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1. Purpose and Scope ofthe Standard Operating Procedure

The objective ofthe Standard Operating Procedure (SOP) forthe Access to-Information
Policyis to guide UN Environment Programme (UNEP) (the Organization) personnel in
implementing UNEP's Access-to-Information Policy (the Policy). The SOP will ensure that
personnel will uphold the commitment to ensure access to information and implement
the Policy in their day-to-day work.

Information that is not available on the Organization’s websites may be made available
upon request. This Standard Operating Procedure defines whetherand how, the
Organization will provide information requested pursuant to the Policy. In particular, it
sets out the procedures forthe request of information from the Organization, the
processing ofrequests and the appeals process should the request for information be
denied.



2. Parties involved in the Access to Information Process

The following section describes the parties involved in the process ofrequesting
information from UNEP, the appeals process and the respective roles,responsibilities,
and mode ofappointment ofthe members.

2.1 Requestor

The Requestor mayinclude an individual, organization, partner, stakeholder, government
orthe general public seeking information held by UNEP. Requests for access to
information may refer to any or particular kind of information related to the Organization,
its structure, governance, operations, information concerning its work or information
generated though the Organization’s programme of work.

2.2 Access-to-Information Desk

The Access-to-Information Desk shallreceive allrequests forinformation and appeals via
email at unep-info@un.org;acknowledge receipt of such requests and appeals;
coordinate the consideration of and respond to the request or appeal with the respective
office within the Organization, including the Access-to-Information Panel;and provide

this information to the Requester. Allrequests for information willbe centrally channeled
through the Access-to- Information Desk. Other officers within the Organization may
consult the Access-to-Information Desk regarding any requests in order to obtain
relevant guidance about the Policy.

Requests forappeals will be directed to the Access-to-Information Panelthrough unep-
infopanel@un.org, which is hosted and managed by the Access-to-Information Desk.

The Access-to-Information Desk is located in the Communication Division as the unit
responsible for responding to public enquiries. The Head ofthe Access-to-Information
Desk is the Chief of the Digital Strategy Section in the Communication Division or any
other personnel to whom the Communication Division shall assign this position.

2.3 Responsible Office/Officer

The Responsible Office or Officer within the Organization shall verify and confirm the
existence of the information requested, undertake an initial review to confirm whether the
information can be shared, engage with the Senior Legal Officer in cases where an
exception may apply and ultimately relay either the information itself or the reasons why
the information should not be given to the Requester,as may be required.

The Responsible Office or Officer willalso liaise with the Panelas needed on appeals
against decisions not to disclose information. Any Responsible Officer in UNEP can be

asked to provide the information which relates to the request.

Various offices within the Organization will, by default, provide information within their
line of work and are responsible for classifying their own information.

2.4 Senior Legal Officer

The role of the Senior Legal Officer shall be carried out by the Senior Legal Officer in the
Corporate Services Division of the Organization. The Senior Legal Officer is involved in
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cases where the requested information may be considered an exception under the
Policy. The Responsible Office or Officer should seek the guidance ofthe Senior Legal
Officer while handling such requests.

2.5 Access-to-Information Panel

The Access-to Information Panel(the Panel) shallreview appeals relating to the request
for information; determine whether the policy has been properly applied; and submit its
conclusion and relevant recommendations to the Head of UNEP. The Panelconsists of
three members: two UNEP staff members and one individual, in his or her own personal
capacity from outside of the Organization. A Secretary ofthe Panel, who is a staff
member within the Communication Division or any other office within the Organization,
shalt be selected to provide administrative and logistical support to the Access-to-
Information Panel. The Secretary shalt not be involved in the decision-making process of
the Panel.

In addition, all panel members are appointed by the Head of UNEP. These members will
serve a term of two years, which may be extended for another term at the discretion of the
Head of UNEP. The Panel will meet virtually or in physical meetings whenever there is an
appeal for review.

2.6 Head of UNEP

The Head of UNEP shall appoint the members ofthe Access-to-Information Panel. He or
she makes the finaldecision concerning appeals against the decision denying a request
forinformation. He orshe also approves the disclosure of confidential information.



3. Access to Information Procedure

This procedure defines whether and how UNEP will provide information requested pursuant
to the Policy. The following step-by-step process shall apply with respect to the request for
information from the Organization.

