Q2.
What are you contact details (residential / phone etc)

A2.

Q3.
What are you official and private mobile phone numbers?

A3.


Q4.
What email accounts do you have? 

A4.


QX.
Do you have anything else you would like to say?
AX.

Closure


I don’t have any further questions at this stage.  We may contact you at a later time if we have some further questions or to clarify certain facts and if necessary, to review the Record of this Conversation.  
Confidentiality


This interview we have had today is confidential. Please do not tell any other people about this interview. 

I would like to thank you for your cooperation today. 
Interview ends at: XX:XX  hrs
This is a true and accurate record of the interview.

1) Interviewee (if applicable / not mandatory): 

Date and signature:

2) Witness / Interpreter (if applicable):

I, the undersigned, undertake not to divulge any confidential information to which I have access in the exercise of my capacity as witness/interpreter to the present interview, and in particular to respect the confidentiality of information obtained during this interview. 
Date and signature:

3) Interviewing / Investigation Officer:
Date and signature:
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