3.1 Access to Information

Information relating to the functions and responsibilities ofthe United Nations
Environment Assembly ofthe United Nations Environment Programme and the Head of
UNEP as stipulated in General Assembly resolution 2997 (XXVII) are available to the
public and can be accessed from the UNEP website and its sub-sites through the link:
www.unep.org. Information that is not available through these public website(s) may be
made available upon request. Information will be made available to the Requester, in the
original language ofthe information requested. UNEP shallnot be required to translate
the information to the language of the Requestor.

3.2 Classification of Information

1. The Organization shallmake available to the Requestor any type of information
including "environmental information,"which maybe in written, visual, aural,
electronic oranyother material form. Such information shall include:

a. The state ofelements ofthe environment, such as airand atmosphere, water,
soil,land, landscape and naturalsites, biological diversity and its components,
including genetically modified organisms, and the interaction among these
elements;

b. Factors such as substances, energy, noise andradiation, and activities or
measures, including administrative measures,environmental agreements,
policies, legislation, plans and programmes,affecting or likely to affect the
elements of the environment within the scope of subparagraph (a) above,and
cost-benefit and other economic analyses and assumptions used in
environmental decision-making; and

c. The state ofhuman health and safety, conditions of human life, culturalsites
and built structures, in as much as they are or may be affected by the state of
the elements of the environment or, through these elements, by the factors,
activities ormeasures referred to in subparagraph (b) above.

2. The Organization may not disclose information thatis designated as confidential.
The following types ofinformation in written, visual,aural, electronic or any other
material form are considered confidential,and embody exceptions to the Policy.

a. Documents created by the Organization,received from orsent to third parties,
under an expectation of confidentiality which has been expressly stated in
writing;

b. Documents whose disclosure is likely to endangerthe safety orsecurity of any
individual, violates his or her rights, or invades his or her privacy;
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c. Documents whose disclosure is likely to endangerthe security of Member
States or prejudice the security or proper conduct of any operation or activity
of the Organization;

d. Documents covered by legalprivilege orrelated to internal investigations;

e. Internalinter-office orintra-office documents and other communications,
including draft documents, if disclosure would undermine the Organization’s
free and independent decision-making process.

f. Documents containing commercial information, if disclosure would harm
either the financial interests of the Organization or those of other parties
mvolved;and

g. Information which,if disclosed,in the view ofthe Organization, would seriously
undermine the policy dialogue with Member States or partners concerned.

3. The Standard Operating Procedure should also be read in line with the Secretary-
General's Bulletin (SGB) on information sensitivity, classification and handling

(ST/SGB/2007/6).

a. Underthe SGB,sensitive information can be classified as “confidential”’or
“strictly confidential,”as defined below.

The designation "confidential"shallapply to information or material whose
unauthorized disclosure could reasonably be expected to cause damage to the
work ofthe United Nations.

The designation "strictly confidential"shallapply to information or material
whose unauthorized disclosure could reasonably be expected to cause
exceptionally grave damage to or impede the conduct of the work of the United
Nations."

b. Inaddition,the designation "unclassified"shallapply to information or material
whose unauthorized disclosure could reasonably be expected not to cause
damage to the work of the United Nations.

c. According to the SGB, classifications should be used judiciously and only in
cases where disclosure ofthe information may be detrimental to the proper
functioning of the United Nations orthe welfare and safety ofits personnelor
third parties or violate the Organization’s legal obligations.

Requesting Access to Information
1. Allrequests forinformation from the public should be directed to:
Access-to-Information Desk
Communication Division

United Nations Environment Programme
E-mail: unep-info@un.org

2. Forthe Organization’s internal tracking purposes, allrequests should indicate that
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the request for information is made pursuant to the UNEP Access-to-Information
Policy.

Allrequests will be thoroughly reviewed to determine whethertheyare made
pursuant to the Policy.

Allcommunication with the Requester will be channeled through the Access-to-
Information Desk, unless otherwise specified.

In the event that a request for information is sent to a specific person within the
Organization and not the Access-to-Information Desk, that person shall be
required to inform and forward to the Access-to-Information Desk the request as
soon as it is received.

The time limits required to respond to the Requestor shall start running the day the
response is received by the Access-to-Information desk from the person.

Other circumstances may warrant a response from a specific UNEP office or
person. Insuch cases,the Responsible Office or Officer should inform the
Access-to-Information Desk of any action taken and forward to the Access-to-
Information Desk a copy ofthe response sent to the Requester or the information
ofthe action taken. During this process, if the person identified to respond to the
Requestordecides to delegate the task to another person or office,the delegated
person must respond to the delegator, who will in turn respond to the Requestor.

The Access-to-Information Desk willsend an acknowledgement of receipt to the
Requestor within five (5) working days of receipt of the request in the format
stipulated in the appendix to the Standard operating Procedure. The
acknowledgement will inform the Requestor that the request has been received
and is being considered, and that UNEP willendeavor to respond within thirty (30)
calendar days.

Ifitis not possible to handle a request within the above time limits, the Access-to-
Information Desk will inform the Requestor of the reason why it needs more time
and the estimated date for communicating the information concerned.

Initial Review Process

After acknowledging receipt ofa request, the Access-to-Information Desk will
send the request to the appropriate person in the substantive office responsible
for,or capable of, providing the information requested. The Access-to-information
Desk must specify in the request to the appropriate person, the date when the
request was received and the deadline for the Access-to-Information Desk to
respond to the Requestor.

The person responsible for providing the information will, in consultation as
needed with the head ofthe office concerned, determine whether the information
exists and if it can be shared.

Where the information is available and can be shared, the person will provide the
requested information to the Access-to-Information Desk as soon as possible
bearing in mind that a response should be provided to the Requestor within thirty
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(30) calendar days ofreceipt of request from the Requestor.

Incase itappears that the information is confidential and falls under the list of
information under 3.2 (a) above, the Access-to-Information Desk or the
responsible person in the substantive office will approach the Senior Legal
Officer for guidance on whether the information should be shared or whether an
exception should be made.

There are circumstances where the person or office selected to provide the
information will directly respond to the Requestor e.g. in cases where the
Requestoris a donor, government ofa Member State, partneretc. In these cases,
the responsible office should inform the Access-to-Information Desk of the action
that has been taken and forward a copy ofthe response sent to the Requestor.

Ifa document contains both confidential and non-confidential information, part of
such document containing only non-confidential information maybe made
available to the Requestorupon request.

UNEP may partially or wholly deny a request for information:
a. Inaccordance with the limitations set out in the Policy, or

b. Ifthe requestis deemed an excessive demand upon the Organization’s
resources.

Should a request be denied in whole or in part, the person or Senior legal Officer,
as the case may be, will advise the Access-to-Information Desk of the decision
not to share the information, including the reason for the decision. The Access-to-
Information Desk willthen communicate this to the Requestor.

Where the request is denied, the Access-to-Information Desk shall inform the
Requestor that the request has been denied and inform them that they may seek
further review ofthe decision by the Access-to-Information Panel. The request for
appeals should be directed to unep-infopanel@unep.org which shall be hosted
and managed by the Communication Division.

Appeals Process

The Requestormay seek the review of the decision by addressing a letter oremail
to the Access-to- Information Panel through the address: unep-
infopanel@unep.org providing reasons for the appeal

Allrequests forappeals willbe acknowledged as set outin paragraph 3.3 (8}
above.

The Access-to-Information Desk shallsend the request to the Access-to-
Information Panel (the Panel) by email within five (5) working days ofreceipt of
the appeal. The subject line of the email will be: “Confidential: Access to
Information Appeal.”

The Panel will review the appeal to determine whether the Policy was properly
applied in the initial review of the request. Panel discussions may take place either in
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person or through electronic means including email.

5. The Panelmayrequest forinformation or clarification in any given case from the
office or person who handled the initial request, as well as from the Senior Legal
Officer.

6. The Panelwillsubmitits conclusion and recommendations to the Head of UNEP
within forty-five (45) working days ofreceipt of the request from the Access-to-
Information Desk. The recommendations shall be in the form of a report which
shallbe communicated to the Head of UNEP through a memorandum signed by
the Chair of the Panel and copied to the other panel members.

7. The Head of UNEP willhave the authority to make the finaldecision concerning the
request for information in question. The Head of UNEP will inform the Panelof
the final decision which will be forwarded to the Access-to-Information Desk in
the same email or in separate emails.

8. The Access-to-Information Panelthrough the Access-to-Information Desk will
communicate the decision to the Requestor. In case ofrejecting an appeal, the
communication made will provide the Requestor with a reason for such rejection.

9. The review process should be completed within sixty (60) working days ofbeing
requested.

3.6 Special Conditions

1. Inextraordinary circumstances where the overallbenefits of disclosure of
information listed as confidentialand in the exceptions of information to be
disclosed outweigh the potential harm, the Head of UNEP orsuch officials as the
Head of UNEP so authorizes may authorize the disclosure of information covered
in the list of exceptions. This may include situations in which the disclosure of
certain confidential information would be likely to avert imminent and serious
harm to public health or safety, orimminent and significant adverse impacts on
the environment.

2. Insuchcases,the information concerned willhave to be declassified to allow for
its disclosure. If applicable,such declassification willbe done in accordance with
the Secretary-General's Bulletin (SGB) on information sensitivity, classification,

and handling (ST/SGB/2007/6).

3. Suchdisclosure by the Head of UNEP or the authorized official would be on the
most restricted basis necessary to achieve the purpose ofthe disclosure.

4. Ineverycase,the disclosure of information received from a government or a third
party in confidence requires the written consent ofthe government, or the third
party concerned.

3.7 Recordkeeping

The Access-to-Information Desk is responsible formaintaining a record ofeach request
received. The record shall indicate:



i.  The name ofthe Requestorand/orthe requesting organization, as the case may
be,the date of receipt of the request, a briefindication ofthe nature ofthe request;

ii. The date ofacknowledgement of receipt;

iii.  The responsible substantive office and or officer to whom the request was
forwarded to forreview,and the date to which this was done;

iv.  As applicable, any additional time within which to provide the information to the
Requestor;

v. Ifthe matter was submitted to the Senior Legal Officer for consideration ofan
exception and, if so, when;

vi.  Theresponse provided by the substantive office or Senior Legal Officer; and

Vil. The date the Access-to-Information Desk communicated the information or the
denialto provide the information to the Requestor.

3.8 Costs of Processing the Information request

Information disclosed under the Policy willbe made available free of charge. However,
UNEP may charge a limited fee for information requests that involve the reproduction of
material in hard copies and orin large quantities, which cannot be delivered within the
available resources.

This limited fee is charged in orderto recover the actual cost of printing such material
and its associated labor cost. The fee will be determined by the number of pages or
copies to be provided and must be paid in advance. The Access-to-Information Desk will
determine the fee in consultation with the Responsible Office or Officer producing the
information materialand thereafter communicate the fee and the mode of payment to
the Requestor. Once payment is made, the Access-to-Information Desk shall inform the
Requestor that the payment has been received and the information shall be provided to
the Requestor.



Terms and Definitions

Term

De finition

Appeal

This is a request fora reconsideration orreversal of
decision to be granted access to earlier denied
information.

Calendar day

This is any day ofthe month including working days and
weekends. It excludes all UN holidays.

Classification

This is the act or process by which information is
determined to be confidential.

Communication Division

This division communicates UNEP’s core messages to all
stakeholders and partners, raising environmental
awareness and enhancing the profile of UNEP
worldwide.

Donor Member States of the United Nations and their
governments, non-governmental organizations,
intergovernmental organizations, other entities or partners

roviding funding to UNEP.

UN General Assembly The UN General Assembly (UNGA) is the main
deliberative, policymaking and representative organ of
the United Nations.

Head of UNEP This is the Executive Director of the Organization.

Information Any information in written, visual,aural, electronic or any
othermaterial form.

Record(s) Information created, received, and maintained by the
[UNEP.

Working day Official UN working days. UN Holidays shallnot be taken

into consideration forthe calculation of working days.
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Appendices

Appendix A: Sample acknowledgement of receipt of request to be sent by e-mail

Dear [Name],

We hereby acknowledge receipt of your inquiry requesting information about [subject].
We will let you know whether we have the information and are able to disclose it to
you. UNEP will endeavor to handle your request within thirty (30) calendar days
(excluding United Nations holidays). We will inform you should we require additional

time to process your request.

Kindly contact the Access-to-Information Desk should you have any queries related
to yourrequest.

Yours sincerely,

Access to Information Desk
Communication Division
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Appendix B: Sample acknowledgement ofreceipt of appealto be sent by email

Dear [Name],

We hereby acknowledge receipt of your appeal regarding the refusal to disclose
information about [subject].

The Access-to-Information Panel will review the decision and revert to you in sixty
(60) working days (excluding United Nations holidays).

Kindly contact us should you have any queries related to yourrequest.

Yours sincerely,

Access to Information Desk
Communication Division
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